
  

 

 

 

 

COURT OF APPEAL 

Guidelines for preparation of a civil appeal record book 

 

What is a record book? 

A record book is required for all civil appeals and all applications for leave to appeal or extension of 

time to appeal. 

A record book contains copies of the documents used at the original hearing which are directly 

relevant to the issues to be considered and determined in the appeal. 

Preparation of the record book must commence immediately after the notice of appeal (or 

application) has been filed in the Court of Appeal Registry. It is especially important to order the 

transcript immediately to ensure it is available in time. A late record book may result in the hearing 

being delayed. Significant delay in the preparation of the record book may lead to the appeal being 

struck out. 

 

Who prepares the book? 

The appellant or applicant must prepare the book, unless it has been ordered that the Registry 

prepares it. There are private companies that specialise in record book preparation. 

An individual may, because of their financial circumstances, apply to the Registrar for an order that 

the Registry prepare the book at no cost to them. Refer to the attached application form. 

 

Applicable rules and practice direction 

• Rules 758 and 759, Uniform Civil Procedure Rules 1999 

• Practice Direction 3 of 2013. 

 

Contents 

Index 

The index to the record book must be approved by the Registrar before the book is prepared. This 

must be done within 10 weeks of filing the notice of appeal or application unless otherwise directed. 

The index must describe each document, as well as any annexures or exhibits attached to the 

document. Do not include identical documents more than once, although a reference to the relevant 

page number should be included in the index. Refer to the attached example of an index. 

The appellant must send the draft index to the respondents and the Registrar with their outline of 

argument. The respondent makes any required alterations to the index and returns it to the appellant. 

The agreed index is then sent to the Registrar for approval with a letter confirming that the parties 

agree. If the index cannot be agreed after negotiation, the appellant must provide copies of any 

correspondence so the Registrar can decide on the contents. 

https://www.legislation.qld.gov.au/view/html/inforce/current/sl-1999-0111
https://www.courts.qld.gov.au/__data/assets/pdf_file/0003/177456/sc-pd3of2013.pdf


 

 

  

Documents 

Documents to include:  

• those documents from the original hearing which are directly relevant to the issues on appeal 

• a copy of the sealed order and the reasons for judgment from the primary court 

• a copy of the notice of appeal (or application to the Court of Appeal) 

• the transcript of the hearing 

• relevant affidavits and exhibits 

• the originating document and any pleadings 

• the sealed order and reasons for judgment. 

 

Outlines of argument in relation to the appeal must not be included. 

The Court may make a costs order against any party who is responsible for the inclusion of irrelevant 

material. 

 

Pages 

• Number every page clearly and consecutively in the bottom centre of each page 

• Number the index in lower case Roman numerals 

• Number the contents in Arabic numerals 

• Print pages double-sided throughout. 

 

Cover sheet 

The volume one cover sheet must be on powder blue cardboard. The cover sheet to volume two and 

any subsequent books must be on white or cream cardboard. 

The cover sheet at the front of each volume must include: 

• the court heading at the top 

• the words ‘Record Book’ midway 

• the volume number and page range contained in the volume (if there is more than one volume 

to the record book) 

• the name of each party’s legal representative and their business address, telephone and fax 

numbers at the bottom. 

 

Binding 

• Volumes should be no more than 30mm in thickness (approximately 250 pages) 

• Whilst there can be more than one volume, multiple small books will not be accepted, e.g. four 

books each containing 60 pages should be bound into one book 

• Each volume must contain the complete index 

• Plastic covers must not be used 

• Binding must be secure and not obscure any text 

• Velobind, comb or like binding will be accepted. Spiral binding will not be accepted. 

The Court of Appeal Registry offers a binding service using Velobind. The current fees are listed in 

the Uniform Civil Procedure (Fees) Regulation 2019 or contact the Registry. 

 

  

https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2019-0168


 

 

  

Copies required 

• A hard copy must be served on every other party to the appeal 

• Three hard copies of the record book must be lodged in the Registry 

• A scanned copy of the record book must also be lodged in the registry: 

o saved to a CD/DVD as one PDF document (i.e. using Adobe Acrobat) 

o must be text searchable 

o include the index and be an exact replica of the physical copy 

o use electronic page numbers that reflect the page numbers in the hard copy with the index 

numbered in Roman numerals and the contents in Arabic numerals. 

 

Timeframes 

• The record book must be filed and served by the appellant or applicant within 12 weeks of filing 

the notice of appeal or application. The Registrar may refuse the filing of books which fail to 

comply with these guidelines and Practice Direction 3 of 2013. 

 

For more information 

• Practice Direction 3 of 2013 

• Uniform Civil Procedure Rules 1999 (particularly Chapter 2 Part 4 and Chapter 18 Part 2) 

• Uniform Civil Procedure (Fees) Regulation 2019 

• Supreme Court of Queensland Act 1991 and Civil Proceedings Act 2011 

• Civil case management process information sheet 

• Queensland Courts website. 

 

Court of Appeal Registry 

 

Business address Ground floor, QEII Courts of Law 

415 George Street, Brisbane  

Postal address PO Box 15167 

City East QLD 4002 

Telephone  1800 497 117 

Document filing The Registry accepts documents for filing 8.30am–4.30pm, Monday to Friday.  

Outside of these hours, apply for a late opening via Law Courts Security (07) 

3738 7743. Advise Security of your direct contact details and the urgency to file 

documents after hours. Security will contact the rostered Registrar who will 

decide whether to allow or disallow the late opening. Fees apply for late 

openings. 
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https://www.courts.qld.gov.au/__data/assets/pdf_file/0003/177456/sc-pd3of2013.pdf
https://www.courts.qld.gov.au/__data/assets/pdf_file/0003/177456/sc-pd3of2013.pdf
https://www.legislation.qld.gov.au/view/html/inforce/current/sl-1999-0111
https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2019-0168
https://www.legislation.qld.gov.au/view/html/inforce/current/act-1991-068
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2011-045
https://www.courts.qld.gov.au/__data/assets/pdf_file/0007/737494/civil-case-management-process.pdf
https://www.courts.qld.gov.au/services/search-for-a-court-file/search-and-copy-court-documents


 

 

  

Application for preparation of Record Book by Registry 
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