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Document Format 

Upload scanned copies of all your documents either to the secure portal or the shared DropBox 

folder (if provided), or send as email attachments to info@ccms.net.au  

Do not embed documents in emails and do not provide documents via Google Drive or other storage 

facilities. 

When uploading or emailing scanned copies of your documents, please ensure that: 

 they are saved in PDF format, rather than JPEG or any other format with the exception of 

passport photos, which should be provided in JPEG format.; 

 they are in colour, where the original document is in colour; 

 they are in the correct position (not upside down)  

 they are in the same orientation as the original document (portrait or landscape); 

 multi page document are combined into one single file whenever possible (for example the 

visa pages of a passport); 

 there is a MAXIMUM of one document per scanned page (e.g. do not scan two different 

passports onto one page or mix unrelated documents); 

 that file size does not exceed 4 Mb; 

 that files are not encrypted. 

Do not send individual relationship photos. Please refer to the photographic evidence guide on the 

correct procedure. 

With evidence like plane tickets and rental leases, remove all the pages that contain no relevant 

information like terms and conditions etc. Just provide the pages that contain the relevant personal 

information (names, dates, addresses, dates, signature pages etc.) 

Unless you have a good scanning app on your mobile device and are able to provide high quality 

scanned copies with a hand-held scanning device, please use a proper scanner, like a flatbed 

scanner, multifunction printer  or photo copier. 
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