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1. Search into the defendant’s particulars

1.1 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 business partnership (Chan Tai
Man, partner of XYZ Company ; Chan Siu Man, partner of XYZ
Company), the claimant should obtain Business Registration
Application Form 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 the most updated information about its registered office
at the Companies Registry for filling in its registered office AND
Business Registration Application Form at Business Registration
Office for verifying its trade name.

1.2 The claimant should bring along such search results of the defendant
to court at call-over for verification.



2. Filing of Forms 1 & 2
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2.2
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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 or the Information Centre. 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 business 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 business partnership named as 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
« state the grounds of the claim

+ state how the amount is calculated with breakdown
» use a separate sheet of paper if necessary
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2.5

2.6

2.7

If the claimant is an individual, the claimant should sign Form 2
personally and write down his full name next to his signature. A sole
proprietor should sign Form 2 personally and write down his full name
together with “Sole proprietor” next to his signature and affixed with
company chop (if any). A partner should sign if the claim is made by
a business partnership and write down his full name together with
“Partner” next to his signature and affixed with company chop (if any).
A director, company secretary or an authorised officer should sign if
the claim is made by a corporation and he should write down his full
name together with his post and affixed with company chop next to his
signature.

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 Information

Centre. 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
10



variations 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.

3.Filing fee

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

3.2 The claimant may approach the Tribunal Registry or the Information

Centre or browse the Judiciary’s website for details of prescribed filing
fee.

4. Service of claim

4.1 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

4.2 The Bailiff Section staff will send copies of Forms 1, 2 and 3 to each
defendant by ordinary post.
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4.3 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. If, in the end, the claim still cannot
be served, the Tribunal cannot deal with the claim. So, it is very
important for the claimant to make sure that the particulars of the
defendant (such as name and address) are correct and updated at
the time of filing the claim.

Judiciary
August 2023
(4th Edition)

12



RN B
JUDICIARY

hrFRE-—RBERE
Y RARBERIEEERN
HENREAERMENFA -

This publication is for general
reference only and should not be
treated as a complete and
authoritative statement of law
or court practice.

BBRBTREBUNHEERHE
B AR 3% 2 ED

Cover designed by the Information Services Department
Printed by the Government Logistics Department

Hong Kong Special Administrative Region Government




	222304791_SmallClaim_2_Cover_PFC
	222304791_SmallClaim_2_Text_PFC

