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Completing the Civil Claim
For more detailed information, refer to our website: https://www.albertacourts.ca/cj/areas-of-law/civil 
Step 1: Prior to Filing
A)
If you are filing a claim against someone, you are called the "Plaintiff". The person and/or business that you are suing is called the "Defendant". You can name all of the parties involved on one Claim. The section on all court documents that identifies the names of all parties is the "style of cause".
B)
The financial limit for civil claims in the Court of Justice is $100,000. If your claim is more than $100,000, you may "abandon" the amount over $100,000 or you may file a Statement of Claim in the Court of King's Bench.
C)
The Civil Claim process will take time and cost money. There is a fee to file the claim. You may also have to pay someone to serve the claim and pay any expenses for your witnesses. It may also be possible to recover some of these costs at the end of the case. You should keep all your receipts.
D)
Filing fees may be recoverable. The filing fees are as follows:
$100 for claims up to $7500$200 for claims over $7500 up to $100,000
You can pay with: cash, cheque (payable to the Government of Alberta), Visa, Mastercard, American Express or debit card. If the filing fee will cause you financial hardship, contact your local court office.
E)
You will need information about the party you are suing such as their location, proper legal name(s) and if it is likely you will be able to collect your money. A judgment is valid for 10 years.
F)
Searches can be done at any Alberta Registry location (for a fee) to find out the proper name and registered address for a Corporation, trade name, partnership, or organization.
Step 2: Complete the Civil Claim
A)
If you do not know who to name as the Defendant(s), you may wish to get legal advice.
B)
Naming the Parties (For Plaintiff(s) and Defendant(s))
For individuals: Correctly identify the person's full name, including first, middle, and last names if known. Do not use prefixes Mr., Mrs., Dr. etc.If either party is under the age of 18, an adult who is wiling to represent the minor must complete an Affidavit of Self-Appointed Litigation Representative.For corporation, trade name, partnership, or organization: Refer to the information identified on your search. You must name the Defendant(s) correctly. If you get a Judgment and the Defendant(s) were named incorrectly, you will not be able to collect. 
C)
The "claim arose at" section refers to the city / town where the issue occurred.
D)
The "on or about" section refers to the date when the issue began, or the last acknowledgement of the debt. For most types of claims, the time limit you have to sue within is 2 years. For more information, you may want to obtain legal advice.
E)
Section 1 on Civil Claim - "Plaintiff(s) claims from the Defendant(s)". The first line asks for you to specify the amount of claim, not including interest or costs. Some debts may include the interest claimed up to the date the claim arose. If you are making a claim for Replevin, an amount for the estimated value would go here.
Interest: Specify the type of interest you are claiming.Costs: Specify the costs you are claiming.Other: Specify any other type of relief you are requesting.
F)
Abandonment: Select the abandonment box if your claim is over $100,000. If you do not want to abandon the extra amount, you must file a Statement of Claim in the Court of King's Bench.
G)
Witnesses - Include the number of witnesses, including yourself, who will testify on your behalf at trial. Court staff use the number of witnesses to schedule trial time. 
H)
Section 2 (Parties Contact Information) - Fill in ALL known contact information for the Plaintiff(s) and Defendant(s).
The information you provide here, (including your address, fax number or email address) is the address the Court and any party will use to serve you with documents and court appearance notices throughout the 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.
I)
Section 3 (Type of claim and reasons) - Choose from the type of claim listed and complete and attach the corresponding attachment. If you are completing this form on-line and have selected an attachment for your type of claim, all other attachments will disappear. If you want to select a different type of claim, simply de-select the type of claim you chose and all the claim attachments will reappear. You may lose any data previously entered on the attachment.
 
Do not attach any additional material or evidence when filing the Civil Claim.
Step 3: File the Civil Claim
A)
When you attend the Court of Justice location to file your Civil Claim, bring the original Civil Claim, plus a copy for each Plaintiff(s) and Defendant(s).
B)
The Civil Claim can be filed at any Court of Justice location in the Province. However, if the Defendant(s) dispute the claim, the file may be transferred to the court office nearest to where the claim arose or where the Defendant(s) lived or carried on business at the time the claim arose.
C)
The Civil Claim will be reviewed to make sure it meets all of the requirements. Then it will be given a court action number and the filing fee will be collected.
D)
The Court of Justice office will keep the original Civil Claim. The copies will be returned to you.
Step 4: Serving the Civil Claim
A)
The Civil Claim and a blank copy of a Dispute Note must be served on each Defendant within 1 year from the date that the claim was filed. If the Civil Claim has not been served on the Defendant(s), it will expire one year after it is filed unless within that year, it is renewed by Order of the Court of Justice for a period not exceeding three months.
B)
The Civil Claim (and a blank copy of the Dispute Note) must be served in one of the ways listed below.
Tips:
Documents can be served on any day of the week.Someone else may serve the documents on your behalf. That person must complete an Affidavit of Service of Commencement Documents.If you are serving more than one Defendant at the same location by recorded mail, you must use separate envelopes for each party.When personally serving documents to either an individual or corporation, leaving the documents in the mailbox, taping to the door, or sliding under the door is not proper service unless you have an order from the Court permitting you to do so (known as an Order for Substitutional Service).
How do I serve an individual? (as outlined in the Affidavit of Service of Commencement Documents in paragraphs A - C)
By delivering the document personally to the individual at any location, a street address must be provided; orBy delivering the documents at the person's most usual place of residence and leaving with a resident who is apparently 16 years or older; try to obtain their name, or if they refuse to provide it, a generic description, e.g. adult male; orBy sending the documents by recorded mail to any address. The Defendant or someone on their behalf must sign the acknowledgement of receipt for the service to be effective. The original recorded mail receipt and the Certificate of Confirmation of Delivery documents must be attached and marked as exhibits to the Affidavit of Service.      
Or
How do I serve a Corporation? ( as outlined in the Affidavit of Service of Commencement Documents in paragraphs D - F)
A Corporate Registry Search is required to prove to the Court that you have properly served the Registered office of the corporation (it may not be the actual place of business). In all methods of service for a Corporation, you will be required to attach a copy of the corporate registry search as an exhibit to the Affidavit of Service.
D.
By serving the registered office of the Corporation by either:
Delivering the documents personally to the registered office; orSending the documents by recorded mail to the registered office as listed on the corporate registry search. The original recorded mail receipt and the Certificate of Confirmation of Delivery documents must also be attached and marked as exhibits to the Affidavit of Service. 
E.
By serving either a Director of the named corporation or an individual who appears to have management and control responsibilities of the corporation at its principle place of business / activity in Alberta or place of business in Alberta where the claim arose by either:
Delivering the documents personally;Leaving the documents for them at their most usual place of residence, either to them or someone on their behalf; orSending the documents by recorded mail addressed to them. The Director, individual with management control responsibilities or someone with on their behalf must sign the acknowledgement of receipt for the service to be effective. The original recorded mail receipt and signed acknowledgement of receipt must also be attached and marked as exhibits to the Affidavit of Service.
F.
Service on an Extra Provincial Corporation (if any Corporate Registry search identifies that they are registered to carry on business in Alberta) by either:
Delivering the documents personally to the Attorney for Service at any location orLeaving the documents at the address for the Attorney for Service as listed on the Corporate Registry search orSending the documents by recorded mail addressed to the Attorney for Service at the address listed on the Corporate Registry Search. The Attorney for Service or someone on their behalf must sign the acknowledgement of receipt for service to be effective. The original recorded mail receipt and signed acknowledgement of receipt must also be attached and marked as exhibits to the Affidavit of Service.
How do I serve a Partnership?
G.
Service on a partnership may be made by serving one of the named partners by either:
Delivering the documents personally to one of the partners, if it is an individual, you will require the name of the partner and the address location where you served the documents.Sending the documents by recorded mail addressed to a partner at:Any address of the partner. The original recorded mail receipt and signed acknowledgement of receipt must also be attached and marked as exhibits to the Affidavit of Service.If the Partner is a corporation: to the registered office of the partner as listed on the Corporate Registry Search. The original recorded mail receipt and signed acknowledgement of receipt must also be attached and marked as exhibits to the Affidavit of Service.
Service as directed by the Court
H.
If the methods for service outlined in paragraph A - G on the Affidavit of Service of Commencement Documents have not been successful in order to effect service of your Civil Claim, an application may be made for a substitutional service order. For more information, contact the Court of Justice office.
Step 5: Complete and file the Affidavit of Service of Commencement Documents
A)
The form titled "Affidavit of Service of Commencement Documents" is available at the Court of Justice office or on our website listed above (under the heading "Forms & Publications")
B)
Complete and file the Affidavit of Service of Commencement Documents with the Court of Justice office. The person who served the documents must complete the Affidavit of Service. It should be filed and commissioned at the Court of Justice office where your Civil Claim was filed. There is no fee for this service at the courthouse.
C)
After the Defendant(s) have been served with the Civil Claim, the Defendant can dispute the action within the timeframe stated on the Notice to Defendant, if they do not dispute within this timeframe, you may apply to Note in Default or Request Default Judgment. The type of Civil Claim filed determines which of these steps to take. If you are unsure what your next step is, contact the court office where you filed the Civil Claim.
Useful Information
If the Civil Claim is disputed after service has been effected, the Court of Justice office will provide you a copy of the Dispute Note. The file may either be scheduled for a Mediation session, Pre-Trial Conference, Binding Judicial Dispute Resolution or Trial. In all instances, you will receive written notice telling you of the date and location of your appearance.
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. There you will find information on court processes and videos to assist you with court appearances.
Action Number
Enter action number.
Name
NOTICE TO DEFENDANT(S)
You are being sued. You are a Defendant. Failure to respond to this Civil Claim may result in a judgment being entered against you. Go to the end of this document to see what you can do and when you must do it.
The Claim arose at              
, Alberta on or about 
.
1. The Plaintiff(s) claims from the Defendant(s): (check applicable box(es))
(Amount claimed, not including interest or costs)
$
2. Abandonment of excess portion of claim
    (check the following box only if you are abandoning any claim that exceeds the financial jurisdiction of this Court).
 
 
3.
I will be calling               witness(es) at the trial of this matter, including myself.
4. Parties' Contact Information
Plaintiff(s) (provide the following information for each Plaintiff)
Choose either yes, no or not applicable from the specific boxes.
Represented by:
Choose either lawyer, agent or self-represented from the specific boxes
Defendant(s) (provide the following information for each Defendant)
Choose either yes, no or not applicable from the specific boxes
WARNING - 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. Failure to do so may result in court appearances being held, or an order or judgment being issued against you, without your knowledge.
5. Reasons for Claim
The reasons for the claim by the Plaintiff(s) are set out in the attachment:(choose from the following types of claims)
NOTICE TO DEFENDANT(S)
You only have a short time to respond to this Civil Claim:
         •         20 days if you are served in Alberta, or
         •         30 days if you are served outside Alberta. 
You must either:
         1.         Settle the claim directly with the Plaintiff.
         - or -
         2.         Pay the amount plus interest and costs as claimed in the Civil Claim to the Court of Justice office by cash, certified cheque, money order or debit card (if available) only. A court appearance may not be necessary if you choose this option.
         - or -
         3.         Dispute the Civil Claim within the applicable time set out above, by doing the following:
         (a)         Complete a Dispute Note (which may include a counterclaim) giving your reasons for disputing the Civil Claim. If there are parts of the Civil Claim you agree with, check the applicable box in section 2 in the Dispute Note. 
         (b)         File the Dispute Note and pay the applicable filing fee either in person at any Court of Justice office, or by mail to the Court of Justice location shown on the Civil Claim. The Court of Justice must receive a Dispute Note and the applicable filing fee within the time limit set out above.
WARNING: 
If you do not pay the Civil Claim or file a Dispute Note within the time limit set out above, the Plaintiff(s) may obtain a judgment against you.
Forms and self-help materials are available at any Court of Justice location and on the Alberta Courts website at: 
https://www.albertacourts.ca/cj/areas-of-law/civil.
Attachment (A)
General Claim
The reasons for the claim by the Plaintiff(s) are:
(Briefly describe the reasons for your claim against the Defendant(s). Describe what happened, where and when it happened, who was involved, and how you arrive at the amount claimed).
Briefly describe the reasons for your claim against the Defendant(s). Describe what happened, where and when it happened, who was involved, and how you arrive at the amount claimed
Attachment (B)
Amount Owing for Goods and/or Services
On
at
The Plaintiff(s):
The Defendant(s) agreed to pay the Plaintiff(s) $
for the goods or services.
The amount was due to be payable on
.
To this date the Defendant(s) has: (Check one)
on
leaving a balance owing of $
.
The Defendant(s) owes the Plaintiff(s) the amount of $
plus interest and costs as claimed.
Attachment (C)
Debt Claim
The Plaintiff(s) claim(s) against the Defendant(s) the sum of $	
pursuant to a:
made or signed on
.
The amount owing became due and payable on 
.
The Plaintiff(s) demanded payment of this sum from the Defendant(s) but to this date the amount owing has not been paid by the Defendant(s). 
The Defendant(s) owes the Plaintiff(s) the amount of $
, plus interest and costs as claimed.
Attachment (D)
Motor Vehicle Accident
The Plaintiff(s) claims for:
The Plaintiff(s) was:
Date of accident
The Plaintiff(s) vehicle (if applicable)
Make
Model
Enter model of vehicle.
Year
License Plate Number
Vehicle Identification Number (VIN)
Registered Owner
The Defendant(s) vehicle (if applicable)
Make
Model
Enter model of vehicle.
Year
License Plate Number
Vehicle Identification Number (VIN)
Registered Owner
The driver of the Defendant(s) vehicle was:
The accident was caused by the negligence of the Defendant(s)
- OR - 
Personal Injury: (Complete this section if applicable)
(NOTE: If the Defendant(s) did not have insurance and the Plaintiff(s) is making a claim for personal injury, the Administrator of the Motor Vehicle Accident Claims fund should be notified of this Civil Claim.)
The Plaintiff(s) is claiming the following:
$
for pain and suffering/loss of enjoyment of life from the date of the injury up to the date of
calculated as follows:
for loss of income calculated as follows:
$
(If you are claiming expenses resulting from the injuries complete  this section)
$
for the following expenses:
Attachment (E)
Return of Security Deposit (Damage Deposit)
On 
, the Plaintiff(s) rented premises from the Defendant(s)
at 
in
, Alberta 
and paid the Defendant(s) a security deposit (damage deposit) in the amount of $
.
The Plaintiff(s) left the rental premises on 
and the Defendant(s) has not returned the following
amount which is owing to the Plaintiff(s):
.
There has been no damage to the property other than normal wear and tear.
I am entitled to receive the balance of $
.
The move-in inspection report was completed
The move-out inspection report was completed
I agree that the Defendant(s) is entitled to keep
of the security deposit (damage deposit) and my reasons for this are:
Attachment (F)
Damages to Property
On 
at 
in
,
Alberta, the Defendant(s) caused damages to the following property owned or in the possession of the Plaintiff(s):
Attachment (G)
Personal Injury (other than motor vehicle accident)
On 
at 
in
,
Alberta, the Defendant(s) caused personal injury to the Plaintiff(s) by:
The Plaintiff(s) is claiming the following:
$
for pain and suffering/loss of enjoyment of life from the date of the injury
Enter amount claimed for pain and suffering/loss of enjoyment of life
up to the date of
as follows:
$
for loss of income calculated as follows:
(If you are claiming expenses resulting from the injuries complete this section)
$
for the following expenses:
Attachment (H)
Payday Loan
The Plaintiff is a licensed payday lender under the Consumer Protection Act and the Payday Loans Regulation and was duly licensed when the loan was given. The loan was in compliance with the Consumer Protection Act and the Payday Loans Regulation.
The Plaintiff's claim against the Defendant represents the balance owing of
to the Defendant by the 
Plaintiff on
pursuant to a written agreement signed by the Defendant and provided to the Defendant.
Loan Principal
Cost of Borrowing
Loan Repayment  Amount
Loan Insurance
dishonoured
Pre-Authorized Debit
(PAD fee)
Due Date
This Payday loan was made with the Defendant:
The Defendant has defaulted on the loan(s). The Plaintiff has made a demand for payment.
as follows:
$
on
The Plaintiff requests a one-time fee of $
for the dishonoured cheque or dishonoured
pre-authorized debit (PAD) item under section 124.61(3)(b) of the Consumer Protection Act.
The Plaintiff claims against the Defendant:
a)         Judgment in the sum of $ 
, representing the principal amount of loan, plus the cost of borrowing, loan 
insurance (if any) and the dishonoured cheque or dishonoured pre-authorized debit fee.
b)         Interest on the principal amount of the loan and cost of borrowing of $
pursuant to section 124.61(3)(a)
of the Consumer Protection Act, at a rate of 2.5% per month, not to be compounded, which totals $
per diem from
to the date of judgment.
Attachment (I)
Breach of Contract
The Plaintiff(s) claim(s) against the Defendant(s) the sum of $	
, pursuant to a:
made on
, the details of which are
The contract was breached by the Defendant(s) on
as follows:
Attachment (J)
Wrongful Dismissal
The Plaintiff was employed by the Defendant(s) from
to
, performing
the following work:
The Defendant(s) wrongfully terminated the Plaintiff's employment on
.
As of the date of termination of employment, the Plaintiff was receiving the following compensation:
The Plaintiff claims against the Defendant(s) the amount of $
calculated as follows:
$
$
$
$
$
Attachment (K)
Return of Personal Property (Replevin)
The Plaintiff(s) claims for the return of personal property which has been unlawfully taken or detained by the Defendant(s)
Provide a clear and specific description of the property and its estimated value:
Set out the facts respecting the unlawful taking or detention of the personal property:
Describe your ownership or entitlement to the personal property you are seeking returned:
Type of relief requested:
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This form is used to commence a civil action in the Court of Justice (Civil) (small claims court).
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