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Instructions
This sample form is formatted to meet accessibility standards and uses a different font and type size than those required for what you must use when filing this document. The maximum page limit for filing an informal brief using this form is thirty (30) pages of double-spaced text in Courier, Courier New, or any other monospaced font, no smaller than 12-point. Page 1 begins on the first page of your brief content. Please delete the instruction text from your final brief.
Issues on Appeal (claims of error)
List the issue or issues you are raising in this appeal, which are the errors you claim were made in the trial court, and which you will discuss in your argument section. Each issue or claim of error should identify an order, ruling, or decision that you will be arguing was not correct. Organize and separate each issue by different numbers. Examples: (1) The judge incorrectly excluded the plaintiff's testimony about X. (2) The judge incorrectly allowed the plaintiff's motion for summary judgment. Please delete these instructions from your final brief.
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Case history
Provide the start date of your case in the trial court or agency, the order(s) or decision(s) that you are challenging, the name of each judge who issued each challenged order or decision, and the date when each notice of appeal was filed. Be sure to include references to the page number(s) in the record appendix where each order, decision, and notice of appeal is located. Please delete these instructions from your final brief.
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Statement of the facts
Provide a statement of the facts that are related to the issues you are appealing. Each statement of fact must be followed by a reference to the specific page(s) in the record appendix or transcript(s) where that fact can be found (examples: “RA p. 100”; “Transcript vol. 2, p. 46-51”; “Exhibit 3, RA p. 95”). The Appeals Court does not have to consider any fact that is not supported by a citation to evidence in the record appendix or transcript. You may not include facts that were not presented to the trial judge or agency. Unless you are citing to a single-page document or exhibit, you must provide citations to specific page(s) of the document instead of citing to its title or exhibit number. Do not refer to any party or individual by name if their identity has been impounded. See Section (c)(4) of the Informal Brief Guidance for more information about impoundment and confidentiality. Please delete these instructions from your final brief.
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Legal argument
Present your reasons why the trial court or agency was wrong, as a matter of law or fact, and why the Appeals Court should rule in your favor. Your argument must be supported with citations to legal authorities such as case decisions (preferably from Massachusetts), statutes, regulations, court rules, constitutional provisions, or other authorities. When you are discussing facts in this section, you must reference the specific page(s) in the record appendix or transcript(s) where that fact can be found. The Appeals Court does not have to consider a legal argument that does not have adequate legal or factual support. Please delete these directions from your final brief.
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Conclusion (relief requested)
The conclusion is a short statement that states the action you would like the Appeals Court to take when it decides the appeal (for example, affirm, reverse, vacate, remand, or order a new trial). Please delete these directions from your final brief.
Conclusion
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Filing instructions
All papers filed in the Appeals Court must be sent to all other parties to the case, or their attorney(s), and filed along with a Certificate of Service stating that you completed this step. This is called “service,” and can be done by email or regular mail. If the Certificate of Service is not completed, this filing will not be accepted. If you do not serve the other party or parties before filing documents in the Appeals Court, the filing may be struck and, if you are an appellant, the appeal may be dismissed.
Electronic filing (e-filing) instructions
An informal brief may be electronically served and filed by creating an account at https://massachusetts.tylertech.cloud/OfsWeb.
Once you have created an account, you can e-file a PDF version of your document with the Appeals Court. To convert a Word version of your brief to a PDF:
1. Open the Word document.
1. Go to “File” and select “Save as Adobe PDF.”
1. Enter the appropriate file name (for example, “Informal Appellant Brief”).
1. Select the folder on your device where you wish to save this PDF.
1. Press the “Save” button to complete saving.
Your brief is now ready to be e-served on the parties and e-filed.
Instructions for filing by regular mail
Instead of e-filing, you may file your brief by mailing an original paper copy to the Appeals Court Clerk's Office after serving each party with a copy of the document. Mail your paper copy to:
Appeals Court Clerk's Office
1 Pemberton Square, Room 1200
Boston, MA 02108
Use first-class mail or its equivalent.
To print a copy of this Word document:
1. Open the Word document.
1. Go to “File” and select “Print.”
1. Choose the correct printer and customize your print settings (for example, number of copies).
1. Press the “Print” button to complete printing.
If you choose to file a document by mailing a paper copy to the Appeals Court, you must complete and file the Certificate of Mailing provided below with your document.
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