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A: You can check Smartraveller to see if legalisation services are available at your destination. If they are, 
that may be a faster option. You can find more information about services overseas on Smartraveller.  

Q: What if my request is not approved? 

A: If your request doesn’t meet the urgent criteria, we’ll help you book the next available appointment or 
guide you through using the mailed-in service, which has a five-business day turnaround. 

Q: Will this delay my documents? 

A: If your request is approved, we’ll do our best to process it quickly. If not, we’ll still ensure your 
documents are processed within our standard five business day timeframe. 
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For Front of House and APOCC staff to assist customers requesting an urgent notarial service. 

1. Customer has made a request for an urgent notarial service.

Request received in person at a STO 

Discuss with the customer why they need an urgent notarial service.

If the customer has mailed in their documents and is requesting urgent processing,
refer to: Requests received by phone or email at a STO.

Check the relevant STOs online booking tool for any available appointments prior to the
date the service is needed.

There is an available appointment 

Book an appointment for the customer as per normal process.

Task complete 

There  an available appointment 

Request evidence that supports the customers circumstances.

Record the reason for the request and evidence provided by the customer on the
Document Legalisation Request Form (DLRF) under the Office Use Only section.

Request approval from your supervisor to book an urgent appointment for the
customer. Approval should be obtained in person with the supervisor sighting the DLRF
and supporting evidence.

Create new request on the Notarial Services Urgent Processing Requests log.  All
requests for urgent processing must be logged, including both supported and not
supported requests. If you need to modify an existing entry, click on the 
name to open the entry.

Add the appointment in .

Record 
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Request approved by a supervisor (appointment required) 

an appointment in .

Email the customer to confirm their appointment date and time.

Request not approved by a supervisor 

Advise the customer the reason.

Advise the customer the next available appointment date and time and provide
information about the mailed-in service.

Refer to Smartraveller for further information about the mailed-in service, if
required.

Urgent Processing Request (Mailed-in) 

process the documents and contact the
customer to advise the status of their application.

Task complete 
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Request received by APOCC or Legalisations Australia mailbox 
Customers may request an urgent notarial service by calling the APO Contact Centre (APOCC) or by 
emailing the Legalisations Australia mailbox.  These requests must be considered by the STO where 
the customer intends to lodge.   

Email the customer using the  email template. 
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