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Approval of Solicitor and Client Costs

General Information

1) The application to the Public Trustee’s Office for the approval of solicitor and client cost is via an online
E-Service. There will be an application fee required at the end of the submission process. Payment is via
eNETS or Credit Card.

2) Please ensure that you access the E-Service using the latest versions of Chrome, Microsoft Edge or
Safari.

3) You may click the Save button to save your application for up to 7 calendar days. You may also click on
the left menu item to navigate to the specific page.

4) You may click on Arrow Down icon to select from a dropdown or click on the box to filter the options.

5) You may input a date field using the Calendar icon to select a date.

6) Upon the successful submission, you will receive an acknowledgement via email. Thereafter, you can
login to check on the application status in the Dashboard page under the Processing tab.
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Placeholder
To begin, click Motor Accident and 
select Approval for Solicitor and 
Client Cost.
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Placeholder
Proceed to log in with your 
selected log-in option.

If you do not have Singpass, please 
click on the ‘Register’ button to 
sign up for an account i.e. business 
user / individuals / foreign 
individuals. Otherwise, you will not 
be able to proceed with the online 
application. 

© 2021 Ministry of Law. All rights reserved. 4

Approval of Solicitor and Client Costs



Placeholder
Provide permission for Singpass to 
retrieve and pre-fill information for 
the online application by clicking I 
Agree. 
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Placeholder

Approval of Solicitor and Client Costs

Read the Terms of Use for the 
agreement when using the online 
application. 

1. Click on the checkbox to 
indicate that you have read 
and are agreeable to the 
terms and conditions.

2. Click on the Submit button.
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Placeholder

Approval of Solicitor and Client Costs

1. After you have logged in to 
the PTO E-Service Portal: 

From the top menu, click on 
NEW APPLICATION and select 
the Approval of Solicitor and 
Client Costs menu item.

Note: Page is not applicable 
for users who login the first 
time.
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Placeholder

Approval of Solicitor and Client Costs

2. From the Dashboard page, 
select I would like to and 
select Submit Approval of 
Solicitor and Client Costs.

Note: Page is not applicable   
for users who login the first 
time.
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Placeholder
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3. Read the notes carefully.

AND

Click on the Proceed button.

© 2021 Ministry of Law. All rights reserved. 9

1



Placeholder
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4. Enter the File Reference 
Number.

AND

Click on the Proceed button.
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Placeholder
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5. In Cost Details page, review 
the Question(s) and select 
either Yes or No.
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Placeholder
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6. Continue to enter the Cost 
Details information.
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Placeholder
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7. Continue to enter the Cost 
Details information.

© 2021 Ministry of Law. All rights reserved. 13



Placeholder

Approval of Solicitor and Client Costs

8. For Disbursement for Solicitor 
and Client Costs at S$ 100 
more than Disbursement for 
Party and Party Costs, turn on 
the option Add 
Disbursements for Solicitor 
and Client Costs to enter 
Disbursement record.

AND

Click on the Add button.
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Placeholder

Approval of Solicitor and Client Costs

9. Verify the added 
Disbursements for Solicitor 
and Client Costs record.

AND

Turn on the option Add 
Disbursements for Solicitor 
and Client Costs to add more 
disbursement. 
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Placeholder
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10. For Solicitor and Client Costs 
at more than 15% above the 
Party and Party Costs, enter 
the Number of attendances at 
Court Dispute Resolution 
(CDR).

AND

Answer the other questions.
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Placeholder
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11. Continue to answer the 
questions.
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Placeholder
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12. Continue to answer the 
questions.
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Placeholder
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13. Enter the other reasons of 
your proposal.

AND 

Click on the Upload 
Document button.
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Placeholder
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14. Click on the Choose File 
button to select a document 
to be uploaded and click on 
the Open button to upload 
the selected file.

AND 

Click on the Close button. 
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Placeholder
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15. Verify the uploaded 
Supporting Documents.

AND 

Click on the Proceed button. 
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Placeholder
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16. In the Confirmation page, 
review the information 
entered and click the Edit link 
if the record needs to be 
updated.
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Placeholder
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17. Continue to review the 
application information. 
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Placeholder
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18. Continue to review the 
application information. 
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Placeholder
19. Continue to review the 

application information. 
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Placeholder
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20. After reading the information, 
turn on the option to make 
the declaration.

AND

Click on the Submit button to 
to proceed with the 
application submission.
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Placeholder
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21. Click on the Print button to 
view the PDF document of the 
submitted application. Please 
save/print a copy of the 
submitted application as it will 
not be retrievable.

You may also click on the Back 
to Dashboard button for the 
other E-Services.
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