SCT Pamphlet 2 - 03 Jun version
size: 297mmW x 210mmH (unfolded)

EREBR R

How to start a claim

B SEHEAR AR
Published by the Judiciary

T BT M R AT R
= CTH g% ™
d by the Info: ices Department W] bES T i3

overnment Lo : Gutoe 1o Courr Services

e Region Government 5 =
; Judiciary

pantone reference
for main color

Il 216U



G EMEAR
=kas
1. BEMREANES

2. RIXFRBIMER®K2



1. ERESANER

1.1 ERXHBEREZA - FRABZARERSEANEZENE
REABRRAFTAA L -

(1)

MREEAR—EEE (Fla0 - ABCERRQF]) - AR
ABZEETAREMR - UHEEREREEN SR
MEMPSENRHNER S FRRAFUE QT EME
G L& R -

WMRWEAR—BBELE (10 RASEEXYZR
B ERALE (FlEn : FRAIHBRNIALEXYZRF])
MRS RRABZELEREBRERN (FRELH
AE)  UBREBZERNEREE TEEXRMEK/
FREJEGBANEL  FRATUIHBREEES
AERE LIER -

A5 A R — (K EATE HORTSE (120 © ABCTEIR
ATEEXYZAT)  REAEREH DA DEMERD
ERERATN GIMHESREEHSENE) - A
WEBZARADNEMBER  UROBLLEEE
FIUERERN (FEBRAEE) - AUKERRE
REEETE -

1.2 ARAEZFHELIEMER D FEEEREAUEER -

2

2. RRERBIMERRE2

21 BETLAEBERSEANENR - FRABZEBRE
1MERK2 - EERKALUARNERENERRERI © A
RAWA LR FUEMBAVAEN T8 LR - SERAN
BHENEDZTRERF T RAGEHERRE LIRS

22 BEANBZEREI(FREEE  BAXKABT
FIAR
« HEAERRMEA EE BARABEEND

TRINE BRI  FHER - LI EZREETBIR
WYL - AN ER R T AN ERAE St Ik SR At At o

WEA (ERZEA - EZE - BESSBELENER)
2Bt - FHEE » LI EZREEBIEA
AYBAE - AR N AN ERAG St A SEE A bt o

23 HREABZAERB2(FREB)IHUTER

LUBRSTE R R R

AR

FREMBEN D BNFRD B ER A
MREFEME - ATUS MM E



2.4

2.5

2.6

2.7

MRARAUFABRELRR  ERZBABEER
%2 MIRARAR—BERBELNHES  FRZEH
H—EEBARBRR2 MRPRAR—EEE - &
BZH—EEE  RAWNSHHEHMUERENSRAE
BERK2 -

REINRE2LEARRRAR BT EFRENETER
X AALARIE - B - SHREEHMHER - T8
FRERAAUZRARABRIRE ©

AER  MRARAEEXRBIMNKRZ2ZEKERH
ZEHR  BEREUEEFEARZFRERFTA - AFE
BREMER  FRABEEBAEARFIENETRE
ERHRZERNBANEZGITHANER - 57 BB FE A
B BRABRZERUEREXPZRRARHENENLE

REHRENECEFEECEZNRE M20RARUHEZ
B o AR AL A LARI BUAME AU IE T8 E LR AR » =
BRABFHENEDZTRERRTRAAEHEERRSEL
AR o BAZR - WERREEARTFEZZERE - I
RESHFTERRFEREE - T —EESIRNERM
REZARNRAEMELEENRBEHR - WEE
ISR - (RIEZAAIRE CRYEAM - EERETENE
ERBEANARTEEETMEL -

4

3.1

3.2

4.1

4.2

4.3

RRZE
RREARREXARER  ARHMESITHANERE -

FRAMREANEBREVFTANERENFAESR
AU EARRENETRE B ERBINRE -

BHRENZERER

FRARXBRENFAMEATANERE 2R - N F
BEEZCENBESE —MRE3( (R B BB
) VBRGRREAN  ZRBLESHEH

o FIZIRANAY B - RS AN ik 2
o SEREIREIA ML

EREHEFTEEUFEHLNLRE  2A3BFHE—F
WEA o

MRBREREEREFRSA  AEREESEBEREM
RFERARARMBEEANERBY » UARBEFER
HRAZERE AR o MR 2 BEARSMAKREEE
EWEA  NEREAESEFRRANRMANEXE
FRE - IRERDMAREIEHRIZEREA » IF

5



BEEREIBREESERR -HIt  FRARRXHAER
SRS ABREE ARVER (B0t & ikt ) 2 &K

IEREEEEREY - BERTOEEM °

BEHAE
2009%12A
(58 —hR)

How to start a claim

Content

1.

Search into the defendant’s particulars

Filing of Forms 1 & 2

Filing fee

Service of claim



1.1

Search into the defendant’s particulars

Before issuing a claim, the claimant should ascertain the full
name of the defendant and his last known address.

(1) If the defendant is a corporation (e.g. ABC Company Limited),
the claimant should make a company search to obtain
updated information about its name and its registered office.
The claimant can obtain this at the Companies Registry.

(2) If the defendant is a sole proprietorship (e.g. Chan Tai Man
trading as XYZ Company) or a partnership (e.g. Chan Tai
Man and Chan Siu Man trading as XYZ Company), the
claimant should obtain ‘Business Registration Application’
of the defendant to ascertain its trade name and the principal
place of business and/or the residential address of the
proprietor or partners. The claimant can obtain this at the
Business Registration Office of the Inland Revenue
Department.

(3) If the defendant is a corporation trading in a ‘trade name’
(e.g. ABC Company Limited trading as XYZ Company), the
claimant should obtain both ‘Notice of Situation of Registered
Office’ at the Companies Registry to fill in its registered office
AND ‘Business Registration Application’ at Business
Registration Office to verify its trade name.

1.2 The claimant should bring along such search results of the

defendant to court at call-over for verification.

2.

2.1

2.2

2.3

Filing of Forms 1 & 2

After collecting the above information of the defendant, the
claimant should fill in Forms 1 and 2. The forms can be obtained
at the Tribunal Registry. They can also be downloaded from the
Judiciary’s website or obtained by fax via the Interactive Voice
Recording System of the Tribunal.

In Form 1 (Title to Claim: General Form), the claimant should
fill in:

¢ the full name(s) and address(es) of the person(s), corporation,
sole proprietorship or partnership making the claim. Please
note that the address should be a Hong Kong address. P.O.
Box address and care of address are not acceptable.

¢ the full name(s) and address(es) of the person(s), corporation,
sole proprietorship or partnership of the defendant. Please
note that the address should be a Hong Kong address. P.O.
Box address and care of address are not acceptable.

In Form 2 (Form of Claim), the claimant should:

¢ state the amount of the claim in Hong Kong Dollars
¢ the reason of the claim

* how the amount is calculated with breakdown

® use a separate sheet of paper if necessary



2.4

2.5

2.6

2.7

If the claimant is an individual, the claimant should sign Form
2 personally. A partner should sign if the claim is made by a
partnership. A director, company secretary or other authorised
officer should sign if the claim is made by a corporation.

Forms 1 and 2 have to be filed at the Tribunal Registry in person.
They cannot be filed by any other means such as post, fax or
email. The claimant may appoint a representative to file the claim
on his behalf.

Please note that if the claimant wishes to amend his claim
particulars after filing Forms 1 and 2, he needs to apply in writing
for permission to amend from the Adjudicator. After the
Adjudicator has approved the application, the claimant needs
to attend the Tribunal Registry again to make the amendment
and pay the prescribed fee. To save time and costs, the claimant
should make sure the information provided is correct at the time
of filing.

Sample completed Forms 1 and 2 are displayed at the Tribunal
Registry. They can also be downloaded from the Judiciary’s
website or obtained by fax via the Interactive Voice Recording
System of the Tribunal. But please note that these sample forms
are for reference only and are not meant to be exhaustive. They
are not meant to be the samples that suit your case. You should
make adjustments or variations to them to suit your own case.
If you have any doubt, you should consult your own lawyer. The
Judiciary cannot be held responsible for the content of these
sample forms.
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3.1

3.2

4.1

4.2

4.3

Filing fee

When the claim is filed, the claimant is required to pay prescribed
filing fee.

The claimant may approach the Tribunal Registry or browse
into the Judiciary’s website for details of prescribed filing fee.

Service of claim

After the claimant has filed his claim and paid the prescribed
filing fee, the Tribunal Registry staff will give the claimant a
Form 3 (Notice of Place and Day fixed for Hearing) showing:

® the place, time and date of call-over
® the court room number and address

The court bailiff will send copies of Forms 1, 2 and 3 to each
defendant by ordinary post.

If the claim cannot be served on the defendant, the claimant
will be asked at call-over to provide the defendant’s correct
address, and if necessary, to verify it. If the claim still cannot
be served, the Tribunal may allow other means of serving it.
If, in the end, the claim still cannot be served, then the Tribunal
cannot deal with the claim. So, it is very important for the
claimant to make sure that the particulars of the defendant
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(such as name and address) is correct and updated at the time
of filing the claim.

Judiciary
December 2009
(1st Edition)
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