
How to Review a Request from Proxy Responsible Person 
 

If a person submits a registration request to be a Proxy Responsible Person (PRP) and 
access records on behalf of your company, the operator’s Responsible Person must 
review the request and either approve or deny the request. 

1.1. Log into the PRD via the Tools link and log in as the RP for the appropriate operator. 

 

1.2. Select the Security menu item. 

 

1.3. Select the Manage Proxy Users menu item. 

 

1.4. Pending PRP requests will be shown in the “Pending Proxy Approvals” table. Select 
the line to edit and click the “Edit Pending Approval” button. 



 

1.5. Review the details of the request considering the notes listed on the page. 

 



If the person registering is unknown to you, we strongly suggest you contact the POC 
listed for the proxy company to verify it is appropriate to approve them. It is possible for 
a person to submit a registration when they have no affiliation with the proxy company. 
This could be by accident or intentional. 

To approve the request, see step 2.1.  

To reject them, see step 3.1. 

2.1 Approving the registration request. Set the User Status to active (if not already set to 
active) and set the Role Status for Proxy Responsible Person to Active. Set the Effective 
Date to today and leave the Expiration Date empty. Click Save. 

 

 



 

You should see a confirmation message. 

 

You can verify the new Proxy user by clicking the Search button to see all Proxy users. 
You should see the new user listed. 



 

Note you will see two roles for this proxy user; Proxy Authorized Consumer and Proxy 
Responsible Person. This is normal. 

 



You can later make this proxy user Inactive as needed by setting the User Roles to 
Inactive. 

2.2. Important Step. Remove any previously approved Proxy Responsible Persons you 
have for that proxy Company. FAA policy specifies that there can only be a single Proxy 
Responsible Person (PRP) for your company per each proxy company at any one time. If 
you had previously approved a PRP, and now have just approved a new user as a new 
PRP for the same proxy company, the previous PRP for that proxy company must be set 
to inactive. 

Search for any existing PRPs for the same proxy company, in this example, “Test Proxy”.  

From the Manage Proxy Users menu, search for any existing active PRP roles for the 
proxy company. Note: If you don’t find any proxy users, try searching without the proxy 
company in the filter. This issue has been seen on occasion and is being investigated. 

 

Locate the user who was the previous PRP, select the check box by their name and click 
the Edit button. In the example shown below, we will remove the previous PRP shown on 
the second line. 



 

2.3 Set the Role Status to Inactive for both Proxy Authorized Consumer and Proxy 
Responsible Person. Set the Effective date and Expiration date to today. Click Save. 



 

You should see a confirmation message. 

 

You can verify the edits by searching again for proxy users as in step 2.2. As shown in 
the example below, searching for active PRPs now only shows a single user as you 
successfully inactivated the previous PRP. 



 

 

3.1 Rejecting the registration. Set the User Status to active (if not already set to active) 
and set the Role Status for Proxy Responsible Person to Rejected or Inactive. Set the 
Effective Date and Expiration Date to today. Click Save. 

 

You should see a confirmation message. 



 

You can verify the changes by clicking the Search button to see all Proxy users. You 
should see the user listed but the role status will say Rejected or Inactive. If you decide 
later to change the role status to activate the proxy roles, you could do so by simply 
changing the role status to active as needed. 

Contact prdsupport@faa.gov if you have questions. 
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