Notice to Solicitors/Filing Clerks

1.
Please arrange your documents for initial filing in this order:

Oath by Administrator/Executor/Application for Resealing  

Original Will + copy Will of the deceased (where applicable)

Affirmation of Identity       

Death Certificate of the deceased       


All relevant original or sealed and certified true copy of certificate(s)       


Nomination of Co-administrator (where applicable)       


Renunciation (where applicable)       


Power of Attorney/Certificate of Right of Inheritance (where applicable)       


Other relevant documents (if any)       


Estate Duty documents

2.
No documents which belong to more than one solicitor's firms may be accepted for filing by one filing clerk unless relevant letter of authorisation can be produced.

3.
No court file(s) and/or document(s) are allowed to be taken away without leave of the court.

4.
No document(s) may be taken away without supplying a copy thereof at the counter.

5.
No writing or signature is allowed on the court file cover unless with 
permission.

6.
Do not punch or staple the original/court sealed and certified copy Will.

7.
For payment of filing fees or court fees, please go to the Accounts Office on 
LG 1 or LG 2. For payment of court fees, please bring to the Accounts Office the file jacket only.

 8. 
Please keep the place clean and tidy.

 9.  
Please keep quiet and keep your voice low if you have to use the mobile phone.

10.
Solicitors who wish to seek an interview with the Chief Probate Officer or Senior Probate Officer, please approach the counter for an appointment.

