INSTRUCTION
on a complaint against a court clerk’s decision
I. A complaint may be filed against a decision of a court clerk or an order of the court clerk concerning the return of a statement of claim or a motion.  
The complaint shall be filed with the court in which the court clerk issued the challenged decision, within one week from the date of its service. If the decision was served without its justification, and the party requested its preparation, the time limit for filing the complaint shall run from the date of service of the decision together with its justification (Article 39822 § 2 of the Act of 17 November 1964 – Code of Civil Procedure (Journal of Laws of 2024, item 1568, consolidated text – hereinafter: CCP). 
A decision of the court clerk concerning court costs, litigation costs, or a decision refusing the appointment of an advocate or legal counsel must be served together with its justification. In such a case, the complaint shall be filed within one week from the date of service together with the justification (Article 39823 § 11 CCP in conjunction with Article 394 § 2 CCP). 
II. A challenged decision or order concerning the return of a statement of claim shall be justified by the court clerk only upon a party’s request filed within one week from the date of service of a copy of the decision (Article 357 § 21 first sentence CCP). 
If the court clerk has provided the justification of the decision ex officio, service of the decision together with its justification releases the parties from the obligation to request the preparation of the justification. The preparation of a written justification of the decision at the request of another party does not release a party from the obligation to file a request for service of the decision together with its justification.
A request for the justification of the decision is subject to a fixed court fee of PLN 100 (Article 25b of the Act of 28 July 2005 on Court Fees in Civil Cases (Journal of Laws of 2025, item 1228, consolidated text – hereinafter: CFCC).
The court clerk shall dismiss a request for justification that is inadmissible, late, unpaid, or defective and not remedied despite a summons (Article 328 § 4 CCP in conjunction with Article 361 CCP).
III. The pleading containing a complaint against a court clerk’s decision must be filed together with copies of the complaint and its attachments in a number equal to the number of the remaining parties to the proceedings.
A complaint against a court clerk’s decision is subject to a court fee. The obligation to pay the fee rests with the party filing the complaint. The fee for a complaint against a court clerk’s decision shall be collected in the amount of the fee for a motion for the issuance of that decision, but in no case exceeding PLN 100 (Article 25 § 2 CFCC).
The court shall reject a complaint that is late, unpaid, or otherwise inadmissible, as well as a complaint whose deficiencies have not been remedied by the filing party within the prescribed time (Article 39824  in conjunction with Article 397 § 3 and in conjunction with Article 373 § 1 CCP).
IV. Lodging a procedural pleading at a Polish postal operator providing universal postal services within the territory of the Republic of Poland, or at a foreign postal operator providing universal postal services within the territory of another Member State of the European Union, shall be deemed equivalent to filing it with the Court (Article 165 § 2 CCP). The same applies to submitting a pleading by a soldier at the command of a military unit, by a person deprived of liberty at the administration of a penitentiary institution, or by a crew member of a Polish sea-going vessel to the ship’s captain (Article 165 § 3 CCP).
V. At any stage of the proceedings, a party may appoint a procedural representative; representation by an advocate or legal adviser is not mandatory. A power of attorney for litigation may be general, may relate to conducting specific cases, or may relate only to certain procedural acts. 
A procedural representative may be an advocate or legal adviser, and in industrial property matters also a patent attorney, as well as a person managing the party’s property or interests, or a person having a permanent mandate relationship with the party if the subject matter of the case falls within the scope of that mandate; a co-litigant, as well as the party’s parents, spouse, siblings or descendants, and persons related to the party by adoption (Article 87 § 1 CCP).
A representative of a legal person or entrepreneur, including one without legal personality, may also be an employee of that entity or of its superior authority. A legal person providing legal services to an entrepreneur, legal person or other organizational unit on the basis of separate provisions may grant a procedural power of attorney – on behalf of the entity whose legal services it provides – to an advocate or legal adviser, if authorized to do so by that entity (Article 87 § 2 CCP).
A power of attorney limited to certain procedural acts, including one authorizing solely the receipt of court correspondence (service agent), may be granted to any natural person having full capacity to perform procedural acts.
At the first procedural act performed by the representative, they must submit a written power of attorney signed by the principal or a certified copy thereof, as well as other documents evidencing their authority – together with copies for the opposing party (Article 89 § 1 CCP).
VI. All procedural pleadings must be prepared in the Polish language. 
VII. The parties and their representatives are obliged to notify the Court of any change of their place of residence, and in the case of parties that are not natural persons, of their registered office. A party who is an entrepreneur entered in the Central Register and Information on Economic Activity (CEIDG) is obliged to notify the Court of any change to the address for service disclosed in that register.
A party who has requested service to a designated post office box address must notify the Court of any change to that address.
If these obligations are neglected, a court document shall be placed in the case file with the effect of service, unless the Court is aware of the new address (Article 136 § 2 CCP). 
VIII. When submitting a procedural pleading to the Court, the case file reference number indicated in this document must be provided.
