Frequently Asked Questions about service record applications

Records in the Public Domain
1. Records for service dates detailed in the table below are held in the public domain. 

	Service
	

	Royal Navy
	Ratings up to1923 

Commissioned Officers 1756-1917 

	Royal Marines
	Other ranks 1842 -1926 

Officers 1793-1925 

	Army
	Soldiers up to 1920 

Officers up to 1922 

	RAF 
	Airmen’s records 1918-1922

Officers’ records 1918-1922

	Merchant Navy


	All records


2. If you wish to research records held in the public domain please refer to the National Archives guidance through the weblink HERE.
Records held by the Ministry of Defence
3. If your enquiry is about an Army officer or soldier of a Foot Guards regiment you should send your completed application forms to:

Regimental Headquarters
The * Guards
Wellington
Barracks Birdcage Walk
LONDON
SW1E 6HQ

* - insert as appropriate: Grenadier, Coldstream, Scots, Irish or Welsh.
4. Before requesting information you are advised to carry out searches from sources that provide access to the details of deceased Service personnel at no cost, such as the Commonwealth War Graves Commission (CWGC) or the Armed Forces Memorial (AFM) Roll of Honour.
5. If you are unable to download and print the relevant application forms to apply for records held by the Ministry of Defence please call our Helpline on 0800 169 2277/ +44 1253 866043 and our operator will issue the forms by post. The Helpline is open from 8:15 am to 17:15 pm Monday to Thursday and 8:15 am to 16:30 pm Friday.

6. Unless the individual died in Service, you are required to provide a photocopy of a death certificate as proof of death before a request can be accepted. However, if the date of birth of the individual was more than 116 years ago, the requirement to provide a death certificate will be waived.

7. If you do not have a copy of the veteran’s death certificate, a duplicate may be obtained through the General Register Office links HERE .

8. There is an administration fee of £30.00 per record requested for service record applications.
9. The administration fee of £30 will be waived for applications from those who were the spouse or civil partner of the subject at the time of death (or parent if there was no spouse or civil partner).

10. The information that is held on individuals varies, and until the search has been undertaken there is no way of knowing what information is held. In a small number of cases no information is found. 
11. If a search is unsuccessful payment cannot be refunded.

12. If you are applying from overseas, the only acceptable payment methods are either a bank cheque, banker’s draft or an International Money Order made out for £30 STERLING, and made payable to:- The MOD Accounting Officer, as detailed on Application Part 2 form for the appropriate Service. Your bank should be able to assist further.
13. The official Next of Kin is the first Person on the list below who is still alive:

Spouse / Civil Partner
Son / Daughter 
Grandchild     
Father / Mother
Brother / Sister       
Nephew / Niece 
Grandparent    
Other (specify) 

14. If the official Next of Kin is one of a number of relatives at the same level of kinship (e.g. brothers and sisters) the application does not need to be completed by or have the signed permission of the eldest person. 
15. There is not much detailed information on military service records. If you wish to obtain further information the following National Archives guides may be useful in your research:
 
GUIDE TO BRITISH ARMY OPERATIONS WWII
 
GUIDE TO ROYAL NAVAL OPERATIONS WWII
 
GUIDE TO ROYAL AIR FORCE OPERATIONS including WWII
16. For any further enquiries about service records applications please contact the relevant service records data owner directly at one of the addresses below: 
Contact Addresses for Next of Kin or General Enquirers 
RN

RN Disclosure Cell

Room 48

West Battery

Whale Island

Portsmouth PO2 8DX

Army  
The Army Personnel Centre





MS Support Unit

P & D Branch




Historical Disclosures

MP 555




Kentigern House

65 Brown Street

Glasgow G2 8EX


RAF

RAF 3rd Party Disclosure Team
Room 14
Trenchard Hall
RAF Cranwell
Sleaford NG34 8HB

Contact addresses for Subject Access Request applications regarding living former service personnel
Navy (including Royal Marines)
RN Disclosure Cell 
Room 48 
West Battery
Whale Island 
Portsmouth PO2 8DX 
Army

Army Personnel Centre Secretariat 
Disclosure 2 
Mail Point 515 
Kentigern House 
65 Brown Street 
Glasgow G2 8EX 

RAF

DPA Team 
RAF Disclosures 
Rm 14 Trenchard Hall 
RAF Cranwell 
Sleaford 
Lincolnshire NG34 8HB 

RFA Seafarers

Royal Fleet Auxiliary Pers Ops 
Room 13 
Mail Point G1 
West Battery 
Whale Island 
Portsmouth 
PO2 8DX 
Civilians (including Ministry of Defence Police Officers)

Access to Personal Information Service (APIS) 
Defence Business Services (DBS) 
Records Management Scanning Team 
Ministry of Defence 
Oak Level 
0 East 
Abbey Wood (North), 
Near Filton

Bristol BS34 8QW 

Persons who believe that the MOD Police may hold information relating to them:

MDP HQ Sec – DP 
Room 123, Building 1070 
Wethersfield 
Braintree Essex CM7 4AZ 
Trading Funds
Defence Science and Technology Laboratories (DSTL)

Senior Data Protection Officer 
i-Sat B, G01 
Building 5 
DSTL 
Porton Down

Salisbury Wilts SP4 0JQ 

UK Hydrographic Office (UKHO)

UK Hydrographic Office 
Admiralty Way 
TAUNTON 
Somerset TA1 2DN 

Service Personnel and Veterans Agency (SPVA)

Data Protection Team 
Room 6303 
Tomlinson House 
Norcross 
Thornton Cleveleys FY5 3WP 
Special Subject Access Requests

Potentially hazardous exposure

Following a decision by the European Court of Human Rights (ECtHR) there is now a Special Subject Access Request (SSAR) procedure for individuals who are concerned about any potentially hazardous exposure they may have experienced during their military Service or civilian employment with MOD. Porton Down Volunteers (PDV) should continue to use the Porton Down Helpline:
Porton Down Volunteers Helpline 
Building 106 
DSTL Chemical and Biological Sciences 
Porton Down 
Salisbury 
Wiltshire SP4 0JQ 
Telephone: 0800 783 2521 
Those seeking personal information about themselves, that does not involve potentially hazardous exposure, should continue to use the existing DPA SAR Form 1694.
If you are not sure which of the above categories you fit into or have any other queries about making a subject access request, please write to the address below, or fill in the DPA SAR Form 1694 saying why you think that the MOD may hold any records on you. Your correspondence must be accompanied by proof of identity.
MOD HQ SAR Co-ordinator 
Level 1, Zone N 
Ministry of Defence 
Main Building 
Whitehall 
London SW1A 2HB 

You may wish to retain a copy of this guidance for future reference.

