
 

SCHEDULE "" 
 

ELECTRONIC CASE INFORMATION AND SERVICE PROTOCOL 
EFFECTIVE AS OF DECEMBER 6, 2017 

 
 
APPLICATION 

1. This Electronic Case Information and Service Protocol shall apply to this proceeding except as 
otherwise ordered by the Court. 

DEFINITIONS 

2. For the purposes of this Protocol, the following capitalized terms shall have the meanings ascribed 
below: 

(a) "Case Website" means the website referenced in paragraph  of the Implementation Order; 

(b) "Court" means the Court of Queen’s Bench for Saskatchewan, sitting in bankruptcy if 
applicable; 

(c) "Court Document" means a document in this proceeding which must be served for the 
purposes of this proceeding and/or is to be filed, or has been filed or issued in the Court, 
including: 

(i) originating applications; 

(ii) notices of application; 

(iii) affidavits; 

(iv) reports of a Court Officer; 

(v) briefs of law; 

(vi) books of authorities; 

(vii) draft orders; 

(viii) fiats; and  

(ix) issued orders; 

(d) "Court Officer" means the receiver, monitor or proposed trustee appointed by or reporting to 
the Court in this proceeding; 

(e) "Creditor List" means the list of creditors to be compiled in accordance with the terms of the 
Implementation Order; 

(f) "Email" means electronic mail transmitted to a specified addressee or addresses; 

(g) "Email Address List" means the Word Format list provided for in paragraph 23 of this 
Protocol; 
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(h) "Hyperlink" means an active link located within an Email message or on a website, by which 
means an interested person can click to be linked to a document or part of a document on the 
Case Website; 

(i) "Implementation Order" means the order of the Court to which this Protocol is scheduled, 
and by which this Protocol is implemented; 

(j) "PDF Format" means the Portable Document Format compatible with a number of programs, 
including Adobe Acrobat and Acrobat Reader; 

(k) "Protocol" means this Electronic Case Information and Service Protocol; 

(l) "Request for Electronic Service" or "RES" means a request in the form appended to this 
Protocol as Appendix 1; 

(m) "Request for Facsimile Service" or "RFS" means a request in the form appended to this 
Protocol as Appendix 2; 

(n) "Request for Removal from Service List" or "RFR" means a request in the form appended 
to this Protocol as Appendix 3; 

(o) "Service List" means the list to be created pursuant to paragraphs 16 to 19 of this Protocol; 

(p) "Service List Keeper" means the person(s) appointed to keep the Service List pursuant to 
paragraph 16 of this Protocol; 

(q) "Supplementary Email Address List" has the meaning given to it in paragraph 26(b) of this 
Protocol; 

(r) "Supplementary Service List" has the meaning given to it in paragraph 26(a) of this 
Protocol; 

(s)  "URL" means a Uniform Resource Locator which acts as an address for a webpage or 
Hyperlink; 

(t) "Web Host" means that person or persons appointed by the Court Officer for the purposes of 
hosting and maintaining the Case Website and receiving and posting case information to the 
Case Website as provided for in the Implementation Order and in this Protocol; and 

(u) "Word Format" means a format compatible with Microsoft Word 

CASE WEBSITE 

3. The Case Website shall be established in accordance with the Implementation Order. 

4. The Case Website shall be hosted by the Web Host. 

5. The Case Website shall be designed to ensure easy public access thereto and to any documents 
posted thereon.  The Case Website shall be specifically devoted to the posting, organization, 
storage and display of electronic versions of Court Documents and other related documents as 
provided for herein. 

6. The Web Host shall post the following categories of documents, as served or to be served: 

(a) originating applications; 
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(b) notices of application; 

(c) affidavits, including exhibits, and other material filed by a moving or responding party with 
respect to an application; 

(d) briefs and written arguments filed by any party with respect to an application; 

(e) books of authorities (where the Web Host, in its discretion, determines that a book of 
authorities should be posted); 

(f) reports filed by the Court Officer;  

(g) orders, fiats, endorsements and judgments; 

(h) the current version of the Service List and Email Address List; 

(i) the name and Email address of each of the Service List Keeper(s) and the Web Host(s); and 

(j) any document that requires dissemination to interested parties, such as summaries of claims 
processes, proof of claim forms, notices of creditor meetings, plan disclosure statements, 
plans of reorganization and voting letters, as requested by a party or the Court Officer. 

7. Documents that have been sealed by Court order and documents in respect of which sealing orders 
have been or are being requested shall not be posted on the Case Website. 

8. The Web Host may post other case-related information to the Case Website in its 
discretion.  Nothing in this Protocol shall affect any requirements set out in any legislation or 
regulations with respect to the posting of documents to a website by the Court Officer. 

9. To the extent practicable, the Web Host shall post links to foreign proceedings related to this 
proceeding on the Case Website. 

10. If the Web Host is uncertain whether a document should be posted on the Case Website, the Web 
Host may seek directions from the Court.  

11. Any party intending to bring an application in this proceeding shall, if reasonably practicable, provide 
an electronic copy of Court Documents to be served to the Web Host for posting on the Case 
Website prior to service to facilitate service by use of Hyperlink. 

12. The Web Host shall use its best efforts to post documents provided to it by a party to these 
proceedings in PDF Format on the Case Website as soon as practicable. 

13. The Web Host shall maintain the Case Website for a period of at least six months after the earlier of 
the completion of this proceeding or the discharge of the Court Officer. 

14. The Web Host is entitled to charge for the time spent maintaining the Case Website at its usual 
hourly rates. No additional charges or fees may be claimed with respect to the establishment and 
maintenance of the Case Website. 

15. The Web Host shall use its best efforts to maintain the Case Website in a current and complete 
state. In addition to any other protection that may be available to the Web Host by statute or court 
order the Web Host shall incur no liability or obligation in carrying out the provisions of this Protocol 
and, in particular, with respect to the creation and maintenance of the Case Website, except as a 
result of any gross negligence or wilful misconduct on the part of the Web Host. 
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SERVICE LIST 

16. Prior to serving notice of the Implementation Order, the Court Officer shall designate and identify, in 
conjunction with service thereof, a person or persons who shall be responsible for keeping the 
Service List in this proceeding (the "Service List Keeper").  

17. Following service of the Implementation Order, the Service List Keeper shall prepare the initial 
Service List for this proceeding, which shall include:   

(a) counsel for the applicant in the proceeding; 

(b) the Court Officer appointed in the matter and counsel for the Court Officer; and 

(c) counsel for any party who appeared at the application giving rise to the Implementation 
Order. 

18. Thereafter, the Service List Keeper shall add to the Service List in a timely manner: 

(a) any person completing and delivering to the Service List Keeper a Request for Electronic 
Service (or RES) in the form contained in Appendix 1; 

(b) any person (other than legal counsel, who are required to receive service by Email) 
completing and delivering to the Service List Keeper a Request for Facsimile Service (or 
RFS) in the form contained in Appendix 2, in which they certify that they do not have access 
to Email; and 

(c) any other person as the Court may order. 

19. The Service List shall list names, addresses, Email addresses, facsimile numbers (where permitted 
pursuant to this Protocol) and telephone numbers (if available) of the persons thereon. 

20. Upon adding a person to the Service List, the Service List Keeper shall send an Email (or where 
permitted, facsimile) message to that person identifying themselves as the Service List Keeper and 
advising that:  

(a) the person has been placed upon the Service List,  

(b) Court Documents will be validly served upon the person by Email (or where permitted, 
facsimile); and  

(c) any person on the Service List may serve Court Documents on any other person on the 
Service List in accordance with this Protocol. 

21. Any person on the Service List may request in writing that the Service List Keeper remove that 
person by delivering a Request for Removal from Service List (or RFR) in the form contained in 
Appendix 3. Upon receipt of any such request, the Service List Keeper shall comply with the 
request.  Subject to order of the Court, upon removal, any such person will no longer be entitled to 
service of documents or notice of further proceedings.  

22. Those persons who are interested in monitoring a proceeding but are not required to be served with 
Court Documents are not to be placed on the Service List. Such persons should monitor this 
proceeding by accessing the Case Website. 

23. In addition to the Service List, the Service List Keeper shall create and maintain a document, 
capable of being copied in Word Format, which contains the up to date Email addresses of all 
persons on the Service List (the "Email Address List").  The purpose of the Email Address List is 
to allow persons on the Service List to copy and paste the Email addresses of the persons listed on 
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the Service List into Emails for the purpose of serving Court Documents.  This process is designed 
to avoid service of Court Documents using out of date or inaccurate Service Lists, and to 
discourage the undesirable practice of serving Court Documents by a "reply to all" on a previous 
Email.   

24. The Service List Keeper shall, on a timely and periodic basis, provide an updated copy of the 
Service List and of the Email Address List to the Web Host for posting on the Case Website. 

25. The Service List Keeper shall use its best efforts to maintain the Service List and Email Address List 
in a current and accurate state.  In addition to any other protection that may be available to the 
Service List Keeper by reason of statute or court order, the Service List Keeper shall incur no 
liability in carrying out the provisions of this Protocol and, in particular, with respect to the creation or 
maintenance of the Service List and Email Address List, except for any gross negligence or wilful 
misconduct on its part. 

26. During the course of this proceeding, certain applications may require service of Court Documents 
on respondents with an interest in that particular application only (for example, service on lien 
claimants with an interest only in a  specific property which is the subject of a proposed sale 
approval and vesting order).  In such circumstances: 

(a) the party bringing the application shall prepare a service list identifying only the respondents 
that the applicant is required to serve or otherwise wishes to serve (a "Supplementary 
Service List"); 

(b) the party bringing the application shall prepare an Email address list corresponding to the 
Supplementary Service List (a "Supplementary Email Address List"); 

(c) the body of the original service Email shall note that the entire Service List has not been 
served; 

(d) the party bringing the application shall append the Supplementary Service List and 
Supplementary Email Address List to the original service Email; and 

(e) the affidavit of service with respect to that application shall include the Supplementary 
Service List. 

SERVICE OF DOCUMENTS 

27. Unless otherwise ordered by the Court, and except as provided herein, Email shall be the required 
mechanism to serve Court Documents on those persons referenced on the Service List. 

28. All Court Documents shall be served by Email by way of a PDF Format file attached to, or by 
Hyperlink to such Court Document(s) embedded in, a service Email. 

29. Any party wishing to serve a Court Document in this proceeding shall serve them upon the 
recipients listed in the current the Email Address List posted on the Case Website, as well as any 
recipients listed in the Service List entitled to service other than by e-mail pursuant to this Protocol. 
If possible, the serving party shall first make enquiries of the Service List Keeper to determine if the 
Service List Keeper is aware of any person who has filed a request to be added to the Service List 
or the Email Address List who has not yet been added. 

30. Originating Applications, Notices of Application and any other document specified by court order 
shall be appended in PDF Format to the service Email.  

31. All other documents shall, unless it is impracticable to do so by reason of time constraints or 
otherwise, be served by way of a Hyperlink embedded in the service Email, in accordance with the 
following: 
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(a) Any party filing material with the Court in these proceedings may request that the Web Host 
post documents (including Court Documents) to the Case Website.  Any such document shall 
be provided in PDF Format.  The Web Host shall post such documents as soon as 
practicable. The Web Host shall retain the discretion to refuse documents which do not 
appear to comply with the requirements of this Protocol.  The Web Host shall inform the party 
providing documents immediately upon posting, and provide Hyperlink information for each 
such document. 

(b) Where a party is serving more than one document by Email by way of Hyperlink, the service 
Email shall specify each document being served and shall include a separate Hyperlink for 
each such document being served. 

32. A service Email shall: 

(a) clearly state in the subject line of the Email:  

(i) notification that a Court Document is being served;  

(ii) a recognizable short form name of this proceeding; and 

(iii) the nature of this proceeding or the order being served; 

(b) identify the document(s) being served and: 

(i) where the document(s) is/are attached, so indicate, with the identified documents 
attached in PDF Format with identifying filenames; 

(ii) where the document(s) is/are being served by Hyperlink, so indicate and link the 
document(s) by Hyperlink to the Case Website.  Where a party is serving more than 
one document in this manner, the service Email shall specify each document being 
served and shall include a separate Hyperlink for each such document being served; 

(c) identify the party serving the Court Document; and 

(d) provide the date of the proceeding and any other specific information with respect to the 
proceeding such as, for example, a specific commencement time or court location if known, in 
substantial accordance with format set forth in Appendix 4. 

33. Where service by facsimile is authorized: 

(a) the transmission shall contain a copy of the service Email and of any document attached 
thereto; 

(b) the facsimile cover sheet shall contain the following notation: 

You are being served by fax with court documents, pursuant to the Order of the Court of 
Queen’s Bench for Saskatchewan made <insert date> and in particular, the provisions of 
paragraphs <insert paragraph numbers> thereof.  You may view that Order at the Case 
Website, and this transmission and reference to that document constitutes service of that 
Order upon you. 

Particulars of the documents to be served and other information related to the associated 
Court matter are contained in the message following. 

Please note that documents referenced in the following message but which are not attached 
to this transmission may be viewed at the Case Website located at <insert a list of documents 
and the URL for each document>. 
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34. Upon serving documents not already posted on the Case Website, the serving party shall 
immediately send an electronic copy of each to the Web Host, with a request to post the 
documents.  

35. If a serving party receives notification of an Email or facsimile transmission failure, they shall make 
reasonable efforts to ensure that successful transmission of the Court Document occurs or that the 
Court Documents and related information come to the attention of the intended recipient or his or 
her firm. 

36. Even though a Court Document has been served in accordance with this Protocol, a person may 
show that the Court Document: 

(a) did not come to the person’s notice; 

(b) came to the person’s notice later than when it was served or effectively served; or 

(c) was incomplete or illegible. 

37. Each party serving a Court Document in accordance with this Protocol shall prepare an affidavit of 
service containing the particulars of the service including the Service List served, the Email 
addresses to which Court Documents were sent and the time of the Emailing.  A copy of the 
affidavit of service shall be filed with the Court. 

38. Where, by the nature of the matter before the Court, it is appropriate to serve persons that are not 
on the Service List, any Court Document may be served as follows: 

(a) if the person is listed on the Creditor List, by prepaid ordinary mail, courier, personal delivery, 
facsimile or other electronic transmission to such person at their respective addresses as last 
shown on the Creditor List, in which case service shall be deemed to have been effected if 
sent by personal delivery, on the date of delivery; if sent by courier, facsimile or other 
electronic transmission, on the next business day following the date of forwarding thereof; or 
if sent by prepaid ordinary mail, on the seventh day after mailing; 

(b) if the person is not listed on the Creditor List, by prepaid ordinary mail, courier, personal 
delivery, facsimile or other electronic transmission to such persons at their respective 
addresses as last shown on the records of the applicant or the Court Officer or as otherwise 
publicly available; and 

(c) otherwise, by service effected in accordance with The Court of Queen's Bench Rules. 
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APPENDIX 1 

REQUEST FOR ELECTRONIC SERVICE ("RES") 

Please refer to important notes below. 

COURT OF QUEEN’S BENCH FOR SASKATCHEWAN 

In Bankruptcy and Insolvency 

In the Matter of the 

❑  CCAA ❑  Receivership ❑  BIA Proposal   ❑  Other ________________________  

of: 

XYZ Company Ltd  (the "Debtor") 

< Insert URL for Case Website> 
  

Legal Counsel to Person listed below: 
 
(please provide firm name, lawyer’s name, address and 
Email address) 
 
Please indicate your preference (by checking applicable 
box below): 
 

❑   Serve counsel only 

❑   Serve counsel & person listed below 

Law Firm Name:___________________________ 

Lawyer Name:____________________________ 

Address: ________________________________ 

________________________________________ 

Email address:____________________________ 

Name of Person requesting Service:  
 
(please provide full legal name, address, Email address 
and describe legal relationship to the  Debtor) 

Name: __________________________________ 

Address: ________________________________ 

________________________________________ 

Email address:____________________________ 

Date: (insert current date) 

Date:___________________________________ 

I acknowledge having read the Saskatchewan Court of Queen’s Bench Electronic Case Information and 
Service Protocol.  I hereby request to be placed on the Service List.  By so doing, I agree that the 
person(s) named above that each accepts service by electronic means in this matter and will be bound by 
that service: 

 
_____________________________ 
Name and Position of Person Making Request 
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PLEASE RETURN SIGNED COPY OF FORM TO <insert name of Service List Keeper here>: <Email 
address> l 306-xxx-xxxx 

IMPORTANT NOTES 

1. The Service List is intended to provide a timely and efficient method for effecting service in 
bankruptcy and insolvency in accordance with the Electronic Case Information and Service 

Protocol, a copy of which has been posted at  

2. Persons interested solely in monitoring the proceedings should do so by reference to the Case 
Website noted above and should not request to be placed on the Service List. 

3. By filing this RES form, you hereby agree that that you and any other person referenced herein 
accepts service by facsimile transmssion as the sole means of service and will be bound by that 
service. 

4. Parties residing outside of Saskatchewan should consider whether, based on substantive law, the 
delivery of an RES constitutes an attornment to the Saskatchewan proceedings. 



 Page 10 

APPENDIX 2 

REQUEST FOR FACSIMILE SERVICE ("RFS") 

(only available to parties not having access to Email) 

Please refer to important notes below. 

COURT OF QUEEN’S BENCH FOR SASKATCHEWAN 

In Bankruptcy and Insolvency 

In the Matter of the 

❑  CCAA ❑  Receivership ❑  BIA Proposal   ❑  Other ________________________  

of: 

XYZ Company Ltd  (the "Debtor") 

< Insert URL for Case Website> 
  

Name of Person requesting Service:  
 
(please provide full legal name, address, Email address 
and describe legal relationship to the  Debtor) 

Name: __________________________________ 

Address: ________________________________ 

________________________________________ 

Facsimile number:__________________________ 

Date: (insert current date) 

Date:___________________________________ 

I acknowledge having read the Saskatchewan Court of Queen’s Bench Electronic Case Information and 
Service Protocol.  I hereby request to be placed on the Service List.   

I hereby certify that I do not have access to Email, and that I require to be given notice of and to be served 
with documents by way of facsimile transmission.    

By so doing, I agree that I accept service by facsimile in this matter and will be bound by that service: 

 

___________________________ 

Name and Position of Person Making Request 

 

PLEASE RETURN SIGNED COPY OF FORM TO <insert name of Service List Keeper here>: 306-xxx-
xxxx 

 

IMPORTANT NOTES:  
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1. The Service List is intended to provide a timely and efficient method for effecting service in 
bankruptcy and insolvency in accordance with the Electronic Case Information and Service 

Protocol, a copy of which has been posted at  

2. Persons interested solely in monitoring the proceedings should do so by reference to the Case 
Website noted above and should not request to be placed on the Service List. 

3. By filing this RFS form, you hereby agree that you accept service by facsimile transmission as the 
sole means of service and will be bound by that service. 

4. Parties residing outside of Saskatchewan should consider whether, based on substantive law, the 
delivery of an RFS constitutes an attornment to the Saskatchewan proceedings. 
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APPENDIX 3 

REQUEST FOR REMOVAL FROM SERVICE LIST ("RFR") 

Please refer to important notes below. 

COURT OF QUEEN’S BENCH FOR SASKATCHEWAN 

In Bankruptcy and Insolvency 

In the Matter of the 

❑  CCAA ❑  Receivership ❑  BIA Proposal   ❑  Other ________________________  

of: 

XYZ Company Ltd  (the "Debtor") 

< Insert URL for Case Website> 
  

Name of Person or Counsel requesting Removal from 
Service List:  
 
(please provide full legal name, address, Email address 
(or facsimile number)  

Name: __________________________________ 

Address: ________________________________ 

________________________________________ 

Email address:____________________________ 

Date: (insert current date) 

Date:___________________________________ 

 

I wish to opt out of all further notice of these proceedings, and hereby request to be removed from the 
Service List. 
 
I understand and acknowledge that delivery of this request to any party to this proceeding relieves all 
parties to this proceeding from any requirement to provide further notice of any steps in these proceedings 
to me.  
 
I hereby represent that I am the person named above or have authority to deliver this request 
on behalf of such person. 

_______________________________________ 

Name and Position of Person Making Request 

 

PLEASE RETURN SIGNED COPY OF FORM TO <insert name of Service List Keeper here> <insert 
Email address of Service List Keeper here> 306-xxx-xxxx 
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APPENDIX 4 

FORMAT FOR SERVICE EMAILS 

 

TO:   <Email addresses of parties to be served> 

FROM:   <Email address of party serving documents 

SUBJECT:    Service of Court Documents - QB No.  of  (<Name of Judicial Centre>) - <Nature of 
Proceeding or Order Being Served> 

ATTACHMENTS: <Documents Attached to Email> 
 
You are hereby served with the Court Documents referenced below by <Name of Counsel> of <Name of 
Firm>, legal counsel for <Name of Party Represented>  <Email address for service of counsel serving>. 
 
 
The following Court Documents for service are attached to this Email: 
 
   Name of Document    Filename 
  
   <enumerated list of documents and filenames> 
 
 
 
The following Court Documents for service are posted on the Case Website and can be accessed by way 
of the links embedded in the filenames below: 
 
   Name of Document 
  
   <enumerated list of documents with embedded Hyperlinks> 
 
 
[If required] This matter will be heard on <day>, <date> at <time> before <Justice of the Court if known> at 
the courthouse at <City>, located at <address>. 
 
This Email is effecting service of court documents pursuant to the Order of the Court of Queen’s Bench 
made <insert date > and in particular, the provisions of paragraphs <insert paragraph numbers> thereof.  
You may view that Order by clicking <here (with embedded link)>, and this Email constitutes service of 
that order upon you. 
 
 
You are receiving this Email because you have filed a request for service of documents in this proceeding 
with <Name of Service List Keeper>.  If you do not wish further notice of these proceedings (which 
includes service of all court documents) you may contact <Name of Service List Keeper> at <Email 
address with embedded link>, and ask to be removed. 
 
 
 
 


