APPENDIX A – “TICKLING” Filings or Tasks For future action
A tickler system is a method used for reminding one of matters requiring attention at certain dates in the future.  Tickler systems can be computerized systems or manual systems.  Below are instructions and samples of both systems.
I. CourtView Case Management System – Computer Tickling Methods
The court’s case management system, CourtView, provides the following four methods (features) for “tickling” filings or tasks for future action:

· Ticklers and Tickler Processing,
· Motion Tracking,
· Cost Collection Dockets, and
· Condition Maintenance.

Each of the CourtView tickling features are described in greater detail below.

A.
Ticklers and Tickler Processing 
Ticklers are created using the “Tickler” Dynabutton.  Some ticklers are automatically generated when certain dockets are created in CourtView.  Ticklers are associated with specific filings or tasks that require future action.  Ticklers created in CourtView will appear in user-generated tickler reports at the appropriate future date.    
Below are some of the case management tasks that are managed with CourtView ticklers:
· Case activity – Dismissals for lack of prosecution.  Clerks apply ticklers to cases to track various periods of inactivity depending on the case type.  Ticklers are also used to generate dismissal warning notices and dismissal notices.
· Funds to be Disbursed at a Future Date

· Civil execution activity requiring service of notice to judgment debtor.  Civil Rule 69(g).

· The Deadline for a Debtor to File a Claim of Exemption. AS 09.38.035-.080. 
· The End of a Suspended Imposition of Sentence Period

· Judgments for Forfeited 10% Cash Bonds
· Judgments for Forfeited Cash Bonds
· Judgments for Forfeited Unsecured Bonds
Links to CourtView and InfoView Tickler Instructions:

1.
Creating and Completing Ticklers in CourtView
2.
Processing Certain Ticklers to Generate Notices

Notice Processing for Anchorage – Civil Rule 41(e)

Notice and Order of Dismissal – Civil Rule 41(e)


Forcible Entry and Detainer Notice Processing – Civil Rule 85(a)

3.
Accounting Tickler Codes

4.
Generating Tickler Reports in CourtView



Initial Pretrial Order Processing
5.
Generating Tickler Reports in InfoView
See InfoView Appendix II for Instructions on Accessing InfoView and InfoView Instructions


The following tickler reports may be generated using InfoView:

a.
Tickler Report by Assigned Judge
This report lists all uncompleted ticklers due for review by a specific judge.  

b.
Tickler Report by Tickle Code

This report lists all uncompleted ticklers due for review.

c.
Tickler Report by Tickler Group
This report lists all uncompleted ticklers due within a specified date range for a selected tickler group of CourtView users, e.g., Juneau Appeals Tickler Group.  



d.
Bureau of Vital Statistics Monthly Report



e.
Minor Offenses – Default Judgment Processing




Minor Offenses – Default Judgment Ticklers Must be Set at Zero

B.
Motion Tracking
The Motion Tracking feature in CourtView is used primarily to track motions and other matters that are pending before a judicial officer.  
1.
Motions, in general, are tickled for 10 days for opposition.  Civil Rule 77(c).  
2.
Dispositive motions are tickled for 15 days for opposition.  Civil Rule 77(c)(ii).  See for example:

1.
Summary judgment motions.  Civil Rule 56.




2.
Dismissal motions.  Civil Rule 77(c).




3.
Motions for judgment on the pleadings.  Civil Rule 12.


3.
Oppositions are tickled for 3 days for reply.  Civil Rule 77(f).  

4.
Requests for entry of default are tickled for 3 days in civil cases if the defendant has entered an appearance.  Civil Rule 55(a)(2).  

5.
Proposed findings of fact and conclusions of law and proposed judgments are tickled for 5 days to allow objections.  Civil Rule 78.  
6.
Proposed Restitution Judgments. Criminal Rule 32.6.
7.
Special Actions and Motions


Certain actions and motions have special time requirements.  The list below is given as an example and is not intended to be all-inclusive.  

a.
Health Care Provider Malpractice Actions.  Civil Rule 72.1.




b.
Post-Conviction Relief Actions.  Criminal Rule 35.1.

c.
Appeal motions and briefs.  Appellate Rules 212, 503, 503.5, 605.



d.
Injunctions.  Civil Rule 65.
Links to CourtView Motions Instructions:

Motion Tracking
Explanation of Recalculation of Ripe Date 


Guidelines for Deleting Motions
Matters Taken Under Advisement without Motion
Rule of Reassignment of Motions


C.
Cost Collection Dockets
Cost Collection Dockets are financial dockets that include a field for entering a due date and also a feature for transferring collections to other entities.  Cost Collection Dockets are used to track the following:

· Fines

· Police Training Surcharges

· Jail Surcharges

· Cost of Appointed Counsel

· Cost of Imprisonment

· Restitution

· Judgments for Forfeited Corporate Bonds 



Links to CourtView Instructions:



Cost Docket Chart and Schedule for Transferring Costs for Collections


Delinquent Fine and Cost Transfers


Reversing Collection Transfers


Satisfaction of Judgment or Other Credit for Cost


Minor Offenses – Dismissing Costs


Vacate/Stay Costs Due


Judgments for Forfeited Corporate Bonds


D.
Condition Maintenance Screen
The Condition Maintenance Screen is a screen in which users can track due dates for completion of special conditions of probation such as community work service and alcohol screening.  Not all courts track these conditions.  For those courts that track special conditions of probation, see CourtView Instructions - Closing a Criminal Case, Section 3.
II. Manual Tickling Methods 

When possible, clerks should always use CourtView to tickle matters relating to court cases.  However, some court procedures may require use of a manual tickle system.  For example, if the court is required to distribute certain documents to another agency on a weekly basis, the documents can be stored in a weekly “tickle” file that is processed on a specific day each week.  
Courts may also use a manual tickle system to track when certain exhibits may be returned to parties after the time for appeal has run.  Documentary exhibits can be placed in a manila envelope with the release date written on the envelope and then the envelopes can be stored in date order in a bin for later release.  
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