
Please note: there are a lot of  animations throughout this 
presentation.   It is best viewed as a slide show in Presenter 
View.   Throughout the notes, *click*  is written to indicate 
where the next slide button should be selected to trigger the 
animation. 



B E F O R E  I  G E T  S TA RT E D …



D E T E R M I N I N G  A N D  M E E T I N G  
D O C U M E N T  R E Q U I R E M E N T S

Common reasons a document is 
rejected

how to help prevent it.  

… and …



RULES, RULES, RULES … 
 W H Y  I S  T H I S  

D O C U M E N T  B E I N G  
R E J E C T E D ? !

[and practice directions]

Missed deadlines

Incomplete filings

Technical document 
requirements  



RULES, RULES, RULES … 
 W H Y  I S  T H I S  

D O C U M E N T  B E I N G  
R E J E C T E D ? !

[and practice directions]

• Extensive requirements, including:

Formatting, Layout and Specific Information

- Font size, line spacing, page numbering, etc.
- Digital copy to be submitted [Court of Appeal]

General requirements:

Document specific requirements:

- Page limits 
- Reference requirements
- Sections
- Cover colours
- Specific style of cause



RULES, RULES, RULES … 
 W H Y  I S  T H I S  

D O C U M E N T  B E I N G  
R E J E C T E D ? !

[and practice directions]

• There is a deadline and/or notice requirement for 
everything

Missed Deadlines & Incomplete Filings

• Some documents require other material to be 
filed along with it

• Errors in calculating deadlines [Court of Appeal]

• All parties are expected to know the relevant rules



RULES, RULES, RULES … 
 

[and practice directions]H O W  A M  I  
S U P P O S E D  
T O  K N O W  A L L  
O F  T H I S ? !

Where is this information?

The Manitoba Courts website           Link: Statutes and Rules - Manitoba Courts

The Consolidated Practice Directions

The Manitoba Criminal Appeal Rules

Where do I find those?

* Slide relevant to Court of Appeal only

https://www.manitobacourts.mb.ca/court-of-appeal/procedure-rules-and-forms/statutes-and-rules/


RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

H O W  A M  I  
S U P P O S E D  T O  
R E M E M B E R  
A L L  O F  T H I S ? !   
C H E A T  
S H E E T S

* Information in cheat sheet relevant to Court of Appeal only. 



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

H O W  A M  I  
S U P P O S E D  T O  
R E M E M B E R  
A L L  O F  T H I S ? !

-   Transcript requirements

-   Appeal documents for if your client is the Appellant

Why is there so much information on the cheat sheet?

How many of these will I need?

Are there any of these already made?

-   Appeal documents for if your client is the Respondent

-   Motion/Applications

-   Document requirements

• Appendix B of the Court of Appeal’s Consolidated Practice Directions

• A set of each of the following for appeals in King’s Bench and the Court of Appeal

• A current set made by me for appeals in the Court of Appeal



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

H O W  D O  I  
K N O W  I F  
S O M E T H I N G  
C H A N G E S ?

Reminders

• Create a reminder to check that your cheat sheets are still accurate



Side Note:   Calculating Deadlines
 

[may not be as simple as you think]

* Slide relevant to Court of Appeal only

The deadline for the Appellant’s factum in 
the Court of Appeal is 45 days after the 
transcripts are complete

Person A

I received the transcripts on February 10th“A”: 45 days from February 10th  = March 27th 
M A N U A L L Y  
A D D I N G  D A Y S  
–  V A R Y I N G  
R E S U L T S



Side Note:   Calculating Deadlines
 

[may not be as simple as you think]

* Slide relevant to Court of Appeal only

The deadline for the Appellant’s 
factum in the Court of Appeal is 45 
days after the transcripts are filed

Person B

Registry has the transcripts noted as 
being filed on February 13th

45 business days from February 13th  = 
April 22nd  M A N U A L L Y  

A D D I N G  D A Y S  
–  V A R Y I N G  
R E S U L T S



Side Note:   Calculating Deadlines
 

[may not be as simple as you think]

* Slide relevant to Court of Appeal only

The deadline for the Appellant’s factum in 
the Court of Appeal is 45 days after the 
transcripts are filed

Person C

Registry has the transcripts noted as being 
filed on February 13th , so I’ll begin counting 
on that day.

45 days including February 13th is March 
29th,  to meet the deadline the factum must 
be filed on or before March 28th

M A N U A L L Y  
A D D I N G  D A Y S  
–  V A R Y I N G  
R E S U L T S



Side Note:   Calculating Deadlines
 

[may not be as simple as you think]

* Slide relevant to Court of Appeal only

Person “A”:  March 24th 

The correct date:

Started the 45 days on the date their office received the transcripts, instead of when the Registrar 
received the transcripts.

Person “B”:  April 16th 

Counted the day the transcripts were filed

Person “C”:  March 28th   

Counted only business days

Who is right?

March 31st 

Note: It takes time to prepare and send the required paper copies to the Court. Particularly if you order a 
digital copy, you’ll likely receive it 1-5 days before the Registrar.

Note:  The date the transcript is filed is not included when manually counting, consider it day zero. Also, if a deadline 
falls on a weekend or holiday, you have until the next business day to file your material. 

Note: When calculating a deadline, it’s straight days – not business days.

M A N U A L L Y  
A D D I N G  D A Y S  
–  V A R Y I N G  
R E S U L T S

M A N U A L L Y  
A D D I N G  D A Y S  
–  V A R Y I N G  
R E S U L T S



Side Note:   Calculating Deadlines
 

[may not be as simple as you think]

* Slide relevant to Court of Appeal only

45 days vs 30 days

D E A D L I N E S  –  
A D D I T I O N A L  
T I D B I T S  T O  
R E M E M B E R



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

C O U N T I N G  
D A T E S  C A N  B E  
D I F F I C U L T –
T H E R E ’ S  A  
C A L C U L A T O R  
F O R  T H A T

* Slide relevant to Court of Appeal only

Video removed to prevent message size 
violations when shared digitally



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

B U T  W H A T  
A B O U T  Y O U T H  
A P P E A L S ?  –  
R E S T R I C T E D  
A C C E S S  

AY or YO
• Court file numbers starting with AY or YO cannot be searched for on 

the Registry

• Email the Court of Appeal general mailbox to confirm when the Court’s copy 
of the transcripts were received

Plan APlan B
How am I supposed to 
know what date to start the 
calculation from?

courtofappeal@gov.mb.ca

* Slide mostly relevant to Court of Appeal only
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RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

N O  N E E D  T O  
R E I N V E N T  T H E  
W H E E L  –
P R E C E D E N T S  
&  T E M P L A T E S

Precedents

• Complete document or document set 

• For reference only, not to edit 

• Great for documents or situations that are irregular

Templates

• Bare bones document with blanks for information to be entered

• A copy for you or others to save and use to draft new documents

• Different templates for different document types

• Saves time, help ensures consistency and can be pre-loaded with Styles  



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

N O  N E E D  T O  
R E I N V E N T  
T H E  W H E E L  –
S T Y L E S

Styles

• Similar feature should be found in most other document processing programs

• Feature that allows the user to quickly create and apply custom formatting combinations 

• Includes aspects such as line spacing, font, indents, paragraph numbering, etc.

• Can be stored for use in a single document or exported for use in other documents

• Great for quickly implementing required formatting in court documents



RULES, RULES, RULES … 
 

[and practice directions]

Practical Tips for Complying with the

N O  N E E D  T O  
R E I N V E N T  
T H E  W H E E L  –
S T Y L E S Video removed to prevent message size 

violations when shared digitally



Side Note:   Formatting
 [it makes a BIG difference]

M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  

Factum Requirements

Court of Appeal
• 30 page limit

-   Grounds of appeal

-   Standard of review

-   Jurisdiction

• Sections

1:  Introduction
2:  Statement of facts

3:  List of issues

4:  Argument

-   Estimated time for oral argument

-   Double spaced, except for quotes

Court of King’s Bench
• 30 page limit (excluding “A”)

-   Double spaced, except for quotes

-   Grounds of appeal

• Sections

1:  Introduction
2:  Statement of facts
3:  List of issues

4:  Standard of Review

5:  Argument

A:  Relevant legislation

-   Relief requested
6:  List of authorities

Motion Briefs

Court of Appeal

• 15 page limit (30 if granted permission on 
a leave application)

-   Double spaced, except for quotes

Court of King’s Bench

• 30 page limit (excluding “A”)

-   Double spaced, except for quotes



Side Note:   Formatting
 [it makes a BIG difference]

M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –  
A L I G N M E N T

Left



Side Note:   Formatting
 [it makes a BIG difference]

M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –  
A L I G N M E N T

Justified



Side Note:   Formatting
 [it makes a BIG difference]

M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –  
A L I G N M E N T

Left Justified

Delete
Line-break issues…



Side Note:   Formatting
 [it makes a BIG difference]

Font Type

Times New Roman

Baskerville

Century

Arial

Sabon

3 full lines, 7 words              

3 full lines, 7 words

4 full lines, 3 words

4 full lines

3 full lines, 9 words

M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –
F O N T



Side Note:   Formatting
 [it makes a BIG difference]

Paragraph Spacing
M A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –
P A R A G R A P H  
S P A C I N G  &  
H A N G I N G  L I N E S



Side Note:   Formatting
 [it makes a BIG difference]

Hanging LinesM A K I N G  T H E  
M O S T  O F  
T E M P L A T E S  &  
F O R M A T T I N G  –
P A R A G R A P H  
S P A C I N G  &  
H A N G I N G  L I N E S



Before the appeal has been filed
S E T T I N G  
Y O U R S E L F
( A N D / O R  Y O U R  
L A W Y E R )  U P  F O R  
S U C C E S S  –  M Y  
P R A C T I C E S

Side Note:  Teamwork
[I hear it makes the dream work]

• Order the documents necessary to draft the Notice of Appeal

-   a 2-week reminder for the factum

After the appeal has been filed and the transcript arrives

• Send out an email with the deadline and set a reminder for follow up

• Closer to the deadline, I’ll ask whether I should start drafting/preparing the:
-   Notice of Appeal, everything but the grounds and order sought
-   Transcript order form, ready to submit

• Send the assigned Crown a template and information sheet
• Calculate (for the Court of Appeal) or have deadlines set (King’s Bench) and send 

a calendar invite with:

-   a request to have the factum to me at least 1 full day in advance for formatting 
• A few days before the deadline I’ll send another email

-   asking if their factum is far enough along to get the book of authorities together

-   offering a basic format so they know how much space they have left to work with

-   If it looks like they may not be finished on time, I’ll ask if I should contact counsel
to see if they would agree to an extension 



After the Appellant’s factum is filed
S E T T I N G  
Y O U R S E L F
( A N D / O R  Y O U R  
L A W Y E R )  U P  F O R  
S U C C E S S  –  M Y  
P R A C T I C E S

Side Note:  Teamwork
[I hear it makes the dream work]

• I’ll send a calendar invite for the Respondent’s factum deadline

• If we aren’t served with the Respondent's factum by the day after their deadline:

-  If it’s not noted on the Registry, I’ll ask the Crown if they would like any follow up

-  If it is noted on the Registry, I’ll give it another day before following up

How does this help?

• Once a hearing date is set,  I’ll send a calendar invite

• The 30 day deadline to file an appeal can be tight. Ordering the documents needed 
and pre-drafting helps ensure I won’t left scrambling

• Sending a template ensures that the lawyer has the correct template

• Sending an information sheet with the template acts like a cheat sheet

• The reminder emails and calendar invites helps keep the appeal is on track and 
quickly alerts you to issues



TO SUM IT UP… 
 Y A Y !  L E S S  

R E J E C T E D  
D O C U M E N T S !

* Slide relevant to Court of Appeal only

• There are a lot of rules. You are expected to know 
and follow them without prompting. 

• Everything you need to know is in the rules, practice 
directions and the guides. 

• There are ways to save time and decrease the 
chance of missed deadlines, incomplete filings and  
formatting errors. 

- Cheat sheets
- Date calculators
- Customizable formatting solutions i.e. Styles

• Good formatting improves readability and can help 
ensure you are getting the most out of your allotted 
pages.



Thank you for listening!

Kayla.Hlopina@gov.mb.ca

Kayla.Hlopina@gov.mb.ca and/or Rekha.Malaviya@gov.mb.ca 

Need to contact the Provincial Crown about an appeal?
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