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Appellate Build-A-Brief: Letter Brief 
Who Should Use This Form?
Self represented litigants and attorneys may use the Build-a-Brief form to create an Appellate Letter Brief. This form allows the letter brief to be printed and saved with or without instructions.
Please Note:
●         Use of the Build-a-Brief form is voluntary. You are not required to create your letter brief using Build-a-Brief. 
●         The Build-a-Brief form does not file or serve the brief for you. It only helps you to create a brief.  You must still print the brief without instructions, sign, then scan the signed brief as a PDF in order to maintain the standard brief format.
●         Use of the Build-a-Brief form does not mean success in your appeal. All briefs created by this form will still be reviewed by court staff for compliance with the rules.
●         The Build-a-Brief form does not give you legal advice. Only a lawyer can give you legal advice.
●         Any instructions included in the Build-a-Brief form are for use in creating letter briefs only. 
Do Not Use This Form If:
The Appellate Build-a-Brief form does not create Formal Briefs at this time; it only creates Letter Briefs.   See R. 2:6-2 (a) and (b) for information about the differences between Letter Briefs and Formal Briefs.
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Note: These materials have been prepared by the New Jersey Administrative Office of the Courts for use by self-represented litigants and attorneys.  The guides, instructions, and forms will be periodically updated as necessary to reflect current New Jersey statutes and court rules.  The most recent version of the forms will be available at the county courthouse or at njcourts.gov.  However, you are ultimately responsible for the content of your court papers.
This document was developed under grant number SJI-14-T-018 from the State Justice Institute.  The points of view expressed are those of the New Jersey Judiciary and do not necessarily represent the official position of the State Justice Institute.
General Instructions
The Build-a-Brief form uses a streamlined letter brief format. Instructions are included for each section of the form, and can be turned on and off using the Show/Hide Instructions button at the top of every form page.  The form is presented in a series of tables, including drop down fields, and narrative text fields to help organize the issues in the letter brief.  There are add/remove/move row buttons for all tables to help you sort your information.  Narrative text fields are dynamic; they will show a scroll bar to the right while you type, then they will expand vertically to show all the text entered once you tab or click out of the field. 
The Build-a-Brief form also helps you meet the Letter Brief's limit of 20 pages or less (R. 2:6-7).  Items that do not count toward the page limit have roman numeral page numbers. Items that are part of the 20 page limit are listed in the Table of Contents, and have page numbers "x of y".  Please check your page numbers as you progress, by clicking the Show/Hide Instructions button to hide the instructions before checking your page count.
Before You Begin
Before filling out the form you need to gather the court documents and transcripts you will reference in your letter brief.  
      ●    Do you need copies of any court documents?
You can order them from the courts, or request them from your attorney if you were represented during the court/agency action.
      ●    Do you need copies of any transcripts?  
The Transcript Order Form (catalog number 10504) is available on the New Jersey Judiciary's Appellate forms page.
Step 1: Create Appendix and Index to Appendix 
Now that you have all your court documents, you need to gather them into an appendix with an index for easy reference. 
1.  Gather all the documents that were entered into evidence by the trial court or agency.  These documents will make up your appendix. New evidence is not allowed to be included in your brief or appendix without leave of court, which requires the filing of a motion.
2.  Find the trial court order or agency decision from which you are appealing.  This will always be the start of your appendix.
3.  Sort the rest of your appendix documents into chronological order, starting with the initiating action (i.e. complaint or indictment or Notice of Determination). A list of required documents for your case type is available online for reference. 
4.  Once all your appendix documents are in order, start numbering the appendix pages for easy reference in your letter brief. The appendix page numbers will have a two letter prefix code, a space, and the page number followed by the letter "a".  The prefix code depends on your role in the appeal case:
●    For trial court appeals use Pa for Plaintiff, and Da for Defendant.  (examples: Pa 1a, Da 25a)Respondents do not need an appendix unless you are providing additional documents.
●    For agency appeals use Aa for Appellant and Ra for Respondent.   (examples: Aa 1a, Ra 3a)
Keep numbering consecutively through the appendix documents, even if the documents already have page numbers.  You will list the document titles, dates, and first appendix page numbers in Section 2 (page ), Index to Appendix. 
Step 2: Gather Transcript Document(s) 
1.  Gather all the transcripts you will reference in this letter brief.
2.  Sort your transcripts in oldest to newest order.
3.  Starting with the oldest transcript, number the cover page of each transcript consecutively, followed by the letter "T" (1T, 2T, 3T, etc.). Note: you are only labeling the cover page of the transcript documents, not creating new transcript page numbers.
You will list the transcript descriptions, dates and transcript document numbers in Section 2 (page ), Table of Transcripts. 
Step 3: Complete Appellate Case Details
In Section 1 enter the appellate docket number, filer contact information, the case caption for the 
appellate case, and the basic information on the trial court order or agency decision from which you are appealing. 
 
Step 4: Complete Reference Tables 
In Section 2 there are several reference tables that need to be completed, but do not count towards the letter brief's 20 page limit.  These reference tables start at the top of a new page for easy staff and judicial review.
      ●    Table of Contents - is automatically generated as you enter data into the letter brief form.  It does not include any of the reference tables listed below.
      ●    Table of Judgments - list of orders, opinions, judgments, decisions, intermediate decisions, agency actions and/or rulings at issue on appeal.  All of these items should be in the Appendix created in Step 1.
      ●    Index to Appendix - index to documents contained in Appendix of this letter brief. (see Step 1)
      ●    Table of Authorities - all the legal authorities (case law, statutes, etc.) that you are referencing in your  legal argument.
      ●    List of Parties - all the parties, including yourself, involved in the the trial court or state agency action.
      ●    Table of Transcripts - list of all the transcripts submitted with this letter brief. (see Step 2) 
 
Step 5: Complete Letter Brief
In Section 3 you will complete the five sections that make up the Letter Brief. These sections count toward the 20 page letter brief limit.
      ●    Preliminary Statement - up to three pages to introduce your appeal.
      ●    Table of Procedural History - a list of the relevant court or agency proceedings and the resulting decision, judgment or order.
      ●    Statement of Facts - your opportunity to tell your story to this court, using important, relevant facts from your case record (You cannot write about facts that are not contained within the appendix or transcripts.)
      ●    Legal Argument with Point headings -  the reasons why a judgment, order, or decision was decided incorrectly.  Each reason has a one sentence point heading, with a persuasive legal argument after it.
      ●    Conclusion - briefly summarize the relief you are seeking from the court.
 
Step 6: Review, Print, and File your Letter BriefOnce you have completed your brief click on the Show/Hide Instructions button to view your brief without instructions.  Review your brief to make sure you have entered information in all the required fields (these appear with a bold red border).  Sign your brief by entering your name in the "s/" signature field. 
 
Now that you have signed your brief, click the Print Form Only button. This will print the brief without instructions.  This is very important, as your brief may be rejected if you submit it with instructions showing.   
 
If you are filing electronically with eCourts Appellate, scan your printed, signed form into a PDF file.  Upload this scanned PDF into the eCourts Appellate application.
 
Section 1: Appellate Case Details
Fill out the Filer information. 
●         Enter the Filer's name, mailing address, daytime telephone number, and email address.  
●         If the Filer is an attorney, enter the attorney's New Jersey Bar ID Number.
●         The Date Created field will automatically prefill with today's date.
●     For Letter Brief on behalf of, enter Self if the Filer is pro se, or the Client's name if the Filer is an attorney.
Filer Name:
Filer Address:
Filer Phone:
Filer Email:
Date Created:
Provide information on the case you are appealing:
Fill in the Case Caption fields
      ●     Enter the Party Name and Party Designation (in the trial court or agency). Note: the Party Name fields expand displaying a vertical scroll bar as you write.  Tab or click out of field to see all data entered.
      ●     For cases using In the Matter of (IMO) or  State in the Interest of, use only the top Party Name field for the Case Caption.  Tab or click on the VS drop down, and select the blank option to remove VS.
Case CaptionParty Name(s):

Party Designation:
Provide information on the case you are appealing:
     ●     Enter the Case Type you are appealing, the County where the case was filed (use State Agency for an agency appeal), the Trial Court or Agency Docket Number, and the Trial Court Judge or Agency Name.
Review list of required documents for the case type.
Dear Judges:
         Pursuant to R. 2:6-2(b), please accept this letter brief in support of my appeal in this matter. 
Section 2: Reference Tables - Table of Contents
The Table of Contents is automatically generated as you add text to the Build-a-Brief Form.  The letter brief's 20 page count limit includes only those pages with page numbers.  Any pages with roman numeral page numbers do not appear in the Table of Contents, and do not count toward the letter brief's 20 page limit.
TABLE OF CONTENTS 
PRELIMINARY STATEMENT         
PROCEDURAL HISTORY           
 
STATEMENT OF FACTS         
LEGAL ARGUMENT         
         
CONCLUSION         
Section 2: Reference Tables - Table of Judgments
In the Table of Judgments, use the Appendix and Transcript documents you created in Steps 1 and 2 to list all the orders, opinions, judgments, decisions, intermediate decisions, actions and/or rulings at issue on appeal. See Examples of Table of Judgments. Only list what you are appealing and any interim decisions pertinent to your appeal.
  
Enter each item on a separate row. Click Add Row if you need to add more documents. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row. 
TABLE OF JUDGMENT(S), ORDER(S), RULING(S), AND 
DECISION(S) ON APPEAL 
Document Name
Date
Appendix Page Number or Transcript
Section 2: Reference Tables - Index to Appendix
For the Index to Appendix, you will detail all the documents you added to the Appendix you created in Step 1.
 
On each row enter a descriptive title, filing date, and the document's first appendix page number. (The trial court order or agency decision from which you are appealing will always be the first document.) See the example below.
                                                                                             Appendix
Document/Exhibit Title or Description         Date                   Page Number
Order Granting Summary Judgment                 10/07/2016          Da 1a
Complaint                                                      01/02/2015          Da 3a
Answer to Complaint                                    02/13/2015          Da 7a
         Motion to dismiss                                                  03/17/2016          Da 10a  
 
Click Add Row when you need to add more documents. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row. 
INDEX TO APPENDIX
Document/Exhibit Title or Description

Date
Appendix  Page Number
Section 2: Reference Tables - Table of Authorities
The “Table of Authorities” is not a required field for letter briefs, but if you choose to use it, you need to fill out the data in all three columns.
In the Table of Authorities list in alphabetical order all the legal authorities that you are referencing in your brief that support your legal argument.  The legal authorities can be case law, statutes, regulations, publications or court rules and should be separated by these categories. This can be completed after you write your legal argument and know the page numbers. Please note that there are specific citation formats for each type of legal authority. For examples of the most common citation formats, please see the examples of different citation types. If you cannot find the citation format for your legal authority in that form, please see the simplified manual on style. 
  
Click Add Row if you need to add more documents. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row.  
TABLE OF AUTHORITIES
Case/Other Authority 
Category
Brief  Page Number
Section 2: Reference Tables - List of Parties
In the List of Parties, list all the parties (including yourself), involved in the the trial court or state agency action. On each row enter the party's name, then use the drop down arrows to select each party's Appellate designation, their role in the trial court or agency, and their status in the trial court or agency at the time of the final order. For the Appellate designation, the party who files the Notice of Appeal is the Appellant; the other non-filing parties are Respondents.
 
Click Add Row if you need to add more documents. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row. 
LIST OF PARTIES
Party Name
Appellate Party Designation
Trial Court/Agency Party Role
Trial Court/Agency  Party Status
Section 2: Reference Tables - Table of Transcripts
For the Table of Transcripts, you will detail all the transcripts you added to the compiled Transcript document you created in Step 2.
 
On each row enter a proceeding type, proceeding date, and the transcript number (The oldest transcript will always be the first document). See the example below.
                                                                                             Appendix
Document/Exhibit Title or Description         Date                   Page Number
Miranda                                                        05/25/2014                  1T
Motion to Suppress                                    09/04/2014                  2T
Plea                                                               12/13/2014                  3T
         Sentence                                                           02/17/2015                  4T  
 
Click Add Row if you need to add more transcripts. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row.  
TABLE OF TRANSCRIPTS
Proceeding Type
Proceeding Date
Transcript Number
Section 3: Letter Brief - Preliminary Statement R. 2:6-2(a)(7); R. 2:6-2(b). 
The preliminary statement section allows you to introduce your appeal in three pages or less. It will appear at the beginning of your brief.
When writing a preliminary statement, include the reasons why you are appealing, what you want this court to do, and any other information you want this court to know. In this section, you should not write about legal authority (statutes, case law, regulations, etc.) or cite to the case record (transcripts and appendix).  Keep it simple, but be aware that you will be required to include citations in support of your claims throughout the rest of the brief.
Use Ctrl+e to show/hide the editing toolbar (bold, italics, underlining allowed. Text limited to Courier New.)Tab or click out of field to see all data entered.
Section 3: Letter Brief - Procedural History  R. 2:6-2(a)(4); R. 2:6-2(b).
The Table of Procedural History identifies the judgment, order or decision you are appealing from along with other court or agency events and proceedings relevant to your appeal. 
For each court or agency event, enter the event date and a description of the event (complaint filed, motion filed, trial held, etc.). The event descriptions should be brief and concise; extensive details are not necessary. Select who initiated the event (Plaintiff, Defendant, Judge, etc.) and the end result from the drop down lists. Finally, enter the appendix page number or transcript that references the event. 
For example:
                                                                                  Appendix
                  Event/                                                      Page Number/                  
Date                  Proceeding         Filed By                  Result         Transcript
01/04/2016         Complaint         Plaintiff                  Filed                  Pa 2a
Do not include events that are not referenced in your appendix. Start from the case initiating document filed in the trial court or agency and then move forward in chronological order. Use the "Filed By" field to identify which party submitted a pleading or document; leave this field blank if there is no filing party, such as a trial. 
Click Add Row as you need to add more court events. Click the up ▲ and down▼ arrows to move an existing row up or down in the list.  Click the X button to delete a row. 
TABLE OF PROCEDURAL HISTORY
Date
Event/Proceeding
Filed By
Result
Appendix Page Number/Transcript
Section 3: Letter Brief - Statement of Facts  R. 2:6-2(a)(5); R. 2:6-2(b).
The statement of facts is your opportunity to tell your story to this court.  What happened? What brought you to court in the first place? Include the important, relevant facts from your case record; you can not write about facts that are not contained within the transcripts or appendix. Summarize the facts beginning with the action that started the case all the way through to the trial court/agency decision and ending with the filing of the Notice of Appeal.  
Every fact you write about needs a citation to the transcript or the appendix (1T, 2T or Pa 1a, Ra 1a etc). The required citations are very important because they show this court where to look in the case record for the facts you're writing about. Your citations will direct the court to your transcript, your appendix, or both. For example if you are referring to oral argument before the judge you would indicate that oral argument was held on 05/25/2014 and cite the transcript of that date (1T). A quote in a transcript would require 1T followed by the page number, a dash and the line number(s) on the transcript page where the quote is located. For example the citation (1T24-21) would reference the 05/25/2014 transcript, page 24, line 21. If you are referencing a document in the appendix, use the two letter prefix code and page number followed by the letter "a" you had written on each page of your appendix per Step 1 of these instruction. For example, Da 1a. That is how you tell the court to look a particular page (or pages) in the appendix.  
Use Ctrl+e to show/hide the editing toolbar (Point Heading should be in bold; italics, underlining allowed. Text limited to Courier New.) Tab or click out of field to see all data entered.
Section 3: Letter Brief - Legal Argument R. 2:6-2(a)(6); R. 2:6-2(b).
The legal argument contains the reasons why you think the judgment, decision, or order was decided incorrectly (what legal mistake do you think they made?). Each of your reasons must be written as a one-sentence point heading. Then, under each point heading, explain your reason as persuasively as you can. Remember to identify the appropriate Standard for Appellate Review. Include citations to relevant law and apply the law to your facts.  
Examples of common citations are as follows:
Case Law (Opinions)
Opinion from the New Jersey Supreme Court:
                  Snow White v. Seven Dwarfs, 123 N.J. 45, 75 (2015).
["123" is the volume of the "New Jersey Reports" reporter in which New Jersey Supreme Court opinions appear.  "45" is the page on which the opinion begins; "75" is for aspecific page reference within that opinion. "(2015)" is the year of the opinion.]
Published Opinion of the Superior Court Appellate Division or Law Division*
*Only the Superior Court opinions marked "Approved for Publication" may be relied upon as binding case law. 
Batman v. Joker, 123 N.J. Super. 45, 75 (App. Div. 2015).
Batman v. Robin, 123 N.J. Super. 45, 75 (Law Div. 2015).
["123" is the volume of the "New Jersey Superior Court Reports" reporter in which published Superior Court opinions appear.  "45" is the page on which the opinion begins; "75" is a specific page reference within that opinion.  If the opinion is from the Appellate Division add "App. Div." and the year; or, if it is from the Law Division add "Law Div." followed by the year.]
Statutes (Laws) and Regulations (Agency Rules)
Cite to New Jersey state laws as N.J.S.A. followed by the applicable section: N.J.S.A. 17:10-26.  Cite to state agency regulations as N.J.A.C. followed by the applicable section: N.J.A.C. 12:18-2.27. 
  
See additional examples of different citation types. 
See Simplified Manual on Style.  
See Examples of Point Headings. 
For each legal argument, enter your one sentence "Point Heading" summary. Next enter, in parenthesis, where the argument and ruling can be found in the appendix or transcripts, or that the issue was "Not Raised below." Last, enter your detailed legal argument for this topic, identifying the appropriate standard of review.  Click the Add Point button to add an additional point heading for your next legal argument, if you have additional legal arguments.  
It's okay to have one legal argument or several, but be aware each argument needs a separate "Point Heading."  Also be aware of the 20 page limit for the letter brief. (Click the Print Form Only, or Show/Hide Instructions buttons to check your page count.)
Use Ctrl+e to show/hide the editing toolbar (Point Heading should be in bold, all caps; italics and underlining allowed. Text limited to Courier New.) Tab or click out of field to see all data entered. 
LEGAL ARGUMENT
POINT 
 
Section 3: Letter Brief - ConclusionYour conclusion should briefly summarize what relief you are seeking from this court.
Use Ctrl+e to show/hide the editing toolbar (bold, italics, underlining allowed. Text limited to Courier New.) Tab or click out of field to see all data entered.
Respectfully submitted,
1.6
5/24/2016
10/31/2018
Appellate Division - New Jersey Judiciary
Appellate Division - New Jersey Judiciary
Appellate Division - New Jersey Judiciary
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