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  Document Service Information 
 
 

 

As Western Canada’s largest and most experienced Civil Enforcement Agency, Consolidated Civil Enforcement is well-
positioned to assist individuals, businesses, law firms, and government agencies with their document service needs. We have 
extensive process server and bailiff coverage throughout Alberta and British Columbia and in parts of Saskatchewan and 
Manitoba. Our network and the areas we cover continue to grow as we add additional bailiffs and process servers in 
Saskatchewan and Manitoba, and across Canada. Currently, for services in other provinces, Consolidated has a network of 
third-party providers that we can use to get your services completed. Our process servers work tirelessly in an effort to get 
your documents served.  

Consolidated understands the complexity involved with process service, including the efforts necessary to effect service, 
potential time constraints, and the need for a record of work and valid proof of service.  We are also recognized in the industry 
for our extensive knowledge of government legislation and accurate preparation of complex legal affidavits. 

1 Service Times 

Regular Service 

• 4 to 7 working days for completion of service/three attempts at service. 

• 6 to 10 working days for return of affidavit. 

Rush Service 

• Up to 3 working days for completion of service/three attempts at service. 

• 4 to 7 working days for completion and return of affidavit. 

2 Service and Affidavit Deadlines 

To ensure that your service is completed and your documents are ready for your required court dates, we require the 
following two deadlines to be included on your instruction sheet: 

• Deadline for Service. 

• Deadline for return of Affidavit. 

3 Available Types of Service 

Personal Service 

• The documents are served to the defendant/respondent only. 

Service on Registered Office 

• The documents are served to the registered office of the company/corporation.  This option cannot be used for an 
individual.   

Substitutional Service 

• A court order is required for all forms of Substitutional Service 

Service on an Adult member of the household (Substitutional) 

• The documents will be served on a member of the household over 18 years of age. 

Service to solicitor/lawyer (Substitutional) 

• The documents are served on the defendant’s/respondent’s lawyer or solicitor. 

Post Documents at the Door (Substitutional) 

• The documents will be left at the door of the address provided for service. 

4 Retainer 

A $200 retainer is required on all Document Service files.  This retainer is applied to the invoice for the cost of the service. 

• The retainer may be VISA or MasterCard. 

• For a cost estimate, feel free to contact us. 

 
 
 

Calgary – Ph: 403 262-8800  Fx: 403 262-8801  email – RTPS@ccebailiff.ca Edmonton – Ph: 780 448-5833   Fx: 780 448-0698 
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 Document Service Request 
 
 

 
 

Complete this form in its entirety and attach your $200 retainer when submitting your documents for service. 
Send by EMAIL to RTPS@ccebailiff.ca or FAX 1-888-262-8803 

 
 

Name of Person(s)/Company to be Served 

Name: ____________________________________________  

Address: __________________________________________  

 __________________________________________________  

Phone: ____________________________________________  

2nd Person/Company to be Served 

Name: ____________________________________________  

Address: __________________________________________  

 __________________________________________________  

Phone: ____________________________________________  

❑ REGULAR Service  
 Deadline for Service ____________________________  

 Deadline for Affidavit __________________________  

 
❑ RUSH Service (additional fees incurred) 

 Deadline for Service ____________________________  

 Deadline for Affidavit __________________________  

 

❑ Deposit/Retainer - $200 

 

Alternate location for service 

❑ Work 

Name: _________________________________________  

Address: ________________________________________  

 _______________________________________________  

❑ Other  __________________________________________  

 __________________________________________________  

Service to be completed by 
❑ Personal Service only 

❑ Service on Registered Office 

❑ Service to Adult at Household (Court Order Required) 

❑ Service to Solicitor/Lawyer 

❑ Post Documents at Door (Court Order Required) 

❑ Substitutional Service (Court Order Required) 

Documents to be served 

1.  ________________________________________________  

 __________________________________________________  

2.  ________________________________________________  

 __________________________________________________  

3. ________________________________________________  

 __________________________________________________  

Other / Special Instructions 

 ________________________________________________  

 ________________________________________________  

 ________________________________________________  

 ________________________________________________  

 ________________________________________________  

 ________________________________________________  

 

 

INSTRUCTING PARTY (CUSTOMER) 

The Instructing Party (Customer) agrees to pay for all services performed and invoiced by Consolidated within 30 days of the invoice date.  
Such services will be charged at the published rate.  The Customer shall pay interest on overdue amounts at a rate of 18% per annum, 
calculated annually, not in advance.  The Customer further agrees to provide deposits or other advances for services to be performed upon 
the request of Consolidated. 

 

Date: ___________________ Your reference #:  ____________________________________ Contact: ______________________________  

Instructing Party (Legal Name of Company): _____________________________________________________________________________  

Address:  _______________________________________________________________________________________________ (Postal Code) 

Phone:  ________________________________    Fax:  ________________________________   Email:  ______________________________  

 __________________________________________________________   _____________________________________________________  
Signature Name (please print) 

 

mailto:RTPS@ccebailiff.ca


 
 

MasterCard/Visa Authorization Form 
 

Today’s Date  

Card Type:  VISA  MasterCard 

Retainer 
Amount: 

 

Cardholder 
Name: 

 

Card Number:  

Expiry Date:  

Additional 
charges 
incurred  

By signing below I hereby authorize Consolidated Civil Enforcement Inc. to charge the 
above noted credit card for invoices incurred on this file.  I agree to pay these charges 
and understand that Consolidated Civil Enforcement Inc. will forward me copies of the 
same marked as paid by credit card. 

Card Holder 
Signature: 

 

 
ATTACH PHOTOCOPY OF FRONT AND BACK OF CREDIT CARD 

 
 
 
 
 
 
 
 
 
 
 

For CCE Office Use Only 
 
CCE File Number: ____________________________  Authorization Date:  __________________________ 
 
Authorization Number: ________________________  Authorizing RM: _____________________________  
 

CCE Invoice Payment 
 

Invoice #:   _____________          Invoice Amount: ______________          Authorization Date:  ______________ 
 
Invoice #:   _____________          Invoice Amount: ______________      Authorization Date:  ______________ 

 
Consolidated Civil Enforcement Inc. 

300 801 Manning Road N.E. Calgary, AB  T2E 7M8 * Phone: (403) 262-8800 * Fax: (403) 262-8801 
Toll Free Phone:  (888) 262-2626  *  Toll Free Fax:  (888) 262-8803 

 


	Address 1: 
	Address 2: 
	Phone: 
	Address 1_2: 
	Address 2_2: 
	Phone_2: 
	Address 1_3: 
	Address 2_3: 
	Other 2: 
	Date: 
	Your reference: 
	Contact: 
	Instructing Party Legal Name of Company: 
	Address: 
	Phone 1: 
	Fax: 
	Email: 
	Name please print: 
	2nd Document for Service: 
	3rd Document for Service: 
	Regular Deadline for Affidavit: 
	Regular Deadline for Service: 
	Name of Person to Be Served: 
	Name of 2nd Person to Be Served: 
	Alternate Location for Service - Work: 
	Other location for Service: 
	Other/Special Instructions: 
	Todays Date: 
	MasterCard: Off
	VISA MasterCardRetainer Amount: 
	VISA MasterCardCardholder Name: 
	VISA MasterCardCard Number: 
	VISA MasterCardExpiry Date: 
	VISA: Off
	Regular Service: Off
	Rush: Off
	Work: Off
	Other: Off
	1st Documents for Service_1: 
	1st Document for Service: 
	2nd Document for Service_1: 
	3rd Document for Servcie_1: 
	Deposit/Retainer: Off
	Personal Service: Off
	Service on Registered Office: Off
	Service on Adult at Household: Off
	Service to Solicitor/Lawyer: Off
	Post Documents at Door: Off
	Substitutional Service: Off
	Rush Deadline for Service: 
	Rush Deadline for Affidavit: 


