Guidelines for Completing Form 028
Application for Mark Reservation
Refer to: CASR 47.145

WHY USE THIS FORM
Form 028 is the approved form used to apply for the reservation of an Australian VH- registration mark.
Note: Regulation 47.145 of the Civil Aviation Safety Regulation 1998 (CASR) states that the owner of an aircraft may
ask CASA, in writing, to reserve a particular registration mark for an aircraft, whether or not the aircraft is
registered. The request must be submitted in an approved form and identify the aircraft by reference to at least its
manufacturer and model.

WHO SHOULD COMPLETE THIS FORM
The owner of the aircraft should complete this form. Alternatively it can be completed by the owner’s
representative. Where an aircraft is owned by more than one legal entity, Part 47 states that the owner’s must
nominate one owner to be the registration holder. Section 3 of the form must be completed using this owner’s
details.
Marks cannot be reserved in the name of a Trust. You must use the name of the Trustee (Bob Jones) to reserve
the mark. When the aircraft is ready to be registered, using Form 029 (Form 1329 for gliders) the Trustee should
provide a copy of the Trust Deed and include the Trustee and Trust Name as owner. For example, Bob Jones as
trustee for The Jones Family Trust.
Note: The term ‘owner’ has its ordinary English meaning.

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:
•

ARN applications
IMPORTANT INFORMATION

1. Only one mark can be reserved per form.
2. The reservation will be valid for 12 months from the date of reservation or until the aircraft is registered in
the Australian Civil Aircraft Register, whichever occurs first.
3. Extensions of reservations are not permitted.
4. A reserved mark is expected to be placed on a registered aircraft within 12 months after the date of
reservation. Extensions to reservations are not permitted. If the initial 12-month reservation period expires
without the mark being placed on a registered aircraft, the mark will be returned to the ‘available’ pool of
marks.
5. No reminder about a reservation expiry date, or notification that a reservation has expired, will be
sent by CASA.
You may apply to reserve the same mark again, but the new application must not be lodged until after the
original reservation has expired. Requests for a mark reservation received prior to the expiry date will not
be accepted.
6. Mark reservation applications are processed in order of receipt. If the same mark is requested by two
different parties on the same day, the mark will be reserved for the first reservation received, provided the
application is completed correctly.

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 Requested Registration Mark
MANDATORY - Insert the available mark you wish to reserve. Before selecting a mark, you should check that the
mark you want to reserve is included in the list of available marks on the Australian Civil Aircraft Register page of
CASA’s website.
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The list of available marks is usually updated on the website each working day (refer to point 7 in Important
Information above).

Section 2 Aircraft Details
Section 2.1 Full Aircraft Details
MANDATORY - Insert the details of the manufacturer, model and serial number of the aircraft to which this mark
will eventually be allocated. It is mandatory to provide the manufacturer and model. If the serial number cannot be
provided, then Section 2.2 must be completed. Please ensure you provide the same details as would be provided
on the aircraft data plate. For example, write “Cessna 182”, not “Cessna Skylane”.

Section 2.2 Other Justification for Reservation
If you cannot provide a serial number in Section 2.1, you must provide a written explanation to support your
application. Failure to do so will result in your application not being accepted.
The final decision on whether or not to accept an application that does not include full aircraft details rests solely
with the Registrar.
If there is insufficient space for your explanation then provide the details in a letter and submit it together with your
application form.

Section 3 Owner Details
MANDATORY - Insert the owner’s name and ARN. Refer to Who Should Complete This Form above. Insert the
Australian Company Number (ACN) or Australian Registered body Number (ARBN) for an organisation, where
applicable, or date of birth for an individual.
Note: The owner must be a legal entity to become the aircraft registration holder.
Definition of a Legal Entity: A legal entity is an individual, an incorporated body, a corporation with an ACN, a
government or government agency or a foreign corporation capable of providing some evidence of incorporation.
An example of the proof required for an individual is a copy of a birth certificate or passport. An organisation would
need to supply their ACN or a copy of a Certificate of Incorporation.
ARN refers to the 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.
Individuals with no ARN: You must submit Form 1162 with the appropriate identification at the same time as you
submit this Form. Further information in relation to ARNs can be found on the CASA website.
Organisations with no ARN: You must submit Form 1170 with the appropriate identification at the same time as
you submit this Form.
Further information in relation to ARNs can be found on the CASA website.
If you are an individual and not sure if you have an ARN, or if you do not know what your ARN is, you should send
an email to clarc@casa.gov.au Include one piece of identification, such as a copy of a current passport or birth
certificate, and request that your ARN be provided by return email.
If you are an organisation and not sure if you have an ARN, or if you do not know what your ARN is, an email
should be sent to clarc@casa.gov.au along with identification (for example, ACN or copy of certificate of
incorporation). The email may be sent from someone other than a person authorised to act on behalf of the
organisation (Director, CEO, Company Secretary, President, Vice President or similar) but in these cases the
response, and ARN where applicable, will be sent to the email address on the ARN record – it will not be provided
to the requestor.

Section 4 Mandatory Declaration
MANDATORY – This section contains mandatory declarations that must be made by the owner, or the owner’s
representative. You must ensure you read and understand the clauses before signing.

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.
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Payment options:
ONLINE
•

Online payment is not available for mark reservation applications.

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 there are issue(s) with the application, such as additional documents are not present, insufficient information,
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 issue(s) 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 applicant for the position of registered operator is found not to
be an eligible person.
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
International: +61 2 6217 1111

Email:

aircraftregistration@casa.gov.au

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

DELIVERY OF CONFIRMATION OF RESERVATION CERTIFICATE
You can expect to receive your Confirmation of Mark Reservation certificate by mail within four weeks of submitting
your application. If the certificate does not arrive in that period you should advise CASA.
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