Air Safety Institute eFIRC
Guide to Completing Application for Renewal

The process for renewing your CFI using IACRA requires the following steps.

1. First you need to submit your application via the FAA’s IACRA system

2. Submit your application information and digital image of your CFI certificate front and back and
government issued ID to ASI

The following guide will walk you step-by-step through the process.

1. Integrated Airman Certification and Rating Application System (IACRA)
Tips for working with IACRA:

Have your current certificate in front of you while filling in the application. This will
help you remember to list your entire certificate held information when prompted by
IACRA.

If you have a name change, a citizenship change, sex change or if you’ve changed height
by more than 2 inches — you need to go to the FSDO to change those items on your
certificate. If any of these items do not match your current CFI certificate, the application
will be returned.

Also, you cannot use a business address — only a physical home address will be accepted by
the FAA.

Read the instructions that appear on each screen.

Before clicking a link, read the link text carefully. This may prevent you from spending
time linking to screens you do not need to visit.

If you are in doubt about what to do on a screen, look at the help files. There is a Help
button on all popup screens where help is available. Also, all main screens have a Help link
in the upper right corner of the page header.

If reading the help file does not answer your question, then you can call AVS Support
Central for help with your issue.

The National AVS IT Service Desk aids users when they have support issues with IACRA. The
following information outlines AVS Support Central daily operations:

Hours of operations are: 24 hours a day, 7 days a week.
Telephone number: Toll-free at 844-322-6948 (ask for Tier 2)
E-mail address: helpdesk@faa.gov

The Web address for IACRA is https://iacra.faa.gov/



https://iacra.faa.gov/

Submitting Application for CFI Renewal with the FAA’s IACRA system

IE8 and Mozilla Firefox are the only browsers supported by the IACRA system. Subsequent

versions of IE8 may need to run in compatibility mode in order to use IACRA.

Webaddress: iacra.faa.gov
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If you have never used IACRA before, the first step is to register for an account — Found in the

Federal Aviation
Administration

Integrated Airman Certification and Rating Application (IACRA)

IACRA Is the web-based certification/rating application that guides the user through the FAA's airman
application process. IACRA helps ensure applicants meet regulatory and policy requirements through the
use of extensive data validation. It also uses electronic signatures to protect the information's integrity.
eliminates paper forms, and prints temporary certificates.

What's new in IACRA
IACRA Version 8.12

This release contains the following changes
Application Section

= NEW! The Flight Instructor Renewal based on Flight Instructor Refresher Course has been
implemented in the enhanced version of IACRA. Applicants may now sign the application prior to
submitting the application to the Certifying Officers, eliminating the face to face identity check

« NEW! Cerlification for Flight Instructor based on Military Competency (original, added category and
renewal) is now available in IACRA.

Certifying Officers

= NEW! The Certifying Cfficer may now view the temporary summary at any fime during the checklist
read more

Frequently Asked Questions

Q.How do | obtain assistance with IACRA?

A.Ifyou have a question while using IACRA, you should first review the FAQs and the IACRA Instruction
Manual. Additionally, there is a link to the on-line Help in the upper right hand comner of the IACRA
application once you have logged in. The Help is context specific to the page on which you are viewing. If
you are un ... Read more

Next Question and Answer | See All Questions and Answers

Privacy Policies:
FAA|8610-2 | 8710-1 (To view, download Adobe Reader here )

upper right of the page

As a CFl, you can register as an applicant and as a recommending instructor. You will

Username:
Password:

Forgol Username or Password?
-m or Renister
FAA Employee Login

Help

@ Need Help?

Download the latest version of the
IACRA Instruction Manual (8.7) for
help on login, registration, news
screen layouts, consoles, and
ATP CFR 61,121, 141 and 135
certifications

- ordownload the previous
wversion of the JACRA Instruction
Manual (7 &) for all other IACRA
functionality

— or visit our Training and
Documentation page for more
information.

need to be registered as an applicant for the CFI renewal process.

Maintain your FAA Tracking Number (FTN) for your personal records.


file:///C:/Users/mkh2/Documents/ASF/FIRC/Online%20FIRC/Online%20FIRC%20Administrative/iacra.faa.gov

a. When you login to submit the application for renewal, you must enter the system as an
applicant. Click “Accept TOS as = next to APPLICANT.

Federal Aviation
Administration

IACRA - Terms of Service & Role Selection
- Home

+ Whats new in IACRA

+ Frequently Asked Questions Terms of Service (TOS)

= Aircraft Search You are accessing a U.S. Government information system, which includes (1) this computer, (2) this

+ Site Esedback computer network, (3) all computers connected to this network, and (4) all devices and storags
media attached to this network or to a computer on this network. This information system is provided

+ Contact Us for U.S. Government-authorized use only

7 Training and Documentation | |2, torized of improper use of this system may rasultin disciplinary action, as well as civil and

> Helpful FA% Links criminal penalties

+ Avaiiable Cerfiications and
Ratings

By using this information system, you understand and consent o the following

1. You have no reasonable expectation of privacy regarding any communications o
information transiting or stored on this information system. At any time, the gg
for any lawful government purpose monitor, intercept, search, and seize
orinformation transiting or stored on this information system

2. Any communications or information transiting or stored on this
disclosed or used for any lawful government purpose

ommunication

ation system may be

Clicking an ‘Accept TOS' button below signifie:
lagree to the

ffeement to the TOS and selects that role
of Service & select:

Accepl TOS as —» | APPLICANT

Accept TOS as —> | RECOMMENDING INSTRUCTOR

Do NOT accept Terms of Service

% ga De‘u:wtmtewt ;Fdﬂeﬂﬂlimttel‘w Readers & Viewers Government Sites
ederal Aviation Administration Sy
800 Independence Avenue, SW HEk g Bg:gg:
Washington, DC 20591 ] .
1-866-TELL-FAA (1-866-835-5322) ~ Web Policies :zczjz‘u'uﬁfv -
Web Policies & Notices e =5

Privacy Policy Data.gov

b. You will be directed to the Applicant Console page, click “Start New Application”

IACRA Home » Console

IACRA - Applicant Console
Start New Application ‘

Start New Application ‘

Your Existing Applications ‘

c. Under Application Type, choose “Instructor”

IACRA Home

IACRA - Start Application

‘ 1) Application Type ‘
Type of A

(Choose) b

(Choose)

Pilot (Show Details...)
5 0

Airworthiness ‘

Crewmember

d. Under Certifications, choose the instructor certificate you’re renewing. For the majority,
that means choosing “FLIGHT INSTRUCTOR”.

IACRA Home
IACRA - Start Application

‘ 1) Application Type ‘
Type of A

Instructar v ‘

‘ 2) Certifications (Hide Details) ‘
Instructor Certification
— ELIGHT INSTRUCTOR
— GROUND INSTRUCTOR
— AUTHORIZED INSTRUCTOR
— ELIGHT INSTRUCTOR SPORT PILOT

[ 3) Other Path Information |
‘ 4) Start Application ‘




e. Then click “STANDARD?”

IACRA Home
IACRA - Start Application
‘ 1) Application Type |
Type of A
’7 Instructor v
| 2) Certifications (Hide Details) |
Instructor Certifications
— |FLIGHT INSTRUCTOR
— STANDARD
— GROUND INSTRUCTOR

— AUTHORIZED INSTRUCTOR
— FLIGHT INSTRUCTOR SPORT PILOT

‘ 3) Other Path Information |
‘ 4) Start Application |

Click “FIRC — FLIGHT INSTRUCTOR REFRESHER COURSE”

IACRA Home

IACRA - Start Application

‘ 1) Application Type |
Type of A i

Instructor M

[ 2) Certifications (Hide Details) |
rInstructor Certifications
— FLIGHT INSTRUCTOR
- | STANDARD |
— CFR 81- COMPLETION OF REQUIRED TEST
- CFR 61-MILITARY COMPTENCY
- CFR 141 - GRADUATE OF APPROVED COURSE
~ ACTIMITIES
— DUTIES AND RESPONSIBILITIES
- FIRC - FLIGHT INSTRUCTOR REFRESHER COURSE
— GROUND INSTRUCTOR
— AUTHORIZED INSTRUCTOR
— ELIGHT INSTRUCTOR SPORT PILOT

‘ 3) Other Path Information |
‘ 4) Start Application |

f. And finally, click “RENEWAL”

IACRA Home

IACRA - Start Application

Certifi ion and Help

[1) Application Type | | Flight Instructor > Standard > FIRC - Flight

Type of A i I Refresher Course

v

Instructor ‘ For certification requirements, follow the link to the
‘ 2) Certifications (Hide Details) ‘ applicable section of the Code of Federal Regulations
rInstructor Certifications 1181

— ELIGHT INSTRUCTOR

- STANDARD

- CFR 61- COMPLETION OF REQUIRED TEST
~ CFR 61 - WILITARY COMPTENCY
- CFR 141 - GRADUATE OF APPROVED COURSE
- ACTMITIES
— DUTIES AND RESPONSIBILITIES
- [FIRC - FLIGHT INSTRUCTOR REFRESHER COURSE |
~ RENEWAL
— GROUND INSTRUCTOR
— AUTHORIZED INSTRUCTOR
— ELIGHT INSTRUCTOR SPORT PILOT

‘ 3) Other Path Information ‘
‘ 4) Start Application ‘

You’ll see on the upper right hand side of the page that the certificate information has filled in
based on your selections.



g. Start Application

IACRA Home

IACRA - Start Application

1) Application Type

— Type of Application

| Instructor v

Certificate Information and Help

Flight Instructor > Standard > FIRC - Flight
Instructor Refresher Course > Renewal

2) Certifications (Hide Details)

For certification requirements, follow the link to the
applicable section of the Code of Federal Regulations
51.181

rInstructor Certifications
— FLIGHT INSTRUCTOR
- STAMDARD
- CFRG1- COMPLETION OF REQUIRED TEST
— CFRG1-MILITARY COMPTENCY
- CFR 141 - GRADUATE OF APPROVED COURSE
- ACTIVITIES
- DUTIES AND RESPONSIBILITIES
- FIRC - FLIGHT INSTRUCTOR REFRESHER COURSE
~ [RENEWAL
— GROUND INSTRUCTOR
— AUTHORIZED INSTRUCTOR
— FLIGHT INSTRUCTOR SPORT PILOT

3) Other Path Information

Flight Instructor Refresher Course - Renewal

4) Start Application

Flight Instructor Refresher Course - Renewal

Please verify all of the information before starting the application.

Start Application €




h. Your Personal Information will be prefilled. Verify all the information is accurate and
matches what is on your current CFI certificate.

If you have a name change, a citizenship change, sex change or if you’ve changed height by
more than 2 inches — you need to go to the FSDO to change those items. If any of these do not
match your current certificate, the application will be returned.

You cannot use a business address. Only a physical home address will be accepted by the
FAA.

You can turn on IACRA tips for the page which should answer any questions that you may
have about what specific information they’re looking for in each field.

When you have verified all the information click Save & Continue at the bottom of the page.

4 Holplul FAA Unks
» Avallable Certfications

and Rategs

~Applicant Options — Personal Information
* Console Please Note: The information in this top section cannot be changed once it is established with the
+ Start Apphcasion Alrman Registry. To leamn how 10 update this information please foliow this link
* User Profie -
Full Name |
Y:AadRete Date of Birt' =720
 Change Role sex =
+ Remove Role Citzenship Country UNITED STATES v
-+ Ect Preferences Hair Colot ¥
+ Change Password Eye Color = : |
| Weight (1bs ) 4
~ Information & Help ——, —_—

Height (inches)
+ Home City of Bith
» What's new in IACRA Country of Birth UNITED STATES v

sat0 of Bir
>Fn ty Asked State of Birth v
Questions

Phone
< Arcrait Search

Emall Address
+ Se Feedback
+ Contact Us ~ Residential Address (E1. On 8710-1)
3 Training and Please Note: it it is determined by e Airmen Registry that the address entered is a Commercial

Documentation address in this section, you will be issued a Comection Notice for incorrect Residential Address

Address Line 1
Address Line 2
(Map or Directions)
1o Physical

Residential Address
City

State

ZIP Code

Country

UNITED STATES d

[Add Special Mailing Address |

Save & Continue

O Certificate Held (Section |, G & M-0) {Show Detas..) (2
@ Basis of Issuance (Section II) {Show Details..) (2
O Pilot Time (Section Ill) (Show Detas..) (&)

| O Review and Submit (Section V.

(Show Detalls...)

| 3



i. Confirm you read, speak, write and understand the English language. Then verify your
certificate information is correct and click Save & Continue.

IACRA - Application Process

For

| @ Personal information (Secton | AL [Show Oetais ) 2]
| O Certificate Held (Secson |, G & MO) (Hoge Donats) |5,

| ~ English Language (Block G)

,‘:. .‘.° 00 you read, spesk, write, and enderstand the Enghnh nguage 7

| Alrman Certificate (Block M-M3)
¥ Cech hare, # you now hokd, of 500 Mave ever hedd an FAA Piot Centcate?

= Flight Instrucior Cantificate Held
Contiate Numter R
Cutelived ' Arpiane Muengmne
L 1D Arplsne Sngle mnd Mutesgne
EpuatcnDabe o
T U Rovecrat Gyroplane
¥ Rooecra Mascopter
(3 Romncrat edcopter and Oysoplens
L mstument Avplace
¥ nsyument Kescopter
L. InsTument Aspiate and Hescoowe
L nsyumeet Fomered LA
L Poweted L2
(Save CFI Camtifcate |
~ Al Conificotes (Existing or AddedModified for Blocks MM}
forsgn
FAAGYIS

US$ Staaderd Pict Certicate
Certficams Namn  Issuance Dot Commedcial Categary Thass Ratngs
¥ NSTRUMENT HELICOPTER
ROTORCRAFT MILICCPTER

IO mamocsd Coriicate
Cortiic s Naws  Ia Date CHC viClane Hatenne




j. Check the box if you hold a medical certificate, input medical certificate information, and click
Save & Continue.

& nirumert Heb(otter

L matument Powered L8
L Powareg L2

@I

~ ANl Contificases (Existing or AddedModified foe Blocks M.MY)

Foceign
TAAGY.TS

US Stencerd Mot Cenbcats

Coniicate Norn  Insuance Dot Commercial Category Cliss Ratings
INSTAUMENT MEUCOPTER
ROTORCRAFT HELICOPTER

Fhght s w5 Certicate
Cortficate Nam  Inuance Date  CFlCategory Class Rategs
INSTRUMENT HELUCOPTER

~ Medical Certificate (Block N-N-3)
¥ Cnech here, € you now hokd & Medal Certiican T

| Pieate Note: MAZiry mediea! ortiCates 05 A0t reduite Class of MoSicll Carticam or Name of
Erammacer a0 can 2o T blaw

Tatect e corticate Type O FAA ) Maatary

Clatt of Madcat Corsticate (Choose) v

Date issued T

Naose of Examoer

~ Drug Conviction (Block O)

1 Check are, € you have over be for of any F State

POMUNG 10 MINCONC Srogs. Margeand, Of depressant of SUMUEAN Grogs of SLOsInNces 7

 Save & Contrne

Basis of Issuance (Secton 1) (Sbow Detads_) [
Piiot Time (Section lil) (Sbow Oetads. ) 13
Review and Submit (Secton V) (Show Detm_ ) 13

k. No information is required for the Basis of Issuance section. Click Save & Continue.

IACRA - Appiication Process
| © Personalinformation (Secoon LAL)

Show e ) 2|

Certificate Held (Secson | G & M-O) (Stow Oetaen_) (2]
{ Basis of Issuance (Secton 1) (Hide Detas) 12

Complation of Required Test (Bloch A)

Mitary Compatence (Biock B)

Graduate of Agproved Courve (Bleck C)

Moider of Foresgn Licerna (Bock D)

Completion of Ak Cander's Appeoved Training Progeam (Block E)

R s e e ]

| Pilot Time (Secten 1) (Show Detads_) (5] |
| Review and Submit { Secton V) (Show Detads_) |5




I. Pilot Time
Filling times out are optional for CFI renewal

Enter pilot hours by clicking on individual rows (“Airplane/Rotorcraft/Powered Lift hours;
Glider/Lighter than Air hours; Simulator/Training device) or “Clear Pilot Hours” option.

Click Save & Continue.

IACRA - Application Process
" @ Personal Information (Secton L AL) (GtowOetam | &
Certificate Held (Secson | G & M-0) [Show Demes ) (5
Basis of lssuance (Secton Il) (Show Detads. ) |2
Pilot Tme (Section lil) Dot Owinty) (2]
| oo Yom sophcaton © FUGHT INSTRUCTOR » [ impon | ‘
Piease Note! ACRA Wund NOws S0M 2 Mevious s006Ca30n Taned T Phesa Dours wil 2ot
00 Mived Al B Save’ Buon it SOved OO0 Cle Poet Mours' 10 temdve eury
] Cloar Pt Howrs l
Alrplane { Rotorcraft | Powered Lift Mours. (Seow Detats) 3 |
Glider  Lighter Than Air Hours , [Soow Datats ) (2] |
Wmmmmum (Shom Detads ) (30

. D Review and Submit {Secton V) (Show Detads. ) (2) |

m. Review and Submit
Click on View Pilot’s Bill of Rights and View Privacy Act

]
_© Review and Submit (Secton V) (Mode Detats) (=)
| Important intarmaticn for LACRA Applicants
1 Your apobcation can notte rBed Ll o8 SO0 M0 i

2 50 5ure B review e 2005Ca00 Caveltally 0d Mahe 20OITENANe COMICIoNs Sefre Iubmesing
FOU! BQOACATON I pOR'TE NOL S E ThaT your SPERCAtIN B COMPletad CONtecTly, 90 Mt sutend i
vl you Nave CONUed yout ReCommmmbng Ml dor of E vamess €vadsator.

3 Krow pour FTN (AABAS3T9) IACRAL 0 IACRA P, 4. You will need 15 ghve your
FTR® your R % ok Evaksa%0 1o 5 d You may 0 need ¥ Jog o
WCRA 1 mabe cofmectons

4 Read and unoarmand T Privacy ACT SLmNE Dy OMNING e View Privacy ACT Duon Detow
S M you e Guettont ABOGt Bow 10 eniee St 10 WWCRA, contadt Natenal AVS (T Serice Deth

509 Deicw|
Emad
Prone 1477-2874T)1

~ Certificate Summary

Carticale Thoe FUGHT NSTRUCTOR

Canicae #

Ratrge

Lrmeatons

1 VALID ONLY WHEN ACCOMPANED BY PROT CERTIFICATE .
2 EXPIRES (EXPRATION DATE WL BE MADE AVALABLE ON I'ne Con ) FYING OFFCER S
CHECKLIST FOR REVIEWUPOATES)

[ Viww Plol's B of Rights | | View Privacy Act| | v |




n. Click “Close” after reviewing the content of each pop-up box.

Print

View/Print PDF |  Zoom: |100%

ting, please click the "View/Print PDF" button.
You will need to install Adobe Reader to view .pdf files.

Written Notification to an Airman Applicant

PILOT'S BILL OF RIGHTS WRITTEN NOTIFICATION OF INVESTIGATION

The information you submit on the attached FAA Form will be used by the Adminisirator

of the Federal Aviation Administration as part of the basis for i

ing an airman

certificale, rating, or inspection authorization 10 you under Title 49, United States Code
(USC) section 44703(a), if the Administrator finds, after investigation, that you are
qualified for, and physically able to perform the duties related to the certificate, rating, or
nspection authorization for which you are applving. Therefore, in accordance with the
Pilots Bill of Righis, the Administrator is providing you with this written notification of
investigation of your qualifications for air aivmean certificale, raling, or inspection
arthorization:

(If vou make a written requesi for your airman application file, please provide your full name,

The nature of the Administrator s investigation, which is precipitated by your
submission of this application, is (o determine wheither yon meel the qualifications
for the airman cerftificate, rating, or inspeciion authorization you are applying for
under Title 14, Code of Federal Regulations (CFR) paris 61, 63, or 65.

Any response fo an inguiry by a rey ive of the A alor by you in
connection wiilh this investigation of vour qualifications for an airman certificate,
rating, or inspection authorization may be used as evidence against you.

A copy of vour airman application file for this dete is avaitable to you upon yonr
writien requesi adedressed fo:

Federal Avietion Administration
Airmen Certification Branch, AFS-760
PO). Box 23082
Oklahoma City, OK 73125-0082

date of birth or airman certificate number for identification purposes and also the date of
application.)

Print

Close View/Print PDF |  Zoom:

PRIVACY ACT STATEMEN

“The authority for colksting th
principal purpesc for which the in
sssuance of an aiman certificatc and or rating. Submission of the data 1s mandat
telephon nunher, and email address which are apticaal, Failure to provide al requ

Note: For printing, please click the "View/Print PDF" buttol
You will need to install Adobe Reader to view .pdf files.

AIRMAN CERTIFICATE AND/OR RATING APPLICATION

his statcment is provided pursuant 1o 5 U.S.C. § 552(a):
information is contained in 39 U.S.C. §§ 40113, 44702, 44703, 44709 ind 14 CFR Part 61, The
formation is intended 1o be used is to identify and evaluate your qualifications and eligibiliry for the
xcept for the applicant's social security mumber,
information will result in the FAA heing

unahlc to issuc vou a certificat and or rating. The information collected on this form will be included ina Privacy Act System of
Resards

nown as DOT/FAA B47. titled “Aviation Records en Individuals™ and will be subject t0 the routine uscs published in the
of Recurds Natice for DEFT/FAA 847 fsee wwwdol gov privacy privacyacinoioes), ineludi
Providing basic aimmen cerification and spualification information t0 the public upon request. Examples of basic information
inehude:

+ The type of certificate(s) and/or rbing(s) hekd, limitations, date of issummce und certificate number.

+  The stams of the siman's certificate (i.c. whether it has been amended, modificd, suspendad or reveked for any reason),
o Thenimmin s home address, unless reguested by the aimman 1o be withheld fron public disclosure per 49 US.C 44703 (¢
+  Information reluting to an ainnan’s physical status or condition used 1o determine statistically the validity of

+ Information relating toan individual’s cligibility for medical cortifisation, requests for exemption Fom medical

secquirensents, and requests foe review of medical tifcatedenils
L 'sing contact information to mform airmen of meet: by the FAA regard viation safely.,

1v Board in connection with its imvestigation respensibilities.
1 and tribal law enfocement apensies when engaged in an official

Disclosing information ko the National Transportatior
hous airmen fo Federal, Stat
ved.

Making rocords of e lingquent civil penaltics swed 10 the FAA available 1o the U.S. Department of 1
Department of Justice (D0]) for colleetion pursuant to 31 U.8.C. 371 1(g)

Making rocords of effeetive onders agains! fhe certificates of sirmen available 1o their employers if the simen use the affctal
cerfificates to perform job responsibilities for those employers,

Making airmen records available lo users of FAA's Safety Performance Analysis System (SPAS), including the Department of
fonse Commercial Airlifl Division”s Air Carrier Analysis Support System (ACAS) for its use in identifyang safety haznds and
i areas, targeting inspection effons for certificate holders of greatest risk, and monitoring the effectivensss of tarpered

Treasury and i U8

Making records of an individual’s positive drug test resull, aleohal test result of 0.04 or greater breath alechol concentration, or
refusal to submit 1o testing requivod under a DOT-required testing program, available tothird partics, including currem and
praspective employers of such individuals, Such records also contam the names and titles of individuals wha, m iheir
commercial capacity, administer the drug ind uleohol tesiing programs of aviation enii
Providing infarmation shout aimmen through the Civil Aviation Registrys Comprehensive
Depuriment of Health and Human Services, Office of Child Support Enforcement, and the
locates noncustodial parents who owe ehild supprt. R..urcls in this ml.. ar

ngencigs nationwide in enforcing child support obligation part orders
loeatien of obligors. Records listed within the section on ( n|..g<v|y.,su[Ruunln-m retrieved using Corest; ])m.ci lhn..gh the
Social Security Administration’s secure environmeat.

Making persemally identifinble information about sinmen available to other Federal agencies for the purpeose of verifying the
accuracy and completeness of medical information peovidad o FAA in coamection with applications for aimen medical
certification.

Mauking records of pust sirman medical cerfification Inxlm duta avw\u}-l» o Avintion Medical
asis 0 that AMFs hest medical cert

rmen Infoemation System o the
‘ederal Parent | ocater Servica thal
Md tovidentify ainmen 1o the »mm support

iners (AMEs) on a routing

10



0. Review your 8710 application.

Pim | Close |  SaveasTHl | ViewPridPOF|  Zoom:[wo%  +|
Note: For printing, please click the “View Print POF* button.
You will need to install Adobe Reader 1o view .pdf files.

IACRA Generated Copy
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p. After reviewing the Pilot’s Bill of Rights, Privacy Act, and 8710, the Sign and Submit section
appears on the web page.

~ Certificate Summary

Cordicate Tiow FLIGHT INSTRUCTOR

Cersicate #

Rasrgt

Lrnasons

1 VALD ONLY WHEN ACCOMPANED BY PROT CERTIICATE

2 EXPRES (EXPRATION DATE WL 8 MADE AVALABLE ON THE CERTIFYING OFFICER 3
CHECKLIST FOR REVEWUPDATES)

~ $ign and Submit
PROT'S DL OF RIGHT S
Prease choh e “Sipn Piofs BR of Rghts AGnosiedgment SuSon below, 1 5ign e Piofs B of
Rights ACPOWOpTHAt
[Sign Piat's B3 of Rights Achnawiedgment |

(You are notragured e 590 B PIGs DR of Rights Acknewiedgment ¥ you chodis NSt g0 Hhe
Acknowiedgment. e Certtying Oficer will D feguired B 5ot & Yom he Corttang Oficer Checiant )

APPLICATION
Pledse Catelully reviin yOul BROBCABN S0f BOOUACY

By slecronicaly sigreng PG Sooument
FCAray B2 A0 SUemenE) AN AnEwers IOvIded Dy e 0 Tul SPORCABON 1M e CONDMM A0 YUe
2 Do best ol oy Kowiede and | agree Rat By 4w 15 De COtaManeS 33 D of De DAy Sor
HIanCe of amy FAA Certicate o me

PLEASE NOTE: Once B 2ppication Boim i Signed aad subemitied, the PRors (8 of Rights
ACknowdgrment will 00 longer be avallatie for signing by Uw applicant.

5408 Submt Asgcation |

12



g. Sign the Pilot’s Bill of Right Acknowledgement

~ Certificate Summary

Corvicate Tro FLIOMT INSTRUCTOR

Cerdticate

Rasege

Lrnaatons

1 VALD ONLY WHEN ACCOMPANTD Y PROT CERTWICATE

2 EXPRED (EXPRATION DATE WL 85 MADE AVALARLE ON THE CERTIFYING OFFICER S
CHECKLIST FOR REVEWUPDATES)

[Viow Pl s 68 of Rights | | View Privacy Act |
~ $ign and Submit

PROT'S BALL OF RIGHTS

Prase ook P “Sipn Piols BR of Roghts ASnosiedgment’ SuB0n below, 10 5ign e Piofs B of
Rirts AT oW

[Sign Piot's B3 of Rights Achnawbedipmant | G

(You pre not reguured 1 500 P PGS IR of Rights Acknewiedgment ¥ you Choote NSLY g0 T
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s. The application is now complete in IACRA.

IACRA - Appilication Process

& Personal information (Sect Al SUBMITTED & LOCKED - (5
) Certificate Held (Sect 3 & 1 SUBMITTLO & LOCKED - (%,
[ @ Basis of Issuance (Secion SUBMITTED & LOCKED - |+,
@A Piot Tiene (Sector SUBMITTED & LOCKED 5
) Review and Submit taon Mide Detadt) 15
f e
Roview Application _Retumn 1o Conscle

In order to use IACRA for renewal this step must be complete by 5:00 pm eastern time on the last day
of the month of your CFI expiration.

2. Complete the “Completion Information” section of the course (found in either “my courses” or
the “catalog” section of your eFIRC or you can access the section directly by clicking here)
where you will be asked to:

e Enter Last Name, First Name, Email Address, FTN and

e upload an image of your:
o CFl certificate front and back
o Government issued photo ID

= Accepted forms of ID include: U.S. Driver’s license, Passport, Government ID
cards

AOPA will destroy the email and digital image after using the information to process your application
within IACRA.
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https://app.smartsheet.com/b/form?EQBCT=7fde96ef198341459c1a01f63e417c4e

Dashboard

Courses

Catalog

Resources

Calendar

Transcript

Edit Profile

Logout

Support

walaww - =
Catalog &

Flight Instructor Refreshe_.. 2

——
- -—j‘j Flight Instructor Refresher Course m
[m] My Curricula

S A
E,@ Submit Application for Renewal
Course

Application for Renewal

2

Eﬂj 4 This part of the curriculum: Submit Application for CFl Renewal

PROGRESS 33.3% Completion Video

7 G Completion Video
Resources
- G Guide to Submitting Application

>' gl Completion Information
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eFIRC Applicant Information
Please submit the follo eces of infor 1

Last Name

First Name
CFI Expiration Date

Email Address

FTH

eg

Last Name *
Srnith

First Name *
Jane

CFl Expiration Date
053172014 [}

“  Pictures library

P

Simply fill out the information
requested: Last Name, First Name, CFI
Expiration Date (found on the back of
your CFI card), Email Address, FTN
(FAA tracking number from the
IACRA website) and upload a copy of
your CFI Certificate front and back as
well as your government issued photo
ID. The copies may be sent as a scan
or a photo image of the ID and CFI
card.

If you're using a military ID, please
send front and back of the card.

Then click on “upload” to upload
images from your computer or mobile
device.

Find the location of your images on
your computer or from photos on your
mobile device.

Click on an image and then “open” and
repeat the process for each document.
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Emall Address "

janesmith@CFIrenewal com

FTN*
The FTN (FAA Tracking Number) is assigned to you by the FAA after you complete
your registration in IACRA

e.g. A1234567
A1234567

Copy of CFI Certificate and Government Issued Phote ID *
Upload your scanned or photographed CFl certificate front and back and driver's

license, passport, or ather government issued photo ID here When a” Of the |mages are Up|0aded,
SR — then click “submit” to send the
information to us for processing.

Send me a copy of my responses

We will verify your completion, CFI certificate information and 1D within IACRA and
issue your graduation certificate. (You will be able to enter the eFIRC and download your
graduation certificate, which serves as your temporary certificate until your new plastic
card arrives from the FAA.)

We will then submit your application to FAA for processing.

If you haven't received your new plastic flight instructor certificate from the FAA close to the 120 day
expiration, please contact us at efircsupport@aopa.org or at 800/USA-AOPA (872-2672) 8:30 a.m. to
6 p.m. Eastern time, Monday through Friday.
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