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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/
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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  

 

 

If you have never used IACRA before, the first step is to register for an account – Found in the 

upper right of the page 

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

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
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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. 

 

 
 

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

 

 

c. Under Application Type, choose “Instructor” 

 

d. Under Certifications, choose the instructor certificate you’re renewing.  For the majority, 

that means choosing “FLIGHT INSTRUCTOR”. 
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e. Then click “STANDARD” 

 

 

Click “FIRC – FLIGHT INSTRUCTOR REFRESHER COURSE” 

 

 

f. And finally, click “RENEWAL” 

 

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

based on your selections. 
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g. Start Application 
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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. 
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i. Confirm you read, speak, write and understand the English language. Then verify your 

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

Save & Continue. 

 

 

 

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

 

 

m. Review and Submit  

Click on View Pilot’s Bill of Rights and View Privacy Act 
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n. Click “Close” after reviewing the content of each pop-up box. 
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o. Review your 8710 application. 
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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. 
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q. Sign the Pilot’s Bill of Right Acknowledgement 
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r. Sign your 8710 
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s. The application is now complete in IACRA. 

 

 

 

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: 

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

 upload an image of your:  

o CFI 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. 

 

https://app.smartsheet.com/b/form?EQBCT=7fde96ef198341459c1a01f63e417c4e
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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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We will verify your completion, CFI certificate information and ID 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. 

 

 

When all of the images are uploaded, 

then click “submit” to send the 

information to us for processing. 


