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	This job aid provides the designee on how to Create, and Submit a pre-approval, post activity report, suspension release request and voluntary surrender for a DMIR or DAR-F in the Designee Management System (DMS). 
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	Designee Landing Page 
	Designee Landing Page 
	The designee-landing page contains information on your designation, submitted applications, actions to execute, message center and change designation location. 
	Figure
	Selecting the “action” link will allow you to request pre-approvals, submit post-activity reports, and view activity paperwork. 
	Figure
	You will also see the name of your assigned Managing Specialist, function codes, designation status, and training record. 
	Figure

	Pre-Approval Process; submit, save and cancel 
	Pre-Approval Process; submit, save and cancel 
	All DMIR or DAR-F designees must request a pre-approval in DMS and the pre-approval must be approved prior to commencing that activity on behalf of the FAA. 
	Pre-Approval Request – Initiating a pre-approval begins by selecting the “Action” link on your home page. 
	Figure
	Select the “Pre-Approval Request” Link to begin. 
	Figure
	When completing the pre-approval request, you must select the function code pertinent to the request. Included on the pre-approval request page is a listing of function codes and descriptions. 
	Figure
	Complete the required information and select the submit button. The request will be sent to your managing specialist for review and approval. Check the message center for your Managing Specialist response. Once approved, designees must submit a post activity report for any certification work authorized. 
	Figure
	Activity Paperwork Link: Select the Activity Paperwork Link to: 
	• 
	• 
	• 
	View your pre-approval request 

	• 
	• 
	View the status of your request, and 

	• 
	• 
	Submit a post activity report 


	Figure
	View the status of a pre-approval request. 
	Figure
	Saving a Pre-Approval: allows a user to save the information to edit and submit later. NOTE: Initiating and saving a pre-approval request does not result in your Managing Specialists reviewing your Pre-Approval. You must submit a pre-approval for your managing specialist to review. 
	Figure
	Figure

	Cancel a request: 
	Cancel a request: 
	Saved or Approved pre-approvals can be cancelled. The system will ask for a confirmation before the pre-approval is cancelled. 
	Figure
	Pre-Approval Request for Domestic or Export Airworthiness Approval Tags 
	Reminder: You have a link to view the function codes and descriptions while entering your pre-approval request information. 
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	Aircraft Certification – Airworthiness 
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	Post Activity Report Submittal 
	Post Activity Report Submittal 
	Post Activity – DUE IN 7 DAYS. To access your post activity report, select the action link. All designees are required to submit a post activity report for each pre-approval authorized. The post activity report must be submitted within 7 days of the end date on the pre-approval. 
	NOTE: If designees have post-activity reports that have passed the requisite 7-day submission deadline, DMS will not grant approval to another preapproval number until all outstanding post-activity reports have been submitted. 
	To begin the post activity report submittal, select the “action” link from your home page 
	Figure
	Select the “activity paperwork” link 
	Figure
	Select the DMS Tracking Number and enter the results of the certification event. 
	Figure
	Figure
	Once you have submitted the post activity report for the FAA review, the post activity number status will be updated to complete. 
	Figure
	DMS Navigation for Active DMIR and DAR-Fs Sep. 25, 19 Page 17 of 24 
	Figure
	Over the course of a designee’s appointment, there may be a circumstance where your designation is 
	suspended. A suspended designee must request a suspension release utilizing the link in DMS. The FAA managing office will review the request and provide a response to the designee through the DMS message center. 

	Suspension Release 
	Suspension Release 
	When a designee has been suspended, after correcting the deficiency, the designee must request a suspension release by selecting the action required item by the due date shown. 
	Figure

	DAR F Voluntary Surrender 
	DAR F Voluntary Surrender 
	To begin the voluntary surrender process, a DAR-F must submit a voluntary surrender request in DMS. Select the Action link and navigate to the voluntary surrender link. 
	Figure
	Provide the reason for the voluntary surrender and complete the feedback survey. 
	Figure
	Figure
	Figure

	DMIR Surrender 
	DMIR Surrender 
	A DMIR cannot submit a voluntary surrender in DMS. 
	(a) 
	(a) 
	(a) 
	For a company designee, a company representative must contact the designee’s managing specialist to request voluntary surrender in DMS. The assigned managing specialist will initiate the surrender in DMS by accessing the designee record. 

	(b) 
	(b) 
	The FAA must document the voluntary surrender in DMS and include the specific reason(s) provided by the designee. 
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