
Applying for Your Service 
Certificate and Records
Follow the steps in the slides 



Step 1: Search “Obtain ADF Service Records”.    
Click on Personal Information Requests – About - Defence



Step 2: Scroll Down on this Page



Step 3: Scroll Down Below the Red Button and 
Click on the Link Below “Defence Website Form”



Step 4: You Should Now See This. Scroll Down.



Step 5: Read the Details of the Documents Needed



Step 6: Read the Details of Documents Required



Step 7: Fill in the Form. Click on Arrow in Drop Down 
Box and Select “Ex-Member”



Step 8: Upload Two of the Required Documents by Clicking on Choose Files. These 
Must be Certified and in PDF Format. Copy of Licence Should be Front & Back. Scan 
the Signature Verification Text, Sign & Upload by Clicking on “Choose File”. 

Note: a list of 
authorised 
persons who can 
certify 
identification 
documents is 
listed on 
the Department 
of Home Affairs –
Applying online or 
paper page.

When Uploading Your Documents Wait Until the Blue 
Clock Stops Before Uploading the Next One. 

https://immi.homeaffairs.gov.au/help-support/applying-online-or-on-paper/on-paper/certified-copy
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https://immi.homeaffairs.gov.au/help-support/applying-online-or-on-paper/on-paper/certified-copy
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Step 9: Fill in Details Required. When You Get to the 
Drop Down Box of Request Details, Choose “Other”



Step 10: In Request Details Purpose of Request 
Choose Other. In Types of Information, Tick Other.



Step 11: Tick All Boxes & Type in “Accident 
and Incident Reports” in to the Box Below. 



Step 12: Fill in Your Address Details, Tick the 
Boxes and “SUBMIT”. 



Please Note the Following:

• Your Certificate of Service should arrive by (snail) mail within 2 – 3 
weeks. 

• The data regarding your service records should be mailed to you 
on a USB stick, in a small padded bag, within 5 weeks of your 
application. 

• An email should be sent to you around the time the USB stick is 
mailed, advising a code/PIN needed to decipher the USB log in. 

• If nothing is heard within a month or so, ring Dept Defence on 
1800 333 362. 



We hope that this presentation 
helps you to obtain your Service 
Records and Service Certificate. 
Please let us know how you went 

by emailing at 
hello@nashofairgo.com.au
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