Matters handled at the 

High Court Registry 

	Fax No.: 2524 9725 (High Court Registry)

                 2524 2034 (Master Clerks Office)

	Nature
	Room No.
	Opening Hours
	Responsible Officer 

	Filing of documents 
	High Court Registry

Counters

LG1

(Counter Nos : 4 – 7)

	Monday to Friday

9:00 a.m. to 1:00 p.m.  & 2:00 p.m. to 5:00 p.m.

Saturday
09:00 a.m. to 12:00 noon


	Counter staff

	Mutual Service of Judicial Documents in Civil and Commercial Proceedings between the Mainland and Hong Kong Courts
	Rm. 105

 (on LG1)
	Monday to Friday
9:00 a.m. to 1:00 p.m.  & 2:00 p.m. to 5:00 p.m.

Saturday
Closed


	Senior Judicial Clerk I

Tel: 2825 0571

(current post-holder :

Miss Estella Chan)

	(1) Sealing of Consent Orders under Order 42. Rule 5A

(2) Foreign Process

(3) Writs of Execution
	Rm. 158      (on LG1)
	Monday to Friday
9:00 a.m. to 1:00 p.m.  & 2:00 p.m. to 5:00 p.m.

Saturday
09:00 a.m. to 12:00 noon


	Senior Judicial Clerk I /High Court Registry (2)

Tel : 2825 0380

(current post-holder :

Ms Elsa Leung

	Default Judgments (O.13, O.19)
	Rm. 115      (on LG1)

(Masters’ Clerks Office)
	Monday to Friday
9:00 a.m. to 1:00 p.m. & 2:00 p.m. to 6:00 p.m.
	Senior Judicial Clerk II /High Court Registry (2)

Tel : 2825 4694

(current post-holder :

Miss Cynthia Lee)



	Admissions in claims for payment of money (O.13A)
	Rm. 115      (on LG1)

(Masters’ Clerks Office)
	Monday to Friday
9:00 a.m. to 1:00 p.m. & 2:00 p.m. to 5:00 p.m.
	Senior Judicial Clerk II /High Court Registry (3)

Tel : 2825 0458

(current post-holder :

Ms Maggie Cheung)



	Apostille Service
	Rm. 115       (on LG1)

(Masters’ Clerks Office)
	Monday to Friday
9:00 a.m. to 1:00 p.m. & 2:00 p.m. to 5:00 p.m.

Saturday
9:00 a.m. to 12 noon


	Staff at the counter in Room 115

Tel: 2825 4226

(current post-holder :

Ms Monitor Lee)

	(1) Taxation of costs under Order 62, Cap. 4 (including taxation call-over)*

(2) Liquidators’ Bills under Cap. 32
	High Court Registry

LG1 (Counter No. 8)
	Monday to Friday
9:00 a.m. to 1:00 p.m. only

Saturday
Closed
	Senior Judicial Clerk II /High Court Registry

Tel: 2825 0401)

(current post-holder:

Ms Sandra Lee)
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