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Completing the Affidavit of Service of the  Notice to Attend as a Witness
For more detailed information, refer to our website: https://www.albertacourts.ca/cj/areas-of-law/civil
.\partials\AB-Gov Black.jpg
Step 1: Before you File
A)
The person who filed the claim is called the "Plaintiff". Anyone they are suing is called a "Defendant(s)". The section on all court documents that identifies the names of the parties is the "style of cause".
This Affidavit of Service must be completed by the person who served the Notice to Attend as a Witness on the witness.
B)
A separate Affidavit of Service should be completed for each witness served.
C)
Step 2: Complete the Affidavit of Service of the Notice to Attend as a Witness
A)
The form "Affidavit of Service of the Notice to Attend as a Witness" is available at the Court of Justice office or on the website listed above. (Click the link "Forms & Publications" on the left hand side of the page.) 
https://www.albertacourts.ca/cj/areas-of-law/civil/forms
B)
For "action number", use the same action number that is on the Civil Claim.
It is YOUR responsibility to notify the Court office and all other parties in writing of any change in your contact information or address for service. If you do not, court appearances could be held, or an order or judgment could be issued against you without your knowledge.
H)
Indicate the following information:
For "court location", use the location where the Civil Claim is currently filed.
C)
For "style of cause", copy the names of the parties exactly as they appear on the Civil Claim (or amended Civil Claim).
D)
Address for service and contact information of party filing the document. The information you provide here (including your address, fax number or email address) is the address the Court and the parties will use to serve you documents and court appearance notices throughout this case.
E)
"Affidavit of: " indicate the name of the person completing the Affidavit and the city/town, where they live (the person who served the documents, should complete this form). The Commissioner for Oaths will complete the date the affidavit is Sworn or Affirmed.
F)
Select the method of service used when serving the Notice to Attend as a Witness. If completing this form on-line, once you select the method of service used, the other options will disappear. If you want to select a different method of service simply de-select the method you chose and all the service selections will reappear.
G)
The section at the bottom of the Affidavit, is called the "Jurat".  It will be completed by the commissioner for Oaths.  Sign the document in the presence of the commissioner. In order to commission your Affidavit you will need to produce photo identification.
I)
a.
date the witness was served
date the Notice to Attend as a Witness was filed
c.
the witness allowance amount that was served
d.
address where the witness was served 
e.
attach any exhibits as required by the method of service used.
b.
name of the witness
f.
Step 3: File the Affidavit of Service of the Notice to Attend as a Witness
A)
There is no fee to file this document.
The Affidavit of Service should be filed at the Court of Justice Office where the Civil Claim is currently filed. 
B)
Bring the original Affidavit of Service and exhibits (if any), plus a copy for yourself.
C)
Action Number
ADDRESS FOR SERVICE AND CONTACT INFORMATION OF PARTY FILING THIS DOCUMENT
Choose either lawyer, agent or self-represented from the specific boxes
Represented by:
Affidavit of
/
I,
of
,
AND SAY THAT
Personal Service on an Individual:
On
 I served 
with a copy of the Notice to Attend as a Witness filed on 
along
, by leaving them with the individual at
Service by Recorded Mail on an Individual:
I served
Date in Full
with a copy of the Notice to Attend as a Witness filed on 
along
, by sending them by recorded mail addressed to the 
individual at
Attached and marked as Exhibit "A" is the recorded mail receipt.
Attached and marked as Exhibit "B" is the acknowledgement of receipt signed by the individual.
on
.
Service as directed by the Court:
In accordance with the Order of the Honourable Judge
granted on 
I served
with a copy of the Notice to Attend as a Witness filed on 
along
and a copy of the above mentioned Order, in the
following manner (explain how you served the documents):
, Alberta.
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