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Renewal Request 

1. Open the Internet Explorer, and type in the following DMS URL: https://designee.faa.gov/

2. Enter the Username & Password, and click on the Login button.

3. From the Action Required table select the link named “Submit Designation Renewal Request”.
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4. “Do you want to renew your Designee Authorization?” Select Yes or No. 
 

5. Click on the Continue button  
 
 
 
 
 

 

 

 

 

 

 
 

6. Check all of the checkboxes on the screen, in the “I agree” column. 

 
 

7. Click on the Continue button. 
8.  Answer questions related to renewal. 
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9. Questions are presented related to your renewal.  You must provide an answer before selecting the 

“Continue” option.  The Renewal Summary screen displays. 
 

 
10. Enter your DMS password to submit your renewal request. 

NOTE:  As a 
DMIR, if your company 
supports your renewal, 
you must upload a 
company letter endorsing 
your renewal before 
proceeding to the 
summary screen. 
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11. Once your renewal request is processed, a notification will be sent to the message center 
notifying you of the decision. 

 
 

Summary:  To submit your renewal request, do the following: 
o Enter your DMS login password as the signature.   
o A pop up displays “Thank you for submitting your renewal request.  
o You will be notified via DMS regarding the status of your request.”   
o Select the “OK” button and you will be directed to the DMS home page. 
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