
Please note that, with immediate effect until further notice, all usual business (i.e. non-urgent claims 
and applications) is to be lodged electronically with the Administrative Court Office.  Given present 
circumstances, you may experience a slight delay before claims/applications are issued, but the date 
you send the claim or application will be recorded as the date filed. It remains the responsibility of 
the party sending an application or claim to ensure that it is filed within the applicable time limits.   
  
The public counters in the ACO are all now closed and so all functions previously dealt with at the 
counters will now be dealt with electronically.  The same guidance regarding the format of electronic 
bundles lodged for applications for immediate or urgent consideration applies to any bundles lodged 
in relation to non-urgent work.   
  
(1)        Fees (applicable to all claims): 
Whilst previously you may have attended the Fees counter before a claim was issued to obtain a 
receipt, as this counter is now closed fees will be taken in the following way: 
  
If you have a PBA account then you need to include in your covering letter with any application or 
claim you lodge that the fee can be deducted from this account.  If you do not have a PBA account 
then please include in the covering letter that you undertake to pay the requisite fee by sending a 
cheque in the post within 7 days.  
If you are not legally represented you must include in your cover letter that you will pay the court 
fee, or file the relevant fee remission document once the Fees counter reopens to the public (setting 
out the reasons in your covering letter why you are exempt from paying the court fee). 
  
(2)        Issuing claims and applications: 
The Issues and Enquiries counter is now closed.  All claims for judicial review, regulatory/ statutory 
appeals, and planning matters will be received electronically by the ACO and must be sent to the 
following e mail address:  
administrativecourtoffice.generaloffice@hmcts.x.gsi.gov.uk 
  
Any extradition appeals must be sent electronically to: 
Administrativecourtoffice.crimex@hmcts.x.gsi.gov.uk 
  
The ACO staff will then notify the parties by e mail of the case reference number. 
  
If you are not legally represented and you do not have access to email, you should contact the 
Administrative Court Office by telephone on 020 7947 6158 so that alternative arrangements can 
be considered. The Court may permit filing in a different or additional format for good reason.  
  
  
(3)        Responding to claims, appeals or application notices:  
Any response to a claim or appeal must be lodged electronically with the ACO.  All acknowledgement 
of services or respondents notice (non extradition) should be sent to: 
administrativecourtoffice.generaloffice@hmcts.x.gsi.gov.uk 
  
In relation to extradition appeals a party should send their respondent's notice to:  
Administrativecourtoffice.crimex@hmcts.x.gsi.gov.uk 
  
Any interlocutory applications should be sent to the general office inbox unless the matter 
specifically relates to crime or extradition in which case this should be sent to the crimex in box.  If 
the matter is urgent then the parties must highlight this in the title of the e mail /flag the email as 
being one of high importance.   
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Parties must lodge an electronic bundle so that the case can be allocated to the judiciary to consider 
the application.  See guidance issued regarding lodging of electronic bundles when issuing claims for 
immediate or urgent consideration. 
  
(4)        Paper applications: 
Applications for permission to apply for judicial review, applications for permission to appeal, and 
interlocutory applications will continue to be considered on the papers as usual. In the short term at 
least, the response times for all such decisions is likely to increase. 
  
(5)        Hearings:  
Administrative Court cases will continue to be listed for hearing, although hearings of non-urgent 
business may take longer to come on. Most if not all hearings will be conducted by Skype or phone, 
and where possible will be conducted as public hearings.  If you are asked for a time estimate for a 
hearing, please take into account that hearings by Skype or phone can last longer than those 
conducted in person, and adjust your estimate accordingly. 
  
(6)        Orders:  
These will be served by e mail on all parties.   
 


