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INTRODUCTION
• The Airmen Certification Branch utilizes 30 Legal Instruments Examiners to issue 24 

types of airmen certificates with a multitude of ratings, each requiring completion of 
various qualifications.  Certificates are issued only after a thorough examination to ensure 
all regulatory and procedural requirements have been met.

• Each Legal Instruments Examiner must complete a 2-year comprehensive training course 
consisting of 30 modules.  Each module consists of reading assignments, classroom 
training, on-the-job training and testing with a comprehensive final exam at the conclusion 
of the course.  Examiners are required to understand and interpret Title 14 CFR Parts 61, 
63, 65, 67, 91, 121, 135, 141, 142, and all agency Orders, Handbooks, and Notices.

AFB-720 is the final authority on the 
issuance of airman certificates.
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Examined and
Issued applications
are QC’d and QA’d

QC reviews for
accuracy

Accepted

Returned to Examiner
for correction Rejected

5 % of all
applications are

routed to Compliance
Specialist to Review,

Correct or Reject.

Accepted Information is sent
to Contractor to Print & Mail

Certificate.

Accepted

2nd QC

Returned to Examiner
for correction

2nd QA

Rejected

Airmen Examination Process
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Identify Problematic Areas on the 8710-1
FY-2022 Processed 431,136 certificates

Discuss Those Areas to Minimize the need 
for Correction Notices.

Returned 4% airmen applications for correction (12,018)

GOAL OF PRESENTATION

405,306 applications 
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SIC Privileges Only

B-747 SIC Only

“SPECIFY OTHER” – This box should be 
completed to show:  SIC Privileges Only

Full Legal Name is 
required for TSA vetting.  
Maximum of 47 
characters.

Provide Special Mail 
Address in IACRA 
additional information or 
attach a memo.

If the Drug Statement is 
marked yes, the 
application must be one 
year after the final date 
of conviction.

Reference CFR 61.5(b)(7)(iv) and 61.55(a)(3), (d), and 
(e) and 8900.1 Volume 5, Chapter 2, Section 22.

Doe, John Frank

Official Document 

X

X
X

X

X

Do not use Tulsa Oklahoma07/01/1990

1 South Road
Oklahoma City, OK 73111

Blond Blue72 195

X
X

X

1112222Commercial

First Dr. Spock M.D. 12/15/2022

11/10/2019

X
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X

X

SIC Privileges Only
BLOCK II C will be completed 

if graduated from an FAA 
approved course/training 

center  (141/142)

CAE Center Dallas TX F23X023K X
SIC B-747 Course 10/16/2022

ExpressJet Airlines 9/30/2022 X

BLOCK II E will be completed 
if based on Completion of the 

Air Carrier’s Approved Training 
Program.

SECTION IV 
Recommended But Not 

Required.

SECTION III 
Recommended But 

Not Required.

John F Doe 10/20/2022

X

If based on 14 CFR Part 91 or 
Part 129, check the 

appropriate box in the 
Inspector’s Report.
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SIC Processed by 
Designated Pilot Examiner

The Instructor’s Recommendation must
be completed. (may not hold a CFI)

Complete Block 
2, PBR and 
Approved Box 

/s/ I Am Instructor 06/30/2023234888810/12/2022
X

X

X
X

B-747 SIC Privileges Only

/s/ John D Examiner 1234567

Include SIC and 
the type rating 
applied for 

Complete the 
last line of the 
D/E Report

123456789 12/31/202310/30/2022
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SIC Privileges Only

John Frank Doe
07/01/1990

1112222
JOHN.DOE1990@GMAIL.NET405 123-2345

Oklahoma Drivers License

12/31/2025
ABC12345

If based on 14 CFR Part 91 
or Part 129, this block must 
be checked

The Inspector must 
complete the last line with 
Date, Signature, and FSDO 
number unless IACRA.

XSee Advisory Circular 61-65H 
paragraph 11.1 for ID information 
link 
https://www.faa.gov/training_testing/
testing/media/testing_matrix.pdf 

See Advisory Circular 60-28B and 
8900.1 Vol. 5 Chapter 14 Section 1 
for English Proficiency 
requirements.

/s/ I Am Inspector10/30/2022 1111111 SW-15
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1112222

CATEGORY (AIRPLANE) 
& CLASS  (MULTIENGINE 

LAND)

DATE OF LAST ISSUANCE

ENGLISH PROFICIENT

X

Temporary Certificate

COMMERCIAL PILOT

AIRPLANE MULTIENGINE LAND, INSTRUMENT AIRPLANE
A-320, B-747, CL-65
B-747 SIC PRIVILEGES ONLY

TYPE OF CERTIFICATE 
(PILOT) AND LEVEL 
(COMMERCIAL)

DATE OF ISSUE MUST MATCH 
THE DATE IN THE 
APPROVING OFFICIAL’S 
REPORT

MUST BE TYPED

7207/01/1990 Blond195 Blue M USA

JOHN FRANK DOE
1 SOUTH ROAD
OKLAHOMA CITY, OK 73111

10/30/2022 12/31/2023
/s/ John D Examiner

1234567
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BACKSIDE CONDITIONS OF 
ISSUANCE

MUST BE INCLUDED AND 
CANNOT BE A

SEPARATED ATTACHMENT

Backside Conditions of Issuance
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SOE LIMITATION REMOVAL
Processed by a Designated Examiner

Reference 61.64 (g) 1-4

REMOVE SOE B-777

X (B-777 FOR PAPER APPLICATIONS) 25

25

Complete the 
specify other box 
and Section I

Complete Section II 
A 1 and 2b or 
Section III PIC

X

Section IV is not 
required but 
recommended

Section V is required SIGNATURE MM/DD/YYYY

PATH AVAILABLE 
IN IACRA
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X

SOE LIMITATION REMOVAL
Processed by a Designated Examiner

X

X

Complete block 
2 the PBR and 
the Approved 
box

MM/DD/YYYY
Complete the 
Applied For box 
and the last line 
of the DPE 
report.

SIGNATURE AND PRINT 7777777 123456789 MM/DD/YYYY

REMOVE SOE B-777

Complete the 
Airman’s ID 
information

ALL Paper applications must be reviewed by the FSDO

REQUIRED REQUIRED IF A TWO PAGE APPLICATION

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiZqYu0scXVAhVjjVQKHeeIA2EQjRwIBw&url=http%3A%2F%2Fwww.netdimensions.com%2Findustry%2Ftransportation-compliance.php&psig=AFQjCNFbi2VPSVH3zNkKfBklfoTHgA54mQ&ust=1502204228801326


Civil Aviation Registry, Airmen Certification Branch 12Federal Aviation
Administration

A name correction is when the first name was spelled wrong, such as 
Glen & Glenn, the first name was entered as Bob and should be 
Robert, a suffix was added or removed, a hyphen is added or removed 
or a second last name was omitted.

A name change is when a marriage, divorce or other court ordered 
name change takes place.  Airmen cannot drop a last name or change 
a last name without a court order.  Only inspectors can process name 
changes.  A copy of the passport, marriage license, divorce decree or 
court ordered document should be reviewed by the inspector. 

The following paths are not available in IACRA: IPL Canada 
Conversions, Combination Private/Instrument, Power Lift ratings, 
Military Competency CFI Reinstatements, Hold for Age, Medical Flight 
Tests and Sport Proficiency Check.  Inspector processed name, 
gender, nationality and date of birth change applications will be paper.

FREQUENTLY ASKED QUESTIONS
?

?

?
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61.75 Verification Letters are transmitted to the FSDOs using IACRA.  
FSDOs receive a nightly email for the new letters available.  The 
designated examiners must request the verification letters from the 
FSDO. The designated examiners do not have access to the letters 
via IACRA.  The airman can retrieve the verification letter using IACRA 
until it expires.  Inspectors can retrieve the verification letter for two 
months after the expiration date.

When an airman changes countries for a 61.75 a new application is 
required with a new verification letter.  You should destroy the 
superseded certificate and let us know it was destroyed in the remarks 
section.

Commercial level 61.75 certificates are no longer issued; however, 
those that were issued prior to August 4, 1997 are grandfathered in and 
can be used to add additional ratings at the private level.  The limitation 
“Not valid for the carriage of persons or property for compensation or 
hire or for agricultural aircraft operations.” is required.

FREQUENTLY ASKED QUESTIONS
?

?

?
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New Paragraph for All 
Letter Types

POLICY HAD DETERMINDED THAT AIRMEN THAT DO NOT HOLD A PILOT IN 
COMMAND RATING AND/OR THEIR FOREIGN LICENSE WAS BASED ON ANOTHER 
COUNTRY CAN NOW USE THEIR FOREIGN EXPERIENCE TO TAKE A PRACTICAL TEST 
TO RECEIVE AN AIRLINE TRANSPORT PILOT CERTIFICATE .

YOU MUST NOW DETERMINE IF THE AIRMAN IS ELIGIBLE
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CORRECTED IACRA & ADD DOCUMENTS  

2.  Under the “Retrieve & Process
Applications” section, enter the applicant’s FTN 

1. The certifying officer logs into IACRA
3.  Select the “Completed Applications” button

to pull up the application to correct.

4.     Locate the application and under 
4. “Available Actions” select “Add Document. C1234567

5.  Upload documents and  review for accuracy. 

6.  Provide comments for the reason and submit.

1/30/21 CFI RENEWAL

TO CORRECT THE EXPIRATON DATE

* 

* 

Do not use for Correction Notices



Civil Aviation Registry, Airmen Certification Branch 16Federal Aviation
Administration

IACRA INFORMATION

FY 2022
Applications processed via IACRA 84%

• “Corrected IACRA” must be written at the top of the printed, e-signed hard copy 
corrected IACRA application, which will include the entire application package. 
(Temp/App/KT/PBR). All e-signatures must be present, otherwise the application 
package will have to go thru the FSDO for sign-off by an inspector.  

• Remember IACRA helpdesk is only to be utilized for system issues, not certification 
issues.  For certification issues contact AFB-720.

•8900.1 CHANGE :  Vol 5, Ch 2, Sec 4, Par 5-287 (C), outlines “Corrections to an IACRA 
File after Transmission to AFB-720”.  Do not fax documents to our office.

If an IACRA file is sent to AFB-720 and you discover an error after transmission, you will 
need to print a copy from IACRA and do pen and ink changes.  Follow the new IACRA 
method and transmit the entire corrected application.  NEVER create another IACRA 
application ID # for the same application.

Documents submitted to our office must not be a picture.  They should be an 
8.5x11 black and white pdf document with a minimum of 300 dots per inch 
resolution.  The documents become a permanent part of the airman’s record and 
can be used for employment, court cases and investigations.
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CORRECTION NOTICES
Please don’t return a Correction Notice back to AFB-720 without 

addressing the issues.

– You can write on the Correction Notice or send an attached 
Memo addressing the problems

In some way let us know that you reviewed the Correction Notice 
and either corrected the issue/issues or you disagree and 
why.  You can also make a phone call to our office and discuss 
with an examiner. (1 866-878-2498)

When reissuing a corrected temporary certificate, the date of 
issue MUST be the same date as the DE/INSP report date.  
(Emergency Field Issuances processed by an Inspector due to 
an expired temp, are not sent to this office.) 
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MOST FREQUENT CORRECTION NOTICE ISSUES 

NOW TRENDING

1. Date of Issue on the temporary certificate does not match the practical test date (either DE report 
or Inspector Report).

2. More complete legal name on Knowledge test, which differs from 8710-1.  The 8710-1 MUST 
always show the airman’s FULL legal name.

3. The approved box not being checked in the DE or Inspector report for paper applications.

4. Name and Nationality Changes from previous issuance not being sent through the FSDO for 
Inspector sign-off.

5. Section IIA aircraft not coinciding with aircraft listed/used for practical test in the DE report or 
Inspector report for paper applications.

6. Section IF Citizenship other box marked without providing the Country for paper applications.

7. Limitations omitted from the temporary . Please review the temporary and compare to the 
superseded and what should be issued on current application before submitting.

8. Printing signatures rather than a written signature. We must have an original written signature 
anytime a signature is required, unless it is e-signed through IACRA.

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwizzJPLxtbSAhWry4MKHbCCCGkQjRwIBw&url=http%3A%2F%2Fchicoshelter.org%2Fcategory%2Fspotlight%2F&psig=AFQjCNH60_gz4uUktstMmus7v1EeR_qQ2w&ust=1489599537817617
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj88YXOx9bSAhUE54MKHTHOAQ4QjRwIBw&url=http%3A%2F%2Fworldartsme.com%2Fhoney-for-sunday-clipart.html&psig=AFQjCNH60_gz4uUktstMmus7v1EeR_qQ2w&ust=1489599537817617
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MOST FREQUENT CORRECTION NOTICE ISSUES 

9. Evaluators record oral date is prior to Section V, applicant’s certification. This date MUST be on or    
after Section V, applicant’s certification.

10. Limitation expiration date on CFI renewals. Please review this date and compare to superseded 
or current 24 month date, prior to hitting send.

11. Proper boxes in the DE Report must be checked. They are missing boxes or checking the wrong 
box.

12. The Inspector’s Report is omitted on Reconstructed Files.

13. Box O. the drug statement box has been omitted for paper applications.

14. Providing a valid ID.

15. Paper applications completed by a Certified Flight Instructor must be signed off by a FSDO 
Inspector.

16. FOI Fundamentals of Instruction test omitted from Certified Flight Instructor and Ground Instructor 
applications.  No supporting documents for teachers. 

NOW TRENDING

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwizzJPLxtbSAhWry4MKHbCCCGkQjRwIBw&url=http%3A%2F%2Fchicoshelter.org%2Fcategory%2Fspotlight%2F&psig=AFQjCNH60_gz4uUktstMmus7v1EeR_qQ2w&ust=1489599537817617
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj88YXOx9bSAhUE54MKHTHOAQ4QjRwIBw&url=http%3A%2F%2Fworldartsme.com%2Fhoney-for-sunday-clipart.html&psig=AFQjCNH60_gz4uUktstMmus7v1EeR_qQ2w&ust=1489599537817617
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IACRA INFO AND UPDATES
 Limitations for Private and Commercial certificates are now carried over from the airman’s 

record and are displayed on the Certificate Summary and final temporary and can be 
removed by the Certifying Officer if necessary.  Big reason for correction notices.

 Applicants now have the option to sign applications on a separate device.

 A pre-approval number from DMS will be required prior to completing most IACRA 
applications.  The designated examiner should have their DMS number ready when 
logging into IACRA.  For example PR-123456789-2020-0001.  If a mistake is made when 
entering the number in IACRA the application will process but the DMS system will need to 
be updated with the correct number.

 Knowledge tests taken on and after January 13, 2020 will be located by FTN number.  If 
there is an error with the last name or Suffix a paper application will be required.

 Now you have the ability to process applications to remove limitations without a practical 
test.  For example to remove the SOE limitation and the Restricted ATP limitations.
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GOOD TO KNOW
DON’T BE IN A HURRY! After you complete the application put it down 
and look away for a few minutes.  Review the application again before 
mailing for any omitted boxes or information.  This will save you time in 
the long run.

The following information can be found on the Airman Certification website.

• News and Highlights provide the time frame applications are being processed.

• Search Airman Records to verify the Airman’s certificate and ratings.

• Find aircraft type ratings.

• Various forms.

• IACRA Training Site

• Create an account in Airmen On-Line Services

 Knowledge test requirements can be found in the Order 8080.6H Chapter 4 
starting at Figure 4-1.

Coming Soon visit our site at 
https://www.faa.gov/about/initiatives/cares/
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•TOLL FREE LINE 1-866-878-2498

•CERTIFICATION INFO LINE (3 Lines) 405-954-3261

•FAX 405-954-4105

•FOREIGN VERIFICATION DESK 405-954-1890

•FOREIGN VERIFICATION EMAIL                    foreign-verification@faa.gov

•KNOWLEDGE TEST EMAIL AFB-721-Only-CTR@faa.gov

•SPORT BRANCH  (AFS-610) 405-954-6400

•WEB SITE http://registry.faa.gov

•E-MAIL 9-AMC-AFS760-Airmen@faa.gov

•E-MAIL FOR APPLIC ATIONS                     AFB-720-only-fed@faa.gov

•IACRA TOLL FREE NUMBER 1-844-322-6948

•IACRA EMAIL helpdesk@faa.gov

• Remote Pilot Questions                844-FLY-MY-UA  or UAShelp@faa.gov

AIRMEN CERTIFICATION BRANCH CONTACT 
INFORMATION

http://registry.faa.gov/
mailto:9-AMC-AFS760-Airmen@faa.gov
mailto:AFB-720-only-fed@faa.gov
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• This Power Point Presentation is the property of Airmen Certification Branch, 
AFB-720.

• It is being provided as an Instructional Tool for FAA Classroom 
environments.

• It is subject to monitoring and approval of all revisions and/or format 
changes by Airmen Certification Branch Manager prior to being presented.

• Anyone using this Power Point slide presentation consents to such 
monitoring and approval of any revisions and/or format changes prior to it’s 
use.

• Unauthorized, unapproved, or inappropriate use or dissemination to other 
parties, of this presentation without prior Consent of the Airmen Certification 
Branch Manager is strictly forbidden.

AFB-720 Disclaimer


	Civil Aviation Registry�Airmen Certification Branch
	INTRODUCTION
	Slide Number 3
	GOAL OF PRESENTATION
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Backside Conditions of Issuance
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	CORRECTED IACRA & ADD DOCUMENTS  
	IACRA INFORMATION
	CORRECTION NOTICES
	MOST FREQUENT CORRECTION NOTICE ISSUES 
	MOST FREQUENT CORRECTION NOTICE ISSUES 
	IACRA INFO AND UPDATES
	                  GOOD TO KNOW
	AIRMEN CERTIFICATION BRANCH CONTACT INFORMATION
	Slide Number 24

