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Step-by-step guide to giving notice of changes to practice or personal particulars
PRELIMINARY

A Notice of Change of Particulars may be submitted through the eLitigation account of the
individual solicitor whose particulars are sought to be amended by the Notice of Change of
Particulars.

Admin Training Guide
User Training Guide

File Reference Number
Accordingly, solicitors are strongly advised to make arrangements to ensure that they will be able to
retain or otherwise have access to elLitigation during any period when they are required to file a
Notice of Change of Particulars (for instance, when they have left their previous firm).

Probate Training Guide

Family Training Guide
Alternatively, a solicitor may also file a Notice of Change of Particulars through the Service Bureau

SHEEIEN CavEs Ee upon payment of the applicable fees and charges.

Search (CBS)

[ROC 2021] Originating

Application The submission of the Notice of Change of Particulars through the eLitigation account of the

individual solicitor may be made as follows:
[ROC 2021] Originating

Claim
1. To commence filing of the application for Notice of Change of Particulars, select “File a

Document Search Document” via the Quick Access Button located at the top right hand corner of the Home screen. See

Figure 1- Filing a Document.
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Court Dispute Resolution 2. IF the applicant is the holder of a practising certificate (“PC”).valid for the current practice
year (as defined in the Legal Profession (Practising Certificate) Rules), the applicant should key in the
Criminal Proceedings PC number of his last issued PC in the “Case No/Sub Case No” field in the resulting screen using the

format “PC [XXXXX]/YYYY” or “HC/PC [XXXXX]/YYYY.
eLitigation Four Step Wizard

Final Judgment (Family
IF the applicant is NOT the holder of a practising certificate (“PC”)_valid for the current

vatters) practice year (as defined in the Legal Profession (Practising Certificate) Rules) or has during the
Orders of Court (Family current practice year filed a Notice of Change indicating that he has ceased practice, the
Matters) applicant should key in his AAS number in the Case No/Sub Case No” field in the resulting screen

using the format “AAS [XX1/YYYY” or “HC/AAS [XX]/YYYY”. (See Figure 2 - Input to Case No/Sub Case
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5. You will be brought to the Step 2 screen. Click “Compose” in the resulting Step 2 screen to generate

[ROC 2021] Single the Notice of Change of Particulars form. See Figure 5 - Compose form.

Application Pending Trial

(SAPT)
Once the Notice of Change of Particulars form is generated, please complete the necessary field and

[ROC 2021] Originating provide the necessary information. Thereafter, click “Save” at the bottom of the Notice of Change of
Application to SICC Particulars form and “Close” in the following screen unless further edits are required. See Figure 6 -

Saving of form
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Figure 6 - Saving of form

6. At the Step 2 screen, click “Next” at the bottom right of page to proceed to next step. (See Figure 7
- Proceed to next Step)
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Figure 7 - Proceed to next Step

7. The applicant will proceed to “Step 3: Admin Details” which will display the parties to be served
with the application as well as payment information. Choose the parties to be served and verify the
various fees to be paid. After verifying the foregoing, click on “Next” at the bottom right of the screen.
(See Figure 8 - Admin Details.)
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Figure 8 - Admin Details

8. At Step 4, all forms may be reviewed before submission. (See Figure 9 - Review for submission)
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Figure 9 - Review for submission

9. Upon submission, a submission reference number will be provided. (See Figure 10 - Submission
Reference Number)
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