
Action No.

Clerk of the Provincial Court

Provincial Court of Alberta
(Civil) 

City Province Postal Code Res. Phone Bus. Phone
The Defendant's Address for service is:

City Province Postal Code Res. Phone Bus. Phone
The Defendant's Address for service is:

City Province Postal Code Res. Phone Bus. Phone
The Plaintiff's Address for service is:

, Alberta.at

Dated

The reasons for the Claim are:

Plaintiff(s)

 and 

Defendant(s)

Civil Claim 

Print Name

Signature of    Plaintiff  /  Agent  /  Solicitor

The Court's Address is:

on

and costs of this action. 

, Alberta on or about 

The Plaintiff Claims from the Defendant    $

Issued by the Provincial Court of Alberta

I will be calling witnesses.

CTS1461 (2012/01)

.

date

Website address: www.albertacourts.ab.ca

I abandon that part of my Claim that exceeds the financial jurisdiction of this Court.
I understand and agree that I cannot recover in this Court or any other Court the part of my Claim that is abandoned.

The Claim arose at



Print Name and Address

Commissioner for Oaths for Alberta

Print Name and Expiry

I,

Affidavit of Service

of

make oath and say / solemnly affirm and declare that I served 

with a true copy of the Civil Claim/Notice to Defendant/form of Dispute Note/Order by:
Cross off and initial all 
non-applicable sections

a) delivering  the copies on Personal Service on an 
individual

Attached and marked Exhibit “A” is the receipt from the Post Office and attached and marked Exhibit “B” is the 
acknowledgement of receipt from the Defendant or a person receiving it on the Defendant's behalf

b) mailing the copies to the Defendant at Service by Registered 
mail on an individual

c) leaving the copies on

a resident, thereof, who was apparently 16 years of age or older.

Personal service at the 
most usual residence of 
individual

d) leaving the copies on Personal service at 
Registered office of 
Corporation only

e) mailing the copies on

Attached and marked Exhibit “A” is the receipt from the post office and attached and marked Exhibit 'B' is 
the Corporate Registry Search.

Service by Registered 
mail at Registered office 
of Corporation only

f) leaving the copies on

a / an 

at

of the above named corporation

write out the full address

g)

a partner of the above named partnership

write out the full address

h)

Sworn / Affirmed before me

on

at , Alberta.

Personal service on 
President, Head Officer, 
Director, Manager, 
Agent or Officer of the 
Corporation

Service on a Partnership

As directed by the Court
(Stipulate date and 
method)

Signature

the Defendant's most usual place of residence, with

write out the full address

write out the full address

write out the full address

write out the full address

write out the full address

personally to the Defendant at
date

date from acknowledgement of receipt

date

at

at the registered office of the above
date

named corporation at

by registered mail to the registered 
date from postal receipt

office of the above named corporation at

date
with

leaving the copies on
date

with

at

dated .

the Defendant's most usual place of residence.

Attached and marked Exhibit "A" is the Corporate Registry Search.



What Do I Need to Know?
•	 Serve a copy of the Civil Claim and form of Dispute Note on the Defendant 
	 (see "How Do I Serve the Documents?" below). If not served within one year of issue the 	
	 claim will expire unless renewed by order of the Court within that year.

•	 If the Defendant settles the Civil Claim, please inform the Court office.

•	 If the Defendant files a Dispute Note (within 20 days if served in Alberta, 30 days 	if 		
	 served outside of Alberta) you will be notified in writing of the date to appear for hearing 		
	 of the Civil Claim.

•	 If the Civil Claim is not settled and the Defendant has not filed a Dispute Note 			 
	 within the required period, you may request that the Defendant be Noted in Default or 		
	 that Default Judgment be entered against the Defendant by filling out a request form. 		
	 This form can be obtained from the Court office where you 	filed your Civil Claim or on 		
		 the Alberta Courts Web Page. The address is: www.albertacourts.ab.ca and is available 		
	 24 hours a day.

How Do I Serve the Documents?
The Civil Claim and form of Dispute Note must be served by one of the methods listed 
below. You may serve the documents on any day of the week. Someone else may serve the 
documents for you.

If you are unable to serve your documents by one method, an alternative method should be 
attempted. If you are unable to serve the documents by any of the approved methods, contact 
the Court office where you filed your Civil Claim for further instructions.

How do I serve a Person?
You may serve the documents on a person:

a)	 by giving the documents to that person; or

b)	 by leaving the documents at the person's residence with a resident who is 			 
	 apparently 16 years or older; or

c)	 by mailing the documents by registered mail to the person's last known address. 			 
	 The Defendant, or someone on the Defendant's behalf signs an acknowledgment of 		
	 receipt. Keep your postal receipt and contact the Post Office for a Copy of Signature or 		
	 Certificate of Confirmation of Delivery document.

When you serve more than one Defendant you must use separate envelopes for each one.

How do I serve a Corporation?
Obtain a corporate search from Corporate Registry to prove to the Court that you have properly 
served the registered office of the corporation (this might be at a law firm).

You may serve the documents on a corporation:

a)	 by giving the documents to the president, chairman, or other head officer or a director of 		
	 the corporation, or

b)	 by giving the documents to a manager, agent or officer acting on behalf of the 			 
	 corporation where the Civil Claim arose, or

c)	 by leaving them at or sending them by registered mail to the registered office of the 
	 corporation.  Keep your postal receipt from the Post Office.

If service is done by registered mail it is considered to be served 7 days from the date of mailing 
to an address in Alberta and 14 days if mailed to an address in Canada, outside of Alberta.

What do I do with the Affidavit of Service?
After serving the Defendant, the person who served the Civil Claim and form of Dispute Note 
must:

a)	 complete the Affidavit of Service and have it sworn/affirmed before a Commissioner for 		
	 Oaths. This may be done at any Court office.

b)	 if served by registered mail provide the Commissioner with the required documents to be 	
	 attached and marked as exhibits:
	 (i)	 on an individual - postal receipt and acknowledgment of receipt documents
	 (ii)	 on a corporation - postal receipt

It is your responsibility to notify the Court office of any change in your address.



Notice to Defendant

Within 20 days of receiving this Civil Claim (30 days if served 
outside of Alberta) you must:

1.	 Pay to the Court office the amount of the Civil Claim plus 		
	 costs (contact the Court office) by cash, certified 			 
	 cheque, money order or debit card (if available) only. 			 
	 A court 	appearance will not be necessary if you choose this 		
	 option.

or

2.	 Dispute the Civil Claim by completing and then delivering 		
	 the attached form of Dispute Note in person, or by fax 			
	 machine or by mail to the Court office at the address shown 		
	 on the other side. 			 
	
	 The Court office must receive the form of the Dispute Note 		
	 within the 20 (30) day time limit.

If you do not pay or dispute the Civil Claim judgment 
may be entered against you for the amount of the Claim, 
interest and costs.

A judge may appoint a guardian ad litem for a minor 
defendant where it appears to be in the interest of the 
minor.

It is your responsibility to notify the Court office of any 
change in your address.
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