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Completing the  Notice to Attend as a Witness
For more detailed information, refer to our website: https://www.albertacourts.ca/cj/areas-of-law/civil
The Notice to Attend as a Witness must be served on the witness along with a witness allowance amount.  There are different allowance rates for regular and expert witnesses. An example of an expert witness could be a doctor or mechanic who is being called to provide opinion evidence relating to their area of expertise.
Step 1: Before you file
You must already have a Trial date scheduled by the Court in order to complete this form.
The person who filed the Civil Claim is called the "Plaintiff". Anyone they are suing is called a "Defendant". The section on all court documents that identifies the names of all parties is the "style of cause".
B)
A)
B)
For "action number", use the same action number that is on the Civil Claim.
C)
For "court location", use the location where the Civil Claim is currently filed.
D)
For "style of cause", copy the names of the parties exactly as they appear on the Civil Claim (or amended Civil Claim).
E)
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 any parties will use to serve your documents and court appearance notices throughout this case.
It is YOUR responsibility to notify the Court office and all 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.
F)
"Witness Required to Attend" - Specify the full name, address and contact information of the witness you are requesting to attend.
Step 2: Complete the Notice to Attend as a Witness:
The form "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
A)
"You are required to appear before a Judge" - Insert the name of the party who is filing this document and requesting the attendance of the witness.
G)
"Details of the Trial Date and location" - Refer to your Notice of Trial or Simplified Trial for details to complete this section, if you need assistance with this information, the Clerk's office may assist you.
H)
"Paragraph 2" - State any particular documents or material that you would like the witness to bring to Trial.
I)
"Paragraph 3" - Calculate the witness allowance that is payable to the witness and served along with the Notice to Attend as a Witness. For specific allowance rates, refer to the Travel, Meal and Hospitality Expenses Policy
J)
Step 3: File the Notice to Attend as a Witness
There is no filing fee.
A)
The Notice to Attend as a Witness should be filed at the Court of Justice Civil office where the trial is scheduled.
B
Bring the original document plus 3 additional copies.
C)
Step 4: Serving the Notice to Attend as a Witness and Witness Allowance
A)
Both the Notice to Attend as a Witness and witness allowance must be served 21 days before the trial by either:
Serving the witness personally;Serving the witness by recorded mail and having it signed for by the witness; orAs directed by the Court.
Step 5: Complete and file an 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 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)
The Affidavit of Service must be filed prior to the trial to prove that you served the Notice to Attend as a Witness and the applicable witness allowances. You will need this proof of service if the witness does not appear to testify at the trial. A Judge may issue a Court Order for the witness to attend or to detain a witness in custody.
Step 6: Prepare for the Trial
Organize your materials and witnesses and have them testify in the order of events in your case.
A)
If you are required to attend Court, you will need to prepare yourself. For more help, visit the Court of Justice Civil website at:
https://www.albertacourts.ca/cj/areas-of-law/civil to find information on court processes and videos to assist you with court appearances.
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:
1
Witness Required to Attend
You are required to appear before a Justice of the Alberta Court of Justice and give evidence and testify as a witness at a trial on behalf of
.
You must attend at the date, time and place and for the period specified below:
Where:
2
You must also bring with you any records, including documents, contracts, cheques, invoices, letters, receipts, repair estimates, photographs or videos, printouts of any e-mails or other electronic messages, duplicate copies or transcripts of any voice messages, or any other materials that relate to this matter. 
In particular, you are required to bring the following:
3
A witness allowance that is required to be paid to you for attending as a witness must accompany this Notice. The allowance is calculated as follows (in accordance with section 28 and Schedule 1 of the Court of Justice Civil Procedure Regulation):
Allowance payable for each day or part of a day that you are required as a witness ($25/day)
Allowance payable for each day or part of a day that you are required as an expert witness ($50/day)
Meals
Accommodation
Transportation
TOTAL
WARNING TO WITNESS:
If you do not attend and remain in attendance as required in this Notice, a judge may issue a Court Order requiring that you attend or be detained in custody.
Any disputes regarding the witness allowance paid to you may be brought to the attention of the judge at trial.
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This form is used to give a witness notice of the date, time, location of their required attendance to give oral evidence at a hearing or trial in the Alberta Court of Justice Civil (small claims court).
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