Guidelines for issuing a High Court motion
This check-list covers procedural points only - exceptional cases will require further consideration.
It sets out the minimum requirements contained in the Rules of the Superior Courts (S.I. No. 15 of 1986).  
Details of court fees are set out in the Supreme Court and High Court Fees Order.  

If you are a defendant and you are served with a document which is not in accordance with the Rules the onus is on you to take appropriate action.

General notes

1. High Court motions are issued in the Central Office of the High Court, Four Courts, Dublin 7.  You can issue the motion by posting your motion supported by affidavit, each stamped with the required court fee, to the Central Office of the High Court at the above address or by attending in person at the office. If your motion is time-sensitive, or requires a particular return date. do not use non personal filing.
2. A notice of motion must be in the form prescribed in order 52 of the Rules of the Superior Courts and it must state the precise order pursuant to the Rules of the Superior Courts being sought.  
3. The court fee, prescribed in the Supreme and High Court Fees Order must be paid on every motion and affidavit.
Cheques and cash will not be accepted under any circumstances  by the Central Office of the High Court. 
4. You must print and send at least two copies of your original motion and affidavit to the Central Office of the High Court.  That office will retain the originals for the court registrar and file and will return the others to you with the High Court filing stamp embossed on it.
These returned copies will be used for service and your own records.
Do not send exhibits.
First page and body of motion
· Insert record number if any

· Set out the title of the action that is the name(s) of the plaintiff(s) and of the defendant(s).  The names must be set out in full, for example, Ann Black and Barry Black (not Ann and Barry Black) and no titles such as Mr, Ms, or Dr are to be used.
· Do not insert the return date – the Central Office of the High Court will insert it for you.

· Clearly state the relief sought from the court

· Make reference to the deponent of the application’s supporting affidavit and the date of swearing

· Date and sign motion and copies and filing clauses for affidavits 
· Address to opposing solicitor/party in person and to the Chief Registrar, Central Office of the High Court, Four Courts, Dublin 7
NB:
This is not a legal document and it does not purport to give legal advice.

If you need legal advice you should consult a solicitor. 

