Guidelines for Completing Form 023
Application for Change of
Registration Mark
Refer to: CASR 47.165

WHY USE THIS FORM
This form is used to apply to change the registration mark on an aircraft already registered under
CASR 47.
Note: Regulation 47.165 of the Civil Aviation Safety Regulation 1998 (CASR) states that if the
registration holder of a registered aircraft has reserved a registration mark (the reserved
mark) for the aircraft the holder, or if the registered operator has the written consent of the
registration holder — the registered operator, may apply to CASA to change the aircraft’s
existing mark to the reserved mark. The application must be received by CASA at least 14
days before the day on which the existing mark is proposed to be changed and be in an
approved form. Form 023 is the approved form.

WHO SHOULD COMPLETE THIS FORM
This form should be completed by the aircraft registration holder or, if authorised, the registered
operator.

OTHER INFORMATION YOU MAY NEED TO READ OR DOWNLOAD TO COMPLETE
YOUR APPLICATION
Following is a list of other documents available on CASA’s website which you may need to read or
download in order to ensure you lodge a correctly completed application:
• Letters of authority https://www.casa.gov.au/standard-page/letters-authority

IMPORTANT INFORMATION
Conditions ruling change of registration mark. The information provided in the Preliminary Note on
page 1 of the form and in the guidelines below provides a broad overview of the process for the
change of registration mark. Further direction or guidance that must be complied with or followed,
may be given during the course of the mark change process by other parties concerned, e.g., other
areas within CASA, maintenance organisations, Authorised Persons etc.
The applicant should ensure that:
•

The registration holder and registered operator are kept fully informed of matters
surrounding the pending mark change.

•

contact is made with the appropriate CASA Regional Office prior to the nominated date of
change, to ensure that additional requirements relating to the mark change are met.

•

The date of effect for the mark change takes in to account the time required to meet all the
requirements outlined in Form 1000. This form is required for the issue of the new
Certificate of Airworthiness.

Contact details for CASA Regional Offices can be obtained from the CASA website.

HOW TO COMPLETE THIS FORM
This form can be completed online and an image of your signature (electronic signature) may also be
added. This allows the form to be completed and submitted electronically, without the need to
produce a hard copy.
Note: Digital signatures cannot be accepted, if you are not sure of the difference between a digital
and electronic signature you should print the form, then sign it.

Section 1. Current Registration Details
MANDATORY - Insert aircraft details as shown on the certificate of registration, the certificate of
airworthiness and the aircraft’s data plate.

Section 2. New registration Mark
MANDATORY - The new registration mark must be reserved:
•

to the registration holder as noted on the certificate of registration, and

•

for assignment to the aircraft listed in Section 1, by reference to its manufacturer, model and
serial number.
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Note: If the requested new registration mark is not reserved as above, the application will be refused.
MANDATORY - Date of effect:
The following rules must be observed when nominating a date of effect for the mark change. The
nominated date of effect:
•

Must be a weekday

•

Must be a day on which the Australian Civil Aircraft Register is open for business

•

Must be at least 14 days after CASA receives your application

•

Must take in to consideration the time it will take to meet the airworthiness requirements in
relation to the reissue of the certificate of airworthiness (see Form 1000 on CASA’s website
and liaise with your local CASA regional office).

•

Must take in to consideration the fact that aircraft cannot operate on the date of effect until
both the new certificate of registration and certificate of airworthiness are issued

Note: If the applicant wishes to change the date of effect for a mark change after the application has
been approved, the only way to achieve this is to withdraw the original application. An
application can only be withdrawn if the Civil Aircraft Register receives notification 7 days or
more before the date of effect. If an application is successfully withdrawn, a new application
will need to be lodged and a new fee paid. There will be no refund of the original fee. The new
application must comply with the minimum 14 day notice period. If a request to withdraw the
application is received less than 7 days before the date of effect, the request will be refused
and the mark change will proceed.
Applicants must take into consideration the fact that the aircraft cannot operate on the date of
effect until both, the new certificate of registration and certificate of airworthiness are issued
displaying the new registration mark.

Section 3 Name of Applicant
MANDATORY - Insert the name of the applicant (current registration holder or registered operator) as
shown on the certificate of registration or confirmation of recording a registered operator letter. Enter
the Aviation Reference Number (ARN), where known.
ARN refers to Aviation Reference Number. This is the number issued by CASA to an entity, similar to
a customer number. For instance, if you are an individual and you hold a Flight Crew Licence your
ARN should be the same as your licence number. If you don't know your ARN leave the space on the
form blank.

Section 4 Mandatory Declaration
MANDATORY – This section contains mandatory declarations that must be made by the registration
holder, or the registered operator if authorised. You must ensure you read and understand the
clauses before signing.
Who can sign this form?
The applicant should sign this form.
Note: If the registered operator is applying on the registration holder’s behalf, the registered operator
MUST provide a letter of authority from the registration holder that specifically grants the registered
operator the right to apply for the mark change. The letter must comply with the normal letter of
authority conditions plus name the registered operator and clearly state that the authority is for the
change of mark on VH-XXX to VH-YYY. The following requirement may also apply.
If the applicant is:
An organisation:
A Director, Company Secretary, CEO, President or Vice President should sign the form and tick
the appropriate box in the signature block. Alternatively, a Director, Company Secretary, CEO,
President or Vice President can give another person written authorisation (on company letterhead)
to sign on behalf of the organisation. In this case the ‘authority attached’ box in the signature
block should be ticked and a copy of the authority must be forwarded with the form. The authority
could take the form of a power of attorney, agency agreement, or simple letter signed by the
applicant confirming the authority of the third party to act on his/her behalf. If signing under a
power of attorney or other legal documents of this nature you must provide a copy of the full
document, identify the sections of the document that authorise you to sign and you must sign in
accordance with the requirements of the power of attorney or other legal documents of this nature.
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A government body or a foreign corporation:
A person filling an equivalent position to that of Director, Company Secretary, etc, must sign the
form. Alternatively, that person can give another person written authorisation (on letterhead) to
sign the form on behalf of the body. In this case the ‘authority attached’ box in the signature block
should be ticked and a copy of the authority must be forwarded with the form. The authority could
take the form of a power of attorney, agency agreement, or simple letter signed by the applicant
confirming the authority of the third party to act on his/her behalf. If signing under a power of
attorney or other legal documents of this nature you must provide a copy of the full document,
identify the sections of the document that authorise you to sign and you must sign in accordance
with the requirements of the power of attorney or other legal documents of this nature.
An individual:
The individual can give another person written authorisation to sign this form on their behalf. In
this case the ‘authority attached’ box in the signature block should be ticked and a copy of the
authority must be forwarded with the form. The authority could take the form of a power of attorney
or simple letter signed by the applicant confirming the authority of the third party to act on his/her
behalf. If signing under a power of attorney or other legal documents of this nature you must
provide a copy of the full document, identify the sections of the document that authorise you to
sign and you must sign in accordance with the requirements of the power of attorney or other legal
documents of this nature.
Note: A sample letter of authority can be found on the Australian Civil Aircraft Register page of
CASA’s website.

Payment Authorisation
MANDATORY – In line with Australian Government policy, CASA is required to recover costs for
providing regulatory services. The schedule of fees for the registration of aircraft and related matters
is shown on the CASA website. All fees are for the processing and consideration of the application
Please note the change in CASA’s payment processes described in the next section of these
guidelines.
Payment options:
ONLINE
•
•

Click the payment button on the CASA website homepage and follow the instructions.
Attach a copy of the receipt with the application and submit to CASA.

MANUALLY
•
•

Enter your details on the Payment Authorisation page of this form to enable CASA to process
your payment.
Payment will be taken immediately upon receipt of the application.

IF THE FORM IS COMPLETED INCORRECTLY, WHAT HAPPENS
Provided the payment can be processed and the current version of the form is submitted, a full
assessment of the application will be completed, within the limitations of the documentation submitted
to CASA.
If the application is incomplete, such as additional documents are not present, sections of the form
are not completed, signatures are missing, then the assessment will result in the application being
considered incomplete. A letter detailing the issues with the application will be sent to you. You
should note the following important points:
•

You have one opportunity to lodge a correctly completed application within one month of
the date on the letter without incurring a financial penalty. However, the regulatory
requirements relating to timeframes for submitting registration applications will still apply.

•

Payment for this application will be taken and will be held for this period.

•

If an acceptable, complete application is not received within the month all subsequent
applications will need to be paid for in full.

Refused applications – Applications that are assessed but fail to meet regulatory requirements will
be refused. This includes applications where, for example, the requested new mark is not reserved
as required by the regulations.
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If an application fails to meet regulatory requirements:
•

The application will be refused on the basis of non-compliance.

•

Any subsequent application will need to be paid for in full.

HOW DO I SUBMIT MY FORM
Please forward the form plus any other required documents to the CASA Licensing and Registration
Centre (CLARC). Receipt by email is CASA’s preferred option:
Email:

aircraftregistration@casa.gov.au

Mail:

ACR-CLARC
CASA
GPO Box 2005
CANBERRA ACT 2601
AUSTRALIA

WHO SHOULD I CONTACT IF I HAVE A PROBLEM
Contact the CASA Licensing and Registration Centre (CLARC) for assistance:
Phone:

Within Australia: 131 757

Email:

aircraftregistration@casa.gov.au

International: +61 2 6217 1111

CASA Website: Refer to the Australian Civil Aircraft Register page on CASA’s website.

DELIVERY OF REGISTRATION CERTIFICATES
You can expect to receive your new certificate of registration by mail within two weeks after the date
of effect of the change of registration mark. If the certificate does not arrive in that period you should
advise CASA.
You can check the CASA website to see if the change to your registration mark has occurred by
entering the aircraft’s VH mark in the Change of Mark search facility of the Aircraft Register Update
Reports page.
Note: The change of registration mark will only appear on the CASA website after the date of effect
of the change.
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