THE SUBORDINATE COURTS PRACTICE DIRECTIONS
(2006 Ed.)

TABLE OF CONTENTS

PART |

INTRODUCTORY

Citation

Revocation

Commencement

Practice Directions to apply to civil proceedings only unless otherwise stated
Calculation of time

Updating

N o g b~ wDdhPRE

Forms



PART Il
ORIGINATING PROCESSES AND DOCUMENTS

8.
9.

10.
11.
12.

13.
14.
15.

Originating Summonses

Identification numbers to be stated in cause papers
Personal service of processes and documents
Substituted service

Application for substituted service or dispensation of service for originating

processes under Part X of the
Amendment of documents

Endorsements on originating processes and other documents
Additional endorsements on cause papers

Wo men o s

Ch



PART llI
INTERLOCUTORY AND OTHER APPLICATI ONS

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Distribution of applications

Summonses

Summonses for directions

Written Submissions for ContesteddnPartes Applications in Chambers
Adjournment and vacation of hearings other than trials

Ex parte applications for injunctions

Mareva injuntions and search orders

Applications for discovery or interrogatories against network service providers
Absence of parties

Settlement Conferees- Court Dispute Resolution

[Alternative Dispute ResolutionDeleted]



PART IlIA
DISCOVERY AND INSPECTION OF ELECTRONICALLY STORED

DOCUMENTS

26A. Introduction

26B. Time to consider electronic discovery issues during general discovery

26C. Requests and applications for the giving of discovery

26D. Matters to which regard shall be had in determining whether discovery or
inspection is necessary

26E. Form of list

26F. Inspection of electronically storetbcuments

26G. Supply of copies of electronically stored documents

26H. Restriction on use of privileged document, inspection of which has been

26I.

inadvertently allowed
Costs



PART IV
EVIDENCE - WITNESSES, AFFIDAVITS AND EXHIBITS

27.
28.
29.
30.
31.
32.
33.
34.

34A.
34B.
34C.

Witnesses

Form of affidavits

Exhibits to affidavits

Swearing affidavits electronically

Swearing or affirming of affidavits, statutory declarations and oaths
Effect of noncompliance

Order 41 of the Rules of Court

Objections to the contents of affidavits of evidemcehief
Request for Digital Audio Recording and Transcription Service
Certification of transcripts

Useof electronic and other devices



PART V
FIXING OF MATT ERS FOR HEARING

35.
36.
37.
38.

Waiting time for the hearing of matters

Filing a document for which a hearing date is required
Fixing of hearing dates

Adjournment and vacation of hearing dates andhmatd cases



PART VI
JUSTICEONLINE HEARINGS

39.
40.
41.
42.
43.
44,
45,
46.
47.

Application

JOL Guidelines

Websites

Use of JOL

Prescribed Times, Conventions and Queuing Priority
Court Etiquette

Adjournment of JOL hearing

Hearing Records

Amount allowed as disbursement for using JOL



PART VII
DOCUMENTS AND AUTHORITIES FOR USE IN COURT

48.
49.
50.
51.
52.

53.

Electronic filing of documents and authorities for use in court
Bundle of documents fitkon setting down

Documents for use in trials in open Court

Hearing in Chambers

Documents for use in trials in open Court of contested matrahproceedings

under Part X of the Womenods
Citation of written judgments and secondary authorities

Charter

(Cap



PART VIII

JUDGMENTS AND ORDERS

54.  Draft orders of Court

55.  Unnecessary extraction of orders of Court
56.  Judgment in default of appearance

57.  Judgment Interest



PART IX
ELECTRONIC FILING AND SERVICE

58.
59.

60.
61.

62.
63.

64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.

80.

Application

Establishment of ElectraniFiling Service and appointment of network service
provider

Appointment of agent to establish service bureau

Documents which must be filed, served, delivered etc., using thedaledtiling
Service

Preparation and submission of a document to the Court

Limits on the size and number of documents submitted using the Electronic Filing
Service

Form of documents

Filing of documents

Pagination of documents

Visible representations of signatures on documents

Colour pages

Documents which cannot be converted into an electronic format

Time for filing

Rejection of documes, backdating and refund of penalty

Service of documents

Filing of documents in general by way of reference to Document Cdhdrobers
Hearings

Filing documents via service bureau

Filing of documents to the Subordinate Courts via a Supreme Court service bureau
Registered users

Hard copies of documents filed electronically

Use of Index Search, Extract Service and Service of Documents Facility at the
service bureau

Filing of records of appeal and written Cases for District Court appeals under
Order 55D, Rules 6 and 7, of the Rules of Court and appeals on ancillary matters
or custody matters from the Family Court to the High Court undeerG&LC of

the Rules of Court



PART X

PROCEEDINGS IN THE FAMILY COURT: DIVORCE, MATRIMONIAL
CAUSES, GUARDIANSHIP OF INFANTS, ADOPTION AND PROCEEDINGS
PURSUANT TO SECTION 17A(2) OF THE SUPRBME COURT OF
JUDICATURE ACT

81.  Transfer of Matrimonial, Divorce and Guardianship of Infants Proceedings to the
Family Court

82. Documents to be filed at the Legal Registry of the Supreonet @t the Supreme
Court Building

83.  Documents to be filed at the stdgistry at the Family and Juvenile Court
84.  Particulars of Statement of Claim

84A. Amendment of documents originally filed in Court by entering relevant
information in an electronic template

85. Appeals
86.  Agreed Parenting Plan and Proposed Parenting Plan
87.  Agreed Matrimonial Property Plan and Proposed Matrimonial Property Plan

88. Status conferences for matri moni al proce
Charter (Cap 353, 1997 Revised Edition)
89. Pretri al conferences for matri moni al pr oce

Charter (Cap. 353, 1997 Revised Edition)
90. Mediation
91. Counselling

92. Uncontested Matri moni al Proceedings unde
353, 1997 Revised Edition)

92A. Affidavit of Evidence in Chief for Uncontested Matrimonial Proceedings under
Pat X of the Womendés Charter (Cap 353, 19

92B. Uncontested Matri moni al Proceedings unde
353, 1997 Revised Edition) where Attendance of Counsel and Parties may be
Dispensed With

93.  Arrangements for the welfare of children
94. Examination of children
95. Draft Consent Orders

96. Documents required for the extraction of ifieate of Making Decree Nisi
Absolute and Decree Nisi for matrimonial proceedings filed before 15 December
2003

97.  Order of Court for Substituted Service or Dispensation of Service for Originating
Processesunder ParoXf t he Womenbés Charter (Cap 353
filed before 15 December 2003



98.

99.

100.
101.
102.

103.
104.

105.
106.

107.

108.

109.
110.

111.
112.
113.
114.
115.

116.

Applications made at the Family Court pursuant to an order of court empowering
the Registrar or Deputy Registrar of the SubordiGaterts to sign documents on
behalf of a party to matrimonial proceedings

Mareva injunctions and search orders
Discovery, inspection and interrogatories in respect of ancillagef rel
Affidavit of Assets and Means

Applications under the Guardianshinp
Edition)

Adoption

Request for urgent hearing dates or urgent hearings prior to the filing of the
application through the Electronic Filing Service

Correspondence and request fefixang of hearing dates

Transfer of Section 17A(2) Supreme Court of Judicature Act Proceedings to the
Family Court

Documents to be filed at the stdmistry at the Family and Juvenile Court for
sectionl7A(2) proceedings

Documents to be filed at the Legal Registry of the Supreme Court at the Supreme
Court Building for section 17A(2) proceedings

Appeals for section 17A(2) proagiags

Agreed Matrimonial Property Plan and Proposed Matrimonial Property Plan for
section 17A(2) proceedings

Pretrial conferences for section 17A(2) proceedings
Mediation for section 17A(2) proceedings
Counselling for section 17A(2) proceedings

Draft Consent Orders for section 17A(2) proceedings

Correspondence and request fofixang of hearing dates for section 17A(2)
proceedings

[Interim Pretrial Conferences Deleted]

of



PART XA

TRANSFER OF MENTAL CAPACITY PROCEEDINGS TO DISTRICT
COURT

116A.
116B

116C.
116D.

116E.
116F.

116G.
116H.

116l

116J.
116K.
116L.
116M

116N.
1160.

116P.
1160.

116R.

Transfer of mental capacity proceedings to the District Court

Documents to be filed at the Legal Registfyhe Supreme Court at the Supreme
Court Building

Documents to be filed at the stdgyistry at the Family and Juvenile Court
Wherepermission is not required to make applmat

Where permission is required to make application

Service of application on named defendants and relevant persons
Relevant persons

Consent of relevant persons

Notification of P

Respondingo an application

Applications involvingthe appointment of deputies

Application subsequent to the appointment of deputy

. Application relating to lasting power of attorney

Application for statutory wills
Litigation representative in mental capacity proceedings
WhereP ceases to lack capcity or dies

Applications subsequent to the filing of the originating summons in mental
capacity proceedings

Form of order of Court



PART Xl
PROBATE AND ADMINISTRATION MATTERS

117.

118.
119.
120.

120A.

121.

Hearing of Probate and Administration matters {oortentious probate
proceedings)

Originating Summons for grant of probate or letters of administration
Applications for dispensation of sureties for grants of letters of admiigstra

Filing of schedules of property for nalutiable estates where death occurs before
15 February 2008

Filing of schedules of assets for estates where death occurs om b &ebruary
2008

Caveat searches in ngpntentious probate proceedings



PART XII
APPEALS
122. Requests for funer arguments before the Judge or Registrar



PART Xl
EXECUTION MATTERS

123.
124,
125.
126.

127.

Filing of writs of execution through the Electronic Filing Service
Sale of immovable property
Writs of Execution & Writs of Distressmovable property

Directions for Engaging Authorised Baliliffs under Section 1oly@dinate
Courts Act (Cap. 321, 1999 Revised Edition)

Examination of Judgment Debtor



PART XIV
BILLS OF COSTS FOR TAXATION

128.
129.
130.
131.
132.
133.

Basis of taxation

Form of bill of costs

Registrarods Certificate

Objections

Amount albwed as disbursement on account of use of electronic transmission
Taxations involving the Public Trustee or the Director of Legal Aid



PART XV
GENERAL MATTERS

134.
135.
136.
137.
138.
138A.
139.
140.
141.
142.
143.

144.
145.

146.
147.
148.
149.
150.
151A.
151B.
152.
153.

Attendance of solicitors in Court

Absence from Court on medical grounds

Precedence and preaudience of Senior Counsel

Submissions and examination by leading and assisting counsel
Court dress

Use of electronic and other devices

Correspondence

Duty Registrar and Duty Magistrate

Operating hours of the Subordinate Courts

Hours for the sittings of the Subordinate Courts

Information to be provided in cause papers and documents filed in the Subordinate
Courts Registry

Request for court interpreters

File inspection and obtaining extracts ortified true copies of documents and
conducting searches of information maintained by the Registry

Authorisation for collection of mail and Court documents

Filing directions tolte AccountantGeneral for payment into and out of Court
Stamping of documents

Noting of appearances of advocates/prosecutors

Application fa court records for civil matters

Medical Negligence Claims

The Expedited Writ Track

Use of Expert Witness (in cases other than-Mgury Motor Accident Claims)
Benchmark rates for cost of rental and loss of use.



PART XVI
CRIMINAL MATTERS

154.
155.
156.
157.

158.

Bundles of authorities for criminal proceedings
Magistrate's complaints (Private summonses)
Application for court records for criminal matters

Appearance in Court 26, Subordinate Courts via video link of accused persons
who are remanded at Queenstown Remand Prison

Witnesses giving evidence through live video link



APPENDIX A
PRACTICE DIRECTIONS ISSUED O AMEND THE SUBORDINATECOURTS
PRACTICE DIRECTIONS (2006 ED.)

APPENDIX B
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REQUEST TO FILE DOCUMENT WITHOUT FURNISHING IDENTIFICATION
NUMBERS
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NOTIFICATION UNDER ORDER 62, RULE 2 (1), OF THE RULES OF COURT
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ORDER TO ALLOW ENTRY AND SRRCH OF PREMISES
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INJUNCTIONPROHIBITINGDISPOSALOFASSETSIN SINGAPORE
Form 6A

ALTERNATIVE DISPUTERESOLUTION (ADR) FORM
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REQUEST FOR CDR
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REQUEST FOR ADJOURNMEMN OF CDR
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[NOTICE OF PRETRIAL CONFERENCE- DELETED]
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NOTICE OF OBJECTIONS TO CONTENTS OF AFFIDAVITS OF BBENCEIN-
CHIEF

Form 10A

APPLICATION FOR DIGITAL AUDIO RECORDING AND TRANSCRIPTION
SERVICE
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INDEX TO AGREED BUNDLE OF DOCUMENTS



Form 12

CHECKLIST FOR ORIGINATING SUMMONS (PROBATE)
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LETTER OF AUTHORISATION TO FILE DOCUMENTS AT SERVICE BUREAU
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APPLICATION TO BE REGISTERED USER OF THE ELECTRONIC FILING
SERVICE OR AUTHORISED AGENT OF A REGISTERED USER

Form 15

REQUEST FOR CANCELLATION OF IDENTIFICATION NAME AND
AUTHENTICATION CODE

Form 16

LETTER OF AUTHORISATION TO UTILISE SERVICE OF DOCUMENTS
FACILITY AT THE SERVICE BUREAU

Form 17
FORM OF RECORD OF APPEAL
Form 18

REQUEST FOR CHECKING ELIGIBILITY OF PROPOSED
PURCHASER(S)/TRANSFEREE(S) UNDER OPTIONS 4 & 5 OF THE AGREED
MATRIMONIAL PROPERTY PLAN

Form 19

STANDARD QUERY TO HOUSING & DEVELOPMENT BOARD ON HDB
MATRIMONIAL ASSET (HDB FLAT )

Form 20

STANDARD QUERY TO THE HOUSING & DEVELOPMENT BOARD ON HDB
MATRIMONIAL ASSET (AGREEMENT FOR LEASE OF HDB FLAT)

Form 21

STANDARD QUERY TO THECENTRAL PROVIDENT FUND BOARD

Form 21(1)

FIRST STATUS CONFERENCE NOTICE TO PLAINTIFF

Form 21(11)

INFORMATION FROM PLAINTIFF TO FAMILY COURT ON STATUS OF WRIT
Form 21(111)

SECOND STATUS CONFERENCE NOTICE TO PLAINTIFF (WHERE THERE IS
NO REPLY FROM PLAINTIFF)

Form 21A
AFFIDAVIT OF EVIDENCE IN CHIEF



(FOR PLAINTIFF PROCEEDING ON THE STATEMENT OF CLAIM IN
UNCONTESTED MATRIMONIAL PROCEEDINGS)

Form 21B
AFFIDAVIT OF EVIDENCE IN CHIEF

(FOR DEFENDANT PROCEEDING ON THEOUNTERCLAIM IN
UNCONTESTED MATRIMONIAL PROCEEDINGS)

Form 21C

REQUEST FOR SETTING DOWN ACTION FOR TRIADN AN UNCONTESTED
BASIS (WHERE ATTENDANCE OF COUNSEL AND PARTIES MAY BE
DISPENSED WITH)

Form 21D

REQUEST FOR SETTING DOWN ACTION FOR TRIAL ON AN UNCAIRSTED
BASIS (FOR HEARING IN OPEN COURT)

Form 22
DECLARATION OF THE VALUEOF MATRIMONIAL ASSETS
Form 23

APPLICATION FORTHE APPOINTMENT OF EXPERT IN RESPECT OF
CUSTODY AND ACCESS ISSUES

Form 24
LETTER OF INSTRUCTION TO EXPERT WITNESS
Form 25
COVER LETTER FOR DRAFT CONSENT ORDERS
Form 26

COVER LETTER TO NOTIFY THE COURT OF FILING OF APPLICATION TO
EXTEND TIME FOR APPEALING AGAINST DECREE NISI/MEMORANDUM OF
APPEARANCE TO SHOWCAUSE AGAINST DECREE NISI BEING MADE
ABSOLUTE

Form 27

NOTICE TO PRODUCE DOCUMENTS REFERRED TN PLEADINGS OR
AFFIDAVITS

Form 28

NOTICE WHERE DOCUMENTS MAY BE INSPECTED
Form 29

REQUEST FOR DISCOVERY

Form 30

NOTICE IN RESPONSE TO REQUEST FOR DISCOVERY
Form 31



APPLICATION FOR DISCOVERY

Form 32

REQUEST FOR INTERROGATORIES

Form 33

NOTICE IN RESPONSE TO REQUEST FOR INTERROGATORIES
Form 34

APPLICATION FOR INTERROGATORIES

Form 35

AFFIDAVIT OF ASSETS AND MEANS

Form 35A

ANCILLARY MATTERS FACT AND POSITION SHEET

Form 36

LETTER FOR NOTIFICATION OF SYARIAH COURT PROCEEDINGS
Form 37

COVER LETTER FOR AMENDED STATEMENT

Form 38

COVER LETTER FOR SUBMISSION OBRIGINAL BIRTH CERTIFICATE IN
ADOPTION PROCEEDINGS

Form 39

REQUEST FOR REIXING OF HEARING DATE

Form 3%A

ORIGINATING SUMMONS FOR MENTAL CAPACITY PROCEEDINGS

Form 38

PLAI NTI FF/ APPLI CANTO6S AFFI DAVI T FOR APPOI NT
Form 3¢

DEPUTY6 S AFFI DAVI T

Form 3D

CONSENT TOORIGINATING SUMMONS AND DISPENSATION OFSERVICE OF
DOCUMENTS

Form 3%

NOTICE TO RELEVANT PERSONS

Form 3%

CERTIFICATE OF NOTIFICATION

Form 3%

SUMMONS FORMENTAL CAPACITY PROCEEDINGS



Form 39H

ORDER OF COURT FORIENTAL CAPACITY PROCEEDINGS
Form 40

PROBATE CHECKLIST

Form 41

SUPPORTING AFFIDAVIT UNDER ORDER 71 RULE 5

Form 41A

SCHEDULE OF ASSETS

Form 42

REQUEST FOR ATTENDANCE OF THE BAILIFF

Form 43

LETTER OF AUTHORITY TO ACT AS AUTHORISED BAILIFF
Form 44

QUESTIONNAIRE FOR THE EXAMINATION OF (NAME OF INDIVIDUAL
JUDGMENT DEBTOR)

Form 45

QUESTIONNAIRE FOR THE EXAMINATION OF (NAME OF OFFICER OF
JUDGMENT DEBTOR)

Form 46

BILL OF COSTS FOR CONTENTIOUS BUSINESSRIALS

Form 47

BILL OF COSTS FOR CONTENTIOUS BUSINESS OTHHRIAN TRIALS
Form 48

BILL OF COSTS FOR NOMCONTENTIOUS BUSINESS

Form 49

NOTICE OF DISPUTE ON BILL OF COSTS

Form 50

NOTICE OFAGREEMENT/ DISAGREEMENT ON COSTEOR BILLS OF COSTS
INVOLVING THE PUBLIC TRUSTEE

Form 51

NOTICE OFAGREEMENT/ DISAGREEMENT ON COSTSBOR BILLS OF COSTS
INVOLVING THE DIRECTOR OF LEGAL AID

Form 52

SPECIMEN GOVERNMENT MEDICAL CERTIFICATE
Form 53

SPECIMEN AUTHORISATION CARD



Form 54

REQUISITION FOR IMPRESSED STAMPS

Form 55

NOTING OF APPEARANCE OF ADVOCATES/PROSECUTORS
Form 56

APPLICATION FOR NOTES OF EVIDENCIEN CIVIL PROCEEDINGS
Form 57

REQUEST FOR EARLY EXPERT PRERIAL CONFERENCE

Form 58

NOTE TO EXPERT WITNESS

Form 59

Form 60

APPLICATION TO RESERVE TIMESLOT FOR PREMENTION INTERVIEW
Form 61

MENTION SLIP

APPENDIX C

MEDIATION GUIDELINES FOR ROAD TRAFFIC ACCIDENT CASES AT
THE e@dr/PRIMARY DISPUTE RESOLUTION CENTER AT THE
SUBORDINATE COURTS

APPENDIX D

WAITING TIME (*) FOR TRIALS OR HEARINGS IN THE SUBORDINATE
COURTS

APPENDIX E

INSTRUCTIONS TO DEFENDANT ON HOW TO MAKE THE STANDARD
QUERY TO THE CENTRAL PROVIDENT FUND BOARD

APPENDIX F

ANNEXES TO NON INJURY MOTOR ACCIDENT LITIGATION PRACTICE
DIRECTION

Annex A

Preaction Protocol for the Management of La@&lue Noninjury Motor Accident Cases
by the Financial Industry Dispute Resolution Centre Ltd (FIDReC)

Form 1



Sample Letter of Clen to the Potential Defendant (To Be Copied to the Insurer)
Form 2

Sample Reply to Letter of Claim

Form 3

Sample Letteby Claimant before Lodgment of Claim with FIDReC
Annex B

Preaction Protocol for Nottnjury Motor Accident Cases

Form 4

Sample Letter of Claim to Defendant

Form 5

Sample Acknowledgment of Letter of Claim

Form 6

Sample Letter by Claimant lme€ issue of Writ of Summons

Form 7

Sample Statement of Claim

Form 8

Preaction Protocol Checklist

APPENDIX FA

ANNEXES TO MEDICAL NEGLIGENCE LITIGATION PRACTICE
DIRECTION

PRE-ACTION PROTOCOL FOR MEDICAL NEGLIGENCE CLAIMS
Form 1

Sample Letter of Request for Medical Report

Form 1A

Sample Letter of Authorisation

Form 2

Sample Letter of Request for Discussion

Form 3

Sample Letter by Claimant Before Issue of Writ of Summons

APPENDIX G
BENCHMAR K RATES FOR COSTS OF RENTAL AND LOSS OF USE

APPENDIX H
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PART |

INTRODUCTORY

Citation
These Directions may be cited as the Subordinate Courtsder&tections
(2006 Ed.) and are issued to consolidate all previous Practice Directions of the

Subordinate Courts.



2.

Revocation

(1)

(2)

Revocation of existing Practice Directions

All existing Practice Directions are revoked from the date of coming

into effect d these Directions.

Existing Registrardés Circulars to be
Al | Registrardéds Circulars are revokec

of these Directions save for those listed in Appendix I.



Commencement

These Practice Directions shall come ieffect on 1 January 2006.



Practice Directions to apply to civil proceedings only unless otherwise
stated
For avoidance of doubt, these Practice Directions shall apply to civil

proceedings only unless otherwise stated.



Calculation of time

The prwvisions in the Rules of Court shall apply to the calculation of time in

these Practice Directions. In particular:

@) The following definition of Awor ki ng
Rul es of Court is applicable in these
means any day other than a Saturday, Sunday or public holiday.

(2)  The provisions of Order 3 of the Rules of Court shall also apply to the

calculation of time.



Updating

(1) These Practice Directions are issued in a loose leaf form to facilitate
amendmat and updating. In the event of an amending Practice
Direction being issued, the entire Paragraph containing the amendment
will be updated and rissued. In the event of a fresh Practice Direction
being issued, new Paragraphs will be issued. These nesnended
Paragraphs will be attached to the Practice Direction and instructions for
the replacing of the Paragraphs will be set out therein.

(2) A complete version of he Subordinate Courtds P
(2006 Ed) can be downloaded in .PDF Adobe éloat format or
Mobipocket format (for use on Personal Digital Assistants and
Smartphones) at t he Subordinate

http://www.subcourts.gov.sg/practice directions.htm



http://www.subcourts.gov.sg/practice_directions.htm

Forms
The Forms in Appendix B to these Practice Directions shall be used where
applicable with such variations as the circumstances of the particular case

require.



PART I

ORIGINATING PROCESSES AND DOCUMENTS

Originating Summonses

(1) This paragraph gplies to originating summonses filed on or after 1
January 2006.
Forms for originating summonses
(2)  The former Form 6 of Appendix A of the Rules of Court (originating
summons where appearance is required) has been deleted with effect
from 1 January 2D 6 . Solicitorsd attention 1is
of the Rules of Court which provides that no appearance need be entered
to an originating summons.
(3) Where any legislation requires a party to file an originating summons
and the form is not providedithin the legislation, the originating
summons must be filed using either Form 4 (Originating Summons) or
Form 5 Ex ParteOriginating Summons) of Appendix A of the Rules of
Court.
(4) The parties in Form 4 of Appendix A of the Rules of Court shall be
sat ed as fAplaintiffo and fidefendant o,
the case may be.
(5)  The party in Form 5 of Appendix A of the Rules of Court shall be stated

as fdapplicanto.



9. Identification numbers to be stated in cause papers

(1)

(2)

®3)

(4)

Parties named in te title of the documents

Where a party to any proceedings in the Subordinate Courts first files a
document in such proceedings, he shall state his identification number,
in parentheses, in the title of the document immediately below or after
his name. Theafter, all documents subsequently filed in the
proceedings by any party shall include this identification number in the
title of the documents in parentheses below or after the name of the
party to which it applies.

Parties not named in the title of thedocuments

Where a party to any proceedings in the Subordinate Courts first files a
document in such proceedings, and the name of the party does not
appear in the title of the document but does appear in the body of the
document, then the identification nber of the party should be stated,

in parentheses, below or after the first appearance of his name in the
document.  Thereafter, all documents subsequently filed in the
proceedings by any party shall include this identification number in
parentheses immeately below or after the first appearance of the name
of the party to which it applies in the subsequent document.

Documents filed by two or more parties

Subparagraphs (1) and (2) shall appiyutatis mutandisto documents
which are filed by more than erparty.

Identification numbers for non-parties

If any person (living or dead), any entity or any property is in part or in
whole the subject matter of any proceedings, or is affected by any
proceedings, but is not a party thereto, and the name of susbnper
entity or property is to appear in the title of the documents filed in the
proceedings, the party filing the first document in the proceedings must
state the identification number of such person, entity or property in
parentheses immediately below after the name of the same.
Thereafter, all documents subsequently filed in the proceedings by any
party shall include this identification number in parentheses immediately



below or after the name of the person, entity or property to which it

applies. Ifthe party filing the first document in the proceedings is

unable, after reasonable enquiry, to discover the identification number of

the person, entity or property, he may state immediately below or after

t he name of WNdhe sSa@atme k¢ \hwi)eots Al

subsequently filed by any party shall then contain these words in

parentheses below or after the name of this person, entity or property.
(5)  Special cases

The following Directions shall apply in addition to the Directions

contained in suiparagraphsl() to (4):

(@) where a party is represented by a litigation representatué
paragraphs (1) to (3) shall apply to the litigation representative as
if they were parties to the proceedings and the identification
numbers of the party, the litigation represgive must be stated
below or after the name of each, as appropriate;

(b)  where parties are involved in any proceedings as the personal
representatives of the estate of a deceased person, sub
paragraphs (1) to (3) shall apply to the deceased person as if he
were a party; and

(c) where more than one identification number applies to any party,
person, entity or property, all shall be stated in any convenient
order.

(6) Identification numbers in electronic template of the Electronic

Filing Service

When entering the ideffitation number in the electronic template of

the Electronic Filing Service (EFS), only the number should be entered,

including any letters or characters that appear in, at the beginning of, or

at the end of the number. Descriptive text which is requicede

entered into the actual document , s u

No. 0, should not be entered into the

allowable length of the identification number in the electronic template

" Former | y known fagu airndeixan fad elnidtoe nodr.



is 15 characters. If any identifictad number has more than 15
characters, only the first 15 should be entered.
(7 Guidelines for the selection of identification numbers

The following guidelines should be followed in deciding on the

appropriate identification number.

(@) Natural person with Singapore identity card
For a natural person who is a Singapore citizen or permanent
resident, the identification number shall be the number of the
identity card issued under the National Registration Act (Cap.
201, 1992 Revised Edition). Only the 7 digit numibed the
suf fix l etter shoul d be stated.
1234567A) 0.

(b) Natural person with FIN number
For a natural person, whether a Singapore citizen or permanent
resident or not, who has not been issued with an identity card
under the National Regjration Act (Cap. 201, 1992 Revised
Edition), but has been assigned a FIN number under the
Immigration Regulations, the identification number shall be the
FI'N number . The number should be
No. O

(c) Natural person: birth certificat e or passport number
For a natural person, whether a Singapore citizen or permanent
resident or not, who has not been issued with an identity card
under the National Registration Act (Cap. 201, 1992 Revised
Edition) or assigned a FIN number, the identiima number
shall be the birth certificate or passport number. The number
should be preceded by either of the following, as appropriate,
A(l ssuing country) BC No. 0 or dA(l s

(d) Natural person: other numbers
For a natural person who is retSingapore citizen or permanent
resident and has not been assigned a FIN number and does not
have a birth certificate or passport number, the identification

number shall be the number of any identification document he



may possess. The number should breceded by some

descriptive words which will enable the nature of the number

given and the authority issuing the identification document to be

ascertained. For exampl e, NRJapane
(e) Deceased person

For a deceased natural person,ittentification number shall be

as set out in suparagraph (7)(a) to (d) above. However, if such

numbers are not available, the identification number shall be the

death registration number under the Registration of Births and

Deaths Rules (Cap. 267, RulB or the equivalent foreign

provisions, where the death is registered abroad. The number

should be preceded by the foll owi

of registration of death) Death REe
)] Company registered under the Companies Act

For a company regiered under the Companies Act (Cap. 50,

1994 Revised Edition), the identification number shall be the

company number stated in the certificate of incorporation or the

certificate of registration of a foreign company. The number

shall be preceded bythef | owi ng prefix: ARC No.
(9) Company registered outside Singapore

For a company registered outside Singapore which is not

registered under the Companies Act (Cap. 50, 1994 Revised

Edition), the identification number shall be the registration

number of the copany in the country of registration. The

number shal/l be preceded by the f

registration) RC No. o0
(h) Business registered under the Business Registration Act

For a body registered under the Business Registration Act (Cap.

32, 2004Revised Edition), the identification number shall be the

number of the certificate of registration issued under the

Business Registration Act (Cap. 32, 2004 Revised Edition). The

number shall be preceded by the foc



0] Limited Li ability Partnership registered under the Limited
Liability Partnerships Act
For a limited liability partnership registered under the Limited
Liability Partnerships Act 2005 (Act 5 of 2005), the
identification number shall be the number of the certificdte o
registration issued under the Limited Liability Partnerships Act
2005 (Act 5 of 2005). The number shall be preceded by the
foll owing prefix: ARP No. O
()] Other bodies and associations
For any other body or association, whether incorporated or
otherwise which does not fall within suparagraph (7)(f) to (i)
above, the identification number shall be any unique number
assigned to the body or association by any authority. The
number should be preceded by some descriptive words which
will enable the nature fothe number given and the authority
assigning the number to be ascertained. For example,
ASi ngapore Trade Union Reg. No. 12
(k) No identification numbers exist
Where the appropriate identification numbers prescribed by sub
paragraph (7)(a) to (j)adnot exist, the following words should
be stated immediately below or after the name of the party,
person, entity or property concerr
(8) Inability to furnish identification number at the time of filing a
document
If a party who wishe to file a document is unable at the time of filing to
furnish the necessary identification numbers required by this Paragraph,
approval for the document to be filed should be sought by filing a
request in Form 1 of Appendix B. The necessary identifinatumbers
will have to be furnished within one month from the filing of Form 1 by
filing a notice in Form 2 of Appendix.BAfter Form 2 has been filed,
the identification numbers set out therein should be included in all cause
papers filed thereat.

(9) Meaning of document



For avoidance of doubt, the words nd
used in this Paragraph include all originating processes filed in the
Subordinate Courts regardless of whether they are governed by the
Rules of Court or not.

(10) Non-compliance
Any document which does not comply with this Paragraph may be

rejected for filing by the Registry.



10.  Personal service of processes and documents

(1)  The attention of solicitors is drawn to Order 62, Rule 2(1), of the Rules
of Court which provides:

APer sonal service must be effecte
Court or by a solicitor oma solicitor's clerk whose name and

particulars have been notified to the Registrar for this purpose

Provided that the Registrar may, in a particular cause or matter,

allow personal service to be effected by any other named person

and shall, in that case, cause to be marked on the document
required to be served personally,
[emphasis added]

(2)  Solicitors are therefore required to notify the iCiRegistry of the
particulars, and any change thereof, of such clerks who have been
authorised by them to serve processes and documents by filing Form 3
of Appendix B. Notifications under previous editions of the Subordinate
Courts Practice Directions lvibe treated as being notifications under
thissubpar agr aph. Solicitorsdéd clerks do
the Registrar to effect personal service of processes and documents.

3) In view of the alternative modes providing for personal servicbeto
effected by a solicitor or a solicitor's clerk, Court process servers will
not be assigned to effect personal service of processes and documents
unless there are special reasons.

(4) If it is felt that there are special reasons requiring personal sdyyiee
Court process server, a request for such service should be made by way
of request, setting out therein the special reasons. The approval of the
Duty Registrar should then be obtained for such service. Once approval
has been obtained, the documentssiervice should be presented at the
counter designated for this purpose. A process server will then be
assigned to effect service and an appointment for service convenient to
both the litigant and the assigned process server will be given.

(5) On the appaited date, the person accompanying the process server
should call at the Civil Registry. The amount required for the transport



(6)

charges of the process server (a record of which will be kept) should be
tendered, or, alternatively, the process server intgqueshould be
informed that transport for him will be provided. The Civil Registry will
then instruct the process server to effect service.

Under no circumstances should any payment be made directly to the

process server.



11

Substituted service

1)

(2)

Two reasonable attempts at personal service should be made before an
application for an order for substituted service is filed. In an application
for substituted service, the applicant shall demonstrate by way of
affidavit why he or she believes that théeaipts at service made were
reasonable.

An application for substituted service by posting at a residential address
should contain evidence (for example, relevant search results from the
Inland Revenue Authority of Singapore, the Singapore Land Authority,
the Housing & Development Board or the Accounting and Corporate
Regulatory Authority) that the person to be served is either the owner of
or resident at the property. The applicant should persuade the Court that
the proposed mode of substituted servicd Wing the document in

guestion to the notice of the person to be served.



12.

Application for substituted service or dispensation of service for
originating processes under Part X of
Revised Edition)

(1)  Application for substituted service by way of posting on the front
door at the defendant ds | ast kno
addr esso)

(@) At least two recent attempts at personal service should be made
at the address, in accordance with the Directions set out in
Paragraph 11 of these Directions. The affidavit should state the
dates, times and outcomes of the said attempts.

(b) If there is no response for both attempts at personal service (i.e.
the door was locked and no one came to the door during both
attempts), lte plaintiff needs to state in the affidavit:
® that to the best of the pl ai

is currently residing at the address; and

tF

wn

nti

(i) the grounds for the plaintiffd:

currently residing at the addressy fexample, that the
plaintiff is also residing at the same address, and sees the
defendant every day.
(©) If the plaintiff is not able to state both of the matters set out in
subparagraph (1)(b)@#{ii) above in the affidavit, he or she
should make attempt® ocate the defendant by contacting the

defendant 6s relatives, friends, a

to discover the address at which the defendant is currently

residing. The affidavit should then include the following matters:

0] Details of the @i nt i f f6s | ast contact \
including the date, the mode of contact (i.e. over the
telephone, a letter, or a meeting), and the contents of any
communications made, whether written or oral.

(i) Details of the plairenidfamd £ s kno
relatives and friends, and tho
hi s/ her whereabout s (At he de



including their names, addresses and their relationship to
the defendant and whether they live in Singapore or
overseas.

(i)  Details of tke plaintiffds attempts
defendant 6s contacts, I ncl udin
attempts made, the dates and mode of the said attempts
(i.e. whether by telephone, letter, or meeting), and the
contents of any communications made, whether written
or oral.

(ivv The name and address of the d
employer (if any), and the result of enquiries the plaintiff
has ma d e of t hat empl oyer as
whereabouts, including the date of such enquiries, the
mode of the said enquiries.gi whether by telephone,
letter, or meeting), and the contents of any
communications made, whether written or oral.

(v) Details of the defendantods nat.i

(d) If the local address at which the defendant is currently residing
(not being the matrimonial Inee) is discovered by the plaintiff
pursuant to suiparagraph (1)(c) above, personal service on the
defendant should be attempted at that address in accordance with
Paragraph 11 of these Directions. Details of the dates, times and
outcomes of the personarsice are required in the affidavit.

(e) If the response to the attempt at personal service is that the
process server is told that the d
is required in the affidavit as to what date the defendant will be
back in the country.

() If it appears from the response to the attempt at personal service
that the defendant is permanently overseas, evidence is required
in the affidavit as to how the documents will come to the
defendant 6s attention by being pos

(9) If the response to the attempt at personal service is that the

defendant has fimoved awayo, and tF



defendant is evading service, evidence is required in the affidavit
to support the plaintiffds belief
sewvice.
(2)  Application for substituted service by way of prepaid registered
post/ordinary post
(@)  An application for substituted service need not be made vemere
originating processs sent by prepaid registered post teet
defendant, and the defendamturns the acknowledgement of
service, signed by him, in accordance with Rule 11(4) of the
Wo menos Charter (Matri moni al Pr oc
such a situation, the originating process would be deemed to be
duly served on the defendant by registgrest.
(b)  On an application for substituted service by way of prepaid
registered post/ordinary post, the plaintiff must state the
following matters in the affidavit:
® The grounds for the plaintiffd:
currently resident at thearticular address in respect of
which the plaintiff is applying for substituted service by
way of prepaid registered post/ordinary post.
(i) If the application for substituted service by way of
prepaid registered post/ordinary post is to an overseas
address, that the defendant is not ordinarily resident in
Singapore.
(i) If the application for substituted service by way of
prepaid registered post/ordinary post is to an overseas
addr ess, the grounds for the p
the defendant isot ordinarily resident in Singapore.
(3)  Application for substituted service by way of advertisement
(@) Before an application for substituted service by way of
advertisement can be granted, the plaintiff should make attempts
to locate the defendant bpant act i ng the defendar
friends, and employer(s) (if any), in order to discover the address

at which the defendant is currently residing.



(4)

(5)

(b) The affidavit must include the following:
0] The matters set out in sydaragraph (1)(c)@#v) above.
(i) Details of the defendant s |

(i) If the advertisement is to be placed in an overseas

newspaper, the grounds for t

the defendant is thought to be in that particular country.
Application for dispensation of service
(@) Before an application for dispensation of service can be granted,

the plaintiff should make attempts to locate the defendant by

it €

he

contacting the defendantds relati:

any), in order to disover the address at which the defendant is
currently residing.
(b) The affidavit must include the following:
® The matters set out in sydaragraph (1)(c)(@#v) above.
(i) An explanation as to why advertisement would not be

effective in bringing the igorce proceedings to the

defendant 6s notice. For exampl

which country the defendant is currently residing in.
This Paragraph is applicable foroceedings under Part X of the
Wo me n 6 s (Cap.853t16897 Revised Editiofiled before 1 April
2006as if:
(@) any reference to the plaintiff and defendant were a reference to
the petitioner and respondent respectively; and
(b)  the reference in suparagraph (2)(a) to Rule 11(4) of the

Womends Charter ( Matr 200®werea | Pr oce

reference to Rule 10(3) of t he
Proceedings) Rules 2003.

Wc



13.

Amendment of documents

Application

(2) Subject to suparagraph (2), the Directions in this Paragraph shall apply
to documents, originating processesl pleadings filed in any

proceedings.

(2)  The Directions in suiparagraphs (4)(b), (6) and (7) shall not apply to

the amendment of documents which were originally filed in Court by

entering the relevant information in the appropriate electronic template

pursuant to Paragraph 62(3)(e)(i), (iii) and (iv) of these Directions.

Documents which are filed pursuant to Paragraph 62(3)(e)(i), (iii) and

(iv) of these Directions are to be amended in accordance with the

following paragraphs of these Directions:

€) Paragraph 103 for documents in adoption proceedings filed

pursuant to Paragraph 62(3)(e)(i) of these Directions;

(b) Paragraph 84A for documents in matrimonial proceedings under

Part X of the Womends Charter (Cap. 3

commenced oor after 1 April 2006 filed pursuant to Paragraph

62(3)(e)(iii) of these Directionsand

(c) Paragraph 118 for documents mopate and administration

proceedings filed pursuant to Paragraph 62(3)(e)(iv) of these Directions.

Amendment of any document

(3) Where a document is required to be amended and filed in Court, a fresh
copy of the document with the amendments included must be prepared,
regardless of the number and length of the amendments sought to be
made.

(4)  The procedure for amending a documerds follows:

(@ A fresh amended copy of the document should be prodiited.
number of times the document has been amended shall be
indicated in parentheses after the name of the document. An
amended documents houl d be entitled Al do
(Amendm&t No. 1)0 or A[document name

or as appropriate.



(b) The changes made in the document from the latest version of the
document filed in Court should be indicated in the following way:
® deletions shall be made by drawing a single latross

the words to be deleted; and
(i) insertions shall be underlined.

(c) When the amended document is forwarded to Court using the
Electronic Filing Service (EFS), the appropriate version number
corresponding to the amendment must be entered ilg¢btonic
templ at e. For exampl e, t he docu
(Amendment No. 1)0 will have an am
the document Al document name ] ( Ame
an amendment version number of 2, and so on.

Amendment of originatingrocesses and pleadings, Decrees Nisi, Certificates of

Making Decree Nisi Absolute, and certain orders of Court in proceedings under

Part X of these Directions (Athe specifi
) The Directions in suiparagraphs (3) and (4) also apply to daneendment

of originating processes, pleadin@ecrees Nisi, Certificates of Making

Decree Nisi Absolute and orders of Court in proceedings under Part X of

these Directions (save for those orders of Court to which Paragraph 84A of

these Directions applief) 6t he speci f A Stdtemdnbafu ment s ¢

Claim which is amended for the first
Claim (Amendment No. 1)0, and a Defen
time should be filed as fDefence (AmM
amende-tkamendedo etc. should no | onger

(6) Colour scheme for amendments
In addition, the following colours shall be used to indicate the history of
the amendments in the specified documents:
€)) black for the first round of amendments
(b) red for the second round of amendments;
(c) green for the third round of amendments;
(d) blue for the fourth round of amendments; and

(e) brown for subsequent rounds of amendments.



Solicitors filing the amended specified documents shall comply with the
Directions in Paragraph 68 and indicate if the documents have colour
material.

@) Amendment for third time or more
From thethird round of amendments onwards, the amended specified
document should comprise two versions of the document:
(@) aclean versin without the amendments shown; followed in the

same document by

(b) a version showing the amendments in calour
Only one amended document consisting of these two versions is
required to be filed. The fees under Item 4 of Appendix B of the Rules
of Court ltem 17 of the Womenés -Charter
Fees) Rules 2003 and Item 8 of the Se
Charter (Matrimonial Proceedings) Rules 2005 continue to apply to the
filing of the amended specified documents.

(8) Amendments madeon original writ or originating summons (where
amendments are not numerous or lengthy)
This subparagraph applies to writs and originating summonses that
have not been filed using the EFS. In addition to the usual endorsement
signed by the solicitors purant to Paragraph 14 of these Directions,
there should be rsealing of the document as required by Order 20, Rule
10 (1), of the Rules of Court. The seal will be embossed over the

endorsement.



14. Endorsements on originating processes and other documents

1)

(2)

3)

(4)

()

Where it is necessary to include endorsements on any document, the
Directions in this paragraph shall apply.

Endorsements are normally made on originating processes and other
documents to show renewal, amendments and authorisation for service
of the docurment in question. Such endorsements on originating
processes and other documents do not require the Registrar's signature.
This is because such endorsements are pursuant to either an order of
Court or the Rules of Court. The Registrar should therefotebao
asked to sign such endorsements.

Solicitors should draw up the endorsement, stating the date of the order
of Court or the Order and Rule in question and should affix their own
signature. Where there is an irregularity as regards the endorsement of
the document endorsed, it would be for any interested party to apply to
have such amendment or renewal set aside.

Where endorsements can be made prior to the filing or issuance of a
document, those endorsements shall be incorporated into the document
beforethe document is filed or issued.

Where endorsements must be made on a document which has already
been filed or issued, a fresh copy of the document containing the
relevant endorsements shall be prepared, and the document must be re
filed or reissued, ashie case may be. An example of this would be

renewals of writs of summons.



15.  Additional endorsements on cause papers

(1)  All documents filed for the purposes of open Court or chambers
hearings should contain either one of the following endorsements, as
appopriate, at the top leftand corner of the first page:
@) ADate of hearing: (State the dat e

Initial of solicitor / clerk
(Date of filing)o.

OR

(b) ADate of hearing: No date as at (

Initial of solicitor / clerk
(Date of filing © .

(2) Every affidavit which is filed in conjunction with a summons (but not
those filed in conjunction with originating summonses) must have
endorsed at the top lefiand corner of the first page of the affidavit the

entered number of the summons.



16.

PART Il

INTERLOCUTORY AND OTHER APPLICATIONS

Distribution of applications

(1)

(2)

3)

All applications in chambers (including summonses, summonses for
directions and notices thereunder, and originating summonses) shall be
filed without specifying whether the appliaati is to be heard before a
Judge in person or the Registrar.

The deletion of either AJudgeo or
paragraph of such applications in chambers shall only be done by a
Registry officerand not by the applicant or his solicitor

All such deletions shall be in accordance with Order 32, Rule 9, of the
Rules of Court and the directions given by the Senior District Judge with

the concurrence of the Honourable the Chief Justice thereunder.



Summonses

(1)  Allinterlocutory applicabns are to be made by way of summons.

(2) Ordinary summonse®xpart®a !l |fi bbye ceonndsoernsteod
when so endorsed must bear a certificate to that effect signed by all the
solicitors concerned.

3 After t he fexlpat®dg oof i &y wnordnssteent 06 s
application will be examined by the Judge or Registrar as the case may
be. If he is satisfied that the application is in order and all other
requirements have been complied with, he may make the order(s)
applied for on the day fixed for the iy of the application without
the attendance of the applicant or his solicitor.

(4) Summonses that are filed by electronic transmission will be routed to the
Inn-Tray of the | aw firmdés computer sys
via the service bureau, it mdye collected at the service bureau. In
respect of summonses that are not filed through the Electronic Filing
Service (EFS)the applicant or his solicitor may check the notice board
at the Civil Registry on the morning of the hearing of the application to
ascertain whether an order in terms has been granted. Enquiries by

telephone will not be entertained.



18.

Summonses for directions

(1)

The principal intention of the summons for directions (SFD) is to ensure
that there be a thorough stocktaking rnektto the issues in an action
and the manner in which the evidence should be presented at a trial with

a view to shortening the length of the trial and saving costs generally.

The ADR Form for summons for directitatken outunder Order 25Rule 1, of

theRules of Court

(2)

3)

(4)

(5)
(6)

Order 25 Rule 1(1)(b) of the Rules of Courialso provides that

directions may be given at SFD for the just, expeditious and economical
disposal of the case. At the SFD hearing under OrdeR@® 1 of the

Rules of Courtcounsel forll the parties should be ready to explore and

consider alternative dispute resolution (ADR) options, including
mediation and arbitration, for the most effective resolution of the case.

To facilitate recommendation by the Deputy Registrar of theogpiate

mode of dispute resolution, thAdternative Dispute ResolutiolPADR)

Form (Form6A of Appendix B) must be completed by both counsel and

their clients whertaking out or responding ta SFD under Order 25

Rule 1, of the Rules of CourtThis requirenent does not apply to any

directions filed under Order 2Rule 1A or Order 37f the Rules of

Court

Counsel for the plaintiff must filkhe ADRForm through the Electronic

Filing Service (EFSvhen taking outhe SFD.The ADR Form should

be filed through the EFS underthe document namdi | ncomi ng
Correspondence ADR Form (Plaintiff)o. After
SFD, counsel for the defendant must fike ADR Form at least 3

working days before the hearing date for the SFD. This form should be

filed under the document namé& | ncomi ng CoirADRsponden
Form (Defendant)o thr oughhatgbddor EF S . N
the filing of the ADR Form.

Counsel forall the partiesshould be present at the SFD hearing.

The Deputy Registrar heag the SFD will make recommendations to

the parties for the matter to proceed on one of the three tracks:



(@) mediation in the Primary Dispute Resolution Centcé the
Subordinate Coustor the Singapore Mediation Centre

(b)  the Law Society Arbitratioscheme; or

(c) adjudication in the trial courts.

The partiesodo consent will be requireodc



19.  Written Submissions for Contestednter PartesApplications in Chambers
(1) To facilitate and expedite the hearing of contsteter partes

applications before a Registrar I n

before a District Judge in Chambers, the applicant and the respondent to

the application shall file their Written Submissions no later than 3

working days prior to the heag date fixed by the Court and shall serve

a copy thereof on the other party to the application or his solicitor.

(2) The Written Submissions filed by parties shall set out as concisely as

possible:

(@) the circumstances out of which the application arises;

(b)  the isues arising in the application;

(c) the contentions to be urged by the party filing it and the
authorities in support thereof; and

(d)  the reasons for or against the application, as the case may be.

3) This Paragraph applies only in the following matters:

(@)  Application for summary judgment under Order 14, Rule 1 and
Rule 5 of the Rules of Court;

(b)  Application for determination of questions of law or construction
of documents under Order 14, Rule 12 of the Rules of Court;

(c) Application to set aside judgment under Order R8Je 8 or
Order 19, Rule 9 of the Rules of Court;

(d)  Application to strike out pleadings and endorsements under
Order 18, Rule 19 of the Rules of Court;

(e) Registrards Appeals under Order 5E

() Any other application as may be directgdthe Court.



20.

Adjournment and vacation of hearings other than trials

(1) Before parties write to the Court to request for an adjournment or
vacation of any hearings other than trials, they should seek the consent
of the other party or parties to theatter. Unilateral requests made
without first seeking the consent or views of the other party or parties to
the matter will not be entertained, except in the most exceptional

circumstances.

(2) The request should be made at least 2 working days befieetring
date, setting out the reasons for the request.

3) If the consent of all other parties to the matter is obtained, the letter
should state that all parties have consented to the request for the
adjournment or vacation. However, this does not ntieanthe request
will be granted as a matter of course. The Court will still evaluate the
merits of the request before making its decision.

4) If the consent of one or more of the other parties is not obtained, the
letter should set out the reasons fot he ot her partieso
explain why the consent of one or more of the other parties cannot be
obtained. Any relevant correspondence between the parties should also
be annexed. The Court will then evaluate the contents of the request and
the rekvant correspondence before deciding whether the request should

be allowed.



21. Ex parteapplications for injunctions

(1)  Order 29, Rule 1, of the Rules of Court provides that an application for
the grant of an injunction may be maee partein cases of urgncy.
However, the cases @fastle Fitness Consultancy Pte Ltd v M§h@89]

SLR 8966 The Nagasaki[l9]pl SLR 4% takeNtoe. 1)
position that an opponent to ar parteapplication, especially where the
application seeks injunctive relief, slid be invited to attend at the
hearing of the application.

(2 In view of this, any party applyingx partefor an injunction (including
a Marevainjunction) must give notice of the application to the other
concerned parties prior to the hearing. The notieg be given by way
of facsimile transmission or telex, or, in cases of extreme urgency, orally
by telephone. The notice should inform the other parties of the date,
time and place fixed for the hearing of the application and of the nature
of the relief sught. If possible, a copy of tlex partesummons should
be given to each of the other parties. At the hearing okexhparte
application, in the event that some or all of the other parties are not
present or represent euwdinformhtee Cauppl i cant
of the attempts that were made to notify the other parties or their
solicitors of the making of the application.

(3)  The Directions set out in sygaragraph (2) need not be followed if the
giving of the notice to the other parties, or sash¢éhem, would or might
defeat the purpose of tlea parteapplication. However, in such cases, the
reasons for not following the Directions should be clearly set out in the
affidavit prepared in support of tlee parteapplication.



22.

(1)

(2)

3)

(4)

(5)

(6)

- - - *
Mareva injuncti ons and search orders

Applicants for Mareva injunctions and search orders are required to
prepare their orders in accordance with the following forms in Appendix
B:

(@) Form 4: Searclorder;

(b) Form 5: Worldwide Marevainjunction; and

(c) Form 6: Mareva injunction limited to assets within the
jurisdiction.

These forms, inevitably, are complicated, but their language and layout

are intended to make it easier for persons served with these orders to

understand what they mean. These standard form orders shouldibe use

save to the extent that the Judge hearing a particular application

considers there is a good reason for adopting a different form. Any

departure from the terms of the prescribed forms should be justified by

the applicant in his supporting affidavit(s).

The applicant should undertake not to inform any third party of the

proceedings until after the return date.

Wherever practicable, applications should be made sufficiently early so

as to ensure that the Judge has sufficient time to read and consider the

application in advance.

On anex parteapplication for aMarevainjunction or an searcbrder,

an applicant may be required, in an appropriate case, to support his

crossundertaking in damages by a payment into Court, the provision of

a bond by an insuran@mmpany, a banker's guarantee or a payment to

the applicant's solicitor to be held by the solicitor as an officer of the

Court pending further order.

Applications for searchorders

@) It was suggested itJniversal Thermosensors Ltd v Hibben
[1992] 3 All ER 2Y at 276 that the order be served by a

supervising solicitor and carried out in his presence and under his

*

For mer | y AktondPillero radse rfis 0



(b)

(€)

supervision. The supervising solicitor should be an experienced
solicitor who is not a member or employee of the firm acting for
the applicant and o has some familiarity with the operation of
searchorders. The evidence in support of the application should
include the identity and experience of the proposed supervising
solicitor. These guidelines are equally applicable in the local
context and thdudge in his discretion may, in appropriate cases,
require a supervising solicitor.

Where the premises are likely to be occupied by an
unaccompanied woman, at least one of the persons attending on
the service of the order should be a woman.

Where the nate of the items removed under the order makes

this appropriate, the applicant will be required to insure them.



23.  Applications for discovery or interrogatories against network service

providers

(1)

(2)

®3)

(4)

This Paragraph applies to an application made undgerC4,
Rule 6(1) or Order 26A, Rule 1(1) of the Rules of Ceurt

(@)

(b)

by or on behalf of an owner or exclusive licensee of
copyright material against a network service provider
for information relating to the identity of a user of the
network service proder's primary network who is
alleged to have infringed the copyright in the material in
relation to an electronic copy of the material on, or
accessible through, the network service provider's
primary network; or

by or on behalf of the performer of aenormance
against a network service provider for information
relating to the identity of a user of the network service
provider's primary network who is alleged to have made
an unauthorised use of the performance in relation to an
electronic recording othe material on, or accessible

through, the network service provider's primary network.

An application referred to in syfaragraph (1) shadl

(@)

(b)

be made in Form 4 of Appendix A to the Rules of
Court; and

when made in accordance with spdragrgh (2)(a), be
fixed for hearing within 5 days from the date of filing of

the application.

The onus shall lie on the applicant to highlight the nature of the

application to the Registry and to request that the application be

fixed for hearing within 5 ays.

In subparagraph (1)(a), the words "electronic copy", "material",

"network service provider" and "primary network" have the

same meanings as in section 193A(1) of the Copyright Act
(Cap 63, 1999 Revised Edition).



(5) In subparagraph (1)(b), the avds "electronic recording”,
"network service provider", "performance" and "primary
network” have the same meanings as in section 246(1) of the
Copyright Act (Cap 63, 1999 Revised Edition).



24.  Absence of parties

Where an application has been struckbyffreason of any party being absent,

the Registrar may direct that the matter be restored by way of summons.



25.

Settlement Conferences Court Dispute Resolution

1)

(2)

3)

(4)

(5)

(6)

(7)

(8)

In order to minimise the costs of litigation and to promote early
resolution of disputg the court may, upon the request in writing by the
parties or of its own motion, convene a Settlement Conference.

A Settlement Conference involves the use of either mediation or
neutral evaluation. Neutral evaluatianll be used forcases involving
road traffic accidestand industrial accidents. Mediatiavill be used

in other cases. More information on these two procassesilableat

t he Subor di n a taghttp@onwvisubedrts.goesgrelert e

ACivil Justice Division, Court Dispute Rdstiono.

A request by parties for a Settlement Conference shall be made in
Form 7 of Appendix B. The details of the case and the names of the
law firms involved are to be stated on the form. The form is to be
faxed to No: 65572187 for EFS cases and to 64880774 for non

EFS cases.

In order for Settlement Conferences to achieve their full potential,
solicitors should request for Settlement Conferences only after
pleadings have closed.

Solicitors for the respective parties to the proceedings wilehaired

to submit to the Civil Division their Opening Statement in the same
format as that prescribed by Part VII of these Directions not later than
two clear days before the Settlement Conference.

The services of the Court Interpreters, where requirdbbiprovided
without charge.

As the Conference is conducted in chambers, the provisions of Order
90A of the Rules of Court (hearing fees) do not apply to Settlement
Conferences.

Generally, aly solicitors are required to attend Settlement
Conferences forcases involvingroad traffic accident or industrial
accidents. For all other casele tparties to the proceedings and their
respective principal solicitors must personally attend the Settlement
Conference. They are expected to be thoroughly preparégdoss

their respective cases.



9)

(10)

(11)

(12)

(13)

(14)

(15)

Where there are expert witnesses, these persons are also required to
personally attend the Settlement Conference. Wherever necessary,
applications for the issue of subpoenas to secure the attendance of such
witnesses may benade to the Duty Registrar. In such cases, the
application should be made well in advance of the Settlement
Conference.

The Settlement Conference will be conducted on a without prejudice
basis. All communication arising out of the Settlement Conference
will be treated in strict confidence.

If the parties are unable to resolve their dispute at the Settlement
Conference, the District Judge or Magistrate will give the necessary
directions to enable the action to proceed to trial. The action will be
tried by another Judge other than the District Judge or Magistrate
conducting the Settlement Conference.

The Registrar shall have the discretion to appointjaditial officers

such as legal assistants to conduct the Settlement Conference in actions
arising out 6 collision on land where there are no claims for personal
injuries and where the issues in dispute are factual and not issues of
law.

For Settlement Conferences of road accident matters parties are to
comply with the mediation guidelines at Appendix C.

A request for an adjournment of a Settlement Conference shall be
made in Form 8 of Appendix B. The form is to be faxed to No:
65572187 for EFS cases and to No: 64380774 forEfed cases.

It has also been observed that some parties have chosen to absent
themselves repeatedly at Settlement Conferences convened upon their
request, thereby depriving other parties of such available slots and the
expeditious resolution of their disputes. In order to minimise such
wastage of judicial time and resources, the Conaty exercise its
powers under Order 34A, Rule 2(3), of the Rules of Court to dismiss
the action or proceedings or strike out the defence or counterclaim or
enter judgment or make any such order it deems fit upon the repeated
absence of any party on a sed@r subsequent occasion a Settlement

Conference is convened.



26.  Alternative Dispute Resolution

[Deleted]



PART IlIA

DISCOVERY AND INSPECTION OF ELECTRONICALLY STORED

DOCUMENTS

26A. Introduction

(1)

This Part provides an ot framework for requests arapplications

for the giving of discovery and inspection of electronically stored
documents, and the supply of electronic copies of such documents. A
party that seeks to rely on this Part must cite the relevant paragraph(s)

in any request or application a@hereunder.

Location of electronically stored documents

(2)

Electronically stored documents may reside in storage management
systems, folders or directories in storage locations, electronic media or
recording devices, including folders or directories rghtemporarily

deleted files are located (for example, the Recycle Bin folder or Trash
folder). Electronically stored documents or parts thereof may also
reside in the unallocated file space or file slack on an electronic
medium or recording device as dela files or file fragments which

may be recovered through the use of computer forensic tools or

techniques.

Definition of metadata information

3)

Metadata information refers to the raisible and not readily apparent
information embedded in or assocthtevith electronically stored
documents and may include both application metadata, which is
created by the application software used to create the electronic
documents, and system metadata, which is created by the operating or
storage system. Examples ofpépation metadata include hidden
columns or text, formatting and display codes, formulae, prior edits
and editorial comments; examples of system metadata include data
relating to creation, modification and access of the electronic document,
its size, fileformat and storage location, and other document profile
information like title, author, subject and keywords or tags. Metadata

information may be stored internally within the electronically stored



document or externally in a separate file or databasertalty stored
metadata information shall be discoverable as separate documents.



26B. Time to consider electronic discovery issues during general discovery

(1)

(2)

3)

Parties are encourageddollaborate in good faith and agree on issues
relating to the discovg and inspection of electronically stored
documentswithin the framework for discovery set forth in Order 24 of
the Rules of Court. Such issues may include the scope and/or any
limits on documents to be given in discovery, whether parties are
prepared tanake voluntary disclosures, and the giving of discovery in
stages according to an agreed schedule, as weleagormat and

manner in which copies of discoverable documents shall be supplied.

Parties mayjmmediately after the close of pleadings, bathin the

time prescribed in Order 25, Rule 8(1)(a) of the Rules of Court, agree
on an electronic discovery protocol which may take the form set forth
in Appendix M Part 1 Parties may includehé agreed electronic
discovery protocol in the summons for directions. The Court shall
consider the adequacy of the agreed electronic discovery protocol and
may make such order or give such direction as it thinks fit, for the just,
expeditious and econonaicdisposal of the cause or matter. The agreed
electronic discovery protocol, as amended by such order or direction of
the Court as the case may be, shall form part of the order under the
summons for directions to be extracted for the action.

If parties are unable to agree on an electronic discovery protocol, the
party seeking discovery of electronically stored documents may apply
for an order. The application must include a draft electronic discovery

protocol and must be supported by affidavit prowydan account of

the partiesdéd attempts to coll aborate

an electronic discovery protocol.



26C. Requests and applications for the giving of discovery
Requests for discovery

(1)

(2)

3)

A request for discovery of any electronicadiypred document or class

of electronically stored documents may be made before the
commencement of proceedings, or at any time to any party to a cause
or matter, or any person who is not a party to the proceedings. Unless
the request specifies that discoveof externally stored metadata
information of the requested electronically stored documents is
required, the party providing discovery shall not be required to

discover externally stored metadata information.

A class of electronically stored documentnay be described by
specifying or describing a search term or phrase to be used in a
reasonable search for electronically stored documents. A request for
the giving of discovery by reasonable search must specifiescribe
limits on the scope of the se&; such limits shall include at least the

following:

(@)  specifying or describing physical or logical storage locations,

media or devices; and

(b)  specifying the period during which the requested electronically

stored documents were created, receivadatified .

A requestshall not be mad#&or the discovery ofleleted files or file
fragments containing information which may be recovered through the

use of computer forensic tools or techniques unless:

(@) arequest is made for the discovery of trecebnic medium or
recording device on which a forensic inspection is to be

conducted; and

(b)  arequest is made for inspection of the said electronic medium

or recording device in compliance with paragragk.



(4)

(5)

(6)

(7)

(8)

Applications for discovery

An application for discovery of any electronically stored document or
class of electronically stored documents which includes externally
stored metadata information must be supported by an affidavit showing
that a request forexternally stored metadata information of the
requested electronically stored document or class of electronically

stored documents had been made previously.

An application for discovery of any electronically stored document or
class of electronicallytsred documents which specifies or describes a
search term or phrase to be used in a reasonable search for
electronically stored documents must specify or describe limits on the

scope of the search to be conducted.

An application for the discovery of eomputer database, electronic
medium or recording device may be made together with an application
for inspection of the saidomputer databaselectronic medium or

recording device in accordance with paragraph

Upon the hearing of an application for an order for discovery of
electronically stored documents, the Court shall have regard to the

matters set forth in paragra@BD.

Nothing in this paragraph shall prevent the party giving discovery from
reviewing the discoverable electronically stored documents or the
results of any reasonable search for the purpose of identifying
privileged documents. However, such review for the purpoke

identifying privileged documents shall not extend to the deletion,

removal or alteration of metadata information.



26D. Matters to which regard shall be had in determining whether discovery or
inspection is necessary

(1)

Order 24, Rules 7 and 13 ofetliRules of Court states that an order for

discovery and production of documents for inspectioall shot be

made unless such order is necessary either for disposing fairly of the

cause or matter or for saving costs. The matters to which regard shall

be had in determining whether an application for discovery or

inspection (including the supply of copies) of electronically stored

documents is necessary either for disposing fairly of the cause or

matter or for saving costs, shall include:

(@)
(b)
(€)
(d)

(e)

the number of ectronic documents involved;
the nature of the case and complexity of the issues;
the value of the claim and the financial position of each party;

the ease and expense of retrieval of any particular electronically
stored document or class ofeetronically stored documents,
includingd

0] the accessibility, location and likelihood of locating any
relevant documents,

(i) the costs of recovering and giving discovery and
inspection of any relevant documents,

(i)  the likelihood that any relevandocuments will be
materially altered in the course of recovery, or the
giving of discovery or inspection; and

the significance of any particular electronically stored

document or class of electronically stored documents which are

likely to be locatedd the issues in dispute.



26E. Form of list

(1)

(2)

3)

(4)

The following matters shall be included in any list of documents made
pursuant to the giving of discovery in accordance with this Part in

which electronic documents are enumerated:

(@) the name of the elaadnic file constituting or containing the

electronic document; and
(b) the file format (and its version) of the electronic document.

Where the party giving discovery objects to the production of certain
discoverable electronically stored documentsigala the ground that

the internally stored metadata information is protected by privilege, he
must state in the list of documents whether he objects to the production
of the electronic documents without the internally stored metadata
information. If he des not object to the production of the electronic
documents without the internally stored metadata information, he must
enumerate the electronic documents in Part 1 of Schedule 1 to the list
of documents. In any event, he must enumerate such documents in a
separate section in Part 2 of Schedule 1 to the list of documents and
shall state that he objects to the production of the whole or part of the

internally stored metadata information of these documents.

Reasonable efforts shall be made to remove dafeld documents
from the list of documents. A document shall be considered a duplicate
of another if the contents of both (including metadata information) are
identical. The use of a hashing function to identify duplicates shall be
deemed to be reasonabléort.

If copies of electronic documents are supplied in one or more read
only optical disc(s) or other storage medium, the party giving

discovery shall provide a further list, at the time when such copies are
supplied, stating the following:

(@) the storage format (and its version) of the optical disc or

storage medium; and



(5)

(b) if there are multiple optical discs or storage media, a list of
electronic documents stored on each optical disc or storage

medium.

An index of documents enumerdtm a ist of documents referred to in

subparagraph (1) or (4) above shall be provided in an electronic, text

searchabl e and structured for mat .

this index or load file shall be provided in a delimited text file in the

CommaSeparated Value (or o6CSVd) fi

e

f



26F.

Inspection of electronically stored documents

(1)

(2)

A party required to produce electronically stored documents for
inspection under Order 24 of the Rules of Court shall provide
reasonable means and assistacdlfe party entitled to inspection to

inspect the electronically stored documents in their native format.

Where an inspection is carried out under Order 24, Rule 9, 10 or 11(1)
of the Rules of Court and the inspecting party wishes to take copies of
electronically stored documents produced for inspection, his request to

take copies shall comply with the protocol set forth in paragzg®

Inspection of computer databases and electronic media ordexy devices

3)

(4)

()

(6)

No request or application for the inspection of any computer database,
electronic medium or recording device shall be made unless discovery
of the computer database, electronic medium or recording device has

been given.

A request mg be made for the inspection of an electronic medium or
recording device (for which discovery has been given) for the purpose
of recovering deleted electronic documents throtigh conduct of a
forensic examination of the unallocated file space or filekst the
electronic medium or recording device using computer forensic tools

or techniques.

Where an application under Order 24, Rule 11(2) is made for the
inspection of computer databases, electronic media or recording
devices for which discovery habeen given, the party seeking
inspection shall include in his application an inspection protocol,
which may take the formfound in Appendix M Part 2in order to
ensure that the party entitléal inspection has access only to electronic
documents that are necessary and is not allowed to trawl through the

entire database, electronic media or recording device.

Upon the hearing of an application for an order for the inspection of

computerdatalases,electronic media or recording devices, the Court



(7)

shall have regard to the matters set forth in parag2éph The Court
shall have the power to review the adequacy of an inspection protocol
and nay make such order or give such direction as it thinks fit, for the

just, expeditious and economical disposal of the cause or matter.

Nothing in this paragraph shall prevent the party producing computer
databases, electronic media or recording devicesnspection from
reviewing the discoverable electronically stored documents or the
results of any reasonable search for the purpose of identifying
privileged documents. However, such review for the purpose of
identifying privileged documents shall noktend to the deletion,

removal or alteration of metadata information.



26G. Supply of copies of electronically stored documents

(1)

(2)

Copies of discoverable electronically stored documents shall generally
be supplied in the native format in which the resfed electronic
documents are ordinarily maintained and in one or more-orld

optical disc(s).

Metadata information internally stored in the native format of
discoverable electronically stored documents shall not be deleted,
removed or altered withut the agreement of the parties or an order of
Court. Where the party giving discovery objects to the production for
inspection of certain discoverable electronically stored documents
solely on the ground that the internally stored metadata information is
protected by privilege, but does not object to the production of the
electronic documents without the internally stored metadata
information, copies of such documents may Iseipplied in a
reasonably usable format with all or such of the metadata infanmati

over which privilege is claimed removed.

Requests for the supply of copies

3)

(4)

A request for copies of discoverable electronically stored documents
may specify the format and manner in which such copies are to be
supplied. If the party giving discovergoes not agree with the

specified format or manner or both, he may either:

€) propose a reasonably usable format and/or storage medium
and/or a reasonable manner in which he intends to supply

copies of the requested electronic documents; or

(b) in default of agreement, supply copies of the requested

electronic documents in accordance with-pabagraph (1).

The party giving discovery shall not be required to supply copies of

electronically stored documents in more than one format.



5) The file formatversions set forth iMppendix M Part 3shall be
deemed to be reasonably usable formats for the purpose of this

paragraph.

Applications for the supply of copies
(6)  Applications for the supplyf copies of discoverable electronically
stored documents shall specify the format and manner in which copies

of such electronic documents are to be supplied.



26H. Restriction on use of privileged document, inspection of which has been
inadvertently allowed
(1) Order 24, Rule 19 of the Rules of Court applies to the giving of
discovery or inspection of electronically stored documents, including
the supply of copies, as it would to the giving of discovery or
inspection of any other document.



26l.

Costs

(1)

(2)

Except for orders made in respect of third party orgmteon discovery,

the costs of complying with an order for the giving of discovery or
inspection of electronically stored documents shall generally be borne
by the party giving discovery; and Hdigrsements incurred in providing

copies shall be reimbursed by the party requesting for copies.

The Court may invoke its inherent powers under Order 92, Rules 4 and
5 of the Rules of Court to make or give such further orders or directions
incidental @ consequential to any order as may be necessary, to order
the party entitled to discovery to bear the whole or a portion of the costs
of compliance with such order for the giving of discovery or inspection
of electronically stored documents, and the sypyl copies, if such
order is necessary to prevent injustice or to prevent an abuse of the

process of the Court.



27.

PART IV

EVIDENCE - WITNESSES, AFFIDAVITS AND EXHIBITS

Witnesses

(1)

(2)

Issuance of subpoenas

An applicaion for a subpoena shall be made by way of requégiere

the subpoena has to be filed through the Electronic Filing Service (EFS),
the subpoena and the request should be filed together in the Court.
However, the fees payable for the issuance of thecgumapwill be paid

in relation to the subpoena only, and not in relation to the request.
Release of witness upon completion of evidence

It has been brought to the attention of the Court that generally withesses
have not been told that they are fredeave the Court after they have
completed their evidence. To remedy this, every witness will be released
by the Court upon completion of his evidence and it is the duty of
counsel to apply to the Court if counsel desires the withess to remain.

This subparagraph shall apply to both civil and criminal proceedings.

*

Formerly known as fApraecipeo.



28. Form of affidavits

Affidavits filed electronically
(2) This subparagraph shall apply to affidavits which are to be filed
through the Electronic Filing Service (EFS).

(@)  Affidavits may be sworrin one of the two ways described in
Order 63A, Rule 15, of the Rules of Court.

(b)  Affidavits shall have a blank margin of not less than 35mm wide
on all 4 sides of the page. They shall be printed or typed and
must be doublspaced.

(©) The textual portion of & affidavits, as opposed to the exhibits,
must be white.

(d) At the top right hand corner of the first page of every affidavit
there shall be typed or printed in a single line the following:
® the party on whose behalf the affidavit is filed,;

(i) the name of the g®nent;

(i)  the ordinal number of the affidavit in relation to the
affidavits filed in the cause or matter by the deponent;

(iv)  the date the affidavit is to be filed; and

(V) for affidavits filed in respect of proceedings under

Section 59 and Parrter(Cép. 88, t he Wc

1997 Revised Edition), proceedings under the

Administration of Muslim Law Act (Cap. 3, 1999

Revised Edition), section 17A of the Supreme Court of

Judicature Act (Cap. 322, 1999 Revised Edition) or the

Guardianship of Infants Act (Cap. 122985 Revised

Edition):

0] the top right hand corner of the first page of
every affidavit shall also state whether the
affidavit has been filed in respect of a contested
di vorce (ACDO), uncontested

summons (ASUMO) , ancillary



originating summons ("OS") hearing, and if the
affidavit is filed in respect of a summons
hearing, it shall state the number of the said
summons, where the number is available.
For exampl e, iDefenWant: T
15.4.2000: AM heaiTanRgo; and
Kow: 4™ 15.4.2000: SUM hearing: SUM no.
1234 of 2000"; and
(I the document name that is selected in the EFS for
an affidavit for ancillary matters hearing shall be
AAffidavit for Ancillary Mat
(e) Every page of the affidavitircluding separators and exhibits)
shall be paginated consecutively, and the page number shall be
placed at the centre top of the page.
() Subparagraph 1(d)(v) is applicable to proceedings under Part X
of the Womends Charter (Cap. 353,
beforel April 2006 as if
(1) any reference to the defendant were a reference to the
respondent; and
(i) any reference to summons (ASUM
summonsn-c hamber s (ASI Co0) . o0
Affidavits thatare not filed electronically
(2)  This subparagraph gpies to affidavits which are not required to be
filed through the EFS.
(@) Form of affidavits generally
0] Affidavits shall be on A4SO paper of durable quality
with a blank margin not less than 35 mm wide on all 4
sides of the page.
(i) The paper used shdlé white.
(i)  Affidavits shall be produced by printing, lithography or
typewriting, and in any case not by carbon copying. A

document produced by a photographic or similar process



giving a positive and permanent representation free from
blemishes will be trdad, to the extent that it contains a
facsimile of matter produced by one of the above
processes, as if it were so produced. Photographic copies
which are not clearly legible will be rejected.

(iv)  Affidavits shall be printed or typed, doubdpaced, on
one sde of the paper only.

(b) Markings on affidavits

At the top right hand corner of the first page of every affidavit,

and also on the backing sheet, there shall be typed, printed or

written clearly and in a single line:

® the party on whose behalf it is filed;

(i) thename of the deponent;

(i) the number of affidavits in relation to the deponent; and

(iv)  the date of filing.

For exampl e, n2nd Deft: Tan Ah Kov

(c) Markings on affidavits filed in respect of family proceedings

In respect of proceedings filechder Section 59 and Part X of

t he Wo menads Charter (Cap. 353,

proceedings under the Administration of Muslim Law Act (Cap.

3, 1999 Revised Edition), section 17A of the Supreme Court of

Judicature Act (Cap. 322, 1999 Revised Edition) the

Guardianship of Infants Act (Cap. 122, 1985 Revised Edition), at

the top right hand corner of the first page of every affidavit, and

also on the backing sheet, there shall be typed or printed in a

single line the following:

0] the party on whose balf the affidavit is filed;

(i) the name of the deponent;

(i)  the ordinal number of the affidavit in relation to the
affidavits filed in the cause or matter by the deponent;

(iv)  the date the affidavit is to be filed; and



(V) whether the affidavit hadeen filed in respect of a
contested divorce (ACDO), uncot
summons (ASUMO) , ancillary ma
originating summons ("OS") hearing, for example,
AiDefendant: "Tah5AHl. KOW6: 4AM heas
and

(vi) if the affidavit & filed in respect of a summons hearing,

to state the number of the said summons, where the

number i s availabl e, for examp
Kow: 4™ 15.4.2006: SUM hearing: SUM no. 1234 of
2006".

(d) Binding of affidavits
Affidavits of 30 pages mless (including exhibits and dividing
and backing sheets) may be stapled at the top left hand corner of
the paper firmly. Any affidavit (including exhibits, dividing and
backing sheets) exceeding 30 pages shall be bound with plastic
ring binding or plasc spine thermal binding (the plastic rings or
spines to be red for plaintiffs/appellants, and blue for
defendants/respondents) with a transparent plastic cover in front
and at the back.
(e) Pagination of affidavits
Every page of the affidavit shall begiaated consecutively, and
the page number shall be placed at the centre top of the page.
() Subparagraph 2(cls applicable tgroceedings under Part X of
the Womends Charter ( Ca pfiled 35 3, 1¢
before 1 April 2006 as if:
0] any reerence to the defendant were a reference to the
respondent; and
(i) any reference to summons (ASUM

summonsn-c hamber s (ASI Co) .



29.

Exhibits to affidavits

(1)

(2)

Non-documentary exhibits

(@)

(b)

(€)

(d)

Non-documentary exhibits (e.g., tapes, samples athandise,

etc.) shall be clearly marked with the exhibit mark in such a
manner that there is no likelihood of the exhibit being separated
or lost.

Where the exhibit consists of more than one item (e.g., cassettes
in a box) each and every such separate ¢ the exhibits shall
similarly be separately marked with enough of the usual exhibit
mark to ensure precise identification.

Where it is impracticable to mark on the article itself, such article
or the container thereof shall be tagged or labelled wWith t
exhibit mark securely attached to the exhibit in such a manner
that it is not easily removable.

Very small nordocumentary exhibits shall be enclosed or
mounted in a sealed transparent container, tagged or labelled as
aforesaid. An enlarged photograpthowing the relevant
characteristics of such exhibits shall, where applicable, be
exhibited in the affidavit.

Exhibits to affidavits filed electronically

The Directions in this suparagraph shall apply to exhibits to affidavits

that are filed througthe Electronic Filing Service (EFS):

(@)

(b)

(©)

Every page of every exhibit must be fully and clearly legible.
Where necessary, magnified copies of the relevant pages should
be interleaved in appropriate places.

Every page of the exhibitsincluding dividing sheets ro
separators between exhihitshall be consecutively numbered at
the top right hand corner of each page, taking as its first number
that following the number of the last sheet of the affidavit.

If an affidavit is not sworn electronically within the meaniof
Order 63A, Rule 15, suparagraph (3)(b) must be complied with.



(d) Each exhibit in the affidavit must be separately bowcked.

(1) The bookmarking should be effected using the book
marking function provided in the Adobe Acrobat
Exchange programme.

(i) The nanes of the booknarks should follow the initials
of the deponent of the affidavit, e.g., "TAK, "TAK-2".

(i)  Where a deponent deposes to more than one affidavit to
which there are exhibits in any one action, cause or
proceedings, the numbering of the extsbiin all
subsequent affidavits shall run consecutively throughout,
and not begin again with each affidavit.

(iv) Related documents (e.g. correspondence and invoices)
may be collected and collectively exhibited as one exhibit
and may be arranged in chronologdicader, beginning
with the earliest at the top.

(e) If the textual portion of the affidavit refers to anything included
in the exhibits to the same affidavit, then a link must be created
from that reference in the text of the affidavit to the document or
documents referred to. This link should be created using the link
function provided in the Adobe Acrobat Exchange.

)] Where a deponent wishes to refer to documents already exhibited
to some other deponentos affidavi i
his own afficavit.

3) Exhibits to affidavits that are not filed electronically

This subparagraph applies to exhibits to affidavits that are not required

to be filed through EFS.

€) Every page of every exhibit must be fully and clearly legible.
Where necessary, magjed copies of the relevant pages should
be interleaved in appropriate places.

(b)  All documentary exhibits in an affidavit shall be prefaced by a
dividing sheet in a light colour other than white, marked, typed

or stamped clearly with an exhibit mark as folfo



AThi s 1 s t he[ledex &f the alghabetarrak e d
number]referred to in the affidavit of [name of the
deponentjand sworn/affirmed before me this [date

on which the affidavit is sworn or affirmed]

Before me,
SGD
A CommissionerfoOat hs o
(c) When there are more than 10 different documentary exhibits in
an affidavit, there shall be:
® a table of contents of the documentary exhibits inserted
before the first of such exhibits enumerating every exhibit

in the affidavit in the manner of the axple set out

below:
Reference in Nature of exhibit Page No.
affidavit
iTAKO Certificate of 6
marriage
nTAXKO Certificate of birth 7

(i) each document shall be flagged by means of a plastic tag,
marked in accordance with the exhibit refece and such
flags shall run vertically down the right edge of the
exhibits evenly spaced out so as not to overlap one
another. The table of contents itself shall bear the top
most flag, marked ATABLEO; and

(i) exhibits shall be bound in the sequence in twhic
references are made to them in the affidavit.

(d) Pagination

Every page of the exhibits (but not the dividing sheets mentioned

in subparagraph (3)(b) above) shall be consecutively numbered

at the top right hand corner of each page, taking as its first



(€)

(f)

(9)

number that following the number of the last sheet of the
affidavit.

Numbering

Where a deponent deposes to more than one affidavit to which
there are exhibits in any one action, cause or proceedings, the
numbering of such exhibits in all subsequenidaffits shall run
consecutively throughout, and not begin again with each
affidavit.

References to exhibits in other affidavits

Where a deponent wishes to refer to a document already
exhibited in some other deponent's affidavit, he shall not also
exhilt it to his own affidavit.

Related documents

Related documents (e.g., correspondence and invoices) may be
collected together and collectively exhibited as one exhibit
arranged in chronological order, beginning with the earliest at the
top, paginatedh accordance with suparagraph 3(d) above, and
the exhibit must have a front page showing the table of contents
of the items in the exhibit.



30. Swearing affidavits electronically

(1)  Order 63A, Rule 15(3), of the Rules of Court, provides that affidavits
may be sworn electronically if certain conditions are met.

(2) Pursuant to Order 63A, Rule 15(3)(b), the following forms of
attestations should be used for the swearing of affidavits by electronic
means:

(8  Where an affidavit is to be sworn by one deponent and:
(1) the deponent understands English; or
(i) the affidavit is interpreted to the deponent by a Court
interpreter; or
(i)  the commissioner for oaths is an advocate and solicitor
and the commissioner for oaths interprets the affidavit to
the deponent in a language or dal in which the
commissioner is proficient and which the deponent
understands:
AThe deponent statéthetnbmeof af f i d e
the deponent has attended before me amaig
and (ime), and has informed me that he is the

deponent named in this affida

I, (name of commissioner for oajhshave
inspected the following identity document of the
deponent, namely,déscription of the identity
document, stating the number of such docujment
and it appears from such inspection that the
deponent who attendebefore me is the person
named in the identity document and is also the
deponent named in the affidavit.

The deponent of this affidavit has read this
affidavit in my presence, of | have truly,
distinctly and audibly read the contents of the

affidavit andexplained the nature and effect of the



exhibits therein referred to, if any, to him in the
languageand he has confirmed that
he understands the contents of the same, and has
sworn Er affirmed the truth of the contents.
(Name of commissionéor oathg
Commi ssioner for Oathso.
(b) In respect of each deponent, where an affidavit is to be sworn by
two or more deponents, and:
0] the deponent in question understands English; or
(i) the affidavit is interpreted to the deponent in question by
a Court interpeter; or
(i)  the commissioner for oaths is an advocate and solicitor
and the commissioner for oaths interprets the affidavit to
the deponent in question in a language or dialect in which
the commissioner is proficient and which the deponent
understands:
A T h(krst or second or as the case may) be
deponent of this affidavit,state the name of the
deponent has attended before me ata{g and
(time), and has informed me that he is tfies{ or
second or as the case may) beponent named in
this affidavit.

I, (name of commissioner for oajhshave
inspected the following identity document of the
deponent, namely,déscription of the identity
document, stating the number of such docujnent
and it appears from such inspection that the
deponent who attended foee me is the person
named in the identity document and is also the
(first or second or as the case may) lbeponent

named in this affidavit.



The deponent of this affidavit has read this
affidavit in my presence, of | have truly,
distinctly and audibly ead the contents of the
affidavit and explained the nature and effect of the
exhibits therein referred to, if any, to him in the
languageand he has confirmed that
he understands the contents of the same, and has
sworn or affirmed the truthof the contents.
(Name of commissioner for oajhs
Commi ssioner for Oathso.
(c) Where an affidavit is to be sworn by a person who does not
understand English and the interpreter is not a Court interpreter
or a commissioner for oaths:
AThe depon e avi, (staté thetnbmeof af f i d
the deponent has attended before me amaig
and (ime), and has informed me that he is the

deponent named in this affidavits.

I, (name of commissioner for oajhshave
inspected the following identity document of the
deponent,namely, (@escription of the identity
document, stating the number of such docujment
and it appears from such inspection that the
deponent who attended before me is the person
named in the identity document and is also the
deponent named in the affidavit.

The contents of the affidavit have been read and
the nature and effect of the exhibits therein
referred to, if any, have been explained to him in
the language byrame of the
interprete), and he has confirmed that he
understands the contents tife same, and has

sworn Er affirmed the truth of the contents.



The said fame of the interpretgmwas then sworn
that he had truly, distinctly and audibly translated
the contents of the affidavit to the deponent and
that he did truly and faithfully intpret the oath
(or affirmation) administered to the deponent.
(Name of commissioner for oaths)
Commi ssioner for Oathso.

(3)  Atter the affidavit has been sworn, commissioners for oaths must record
the taking of the affidavit in the register kept for this pugyoas
required by Order 63A, Rule 15(3)(d).

4) Subject to Paragraph 31 of these Directions, affidavits may be sworn
electronically before Subordinate Courts commissioners for oaths.
However, if there is more than one deponent for an affidavit to be sworn
eledronically, all the deponents must attend before the Subordinate
Courts commissioner for oaths at the same time.

(5) The forms of attestation prescribed in sudragraph (2) may be
modified to fit the circumstances, and an affidavit shall not be treated as
being irregularly taken simply because the exact form of attestation was
not used. It shall be sufficient if the form of attestation used complies in
substance with those prescribed in-palbagraph (2).



31.  Swearing or affirming of affidavits, statutory declarations and oaths

(1)

(2)

(3)

Rule 8 of the Commissioners for Oaths Rules (Cap. 322, Rule 3) was
amended effective 1 September 1998 to permit an advocate and solicitor
who is appointed a commissioner for oaths to take affidavits or statutory
declarations, or admisiier oaths to a deponent in a language or dialect,
other than English, spoken or understood by the deponent and in which
the advocate and solicitor is proficient in. Given these amendments,
advocates and solicitors are requested to encourage their ttiands

the services of other advocates and solicitors who are appointed
commissioners for oaths and who are proficient in the language or
dialect in which the affidavits or statutory declarations are to be sworn
or affirmed, or in which the oaths are to taken. The Subordinate
Courts commissioners for oaths will continue to take affidavits or
statutory declarations and administer oaths for legally aided cases and
for parties who are acting in person who need to file documents in the
Subordinate Courts.

If arrangements for the use of the services of advocates and solicitors
who are appointed as commissioners for oaths are not possible,
deponents who are blind or illiterate in English may continue to be
brought by solicitors to Subordinate Courts commiss®mer oaths to
swear or affirm affidavits and statutory declarations. As the Subordinate
Courts commissioners for oaths are under a duty to ensure that the
deponent understands the document being deposed to, they are obliged
to interpret the document totended deponents; this is also the case in
relation to blind deponents. This necessary exercise may take a
considerable time and may cause long delays for other persons who wish
to take affidavits or statutory declarations before Subordinate Courts
commissioners for oaths.

Accordingly, solicitors who wish to bring illiterate or blind deponents
before Subordinate Courts commissioners for oaths should first estimate

the time that will be taken to interpret the document or documents to be



deposed to. |If itis estimated that the total time required for
interpretation of the documents will be more than 20 minutes, the
solicitor must write to the Registrar and arrange for a special
appointment for the documents to be sworn or affirmed; the solicitor
should notbring the deponent before the duty commissioner for oaths
without such an appointment.

4) If an illiterate or a blind deponent is brought before the duty Subordinate
Courts commissioner for oaths and the interpretation of the document or
documents takes motkan 20 minutes, the commissioner for oaths will
refer the solicitor and the deponent to the Registrar for a special
appointment to be made for the documents to be deposed to.

(5) Save in exceptional circumstances, the Subordinate Courts will not
entertain rquests from advocates and solicitors for its commissioners
for oaths to swear or affirm affidavits or statutory declarations or
admi ni ster oaths to a deponent outsioc
Advocates and solicitors appointed as commissionersdths and who
are proficient in the language or dialect in which the affidavits or
statutory declarations are to be sworn or affirmed, or in which oaths are
to be taken, are instead encouraged to perform this function.

(6) This Paragraph shall apply to botivil and criminal proceedings.



32.

Effect of non-compliance

Any affidavit or exhibit which does not comply with the Directions contained in
this Part will be liable to be rejected by the Court and made the subject of an

order for costs.



33.  Order 41 ofthe Rules of Court
(1) For avoidance of doubt, the provisions of Order 41 of the Rules of Court

shall continue to apply.
(2)  The attention of solicitors is especially drawn to Order 41, Rule 1(4), of
the Rules of Court. Noeonompliance with any of the requirentsrof

that Rule may result in an order of costs being made against the solicitor

personally.



34.

Objections to the contents of affidavits of evidenee-chief

1)

(2)

3)

(4)

If, on an application for directions under Order 25, Rule 3, or Order 37,
Rule 1, of the Rules foCourt, or otherwise, orders are made
prescribing the time within which objection to the contents of
affidavits of evidencen-chief must be taken, the objections must be
taken in accordance with the Directions contained in this Paragraph
and not otherwes.

Objections to the contents of affidavits of evidemcehief filed
pursuant to an order of the Court made under Order 25, Rule 3, or
Order 37, Rule 1, of the Rules of Court, or otherwise, must be taken by
filing and serving a notice in Form 10 of ApjuizxaB.

The notice in Form 10 should set out all the objections to the contents
of affidavits of evidencén-chief that will be raised at the hearing of
the cause or matter and all the grounds thereof.

An adjudication on the material objected to in affitsof evidence
in-chief filed pursuant to an order of the Court should only be sought at
the trial or hearing of the cause or matter for which the affidavits of
evidencein-chief were filed, and not before. If an adjudication is
sought prior to the trialor hearing of the cause or matter, the
application for the adjudication will be adjourned to be dealt with at
the trial or hearing of the cause or matter, and the applicant may be

ordered to pay the costs of the adjournment.



34A. Request for Digital Audio Recording and Transcription Service
(2) Digital audio recording and transcription of open court proceedings

will be made available in the Subordinate Courts, to parties, through a
designated service provider at the request of parties.

(2) The request fodigital audio recording and transcription serveiall
be subject to the approval and/or directions of the Court hearing the
proceedings, the approval of the Registrar, and the availability of the
designated service provider to provide the service.

Applicatons for Digital Audio Recording and Transcription Service

(3) Any party who intends to use thdigital audio recording and
transcription servicehall write to the Court hearing the proceedings
for approval at least 12 working days before the commenueofi¢he
proceedings.

(4)  Upon written notification of the approval by the Court hearing the
proceedings, the requesting party shall submit the application for
digital audio recording and transcription servicging Form 10A of
Appendix B to the designed service provider at least 8 working days
before the commencement of the proceedings. The requesting party
shall also comply with any direction(s) that may be given by the Court
hearing the proceedings, in respect
digital audio recording and transcription service

(5) The designated service provider shall inform the requesting party
whether the application fadigital audio recording and transcription
servicehas received final ggpoval by the Registrar.

(6) The cost bengaging the designated service providerdigital audio
recording and transcription servighall be paid by the requesting
party directly to the designated service provider. The engagement of
andpayment to the designated service provider are sulgets terms

and conditions.

(7 The party or parties engaging the designated service provider shall
apply for sufficient copies of the transcript to be furnished to the Court

hearing the proceedings and all other parties to the proceedings.



34B. Certification of transcripts
The transcript(s) of any record of hearing or notes of hearing will be certified by

the Judicial Officer having conduct of the proceedings, or in the absence of the

Judicial Officer, any other Judicial Officer as directed by thgi&rar.



34C. Use of electronic and other devices

(1)

(2)

3)

(4)

In order to maintain the dignity of Court proceedings, the Honourable
the Chief Justice has directed that, in all hearings in open Court or
Chambers before a Judge or Registrar, video and/or ineageding is
strictly prohibited
Additionally, all communications with external parties and audio
recording during a hearing are strictly prohibited without prior approval
of the Judge or Registrar hearing the matter
Court users are only pertted to use notebooks to take notes of
evidence and for other purposes pertaining to the proceedings during
hearings, provided that such use does not in any way disrupt or trivialize
the proceedings
The attention of court users is also drawn to Orgl&rRule 4, which
states:

Prohibition on unauthorized audio recording (O.38A, r.4)

4.7 (1) No person shall make any audio recording of any hearing
without the approval of the Court.

(2) A person who contravenes paragraph (1) is guilty of contempt
of Caurt.



PART V

FIXING OF MATTERS FOR HEARING

35.  Waiting time for the hearing of matters

(1) The waiting time between the filing of certain processes or other steps in
the proceedings and the date for the hearing of the matter are as set out
in Appendix D. Solicitors are directed to take note of these waiting
times and must be ready to proceed at the end of the relevant period.

(2)  This Paragraph shall apply to both criminal and civil proceedings.



36.

Filing a document for which a hearing date is requied

If a document is filed for which the Court is requested to assign a hearing date
or a trial date, the number of law firms that are likely to be involved in the
hearing or trial should be stated in the appropriate box in the electronic template.



37.  Fixing of hearing dates

(1) To assist the Registrar at the fixing of hearing dates, solicitors should
provide updated information as to the current status of the cause or
matter, including the prospects of settlement and any other
developments since the summoiws directions which are likely to
affect the length of the trial. They will also be required to inform the
Registrar of the number of witnesses they intend to call to facilitate a
more realistic assessment of the time required for the hearing.

(2) Solicitors who attend the fixing should be fully acquainted with the
cause or matter being fixed for trial. They should preferably be the
solicitor having conduct of the cause or matter.

(3)  Solicitors must attend the fixing. It is not acceptable for their clarks t
attend in their stead.

(4) The attention of solicitors is drawn to Order 34, Rule 5(2), of the Rules
of Court which provides:

Alt shall be the duty of al/l part
to furnish without delay to the Registrar all available infation

as to the action being or being likely to be settled, or affecting

the estimated length of the trial, anfithe action is settled or

withdrawn, to notify the Registrar of the fadgthout delay 0

[emphasis added]



38.

Adjournment and vacation of hearing dates and partheard cases

(1)

(2)

3)

Where dates have been fixed for the trial of any cause or matter, any
request for an adjournment or vacation of the trial dates shall be made to
a Judge or Registrar by way of summons with a supporting affidavit
even inthose cases where counsel for the other party or parties consent
to the adjournment.

Subject to any directions of the Judge or Registrar, when a case is
adjourned, the Registrar will assign such days as are available for the
hearing of the case, and coung&l be expected to take the dates at
short notice. Where counsel is unable for any reason to take the dates,
he shall apply to the Judge or Registrar for an adjournment in
accordance with suparagraph (1) above.

In the event that the hearing of a €as not concluded within the
number of days allotted, the Court may direct the hearing of the case to
continue beyond the allotted time rather than adjourning the case part
heard to another date. Counsel for parties in all cases should therefore
be prepeed to continue with the hearing of the matter notwithstanding
the fact that the time originally allotted may have expired. Subject to
any such directions of the Court, all padgard cases shall be fixed for
continued hearing at short notice. Applicasdor adjournment of such
hearing dates may be granted only for good and sufficient reasons.



39.

PART VI

JUSTICEONLINE HEARINGS

Application

These Directions apply to hearings

based video conferencing systemtth#iows solicitors to conduct their Court
hearings from a remote source.

condu



40.

JOL Guidelines

1)

(@)

©)

A set of Guidelines ("JOL Guidelines") shall govern the scope, use and
procedures for JOL hearings, including but not limited to the following
matters:

(@  Types ofmatters for which JOL is applicable;

(b) Booking and Conduct of and Queuing for JOL hearings; and

(c) Service of Documents for JOL hearings.

The JOL Guidelines may be found at the JOL informational website at

http:/Mvww.justiceonline.com.sg

The JOL Guidelines may be amended from time to time by the

Subordinate Courts.


http://www.justiceonline.com.sg/

41.  Websites
Q) Information relating to JOL will be published on the JOL informational
website ahttp//www.justiceonline.com.sg
(2)  The JOL service consisting of-tine booking, virtual queuing, conduct of

hearings and billing reports for JOL in the Subordinate Courts is available

at http://www.subcourtsvc.com.sg



http://www.justiceonline.com.sg/
http://www.subcourtsvc.com.sg/

42. Use of JOL

For hearings for which JOL is available, the requesting party need not obtain
the consent of the other party to book or attend the hearing via JOL. Where one
party opts for a hearing via JOL, the other party may either attend the hearing

via JOL (where this party is a JOL subscriber) or attend Court personally.



43.

Prescribed Times, Conventions and Queuing Priority

(1)

(2)

3)

All timelines and booking conventions prescribed in the JOL Guidelines,
including the times for the booking of JOL heasn and filing of
documents by both the requesting party and other party for contentious
hearings, shall be strictly observed.

To facilitate the proper and efficiecbnductof JOL hearings, all parties
must be punctual for their hearings. If a party atteg by JOL is absent

at the scheduled time of hearing, he may be regarded as absent for the
hearing and the Court may proceed to make such order as it deems fit.
Queuing Priority

There may be two parallel queue systems in each Court that is enabled
for JOL hearingd the normal queue for cases in which neither party has
applied for JOL and the JOL queue for cases in which at least one party
has opted for JOL hearing. The Court will give priority to cases in the

JOL queue.



44,

Court Etiquette

Each JOL hedng shall proceed as if the parties are appearing before the Judge
or Registrar in person. Parties must observe all Court rules of etiquette
prescribed in the Subordinate Courts Practice Directions and Registrars'

Circulars.



45.

Adjournment of JOL hearing

If the JOL hearing cannot be reasonably conducted, or if the Court decides at
any point in time that it is not conducive to deal with the matter by JOL hearing,
the Court may adjourn the matter and require parties to attend Court personally
at a convernt date and time; or fix the matter for JOL hearing at the earliest
suitable opportunity; and/or make any other order that may be appropriate in the

circumstances of the case.



46.

Hearing Records

The JOL proceeding or any part thereof shall not be decbin video or audio

tape or any other form. As in all other court proceedings, where reference to the
record of the proceedings is required to be made in any subsequent proceedings
or in any other matter or proceedings, reference shall only be made to th

Court's notes of the proceedings



47.  Amount allowed as disbursement for using JOL

(1)

(2)

If a party uses JOL to conduct its hearing, $1.50 for each minute of the
hearing shall be allowed as costs between parties to proceedings. Such
costs may be claimed byraceiving party from the paying party where

the receiving party is entitled to costs of the hearing. These costs shall be
allowed in addition to all other disbursements and Court fees.

This Paragraph shall apply to the taxation of costs as well as cases wh

the Court fixes a gross sum in lieu of taxation.



48.

PART VII

DOCUMENTS AND AUTHORITIES FOR USE IN COURT

Electronic filing of documents and authorities for use in court

Subject to any Directions in this Part to the contrary, in particular Paragraph
50(3), all bundles of documents, bundles of authorities, bundles of pleadings,
bundles of affidavits, all other bundles, and all opening statements for
proceedings which have been commenced using the Electronic Filing Service
(EFS) must be filed in Court ung) the EFS.



49.

Bundle of documents filed on setting down

(1)

Order 34, Rule 3 of the Rules of Court requires a bundle containing
certain documents to be filed together with the request for setting down.
The documents in the bundle should be included irotder in which

these appear in Order 34, Rule 3 (1).

Documents filed electronically

(2)

3)

(4)

(5)

For proceedings which have been commenced using the Electronic
Filing Service (EFS), rather than preparing these documents in paper
form and binding them, the documentssibe prepared in an electronic
format.

In addition, parties should endeavour to file a core bundle of documents

rather than the numerous bundles that are often filed. This core bundle

should comprise only documents that are relevant to the hearing in
guegion, or which will be referred to in the course of the hearing.

If there are other documents, the relevance of which is uncertain, these

documents should be brought to the hearing in paper form. Such other

documents should only be filed electronicaly and when directed by

the Court.

A bundle to be filed in Court using the EFS may take 3 different forms:

€) It may comprise a cover page, together with one or more portable
document format (PDF) documents.

(b) It may comprise a cover page, together with one oreniPDF
documents. In addition, if a document has already been filed in
Court, and a party wishes to include this document in the bundle
to be filed in Court, the party need not, if it so chooses, include
an actual PDF copy of that document in the bund@le party
may instead, when creating the bundle, include a reference
(using the system function in the computer system provided by
the network service provider) to the Document Control Number
of the document already filed. If this is done, when the busdle

eventually filed and used in Court, a logical view of the



document referred to by way of the Document Control Number
will appear to be part of the bundle.

(c) It may comprise a cover page, together with the Document
Control Numbers of the documents alreéithd.

(6) The following Directions shall apply to all bundles and opening

statements:

@) Index pages shall be prepared. However, it will no longer be
necessary to include the page number reference in the index.

(b) In addition to these index pages, however, wheearidex refers
to more than one document within a single PDF file in a bundle,
a bookmark should be created in that PDF file for each such
reference in the index. There should be as many-bwaoks in
that PDF file as there are references in the indelotmments in
that PDF file.

(c) The bookmarking should be effected using the baoérking
function provided in the Adobe Acrobat Exchange programme.

(d) The name given to each beaotark should be the same as the
corresponding reference in the index.

(e) If a bundleof documents includes
® more than one PDF document;
(i) a number of references to Document Control Numbers

and also PDF documents; or

(i) a number of references to Document Control Numbers,
then the various PDF documents or Document Control Number
references, as hé case may be, should be arranged

chronologically or in some logical order.

(7)  The fees payable for the filing of documents by way of references to
their Document Control Numbers are found in items 71D(1)(d),
71D(2)(d) and 71D(2A)(d) of Appendix B to the Rsalof Court.

Documents not filed electronically

(8) For proceedings which were not commenced using the EFS, the setting

down bundle should be firmly secured together with plastic ring binding



or plastic spine thermal binding. The rings or spines shoeilck® for
plaintiffs and blue for defendants, and should have a transparent plastic
cover in front and at the back.

(9) Every page of the setting down bundle should be paginated
consecutively at the top right hand corner of each page from the first
page uitil the last. In the event that the bundle is in several volumes, the
pagination should nonetheless run consecutively from the first page of

the first volume until the last page of the last volume.



50.

Documents for use in trials in open Court

(1)

(2)

This Pargraph shall apply to trials in open Court of:

(@)  writ actions; and

(b)  originating summonses ordered to be continued as if the cause of
action had been begun by writ.

Order 34, Rule 3A, of the Rules of Court requires the originals of the

affidavits of the eviderein-chief of all witnesses and a bundle of

documents to be filed not less than 5 working days before the trial of an

action. This Paragraph prescribes the contents and the format of the

bundle of documents. In addition, to improve the conduct of civil

proceedings and to reduce the time taken in the presentation of cases in

Court, the following documents shall also be prepared by the respective

solicitors of the parties:

(@) a bundle of authorities; and

(b) an opening statement.

Documents which need not be filddctronically

3)

(4)

(5)

Paragraphs 48, 49(2) to (6) do not apply to the documents that are filed
in Court pursuant to the provisions of Order 34, Rule 3A(1), of the Rules
of the Court. Such documents may be tendered to the Registry in
hardcopy together with an eteanic copy stored on a GROM in PDF
format and complying with the provisions of this Paragraph.

Any court fees payable, pursuant to Appendix B of the Rules of Court,
on filing the documents in this Paragraph, shall be payable at the stamp
office. Partiesshould, when making payment at the stamp office,
indicate to the cashier the precise number of pages which comprise the
documents and comply with the provisions of Paragraph 148. For the
avoidance of doubt, item 71D of Appendix B shall not apply to such
documents.

It is emphasised that payment of the court fees on such documents
should be made before the documents are tendered to Court in

compliance with Order 34, Rule 3A, of the Rules of Court. The



(6)

(7)

hardcopy of documents tendered to Court should showeofrant page,

the amount of court fees paid on the document.

The electronic copy must tally in all respects with the hardcopy, as it
will be uploaded into the case file by the Registry staff and will form
part of the electronic case file. The importandenot submitting
unnecessarily large electronic files is emphasised. To this end, parties
are to adhere as far as possible to the guidelines set out on the EFS
website (currently at http://www.efs.com.sg), or its equivalent as may be
set up from time to me, on the resolution to be used when scanning
documents into PDF format.

In the event that parties elect to electronically file such documents, they
must nevertheless tender a bundle of these documents to the Civil
Registry in hard copy. It shall not begessary to pay any additional
court fees in respect of the hard copy in such circumstances.

Bundle of documents

(8)

The bundle of documents required to be filed by Order 34, Rule 3A, of
the Rules of Court should be paginated consecutively throughout at the
top right hand corner.

(@  Anindex of contents of each bundle in the manner and form set
out in Form 11 of Appendix B must also be furnished. No
bundle of documents is necessary in cases where parties are not
relying on any document at the trial.

(b) Under Orde 34, Rule 3A (3), of the Rules of Court it is the
responsibility of solicitors for all parties to agree and prepare an
agreed bundle as soon as possible. The scope to which the
agreement extends must be stated in the index sheet of the agreed
bundle.

(c) Thedocuments in the bundles should:
® be firmly secured together with plastic ring binding or

plastic spine thermal binding. The rings or spines should
be red for plaintiffs and blue for defendants with a

transparent plastic cover in front and at the back;



(i) have flags to mark out documents to which repeated
references will be made in the course of hearing. Such
flags shall bear the appropriate indicium by which the
document is indicated in the index of contents. Flags
shall be spaced out evenly along the tigide of the
bundle so that as far as possible they do not overlap one
another; and

(i)  be legible. Clear legible phoctmopies of original
documents may be exhibited instead of the originals
provided the originals are made available for inspection
by the othe parties before the hearing and by the Judge at
the hearing.

(d)  Where originals and copies of documents are included in one
bundle, it should be stated in the index which documents are
originals and which are copies.

(e) Only documents which are relevant or resagy for the trial
shall be included in the bundles. In cases where the Court is of
the opinion that costs have been wasted by the inclusion of
unnecessary documents, the Court will have no hesitation in
making a special order for costs against the egleperson.

)] A core bundle should (unless clearly unnecessary) also be
provided containing the most important documents upon which
the case will turn or to which repeated reference will have to be
made. The documents in this bundle should normally be
pagirated but should also be crasferenced to copies of the
documents included in the main bundles. The bundle supplied to
the Court should be contained in a lotsaf file which can
easily have further documents added to it if required.

Bundle of authdties
(9)  The bundle of authorities to be prepared by each party should:
(@) contain all the authorities, cases, statutes, subsidiary legislation

and any other materials relied on;



(b) be properly bound with plastic ring binding or plastic spine
thermal bindiig in accordance with the requirements set out in
subparagraph (8)(c);

(c) be paginated consecutively at the top right hand corner of each
page. Pagination should commence on the first page of the first
bundle and run sequentially to the last page of &sé bundle;
and

(d) contain an index of the authorities in that bundle and be
appropriately flagged for easy reference.

(10) Only authorities which are relevant or necessary for the trial shall be
included in the bundles. No bundle of authorities is resrgsin cases
where parties are not relying on any authority at the trial. In cases where
the Court is of the opinion that costs have been wasted by the inclusion
of unnecessary authorities, the Court will have no hesitation in making a
special order focosts against the relevant person.

(11) The bundle of authorities shall be filed and served on all relevant parties
at least 3 working days before trial.

Opening statements

(12) A proper opening statement is of great assistance to the Court as it sets
outthe case in a nutshell, both as to facts and law. It enables the Judge
to appreciate what the case is about, and what he is to look out for when
reading and listening to the evidence that will follow. Opening
statements also help to clarify issues betw#esm parties, so that
unnecessary time is not spent on trying to prove what is not disputed or
irrelevant.
€) In the light of these objectives, opening statements will be

required in all cases from all parties, except where dispensation
has been granted byethrial Judge and in running down actions.
Statements submitted may be taken as read by the trial Judge.

() The plaintiffods st adipswagraph{l2)@)s pr ovi

below, should, unless exempted or dispensation has been granted

by the trial Judgehe filed and served on all other relevant parties



not less than 3 working days before the commencement of the

trial for which they are to be used.

(c) The other counsel should each similarly not later than 2 working
days before the start of the trial providethe Court (with copies
at the same time to their opponents) a statement which should
concisely state the nature of their case on each of the issues to be
tried and summarise the propositions of law to be advanced with
references to the main authoritiesbe relied on; the character
and length of this document will depend on the circumstances
and whether there is any counterclaim or third party proceedings.

(d) In the case of the plaintiff, the statement must include the
following:

0] a summary of essential tasandicating which, if any, are
agreed,;

(i) an indication of how these facts are to be proved,
identifying relevant witnesses and documents;

(i)  asummary of the issues involved with crosterences as
appropriate to the pleadings;

(v a summary of aseihrlatipntaeach ofthé f 6 s ¢
issues with references to the key documents relied upon,
and a summary of the propositions of law to be advanced
with references to the main authorities to be relied on;
and

(V) an explanation of the reliefs claimed (if these wmasual
or complicated).

(e) Counsel will be at liberty to amend their statements at the trial
but in such event will be expected to explain the reasons for the
amendments.

Timeline for tendering documents
(13) At the trial of the cause or matter, an adjouentrmay be ordered if:
(@) the above documents or any of them, save for the opening

statement in cases where it is not required or dispensation was



(14)

granted, were not filed and served within the prescribed time or
at all; or
(b) one party seeks to tenderyamf the above documents or
supplements thereto except for supplements to the opening
statement at the trial of the cause or matter.
If an adjournment is ordered for any of the reasons set out i sub
paragraph (13) above, the party who has failedileo dr serve his
documents within the prescribed time or at all or who seeks to tender a
document or supplement thereto except for supplements to the opening
statement may be ordered by the Court to bear the costs of the

adjournment.



51.

Hearing in Chambers

In all hearings in chambers before a Judge or Registrar, counsel shall submit
their bundles of documents and their own bundle of authorities. Order 34, Rule
3A, of the Rules of Court and the requirements of Paragraphs 50(8) to (11) shall,
mutatis mutadis, be complied with in this regard, save that the bundles may be

submitted at the hearing itself before the Judge or Registrar, as the case may be.



52.

Documents for use in trials in open Court of contested matrimonial
proceedings under Part X ofthe W mends Charter (Cap 353,
Edition)

(1) This Paragraph shall apply to trials in open Court of contested
matrimonial proceedings. For matrimonial proceedings filed before 1
April 2006, any reference in this Paragraph to the plaintiff and defendant
shall be read as a reference to the petitioner and respondent respectively.

(2) To improve the conduct of contested matrimonial proceedings and to
reduce the time taken in the presentation of cases in Court, the following
documents shall be prepared by the eefige solicitors of the parties:

(@) a bundle of documents (an agreed bundle where possible);

(b)  abundle of authorities; and

(c) an opening statement.

3) Bundle of documents
(@) Documents to be used at trial should be consolidated into

bundles paginated consecutivelyabhghout at the top right hand
corner. An index of contents of each bundle in the manner and
form set out in Form 11 of Appendix B must also be furnished.
No bundle of documents is necessary in cases where parties are
not relying on any document at thalr

(b) It is the responsibility of solicitors for all parties to agree and
prepare an agreed bundle as soon as possible. The scope to
which the agreement extends must be stated in the index sheet of
the agreed bundle.

(c) In cases where certain documents carmeotgreed upon, these
shoul d be separately bundl ed as
defendant 6s bundle or such ot her
be.

(d)  The documents in the bundles should:
® be firmly secured together with plastic ring binding or

plastic spie thermal binding. The rings or spines should



(e)

(f)

()

be red for plaintiffs and blue for defendants with a
transparent plastic cover in front and at the back;

(i) have flags to mark out documents to which repeated
references will be made in the course of the hearing.
Such flags shall bear the appropriate indicium by which
the document is indicated in the index of contents. Flags
shall be spaced out evenly along the right side of the
bundle so that as far as possible they do not overlap one
another; and

(i)  be legible. @ar legible photocopies of original
documents may be exhibited instead of the originals
provided the originals are made available for inspection
by the other parties before the hearing and by the Judge at
the hearing.

Where originals and copies of docurtemre included in one

bundle, it should be stated in the index which documents are

originals and which are copies.

Only documents which are relevant or necessary for the trial

shall be included in the bundles. In cases where the Court is of

the opinion hat costs have been wasted by the inclusion of

unnecessary documents, the Court will have no hesitation in

making a special order for costs against the relevant person.

A core bundle should (unless clearly unnecessary) also be

provided containing the mosgnportant documents upon which

the case will turn or to which repeated reference will have to be

made. The documents in this bundle should normally be

paginated but should also be crosterenced to copies of the

documents included in the main bundl@he bundle supplied to

the Court should be contained in a lobdsaf file which can

easily have further documents added to it if required.



(4)

(5)

(6)

(h)  The bundles of documents including the agreed bundle and core
bundle, if applicable, shall be filed and served dnrelevant
parties at least 3 days before trial.

Bundle of authorities

The requirements set out in Paragraph 50(9) to (11) simaitatis

mutandis be complied with in respect of proceedings falling within this

Paragraph.

Opening statements

The requiremets set out in Paragraph 50(12) shalytatis mutandisbe

complied with.

Timeline for tendering documents

Paragraphs 50(13) and 50(14) shall apphtgutatis mutandis to

proceedings to which this Paragraph applies.



53.  Citation of written judgments and secondary authorities

Citation of written judgments

(1)

(2)

3)

(4)

(5)

The neutral citation system

(@) A neutral citation is a coudpproved system of citation which is
independent of the series of law reports or other publications,
and unique to each written judgment.

(b) Each written judgment from a particular level of court is
assigned a sequential number, starting from 1 at the beginning of
each calendar year.

Specific paragraph citations

(@) Counsel will be required to make specific citations by referring
to the paragraph numbef the judgment, and not to the page
number of the judgment or report.

(b) For consistency, square brackets will be used to denote
paragraph numbers. The paragraph mark (f) will no longer be
used.

Court designators

SGDCi Singapore District Court

SGMCi Singapore Magistratesd Court

SGJCi Singapore Juvenile Court

SGSCTi Singapore Small Claims Tribunal

Application of the neutral citation system

The application of the system is as follows:

(@) Cases reported in the Singapore Law Reports shall be cited using
their Singapore Law Reports citations, in priority to their neutral
citations.

(b) Unreported decisions shall be cited using their neutral citations.

Example and explanation

ABC Co Pte Ltd v XYZ Co L[g003] SGDC 25, at [3], [8].

Year of the decision [2003]
Level of Court SGDC (Singapore District Court)
Sequential Number 25 (twentyfifth written judgment

rendered by the District Courts in 2003)
Paragraph Number(s) Paragraphs 3 and 8 of the judgment



Citation of secondary authorities in court

(6)

(7)

(8)

Counsel are @dvised to be more circumspect in their use of secondary
authorities such as textbooks, journals, periodicals and other treatises.
As far as possible, counsel should rely on primary authorities to support
the proposition of law argued for; and

If it necessey to cite secondary authorities, counsel should ensure that

the material to be cited is directly relevant to the case before the Court.

Counsel are also reminded of their duty to ensure that such material is

not cited out of context. The following are spe guidelines for the

citation of different types of secondary authorities:

(@) Textbooks that are generally recognised as leading textbooks in
the relevant area of law may be readily cited to the Court.

(b) If counsel wish to cite academic articles in jousnand
periodicals in support of a particular proposition of law, they
should ensure that they are citing a statement, rather than a
critique, of the law. Citation of academic articles should be
limited to those written by eminent authors of reputable stgnd
The articles should also have been published in established
journals and periodicals.

(©) Legal opinions written by other counsel not having conduct of
the case before the court should generally not be cited as
authority. Such legal opinions are consadsdy less authoritative
than academic articles, as the views expressed in these private
opinions have not been subject to the rigorous scrutiny of
editorship and public critique.

Counsel 0s attention is drawn to Orde

which gives the Court the power to make an order for costs personally

against errant advocates and solicitors, who have wasted or incurred

costs unreasonably or improperly. The Court will not hesitate to invoke

its powers under Order 59 Rule 8 of the RWéLourt in cases where

costs have been wasted due to couns

unnecessary and irrelevant secondary authorities.



PART VIII

JUDGMENTS AND ORDERS

54. Draft orders of Court

Q) Draft orders for inter partesapplications

(@  Order 42, Rus 8(1) and (2), of the Rules of Court places the
burden of approving the drafts aifter partesjudgments and
orders on the solicitors themselves. The solicitors should
therefore approve the drafts and not submit these drafts to the
Registrar for approval

(b) On settling such drafts, the parties should proceed to engross the
final copy for signature by the Registrar. The Registrar's
signature is only for the purpose of validity and does not in any
way affect the regularity or irregularity of the contents oy a
judgment or order.

(c) Order 42, Rules 8(3) to (5), of the Rules of Court shall continue
to apply.

(2) Draft orders for ex parteapplications

(@) Draft orders of Court foex parteapplications (except probate
matters) may be submitted with the summons and theostipg
affidavit when these are filed.

(b)  The draft order of Court, when approved, will be returned by
electronic transmission to the-Thr ay of t he | aw f i r m
system or to the service bureau. Draft orders of Court, which are
not filed through the [Ectronic Filing Service (EFS), when
approved, may then be collected from the Civil Registry.



55.

Unnecessary extraction of orders of Court

(1)

(2)

Certain orders are extracted by parties when such orders need not be
drawn up under the Rules of Court. The attenof solicitors is drawn

to Order 42, Rule 9, of the Rules of Court in this regard.

To reduce unnecessary documentation and to expedite proceedings,

solicitors are requested not to extract orders that need not be drawn up.



56.

Judgment in default of agpearance

1)

(2)

3)

(4)

(5)

The present practice of applying for search for appearance and obtaining
a certificate of norappearance before judgment in default of appearance
is entered will continue.

In writs of summons proceedings where the writ is electronically filed,
the application to search for appearance and the certificate of non
appearance must be filed using the Electronic Filing Service (EFS).

After the search has been carried out, the Court will reply to the filing
party with the result of the search annotaiedhe certificate.

When judgment in default of appearance is later sought, a copy of the
certificate endorsed by the Court should be included as an exhibit to the
affidavit of service. If no such affidavit is required to be filed in a
particular casea copy of the certificate should be attached to a letter,
which should be sent to the Court together with the other documents
required to obtain judgment in default of appearance.

Subparagraphs (1) to (4) shall not apply to any proceedings
commenced byan originating summons under the Administration of
Muslim Law Act (Cap 3, 1999 Revised Edition), section 17A of the
Supreme Court of Judicature Act (Cap 322, 1999 Revised Edition), the
Guardianship of Infants Act (Cap 122, 1985 Revised Edition), Section
590 f the Womenés Charter (Cap 353,

matri moni al proceedings under Part

353, 1997 Revised Edition).

1
X



S7.

Judgment Interest
Interest rates in default judgments

(1)

(@)

©)

The directions set out in sydarggraphs (2) to (3) shall observed when

entering judgments in default of appearance or defence under Orders 13

and 19 respectively of the Rules of Court. These directions shall apply to

such default judgments entered on or after 1 April 2007. (In respect of

postjudgment interest under Order 42, Rule 12 for such default judgments,

please refer to sybaragraph (4) below).

Non-contractual interest

For noncontractual interest:

(@)

(b)

(©

Pur suant to the Chief Justiceods
Order 13,Rule 1(2) [and Order 19, Rule 2(2)], the rate of interest

shall be 5.33% per annum until further notice.

The period of interest shall be from the date of the writ to the date

of the judgment.

The total amount of interest payable need not be sgecif

Contractual Interest

For contractual interest:

(@)

(b)

For fixed or constant rate:

(0 The rate of interest provided for shall be specified.

(i) The period of interest shall be as pleaded, except that it
shall end on the date of judgment and nottlee date of
payment.

(i)  The total amount of interest payable need not be specified.

For fluctuating rate:
() There shall be an appendix attached to the judgment in the

following form:



A Rat e Principal Period of Amount of
interest Sum Interest Interest

% $ From $
p.a. to

Total amount of interest payable
to date of judgment = $

(i) The period of interest shall be as pleaded, except that it
shall end on the date of judgment and not ondite of
payment.

(i)  The total amount of interest payable shall be specified in
the judgment.

(c) Evidence of agreement on contractual interest
Evidence of the agreement as to the rate of interest shall be
attached to the judgment.
Postjudgment interst
(4) The directions set out in sygaragraph (5) shall apply to judgments
granted on or after 1 April 2007. The directions set out inpaulagraph
(5) shall also apply to judgments entered in default of appearance or
defence under Orders 13 and 19 odefault of an order of Court (i.e.
Aunl esso or peremptory orders) on o
avoidance of doubt, judgments granted or the said default judgments
entered prior to 1 April 2007 will carry pegtdgment interest at the rate
of 6% perannum (or such lower rate as the Court has directed, or an
agreed rate) for the entire period of accrual of interest.
®5) Pursuant to the Chief Justiceds direc
Rule 12, unless it has been otherwise agreed betweeartigspinterest
payable after the date of judgment shall be 5.33% per annum until
further notice and calculated to the date the judgment is satisfied. The
Court retains the discretion under Order 42, Rule 12 to revise the default



rate of interest to sucbther rate not exceeding the default rate on the
facts of the individual case.

Interest on costs

(6) The directions set out in sydaragraph (7) shall apply to costs where the
commencement date under Order 59, Rule 37 is on or after 1 April 2007.

For the &oidance of doubt, costs with commencement dates which are
prior to 1 April 2007 will carry the default interest rate of 6% per annum
for the entire period of accrual of interest.

@) Pursuant to the Chief Justiceds direc
Rule 37(1), interest payable from the relevant date(s) as stipulated in Order
59, Rule 37(1) shall be 5.33% per annum until further notice and
calculated to the date of payment.

Pre-judgment interest

(8)  The directions set out in sydaragraph (9) shahpply to awards of interest
for the period prior to judgment, such orders being made on or after 1
April 2007.

(9)  The Chief Justice has directed that solicitors may wish to submit to the
Court to consider that the interest rate for the period prithgalate of
judgment should be the default interest rate of 5.33% per annum. Solicitors
should note that the Court retains the overriding discretion to depart from
the default interest rate based on the facts of the individual case.

Interest under OrdeB0, Rule 6(2)

(10) The directions set out in stygaragraph (11) shall apply to orders made
under Order 30, Rule 6(2) for payment of interest on or after 1 April
2007.

(11) Pur suant to the Chief Justicebs direc
6(2,he interest ordered by the Court ol
account as due from him and which the receiver has failed to pay into
Court shall be 5.33% per annum until further notice. Interest shall accrue

for the period while the sum was in posgassf the receiver.



58.

PART IX

ELECTRONIC FILING AND SERVICE

Application

(1)

(2)

3)

(4)

The Directions contained in Paragraphs 58 to 80 shall apply to the filing,
service, delivery and conveyance of documents under Order 63A of the
Rules of Court.

All other Paragraps in these Directions shall also apply to the filing,
service, delivery and conveyance of documents under Order 63A of the
Rules of Court, except and to the extent that the contrary is specified.

If anything in Paragraphs 58 to 80 has the effect of miodifgny other
Direction, whether expressly or impliedly, then such other Direction shall
apply in relation to the filing, service, delivery and conveyance of
documents under Order 63A of the Rules of Court with such modification.
Where the words and phrasset out in Order 63A, Rule 1 of the Rules of
Court are used in this Part, they shall have the same meaning as defined in

Order 63A, Rule 1 of the Rules of Court, unless otherwise specified.



59.

Establishment of Electronic Filing Service and appointmentof network
service provider

In exercise of the powers conferred by Order 63A, Rules 2 and 3 of the Rules of
Court, the Registrar, with the approval of the Chief Justice, hereby establishes
an Electronic Filing Service (EFS) and appoints CrimsonLogic Rteak the

network service provider for this service.



60.

Appointment of agent to establish service bureau

Pursuant to Order 63A, Rule 4, of the Rules of Court, the Registrar appoints
CrimsonLogic Pte Ltd as an agent to establish a service burehlo.a?
Havelock Road #0601, Apollo Centre, Singapore 059763.



61.

Documents which must be filed, served, delivered etc., using the Electronic

Filing Service

(1)

(2)

Pursuant to Order 63A, Rules 1 and 8, of the Rules of Court, Rule 47 of
t he Womeno6s CriahPrdceedingy Rdlas) 2003memd Rule
64 of the Womendés Charter (Matri moni
Registrar hereby specifies that all documents to be filed with, served on,
delivered or otherwise conveyed to the Registrar in all proceedings,
subject to the exceptions which appear later in this Paragraph, must be
so filed, served, delivered or otherwise conveyed using the Electronic
Filing Service (EFS).
It shall not be necessary to use the EFS in respect of the following
proceedings:
(@) any poceedings commenced by a writ of summons before 1
March 2000, subject to the provisions in sadyagraph (2)(b),
(c), (d) and (e);
(b) any proceedings commenced by an originating summons before
18 December 2001 and before 15 December 200®ose filed
under the Administration of Muslim Law Act (Cap 3, 1999
Revised Edition), section 17A of the Supreme Court of
Judicature Act (Cap 322, 1999 Revised Edition), the
Guardianship of Infants Act (Cap 122, 1985 Revised Edition)
and the Womenos CRevised Editonf Cap 353,
(c) any proceedings for taxation commenced by a bill of costs,
including proceedings resulting or arising from such proceedings,
filed before 18 December 2001,
(d) any proceedings commenced by an originating summons or
summons for interpleadeelief, including proceedings resulting
or arising from such proceedings, filed before 18 December
2001;
(e) any notices of appeal under Order 55D of the Rules of Court
including proceedings resulting or arising from such appeals,
filed before 18 December 2001



3)

(4)

(5)

(6)

0] any proceedings commenced by a petition of course filed before
28 May 2002,

() any proceedings commenced by a petition under the Adoption of
Children Act (Cap 4, 1985 Revised Edition) filed before 9
December 2002;

(h)  any proceedings commenced aypetition under Part X of the
Wo me n 6 s (Cap 853,t1897 Revised Editiofiled before
15 December 2003; and

0] any proceedings commenced by a petition under the Probate and
Administration Act (Cap 251, 2000 Revised Edition) filed before
15 Decembe2003.

Parties are to note that the documents which are to be filed pursuant to

Order 34, Rule 3A(1), of the Rules of Court may, instead of being filed

through the EFS, be filed in accordance with the procedure outlined in

Paragraph 50(3(7).

In respect of appeals under Order 55D, it shall not be necessary to file,

deliver or convey any document at the High Court using the EFS if its

filing, service, delivery or conveyance is not required under Order 55D
of the Rules of Court.

In respect of &l proceedings stipulated in syaragraph (2), any

application which was previously brought by way of a notice for

directions, a notice for further directions or a notice under the summons
for directions must be brought by way of a summons.

Bundles of authorities can be filed, served, delivered or otherwise

conveyed using the EFS. A party may also choose not to file bundles of

authorities and may instead use hardcopies for hearings in accordance
with the Directions contained in this Part.



62.

Preparation and submission of a document to the Court

(1)

(2)

3)

A document must be submitted to the Court in one of two ways, as

stated in Order 63A, Rule 8, of the Rules of Court:

(@) by electronic transmission; or

(b) via a service bureau.

With effect from 2 July 2001, sunission by electronic transmission

shall include filing via Internet at the Electronic Filing Service (EFS)

website (http://www.efs.com.sg).

A document shall be prepared for submission to Court in the following

way:

(@ A submission must be createdings the computer system
provided by the network service provider. This submission can
contain more than one document, subject to a number of
restrictions. The main restrictions are that:
® All the documents in the submission must be filed in

relation to tle same case. For example, a memorandum
of appearance for one case and a defence for another case
must be included in different submissions.

(i) Each submission, with one exception, can only include
one document to which the Court will assign a case
number ora document number. The exception is where a
fresh writ of summons is filed with a frestx parte
summons for an interim injunction.

(@iif)  All documents in the submission must be processed on
the same basis of urgency. For example, documents
which are to be peessed on the Normal basis and the
Urgent basis must be included in separate submissions.
In this regard, it should be noted that there are three bases
of urgency for submissions to the Court:

() Normal.
() Urgent. These submissions will be given a higher

priority than Normal submissions. Additional



fees as specified in items 71D(1)(a), 71D(2)(a)
and 71D(2A)(a) of Appendix B to the Rules of
Court are payable for Urgent submissions.

(1) Immediate. These submissions will be given the
highest priority. The appval of the Duty
Registrar must be sought before a submission can
be submitted as an Immediate submission.
Immediate submissions can only be submitted via

the service bureau.

(iv) A document cannot be submitted to more than one
counter or section of the CourThe counter or section of
Court to which the filing party wishes to submit the
documents need not be specified. However, if this is
specified by the filing party, then all the documents in the
submission must be submitted to this one counter or
section

(b) Information and data pertaining to the case, the parties to the
case and the documents in the submission are then entered into
an electronic template.

(c) Subject to sulparagraph (3)(e), the actual documents can be
created using word processing 8aite or otherwise, and these
documents must be converted into an electronic format known as
the Portable Document FormgPDF) using the Adobe Acrobat
Exchange programme.

(d) Subject to sudparagraph (3)(e), the documents are attached to
the submission, ahthe submission is sent to the Court.

(e)  The following documents shall be submitted by entering the
relevant information in the appropriate electronic template
without attaching the document in the PDF format:

0] Adoption proceedings

() Originating Summoses and Statements;



() Orders for the appointment of Guardian In
Adoption under Order 68 of the Rules of Court;
and

(1) Orders for the dispensation of consent of and/or
the service of documents on the natural parent(s)
or guardian of an infant under Order 68 the
Rules of Court;

(i) Matri moni al proceedings under

Charter (Cap. 353, 1997 Revised Edition) commenced on

or after 15 December 2003 and before 1 April 2006

() Petitions (Forms 3 to 6 of
(Matrimonial Proceedings Rul es 2003) (
Matri moni al Proceedings Rul
petitions for rescission of decrees of judicial
separation;

(1 Decrees Nisi (Form 21 of the Matrimonial
Proceedings Rules 2003);

(1)  Decrees of Judicial Separation (Form 23 of the
Matrimonial Procedings Rules 2003); and

(IV)  Certificates of Making Decree Nisi Absolute
(Form 22 of the Matrimonial Proceedings Rules
2003).

@ Matri moni al proceedings wunder

Charter (Cap. 353, 1997 Revised Editicojnmenced on

or after 1 April 2006

() Writs (Form 3 of t he Wo
(Matri moni al Proceedings) F
Matri moni al Proceedings Rul e

(1 Statements of Claim (Forms 6 to 10 of the
Matrimonial Proceedings Rules 2005);

(1 Interim Judgments (Form 23 of the Matrimonial
Proceedings &es 2005);



(IV)  Judgments of Judicial Separation (Form 24 of the
Matrimonial Proceedings Rules 2005); and

(V)  Certificates of Making Interim Judgment Final
(Form 26 of the Matrimonial Proceedings Rules
2005).

(iv) Probate and Administration proceedings

() Originating Summonses and Statements under the
Probate and Administration Act (Cap. 251, 2000
Revised Edition); and

(I Checklists for Originating Summons (Probate)
(Form 12 of Appendix B).

)] Upon the Courtds acceptanente of t he
under subparagraph (3)(e) above, the EFS will agenerate the
document in the PDF format, based on the information furnished
by the parties in the electronic template, and a copy of the said
document will be sent to the party who made the submissio

(@)  An order of Court under suparagraph (3)(e)(i)(Il) to (Ill), a
decree under syparagraph (3)(e)(i)(1l) and (llI) and a
judgment under suparagraph (3)(e)(iii)(Ill) and (IV) above
shall be submitted, at the earliest, after one working day tinem
date of the making of the order, decree or judgment, unless the
Court directs otherwise.

(h)  Save as provided in Paragraph 118 of these Directions, sub
paragraph (3)(e) above will not apply to the filing of an amended

document and Paragraph 13 of ta&rections will continue to

apply.



63.  Limits on the size and number of documents submitted using the Electronic

Filing Service

(1)

(2)

3)

The following limits currently apply to the filing of documents using the

Electronic Filing Service (EFS):

(@) The total number oflocuments in a single submission cannot
exceed 99.

(b)  The total number of pages in a single document cannot exceed
9,999.

(c) The size of a single submission cannot exceed 500-tmgga.

The limits described above will apply to filing both by electronic

transmssion and via the service bureau.

In the event that any solicitor wishes to file documents which exceed the

limits specified in sufparagraph (1), he should inform the Registrar at

least 14 days before the intended filing date. The solicitor will then be

asked to attend before the Registrar for directions to be given on how

the documents should be filed.



64.

Form of documents

(1)

(2)

3)

(4)

All documents shall be in the form prescribed by Order 1, Rule 7 of the
Rules of Court.

The filing party is not required to @duce a cover page when filing a
document. It is also not necessary for documents that are electronically
filed in Court to have a backing sheet.

Parties are reminded that they must, at all times, ensure that the
information stored in the front end $gm is upto-date and free from
errors as the same information will be reproduced on the document
information page. Documents with document information pages
containing owof-date or wrong information will be rejected by the
Registry and the fee payabldadl be that stipulated under Item
71D(3)(a)(iii), (b)(iii) or (c)(iii), as the case may be, of Appendix B to
the Rules of Court.

In the event that the EFS system fails to automatically generate an
information page, parties may undertake the procedwtined in

paragraph 71(2).



65.  Filing of documents

(1) The documents to which the Court will assign a case number or a
document number (which will be referred to hereinafter in this part as
Main Documents) are the following:

(@  writs of summons;

(b) SUMMONSS;

(c) orders of Court;

(d)  judgments;

(e) notices of appeal under Order 55B of the Rules of Court;

)] notices of appeal under Order 55C of the Rules of Court;

(9) notices of assessment of damages;

(h)  notices of taking of accounts;

® notices of inquiry before the Registrar;

()] writs of subpoena;

(K) warrants for committal;

)] orders of arrest;

(m)  writs of execution;

(n) orders of attachment;

(0)  judgment debtor summonses;

(p)  judgment notices;

()] requests for setting down;

(n bundles of documents for setting down;

(s) bundles of documents;

(®) all originating summonses

(u)  writs of distress;

(V) interpleader summonses;

(w) directions to Accountareneral for payment into and out of
Court;

(x) bills of costs;

(y)  notices of objection;



(2) originating summonses or summonses under sections 120 or 124
of the Legal Profession Act (Cap 161020Revised Edition);
(aa) all requests;
(bb)  notices of hearing of originating summons under Order 68, Rule
8, of the Rules of Court;
(ccy for matri moni al proceedings wunder
Charter (Cap 353, 1997 Revised Edition) commenced on or afte
15 December 2003 and before 1 April 2006:
0] memoranda of appearance,;
(i) decrees nisi;
(i) decrees nisi absolute (Nullity);
(iv)  decrees nisi absolute (Divorce)
(V) decrees nisi absolute (Presumption of Death and
Divorce);
(vi)  decrees of judial separation;
(vii)  notices of proceedings (Respondent);
(viii) notices to a coespondent/party cited/person entitled to
intervene/other party;
(ix)  summonse#-chambers;
(dd) f or matri moni al proceedings under
Charter commenceah or after 1 April 2006:
0] memoranda of appearance,;
(i) interim judgments;
(i) certificates of making interim judgment final (Nullity);
(iv) certificates of making interim judgment final (Divorce);
(V) certificates of making interim judgment fina
(Presumption of Death and Divorce);
(vi)  judgments of judicial separation;
(vii) notices to a caefendant/defendant in counterclaim/
person entitled to intervene/other party;

(ee) caveats against grant of probate.



(2) If documents which are related kdain Documents (referred to

in this subparagraph as related documents) are filed, the

following directions will apply:

@) If the related documents are filed in the same submission as
a Main Document, then the Courtos
automatically createa logical link between the Main
Document and the related documents.

(b) If the related document is filed after the Main Document
in a different submission, then the person filing the
related document must include the document number of
the Main Document as ¢hReference Document Number
in the electronic template of the submission containing
the related document. This is to ensure that the
documents related to Main Documents may be easily
| ocated in the Courtds electronic

(c) Examples of related documerare:

0] Affidavits filed in support of or in opposition to
an application brought by way of summons. If the
affidavits are filed in a different submission from
the summons, the document number of the
summons must be entered as the Reference
Document Nurber of the affidavits in the
electronic template of the submission containing
the affidavits.

(i) A notice of appeal filed against a decision made
upon application brought by way of summons.
The document number of the summons must be
entered as the Referenceddment Number of
the notice of appeal in the electronic template of

the submission containing the notice of appeal.



66.

Pagination of documents
Every single page of a documentistbe paginated so that the pagination on the

actual document (which is sudzpuently converted to PDF) corresponds with

the pagination of the document in the electronic case file. This is to facilitate

hearings involving documents.



67. Visible representations of signatures on documents

1)

(2)

3)

Order 63A, Rule 9, of the Rules of Courtals with the signing of
documents. In essence, the Rule provides that any requirement for
signature of a document that is sent to Court using electronic
transmission will be satisfied if the identification name and
authentication code assigned by the Regr to the registered user has
been applied to the document or the transmission containing the
document.

In some cases, however, parties may require documents to contain a
visible representation of a signature. If such visible representations of
signatues are required in documents, then it will be sufficient to affix,
electronically or otherwise, an image of the manual signature of the
solicitor or law firm concerned.

A visible representation of a signature where required by the Rules of
Court or these Dections must continue to appear when a document is

filed via the service bureau.



68.

Colour pages

1)

(2)

3)

Solicitors who file documents using the Electronic Filing Service (EFS)
are required to indicate if the documents have colour material in them.
This information is needed by the Court in the event that it is ever
needed to print out the documents for any reason.

If solicitors are filing documents to Court by electronic transmission,
then the solicitors should indicate in the electronic template the number
of pages in the document with colour material in them. If this is not done,
the Court will assume that the document contains no such pages, and
will accordingly print out the document, if this is ever necessary, using a
monochrome printer.

If solicitors arefiling documents to Court via the service bureau, they
should request the service bureau to scan those pages which contain
colour material using a colour scanner if the material should appear in

col our in the Courtods file.



69. Documents which cannot be@nverted into an electronic format

1)

(2)

If a document cannot be converted in whole or in part into an electronic
format for any reason, the hardcopy of the document must be filed at the
Civil Registry of the Subordinate Courts.

If the Court receives a documenhich the filing party says cannot be
converted in whole or part into an electronic format, and it can discern
no good reason why the document cannot be wholly converted into an

electronic format, the document may be rejected.



70.

Time for filing

1)

(2)

Users 6 the Electronic Filing Service (EFS) may file documents in
Court at any time when the EFS is operational, even if the Registry of
the Subordinate Courts is not open at that time.

Order 63A, Rule 10, of the Rules of Court prescribes when a document

is deened to be filed when using the EFS.



71. Rejection of documents, backdating and refund of penalty

1)

(2)

Care must be taken to enter correct, complete and accurate information

into the electronic template. If the information entered into the

electronic tempte and the actual document differ, the document is
likely to be rejected by the Court. If a document is rejected by the

Court for any reason, a penalty may nonetheless be payable in respect

of the document as specified in item 71D(3) of Appendix B to the

Rul es of Court. I n this regard,

Order 63A, Rule 17, of the Rules of Court.

In the event however that any document is rejected through no fault of

the filing party, a solicitor may:

(@) re-file the document with aequest that the date and time of
filing or issuance, as the case may be, be Hoatkd to an
earlier date and time, pursuant to Order 63A, Rule 10, of the
Rules of Court; and

(b)  write in to the network service provider to request for a refund of

the penhy.

s ol



72. Service of documents

(1) When a document has been successfully filed in, served on, delivered to,
or otherwise conveyed to Court using the Electronic Filing Service
(EFS), a notification of acceptance will be sent to the filing party.

(2) If the documat is a Main Document, the notification may comprise the
first or more pages of the document that was submitted to the Court. The
information that may be annotated on the document may include:

(@) the case number and document number;

(b)  the date and time of filgy

(©) the date and time of any hearing;

(d)  animage of the signature of the Registrar; and
(e) animage of the seal of the Subordinate Courts.

(3)  The notification referred to in sytaragraph (1) should be attached to a
copy of the document before it is served on atiyer party. This
attachment can be effected by electronic or manual means, as is
appropriate.

4) If the document is not lain Document, then, if the document was sent
in using electronic transmission, the status of the document will appear
as NApprhem@8dayi oftthe | aw firmds com
document was sent in via the service bureau, a reply indicating
acceptance may be collected by the person who submitted the
documents to the service bureau. In either case, the filing party may
proceed @ serve the document on the other parties. It will not be
necessary in this case to attach anything to the document that is served.

(5) The document may be served on a registered user using the Service of
Documents Facility. The service can be effected usilegtrenic
transmission or via the service bureau. The total number of recipients in
each request for service cannot exceed 99. The fees prescribed under
item 71E of Appendix B to the Rules of Court will then be payable.



73.  Filing of documents in generaby way of reference to Document Control

Numbers

(1)

(2)

3)

Where a party wishes to file a document, and the document has already
been filed in Court using the Electronic Filing Service (EFS), he may
instead of refiling the same document include a esfee (using the
system function in the computer system provided by the network service
provider) to the Document Control Number of the document already
filed. This facility is available for all types of filings using the EFS and
this is in addition to thdacility for the creation of a bundle in the
manner described in Paragraph 49(5)(b) and (c).

The Document Control Number of the document referred to iR sub
paragraph (1) above need not be from the same electronic case file nor
must the document be previglu filed by the same law firm. The status

of the document, mu s t however, be
Arestrictedod or fAexpungedo.

The fees payable for the use of the above facility are found in items
71D(1)(d), 71D(2)(d) and 71D(2A)(d) of Appendix B the Rules of
Court.



74.  Hearings

(2) Hearings, whether in open Court or in chambers, will be conducted in an
electronic environment.

@) Solicitors wildl be given access |
module at the start of the hearing by the District Judge
Magistrate or the Registrar conducting the hearing.

(b) Solicitors shoul d use the Solici
access and navigate around the relevant electronic case file. The
District Judge, Magistrate or Registrar, and other solicitor,
should be refeed to relevant documents using the Video
Switching Devices. The solicitors may bring their own paper
copies of documents to Court for their own reference, but these
may not be tendered to the Court save as otherwise provided in
this Paragraph. If the soltors bring electronic copies of their
document s, these may not nor mal |l vy
personal computer. Instead, these should be read using the
solicitorés own notebook or other

(©) In the event that the solicitor closes down thei Soli t or s 6 Ca s ¢
Query module in the course of the hearing for any reason, the
solicitor in question must ask the District Judge, Magistrate or
Registrar to give him fresh access to the case file in question.

(d) At the end of the hearing, or if the hearing idtddh for any
significant length of time, solicitors should close down the
Solicitorsdé Case Query modul e. Th
access to the electronic case fil
module is not closed down, it will be possible forgmers not
involved in the case to peruse the documents contained in the
electronic case file.

(e) In the event that a solicitor wishes to refer to case files other than

those which have been fixed for hearing, the solicitor should file



(2)

®3)

(4)

a request for productioaf the case file at least one clear day
before the day fixed for the hearing. The filing should be done
using the electronic filing service. The case file will then be
available for use during the hearing by the District Judge,
Magistrate or Registrar, aradl solicitors, during the hearing.
Subject to any Directions in this Part to the contrary, in particular
Paragraph 50(3), all documents for use at any hearing should be filed
using the Electronic Filing Service (EFS) at least one clear day in
advance othe hearing. This will include written submissions, skeletal
arguments, bundles of documents, bundles of authorities, and bundles of
pleadings. In the event, however, that it is not possible to file the
documents in advance of the hearing, the solicitoy ryaply to the
District Judge, Magistrate or Registrar conducting the hearing for leave
to use paper documents during the hearing. The solicitor must explain
why it was not possible to file the documents in advance of the hearing,
and must also give an uadaking to file all the documents used at the
hearing using the EFS by the next working day after the hearing. Any
document not filed wusing the EFS wil
case file.
For very urgent hearings, such as applications eforparte interim
i njunctions, solicitors should avail
function which is available at the service bureau. Before a document can
be presented for Al mmediateo filing,
mu st be obtaiaddatted ftihlei nigi mmo t ake
Al mmedi atedo filing at the service bu
be ready for use in Court very shortly after the document is processed by
the service bureau.
I n the event t hat a mattteedr fiid i 9g uwB
sufficiently fast, or if the service bureau is not open at the relevant time,
then solicitors may still appear before the District Judge, Magistrate or
Registrar with paper documents for the urgent hearing. The solicitors so

appearing mst give an undertaking to file all the documents used at the



(5)

hearing using the EFS by the next working day after the hearing. Any

document not filed wusing the EFS

case file.

Notwithstanding anything else in this Paradrap the event that a party

chooses to use bundles of authorities in paper form for a hearing, the

Directions in this sulparagraph shall apply:

(@)  The party using the paper copy of the bundle of authorities shall
bear the onus of producing the bundle atrgveearing at which
it is required. The Court will neither retain nor undertake to
produce for hearings the paper copy of the bundle.

(b)  The party using the paper copy of the bundle of authorities
should file via the EFS a list of authorities to be usedast lene
clear day in advance of the hearing. In the event that it is not
possible for the party to do so, he must explain to the District
Judge, Magistrate or Registrar conducting the hearing why it was
not possible for him to do so and must also undertaKee the
list of authorities using the EFS by the next working day after the
hearing.

(c) The District Judge, Magistrate or Registrar may, if he so chooses,
retain the paper copy of the bundle of authorities for his own
reference. The paper copy so retdimell not however form part
of the Court's record in respect of the proceedings in which it

was used.

Wi



75.  Filing documents via service bureau

(1) Solicitors and law firms are encouraged to acquire the necessary
computer system to file documents by elecit transmission using the
Electronic Filing Service (EFS). However, in the event that they have
not done so or if certain documents cannot be filed using electronic
transmission, solicitors and law firms may file documents via the service
bureau. Litigats in person may also file documents via the service
bureau.

(2)  The operating hours of the service bureau are as follows:

Operating hours | For filing For collection
Mondays to 9 a.m. to 4.30 p.m. 9a.m.to5p.m.
Fridays (excluding

Public Holidays)

Saurdays 9a.m.to 12 p.m. 9a.m.to 12 p.m.
(excluding Public

Holidays)

Sundays and Closed Closed

Public Holidays

(3) Any document which is accepted for filing outside the time periods
specified in sulparagraph (2) will be treated by the service burasu
having been accepted on the following working day.

(4) Documents submitted to the service bureau for filing can be submitted
on 3 different bases of urgency as set out in Paragraph 62(3)(a)(iii)above.

(5) The procedure for submitting any document te fervice bureau for
filing will be as follows:
€) Every submission of documents for filing to the service bureau

should be accompanied by the following:
® one set of the Paper Filing Templates.

(i) two copies of the Requisition Form.



(b)

(€)

@iy If the persn filing is filing on behalf of a law firm, a
company or an organisation, a letter of authorisation from
the company or organisation for the filing to take place
by that person.

(iv)  The fees payable.

(V) The documents listed in the Requisition Form.

Where multiple sets of submissions are given to the service

bureau at the same time, each set of documents must be arranged

in the following order:

® two copies of the Requisition Form.

(i) one set of the Paper Filing Templates.

(i)  The documents lisd in the Requisition Form.

The Paper Filing Templates allow the person filing to fill in

information on the documents to be filed. This information will

later be transcribed into electronic templates for submission to
the Court.

0] The Paper Filing @mplates may be obtained in paper
form from the service bureau. Soft copies of the
templates may also be downloaded from the internet at
the EFS website (http://www.efs.com.sg).

(i) Only one copy of each set of Paper Filing Templates
needs to be submitteid the service bureau. However,
this copy will be retained by the service bureau, so if the
person filing wishes to keep a copy, this should be made
before submission to the service bureau.

(i) A separate set of Paper Filing Templates must be filled in
for each submission of documents to the service bureau.

(iv) A submission of documents can comprise more than one
document, subject to the following restrictions:

() All the documents in the submission must be filed
in relation to the same case. For ex@&amm

memorandum of appearance for one case and a



(v)

(vi)

(vii)

defence for another case must be included in
different submissions.

() Each submission, with one exception, can only
include one Main Document. The exception is
where a fresh writ of summons is filed with
freshex partesummons for an interim injunction.

(i All documents in the submission must be
processed on the same basis of urgency. For
example, documents which are to be processed on
the Normal basis must be included in separate
submissios from those to be processed on the
Urgent basis.

(IV)  The counter or section of the Court to which the
person filing wishes to submit the documents
need not be specified. However, if this is specified
by the person filing, then all the documents in
submision must be submitted to this one counter
or section.

Each set of Paper Filing Templates must be signed by the

solicitor in charge.

The Paper Filing Templates should be filled in carefully

and clearly. These documents will be relied on by the

sevice bureau to fill in the electronic template for
submission to Court, and illegibility will delay the
process of submission. The service bureau may also
reject incomplete Paper Filing Templates.

When submitting the Paper Filing Templates, the perso

filing must indicate if he wishes to verify the information

transcribed from the Paper Filing Template into the
electronic template.

() If the person filing chooses not to verify the

transcription, then the submission will be sent to



Court by the servie bureau once the submission
has been processed.

() If the person filing chooses to verify the
transcription, he should wait his turn until the
submission has been processed. He may then
verify the submission. It should be noted that once
the election toverify the transcription has been
made, the service bureau will not submit the
documents in question to Court until these have
been verified. The person filing must also ensure
that he attends to verify the information
transcribed within two working day®f the
submission, including the day of submission. If he
does not, the service bureau will treat the
submission as having been abandoned, and will
delete it. The fees prescribed by item 71D(2)(f) of
Appendix B to the Rules of Court will then be
payable.

(d) The Requisition Form allows the person filing to list all the
documents being filed in that submission, and to indicate the
basis on which the submission should be processed.

(1) The Requisition Form may be obtained in paper form
from the service burea%oft copies of the form may also
be downloaded from the Internet via the Subordinate
Courtséo website (http:// www. s
EFS website (http://www.efs.com.sg).

(i) One set of two Requisition Forms must accompany each
set of Paper Filing @mplates.

(i)  The person filing will be required to pay the fee that he
has filled into the Requisition Form to the service bureau

before the service bureau will accept the submission.



(e) The letter of authorisation for the person filing should be en th
law firmdébs or organisationds | ett e
the name and identification number of the person filing. It
should clearly authorise the person filing to file the documents
on behalf of the law firm or organisation, and should tidethe
documents he is authorised to file. A sample of a letter is
included as Form 1®f Appendix B. The service bureau will
retain this letter, and will also check the particulars stated in the
letter against the identification card or documenthaf person
filing.
() Payment to the service bureau can be made in one of three ways:
® Cash.
(i) Cashierds order made payabl e tc
@@ Law firmods or companyos chequ
CrimsonLogic Pte Ltd.
(6) The following documerstmay be filed at the service bureau:
€) Paper documents which can be converted into an electronic form
by scanning.
(b) Documents in an electronic form.
(c) Documents which, in whole or in part, cannot be converted into
an electronic form by scanmgn
(7)  Affidavits which have not yet been sworn, and which a party wishes to
send to a commissioner for oaths to be sworn electronically, may not be
filed via a service bureau.
(8) For paper documents which can be converted into an electronic form by
scaming, the following Directions shall apply:
(@) The documents submitted must be no larger than A3 in size.
Documents which are larger than A3 in size should be reduced to
that size before they are submitted to the service bureau.
(b)  Documents should beipted on one side of the paper only.

(c) To facilitate the rapid processing of documents:



® Thin documents not exceeding 30 pages should be
stapled.
(i) Documents which comprise more than 30 pages should
be submitted looskeaf in a 2hde ring binder.
(d) Documents which are not in the formats described in sub
paragraph (8)(a) to (c) above, e.g., dowditeed documents,
bound or stitched documents, may still be submitted to the

service bureau, but the processing of these will be slower.

(e) Documents up to A3 in size may be scanned by the service
bureau in blackandwhite or in colour. If any page is required to
be scanned in colour by the service bureau, the service bureau
should be informed of this. The fees prescribed by item 71D(2)(d)
of Appendix B to the Rules of Court will be payable.

() Documents should be serially numbered at the top right hand
corner of each document. The serial numbers used should
correspond to the serial numbers appearing in the Requisition
Form.

(g0  The documets submitted will be returned to the person filing
when the Courtbés reply is collecte

(9) For documents in an electronic form, the following Directions shall
apply:

(@) The documents must be stored in:
® 100 Mb lomega ZIP cartridges.

(i) 1.44 Mb 3 ¥2'floppy diskettes.
(i)  CD-ROM.

(b)  The electronic format of the documents must be:
0] Microsoft Word; and
(i) Portable Document Format (PDF).

(©) The portable media submitted must be labelled with the name of
the law firm or company and the filenameistibe documents
contained therein. The filenames used in the portable media must

match those stated in the Paper Filing Templates submitted with



(10)

(11)

(d)

(e)

the media. Unnamed or illegibly named diskettes or other media
will be rejected by the service bureau.

Each set of portable media given to the service bureau must
contain only the documents included in the submission. Portable
media which contains other documents, or documents from two
or more submissions, are liable to be rejected.

The portable media subtted will be returned to the person

A

filing when the Courtods reply

For documents which, in whole or in part, cannot be converted into an

electronic form by scanning, the following shall apply:

(@)

(b)

(€)

(d)

All such documentsnustbe filed via theservice bureau. These
documents cannot be filed using electronic transmission.

The entire document must be submitted in paper for processing,
including the parts that can be converted into an electronic form
and those that cannot be so converted.

Fees will be payable in respect of all the pages of the document,
including those which cannot be scanned.

The paper document submitted will be sent to the Court, and will
not be returned to the person filing.

As specified in this part of these Bations, some documents are

required to be boceknarked and linked. Those directions must be

complied with where documents are filed via the service bureau.

(@)

In order to request the service bureau to insert fooakks, the
following procedure should be followed:
® The form for bookmarking should be obtained from the
service bureau before the submission is given to the
service bureau.
(i) The form should be filled in with the following details of
the bookmarks required:
Q) Seral number of the boeknark.
() Name of the booknark.
(1 Page number of the page to be boadkrked.



(i)  The form should be submitted together with the
submission to the service bureau.

(b) In order to request the service bureau to insert links, the
following procedure should be followed:

0] The form for links should be obtained from the service
bureau before the submission is given to the service
bureau.

(i) The form should be filled in with the following details
of the links required:

() Serialnumber of the link.

(I A transcript of the text on which the link is to be
created. The text in the document on which the
link is to be created should also be highlighted.

(I The page, section or paragraph number from
where the link is to start.

(IV)  The destination of the link. For example, the page
number or section number being referred to.

(i)  This form should be submitted together with the
submission to the service bureau.

(c) Book-marking and linking can only be done within the same

PDF documaet, and not across multiple PDF documents.

(22) If any person filing wishes to seek waiver of the filing fees, either in
whole or in part, he should obtain ¢ttt
of Court Feeso form from thed service
before the Duty Registrar. Once the approval of the Duty Registrar has
been endorsed on the form, the endorsed form should be included in
the submission to the service bureau.

(13) In the event that any person filing wishes to cancel the sending of a
submission to the Court, he must attend in person and tender a letter
requesting the cancellation, as well as the Requisition Form he
received for the submission. The submission may be cancelled so long

as the transmission to the Court has not yet beeiatedt The fees



(14)

(15)

(16)

prescribed by item 71D(2)(f) of Appendix B to the Rules of Court will

be payable upon cancellation.

After the submission has been sent to the Court, the documents will be

processed, and the Court will send a reply back to the semvieath

€) In order to collect this reply, the Requisition Form should be
produced to the service bureau.

(b)  As a submission can contain more than one document, and the
Court may send a different reply in respect of each document,
the Requisition Form mu®e retained until all the documents
included in the submission have been replied to.

(c) In the event that the Requisition Form is lost, the person filing
must himself attend at the service bureau and produce his
identification document.

As the filing fees are set and charged by the Court, the actual filing

fees payable will only be confirmed upon reply by the Court.

(@) In the event that the fees paid when giving the submission to
the service bureau are lower than the fees charged by the Court,
thenthe person collecting the reply of the Court will be asked
to pay the difference before the reply is released to him.

(b) If the fees charged by the Court are lower than the fees initially
paid, then after the reply to the last document in the submission
has been received by the service bureau, the difference will be
refunded to the person who produces the Requisition Form to
collect that reply.

If a document filed via the service bureau is rejected by the Court for

any reason, the penalty, if anyepcribed by item 71D(3) of Appendix

B to the Rules of Court will be payable.

@) In the event that the person filing is of the view that the
document was wrongly rejected, he may proceed in accordance

with the procedure set out in paragraph 71.



(17)

(b) In the event that the person filing is of the view that the
rejection of the document is due to the fault of the service
bureau, he should inform the service bureau.

If a reply from the Court is lost, and a party requires another copy of the

reply, he shouldproduce the Requisition Form to the service bureau

within one month of the receipt of the reply and request the copies
required. An administrative charge of $10 will be charged for each copy

of each reply given.



76.

Filing of documents to the Subordinaé Courts via a Supreme Court service

bureau

Pursuant to Order 63A, Rule 18(4), of the Rules of Court, the Registrar hereby
prescribes that any service bureau established or authorised to be established by
the Registrar of the Supreme Court may assistarfiting, service, delivery or
conveyance of documents pertaining to Subordinate Courts proceedings using
the Electronic Filing Service (EFS) if the service bureau, or, if there are more
than one, all the service bureaux, established or authorised ttabksbéed by

the Registrar are unable to provide such services owing to failure of hardware or

software, or both.



77.

Registered users

1)

(2)

Under Order 63A of the Rules of Court, any person who wishes to file

documents using electronic transmission or to swdacuments

electronically must first apply to the Registrar to be a registered user.

The Registrar has directed that such applications shall be dealt with by

the Subordinate Courts Electronic Filing Service (EFS) Certification
Authority.

The following proedures shall apply to applications to become a

registered user or an authorised agent of a registered user:

)

(b)

(©)

(d)

(€)

The application to become a registered user or an authorised

agent of a registered user must be made to the Subordinate

Courts EFS Certification Abbrity using Form 14 of Appendix

B.

Any natural person who is accepted as a registered user or an

authorised agent of a registered user will be issued with an EFS

digital certificate.

There are five different types of EFS digital certificate, namely:

® Court

(i) Service bureau.

(i)  Commissioner for oaths (employed by the Court).

(iv)  Advocate and solicitor.

(V) Commissioner for oaths (not employed by the Court).

A person may be issued with more than one EFS digital

certificate, but these must all be of different types.

An advocate and solicitor EFS digital certificate may be applied

for by:

® any advocate and solicitor who holds a valid practising
certificate;

(i) any person who holds a valid practising certificate issued
in pursuance of section 26(4) of the Legal Profession Act
(Cap 161, 2001 Revised Edition); and



(f)

(9)

(h)

(i)  any person falling within the descriptions set out in
section 29(2) of the Legal Profession Act (Cap 161, 2001
Revised Edition).

Any person who applies for an advocate and solicitor EFS digital

certificate  must forward # following documents to the

Subordinate Courts EFS Certification Authority:

® Form 14 of Appendix B, duly stamped at the Subordinate
Courtsd Cashierdés Office with
95 of Appendix B to the Rules of Court. Only 1 EFS
digital certificate may be applied for in each copy of
Form 14.

(i) A photocopy of the applicant 6s
This should be the applicant s
Singaporean. | f he is not, t hi
valid passport together with his entoy reentry permit,
or his employment pass,; t he ap]
in this document.

@) The original of a letter from
organisation, if the applicant is not to be the Registered
User, authorising the applicant to apply &or EFS digital
certificate.

(iv)  If the applicant falls within suparagraph (2)(e)(i) or

(2)(e) (i i), a copy of the app
certificate.
An advocate and solicitords EFS di

issued for a period of 3 yeaidowever, if the applicant ceases at
any time before the expiry of his certificate to be a person falling
with the categories set out in sphragraph (2)(e), he must
inform the Subordinate Courts EFS Certification Authority of
this immediately.

Only persos who have been appointed as commissioners for

oaths may apply for a commissioner for oaths EFS digital



3)

(4)

certificate. Any person who applies for a commissioner for oaths

EFS digital certificate must forward the following documents to

the Subordinate CourEsFS Certification Authority:

® Form 14 of Appendix B, duly stamped at the Subordinate
Courtso Cashierds Office with
95 of Appendix B to the Rules of Court. Only 1 EFS
digital certificate may be applied for with each Form 14.

(i) Aphada ocopy of the applicant és i
This should be the applicantds
Singaporean. | f he is not, t hi
valid passport together with his entry oramtry permit,
or his employment pass.

@@y A copy d t he applicantos currer
appointment as a commissioner for oaths.

® A commissioner for oaths EFS digital certificate will usually be
valid until the date of expiry of

of appointment. However, if the applidaceases to be a

commissioner for oaths at any time before that, he must inform

the Subordinate Courts EFS Certification Authority of this

immediately.

The attention of registered users and their authorised agents is brought to

Order 63A, Rule 6(3) of thRules of Court which requires the registered

user or his authorised agent to inform the Registrar in writing of any

change in particulars.

Order 63A, Rule 6(4) of the Rules of Court requires the registered user

to immediately request the Registrar in wgt to cancel the

identification name and authentication code of an authorised agent when

the authority of that authorised agent is revoked or terminated.

(@) This request should be made in Form 15 of Appendix B.

(b) A registered user may not cancel its ideoéifion name and
authentication code. A registered user should instead request the

cancellation of the identification names and authentication codes



(5)

of all its authorised agents. When the identification names and
authentication codes of all its authorisedeiats have been
cancelled or have expired, the registered user will cease to be a
registered user.

(c) Care should be taken to ensure that requests for cancellation are
addressed to the certification authority that actually issued the
identification name, audntication code and EFS digital
certificate that the requestor is seeking to cancel. In particular,
requests for cancellation of Supreme Court EFS certificates
should not be addressed to the Subordinate Courts EFS
Certification Authority.

All the forms anddocuments referred to in this Paragraph should be sent

to the Registrar, marked for the attention of the Subordinate Courts EFS

Certification Authority. Enquiries may also be directed to the

Subordinate Courts EFS Certification Authority:

Subordinate Cots EFS Certification Authority
Subordinate Courts

1 Havelock Square

Singapore 059724

Tel: 65345434

Fax: 64355935

Email: subct_ca@subct.gov.sg


mailto:subct_ca@subct.gov.sg

78.

Hard copies of documents filed electronically

1)

(2)

3)

The Registrar mayat his discretion, request for hard copies of any

documents filed electronically.

Upon such request, the filing party or his solicitor shall furnish hard

copies of the relevant documents at the venue specified by the Registrar:
(@)  within the specified timerdme; or
(b)  within 24 hours of the request, if no time frame is specified.

The Registrar may also direct that any or all documents shall be filed in
hardcopy instead of using the Electronic Filing Service (EFS) for such

period or periods as he in his disooetthinks fit.



79.  Use of Index Search, Extract Service and Service of Documents Facility at

the service bureau

(2) Solicitors, law firms and litigants in person who wish to utilise the Index
Search, Extract Service and Service of Documents Facility mapodo
via the service bureau. Unlike a requédst extract of documents made
by way of electronic transmission described in Paragraph 145, a soft
copy extract will not be available at the service bureau. Instead, the
extract will be made available in haogy.

(2)  The procedure for filing of documents via the service bureau as set out
in Paragraph 75 continues to apply to the Extract Service. The requests
for extract and certified true paper copies of documents can be
submitted for filing in Court on three ffrent bases of urgency as set
out in Paragraph 62(3)(a)(iii). The relevant fees prescribed by items
71H and 71l of Appendix B to the Rules of Court will then be payable.
The fees prescribed by items 71H(3) or 71I(f) of Appendix B to the
Rules of Courtas the case may be, shall be payable upon the rejection
of the requests by the Court.

3) Persons who wish to use the Index Search should have the following
with them:

(@) One set of the Index Search Request Template.

(b)  The fees payable under item 71F(b) of Apperidlito the Rules
of Court.

(4) Persons who wish to use the Service of Documents Facility should have
the following with them:

(@) One set of the Service of Documents Request Template.

(b) If the person utilising any of the services above is doing so on
behalf of a lawfirm, a company or an organisation, a letter of
authorisation from the law firm, company or organisation for the
filing to take place by that person.

(c) The fees payable under 71E of Appendix B to the Rules of Court.

"Formerly known as fApraecipebd.



(5)

(d)

The documents listed in the Service of Doents Request

Template.

The Request Templates allow the person utilising the services to fill in

information necessary for the request. The information will be

transcribed into electronic templates for submission.

(@)

(b)

(€)

(d)

The Request Templates may be obtainegaiper form from the
service bureau. Soft copies of the templates may also be
downloaded from the Internet at the EFS website
(http:/Avww.efs.com.sy

Only one copy of each set of Request Templates needs to be

submittedto the service bureau. However, this copy will be

retained by the service bureau, so if the person serving wishes to

keep a copy, this should be made before submission to the
service bureau.

The Request Templates should be filled in carefully and clearly

These documents will be relied on by the service bureau to fill in

the electronic templates for submission and illegibility will delay

the process of submission. The service bureau may also reject
incomplete Request Templates.

When submitting the RegseTemplates, the person utilising the

services must indicate if he wishes to verify the information

transcribed from the Request Templates into the electronic
template.

® If the person utilising the services chooses not to verify
the transcription, then titeansmission will be conducted
once it has been processed.

(i) If the person utilising the services chooses to verify the
transcription, he should wait his turn until the submission
has been processed. He may then verify the submission.
It should be notedhtait once the election to verify the
transcription has been made, the service bureau will not

submit the request until the transcription has been


http://www.efs.com.sg/

verified. The person utilising the services must also
ensure that he attends to verify the information
transcibed within two working days of the submission,
including the day of submission. If he does not, the
service bureau will treat the submission as having been
abandoned and will delete it.

(e)  The letter of authorisation for the person utilising the Service of
Documents Facility should be on tF&
letterhead paper, and should include the name and identification
number of the person utilising the services. It should clearly
authorise the person to utilise the services on behalf dbathe
firm or organisation. A sample of the letter is included as Form
16 of Appendix B. The service bureau will retain this letter, and
will also check the particulars stated in the letter against the
identification card or document of the person utilisithe
services.

() Payment to the service bureau will be in the same mode as stated
in Paragraph 75(5)(f).

(9) In the event that any person utilising the services wishes to
cancel the submission, he must attend in person and tender a
letter requesting the cantaion. The submission may be

cancelled so long as the transmission has not yet been initiated.



80.

Filing of records of appeal and written Cases for District Court appeals

under Order 55D, Rules 6 and 7, of the Rules of Court and appeals on

ancillary matters or custody matters from the Family Court to the High
Court under Order 55C of the Rules of Court

(1)

(2)

3)

Under Order 55D, Rule 6(1), of the Rules of Court, the appellant is
required to file the record of appece
Order 55D, Ruler(2), of the Rules of Court, the respondent has to file
the Respondent s Case.

Appeals against final orders made by a District Judge in chambers on
ancillary matters in matrimonial proceedings under the Women's Charter
(Cap. 353, 1997 Revised Edition), stody proceedings under the
Guardianship of Infants Act (Cap. 122, 1985 Revised Edition) or
proceedings pursuant to section 17A(2) of the Supreme Court of
Judicature Act (Cap. 322, 1999 Revised Edition) are governed by Order
55C of the Rules of Court. Fawant to the Supreme Court Practice
Directions (2006 Ed.), the appellant has to file a submission, the record
of appeal and where the record of appeal exceeds 1000 pages, a core
bundle, and the respondent has to file a submission and a supplemental
core bundle, where necessary.

The following Directions apply to District Court appeals that arise from
proceedings which have been commenced using the Electronic Filing
Service (EFS) pursuant to Paragraph 61. To avoid repeated filing of
documents which alreadyist in the electronic case file, the Registrar
has directed that for the purpose of complying with Order 55D, Rules 6
and 7, of the Rules of Court, the parties are required to file the following
documents using the EFS in accordance with the applicadeftames

in Order 55D, Rules 6(1) and 7(2), of the Rules of Court:

(@) The appellant is required to file a single copy of the following:

0] Form of the record of appeal in lieu of the record of
appeal; and

(i) Appell antds Case.



(4)

(5)

(6)

(7)

(b) The respondent is required thle a single copy of the
Respondent 6s Case.

The form of the record of appeal filed pursuant to-gatagraph (3)

must be in accordance with Form 17 of Appendix B.

A document which a party intends to list in the form of the record of

appeal, either in whe or in part, need not be filed again if the document

already exists in the electronic case file. Such documents are deemed to

be filed. However, a party is required to provide the following

information:

(@) document control number (DCN) of the document;

(b) filing date of the document;

(©) description of the document; and

(d) where only a portion of the document is referred to, the specific
pages of the document must be stated.

If a party wishes to rely on a document which does not exist in the

electronic case filehe must file the documerdgetherwith the form of

the record of appeal. Further, a table of contents must be included for

these documents. These documents must be paginated consecutively at

the centre top of the page and the solicitor must ensure hiat t

pagination takes into account the pages comprising the form of the

record of appeal and the table of contents for these additional documents.

For example, if the form of the record of appeal is 5 pages and the table

of contents for the additional docemts is 2 pages, the first page of the

first document should be paginated as page 8.

When filing the records of appeal for appeals in proceedings commenced

on or after 15 December 2003 against final orders referred to i sub

paragraph (2) above, there is need to file documents which already

exist in the electronic case file again. Appellants should take note of

Paragraph 73 when filing such records. Appellants should also include in

the records of appeal an index page setting out the list of documents in

the records of appeal.



(8)

9)

(10)

(11)

(12)

(13)

The Registrar further directs that the appellant and the respondent tender
the requisite copies of the record of appeal and the written Cases in
accordance with Order 55D, Rules 6(1) and 7(2), of the Rules of Court
in hard copy formto assist the Judge of the High Court. For the
avoidance of doubt, the documents contained in the record of appeal
must coincide with the documents listed in the form of the record of
appeal.

The appellant and the respondent are also to tender the tequisi
hardcopies of the record of appeal, submissions and the core bundle,
where applicable, in accordance with the Supreme Court Practice
Directions (2006 Ed.) to assist the Judge of the High Court.

The fees payable for the filing of the written Cases onssdions are
found in items 69A, 69B, 71D(1)(c) and 71D(2)(c) of Appendix B to the
Rules of Court. The fees payable for the filing of the form of record of
appeal are found in items 70A, 71D(1)(c) and 71D(2)(c).

In the event that a party files a documéngether with the form of
record of appeal which need not be filed pursuant tepsuagraph (5),

the fees under items 71D(1)(c) or 71D(2)(c) of Appendix B to the Rules
of Court will be charged on this document and such fees shall not be
refundable.

For District Court appeals that arise from proceedings that were not
commenced by the filing of documents through the EFS pursuant to
Paragraph 61, the following Directions shall apply. To comply with
Order 55D, Rules 6 and 7, of the Rules of Court, the patesequired

to file the record of appeal and written Cases using the EFS. The
Directions in sukparagraph (8) continue to apply to these District Court
appeals.

The fees payable for the filing of the written Cases are found in items
69A, 69B, 71D(1)(cand 71D(2)(c) of Appendix B to the Rules of Court.
The fees payable for the filing of the record of appeal using the EFS are
found in items 71D(1)(c) and 71D(2)(c).



PART X

PROCEEDINGS IN THE FAMILY COURT: DIVORCE, MATRIMONIAL
CAUSES, GUARDIANSHIP OF INFANTS, ADOPTION AND PROCEEDINGS
PURSUANT TO SECTION 17A(2) OF THE SUPREME COURT OF
JUDICATURE ACT

81. Transfer of Matrimonial, Divorce and Guardianship of Infants

Proceedings to the Family Court

(1)  The Honourable the Chief Justice has made the followingrenander

section 28A of the Supreme Court of Judicature Act (Cap. 322):

(@) The Supreme Court of Judicature (Transfer of Matrimonial,
Divorce and Guardianship of Infants Proceedings to District
Court) Order 1996, which came into operation on 1 April 1996
(Athe 1996 Transfer Order o) ;

(b) The Supreme Court of Judicature (Transfer of Matrimonial,
Divorce and Guardianship of Infants Proceedings to District
Court) Order 2003, which came into operation on 15 December
2003 (Athe 2003 Transfer Ordero);

(©) The Supeme Court of Judicature (Transfer of Matrimonial,
Divorce and Guardianship of Infants Proceedings to District
Court) Order 2005, which came into operation on 1 April 2006
(Athe 2005 Transfer Ordero),; and

(d)  The Supreme Court of Judicature (Transfer oftrivieonial,

Divorce and Guardianship of Infants Proceedings to District

Court) Order 2007, which came into operation on 1 January

2008 (Athe 2007 Transfer Ordero).
(2) Pursuant to the 1996 Transfer Order

(@) all proceedings under section 59 and Part Xdie Womenos
Charter (Cap. 353, 1985 Edition) and the Guardianship of Infants
Act (Cap. 122, 1985 Revised Edition) (referred to in this Part as

Afamily proceedingso), commenced i



3)

(4)

(5)

(6)

1 April 1996, shall be transferred to and be Hesard determined

by a District Court; and
(b)  all family proceedings commenced before 1 April 1996 as well

as any proceedings ancillary thereto shall continue to be heard

and determined by the High Court.
The 2003 Transfer Order and the 2005 Transfede© provide that
proceedings wunder Part X of t he Wom
Revised Edition), in which there is a contested application for the
division of matrimonial assets asserted by any party to the proceedings
to be worth agrossvalue of $1.5million or more, shall be transferred
from the District Court to the High Court to be heard and determined.
This Atransfer backod to the High Cour
applied to proceedings under Part X
1997Revised Edition) commenced on or after 15 December 2003.
The 2007 Transfer Order provides that tie¢value instead of thgross
value shall be used to determine whether the proceedings should be
transferred from the District Court to the High Cour
The new jurisdictional threshold based on net value takes effect from 1
January 2008 and applies to proceedi
Charter (Cap. 353, 1997 Revised Edition) commenced on or after 15
December 2003. Proceedings under Part X dfe Womendés Char
(Cap. 353, 1997 Revised Edition) which have already been transferred
to the High Court based on the gross value threshold, pursuant to 2003
Transfer Order or the 2005 Transfer Order, will not be affected and will
remain in the High Cat
Pursuant to the 2007 Transfer Orderpceedings under Part X of the
Womends Charter (Cap 353, 1997 Revi s
contested application for the division of matrimonial assets asserted by
any party to the proceedings to be thoanetvalue of $1.5 million or
more shall, upon the direction of the Registrar of the Subordinate Courts
that the ancillary issues are ready for hearing, be transferred to and be

heard and determined by the High Court.



(7 Solicitors and parties shallebresponsible for identifying the correct
Transfer Order applicable to their case.

(8) A subregistry of the Registry of the Supreme Court (referred to in this
Directionragi $sthey nefubt he Sragstrye me Cou
of the Registry of the #ordinate Courts (referred to in this Direction
as t hreedgisutbory of the Subordinate Cour
Family and Juvenile Court Buil ding a

Family and Juvenile Courto).



82.

Documents to be filed at the LegaRegistry of the Supreme Court at the
Supreme Court Building

All documents relating to family proceedings which are to be heard and
determined by the High Court shall be filed at the Legal Registry of the
Supreme Court at the Supreme Court Building. €heslude:

Q) all originating processes to commence family proceedings before 1 April
1996;

(2)  all subsequent applications and documents in or ancillary to family
proceedings commenced before 1 April 1996;

3) all applications and documents in or ancillary &mifly proceedings
commenced on or after 15 December 2003 involving the division of
matrimonial assets with a gross value of $1.5 million or more, which
have been transferred to the High Court before 1 January 2008 upon the
direction of the Registrar of ttfeubordinate Courts;

(4)  all applications and documents in or ancillary to family proceedings
commenced on or after 15 December 2003 involving the division of
matrimonial assets with a net value of $1.5 million or more, which have
been transferred to theigh Court from 1 January 2008 upon the
direction of the Registrar of the Subordinate Courts; and

(5) all applications and documents to vary any Order of the High Court in
the proceedings referred to in spéragraphs (1) to (4).



83.

Documents to be fied at the subregistry at the Family and Juvenile Court

All documents relating to family proceedings which are to be heard and
determined by the Subordinate Courts shall be filed at theeguftries at the

Family and Juvenile Court.

(1)

(2)

All processes to comence family proceedings on or after 1 April 1996

shall be filed at the sukegistry of the Supreme Court and shall bear the

titl e

Aln the High Court of the Reputk

As regards the documents accompanying a writ that is filed on orlafter

April 2006:

(@) t he
t he
(i)

(b)

(ii)

(iii)

(iv)

t he

Cou

(i)

(ii)

(iii)

foll owing documents shall/l bear

Republie of Singaporeo:
Statement of Claim (Forms 6, 7, 8, 9 or 10 of the

Womends Charter (Matrimoni al
(Athe Matri moni al5d®))o;ceedi ngs
Statement of Particulars (Form 11 of the Matrimonial
Proceedings Rules 2005);
Agreed Parenting Plan or Proposed Parenting Plan (By
Plaintiff); and
Agreed Matrimonial Property Plan or Proposed
Matrimonial Property Plan (By Plaintiff);

foll owing documents shall bea

Pr

F

rts of the Republic of Singapor

Notice to a CeDefendant/Defendant in Counterclaim/
Person Entitled to Intervene/Other Party (Form 15 of the
Matrimonial Proceedings Rules 2005)

Acknowledgment of Service (Defendant) (Form 16 of the
Matrimonial Proceedings Rules 2005);

Acknowledgment of Service (CDefendant/Defendant in
Counterclaim/Person Entitled to Intervene/Other Party)
(Form 17 of the Matrimonial Proceedings BuR005);



(iv)  Memorandum of Appearance (Defendant) (Form 18 of
the Matrimonial Proceedings Rules 2005); and
(V) Memorandum of Appearance (dCxefendant/Defendant
in Counterclaim/Person Entitled to Intervene/Other Party)
(Form 19 of the Matrimonial Proceadjs Rules 2005);
and the references to the fARegi st
t hese f or ms shal l be repl aced b
Subordinate Courtso and the refere
be replaced by Athe Subordinate Cc
(3) Subject to Paragph 82(3) of these Directions, all subsequent
applications and documents in or ancillary to these family proceedings
shall be filed at the sutegistry of the Subordinate Courts and shall bear
the title fAln the SubordinareoCourt
except for:
(@) any crosspetition or answer and croggtition in proceedings
commenced before April 2006 and
(b)  any counterclaim or defence and counterclaim in proceedings
commenced on or aftérApril 2006
which shall be filed at the swidegistry ofthe Supreme Court and shall
bear the title Al n the High Court of
(4) Subject to Paragraph 82(4) of these Directions, all applications and
documents to vary any order of the Subordinate Courts in family
proceedings shall be filed #Hie subregistry of the Subordinate Courts
and shall bear the title Al n the Sul

Singapor eo.



84. Particulars of Statement of Claim

(1) Under Rule 7(2) of the Matrimonial Proceedings Rules 2005, the
plaintiff is required to fwmish in the statement of particulars the
particulars of the facts pleaded in the statement of claim but not the
evidence by which they are to be proved.

(2) Where a statement of claim pleads facts that are based on section
95(3)(d) or ( e)terdgCap. 858, 499F\RevisechEalison)C h a r
(i .e. 3 year so separation wi t h con
respectively), the statement of particulars shall specifically contain the
following particulars:

(@) the date which the plaintiff and the defendant commeniceid t
separation;
(b)  the length of the separation;
(c) the respective residential addresses of each party during the
period of separation (if known); and
(d) if parties have been living in separate households under the same
roof for the period of the semaron, to give details on how the
parties have been living in separate households.
For the avoidance of doubt, the reas
not be particularised.

(3)  This Paragraph is applicable to matrimonial proceedings filed before 1
April 2006 as if:

(@) the reference in suparagraph (1) to Rule 7(2) of the
Matrimonial Proceedings Rules 2005 were a reference to Rule
6(2) of the Matrimonial Proceedings Rules 2003; and

(b)  any reference to the statement of claim, statement of parcular
plaintiff and defendant were a reference to the petition, affidavit

in support of petition, petitioner and respondent respectively.



84A. Amendment of documents originally filed in Court by entering relevant

information in an electronic template

(1)  This Paragraph applies to documents that are originally filed in Court by
entering the relevant information in the appropriate electronic template
under Paragraph 62(3)(e)(iii) of these Directions.

(2) Where such a document is to be amended, whethergnirsuRule 22
of the Womenédés Charter (Matri moni al
leave of court, the amended document is to be prepared and filed by
entering the relevant amendments in the appropriate electronic template.
The amended document need nefited in PDF format. In this respect,
Paragraph 13(4)(b), (6) and (7) shall not apply.



85.

Appeals

(1)

(2)

3)

(4)

Any appeal against the decision or order of a District Judge made in
family proceedings shall be made to the High Court; and any appeal
against tle decision or order of the Registrar or a Deputy Registrar of
the Subordinate Courts made in family proceedings shall be made to a
District Judge in chambers.

Pursuant to the Supreme Court of Judicature (Transfer of Matrimonial,

Divorce and Guardiangh of Infants Proceedings to District Court)

Order 2007, a appeal shall lie to the High Court from a decision of a

District Courtregardless of the amount in dispute or the value of the

subjectmatter.

For family proceedings commenced before 15 Ddxra003:

(@) any document in relation to an appeal against the decision of a
District Judge made in family proceedings shall be filed at the
Registry of the Subordinate Courts at No. 1 Havelock Square;
and

(b) any document in relation to an appealiagathe decision of the
Registrar or a Deputy Registrar of the Subordinate Courts made
in family proceedings shall be filed at the gelgistry of the
Subordinate Courts at the Family and Juvenile Court.

All documents in relation to appeals arisifrgm family proceedings

commenced on or after 15 December 2003 shall be filed by the

Electronic Filing Service.



86.

Agreed Parenting Plan and Proposed Parenting Plan

Pursuant to Rule 8(3) of the Matrimonial Proceedings Rules 2003, or Rule 8(3)
of the Matimonial Proceedings Rules 2005, as the case may be, parties may
seek the assistance of a court counsellor to resolve their dispute relating to the
arrangements for the welfare of their children so as to enter into an agreed
parenting plan before the comneement of proceedings under Part X of the
Womenods Charter (Cap. 353, 1997 Revi
appointment, parties may write to the Director, Family and Juvenile Justice
Centre, or make an application at the Family Court website at

http://www.familycourtofsingapore.gov.sg

sed


http://www.familycourtofsingapore.gov.sg/

Agreed Matrimonial Property Plan and Proposed Matrimonial Property

Plan

(2) Rule 9(3)(b) of the Matrimonial Proceedings Rules 2005 provides that
the plaintif shall serve a copy of the agreed matrimonial property plan
on the Housing and Devel opment Board
the agreed matrimonial property plan.

(2)  Where parties have agreed that the HDB matrimonial asset is to be
retained by one pty (that is, Option 4 or 5 in Form 35 of the
Matrimonial Proceedings Rules 2005), the party seeking to file the
agreed matri moni al property plan shal
of Eligibilityo in accordance with F
in addition to the agreed matrimonial property plan. The agreed
matrimonial property plan and Form 18 shall be served on the HDB at:

(@) the Branch Office which is in charge of the estate where the
HDB flat is located, where the HDB matrimonial asset is an
HDB flat; and

(b)  the Sales Section at HDB Centre, where the HDB matrimonial
asset is an Agreement for the Lease of an HDB flat.

3) Rule 9(3) of the Matrimonial Proceedings Rules 2005 provides that the
CPF standard query and the HDB standard query wheheguired to
be served on the Central Provident F
pursuant to Rule 9(3) itself and Rule 18(9) of the said Rules shall be in
such manner as the Registrar may require, and that the replies to the
standard queries shall be withguch time and such manner as the
Registrar may require.

(4)  Where the HDB matrimonial asset is an HDB flat, the HDB standard
qguery shall be in accordance with Form 19 of Appendix B and shall be
served on the HDB at the Branch Office which is in charghe®state
in which the HDB flat is located. Where the HDB matrimonial asset is
an Agreement for the Lease of an HDB flat, the HDB standard query
shall be in accordance with Form 20 of Appendix B and shall be served



(5)

on the HDB at the Sales Section at HDBn@e. The Housing and

Development Board shall give the written answers to the standard query

within one month of the service of the query.

The CPF standard query may be made in the following manner:

(@)

For parties below the age of 55 years

(i)

(ii)

(iii)

by using the Statement Request, an online service
provided in the CPF website at httpsw.cpf.gov.sg

(Athe CPF websiteo) in order

relevant CPF statements, i.e. statements which show:

() the amount of CPFnmonies and the amount of
accrued interest thereon utilised by the party
towards the purchase of any property (i.e. the
Public Housing SchemeWithdrawal Statement);
and

m the amount of CPF monies st:
ordinary, medisave and special acctu
respectively (i.e. the Statement of Account); or

by attending, either personally or through an authorised

representative, at any of the CPF Board offices and

making a personal request for the relevant CPF

statements. A party or his authorised esgntative is to
produce, for the CPF Boardods Ve

() the National Registration Identity Card or
passport of the party; and

(1)  where applicable, the original letter of
authorisation signed by the party (i.e. the CPF
member) and the National Registratitaentity
Card or passport of the authorised representative.

Wherethe party using the online service described at sub

paragraph (5)(a)(i) is unable to obtain copies of the

relevant CPF statements due to technical faults or any


http://www.cpf.gov.sg/

(6)

(7)

(8)

(9)

other reason, the @dsris to use the standard query mode
set out in sudparagraph (5)(a)(ii).

(b) For parties aged 55 years and above
by serving the original copy of Form 21 of Appendix B on the
CPF Board at the Public Housing Section, Main Office of the
CPF Board. Soliciter who wish to complete Form 21 on behalf
of their clients shall annex a covering letter to Form 21 stating
that they are the solicitors representing the CPF member for
whom the enquiries are made. The CPF Board shall give the
respective parties the writteanswers to the standard query
within one month of the service of Form 21.

The date of the relevant CPF statements obtained must be no earlier than

3 months from the date of the filing of the writ.

The instructions to a defendant on how to makestaedard query to the

CPF Board as required by the Writ for Divorce, Judicial Separation or

Nullity of Marriage (Form 3 of the Matrimonial Proceedings Rules 2005)

shall be in Appendix E of these Practice Directions.

The replies of the HDB and the CB®Bard to the standard queries shall

be retained by the parties and shown to the Court at the mediation or

hearing of the ancillary matters, if necessary.

This Paragraph, the Forms prescribed therein, and Appendix E are

applicable todivorce, judicial sparation or nullityproceedings filed

before 1 April 2006 as if:

(@) any reference to the plaintiff and defendant were a reference to
the petitioner and respondent respectively;

(b)  the reference in suparagraphs (1) and (3) to Rule 9(3)(b) of the
Matrimonial Proceedings Rules 2005 were a reference to Rule
9(3)(b) of the Matrimonial Proceedings Rules 2003;

(©) the reference in suparagraph (3) to Rule 18(9) of the
Matrimonial Proceedings Rules 2005 were a reference to Rule
18(7) of the Matrimonial Proeglings Rules 2003;



(d)

(€)

the reference in suparagraph (7) to the Writ for Divorce,
Judicial Separation or Nullity of Marriage (Form 3 of the
Matrimonial Proceedings Rules 2005) were a reference to
Appendix C to the Notice of Proceedings (Form 12 of the
Matrimonial Proceedings Rules 2003); and

any reference in the prescribed Forms or in Appendix E to the
writ, plaintiff and defendant were a reference to the petition,

petitioner and respondent respectively.



88.

Status conferences for matrimonial proceedigs under Part X of the
Womends Charter (Cap 353, 1997 Revised E

(1)

(2)

3)

(4)

(5)

Status conferences will be conducted (pursuant to Order 34A of the
Rules of Court) for matrimonial proceedings under Part X of the
Womends Charter (Cap 3fordthecasei@@3et Revi s ¢
down for hearing.
Status conferenceseconducted for the purposes of ensuring that cases
are dealt with and disposed of without delay and to assign time frames
for the disposition of cases.
At the status conference, the neast to be considered include the
following:-
(@) service of the writ and the affidavit of service;
(b) filing of all necessary documents;
(c) the likelihood of settlement;
(d)  the date of setting down; and
(e) the dates of the mediation and counselirgsiems
To facilitate a more effective and expedient processing of cases and to
reduce the number of court attendaneeR,e gi st r a(r fotBinseNot i c e
Status Conferenchloticeo ) in the for ma2l(lafs set 0
Appendix B will be sent to thelaintiff within 6 weeksdirecting the
plaintiff either:-
@ to set down the case for hearing by a stipulated datbe
pleadings are closed,; or
(b)  toinform the Court of the status of thmatter if the pleadings are
not closedSuch informationtsall be in FornR21(Il) of Appendix
B and shall be sent to the Court within 7 days offst Status
Conference NoticeUpon receipof Form 21(1l), the Court will
consider the reasons stated in the form and may make the
appropriate directions for the net.
If the plaintiff fails to set down or toeply to theFirst Status Conference
Notice in accordance with sygaragraph(4) above, aSecond Status

Conference Noticen Form21(lll) shall be sent directing thaaintiff to



set downthe matter by atgpulated datefailing which theplaintiff is to
attend a Status Conference
(6) Where a case is set down for hearing before a status conference, the

status conference will be vacated.






