
INSTRUCTIONS FOR MEMORANDUM FOR CERTIFICATE OF MILITARY SERVICE 

When should this form be used? 

This form should be used if you DO NOT KNOW whether the defendant in your case is on active duty in a 

branch of the military service of the United States. “Active duty” includes reserve personnel of the Army, 

Navy, Air Force, Marine Corps, and Coast Guard, and members of the Florida National Guard who have 

been called to active duty for more than thirty (30) days. Even if you believe that the Defendant has never 

or would never join the military, you must show the court proof that he or she is not a member of the 

military. Therefore, you may need to use this form to provide the court with such proof. See the 

instructions for an Affidavit of Military Service for additional information. 

Service members Civil Relief Act (SCRA) Certificates 

To obtain certificates of service or non-service under the Servicemembers Civil Relief Act (formerly 

known as Soldiers’ and Sailors’ Civil Relief Act of 1940) you may use the public website: 

https://scra.dmdc.osd.mil/scra/#/home. This website will provide you with the current active military 

status of an individual enlisted in the Army, Navy, Air Force, and Marines. 

You can also receive certificates from the individual services by sending your correspondence to the 

appropriate military office listed below. Fill out this form and mail one copy to each of the military offices 

at the addresses on the form. You may be charged a service fee by each military service branch for their 

response. To assist you in determining the amount of each military branch’s fee, phone numbers are listed 

below. You will need to call each number to find out their fee for this search. 

COAST GUARD: USCG Commander, Personnel Service Center, Attn: PSD-MR, 4200 Wilson Blvd., 

Suite 1100, Arlington VA 22203, Arlington Va. 22203, Phone: (202) 493-1200, NOTE: All requests 

must be in writing. 

http://www.dcms.uscg.mil/ppc/adv/socs/.

AIR FORCE: HQ AFPC/DPDXIDL, Attn: World Wide Locator, 550 C Street, West, Suite 50, Randolph 

AFB, TX 78150-4752, Phone: (210) 565-2660, NOTE: Requests will be taken by phone. 

http://www.afpc.af.mil/Air-Force-Worldwide-Locator/

NAVY: Bureau of Naval Personnel, PERS-312E, 5720 Integrity Drive, Millington, TN 38055-3120 

Phone: (901) 874-3388, NOTE: Requests will be taken by phone. 

MARINE CORPS: CMC HQ (MMSB17), 2008 Elliot Road, Room 201, Quantico, VA 22134, Phone 

(703)784-3941, NOTE: All requests must be in writing.

PUBLIC HEALTH SERVICE: Attn: Director, Division of Commissioned Corps Officer Support, 

https://dcp.psc.gov/ccmis/DCCPR_officer_support_m.aspx NOTE: Please direct all inquiries to the

website. 

ARMY: Army World Wide Locator Service, Enlisted Records and Evaluation Center, 8899 East 56th 

Street, Indianapolis, IN 46249-5301, Phone: (1-866) 771-6357, https://scra.dmdc.osd.mil/scra/#/home. 
Fax (317) 510-3685, NOTE: All requests must be in writing

This form should be typed or printed in black ink.  You should complete this form for each branch of the 

United States’ military listed above, and mail the form to each branch with a check for the appropriate 

amount and a stamped, self-addressed envelope. You should keep a copy of the form for your records. 

After you have received a verification of nonmilitary status from each branch, you will need to attach 

those verifications to a Nonmilitary Affidavit, for filing with the clerk. 

https://scra.dmdc.osd.mil/scra/#/home. 
http://www.dcms.uscg.mil/ppc/adv/socs/
http://www.afpc.af.mil/Air-Force-Worldwide-Locator/
https://dcp.psc.gov/ccmis/DCCPR_officer_support_m.aspx
https://scra.dmdc.osd.mil/scra/#/home


IN THE CIRCUIT COURT OF THE THIRTEENTH JUDICIAL CIRCUIT 
IN AND FOR HILLSBOROUGH COUNTY, FLORIDA 

GENERAL CIVIL DIVISION 

, Case No.:  _________________ 
Plaintiff(s), 

Division:  _________________ 
v. 

, 
            Defendant(s). 

MEMORANDUM FOR CERTIFICATE OF MILITARY SERVICE 

TO: (    ) USCG Commander, Personnel Service Center, Attn: PSD-MR, 4200 Wilson Blvd, Suite 
1100, Arlington, VA  22203 

(    ) HQ AFPC/DPDXIDL, Attn: World Wide Locator, 550 C. Street West, Suite 50, 
Randolph AFB, TX 78150-4752 

(    ) Bureau of Naval Personnel, PERS-312E, 5720 Integrity Drive, Millington, TN  38055-
3120 

(    ) CMC, HQ, (MMSB17), 2008 Elliot Road, Room 201, Quantico, VA  22134 
(    ) Public Health Service:  Attn: Director, Division of Commissioned Corps Officer Support  

https://dcp.psc.gov/ccmis/DCCPR_officer_support_m.aspx
(    ) Army World Wide Locator Service, Enlisted Records and Evaluation Center, 8899 East 

56th Street, Indianapolis, IN  46249-5301 

RE: 
{Name of Defendant} {Defendant’s Social Security Number} 

This case involves a civil matter.  It is imperative that a determination be made whether the above- named 
individual, who has an interest in these proceedings, is presently in the military service of the United 
States, and the dates of induction and discharge, if any.  This information is requested under the 
Servicemembers Civil Relief Act (formerly known as Soldiers’ and Sailors’ Civil Relief Act of 1940). 
Please supply verification as soon as possible.  My check for $   for your search fee and a self-
addressed, stamped envelope are enclosed. 

Dated: 
Signature of Plaintiff 
Printed Name:  
Address:  
City, State, Zip:  
Telephone Number:  
Fax Number:  
E-mail Address(es): _____________________________ 

https://dcp.psc.gov/ccmis/DCCPR_officer_support_m.aspx


  

IF A NONLAWYER HELPED YOU FILL OUT THIS FORM, HE/SHE MUST FILL IN THE 
BLANKS BELOW: [fill in all blanks] 
This form was prepared for: {choose only one} (    ) Plaintiff  (    ) Defendant 
This form was completed with the assistance of: 
{name of individual} ___________________________________________________________________ 
{name of business} ____________________________________________________________________ 
{address} ____________________________________________________________________________ 
{city} _______________________, {state} ____________, {telephone number} ____________________  
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