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DMS Application Process
• Refer to FAA Order 8000.95, Volume 4, Chapter 2.
• The DADE applicant must:

1. Meet the minimum qualifications to be a DADE;
2. Complete an application in DMS;
3. Upload a current résumé and/or supplemental 

information sheet (available in DMS); 
4. Upload at least two letters of recommendation attesting 

to the professional qualifications of the applicant; and
5. Enter their FAA Tracking Number (FTN) for DMS 

integration with IACRA (Login to IACRA to find your 
FTN).

Note: You may save and return to your application at any 
time. 
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Navigate to DMS

• Go to:
https://designee.faa.gov
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Navigate to DMS
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•Read the System Use Notice and select “I Agree”.
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First-Time User
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• Read the Paper Reduction Act Statement and FAA Designee 
Program information.
• New users select “User Registration” to obtain user name and 

password.
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User Name and Password
• DMS requires:

1.  A 6-digit user name
2.  A password that is a minimum 

length of 12 characters that includes 
at least 1 upper case letter, 1 lower 
case letter, 1 number, and 1 special 
character. No character can be 
repeated twice in sequence.
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User Registration
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• Fill in all required information and “Submit”.



Federal Aviation
Administration

Log In
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• Now go back and log in using your new 
user name and password.
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Create Application

• Once logged in, select “+ Create Application”.
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Agreements Tab
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• Read and accept the Designee Acknowledgement 
and FAA Designee Program statements.
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Designee Types Tab
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• Select “Designated Aircraft Dispatcher Examiner (DADE)”.



Federal Aviation
Administration

Designee Types Tab (Cont)
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• Complete the designee questions.
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Create Personal Profile Tab
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• Enter the contact information in your user profile. 
Upload a photo of yourself if desired.
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Create Personal Profile Tab (Cont)
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• Enter your personal address and mailing address (if 
different from your personal address).
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Background Questions Tab
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• Carefully read and answer the required 
background questions.
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Designation Location Tab
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• Select the FAA office to which you are 
applying.

• Enter the name and address of your 
primary work location facility. If appointed, 
you will be able to enter up to 3, with the 
first listed as the primary work location.

• Do not enter your personal address on this 
page. The address entered here will appear 
on your Certificate Letter of Authority 
(CLOA).
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Designation Location Tab (Cont)
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Qualifications Tab (Cont)
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• Select the DADE authorization check block.
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Qualifications Tab (Cont)
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• Complete the required DADE qualification questions 
in the Designee Application Upload section.
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Qualifications Tab (Cont)
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• Upload the required attachments by first selecting 
“+ Choose”, then “Upload”. You must complete 
both steps to upload a document.
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Required Attachments
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• DADE applicants must upload:

1. A current résumé and/or supplemental 
information sheet (SIS) available in DMS; 
and

2. At least two letters of recommendation.

Note: DADE applicants may upload a 
résumé, SIS, or information in a similar 
format, provided DADE qualifications can 
be clearly established with the document(s) 
uploaded.
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Supplemental Information Sheet
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• Download a Supplemental Information Sheet here.
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Summary Tab

23

• Review all the information you’ve entered thus far in 
the Summary tab, make any changes if needed, then 
select “Continue”.
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Signature Tab
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• Carefully read and agree to the 
Release of Information and 
Certification Statements.

• Review the Privacy Act 
Statement.

• Then sign the application with 
your DMS password.
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Signature Tab (Cont)
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Application Complete
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• You will receive the following message upon 
successful submission of your application.
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Evaluation
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• The FAA is required to determine if an applicant is 
the best qualified for appointment as a DADE.

• An FAA goal is to establish a uniform designee 
candidate assessment process (as much as 
practicable) for all designee types.

• When one or more DADE applicants submits an 
application in DMS, the Flight Standards office will 
establish an evaluation panel to further review and 
determine if each applicant is appropriately 
qualified.
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Appointment
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• If appointed as a DADE, you will be assigned a 
unique 9-digit DMS designee number and issued a 
Certificate Letter of Authority (CLOA).

• Remember, designation is a privilege, not a right.
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Still Have Questions?
• For technical questions regarding system 

performance, contact the MyIT Service Center:
1-844-FAA-MyIT (322-6948)

helpdesk@faa.gov

• For non-technical questions regarding DMS 
policy and processes, please contact:

9-AFS-650-DMS-Feedback-
AirTransportationDesignees@faa.gov
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The End


