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ADDENDUM A
Instructions
The functional Specifications/Requirements are grouped according to the needs of the Appellate Courts.  A general statement appears at the beginning of each section to provide context of the overall goal of the section.  Some specifications/requirements may be referenced in more than one section to provide context in those areas.  Specifications are listed using hierarchical numbering within each section.  In some situations, subheadings within a section appear in italics without check boxes to the right.  In these instances, the subheading is meant to provide context for those specifications which follow.  Every effort has been made to identify terms that may not be commonly understood and to define them in the glossary.
Offerors are expected to respond to each specification/requirement within each section using the column headings and Offeror Remarks as described below:
	Exists
	☒	Offerors should check this box if the specification discussed is already fully addressed and functional in a production environment.

	Planned
	#QYY
	Offerors should supply this information if the functionality has already been identified and planned on the product roadmap.  This would include anything that is already under development or undergoing testing which has not yet made it to production.  Offeror shall indicate the anticipated quarter and year in which the functionality is expected to move into a production version of software (i.e., 1Q20 for the first quarter of the 2020 calendar year).

	Phase II
	☒	Offerors should check this box if the functionality does not currently exist in the product and is not already anticipated on the product roadmap.  This box should only be marked if the Offeror would be willing to engage in developing this functionality after a more full and detailed understanding is gained during Phase II activities.

	N/A
	☒	Offerors should check this box when none of the other three apply and then provide any explanation in the Comments column.

	Comments
	This column must be completed if the Offeror checks “N/A” or when an Offeror checks more than one of the other boxes for a specification/requirement.  This column may also be used when an Offeror needs to explain something in more detail for a specification/requirement.

	Offeror Remarks
	At the end of each functional Specification/Requirement section, the Offeror is provided with an optional area to comment about the section in general.  The Appellate Courts understand that there may be more than one way to address functionality, and this area is provided to allow the Offeror to explain how the Offeror’s system addresses the functional specification/requirement area in a narrative manner.  Simply replace the “<additional commentary goes here>” text with your remarks.


Each functional specification/requirement must have at least one box checked or indicate a Planned date.
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[bookmark: _Toc499706703]Case Initiation

	The CMS must allow Appellate court case initiation and subsequent case information to be manually entered into its fields and/or automatically ingested from external sources, e.g., electronic filing, lower court case management systems, etc. 



	1. Case Initiation
	Exists
	Planned
	Phase II
	N/A
	Comments

	1.1. Enable case initiation by e-filing (i.e., clerk review) or by paper filing (over the counter or postal mail).
	☐	
	☐	☐	

	1.1.1. In the instance of e-filing, when a case-initiating submission has been accepted in clerk review (see Event Management), data supplied in the e-filing message is used to initiate the case.
	☐	
	☐	☐	

	1.1.2. In the instance of paper submission, data can be entered directly into data entry screens.
	☐	
	☐	☐	

	1.1.3. In the instance of lower court case management system case information import, data supplied supplements the case initiating data.
	☐	
	☐	☐	

	1.2. Provide automatic case number assignment.
	☐	
	☐	☐	

	1.2.1. Use current Arizona appellate court case number formatting and structures.
	☐	
	☐	☐	

	1.2.2. Automatically reset numeric counter annually.
	☐	
	☐	☐	

	1.2.3. Permit manual case number assignment by exception (with access and security control).
	
	
	
	
	

	1.2.3.1. Allow authorized user to create a new case for a prior calendar year, with the auto-issuance of the next case number for the prior calendar year.
	☐	
	☐	☐	

	1.2.4. Permit no gaps in the case number numeric continuum (each case number is accounted for).
	☐	
	☐	☐	

	1.2.4.1. Prevent users from deleting case numbers.
	☐	
	☐	☐	

	1.2.4.2. Provide the ability for an authorized user to void cases.
	☐	
	☐	☐	

	1.2.5. Automatically scan for parties and predecessor court/case number before committing case number assignment to avoid possible case duplication.
	☐	
	☐	☐	

	1.2.5.1. When new case is a possible duplicate of an existing case found during the scan, require user confirmation before committing new case number.
	☐	
	☐	☐	

	1.3. Integrate to financial systems for receipting function if fees required/paid.
	☐	
	☐	☐	

	1.4. Allow a case to be opened from a non-traditional case initiation filing, such as a motion for extension of time to file notice of appeal, for example.
	☐	
	☐	☐	

	1.5. Permit case classification using a three-tiered hierarchy.
	☐	
	☐	☐	

	1.5.1. Enable case statistical classification to be independent of case handling/processing classification.
	☐	
	☐	☐	

	1.6. Accept an e-filed case short title or auto create it with manual entry or edit.
	☐	
	☐	☐	

	1.7. Auto generate a long/full case caption based on court and case type formatting rules that can be edited.
	☐	
	☐	☐	

	1.8. Case Lineage Information [Information about the Predecessor Case(s)] 
	
	
	
	
	

	1.8.1. Capture/accept lineage predecessor case information from e-filing, or allow manual recording.
	☐	
	☐	☐	

	1.8.2. Capture/record predecessor court (e.g., county, etc.) and case number.
	☐	
	☐	☐	

	1.8.3. Capture/record predecessor case judge(s) on appeal, trial/matter type, charges/issues description, manner of disposition, final disposition/sentence, and date of final disposition/sentence.
	☐	
	☐	☐	

	1.8.4. Capture/record date notice of appeal was filed in predecessor case, when applicable, based on case type classification. 
	☐	
	☐	☐	

	1.9. Allow multiple cases in an appellate court to be associated with the same predecessor case(s).
	☐	
	☐	☐	

	1.9.1. Automatically capture case initiation date from e-filing or date of manual activity (with override capability).
	☐	
	☐	☐	

	1.10. Automatically docket case filing/initiating event.
	☐	
	☐	☐	

	1.11. Permit case comments (public and court private) of unlimited length to be recorded.
	☐	
	☐	☐	

	1.12. Allow the establishment of related case associations to other appellate cases at the same court.
	☐	
	☐	☐	

	1.13. Integrate subsequent case entry and management functions (e.g., Party Management, Distribution Management, Docketing, Case Document and Event Management) into the case initiation process in a seamless and efficient workflow process.
	☐	
	☐	☐	


Case Initiation Offeror Remarks
<additional commentary goes here>

[bookmark: _Toc499706704]Case Consolidations and Associations

Appellate cases often are related to other cases in an appellate court.  Some relationships require several appellate cases to be placed in a case group, while other relationships only need a general cross reference.  If several appellate cases are placed in a case group, the group will typically be named by the lowest case number of the consolidated group or by designating one-member case as a lead case.  The group can then be classified as Consolidation.  Member cases can be added or removed over time.  Consolidation is often used for the purposes of caption identification on orders, calendars, opinions, etc. 

	2. Case Consolidations and Associations
	Exists
	Planned
	Phase II
	N/A
	Comments

	2.1.1. Permit consolidations of cases from the same court.
	☐	
	☐	☐	

	2.1.2. When managing consolidated case groupings:
	
	
	
	
	

	2.1.2.1. Enable a user to define primary (lead) case and secondary (member) cases in the consolidation.
	☐	
	☐	☐	

	2.1.2.1.1. Allow a case to participate in multiple consolidations, both as a lead and as a member case.
	☐	
	☐	☐	

	2.1.2.2. Enforce court-configurable rules or exceptions and alert when adding or removing case members. Ring is an example of case decisions rendered as a class and individually.
	☐	
	☐	☐	

	2.1.2.3. Maintain intact the original case number for each case which existed prior to consolidation.
	☐	
	☐	☐	

	2.1.2.4. Rules for consolidation are configurable by the court and may include:
	
	
	
	
	

	2.1.2.4.1. Case with the lowest case number becomes the lead case, unless specified by court order,
	☐	
	☐	☐	

	2.1.2.4.2. Case is not closed,
	☐	
	☐	☐	

	2.1.2.4.3. Case is not stayed,
	☐	
	☐	☐	

	2.1.2.4.4. All case members are in the same case stage,
	☐	
	☐	☐	

	2.1.2.4.5. Rule configuration includes settings that define that a rule must be enforced or is only a warning which may be overruled by an authorized user,
	☐	
	☐	☐	

	2.1.2.4.6. Lead case must be able to be designated through user intervention based on a judicial order.
	☐	
	☐	☐	

	2.1.3. When docketing on the lead case in a consolidation, enable the event to be applied to all or some consolidation member cases in an automated fashion without requiring a user to make duplicative entries.
	☐	
	☐	☐	

	2.1.4. Associate any document associated to the lead case with all consolidation member cases in an automated fashion (e.g., allow the document to be accessed as a case document for all cases in the consolidation).
	☐	
	☐	☐	

	2.1.5. Permit consolidations for specific events or activities (e.g., oral argument consolidation).
	☐	
	☐	☐	

	2.2. Case Related by Means Other than Consolidation 
	
	
	
	
	

	2.2.1. Permit other case groupings based on other factors, such as common case parties, common issues, etc.
	☐	
	☐	☐	

	2.2.2. Allow a case to participate in multiple related case associations (e.g., Ring case).
	☐	
	☐	☐	

	2.2.3. Allow a court to designate cases as associated with one another.
	☐	
	☐	☐	

	2.3. Case Lineage 
	
	
	
	
	

	2.3.1. Allow the association of an appellate case at one appellate court to a case at another court (trial, appellate, Federal, other).
	☐	
	☐	☐	

	2.3.2. Allow an appellate case to have lineage relationships to multiple cases at the same or different courts. For example:
	☐	
	☐	☐	

	2.3.2.1. One appellate case associated with multiple lower court cases,
	☐	
	☐	☐	

	2.3.2.2. One appellate case associated with multiple other appellate court cases at a different court,
	☐	
	☐	☐	

	2.3.2.3. One appellate case associated with multiple cases at the appellate and lower court level.
	☐	
	☐	☐	

	2.4. Disassociation of Consolidated and Associated Cases 
	
	
	
	
	

	2.4.1. Allow cases which have been consolidated or associated to be separated back to individual cases.
	☐	
	☐	☐	

	2.4.2. Maintain original case numbers which occurred prior to case consolidation or association.
	☐	
	☐	☐	

	2.5. Case Caption – Long/Full Caption 
	
	
	
	
	

	2.5.1. When cases are consolidated, allow long/full case caption to be regenerated based on court and case-type formatting rules for consolidated appeals.
	☐	
	☐	☐	

	2.5.2. When cases are unconsolidated, allow for captions to be regenerated based on court and case-type formatting.
	☐	
	☐	☐	



Case Consolidations and Associations Offeror Remarks
<additional commentary goes here>

[bookmark: _Toc499706705]Participant Management

Appellate cases involve several case participants (parties, self-represented litigants, attorneys, judges, court reporters, inmates, etc.), who affect the ways in that a court uses to describe how a case has been processed and how various parties are related and have interacted.  Participants need to be properly described and recorded in the CMS with accurate reflection of their relationships in the case (i.e., in the correct case side, litigant group, and/or associated with their proper legal representatives, or placed on a distribution list).  Participants may be added, deleted, disabled, or suspended during the life of the case. Participating courts must be able to share information regarding participants.

	3. Participant Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	3.1. Capture party and attorney information from e-filings without introducing duplicates.
	☐	
	☐	☐	

	3.2. Allow manual entry of party and attorney information for documents not submitted electronically.
	☐	
	☐	☐	

	3.3. Record or capture groups of case parties having common legal representation (i.e., litigant groups).
	☐	
	☐	☐	

	3.3.1. Allow multiple parties to share the very same multiple attorneys. 
	☐	
	☐	☐	

	3.3.2. Recognize and support filing fees assessed for and accredited to litigant groups and not individual case parties unless individual case parties are represented by individual counsel (in which case this would be a litigant group of one).
	☐	
	☐	☐	

	3.3.3. Support one-to-many, user-definable, party role designators (e.g., appellant, petitioner, cross-claimant, etc.) to be associated with each case side, litigant group, and party.
	☐	
	☐	☐	

	3.3.4. Allow user-defined sequencing of litigant groups within a case side.
	☐	
	☐	☐	

	3.3.5. Ensure that a litigant group is designated in such a way that actions and associations can be applied to the entire group with one action (i.e., brief filed for Litigant Group A is associated with all members of Litigant Group A).
	☐	
	☐	☐	

	3.4. Allow parties to be identified as persons, organizations, property (e.g., in rem property), lower court judges, persons acting in a specific capacity for an organization, fictitious or placeholder parties (i.e., John Doe, anonymous/concealed parties, classes of individuals, estates, etc.).
	☐	
	☐	☐	

	3.5. Do not require duplication of persons, organizations, or other entities. Provide manually invoked and automatic search functions integrated into workflows to avoid duplication.
	☐	
	☐	☐	

	3.5.1. Allow searching on various combinations of name components (e.g., first name only, last name only, etc.)
	☐	
	☐	☐	

	3.5.2. Permit Soundex searching.
	☐	
	☐	☐	

	3.5.3. Permit wild card and case insensitive searching.
	☐	
	☐	☐	

	3.5.4. Permit pattern matching in searches.
	☐	
	☐	☐	

	3.5.5. Consider aliases, DBAs (“doing business as”), and FKAs (“formerly known as”) in searching.
	☐	
	☐	☐	

	3.5.6. Support the identification of the official name when aliases exist.
	☐	
	☐	☐	

	3.5.7. Allow administrators to merge duplicates when found.
	☐	
	☐	☐	

	3.6. When recording or capturing new attorneys: 
	
	
	
	
	

	3.6.1. Treat attorneys as persons and manage them like all other persons, including entry of person information.
	☐	
	☐	☐	

	3.6.2. Obtain bar number and issuing agency/organization. If bar number is regional (e.g., Arizona Bar Number), verify the number against the issuing agency. Upon confirmation, capture agency data for attorney. Allow manual recording/edit of attorney data as listed below:
	☐	
	☐	☐	

	3.6.2.1. Date and manner of admittance.
	☐	
	☐	☐	

	3.6.2.2. Attorney status.
	☐	
	☐	☐	

	3.6.2.2.1. Automatically update attorney status upon adverse state bar matter decision for the attorney.
	☐	
	☐	☐	

	3.6.2.3. Law firm affiliation(s) and contact information.
	☐	
	☐	☐	

	3.6.2.4. Law school and year of graduation.
	☐	
	☐	☐	

	3.6.2.5. Miscellaneous comments.
	☐	
	☐	☐	

	3.7. Provide an automated means for keeping attorney data consistent and current with regional bar association (e.g., Arizona State Bar) information.
	☐	
	☐	☐	

	3.8. Permit the recording and capture of out-of-state bar numbers using alpha/numeric formatting.
	☐	
	☐	☐	

	3.9. Include effective date and expiration for pro hac vice designation along with sponsoring attorney information.
	☐	
	☐	☐	

	3.10. Permit the recording, tracking, querying, and reporting of law practitioners, such as law professors, law students, emeritus pro bono, and approved legal service organizations.
	☐	
	☐	☐	

	3.11. For attorneys on a case who represent parties: 
	
	
	
	
	

	3.11.1. Permit the designation of a lead attorney on a team of multiple attorneys. 
	☐	
	☐	☐	

	3.11.2. Permit designation of attorney team name/label for each attorney team connected to the litigant group.
	
	
	
	
	

	3.11.3. Permit the designation of a court-appointed attorney and identification of the court making the appointment.
	☐	
	☐	☐	

	3.11.4. Permit the selection of an attorney status and maintain the attorney status history.
	☐	
	☐	☐	

	3.11.5. Automatically capture/record the case participation start date and provide manual override capability.
	☐	
	☐	☐	

	3.11.6. Allow attorney to be dismissed from the team while maintaining team membership history (e.g., termination date) integrated with the case distribution list.
	☐	
	☐	☐	

	3.11.7. Permit a law firm association for an attorney and provide a selection list of known-current attorney-firm affiliations.
	☐	
	☐	☐	

	3.11.7.1. Permit an attorney to be associated with a specific branch office location for the case and integrate that association with case distribution lists.
	☐	
	☐	☐	

	3.11.8. Permit unlimited case-relevant comments for each attorney. 
	☐	
	☐	☐	

	3.11.9. Allow user-defined ordering of attorneys on a litigant group attorney team.
	☐	
	☐	☐	

	3.12. Allow law firms and other organizations and agencies to be associated with groups of parties without requiring any attorney to be specified for the firm/organization.
	☐	
	☐	☐	

	3.13. For each individual case party: 
	
	
	
	
	

	3.13.1. Permit unlimited case party role designators (e.g., appellant, petitioner, cross-claimant, etc.).
	☐	
	☐	☐	

	3.13.2. Permit the selection of a user-defined party status (e.g., active, withdrawn, Court of Appeals dismissed party).
	☐	
	☐	☐	

	3.13.3. Automatically capture/record the case start date and provide manual override.
	☐	
	☐	☐	

	3.13.4. Allow parties to be dismissed while maintaining participation history.
	☐	
	☐	☐	

	3.13.5. Allow a party to be designated as self-representing.
	☐	
	☐	☐	

	3.13.5.1. Allow self-representing parties to have attorneys (e.g., advisory counsel).
	☐	
	☐	☐	

	3.13.5.2. Allow an attorney to be a self-represented party.
	☐	
	☐	☐	

	3.13.5.3. Ensure that the manner of designation for “self-representing” is something that can be used in reporting.
	☐	
	☐	☐	

	3.13.6. Allow parties to be designated as indigent.
	☐	
	☐	☐	

	3.13.7. Allow juvenile parties to be designated as such.
	☐	
	☐	☐	

	3.13.8. Allow restricted/confidential party designation.
	☐	
	☐	☐	

	3.13.9. Allow user-defined sequencing of parties within a litigant group.
	☐	
	☐	☐	

	3.14. Allow multiple, unlimited attorneys and/or firms; multiple, unlimited parties in a litigant group; unlimited litigant groups to a case side; and unlimited case sides to a case.
	☐	
	☐	☐	

	3.15. Permit the automatic importation of case side, litigant group, party, and attorney information from other cases at the same or different appellate or trial courts.
	☐	
	☐	☐	

	3.16. Use case side, litigant group, and party information to automatically draft a full case caption and case short title. 
	☐	
	☐	☐	

	3.16.1. Provide different templates by case type or case classification.
	☐	
	☐	☐	

	3.16.2. Provide different styles for different purposes, e.g., order style, opinion/memo decision style.
	☐	
	☐	☐	

	3.17. Allow recording, e-filing capture, and user maintenance of person and organization contact information, including mailing addresses and e-mail addresses.
	☐	
	☐	☐	

	3.17.1. Allow multiple addresses to be associated with a person, attorney, organization, organization member.
	☐	
	☐	☐	

	3.17.2. Allow multiple email addresses to be associated with a person, attorney, organization, organization member.
	☐	
	☐	☐	

	3.17.3. Maintain a status of mailing and email addresses (i.e., active, no longer active).
	☐	
	☐	☐	

	3.17.4. Maintain a date range indicating when mailing address and email were current/used for notification.
	☐	
	☐	☐	

	3.17.5. Allow an incorrect address to be marked automatically, when possible, when mail is returned or email is bounced and include a comment area.
	☐	
	☐	☐	

	3.17.6. Easily identify participants that only have mailing addresses (no email address) in a manner that can be used by the system to trigger printing a label when notifying/distributing to that participant.
	☐	
	☐	☐	

	3.17.7. Allow re-verification within the context of a case when a physical address or email address that is associated with a person or entity has changed.
	☐	
	☐	☐	

	3.18. For Persons: 
	
	
	
	
	

	3.18.1. Allow first, middle, and last name with generation designator (e.g., Jr., Sr., III, etc.).
	☐	
	☐	☐	

	3.18.2. Allow/generate initials.
	☐	
	☐	☐	

	3.18.3. Allow salutation/title.
	☐	
	☐	☐	

	3.18.4. Allow unlimited person comments separate from case party comments for the person.
	☐	
	☐	☐	

	3.18.5. Allow unlimited aliases.
	☐	
	☐	☐	

	3.18.6. Allow birth (e.g., nativity) information including date and place of birth and mother’s maiden name 
	☐	
	☐	☐	

	3.18.7. Allow mortality information including date of demise.
	☐	
	☐	☐	

	3.18.8. Allow physical characteristics (e.g., height, weight, hair/eye color, gender, ethnicity, etc.).
	☐	
	☐	☐	

	3.18.9. Allow unlimited identifying numbers, such as driver’s license, inmate number, booking number, e-filing registration identifier, etc.
	☐	
	☐	☐	

	3.18.9.1. Require designation of type (jail, DOC, court reporter certification, etc.) for each identifying/identification number.
	☐	
	☐	☐	

	3.18.9.2. Permit court to maintain list of identifier types.
	☐	
	☐	☐	

	3.18.10. Maintain all organization affiliation(s).
	
	
	
	
	

	3.19. For Organizations: 
	
	
	
	
	

	3.19.1. Permit multiple addresses and multiple branch office locations.
	☐	
	☐	☐	

	3.19.2. Permit special designation for law firms.
	☐	
	☐	☐	

	3.19.3. Permit special designation for courts, other tribunals, administrative agencies and correctional facilities.
	☐	
	☐	☐	

	3.19.4. Permit designation of persons affiliated with the organization (e.g., organization members).
	☐	
	☐	☐	

	3.19.4.1. Permit the organization member list to be maintained to remain current.
	☐	
	☐	☐	

	3.19.4.2. Retain membership history.
	☐	
	☐	☐	

	3.19.4.3. Permit the association of a position or title with a member.
	☐	
	☐	☐	

	3.19.4.3.1. Allow multiple current positions/titles per member.
	☐	
	☐	☐	

	3.19.4.3.2. Recognize judicial titles (e.g., Presiding Judge, Associate Presiding Judge, Commissioner, Pro Tempore).
	☐	
	☐	☐	

	3.19.4.4. Allow members to be associated with specific branch office locations. 
	☐	
	☐	☐	

	3.19.5. Permit persons to be affiliated with multiple organizations concurrently.
	☐	
	☐	☐	

	3.19.6. Allow the designation of a primary contact person in each organization and branch office. 
	☐	
	☐	☐	



Participant Management Offeror Remarks
<additional commentary goes here>


[bookmark: _Ref496515550][bookmark: _Ref496515560][bookmark: _Ref496515566][bookmark: _Toc499706706]Docketing and Event Management

The appellate CMS must be able to record and manage case events entered by authorized users. These events may need to be applied to a single case or multiple cases (i.e., a consolidation) and/or be classified to properly describe the activity that the case event documents. The classification process should apply default event descriptions that can be amended by the user.  Either as a result of recording a case event or by other user interaction, the CMS must also support docketing and other case activity (case motions, case due dates, workflows, and/or ticklers).

	4. Docketing and Event Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	4.1. e-Filing Clerk Review 
	
	
	
	
	

	Clerk review is heavily used in the appellate courts. The CMS must allow the Clerk’s Office to review and perfect submissions from filers prior to pulling in data associated with the document(s) being filed.  Clerk review must support all case types and all types of interactions that historically occurred over the counter between litigants and Clerk’s Office employees (i.e., why we are rejecting, you didn’t pay enough money, etc.).  Appellate Courts have required attorneys to file electronically since 2011.]
	

	4.1.1. Provide a clerk review process that interoperates within the Arizona judiciary’s electronic filing environment (also see the Integration section).
	☐	
	☐	☐	

	4.1.1.1. Receive e-filed submissions from all participating electronic filing service providers (EFSPs) as routed through the AOC’s Electronic Filing Manager (EFM).
	☐	
	☐	☐	

	4.1.1.1.1. Support both case initiating submissions and subsequent filing submissions.
	☐	
	☐	☐	

	4.1.1.2. Use information already contained within the CMS to verify appropriate filings and to reduce data entry by the filer (see “Court Policy” in Technical Specifications section).  Examples include:
	☐	
	☐	☐	

	4.1.1.2.1. Validating the case number by showing the case name.
	☐	
	☐	☐	

	4.1.1.2.2. Determining whether a waiver has been entered on the case.
	☐	
	☐	☐	

	4.1.1.2.3. Verifying whether filing fees have already been paid for a litigant group.
	☐	
	☐	☐	

	4.1.1.2.4. Showing parties associated with the case.
	☐	
	☐	☐	

	4.1.1.2.5. Verifying party information (i.e., addresses, email) and allowing changes to be made.
	☐	
	☐	☐	

	4.1.1.2.6. Enabling the clerk reviewer to identify parties, attorneys, and other participants identified in the e-filing submission that are not already known to the case in the CMS 
	☐	
	☐	☐	

	4.1.1.2.7. Enabling the clerk reviewer to add newly identified participants to the case (if they have not been identified through the efiling portal by the filer), as appropriate, based on participant’s role and context, either on-demand during the interactive use of the clerk review module or by marking them for inclusion upon submission acceptance (e.g., during ingestion).
	☐	
	☐	☐	

	4.1.1.3. Provide the ability to ‘harvest’ distribution postal and e-mail addresses, either interactively or during ingestion.
	☐	
	☐	☐	

	4.1.1.3.1. Properly associate each address to the appropriate entity or role, e.g., personal address, organization branch office address, organization affiliation e-mail address, etc.
	☐	
	☐	☐	

	4.1.1.3.2. Capture e-filing participant registration identifiers.
	☐	
	☐	☐	

	4.1.1.4. Events, Due Date, and Docketing Functions 
	
	
	
	
	

	4.1.1.4.1. Upon acceptance, provide the ability for docketing functions to be automatically performed or completed with manual assistance, e.g., the docketing event should be automatically created but the clerk reviewer may need to embellish any descriptive event’s description text.  
	☐	
	☐	☐	

	4.1.1.4.1.1. Provide the ability to link a submission, by document, to one or more pending due dates that should be satisfied upon acceptance.
	☐	
	☐	☐	

	4.1.1.4.2. Upon acceptance, automatically register the accepted documents into the document management function (see Registering Documents).
	☐	
	☐	☐	

	4.1.1.4.2.1. Register each accepted, reviewed lead document with one copy of each rendition included in the submission.
	☐	
	☐	☐	

	4.1.1.4.2.2. Register each accepted, reviewed connected document with one copy for each provided rendition and associate it with its parent reviewed lead document as a child/attached/supporting document.
	☐	
	☐	☐	

	4.1.1.4.2.3. Provide optional stamping of document renditions.
	☐	
	☐	☐	

	4.1.1.4.2.4. When multiple renditions of a document are submitted, allow system or user to designate the display copy (e.g., the stamped rendition vs. the unstamped rendition).
	☐	
	☐	☐	

	4.1.1.5. Financial Functions 
	
	
	
	
	

	4.1.1.5.1. When filing fees are charged:
	
	
	
	
	

	4.1.1.5.1.1. Verify that the correct fees types (e.g., receivable types) have been applied.
	☐	
	☐	☐	

	4.1.1.5.1.1.1. Verify that correct appearance fee rules (e.g., Class A and Class B) have been applied.
	☐	
	☐	☐	

	4.1.1.5.1.2. Verify that the fee amounts are correct.
	☐	
	☐	☐	

	4.1.1.5.1.3. In the instance where fees are incorrect, support communication with the customer through efiling.
	
	
	
	
	

	4.1.1.5.1.4. Verify that the amount authorized meets or exceeds the amount charged.
	☐	
	☐	☐	

	4.1.1.5.2. Verify the fees are associated with the appropriate litigant groups or other participants.
	☐	
	☐	☐	

	4.1.1.5.3. Identify case participants that have already had a fee waiver granted.
	☐	
	☐	☐	

	4.1.1.5.4. Identify case participants that have already been granted a fee deferral.
	☐	
	☐	☐	

	4.1.1.5.5. Identify case participants that have already been designated as exempt organizations.
	☐	
	☐	☐	

	4.1.1.5.6. Allow the courts to configure automatic obligation creation for fees charged.
	☐	
	☐	☐	

	4.1.1.5.7. Allow the courts to configure automatic receipting for fees paid.
	☐	
	☐	☐	

	4.1.1.5.8. Allow the courts to reconcile e-filed transactions separately from fees paid in other manners.
	☐	
	☐	☐	

	4.1.1.6. Case Initiation 
	
	
	
	
	

	4.1.1.6.1. Automate case initiation as much as possible from the efiling submissions that initiate cases.  
	☐	
	☐	☐	

	4.1.1.6.1.1. When the e-filing submission is a case initiation type and not a subsequent filing type, allow automatic or user-assisted automatic case initiation or fully manual case initiation.
	☐	
	☐	☐	

	4.1.1.6.1.2. Allow the selection of automatic, manual, or manually assisted case initiation to be configured by court and case class.
	☐	
	☐	☐	

	4.1.1.6.1.3. For automatic case initiation, include all the information to fulfill required fields for CMS case initiation (e.g., case number, participant details, case lineage, etc.). (see Case Initiation section)
	☐	
	☐	☐	

	4.1.1.7. Allow clerk review to be part of and/or to initiate workflow sequences.
	☐	
	☐	☐	

	4.1.2. Pending Review Queue 
	
	
	
	
	

	4.1.2.1. Provide a queue of e-filing submissions that have not yet been fully disposed (e.g., are pending) through clerk review.
	☐	
	☐	☐	

	4.1.2.2. Provide a means to query for and retrieve submissions that are no longer pending (e.g., are already concluded) for historical reference.
	☐	
	☐	☐	

	4.1.2.3. Display appropriate information in the queue to permit easy identification of submissions to review by appropriate staff.
	☐	
	☐	☐	

	4.1.2.3.1. Display the unique submission identifier value assigned by the EFM.
	☐	
	☐	☐	

	4.1.2.3.2. If a subsequent filing, display the case number.
	☐	
	☐	☐	

	4.1.2.3.3. Display case name/title.
	☐	
	☐	☐	

	4.1.2.3.4. Display filer name.
	☐	
	☐	☐	

	4.1.2.3.5. Display any filing fee included.
	☐	
	☐	☐	

	4.1.2.3.6. Display lead document type/title.
	☐	
	☐	☐	

	4.1.2.3.7. Display submission date and time.
	☐	
	☐	☐	

	4.1.2.3.8. Display submission status, etc.
	☐	
	☐	☐	

	4.1.2.4. Allow filtering (or search with results) by the following criteria, individually or in combination, within the queue:
	☐	
	☐	☐	

	4.1.2.4.1. Case number.
	☐	
	☐	☐	

	4.1.2.4.2. Date or date range the submission was submitted.
	☐	
	☐	☐	

	4.1.2.4.3. Status of the submission.
	☐	
	☐	☐	

	4.1.2.4.4. EFM-assigned Submission ID.
	☐	
	☐	☐	

	4.1.2.4.5. Category of filer.
	☐	
	☐	☐	

	4.1.2.4.6. Document type (of any submitted document, either lead or connected).
	☐	
	☐	☐	

	4.1.2.4.7. To whom the submission is assigned. 
	☐	
	☐	☐	

	4.1.2.4.8. Emergency submissions.
	☐	
	☐	☐	

	4.1.2.4.9. All locked submissions by user ID.
	☐	
	☐	☐	

	4.1.2.4.10. EFSP from which the submission was provided.
	☐	
	☐	☐	

	4.1.2.5. Display a count of submissions listed in the queue. If filtered, display a filtered submission count.
	☐	
	☐	☐	

	4.1.2.6. Provide the ability to assign submissions to reviewer staff.
	☐	
	☐	☐	

	4.1.2.6.1. Support an assignor authority role which may be granted to one or more users.
	☐	
	☐	☐	

	4.1.2.6.2. Support a clerk reviewer authority or work group. Allow multiple users to have clerk reviewer authority or to be members of a clerk-review-authorized work group.
	☐	
	☐	☐	

	4.1.2.6.2.1. Allow authorized administrators to set clerk/local court staff privileges based on the type(s) of cases and documents they have been assigned to process (e.g., some clerks are allowed to review sealed documents while others are not, some clerks only review criminal filings, some clerks only handle motions, etc.).
	☐	
	☐	☐	

	4.1.2.6.3. Support self-assignment for some types of submissions (e.g., subsequent submissions, motions, etc.) by a clerk-review-authorized user.
	☐	
	☐	☐	

	4.1.2.7. Provide emergency submission notification
	☐	
	☐	☐	

	4.1.2.7.1. Allow an automated notification following the submission of an emergency action.
	☐	
	☐	☐	

	4.1.2.7.2. Allow specific case types to be always identified as emergency by the clerk review system.
	☐	
	☐	☐	

	4.1.2.7.3. Allow specific document types to be always identified as emergency by the clerk review system.
	☐	
	☐	☐	

	4.1.3. Reviewing a Submission 
	
	
	
	
	

	4.1.3.1. Contemplate (i.e., support) multiple documents associated as a single submission.
	☐	
	☐	☐	

	4.1.3.1.1. Support multiple lead documents and multiple connected documents for a lead.
	☐	
	☐	☐	

	4.1.3.2. Allow multi-episode review with the acceptance of all lead documents and connected documents in a submission at one time, or allow the user to accept only some of the lead documents (and all or some of their connected documents).
	☐	
	☐	☐	

	4.1.3.3. Provide a means to prevent multiple clerk reviewers from simultaneously performing clerk review on the same submission (e.g., a lock).
	☐	
	☐	☐	

	4.1.3.3.1. If a submission requires reviewer assignment by an assignor and does not allow self-assignment, the submission may only be locked by the assigned reviewer.
	☐	
	☐	☐	

	4.1.3.3.2. If a submission allows self-assignment, only a clerk review authorized user may take the clerk review assignment for the submission.
	☐	
	☐	☐	

	4.1.3.3.3. A submission may only be locked by the assigned user.
	☐	
	☐	☐	

	4.1.3.3.4. Locking should occur automatically when a user starts working with the submission.
	☐	
	☐	☐	

	4.1.3.3.5. Allows a default period for locking records that can be set by court.
	☐	
	☐	☐	

	4.1.3.3.6. An individual user should be allowed to lock a record beyond the default period when s/he is continuing to research the submission.
	☐	
	☐	☐	

	4.1.3.3.7. While a submission is locked, it may not be reassigned to any other user except through usurpation by authorized ‘supervisory’ staff. 
	☐	
	☐	☐	

	4.1.3.3.8. When locked, permit read-only view of the submission by other authorized users.
	☐	
	☐	☐	

	4.1.3.3.9. Provide a means whereby a clerk reviewer may release the lock on a submission, such as when going home at the end of the day when final/complete review of the submission has not been concluded.
	☐	
	☐	☐	

	4.1.3.3.10. Locking should be able to be overridden by an authorized ‘supervisory’ staff user (see Security Levels).
	☐	
	☐	☐	

	4.1.3.4. Allow the reviewer to see and inspect all submitter- and filer-provided data, including data related to payment amount and payor.
	☐	
	☐	☐	

	4.1.3.5. Denote from information provided by the EFM whether the case number had been validated or entered by the user.
	☐	
	☐	☐	

	4.1.3.6. If clerk reviewer entry, permit revision or correction of case numbers then perform verification and validation of the case number.
	☐	
	☐	☐	

	4.1.3.7. Permit correction to or augmentation of submission-provided data, in accordance with court configuration.
	☐	
	☐	☐	

	4.1.3.7.1. Courts must be allowed to designate the specific data that may be affected by the reviewer during clerk review; such as case number, case title, case type/classification, document type, document title, party roles types, etc.
	☐	
	☐	☐	

	4.1.3.7.2. Alterations to submission data (e.g., document type) may result in changes to fees. 
	
	
	
	
	

	4.1.3.7.2.1. Fees must be recalculated upon each change of submission data that has fee impact potential. 
	☐	
	☐	☐	

	4.1.3.7.2.2. If the total fees amount increases above the original fee amount authorized, allow courts to configure how this should be handled. Options should include:
	☐	
	☐	☐	

	4.1.3.7.2.2.1. Do not permit submission acceptance.
	☐	
	☐	☐	

	4.1.3.7.2.2.2. Allow submission acceptance by supervisory override or approval.
	☐	
	☐	☐	

	4.1.3.7.2.3. When submissions are accepted with fee-due amounts higher than the electronic payment authorized amount, all obligations should be for the full fee amount. The amount applied in the partial payment should be as established in court-configured rules.
	☐	
	☐	☐	

	4.1.3.7.3. In a multi-episode clerk review, provide appropriate support, within the context of the capabilities of the efiling system, for handling fee changes that result from modifications to submission data made following the prior acceptance of one or more episodes.  (For example, when the efiling system captures fees only upon receipt of the first clerk review episode, the CMS should disallow subsequent clerk review data changes, but when the efiling system captures fees upon the final episode of clerk review, the CMS should allow data changes that affect fees.)
	☐	
	☐	☐	

	4.1.3.8. Permit a reviewer to view each document and the document rendition content for every document provided in the submission. 
	☐	
	☐	☐	

	4.1.3.9. Do not permit deletion or alteration of any document rendition submitted by the filer/submitter.
	☐	
	☐	☐	

	4.1.3.10. Permit a reviewer to record working notes while reviewing the submission. These notes must be saved and available during subsequent reviewing episodes for the submission. These notes are court private, but not private to the reviewer role; e.g., if reassigned, the new reviewer must have access to the review notes.
	☐	
	☐	☐	

	4.1.3.11. Permit authorized users to define and maintain document disposition choices (e.g., received, filed, rejected, deficient, etc.).
	☐	
	☐	☐	

	4.1.3.12. Allow documents to be designated with an appropriate document disposition choice at review (e.g., “Filed” or “Received”).
	☐	
	☐	☐	

	4.1.3.13. Enable case file submission dispositions independent from associated document dispositions.
	☐	
	☐	☐	

	4.1.3.14. Support the application of rules by court and case class that limit or constrain case file submission disposition options based on document disposition options (e.g., if all documents have been rejected, do not allow an overall acceptance).
	☐	
	☐	☐	

	4.1.3.15. Require reviewers to indicate reasons for marking case file submissions as “deficient.”
	☐	
	☐	☐	

	4.1.3.16. Retain ‘deficient’ submission content but do not include it in the court record, per court policy.
	☐	
	☐	☐	

	4.1.3.17. Stamping Documents
	
	
	
	
	

	4.1.3.17.1. Support the ability to stamp documents with a stamp that is appropriate for the clerk review disposition for the document (e.g., as filed, or as received, or as issued, etc.).
	☐	
	☐	☐	

	4.1.3.17.2. Allow stamping content information to be defined and configured by local court system administrators (i.e., deputy clerk initials).
	☐	
	☐	☐	

	4.1.3.17.3. Provide configuration for the designation for the location of the stamp; locations may vary by document type.
	☐	
	☐	☐	

	4.1.3.17.4. Perform stamping in a manner that does not alter the document (e.g., as a transparent overlay). 
	☐	
	☐	☐	

	4.1.3.18. Maintain a full audit trail of all clerk review actions including document and data modifications, additions or removals, document and submission dispositions, fees recalculations, etc.
	☐	
	☐	☐	

	4.1.4. Notifications 
	
	
	
	
	

	4.1.4.1. Support the inclusion of submission-specific data (variables) along with ad hoc text.
	☐	
	☐	☐	

	4.1.4.2. Allow the user to initiate a notification to the submitter regarding the status of the submission and include specific text in the notification (i.e., if a document is deficient, the clerk review user would enter text explaining why it was deficient).
	☐	
	☐	☐	

	4.1.4.3. Support automatic notifications to the submitter with pre-defined text identified by rule (i.e., if the entire submission is accepted, send email “A” including the inserted variables for case number, file date, etc.).
	☐	
	☐	☐	

	4.1.4.4. Show a history of all notifications that have been provided to a submitter in clerk review.
	☐	
	☐	☐	

	4.1.4.5. Post-Clerk-Review Disposition Processing:  
	
	
	
	
	

	4.1.4.5.1. Upon acceptance of any clerk review episode, including any final episode, ingest data and documents.
	☐	
	☐	☐	

	4.1.4.5.1.1. Perform docketing functions, including satisfying appropriate due dates, milestone summary view updates, setting of new due dates, creation of case actions, setting case statuses, etc.
	☐	
	☐	☐	

	4.1.4.5.1.2. Record or update party and participant information that was not handled during clerk review.
	☐	
	☐	☐	

	4.1.4.5.1.3. Handle fees (if any) in accordance with configuration (e.g., create accounts, record obligations, perform receipting, etc.).
	☐	
	☐	☐	

	4.1.4.5.1.4. Perform OCR on all documents not submitted in a text-searchable format. Provide and register all original renditions of each document as well as the newly created, text-searchable, document rendition. 
	☐	
	☐	☐	

	4.1.4.5.1.5. Archive all deficient submissions with documents and all renditions for future reference in such a way that they are clearly not considered part of the record, but still able to be reviewed should the deficiency come into question.
	☐	
	☐	☐	

	4.1.5. Reporting.  Allow reporting on submissions which come through clerk review, examples include:
	
	
	
	
	

	4.1.5.1. Number of submissions for a time period.
	☐	
	☐	☐	

	4.1.5.2. Number “rejected.”
	☐	
	☐	☐	

	4.1.5.3. Time from submission to acceptance.
	☐	
	☐	☐	

	4.1.5.4. Report of submissions accepted by a specific user.
	☐	
	☐	☐	

	4.1.5.5. Report of submissions submitted by a specific user or organization.
	☐	
	☐	☐	

	4.1.6. Allow export of reporting information into a .CSV format.
	☐	
	☐	☐	

	4.2. Docketing
	
	
	
	
	

	4.2.1. Permit the recording of events on cases
	☐	
	☐	☐	

	4.2.2. Allow a single event to be associated to multiple cases (e.g., a case consolidation).
	☐	
	☐	☐	

	4.2.3. Allow a single event to be associated with multiple case participants (e.g., a litigant group).
	☐	
	☐	☐	

	4.2.4. Require an event date and provide today’s date as a default entry. Allow date modification using direct date entry or selection from a drop-down calendar. Support date codes (e.g., ‘t’ = today, ‘y’ = yesterday, “t-2” = the day before yesterday, etc.)
	☐	
	☐	☐	

	4.2.5. Require one or more event types to be applied to events.
	☐	
	☐	☐	

	4.2.5.1. Allow/require one of multiple event type identifiers to be designated as the primary type identifier.
	☐	
	☐	☐	

	4.2.5.2. Allow event types to be specified by identifier/code value or by selection from a list.
	☐	
	☐	☐	

	4.2.5.2.1. Provide different event type list ordering styles; e.g., alphabetical, favorites first, most likely next event types first (e.g., case chronology order), by stages, etc. 
	☐	
	☐	☐	

	4.2.5.2.2. Allow user to switch/choose selection ordering style when and as needed.
	☐	
	☐	☐	

	4.2.5.2.3. Provide shortcuts to navigate the list, such as auto-advancement as characters are typed, etc.
	☐	
	☐	☐	

	4.2.5.3. Provide a docketing rules engine which applies court-configured rules based on event type that direct the content and formatting of event descriptions and other docketing effects.
	☐	
	☐	☐	

	4.2.5.3.1. Provide a default event text description, generated based on the assigned event types (e.g., the event identifier is “order” with the default event text description of “ORDER,” and other tag values.
	☐	
	☐	☐	

	4.2.5.3.2. Provide event type specific workflow sequence (court configurable by case class and event type).
	☐	
	☐	☐	

	4.2.5.3.2.1. Automatically walk the user through the workflow sequence to complete docketing.
	☐	
	☐	☐	

	4.2.5.3.2.2. Provide event type specific case data processing fields (court configurable by case class and event type).
	☐	
	☐	☐	

	4.2.5.3.2.2.1. An event type regarding an order to consolidate cases should prompt for the cases to be included in the consolidation.
	☐	
	☐	☐	

	4.2.5.3.2.2.2. An event type regarding an order reinstating the case should reopen the case.
	☐	
	☐	☐	

	4.2.5.3.3. For events that request an extension of time, support either the automatic (preferred) or manual ability to associate the event with the existing due date for which extension is sought.
	☐	
	☐	☐	

	4.2.5.3.4. Events must be able to be associated with one another to open and close actions (i.e., a motion opens an action, an order satisfies that action).
	☐	
	☐	☐	

	4.2.5.4. Events must be able to be associated with due dates.
	☐	
	☐	☐	

	4.2.6. Allow unlimited textual event descriptions.
	☐	
	☐	☐	

	4.2.6.1. Provide a default event description based on the assigned event identifiers. 
	☐	
	☐	☐	

	4.2.6.2. Allow edits by authorized users.
	☐	
	☐	☐	

	4.2.6.3. Provide full text editing capability.
	☐	
	☐	☐	

	4.2.6.4. Provide access to predefined paragraphs for inclusion and ability to edit those paragraphs as needed after selection.
	☐	
	☐	☐	

	4.2.6.4.1. Provide ability to conditionally use predefined paragraphs (i.e., if condition =A, use paragraph C, if condition = B, use paragraph D).
	☐	
	☐	☐	

	4.2.7. Allow parties, attorneys, and other participants to be associated with events.
	☐	
	☐	☐	

	4.2.8. Allow documents (one or many) to be associated with events. 
	☐	
	☐	☐	

	4.2.9. Automatically assign a sequence number to an event upon creation that indicates the event’s order on docket presentations. 
	☐	
	☐	☐	

	4.2.9.1. Permit authorized users the ability to edit/revise these sequence numbers.
	☐	
	☐	☐	

	4.2.9.2. Support multiple event sequences on the docket, including:
	☐	
	☐	☐	

	4.2.9.2.1. Date only (time order not desired).
	☐	
	☐	☐	

	4.2.9.2.2. Sequence number order.
	☐	
	☐	☐	

	4.2.9.2.3. Event type order.
	☐	
	☐	☐	

	4.2.9.2.4. Event category order.
	☐	
	☐	☐	

	4.2.10. Allow events to be designated as ‘not for public display or view.’
	☐	
	☐	☐	

	4.2.11. Allow events to be designated as “not to be displayed on any docket.”
	☐	
	☐	☐	

	4.2.12. Automatically submit document production request(s).
	☐	
	☐	☐	

	4.2.12.1. Requests use court-configurable event type and case class.
	☐	
	☐	☐	

	4.2.12.2. Requests can be handled immediately or queued for a later time.
	☐	
	☐	☐	

	4.2.12.3. Requests must specify a predefined document production template.
	☐	
	☐	☐	

	4.2.12.4. Document production may be fully automatic or user-assisted.
	☐	
	☐	☐	

	4.2.13. Automatically set due dates for future anticipated event(s) when specified events are docketed.
	☐	
	☐	☐	

	4.2.14. Permit the result of closing associated due dates when docketing events.
	☐	
	☐	☐	

	4.2.14.1. Provide a visual mechanism for flagging the satisfaction of a due date and a reflection of whether it was satisfied timely or untimely.
	☐	
	☐	☐	

	4.2.15. Automatically create or automatically add new event sets/series (see Event Sets/Series section) to existing, open event sets. 
	☐	
	☐	☐	

	4.2.15.1. Allow events to automatically close event sets.
	☐	
	☐	☐	

	4.2.15.2. Allow an authorized user should to manually add an event to an event set as part of the docketing operation.
	☐	
	☐	☐	

	4.3. Docket Review/Use (also see General Reporting section) 
	
	
	
	
	

	4.3.1. Public/Private 
	
	
	
	
	

	4.3.1.1. Support different formats for a public and court-only version of the docket.
	☐	
	☐	☐	

	4.3.1.2. Support a static, printable/savable, public docket that can be emailed to a litigant.
	☐	
	☐	☐	

	4.3.2. Sealed/Restricted 
	
	
	
	
	

	4.3.2.1. Allow docketed entries to be marked as sealed or restricted.
	☐	
	☐	☐	

	4.3.2.2. Suppress the display of any sealed/restricted entries on the public docket.
	☐	
	☐	☐	

	4.3.2.3. Display sealed or restricted entries in a visually different manner on the court-only version of the docket.
	☐	
	☐	☐	

	4.3.2.4. Allow a user to select multiple entries on a single case and mark them all as restricted/sealed simultaneously.
	☐	
	☐	☐	

	4.3.3. Visually display entries from the lower court record differently than docket entries filed in the court viewing the docket. (see more information in related section on record)
	☐	
	☐	☐	

	4.4. Case Actions (Motions, Requests, Applications, Petitions, etc.) 
	
	
	
	
	

	This section covers matters that the court receives and then acts upon.  Some actions result in case decisions while others do not.
	

	4.4.1. Allow actions to be associated with zero, one, or many cases at the same appellate court.
	☐	
	☐	☐	

	4.4.2. Automatically initiate an action in the system upon the filing of an action initiating type document, such as a motion, petition, request, or application, or the docketing of an action initiating event.
	☐	
	☐	☐	

	4.4.2.1. Retain the action initiation date for metrics reporting and other uses.
	☐	
	☐	☐	

	4.4.2.2. Require actions to be designated by type (e.g., motion, oral argument request, time extension request, agenda matter, etc.).
	☐	
	☐	☐	

	4.4.2.2.1. Some types are mutually exclusive, i.e., a matter cannot be both a motion type and a discretionary review type.
	☐	
	☐	☐	

	4.4.2.2.2. Provide the ability for courts to configure specific rules for the automatic assignment of the type of matter.
	☐	
	☐	☐	

	4.4.2.3. Allow an action-associated comment to be recorded and maintained.
	☐	
	☐	☐	

	4.4.2.3.1. Provide both public and court private annotations.
	☐	
	☐	☐	

	4.4.2.4. Allow actions to be designated as court private (i.e., restricted from public view).
	☐	
	☐	☐	

	4.4.2.5. Allow an action status to be set and revised as necessary throughout the action lifecycle.
	☐	
	☐	☐	

	4.4.2.6. Allow multiple actions to be associated with a single initiating (filing) event (e.g., ‘Request to Supplement Record and Extend Time to File Opening Brief’ is handled as two actions that may be ruled on separately: 1) Request to Supplement Record, and 2) Request to Extend Time to File Opening Brief.
	☐	
	☐	☐	

	4.4.3. Maintain a reference to the document and/or event that initiated an action.
	☐	
	☐	☐	

	4.4.4. As subsequent documents are filed and/or events are docketed that are relevant to or affect the action’s outcome, maintain references to these documents/events (e.g., event set/series).
	☐	
	☐	☐	

	4.4.4.1. Support both automatic association and manual association.
	☐	
	☐	☐	

	4.4.4.2. Provide a listing of related events/documents (e.g., response, etc.). Allow document access and viewing from the listing.
	☐	
	☐	☐	

	4.4.5. Allow scheduling of pending actions to a future court calendar for review and consideration.
	☐	
	☐	☐	

	4.4.6. Allow an authorized user to set an anticipated date or an actual date upon which an action will become/has become ready for a decision.
	☐	
	☐	☐	

	4.4.7. Allow assignment of decision-making responsibility by an authorized user (e.g., duty judge, staff attorney, clerk of the court, panel, etc.)
	☐	
	☐	☐	

	4.4.8. Allow a responsible/authorized user to record a decision for the action (see Decisions Management below).
	☐	
	☐	☐	

	4.4.9. Automatically terminate the action upon finalization of the action’s decision. Set the action’s termination date to be the decision date.
	☐	
	☐	☐	

	4.4.10. Provide a mechanism for an authorized user to override the automatically terminated action.
	☐	
	☐	☐	

	4.4.11. Allow a single decision to resolve and terminate one or multiple actions.
	☐	
	☐	☐	

	4.4.12. Allow a single action to be related to multiple decisions.
	☐	
	☐	☐	

	4.4.13. Allow an action decision to be designated as a case concluding decision.
	☐	
	☐	☐	

	4.4.14. Automatically docket the decision upon decision finalization.
	☐	
	☐	☐	

	4.4.15. Automatically generate or schedule generation of an order document for the action decision.
	☐	
	☐	☐	

	4.4.16. Allow actions to be closed without any decision.
	☐	
	☐	☐	

	4.4.17. When an action is designated as a motion for extension of time type, allow the action to be associated with the due date(s) for which extension is sought.
	☐	
	☐	☐	

	4.4.17.1. Provide functions for routing the motion to the appropriate court staff (e.g., staff attorney, duty judge, authoring judge etc.).
	☐	
	☐	☐	

	4.4.18. Other Motions: Provide routing functions for sending the motion to the appropriate court staff (e.g., clerk of the court, staff attorney, duty judge or panel, authoring judge etc.).
	☐	
	☐	☐	

	4.4.19. Court’s Own Motion:  Allow actions to be manually entered into the system to record actions initiated by the court.
	☐	
	☐	☐	

	4.4.20. Oral Argument Requests 
	
	
	
	
	

	4.4.20.1. Provide a means for an authorized user (e.g., chief staff attorney, chief criminal staff attorney, etc.) to review the oral argument request and make a recommendation regarding the granting or denying of the request and provide other relevant recommendations/suggestions such as time per side/extended oral argument.
	☐	
	☐	☐	

	4.4.20.2. Automatically conclude oral argument (OA) type actions when the request has been decided and the decision has been finalized.
	☐	
	☐	☐	

	4.4.20.3. Allow a single OA request decision to conclude multiple OA request type actions.
	☐	
	☐	☐	

	4.4.21. In discretionary review case types, allow a two-step process where the first step is the acceptance or denial of the discretionary review action and the second step is all further activity on the case.
	☐	
	☐	☐	

	4.4.22. Petition for Review 
	
	
	
	
	

	4.4.22.1. Allow more than one petition for review (PR) type action for a single case (on occasion more than one PR will be filed in the same case).
	☐	
	☐	☐	

	4.4.22.2. Allow discretionary review type matters to be set on a court calendar of the appropriate type.
	☐	
	☐	☐	

	4.4.22.3. Order to Show Cause (OSC):  Allow tracking of the result of the OSC, such as a sanction.
	☐	
	☐	☐	

	4.5. Due Dates 
	
	
	
	
	

	4.5.1. Permit participating courts to individually define work days, holidays, and other days that should be considered in deadline date calculations.
	☐	
	☐	☐	

	4.5.2. Allow due date deadline dates to be manually set or to be automatically calculated.
	☐	
	☐	☐	

	4.5.3. Allow courts to define intervals between event types, by court and case classification.
	☐	
	☐	☐	

	4.5.4. Apply a defined interval in deadline date calculations.
	☐	
	☐	☐	

	4.5.5. Allow courts to define due date calculation rules.
	☐	
	☐	☐	

	4.5.6. Allow a comment to accompany a date calculation rule (i.e., a user can enter the court rule number that supports the calculation being carried out). 
	☐	
	☐	☐	

	4.5.7. Allow a general-purpose comment in addition to or separate from the date calculation comment. 
	☐	
	☐	☐	

	4.5.8. Provide automatic calculation of due dates for anticipated future events based upon the docketing of case events and other system activities which takes into consideration work days, holidays, other exception days, mailing days (if postal mail used), and court-defined calculation rules.
	☐	
	☐	☐	

	4.5.9. When a due date results from the docketing of a prior event, retain the due date initiating event association.
	☐	
	☐	☐	

	4.6. Automatically adjust applicable due dates as a result of an applicable order.
	☐	
	☐	☐	

	4.7. Allow due dates to be manually revised.
	☐	
	☐	☐	

	4.7.1. Distinguish between official extensions and corrections.
	☐	
	☐	☐	

	4.7.2. Maintain an audit trail of due date revisions.
	☐	
	☐	☐	

	4.7.3. Provide a date calculation tool that considers impact for a recalculated date falling on a non-judicial day.
	☐	
	☐	☐	

	4.8. Associate a due date with time extension request.
	☐	
	☐	☐	

	4.8.1. Allow courts to define event types and a number of occurrences as thresholds upon which an exception is triggered.
	☐	
	☐	☐	

	4.8.1.1. Upon triggering an exception, automatically queue the follow up tasks.
	☐	
	☐	☐	

	4.8.1.2. Enable follow-up tasks to be defined by the court and to vary by type of due date, court, and case class.
	☐	
	☐	☐	

	4.8.2. When time extension request is granted, automatically revise the due date deadline date to the new date established on the order.
	☐	
	☐	☐	

	4.8.3. Maintain due date deadline date extension history.
	☐	
	☐	☐	

	4.9. Provide a report of upcoming due dates.
	☐	
	☐	☐	

	4.10. Provide due date exception reporting and notification mechanisms.
	☐	
	☐	☐	

	4.11. When a due date expires (becomes past due), automatically queue the follow-up tasks. 
	☐	
	☐	☐	

	4.11.1. Enable follow-up tasks to be defined by court and to vary by type of due date, court, and case class.
	☐	
	☐	☐	

	4.11.2. When follow-up tasks are completed, allow automatic closure of the due date to prevent the task’s appearance on subsequent due date exception reports.
	☐	
	☐	☐	

	4.11.3. When an unsatisfied due date is closed prior to expiration: 
	
	
	
	
	

	4.11.3.1. Require the user to confirm this action.
	☐	
	☐	☐	

	4.11.3.2. Permit or require a user comment/reason.
	☐	
	☐	☐	

	4.11.3.3. Maintain an audit log.
	☐	
	☐	☐	

	4.12. Due Date Satisfaction 
	
	
	
	
	

	4.12.1. When docketing events, automatically satisfy due dates for the event the due date anticipates.
	☐	
	☐	☐	

	4.12.2. Associate the satisfying event with the due date just satisfied.
	☐	
	☐	☐	

	4.12.3. Automatically close satisfied due dates and do not include them on subsequent exception reports.
	☐	
	☐	☐	

	4.12.4. Provide an easy, visual mechanism for determining whether a due date has passed.
	☐	
	☐	☐	

	4.12.5. Provide a visual mechanism for flagging the satisfaction of a due date and a reflection of whether it was satisfied timely or untimely.
	☐	
	☐	☐	

	4.13. Case Ticklers 
	
	
	
	
	

	4.13.1. Support reminders for cases and allow a tickle/reminder date.
	☐	
	☐	☐	

	4.13.2. Allow categorization of ticklers into tickler types.
	☐	
	☐	☐	

	4.13.3. Allow reminders to be set for individual users, multiple users, or work groups.
	☐	
	☐	☐	

	4.13.4. Support tickler confidentiality control (allow a user to set a tickler that only s/he can view or a tickler that is more broadly viewable).
	☐	
	☐	☐	

	4.13.5. Allow case ticklers to be manually created by authorized users.
	☐	
	☐	☐	

	4.13.6. Support automatic tickler creation from docketing functions.
	☐	
	☐	☐	

	4.13.7. Support various tickler reports, queries, and notification mechanisms (e.g., upon login, email, etc.).
	☐	
	☐	☐	

	4.13.8. Allow unlimited tickler description text.
	☐	
	☐	☐	

	4.13.9. Allow unlimited ticklers for a case.
	☐	
	☐	☐	

	4.13.10. Allow/Require tickler acknowledgement/completion by assigned user(s). 
	☐	
	☐	☐	

	4.13.10.1. Allow for the recording of completion and follow-up notes.
	☐	
	☐	☐	

	4.13.11. Identify/Report ticklers that have not been responded to or completed.
	☐	
	☐	☐	

	4.14. Miscellaneous Ticklers
	
	
	
	
	

	4.14.1. Support case-independent reminders and allow a tickle date.
	☐	
	☐	☐	

	4.14.2. Allow categorization of ticklers into tickler types.
	☐	
	☐	☐	

	4.14.3. Allow a court to define a schedule for reoccurring ticklers by type (e.g., prior to holidays, end of year, or special events).
	☐	
	☐	☐	

	4.14.4. Allow reminders to be set for individual users, multiple users, or work groups.
	☐	
	☐	☐	

	4.14.5. Support tickler confidentiality control.
	☐	
	☐	☐	

	4.14.6. Allow case ticklers to be manually created by authorized users.
	☐	
	☐	☐	

	4.14.7. Support various tickler reports, queries, and notification mechanisms (e.g., upon login, email, etc.).
	☐	
	☐	☐	

	4.14.8. Allow unlimited tickler description text.
	☐	
	☐	☐	

	4.14.9. Allow unlimited miscellaneous ticklers.
	☐	
	☐	☐	

	4.14.10. Allow/require tickler acknowledgement/completion by assigned user(s). 
	☐	
	☐	☐	

	4.14.10.1. Allow for the recording of completion and follow-up notes.
	☐	
	☐	☐	

	4.14.11. Identify/report ticklers that have not been responded to or completed.
	☐	
	☐	☐	

	4.15. Case Notes 
	
	
	
	
	

	4.15.1. Allow unlimited notes for a case.
	☐	
	☐	☐	

	4.15.2. Allow case notes to be designated as court private (not public). 
	☐	
	☐	☐	

	4.15.3. Designate notes as private for a defined user group(s).
	☐	
	☐	☐	

	4.15.4. Allow unlimited text per note.
	☐	
	☐	☐	

	4.15.5. Capture note author, creation date, and time. Keep audit trail of all revisions.
	☐	
	☐	☐	

	4.16. Other Notes (not public, not case specific) 
	
	
	
	
	

	4.16.1. Allow individual notes that can be private to the author or shared by the author with other persons, work groups, or the court.
	☐	
	☐	☐	

	4.16.2. Permit annotations that can be associated with system objects such as events, documents, queued items, work products, etc.
	☐	
	☐	☐	

	4.17. Event Sets/Series
	
	
	
	
	

	4.17.1. Permit multiple events to be associated with one another.
	☐	
	☐	☐	

	4.17.2. Provide court configurable mechanisms for the establishment of criteria for the automatic creation, assembly, and closure of event sets or series (e.g., event set types and event membership rules).
	☐	
	☐	☐	

	4.17.3. Provide a means to collect and present events that are event set/series members.
	☐	
	☐	☐	

	4.17.4. As events are docketed, automatically establish new event sets.
	☐	
	☐	☐	

	4.17.5. As events are docketed, automatically add them as event set members to existing, open event sets.
	☐	
	☐	☐	

	4.17.6. As events are docketed, automatically close event sets.
	☐	
	☐	☐	

	4.17.7. Enable an authorized user to manually manage event sets/series. This includes:
	☐	
	☐	☐	

	4.17.7.1. The ability to manually create a new event set in a case.
	☐	
	☐	☐	

	4.17.7.2. The ability to manually add or remove event set members.
	☐	
	☐	☐	

	4.17.7.3. The ability to organize and sequence the event set.
	☐	
	☐	☐	

	4.17.7.4. The ability to close an event set.
	☐	
	☐	☐	

	4.17.8. Log all event set activity, both manual and automatic.
	☐	
	☐	☐	

	4.18. Case Statuses 
	
	
	
	
	

	4.18.1. Permit courts to define case status types.
	☐	
	☐	☐	

	4.18.1.1. Allow courts to establish the case classifications for each status type as applicable for that court.
	☐	
	☐	☐	

	4.18.1.2. By court and case classification, courts may
	
	
	
	
	

	4.18.1.2.1. Establish a case status priority.
	☐	
	☐	☐	

	4.18.1.2.2. Identify an event type that an occurrence of which automatically sets the case status.
	☐	
	☐	☐	

	4.18.1.2.3. Identify an event type(s) that occurrences of which automatically terminate a case status.
	☐	
	☐	☐	

	4.18.1.2.4. Identify the case status type that represents ‘At Issue.’
	☐	
	☐	☐	

	4.18.1.2.5. Identify the case status type that represents ‘At Issue Review.’
	☐	
	☐	☐	

	4.18.1.2.6. Identify the case status type that represents ‘Submitted.’
	☐	
	☐	☐	

	4.18.1.2.7. Identify whether the case is to be treated as stayed while the status is in effect.
	☐	
	☐	☐	

	4.18.1.2.8. Define if only one or multiple case statuses of a given status type may be simultaneously open on a case.
	☐	
	☐	☐	

	4.18.1.2.9. Identify two or more case status types that are mutually exclusive; if a case status type is active, then mutually exclusive status types are not permitted to also be active on the same case.
	☐	
	☐	☐	

	4.18.1.3. Allow manual setting and terminating of cases statuses by an authorized user.
	☐	
	☐	☐	

	4.18.1.4. Provide automatic setting and closing of case statuses.
	☐	
	☐	☐	

	4.18.1.4.1. Allow an event type to enable a case status (by court and case class).
	☐	
	☐	☐	

	4.18.1.4.2. Allow an event type to terminate a case status (by court and case class).
	☐	
	☐	☐	

	4.18.1.5. Allow a case to have multiple, simultaneous, open statuses, consistent with case status type configurations.
	☐	
	☐	☐	

	4.18.1.6. When displaying case statuses, allow a user to choose either status priority order or chronological order.
	☐	
	☐	☐	

	4.19. Case Stages
	
	
	
	
	

	4.19.1. Allow courts to define and configure case stages.
	☐	
	☐	☐	

	4.19.1.1. Allow stages to be either a single milestone or an interval between two milestones.
	☐	
	☐	☐	

	4.19.1.2. Allow stages to be based on specific types of events.
	☐	
	☐	☐	

	4.19.1.3. Allow stages to be based on specific case status types.
	☐	
	☐	☐	

	4.19.1.4. Allow stages based on court calendars.
	☐	
	☐	☐	

	4.19.1.5. Support the use of the Arizona CourTools End-Point and Time Standards in stage definitions.
	☐	
	☐	☐	

	4.19.2. Allow courts to configure reports and queries based on stages.
	☐	
	☐	☐	

	4.19.2.1. Support reports that provide details for a single stage.
	☐	
	☐	☐	

	4.19.2.2. Support reports that permit the court’s inclusion of multiple stages.
	☐	
	☐	☐	

	4.19.2.2.1. Provide stage driver designation support. To qualify for the report/query, the driver stage must have occurred for a case within the report/query interval.
	☐	
	☐	☐	

	4.20. Case-Specific Milestone Summary View 
	
	
	
	
	

	4.20.1. Provide a milestone event/activity summary view.
	☐	
	☐	☐	

	4.20.1.1. Allow past, current, and future anticipated milestone events/activities to be included.
	☐	
	☐	☐	

	4.20.1.2. At a minimum, provide a grid of milestone event/activities including a short event/activity name and a date (although the date may be blank until the event/activity has occurred).
	☐	
	☐	☐	

	4.20.2. Allow courts to define events/activities which are to appear in the milestone summary view.
	☐	
	☐	☐	

	4.20.2.1. Allow courts to define the sequence/arrangement of events/activities on the milestone summary view.
	☐	
	☐	☐	

	4.20.3. Permit different spreadsheet configurations by court and case classification.
	☐	
	☐	☐	

	4.20.4. As events/activities occur and are recorded, auto-populate the milestone summary view dates.
	☐	
	☐	☐	

	4.20.4.1. Keep milestone summary view event/activity dates synchronized with event/activity dates (e.g., when an event/activity date is revised, reflect this in the milestone summary view).
	☐	
	☐	☐	

	4.20.4.2. Allow milestone summary view event/activity date entry or revision that maintains synchronization.
	☐	
	☐	☐	

	4.20.4.3. Automatically insert a new milestone item when major or multiple events are not included on the template.
	☐	
	☐	☐	

	4.20.5. Provide hyperlink/drill-down access to the actual event/activity detail from the milestone summary view event/activity item.
	☐	
	☐	☐	


Docketing and Event Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706707]Document Management and Production

The appellate CMS should permit authorized users to incorporate and manage documents in their proper context within a case (e.g., produced within or outside of the CMS via a workflow, event entry, or e-filing, etc.).  However, some documents that need to be managed are not case-specific (e.g., an administrative order).  Case documents filed with the court (either over-the-counter or e-filed) should be associated with the corresponding event.  Some connected documents may have a sequential relationship to a lead document (i.e., the index of record for a trial court case). Documents should be able to be associated with multiple appellate cases to avoid duplicate copies and to minimize disk storage. Documents are maintained in the court’s EDMS, OnBase.

	5. Document Management and Production
	Exists
	Planned
	Phase II
	N/A
	Comments

	5.1. Transcripts 
	
	
	
	
	

	5.1.1. Allow a participating court to itemize known or anticipated transcripts from a lineage predecessor case at a prior court.
	☐	
	☐	☐	

	5.1.2. Allow the court to maintain transcript lists for every lineage predecessor court.
	☐	
	☐	☐	

	5.1.3. Require each transcript to be identified by the date and type of proceeding or court event transcribed.
	☐	
	☐	☐	

	5.1.4. Allow multiple transcript identification instances for a single date, if needed (AM/PM; different court reporters, etc.).
	☐	
	☐	☐	

	5.1.5. Allow the identification of the transcribing court reporter or transcriptionist.
	☐	
	☐	☐	

	5.1.6. Permit a brief description to be recorded for each transcript (e.g., Evidentiary Hearing, Status Conference, Grand Jury, Trial, Severance, Adjudication, etc.). Provide a selection list of brief description choices which are court-defined and -maintained as a part of system configuration and maintenance. Allow free-form text entry when no selection list choice is adequate.
	☐	
	☐	☐	

	5.1.7. Allow an optional transcript comment to be recorded.
	☐	
	☐	☐	

	5.1.8. Allow the recording of the due date for a transcript that has not yet been received.
	☐	
	☐	☐	

	5.1.9. Provide the ability to record court reporter/transcriptionist transcript filing time extension requests, and the specific transcripts for which extension is sought.
	☐	
	☐	☐	

	5.1.10. Provide a feature to extend a subset, or all, pending transcript due dates to a new deadline date.
	☐	
	☐	☐	

	5.1.10.1. [bookmark: _Hlk492020154]Provide due date deadline date calculation tools which can account for weekends, holidays, and court’s calculation rules. (Also see Due Dates.)
	☐	
	☐	☐	

	5.1.10.2. Allow the due date deadline date revisions to be identified as either an official extension or just a correction.
	☐	
	☐	☐	

	5.1.10.3. Manage transcript due dates as any other due date (see Due Dates section above).
	☐	
	☐	☐	

	5.1.10.4. Track all transcript due date extension requests and approvals or denials.
	☐	
	☐	☐	

	5.1.11. Allow the recording of the date that the transcript has been received and/or filed.
	☐	
	☐	☐	

	5.1.11.1. Allow for registration of the transcript into the court’s EDMS.
	☐	
	☐	☐	

	5.1.11.2. Permit the transcript document to be linked to the transcript list entry. Allow drilldown/hyperlink access to the transcript document.
	☐	
	☐	☐	

	5.1.11.3. Provide the capability to associate a set of received transcripts with a single docketed event.
	☐	
	☐	☐	

	5.1.12. For transcript filings submitted through e-filing, upon clerk review acceptance, automatically update the transcript list record, register the transcript document, satisfy any applicable related due date, and link the transcript document to the transcript list entry.
	☐	
	☐	☐	

	5.1.13. Provide document generation capabilities that can produce documents/notifications to court reporters and transcriptionists which include information on all transcripts pending with due date information, including the number of extensions of time requested and granted.
	☐	
	☐	☐	

	5.1.14. Provide the ability to automatically or on demand generate “order to show cause” documents for court reporters and transcriptionists.
	☐	
	☐	☐	

	5.1.15. Provide reports for court reporter/transcriptionist performance, utilizing historical records of transcript preparation and filing timeliness, as well as time extension histories.
	☐	
	☐	☐	

	5.2. Producing/Generating Documents 
	
	
	
	
	

	5.2.1. Provide the capability to generate documents that include information from the database and user prompt fields, which are intermixed with predefined textual passages.
	☐	
	☐	☐	

	5.2.2. Provide a means to create and save document generation templates (e.g., forms) that define the database fields, prompt fields, intermixed textual passages, fonts, formats, margins, formatting styles, and other characteristics necessary to fully create a document.
	☐	
	☐	☐	

	5.2.3. Provide a special marker to indicate the location of the court’s full caption.
	☐	
	☐	☐	

	5.2.4. Provide a special marker to indicate the location within the form template for the insertion of distribution recipient/service information.
	☐	
	☐	☐	

	5.2.5. Provide a means to format document distribution recipients and service information in user defined styles that consider the type of recipient (e.g., judge, inmate, attorney, organization, law firm, court, etc.) and the type of distribution (e.g., postal mail, email). The format styles define which information components to present (e.g., first name, last name, organization position title, law firm name, address, inmate numbers, literal text, etc.), the sequence in which the information components are to appear, the delimiters/separators that should appear between components (e.g., space, comma + space, carriage return + line feed, tab, etc.), as well as any special formatting (e.g., bold, underline, etc.).
	☐	
	☐	☐	

	5.2.6. Allow these distribution recipient format definitions to be saved and to be reused later as part of the document generation template.
	☐	
	☐	☐	

	5.2.7. Allow distribution recipient formatting definitions to vary by template.
	☐	
	☐	☐	

	5.2.7.1. When creating a new form template, provide a court-defined, default set of distribution recipient format definitions that may then be adjusted and saved with the new form.
	☐	
	☐	☐	

	5.2.8. Allow generated documents to be edited by users prior to completion.
	☐	
	☐	☐	

	5.2.8.1. Allow the user to add, remove, or revise and to format document text.
	☐	
	☐	☐	

	5.2.8.2. Allow the user to insert from a library of previously established, user-defined paragraphs.
	☐	
	☐	☐	

	5.2.8.3. Allow the user to insert additional database field information at user-designated document locations.
	☐	
	☐	☐	

	5.2.8.3.1. Allow a single value (e.g., a database field) to be inserted at multiple locations in the form/template (e.g., a mandate form might need to reference lower court case number in both first paragraph and third paragraph).
	☐	
	☐	☐	

	5.2.8.4. Support user-defined fields that prompt the user to provide a value, including prompt field name, supportive description text, data type, and default value. 
	☐	
	☐	☐	

	5.2.8.4.1. Allow prompt field value to be selected from a user-defined value list.
	☐	
	☐	☐	

	5.2.8.4.2. Allow prompt field value list to be populated from a database query.
	☐	
	☐	☐	

	5.2.8.4.3. Allow a prompt field for a date to be populated from a date calculator or calendar control that can account for weekends, holidays, and court’s calculation rules.
	☐	
	☐	☐	

	5.2.8.4.4. Allow prompt field values to be saved to the database in the appropriate table, row, and column specified in the prompt field configuration.
	☐	
	☐	☐	

	5.2.8.5. Allow the user to include DocLink or equivalent hyperlinks to other documents, such as documents in the court record or trial/lower court record. These hyperlinks must remain valid and functional throughout the lifecycle of the document (including distribution and public access). 
	☐	
	☐	☐	

	5.2.8.5.1. Provide ease-of-use functions, such as drag and drop or pop-up menu access, etc., that facilitate the inclusion of the hyperlink, e.g., by document selection from a standing document list or search function. 
	☐	
	☐	☐	

	5.2.8.6. Provide a means whereby the document production user can establish distribution/service details, including selection of recipients, and establishment of service date/time, etc., prior to posting this information into the document.
	☐	
	☐	☐	

	5.2.8.6.1. For case documents, automatically import the case distribution list recipients into the document edit session, for subsequent placement at the marker location.
	☐	
	☐	☐	

	5.2.8.6.2. Allow the user to insert additional document recipients or to remove recipients. 
	☐	
	☐	☐	

	5.2.8.6.3. Allow the user to rearrange the order of distribution recipients before resolution to text.
	☐	
	☐	☐	

	5.2.8.6.4. Allow each listed recipient to be toggled on or off. Recipients which are toggled on will be resolved to text in the document at the location established by the “To’s” marker.
	☐	
	☐	☐	

	5.2.8.6.5. Resolve each toggled ‘on’ recipient into formatted text in accordance with the definition for the recipient and distribution type.
	☐	
	☐	☐	

	5.2.8.7. [bookmark: _Hlk492023565]Integrate document distribution information with the document distribution function (e.g., allow a document distribution plan to be generated as part of producing a document).
	☐	
	☐	☐	

	5.2.8.7.1. Allow the user to set and adjust distribution information from within the document creation and edit function, including but not limited to:
	☐	
	☐	☐	

	5.2.8.7.1.1. Planned distribution date.
	☐	
	☐	☐	

	5.2.8.7.1.2. List of recipients, locations, and distribution methods.
	☐	
	☐	☐	

	5.2.8.7.1.3. When distribution should occur (e.g., immediately, later at a specified date and time, etc.).
	☐	
	☐	☐	

	5.2.8.7.1.4. For postal mail, printing specification for label/envelope printing.
	☐	
	☐	☐	

	5.2.8.8. Allow the user to apply or modify margins, fonts, bold, underline, italics, strike through, text color, etc.
	☐	
	☐	☐	

	5.2.8.9. Provide spell checking.
	☐	
	☐	☐	

	5.2.8.10. Provide standard word processing features similar to Microsoft Word (or allow the user to use Microsoft Word). 
	☐	
	☐	☐	

	5.2.9. Allow the association of a document template to a type of document for a court and case class.
	☐	
	☐	☐	

	5.2.10. Provide support for templates and document generation by case (e.g., by case number specification).
	☐	
	☐	☐	

	5.2.11. Provide support for templates and document generation using data source arguments other than just case number/identifier, such as calendar identification/number or date (e.g., to produce a document for each calendared case), court reporter name and case number, inmate number, etc.).
	☐	
	☐	☐	

	5.2.12. Provide support for templates and document generation for documents that are not case related and documents that address multiple cases.
	☐	
	☐	☐	

	5.2.13. Provide support for templates and generation of documents for a specific case and court reporter/transcriptionist that includes user-defined fields for transcript information for all or all unreceived transcripts.
	☐	
	☐	☐	

	5.2.14. When a document generation episode produces multiple documents at once, allow the court/user to specify whether to save all documents into a single file, or one file per document.
	☐	
	☐	☐	

	5.2.15. Allow documents to be saved in user-defined formats including Microsoft Word .docx, OpenDoc format. odt, Adobe PDF, Rich Text Format .rtf, or Microsoft Excel .xlsx.
	☐	
	☐	☐	

	5.2.15.1. Allow the format to be optionally specified in the template.
	☐	
	☐	☐	

	5.2.16. Provide support for the creation/generation of document renditions that are finished/final at the conclusion of the generation function.
	☐	
	☐	☐	

	5.2.16.1. Provide a means to automatically register a completed document rendition into the court’s document management system.
	☐	
	☐	☐	

	5.2.16.2. For completed document renditions that are to be filed, provide a means to affix a date-filed stamp, and automatically docket the filing.
	☐	
	☐	☐	

	5.2.17. Provide support for the creation/generation of documents that will require an additional round(s) of information inclusion/edit prior to completion/finalization (e.g., document completion).
	☐	
	☐	☐	

	5.2.18. For documents that are not completed/finalized in a single creation/generation episode, provide a means of securely and safely storing the draft document outside of the court’s document management system (EDMS) until completed/finalized.
	☐	
	☐	☐	

	5.2.18.1. Save versions of the document throughout its lifecycle.
	☐	
	☐	☐	

	5.2.18.2. Provide a document check-out/check-in capability to support a single editor at one time.
	☐	
	☐	☐	

	5.2.18.3. Allow a document to be rolled back to a prior version.
	☐	
	☐	☐	

	5.2.18.4. Provide support, tied to workflow, to require or allow a document to be routed for review and approval before its next step or finalization.
	☐	
	☐	☐	

	5.2.18.4.1. Allow an optional, predefined reviewer(s)/alternate reviewer(s) and approver(s) to be defined.
	☐	
	☐	☐	

	5.2.18.4.2. If a document is disapproved, then allow the document to be returned to the creator or user from the prior step. Allow a reason for disapproval to be provided.
	☐	
	☐	☐	

	5.2.18.4.2.1. Allow the user/creator to make corrections to the document (as a new managed version) before resubmittal for review/approval. 
	☐	
	☐	☐	

	5.2.18.4.2.2. Support multiple cycles of review/disapproval/resubmittal as necessary to achieve approval.  
	☐	
	☐	☐	

	5.2.18.4.3. Upon approval, advance the document to its next step as defined in the workflow routing (e.g., document registration if final, or document completion, etc.).
	☐	
	☐	☐	

	5.2.19. Allow the process of document creation/generation to be initiated by user request/demand.
	☐	
	☐	☐	

	5.2.19.1. Support both general document production and context-aware document production. General document production may be initiated by an authorized user at any time. Context-aware document production is provided as an option to or as an integral part of some operation or function, such as docketing, calendaring, or decision management. 
	☐	
	☐	☐	

	5.2.19.2. When user initiated, permit the selection of the document type or template.
	☐	
	☐	☐	

	5.2.19.3. For context-aware document production, provide a means for the document type or template to be previously defined/configured by the court.
	☐	
	☐	☐	

	5.2.19.4. Allow general document production requests to be enacted immediately or to be queued for subsequent generation.
	☐	
	☐	☐	

	5.2.20. Support the automatic creation/generation of documents as a result of some system activity such as docketing, calendaring, or case status change.
	☐	
	☐	☐	

	5.2.20.1. Allow the court to configure the system activity that triggers automatic document generation.
	☐	
	☐	☐	

	5.2.20.2. Allow automatic document creation to be immediate, or scheduled for a later date and time, or queued for subsequent generation.
	☐	
	☐	☐	

	5.2.20.3. For documents immediately generated, allow the court to define and preconfigure the next step following generation of the document (e.g., print it, registration, queued for user review/approval, document completion, distribution, etc.). 
	☐	
	☐	☐	

	5.2.21. For each participating court, provide a queue for document creation/generation requests that have been deferred to a future time. 
	☐	
	☐	☐	

	5.2.21.1. Allow requests to be assigned to a specified user. Provide authority controls to establish which users are permitted to make assignments, and the types of documents and cases for which this authority is valid.
	☐	
	☐	☐	

	5.2.21.2. Allow the court to define document requests that permit self-assignment. Provide authority controls to establish which users may perform self-assignment and the types of documents and cases for which this authority is valid.
	☐	
	☐	☐	

	5.2.22. Maintain a log of all document production requests submitted and all document productions enacted.
	☐	
	☐	☐	

	5.3. Redacting Documents (see also Value Add)
	
	
	
	
	

	5.3.1. Although filing attorneys are responsible to redact or conceal confidential information, there are occasions when additional information must be redacted in already filed documents. Provide a document redaction function.
	☐	
	☐	☐	

	5.3.2. Provide access and security controls so that only authorized users are permitted access to and the use of redaction functions. 
	☐	
	☐	☐	

	5.3.3. Maintain a court-secured, access-controlled document rendition of the original un-redacted document.
	☐	
	☐	☐	

	5.3.4. Allow redacted documents to be further redacted, as necessary.
	☐	
	☐	☐	

	5.4. Registering Documents 
	
	
	
	
	

	5.4.1. Allow each participating court to define and configure the integration to its individual external electronic document management system (EDMS). The court’s EDMS is the system of record for documents.
	☐	
	☐	☐	

	5.4.2. Allow courts to configure EDMS identifiers (e.g., keywords) that are to be populated upon document copy archival, the value of which must be maintained in synchronization with the CMS database throughout the document copy lifecycle.
	☐	
	☐	☐	

	5.4.3. Allow documents to be registered into the document management system upon completion/finalization.
	☐	
	☐	☐	

	5.4.3.1. Require/capture the date of registration.
	☐	
	☐	☐	

	5.4.3.2. Require a document title (up to 255 characters); permit entry of a brief description of the document (e.g., abstract).
	☐	
	☐	☐	

	5.4.3.3. Allow the assignment of one or more case numbers from the same court.
	☐	
	☐	☐	

	5.4.3.4. Do not require a case number.
	☐	
	☐	☐	

	5.4.3.5. Allow the assignment of case numbers from other participating courts.
	☐	
	☐	☐	

	5.4.3.6. Allow for selection of documents to be associated or unassociated with specific case number(s).
	☐	
	☐	☐	

	5.4.3.7. Allow the confidentiality of the document to be specified at multiple levels.
	☐	
	☐	☐	

	5.4.3.7.1. Only allow authorized users to set or revise document confidentiality.
	☐	
	☐	☐	

	5.4.3.8. Require a document status (e.g., created, received, filed, etc.) to be specified/selected.
	☐	
	☐	☐	

	5.4.3.9. Allow one or more document type classifications to be applied.
	☐	
	☐	☐	

	5.4.4. Support the printing of a ‘Bar Code Sheet’ compatible with the court’s EDMS, for use in document scanning operations.
	☐	
	☐	☐	

	5.4.5. Permit the user to browse to select the file to be uploaded for registration as a document copy (e.g., rendition).
	☐	
	☐	☐	

	5.4.6. When uploading a document copy from a file:
	
	
	
	
	

	5.4.6.1. Generate and save a hash for each document copy upon archival (e.g., SHA-256). 
	☐	
	☐	☐	

	5.4.6.2. Capture and retain the size of the document copy file.
	☐	
	☐	☐	

	5.4.7. Allow upload of multiple renditions for a document (e.g., .docx copy, .pdf copy, redacted copy, etc.).
	☐	
	☐	☐	

	5.4.8. Allow confidentiality to be specified individually on each document copy/rendition which overrides the document confidentiality (e.g., the document is marked as confidential, but its redacted rendition is marked as not confidential).
	☐	
	☐	☐	

	5.4.8.1. Only allow authorized users to set or revise document copy confidentiality.
	☐	
	☐	☐	

	5.4.9. Allow a document to have zero, one, or multiple child/attached/supporting documents (e.g., connected documents). 
	☐	
	☐	☐	

	5.4.9.1. Allow child/attached documents to be sequenced in a court-/user-defined order.
	☐	
	☐	☐	

	5.4.9.2. Provide tools to facilitate user sequencing of attached documents, such as drag/drop ordering, date sorting, renumbering, etc. 
	☐	
	☐	☐	

	5.4.9.3. Allow an attached/supporting document to be its own fully registered document.
	☐	
	☐	☐	

	5.4.9.4. Permit attachment associations to be prescribed by authorized users.
	☐	
	☐	☐	

	5.4.9.5. Permit attachments to be ingested from e-filings and electronic record filings. 
	☐	
	☐	☐	

	5.4.10. Provide document copy stamping functions.
	☐	
	☐	☐	

	5.4.10.1. Ensure the document copy stamping does not alter the content of the document or invalidate the hash.
	☐	
	☐	☐	

	5.4.11. Allow document participants and their role(s) (e.g., author, approver, signer, etc.) to be specified for a document.
	☐	
	☐	☐	

	5.4.12. Allow documents to be associated with events (e.g. docketed). 
	☐	
	☐	☐	

	5.4.13. Allow documents and document copies/renditions to be registered directly from e-filing, upon acceptance or other appropriate disposition.
	☐	
	☐	☐	

	5.4.14. Provide separate secure document repository locations into which draft documents and other documents and files, not yet ready for EDMS archival (e.g., staged for e-filing clerk review), can be saved, accessed, and shared.
	☐	
	☐	☐	

	5.4.14.1. Allow participating courts to establish separate repository locations.
	☐	
	☐	☐	

	5.4.14.2. Allow courts to control which users have access and the type of access to repository locations.
	☐	
	☐	☐	

	5.4.15. Provide a batch document registration function.
	☐	
	☐	☐	

	5.4.15.1. Provide convenient and labor-saving features that support the ability to define or specify the capture of document and document copy registration information that is applicable across the batch.
	☐	
	☐	☐	

	5.4.16. Provide a document move function that permits an authorized user to seamlessly move documents from one document repository into another document repository.
	☐	
	☐	☐	

	5.5. Viewing/Browsing Documents
	
	
	
	
	

	5.5.1. Provide a one-click document viewing experience permitting users to quickly locate and display a document copy regardless of document storage location (e.g., EDMS, CMS managed repository, file share, etc.).
	☐	
	☐	☐	

	5.5.2. Support document display using native (external) viewers (e.g., Adobe Acrobat, Word, etc.) or in a viewing console (e.g., browser).
	☐	
	☐	☐	

	5.5.3. Maintain a user viewing history (e.g., recently viewed list) permitting a user to recall a document copy that has been previously displayed.
	☐	
	☐	☐	

	5.5.4. Provide a prompt regarding the number of documents that have been added since the last time the user viewed documents associated with the same case.
	☐	
	☐	☐	

	5.5.5. Provide the ability to move easily from one document to the next in each case.
	☐	
	☐	☐	

	5.5.6. Support the ability for the user to assemble document lists, such as all the documents in a case, recent opinion/memo decision documents, or pending motion documents. List documents by date, title, type, and case number association.
	☐	
	☐	☐	

	5.5.7. For case document lists, provide easy and convenient methods for changing the case number to refresh the list.
	☐	
	☐	☐	

	5.5.7.1. Provide a most recently used case number list; allow selection from the list to refresh a list or begin a new list.
	☐	
	☐	☐	

	5.5.7.2. Provide a means to browse for a case which meets user-specified characteristics.
	☐	
	☐	☐	

	5.5.7.3. Display cases for which the user or the user’s proxy has some current assignment, responsibility, or task.
	☐	
	☐	☐	

	5.5.7.4. Enable quick access to documents for related or consolidated cases.
	☐	
	☐	☐	

	5.5.8. Provide quick filtering of document lists by document type or by a set of document types such as: (Note:  Some documents may appear in more than one document type collection; e.g., a transcript document would appear in the Transcript collection, but may also appear in the Record collection.)
	☐	
	☐	☐	

	5.5.8.1. All documents regardless of document type.
	☐	
	☐	☐	

	5.5.8.2. Briefs – group all briefing-type documents (e.g., opening brief, answering brief, reply brief, appendix, petitions, etc.) into a single collection.
	☐	
	☐	☐	

	5.5.8.3. Lineage predecessor (e.g., lower court) record documents (sorted by Record on Appeal Sequence Number).
	☐	
	☐	☐	

	5.5.8.4. Transcripts (sorted by transcript proceeding date).
	☐	
	☐	☐	

	5.5.8.5. Court orders.
	☐	
	☐	☐	

	5.5.8.6. Notices and letters.
	☐	
	☐	☐	

	5.5.8.7. Authorized court users should be able to create, modify, or delete any quick filtering presets.
	☐	
	☐	☐	

	5.5.9. Provide advanced document search options to locate documents that meet user-specified criteria, such as by title, case number, author, date, document type, or other document attributes.
	☐	
	☐	☐	

	5.5.10. Allow documents found using search criteria to be maintained as a list as well as permitting ‘found’ documents to be added to other existing document lists.
	☐	
	☐	☐	

	5.5.11. Support searching of documents by document content.
	☐	
	☐	☐	

	5.5.11.1. Content search documents on an existing document list.
	☐	
	☐	☐	

	5.5.11.2. Content search documents across all cases in a court or limited by some document attribute(s) criteria.
	☐	
	☐	☐	

	5.5.12. Provide filter options for document lists, such as recent documents (e.g., within the last 90 days), by document status (e.g., filed, received, created, etc.), document format type (e.g., PDF, .docx, etc.), etc.
	☐	
	☐	☐	

	5.5.13. Allow user to set preferences for magnification levels of document lists as well as sorting style and filters. Retain user-set preferences. 
	☐	
	☐	☐	

	5.5.14. Allow a user to create and maintain a “favorites” document list. Allow this list to be saved and recalled later.
	☐	
	☐	☐	

	5.5.15. Allow the user to quickly and easily (e.g., one-click) view documents from the list.
	☐	
	☐	☐	

	5.5.16. Apply security and document access control restrictions to the viewing and listing of documents.
	☐	
	☐	☐	

	5.6. Document Completion 
	
	
	
	
	

	5.6.1. Provide one or more queues for each participating court to hold pending document completion requests.
	☐	
	☐	☐	

	5.6.2. Allow a work group to be assigned to the document completion queue. Members of the work group are authorized to process document completion requests.
	☐	
	☐	☐	

	5.6.3. Provide a means (e.g., a document completion request slip) that permits authorized users to submit a document completion request.
	☐	
	☐	☐	

	5.6.4. When submitting a document completion request, require the user to provide the document that requires completion. If the document was produced external to the CMS (e.g., using MS Word) then provide a browse feature to assist in navigating to and selecting the document. If the document was generated by the CMS, then attach a link to the document copy.
	☐	
	☐	☐	

	5.6.4.1. Ensure that documents submitted for completion are provided in a court-approved document format (e.g., docx, doc, rtf).
	☐	
	☐	☐	

	5.6.4.2. Allow the user to view the document to assist in verifying the correct document has been selected/identified.
	☐	
	☐	☐	

	5.6.5. Capture the document title from the document metadata if supported for the document format type, otherwise require document title entry (up to 255 characters).
	☐	
	☐	☐	

	5.6.6. Upon submission, secure the document so that it cannot be further edited, revised or deleted while pending completion.
	☐	
	☐	☐	

	5.6.7. Allow completion requests to be assigned to a specified user within the work group. Provide authority controls to establish which users are permitted to make assignments, as well as the types of documents and cases for which this authority is valid.
	☐	
	☐	☐	

	5.6.8. Allow the court to define document completion requests that permit self-assignment. Provide authority controls to establish which users may perform self-assignment and the types of documents and cases for which this authority is valid.
	☐	
	☐	☐	

	5.6.9. Allow the document provided with a completion request to be viewed while in the queue.
	☐	
	☐	☐	

	5.6.10. Upon invocation of the document-completion process by the assigned user, lock the request so that it may not be unassigned, reassigned, deleted, or invoked a second time while the request is in process.
	☐	
	☐	☐	

	5.6.11. Provide an interactive user function that permits the document completion assigned user to:
	☐	
	☐	☐	

	5.6.11.1. View the document submitted for completion.
	☐	
	☐	☐	

	5.6.11.2. Proofread the document.
	☐	
	☐	☐	

	5.6.11.3. Add service/distribution information (e.g., “To’s”).
	☐	
	☐	☐	

	5.6.12. Allow the court to configure the process that should be used for proofreading errors; e.g., whether the proofreader is permitted to make corrections, or whether the document should be returned to the submitter.
	☐	
	☐	☐	

	5.6.13. If the document is to be returned to the submitter for corrections, provide a function to route the document back. Allow the reviewer to provide comments identifying corrections needed. 
	☐	
	☐	☐	

	5.6.14. If the completion request was routed from a prior workflow queue, return the document with reviewer comments to the submitter in the prior work flow queue.
	☐	
	☐	☐	

	5.6.15. If the completion request was submitted from a source external to the CMS, provide an alternative means to return the document and reviewer comments to the submitter (such as email).
	☐	
	☐	☐	

	5.6.16. When a document is returned to the submitter, terminate the completion request and retain a history of termination status (e.g., returned to submitter) and termination date.
	☐	
	☐	☐	

	5.6.17. For service/distribution information 
	
	
	
	
	

	5.6.17.1. Provide the document completion user with the ability to insert a marker into the document as the starting location for the insertion of distribution information.
	☐	
	☐	☐	

	5.6.17.2. For case documents, permit the importation of the case distribution list recipients at the marker location.
	☐	
	☐	☐	

	5.6.17.3. Allow the user to optionally include additional recipients who are not on the case’s distribution list.
	☐	
	☐	☐	

	5.6.17.3.1. When searching for recipient and distribution points, default to displaying all email addresses and no mailing addresses when both exist.
	☐	
	☐	☐	

	5.6.17.3.2. Default to showing mailing address only when there is no email address.
	☐	
	☐	☐	

	5.6.17.4. Allow the order in which recipients are to appear in the document to be adjusted prior to resolution. Drag and drop reordering is preferred.
	☐	
	☐	☐	

	5.6.17.5. Provide a means to format document distribution recipients (“To’s”) in user-defined styles that consider the type of recipient (e.g., judge, inmate, attorney, organization, law firm, court, etc.) and the type of distribution (e.g., postal mail, email). The format styles define which information components to present (e.g., first name, last name, organization position title, law firm name, address, inmate numbers, etc.), the sequence that the information components are to appear, the delimiters/separators that should appear between components (e.g. space, comma + space, carriage return + line feed, tab, etc.), as well as any special formatting (e.g., bold, underline, etc.).
	☐	
	☐	☐	

	5.6.17.6. Allow each recipient to be toggled on or off. Recipients which are toggled on will be resolved to text in the document at the location established by the marker for recipients.
	☐	
	☐	☐	

	5.6.17.7. Resolve each toggled ‘on’ recipient into formatted text in accordance with the definition for the recipient and distribution type.
	☐	
	☐	☐	

	5.6.17.8. Ensure that distribution information text resolution does not alter or adversely affect the content of the original submitted document.
	☐	
	☐	☐	

	5.6.18. Integrate document distribution information with the document distribution function (e.g., allow a document distribution plan to be generated as part of producing a document).
	☐	
	☐	☐	

	5.6.18.1. Allow the user to set and to adjust distribution information from within the document completion function, including but not limited to:
	☐	
	☐	☐	

	5.6.18.1.1. Planned distribution date.
	☐	
	☐	☐	

	5.6.18.1.2. List of recipients, locations, and distribution methods.
	☐	
	☐	☐	

	5.6.18.1.3. When distribution should occur (e.g. immediately, or later at a specified date and time, etc.).
	☐	
	☐	☐	

	5.6.18.1.4. For postal mail, printing specification for label/envelope printing.
	☐	
	☐	☐	

	5.6.19. Allow the service/distribution information to be added on a separate page or pages; ensure consistent page numbering.
	☐	
	☐	☐	

	5.6.20. If the document completion function is terminated before successful completion (either by user cancellation or processing error), then the request in the queue should be unlocked so as to permit re-invocation, reassignment, deletion, etc., and the document should be returned to its original state.
	☐	
	☐	☐	

	5.6.21. Upon completion, the request should be marked as completed and moved to history with a status and completion date applied.
	☐	
	☐	☐	

	5.6.22. Upon completion, the document should be automatically routed to the next workflow queue as defined in the court-configured process routing (e.g., docketing desk).
	☐	
	☐	☐	

	5.6.23. Provide a means to view and report document completion history.
	☐	
	☐	☐	

	5.7. Exporting Documents (e.g., to SharePoint) 
	
	
	
	
	

	5.7.1. Provide the capability to export data and documents from the CMS/EDMS.
	☐	
	☐	☐	

	5.7.2. Support the ability to export user selected documents to a user-specified file folder.
	☐	
	☐	☐	

	5.7.3. Provide unique user-readable filenames to exported documents.
	☐	
	☐	☐	

	5.7.4. Support the ability to export documents with case/document metadata for external use by users or external systems such as:
	☐	
	☐	☐	

	5.7.4.1. Opinions on the Web – support both publish and remove (unpublish) operations.
	☐	
	☐	☐	

	5.7.4.2. Electronic Mail – support the exportation of document copies as email attachments. Allow hyperlinks in lieu of actual attachments.
	☐	
	☐	☐	

	5.7.5. Provide the ability to apply a document stamp (e.g., ‘certified copy’) to documents as a part of an export operation.
	☐	
	☐	☐	

	5.7.5.1. Ensure that document stamping does not alter the content of the document or invalidate any hash or digital signature.
	☐	
	☐	☐	

	5.7.6. Generate any required scripts (e.g., PowerShell) necessary to ingest documents and data into a target system.
	☐	
	☐	☐	

	5.8. Distributing Documents (also see Distribution below) 
	
	
	
	
	

	5.8.1. Allow an authorized user to create a plan for distribution for a document or documents, including lead documents and connected documents.
	☐	
	☐	☐	

	5.8.1.1. The distribution plan must identify the document copy or copies to be distributed.
	☐	
	☐	☐	

	5.8.1.2. The distribution plan must identify one or more distribution recipients to be served.
	☐	
	☐	☐	

	5.8.1.3. The distribution plan may optionally set a date and time for distribution.
	☐	
	☐	☐	

	5.8.2. Optionally, allow a service page to be generated and printed or attached when a distribution plan is executed or appended to a routed document.
	☐	
	☐	☐	

	5.8.3. Provide the ability to provide a document stamp (e.g., ‘certified copy’) to document copies as part of the distribution operation.
	☐	
	☐	☐	

	5.8.4. Ensure that document stamping does not alter the document content or invalidate any hash or digital signature.
	☐	
	☐	☐	

	5.8.5. Allow a distribution plan to be executed by an authorized user on-demand.
	☐	
	☐	☐	

	5.8.6. Allow a distribution plan to be automatically executed at the plan’s scheduled date and time.
	☐	
	☐	☐	

	5.8.7. For manually executed distributions, permit the plan to be executed in steps by distribution means; e.g., allow all email distributions to be executed in one step, then allow all postal distributions to be executed in a separate step, or vice versa.
	☐	
	☐	☐	

	5.8.8. For postal distribution, print labels or envelopes.
	☐	
	☐	☐	

	5.8.9. Permit specific labels or envelopes to be reprinted in the event of a paper jam or other printer malfunction.
	☐	
	☐	☐	

	5.8.10. For email distributions, optionally include a hyperlink allowing the recipient to acknowledge receipt.
	☐	
	☐	☐	

	5.8.11. Ensure that once a service recipient has been served, the recipient is not redundantly served.
	☐	
	☐	☐	

	5.8.12. Once a distribution plan has been fully executed, close it to prevent any further executions.
	☐	
	☐	☐	

	5.8.13. Maintain a record/audit trail of the distribution episode. Log recipients served, date/time of service, manner of service, service acknowledgement/receipt date/time, and/or date returned as undelivered.
	☐	
	☐	☐	

	5.8.14. Allow an authorized user to record acknowledgement, receipt date and times for those service receipts incapable of performing their own acknowledgement.
	☐	
	☐	☐	

	5.8.15. Allow an authorized user to record the date a mailing was returned as undelivered. Ensure that an acknowledgement, receipt date and time and a returned undelivered date and time are not both recorded.
	☐	
	☐	☐	




Document Management and Production Offeror Remarks
<additional commentary goes here>


[bookmark: _Toc499706708]Distribution

After the appellate court has prepared a document (i.e., order), it must be delivered to appropriate case participants that appear on the case distribution list – which may vary depending on the kind of document to be distributed.  The delivery method could be email, postal mail, or another courier service. A log of distribution occurrences should be maintained that permits the court to document completion of the distribution.  All documents about to be distributed must be amended (or appended) with a list of intended case distribution list recipients that is formatted to specific criteria. The amended document (or document appended) should be saved in the court’s EDMS as a different document rendition (i.e., PDF/A file) and approved prior to performing the actual distribution.  The CMS should support queuing of the actual distribution for execution at a specific date and time.  The CMS should also track returned mail and “bounce-back” emails resulting from an actual distribution that has been executed.  This section refers to the maintenance of distribution lists in the CMS, while, for the most part, discussions regarding how distribution lists appear on documents are covered in other sections.

	6. Distribution
	Exists
	Planned
	Phase II
	N/A
	Comments

	6.1. Permit participating courts to create and maintain a distribution list for each case.
	☐	
	☐	☐	

	6.2. Permit a standard distribution list to be associated with organizations that can be associated with cases (i.e., 6 members of the Attorney General’s office that receive distribution on all Attorney General cases).
	☐	
	☐	☐	

	6.3. Identify each distribution recipient in a distribution list, each recipient’s distribution point (e.g., postal address, email address), and the manner of distribution.
	☐	
	☐	☐	

	6.3.1. Provide authorized users with the ability to control the order of recipients on the list or on a document produced using the list.  
	☐	
	☐	☐	

	6.3.2. Provide for the ability to easily select additional recipients to receive distribution of documents.
	☐	
	☐	☐	

	6.3.3. Provide the ability for an authorized user to quickly and easily indicate recipients that are active on the list and those that are inactive (e.g. on-leave).
	☐	
	☐	☐	

	6.3.4. Allow authorized users to add or remove recipients from the list.
	☐	
	☐	☐	

	6.3.5. Allow a recipient entity to appear multiple times on a single distribution list, provided each appearance has a different distribution point.
	☐	
	☐	☐	

	6.4. Registering Recipients 
	
	
	
	
	

	6.5. A recipient may be a person, an organization (e.g., law firm or court), a branch office at an organization, or an organization member (with or without a position title).
	☐	
	☐	☐	

	6.5.1. To be added to a distribution list, a recipient must possess a distribution point and means of distribution (i.e., email address or postal address).
	☐	
	☐	☐	

	6.5.2. A recipient need not be a case party, attorney, judge, etc.
	☐	
	☐	☐	

	6.5.3. A search/browse function must be provided to facilitate the location and identification of recipients to add to a distribution list.
	☐	
	☐	☐	

	6.5.4. Managing Distribution Points
	
	
	
	
	

	6.5.5. Allow persons to have zero, one or many postal address locations.
	☐	
	☐	☐	

	6.5.6. Allow organizations to have zero or one address at each branch office location.
	☐	
	☐	☐	

	6.5.7. Allow organization members to have multiple organization addresses, one at each branch office for the organization member.
	☐	
	☐	☐	

	6.6. Provide the ability to auto-populate city and state when a zip/postal code is entered and to validate city, state, and postal code combinations.
	☐	
	☐	☐	

	6.6.1. Provide a function/means by which all organization branch office member’s addresses are updated/modified when the branch office address is changed.
	☐	
	☐	☐	

	6.6.2. Allow all entities to have zero, one, or many email addresses.
	☐	
	☐	☐	

	6.6.2.1. Allow the identification of information provided through electronic filing that does not match existing records.
	☐	
	☐	☐	

	6.6.2.2. Allow one or more standard distribution lists to be associated with a specific case type.  In this instance, the members of the standard distribution list would appear on the distribution for all cases in this case type.
	☐	
	☐	☐	

	6.6.2.2.1. Provide a means for an authorized user to verify postal and email addresses and to record the distribution point validity.
	☐	
	☐	☐	

	6.6.2.3. Allow users to identify the last authorized user who verified the distribution point validity along with the date.
	☐	
	☐	☐	

	6.6.2.4. Allow participating courts to share address verification information for the same person/entity. 
	☐	
	☐	☐	

	6.6.2.5. Display address/point verification and/or bounce-back information whenever the postal address or email address is displayed, when searching for distribution recipients.
	☐	
	☐	☐	

	6.7. Require address/point reverification whenever an address/point is substantively revised.
	☐	
	☐	☐	

	6.8. Allow distribution points for a recipient to be terminated indicating that the point is no longer a valid or a current point for the recipient.
	☐	
	☐	☐	

	6.9. Allow recipient point termination by date.
	☐	
	☐	☐	

	6.10. Maintain address/point location history.
	☐	
	☐	☐	

	6.11. Provide an address search function that identifies entities that use or have used the address. Allow search by partial address information.
	☐	
	☐	☐	

	6.11.1. Creating/Generating/Maintaining Distribution Lists 
	
	
	
	
	

	6.11.2. Provide a means for the court to define and configure a blueprint (“template”) for the generation of a distribution list.
	☐	
	☐	☐	

	6.11.3. Provide a library and/or permit the court to define and establish a library of template components.
	☐	
	☐	☐	

	6.11.4. Prescribe a distribution list template component for recipients who conform to the rule prescribed to the component, such as “all attorneys on the case”, “all inmates on the case”, “all parties on the case”, “lower court judge(s)”, “county attorney”, etc.
	☐	
	☐	☐	

	6.11.5. Allow template components to be defined as some other previously established distribution list (e.g., Staff Attorney Included List or Mandate List). 
	☐	
	☐	☐	

	6.11.6. Allow the order of the components to be defined for the distribution list template.
	☐	
	☐	☐	

	6.11.6.1. Allow a distribution list template to be assigned to a court and case classification, establishing the template to use for cases of the prescribed case classification at that court.
	☐	
	☐	☐	

	6.11.7. Allow a distribution list blueprint to be assigned to a document template, establishing the blueprint to use for specific document types.
	☐	
	☐	☐	

	6.11.8. Give document type distribution list blueprints precedence over case distribution lists.
	☐	
	☐	☐	

	6.12. As part of the case initiation process, following the recording of case participants and recipient registration, automatically generate a distribution list for the case, applying the appropriate template for the court and case class.
	☐	
	☐	☐	

	6.13. Provide a function to permit an authorized user to generate a distribution list on demand. 
	☐	
	☐	☐	

	6.13.1. Allow authorized users to add or remove recipients from a distribution list.
	☐	
	☐	☐	

	6.13.2. Allow an authorized user to reorder recipients on a distribution list.
	☐	
	☐	☐	

	6.13.3. Allow an authorized user to mark recipients as “on leave” on a distribution list. 
	☐	
	☐	☐	

	6.13.4. Allow authorized user to optionally apply new recipient distribution points on all active case distribution lists associated with a specific person or entity en masse (e.g., when a recipient has relocated).
	☐	
	☐	☐	

	6.13.5. Formatting Distribution Information 
	
	
	
	
	

	6.13.5.1. Provide a means to format distribution recipients in user-defined styles that consider the type of recipient (e.g., judge, inmate, attorney, organization, law firm, court, etc.) and the type of distribution (e.g., postal mail, email). The format styles define which information components to present (e.g., first name, last name, organization position title, law firm name, address, inmate numbers, literal text, etc.), the sequence in which the information components are to appear, the delimiters/separators that should appear between components (e.g., space, comma + space, carriage return + line feed, tab, etc.), as well as any special formatting (e.g., bold, underline, etc.).
	☐	
	☐	☐	

	6.13.5.2. Allow the court to define and configure new styles throughout the lifetime of the system.
	☐	
	☐	☐	

	6.13.5.3. Allow the court to revise existing styles.
	☐	
	☐	☐	

	6.13.6. Do not require programming changes to the system to establish new styles and revise existing styles.
	☐	
	☐	☐	

	6.13.7. Service Page 
	
	
	
	
	

	6.13.8. Allow the generation of a ‘service page’ or a plan for distribution of documents.
	☐	
	☐	☐	

	6.13.9. Provide the user with the ability to identify recipients served. Generally, this begins with the case distribution list. All or a subset of the distribution list recipients must be allowed for selection as service recipients.
	☐	
	☐	☐	

	6.14. Allow the user to include other distribution recipients not on the case’s distribution list as service page recipients.
	☐	
	☐	☐	

	6.15. Allow the user to define the sequence in which service recipients are to appear on the service page.
	☐	
	☐	☐	

	6.16. Format service recipients in accordance with the court-defined distribution recipient styles.
	☐	
	☐	☐	

	6.16.1. Include the court, case number, and case short title at the top of the service page.
	☐	
	☐	☐	

	6.16.2. Optionally, include lineage predecessor case court and case numbers beneath the appellate court case number near the top of the service page.
	☐	
	☐	☐	

	6.17. Allow additional new service pages to be generated when other recipients are added to the distribution and receive the document at a later date.
	☐	
	☐	☐	

	6.17.1. Each time a set of additional recipients is added, a new document (based on the original) should be created and revised to include the additional recipients and then associated with the event that reflects the original distribution.
	☐	
	☐	☐	

	6.17.2. Permit the courts to define and revise, as needed, text with interspersed database or other field data (e.g., today’s date), which appears in the top portion of the service page document and is used to introduce the recipients served, e.g., the words: “A true copy of the foregoing was mailed,” followed by the date of service, followed by the word “to:”.
	☐	
	☐	☐	

	6.17.3. Include page numbers consistent with the document to which the service page is to be associated or inserted into.
	☐	
	☐	☐	

	6.17.4. Include the name of the clerk of the court, the title of the clerk or acting clerk, and a signature line above the title of the user generating the service page at the bottom of the service page.
	☐	
	☐	☐	

	6.17.5. Label/Envelope Printing 
	
	
	
	
	

	6.17.6. Provide an address label/envelope printing function for the printing of mailing addresses.
	☐	
	☐	☐	

	6.17.7. Support all standard label and envelope sizes.
	☐	
	☐	☐	

	6.18. Support common label and envelope printers.
	☐	
	☐	☐	

	6.18.1. Provide direct user invokable access to label/address printing.
	☐	
	☐	☐	

	6.18.2. Provide context aware access to label/envelope printing from other relevant functions such as Distribution List Management, Recipient Search/Browse, address maintenance screens, etc.
	☐	
	☐	☐	

	6.18.3. To support the shared use of printers, allow printed items to be identified with the user that requested the printed item(s) (i.e., when Sue goes to the printer, she can see that these 5 labels were printed by Bob and these 3 labels were printed by Sally).
	☐	
	☐	☐	

	6.18.4. Bad Address/Bounce Back 
	
	
	
	
	

	6.18.5. Alert user when a distribution list contains an address or email that has been previously marked as “bad.”
	☐	
	☐	☐	

	6.18.6. Allow identification of failed distribution points within the context of a distribution list on a specific distribution to support the ability to correct addresses/emails to achieve actual distribution.
	☐	
	☐	☐	



Distribution Offeror Remarks
<additional commentary goes here>

[bookmark: _Toc499706709]Conflict Management

The CMS should be able to identify conflicts (or potential conflicts) with cases that exist in any appellate case or permit an authorized user to identify conflicts before making case assignments or re-assignments.  Additionally, authorized users should be able to maintain conflict lists for the appellate court.  Existing conflicts should not be generally visible to unauthorized users.  This section discusses both the conflict list (which identifies who or what a member of the court may have a conflict with) and conflict searching (which identifies what the conflict list may be compared to in determining actual or potential conflicts).

	7. Conflict Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	7.1. Provide the ability to identify actual and potential conflicts for judges, judicial/chambers staff, staff attorneys and staff, and clerk’s office staff.
	☐	
	☐	☐	

	7.2. Record conflicts with other people, law firms and other organizations, members of organizations, cases from any appellate or lower court, or classifications of cases.
	☐	
	☐	☐	

	7.3. Record self-conflicts, such as an appellate judge who was the trial judge on a lower court case involved in an appellate action.
	☐	
	☐	☐	

	7.4. Allow a reason to be documented for each conflict.
	☐	
	☐	☐	

	7.5. Allow a start date and end date for each conflict in the conflict list.
	☐	
	☐	☐	

	7.5.1. Default the start date as the date the conflict is entered
	☐	
	☐	☐	

	7.5.2. Allow the end date to be null.
	☐	
	☐	☐	

	7.6. Provide access controls which limit users who may maintain conflicts for others.
	☐	
	☐	☐	

	7.7. Allow judges and court staff to maintain their individual conflict lists.
	☐	
	☐	☐	

	7.8. Provide security and access controls which keep conflicts confidential except to authorized individuals.
	☐	
	☐	☐	

	7.9. When searching for actual conflicts, raise a conflict for positive (e.g., exact) matches. 
	☐	
	☐	☐	

	7.10. Raise potential conflict warnings for string and pattern matching occurrences.
	☐	
	☐	☐	

	7.11. Raise potential conflict warnings for exact or partial alias matches.
	☐	
	☐	☐	

	7.12. Consider case lineage in conflict searching.
	☐	
	☐	☐	

	7.13. Consider prior distribution lists in conflict searching.
	☐	
	☐	☐	

	7.13.1. When an individual has a conflict with a lineage predecessor case, conflict searching should be extended to the distribution list of all appellate cases at the individual’s court that are lineage descendants of the conflicted lineage predecessor case. If any entity (e.g., person, organization, organization member, etc.) on any of those distribution lists has a registered conflict with the individual, then a potential conflict should be raised.
	☐	
	☐	☐	

	7.14. Permit conflict searches and queries to be performed at any time by an authorized user.
	☐	
	☐	☐	

	7.15. Integrate automatic conflict identification into case assignment, judicial substitution, task assignment, and calendaring functions (e.g., in order to detect actual and potential conflicts before case assignments are made).
	☐	
	☐	☐	

	7.16. Allow conflict lists of specific user types (e.g., deputy clerks) to optionally be excluded from conflict checks.
	☐	
	☐	☐	

	7.17. When a conflict or a potential conflict warning is raised: 
	
	
	
	
	

	7.17.1. Display the conflict or the potential conflict, providing conflict detail information, when the user is authorized to view conflict details.
	☐	
	☐	☐	

	7.17.2. Obscure conflict details in the notification when the user is not authorized to view conflict details.
	☐	
	☐	☐	

	7.18. Provide conflict reports which are only available to authorized users.
	☐	
	☐	☐	

	7.19. Allow conflicts to be transferred from one appellate court to another appellate court when a user moves from one court to another.
	☐	
	☐	☐	



Conflict Management Offeror Remarks
<additional commentary goes here>


[bookmark: _Toc499706710]Staff Attorney Functions

The CMS must handle the tasks associated with the Staff Attorneys’ Office, including reviewing and weighting cases; assigning cases to panels and agendas; creating orders, draft decisions, and staff memos; and acting in the capacity of pro tempore judicial officers (see also Judicial Functions section).

	8. Staff Attorney Functions
	Exists
	Planned
	Phase II
	N/A
	Comments

	8.1. Weighting Cases 
	
	
	
	
	

	8.2. Allow each participating court to define a valid range/set of case weight values (e.g., 1 to 10, where 1 is the lightest/easiest and 10 is the heaviest/most complex). Provide multiple mechanisms for optionally weighting cases including a multi-step weight scale (e.g., 1 to 10) and a two-step scale (e.g., normal, difficult).
	☐	
	☐	☐	

	8.2.1. Provide the ability for an authorized user to assign a value representing the weight or complexity of a case.
	☐	
	☐	☐	

	8.2.2. Allow the case weighting function to be integrated into other screen/window flows as configured by authorized users. There may be multiple integration points where case weighting functions should be available, such as at case initiation, during the at-issue process, during work product/task assignment, while reviewing case documents, etc.
	☐	
	☐	☐	

	8.2.3. Provide an automatic case weighting function that considers various factors in determining a draft case weight. 
	☐	
	☐	☐	

	8.2.3.1. Allow the court to selectively employ, on a case-class basis, the automatic case weighting feature.
	☐	
	☐	☐	

	8.2.3.2. Allow an authorized user to manually override any automatic case weighting.
	☐	
	☐	☐	

	8.2.3.3. Allow periodic retraining of the automatic case assignment function.
	☐	
	☐	☐	

	8.3. Handling Motions 
	
	
	
	
	

	8.3.1. Provide court-configurable features/functions and rules to place newly filed motions (and any associated documents) filed over the counter, by postal mail, or electronically into work queues for designated users or work groups (e.g., pods, motions desk, etc.).  
	☐	
	☐	☐	

	8.3.2. Support court-configurable rules (which are often revised) that can be automatically applied to route motions to specific users or work groups (e.g., staff attorney, duty judge, assigned panel judge(s) of a specific department/panel, clerk, etc.) based on a combination of criteria such as the type of motion, the case class of the case, case status, and other considerations. For example:
	☐	
	☐	☐	

	8.3.2.1. Assign by case type/class to a specific staff attorney or work group (e.g., CV + TX to Melina, CR + MH to Tony, IC + UB to Bonnie, etc.).
	☐	
	☐	☐	

	8.3.2.2. Allow motions to be automatically routed through an established workflow:
	☐	
	☐	☐	

	8.3.2.2.1. Emergency motion.
	☐	
	☐	☐	

	8.3.2.2.2. High priority.
	☐	
	☐	☐	

	8.3.2.2.3. Case has been assigned to a panel, but is not yet decided – route to the panel presiding judge.
	☐	
	☐	☐	

	8.3.2.2.4. Case has been assigned to a panel, but is not yet decided – route to all panel members.
	☐	
	☐	☐	

	8.3.2.2.5. Case has been decided – route to the decision-authoring judge.
	☐	
	☐	☐	

	8.3.2.2.6. If the authoring judge is no longer with the appellate court, route to one of the other panel judges.
	☐	
	☐	☐	

	8.3.2.2.7. Case has been dismissed – route to the appropriate staff attorney.
	☐	
	☐	☐	

	8.3.2.2.8. Case has a pending Order to Show Cause (OSC) – route to the appropriate staff attorney.
	☐	
	☐	☐	

	8.3.2.2.9. Motion for extension of time – when the time requested does not exceed 30 days, route to the appropriate staff attorney or clerk.
	☐	
	☐	☐	

	8.3.2.2.10. Criminal motion for extension of time to file brief/response.
	☐	
	☐	☐	

	8.3.2.2.11. Any civil motion pertaining to bankruptcy.
	☐	
	☐	☐	

	8.3.2.2.12. Anders motion – route to appropriate deputy clerk.
	☐	
	☐	☐	

	8.3.2.2.13. Any other – route to the appropriate staff attorney.
	☐	
	☐	☐	

	8.3.2.3. Allow motions to be set to a motions calendar, such as the following:
	☐	
	☐	☐	

	8.3.2.3.1. Motion for Extension of Time - when the time requested exceeds 30 days.
	☐	
	☐	☐	

	8.3.2.3.2. Criminal request for oral argument if case has not yet been assigned to a panel.
	☐	
	☐	☐	

	8.3.2.3.3. Civil motion for leave to file document.
	☐	
	☐	☐	

	8.3.2.3.4. Civil motion to consolidate.
	☐	
	☐	☐	

	8.3.2.3.5. Civil motion to dismiss filed by appellee.
	☐	
	☐	☐	

	8.3.2.3.6. Civil motion to file amicus brief.
	☐	
	☐	☐	

	8.3.2.3.7. Civil motion to intervene.
	☐	
	☐	☐	

	8.3.2.3.8. Civil motion to reinstate.
	☐	
	☐	☐	

	8.3.2.3.9. Other ready motions.
	☐	
	☐	☐	

	8.3.2.4. Allow motion routing to be delayed. 
	☐	
	☐	☐	

	8.3.2.4.1. Civil requests for oral argument (e.g., handled in the at-issue process).
	☐	
	☐	☐	

	8.3.2.4.2. Any motion for which a response filing is permitted prior to the case response filing or the elapsing of the response filing due date for the case.
	☐	
	☐	☐	

	8.3.3. Utilize workflow and routing functions to send motions to appropriate staff attorneys (or other designated recipients or work groups) for review and further handling.
	☐	
	☐	☐	

	8.3.3.1. Consider conflicts when routing motions (see Conflicts section).
	☐	
	☐	☐	

	8.3.4. Optionally prompt or notify staff attorneys regarding new motions by relevant case type.
	☐	
	☐	☐	

	8.3.5. Permit the designated staff attorney to choose to rule on the motion or route it to other court staff (e.g., duty judge) or work group for disposition, or alternatively, permit a motion to be set on a motion calendar.
	☐	
	☐	☐	

	8.3.6. Allow a motion to be returned to motions management staff (e.g., motions desk) pending additional filings (e.g., response filing, etc.).
	☐	
	☐	☐	

	8.3.7. Allow additional filings (e.g., response to motion, etc.) to be automatically routed to the staff attorney or work group currently reviewing the related motion.
	☐	
	☐	☐	

	8.3.8. Upon motion disposition, provide workflow operations that result in order generation, distribution, and docketing as described in other sections, such as those addressing ‘Case Actions,’ ‘Managing Work Products and Tasks,’ ‘Producing/Generating Documents,’ ‘Action Decisions,’ ‘Document Completion,’ ‘Distribution,’ etc.
	☐	
	☐	☐	

	8.4. Agenda Process (Supreme Court) 
	
	
	
	
	

	8.4.1. Provide the ability for assignment and reassignment of cases within the Staff Attorneys’ Office (see Managing Work Products and Tasks).
	☐	
	☐	☐	

	8.4.2. Provide for case aging and case tracking functions for cases assigned to individual attorneys and a managerial view of all cases assigned.
	☐	
	☐	☐	

	8.4.3. Provide the ability for routing and review within the Staff Attorneys’ Office
	☐	
	☐	☐	

	8.4.4. Provide the ability for cases to be placed on the agenda.
	☐	
	☐	☐	

	8.4.5. Optionally prompt or notify staff attorneys and the Clerk’s Office regarding new agenda items. 
	☐	
	☐	☐	

	8.5. At-Issue Process (Court of Appeals) 
	
	
	
	
	

	8.5.1. Enable shared operation between the Clerk’s Office and the Staff Attorneys’ Office.
	☐	
	☐	☐	

	8.5.2. Provide an integrated set of screens, functions, and features that permit the management and execution of the at-issue process. The at-issue process for specific case classifications begins with the identification or designation of cases that are candidates for being at-issue. This process includes the promotion of at-issue-candidate cases to at-issue status, supports weighting and prioritizing of cases, case work product assignments (e.g., staff draft), resolution of oral argument requests, and case consideration calendaring.  Other case classifications go directly to an at issue status.
	☐	
	☐	☐	

	8.5.3. Provide automatic functions that designate cases that are candidates for promotion to at-issue status by automatically placing the case in a pre-at-issue status (e.g., at-issue review).
	☐	
	☐	☐	

	8.5.4. Allow manual designation of cases as at-issue-candidate cases; e.g., allow a case to be manually designated to a pre-at-issue status.
	☐	
	☐	☐	

	8.5.5. Provide an interactive listing of all at-issue-candidate cases (e.g., at-issue review).
	☐	
	☐	☐	

	8.5.6. Allow an authorized user to review cases on the at-issue-candidate listing; provide features to access additional case information relevant to the determination of at-issue status promotion.
	☐	
	☐	☐	

	8.5.7. Allow each court to define rules that can be applied to at-issue-candidate cases that would either qualify or disqualify the case from at-issue status promotion (e.g., additional briefs still due, fees not paid, matters stayed, extension of time to file initiating document, etc.). Alert the reviewer to these circumstances.
	☐	
	☐	☐	

	8.5.8. Allow an authorized reviewer to promote an at-issue-candidate case to at-issue status.
	☐	
	☐	☐	

	8.5.9. Provide the ability for an authorized user to demote a case in an at-issue status back to its prior status.
	☐	
	☐	☐	

	8.5.10. Provide a listing of cases (with sorting and filtering options) that are in an at-issue status.
	☐	
	☐	☐	

	8.5.10.1. Provide meaningful information including case number and short title, the date the case was set to the at-issue status, case weight, priority (e.g., child support cases, etc.), oral argument requests, draft decision writing assignments, calendar date, comments, etc.). 
	☐	
	☐	☐	

	8.5.10.2. Allow easy access to all documents in the case.
	☐	
	☐	☐	

	8.5.10.3. Allow an authorized user to make or adjust case weighting.
	☐	
	☐	☐	

	8.5.10.4. Allow an authorized user to set the case as a scheduling priority case (e.g., child support, severance, dependency, election, certified question, etc.).
	☐	
	☐	☐	

	8.5.10.5. Allow an authorized user to make draft decision writing assignments (e.g., staff draft, reserve for chambers, etc.).
	☐	
	☐	☐	

	8.5.10.6. [bookmark: _Hlk494703803]Allow an authorized user to review one or more pending oral argument requests for each case. Permit review of the oral argument request documents.
	☐	
	☐	☐	

	8.5.10.6.1. Provide a function to enable an authorized user to consolidate oral argument requests.
	☐	
	☐	☐	

	8.5.10.6.2. Allow oral argument request consolidation for cases which have been consolidated.
	☐	
	☐	☐	

	8.5.10.6.2.1. Address the condition where not all of the cases in the consolidation are in an at-issue status.
	☐	
	☐	☐	

	8.5.10.6.3. Allow oral argument request consolidation for cases that are not consolidated.
	☐	
	☐	☐	

	8.5.10.6.4. Allow oral argument request consolidation for a mix of consolidated and non-consolidated cases.
	☐	
	☐	☐	

	8.5.10.6.5. Allow an authorized user (e.g., staff attorney, etc.) to make a recommendation to either grant or deny (or other disposition) pending oral argument requests. Allow entry of a decision recommendation comment.
	☐	
	☐	☐	

	8.5.10.6.6. When making an oral argument decision recommendation, allow for the recommendation of extended oral argument and/or time per side.
	☐	
	☐	☐	

	8.5.10.6.7. Provide a notification/alert when any additional oral argument requests are filed subsequent to having made the oral argument request recommendation.
	☐	
	☐	☐	

	8.5.11. Provide a listing of cases in an at-issue status that have pending oral argument requests for which a decision recommendation has been made.
	☐	
	☐	☐	

	8.5.11.1. Allow an authorized user (e.g., chief judge, etc.) to review one or more pending oral argument requests for each case. Permit review of the oral argument request documents.
	☐	
	☐	☐	

	8.5.11.2. Allow the authorized reviewer to view the oral argument request decision recommendation and comment made previously.
	☐	
	☐	☐	

	8.5.11.3. Allow the authorized reviewer to either accept the decision recommendation or make an alternative final ruling disposition with comment.
	☐	
	☐	☐	

	8.5.11.3.1. Provide oral argument request final ruling information (e.g., ruling judge, disposition, date, etc.) to the decision recording function (see Decisions Management section).
	☐	
	☐	☐	

	8.5.11.4. Permit subsequent work product requests (e.g., oral argument order) to be submitted to the appropriate work queues in accordance with configuration settings (see Task and Work Product Management section).
	☐	
	☐	☐	

	8.6. Writing Staff Drafts, Staff Memos and Draft Orders 
	
	
	
	
	

	8.6.1. Provide features that assist with assignment, tracking, creation of, review of, and completion of staff attorney work products (e.g., staff memorandum, staff draft, order draft, etc.) (see Task and Work Product Management section).
	☐	
	☐	☐	

	8.6.2. To support staff attorney work product assignments, provide information regarding current work load, difficulty and complexity, case type/class, area of practice, etc. 
	☐	
	☐	☐	

	8.6.3. Provide the ability to balance the workload among all assigned staff.
	☐	
	☐	☐	

	8.6.4. For those work products requiring review and approval prior to conclusion, permit the document drafter to move the document into the review and approval cycle (see Reviewing and Approving Work Products and Tasks below).
	☐	
	☐	☐	

	8.6.5. Allow the inclusion of DocLink hyperlinks and hyperlinks to other trusted sources (e.g., Westlaw, etc.).
	☐	
	☐	☐	

	8.6.6. Provide functions related to staff drafts and calendars/agendas:
	
	
	
	
	

	8.6.6.1. For agendas, allow the Staff Attorneys’ Office to add completed items to an agenda only within the predefined timeframe associated with a specific agenda.
	☐	
	☐	☐	

	8.6.6.2. For calendars (Court of Appeals), allow staff attorneys to enter anticipated draft completion dates and record actual draft delivery dates that can be reviewed by authorized users.
	☐	
	☐	☐	

	8.6.7. Provide secure handling and access by authorized users to staff attorney work products designated as ‘court internal’ or ‘restricted.’
	☐	
	☐	☐	

	8.6.8. Provide mechanisms for routing the completed (and optionally reviewed and approved) staff attorney document to the appropriate recipients (e.g., chambers, panel, judge, etc.).
	☐	
	☐	☒	

	8.7. Issue Tracking 
	
	
	
	
	

	8.7.1. Provide an issue recording and tracking capability that permits authorized users to document and classify legal issues such as issues in a case or issues for oral argument.
	☐	
	☐	☐	

	8.7.2. Allow a single issue to be associated with one or more cases (e.g., Ring, water cases, etc.).
	☐	
	☐	☐	

	8.7.3. Allow issue statements/descriptions to be captured from other sources, including documents (e.g., docketing statement).
	☐	
	☐	☐	

	8.7.4. Support the definition of and use of digest numbers (e.g., West American Digest System).
	☐	
	☐	☐	

	8.7.5. Allow the expression of an issue to be revised throughout case processing. It may initially express the filer’s perspective (e.g., from the docketing statement), later express the staff draft author’s perspective, and, finally, the opinion/memo decision writer’s perspective.
	☐	
	☐	☐	

	8.7.6. Allow issues raised to be automatically included in documents such as the case summary (presented before oral argument), and Supreme Court’s Staff Attorneys’ Petition for Review Checklist.
	☐	
	☐	☐	

	8.7.7. Allow issues to be searched by the court and staff.
	☐	
	☐	☐	




Staff Attorney Functions Offeror Remarks
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[bookmark: _Toc499706711]Judicial Functions

The Appellate Courts currently utilize Microsoft SharePoint for judicial review, document retention and sharing, and collaboration.  Each court uses a separate SharePoint solution – each one is customized differently.  The expectation is that the offeror will either integrate with SharePoint, have a system that subsumes all the functionality currently in the courts’ existing implementations of SharePoint, or provide a hybrid solution that takes advantage of the most effective features of a new system and the most effective features of the existing SharePoint environments.

	9. Judicial Functions
	Exists
	Planned
	Phase II
	N/A
	Comments

	9.1. Dashboard 
	
	
	
	
	

	9.1.1. Provide a user-customizable judicial dashboard that provides quick summary views of key metrics and other indicators, lists/highlights items requiring attention by both panels and individual judges (e.g., assigned cases, motions and other matters, decision writing assignments, decisions awaiting review, special actions, case aging, etc.), and provides easy access to all judicial functions.
	☐	
	☐	☐	

	9.1.1.1. Provide fast, reliable, secure access from outside the court (e.g., over the Internet using any standard browser).
	☐	
	☐	☐	

	9.1.1.2. Support multiple device types/form factors including office PC work stations, laptop computers, tablet computers (e.g., iPad, Galaxy, etc.), and handheld devices (e.g., smart phones).
	☐	
	☐	☐	

	9.1.2. Allow a judicial officer to share the dashboard with other users (e.g., judicial assistant, law clerks, etc.).
	☐	
	☐	☐	

	9.1.3. Provide different dashboard views (including graphical presentations of data) that present different information and features appropriate for various roles and activities, such as:
	☐	
	☐	☐	

	9.1.3.1. Chambers view
	☐	
	☐	☐	

	9.1.3.2. Chief and Vice Chief Judge view
	☐	
	☐	☐	

	9.1.3.3. Duty Judge/Panel view
	☐	
	☐	☐	

	9.1.3.4. Panel Presiding Judge view
	☐	
	☐	☐	

	9.1.3.5. Panel Member view
	☐	
	☐	☐	

	9.1.3.6. Calendar views
	☐	
	☐	☐	

	9.1.4. Allow a single role (i.e., a judge) to have multiple dashboard views.
	☐	
	☐	☐	

	9.1.5. Assignments 
	☐	
	☐	☐	

	9.1.5.1. Allow a view that shows the most up-to-date assignments for a specific judicial officer.
	☐	
	☐	☐	

	9.1.6. Show all open and active cases assigned to a judge/judicial officer, as appropriate for the type of “view.”
	☐	
	☐	☐	

	9.1.6.1. Include post-decision motions.
	☐	
	☐	☐	

	9.1.6.2. Include closed cases with pending motions.
	☐	
	☐	☐	

	9.1.6.3. Optionally, allow view/access to filter by date range to view only recently decided cases.
	☐	
	☐	☐	

	9.1.6.4. Identify the cases to which the judge has been assigned the decision-writing responsibility.
	☐	
	☐	☐	

	9.1.7. Show all motions and other matters requiring attention by the judge/judicial officer or by the judge’s panel(s) if the motion/matter has not been directed to a specific judge on the panel.
	☐	
	☐	☐	

	9.1.8. Allow lists of cases and/or motions, etc., to be filtered to assignments for the specific judge or for all assignments for the panel.
	☐	
	☐	☐	

	9.1.9. Allow lists to be filtered by case type.
	☐	
	☐	☐	

	9.1.10. Allow user-defined default filters.
	☐	
	☐	☐	

	9.1.11. With respect to motions for reconsideration, allow reference information to be pulled from the case to determine assignment of recommendation.
	☐	
	☐	☐	

	9.1.12. Allow the entry and maintenance of case notes, both private to the judicial officer or shared with chambers or others (e.g., other judges, other chambers, chief staff attorney, presiding criminal staff attorney, etc.).
	☐	
	☐	☐	

	9.1.13. Provide display of and access to calendars, especially court session schedules that the judge/judicial officer is scheduled to attend.
	☐	
	☐	☐	

	9.1.13.1. Allow a judicial officer to add commentary on case lists (e.g., case, motion, petition for review, etc.), such as whether discussion is requested, or recommend for grant/deny, etc. (e.g., a “Discussion Grid, etc.).
	☐	
	☐	☐	

	9.1.13.2. Allow other appropriately authorized persons (e.g., other judges on the court session schedule, etc.) to review comments.
	☐	
	☐	☐	

	9.1.13.3. Provide a case list commentary purge function that can be invoked by an authorized user when the comments are no longer needed (e.g., after minutes preparation and approval, etc.).
	☐	
	☐	☐	

	9.1.13.4. Allow a judicial officer to indicate recusal for a complete court session schedule or for a specific schedule item.
	☐	
	☐	☐	

	9.1.13.5. Provide an alert to the court session schedule manager when recusals are indicated. 
	☐	
	☐	☐	

	9.1.13.6. Allow case list views to be accessed during court session schedules, either in the courtroom, conference room, or as a “virtual” session.
	☐	
	☐	☐	

	9.1.13.6.1. Allow quick and easy access to previously prepared materials.
	☐	
	☐	☐	

	9.1.14. If the judicial officer is the duty judge or sits on the duty panel, provide all matters requiring attention in that capacity.
	☐	
	☐	☐	

	9.1.15. Allow drill down to critical information at the case level (e.g., display substitute judicial officers). 
	☐	
	☐	☐	

	9.1.16. Provide quick and easy access to documents including the court record, record on appeal, staff attorney writings, and other sources.
	☐	
	☐	☐	

	9.1.17. Provide easy access to the “reference collection” (see Legal Research below) assembled for the case/decision/matter.
	☐	
	☐	☐	

	9.2. Legal Research 
	
	
	
	
	

	9.2.1. Although covered in Judicial Functions, the functionality in Legal Research should also be available to other work groups such as the staff attorneys.
	☐	
	☐	☐	

	9.2.2. Provide the ability to form collections of documents that will be referenced while authoring the substantive portion of a decision.
	☐	
	☐	☐	

	9.2.2.1. Allow manual selection of documents from the court record and record on appeal, including trial court transcripts, for inclusion in the reference collection.
	☐	
	☐	☐	

	9.2.2.2. Allow automated selection of specific document types that will always populate the collection (i.e., appellate briefs).
	☐	
	☐	☐	

	9.2.2.3. Allow manual inclusion of documents from other sources.
	☐	
	☐	☐	

	9.2.2.4. Provide support for the use of software to identify documents that are relevant to a case or a specific issue (e.g., document predictive coding, supervised machine learning) to assist in identifying and locating documents for consideration for inclusion in the reference collection.
	☐	
	☐	☐	

	9.2.2.5. Allow reference collections to be exported into the court’s SharePoint.
	☐	
	☐	☐	

	9.2.2.6. Allow reference collections to be shared (e.g., with chambers staff, other panel judges/chambers, etc.).
	☐	
	☐	☐	

	9.2.2.7. Allow documents within the reference collection to be marked up (e.g., highlighted) and interspersed with user-provided annotations and comments. 
	☐	
	☐	☐	

	9.2.2.8. Allow text search of documents.
	☐	
	☐	☐	

	9.2.2.9. Allow the optional combination of all documents in the collection into a single document “binder” for use by individual users.
	☐	
	☐	☐	

	9.3. Writing Decisions, Dissents, Concurrences, and Orders
	
	
	
	
	

	9.3.1. Although covered in Judicial Functions, the functionality in “Writing Decisions, Dissents, Concurrences, and Orders” should also be available to other work groups such as the staff attorneys.
	☐	
	☐	☐	

	9.3.2. Provide the ability to draft a decision document using Microsoft Word for subsequent edit (e.g., to add the substantive portion).
	☐	
	☐	☐	

	9.3.2.1. Include a decision caption in accordance with the appellate court’s format. 
	☐	
	☐	☐	

	9.3.2.2. Include a decision summary section that identifies decisions or cases that are lineage predecessors.
	☐	
	☐	☐	

	9.3.2.2.1. Each predecessor must be described by the type of matter, the name of the predecessor court, the name or names and title of relevant judicial officers, and the case number(s) associated with the predecessor decision or case.
	☐	
	☐	☐	

	9.3.2.3. Include a decision salutation section that identifies attorneys of record and the parties they represent, other attorneys, self-represented litigants and other unrepresented parties, and any amicus curiae and their counsel.
	☐	
	☐	☐	

	9.3.3. Provide secure handling of and access to draft decisions, draft concurrences, and draft dissents before docketing.
	☐	
	☐	☐	

	9.3.3.1. Ensure that court-confidential documents (e.g., decision drafts, etc.) are registered into secure document repositories. 
	☐	
	☐	☐	

	9.3.3.2. Restrict viewing to only authorized persons.
	☐	
	☐	☐	

	9.3.3.3. Ensure back-up copies exist and can be restored if necessary.
	☐	
	☐	☐	

	9.3.4. Allow the inclusion of DocLink hyperlinks and hyperlinks to other trusted sources (e.g., Westlaw, etc.).
	☐	
	☐	☐	

	9.3.5. Provide support for or the inclusion of legal citation parsers and citation checking.
	☐	
	☐	☐	

	9.3.6. Provide the ability to draft an order document for subsequent edit (e.g., to add the substantive portion).
	☐	
	☐	☐	

	9.4. Collaboration 
	
	
	
	
	

	9.4.1. Allow a completed decision draft (e.g., opinion) to be circulated and tracked for review by other panel members.
	☐	
	☐	☐	

	9.4.2. Allow a court to configure the option to permit the circulation of certain decisions to the entire court.
	☐	
	☐	☐	

	9.4.2.1. Allow circulation comments to be viewable only by the authoring judge or panel assigned to the case.
	☐	
	☐	☐	

	9.4.2.2. Provide a mechanism for tracking the review of all members of the court in the instance of a full court circulation.
	☐	
	☐	☐	

	9.4.3. Allow reviewers to provide feedback commentary and/or modifications, additions, or content removal on a circulated draft decision.
	☐	
	☐	☐	

	9.4.4. Allow multiple reviewers to simultaneously review and edit a document.
	☐	
	☐	☐	

	9.4.5. Allow all reviewers to see all other reviewers’ feedback and changes.
	☐	
	☐	☐	

	9.4.6. Allow revision to the circulated draft document once all reviewers have completed their review and comment.
	☐	
	☐	☐	

	9.4.6.1. To ensure that reviewers are aware of and have access to all content under review, either:
	☐	
	☐	☐	

	9.4.6.1.1. Ensure that reviewers see a constant, unchanging document draft throughout the review process and prevent reviewers from seeing further document revisions once the draft is circulated, or
	☐	
	☐	☐	

	9.4.6.1.2. Provide alerts and cues to content changes, additions, or removals that have occurred after a reviewer has already performed a review.  The specific changes, additions, or removed content must be highlighted.
	☐	
	☐	☐	

	9.4.7. Provide document check-out and check-in functions and maintain document revisions throughout the review cycle.
	☐	
	☐	☐	

	9.4.8. Provide the ability to remove any metadata related to the review of the document as part of finalization
	☐	
	☐	☐	

	9.5. Filing Decisions (with the Clerk of the Court) 
	
	
	
	
	

	9.5.1. Provide a method to finalize and lock-in the final decision document.
	☐	
	☐	☐	

	9.5.2. Upon finalization of a decision (e.g., opinion, memo decision, etc.) allow the authoring judicial officer or the author’s delegate to electronically file the decision with the clerk of the court.
	☐	
	☐	☐	

	9.5.3. Provide a means for file stamping the finalized document.
	
	
	
	
	

	9.5.4. Prohibit further alterations or revisions to a finalized decision document filed with the Clerk’s Office.
	☐	
	☐	☐	

	9.5.5. Allow a formal amendment (e.g., “Amended Opinion”, etc.) to be initiated from a previously finalized/locked decision document.
	☐	
	☐	☐	

	9.5.6. Support non-substantive revisions of decisions previously filed through interlineation.
	☐	
	☐	☐	

	9.5.7. Manage the formal amendment separate from the original decision document. 
	☐	
	☐	☐	

	9.5.8. Upon authorization, automatically schedule docketing and/or distribution and publication.
	☐	
	☐	☐	

	9.6. Support the ability of the public to receive notification about opinions following party notification (see Public Access section).
	☐	
	☐	☐	

	9.6.1. Support the scheduling of notification about an opinion in advance of its release.
	☐	
	☐	☐	

	9.7. Oral Argument Requests 
	
	
	
	
	

	9.7.1. Provide a function to list and review oral argument requests that are ready to be ruled on.
	☐	
	☐	☐	

	9.7.1.1. Display decision recommendations with comments, if any have been provided.
	☐	
	☐	☐	

	9.7.1.2. Allow an authorized user (e.g., Chief Judge, Vice Chief Judge, panel assigned to hear the case, etc.) to rule on pending oral argument requests.
	☐	
	☐	☐	

	9.7.1.2.1. If decision recommendations have been made, permit a “Concur” option for one or multiple oral argument requests.
	☐	
	☐	☐	

	9.7.1.2.2. If an oral argument request has been ruled on, require override (“Are You Sure?”) function for contrary decision by authorized user (e.g., panel assigned to hear the case) to avoid unintentionally inconsistent rulings.
	☐	
	☐	☐	

	9.7.2. Provide a function to list granted oral argument requests with oral argument calendar information for those requests that have been scheduled.
	☐	
	☐	☐	

	9.8. Duty Functions and Handling Motions 
	
	
	
	
	

	9.8.1. List and provide access to all motions and other matters and items that require the attention of a duty judge or duty panel.
	☐	
	☐	☐	

	9.8.2. Provide integrated access to tools and functions necessary for the handling or resolution of duty matters.
	☐	
	☐	☐	

	9.9. Judges’ Conferences and Oral Arguments 
	
	
	
	
	

	9.9.1. Provide case list views that can be utilized in preparation for upcoming court schedules (e.g., e-agenda, conference, oral argument, etc.).
	☐	
	☐	☐	

	9.9.2. Allow the attachment of preparation items (e.g., notes, questions, references, etc.) to individual case list views and cases/matters therein.
	☐	
	☐	☐	

	9.9.3. Permit individual case list views with attached preparation items to be accessed and used during an in-court session in the courtroom and in conference meetings (e.g., in judicial conference room, etc.).
	☐	
	☐	☐	

	9.9.4. Allow session notes to be recorded during and after a court session (these notes should be separate and distinct from any session calendaring notes).
	☐	
	☐	☐	

	9.9.5. Permit the user to record an Outlook appointment on the schedule date/time/conference room containing a list of scheduled cases. 
	☐	
	☐	☐	





Judicial Functions Offeror Remarks
<additional commentary goes here>
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The CMS must handle all aspects of how cases are scheduled and assigned.  In the Court of Appeals, calendar sessions are balanced across panels and weeks in accordance with the term of an organizational order in the Court of Appeals (4-month periods).  The designation of what types of sessions will occur on what days for which panels needs to be distributable internally in the court well in advance of cases being scheduled.  In the Supreme Court, cases are scheduled/assigned by the staff attorneys’ office by parts, grouped by case type chronologically by case number, listing the action requested by the party on agendas (i.e., Motions, Petitions for Review, Floating Petitions for Review, Summary Petitions for Review and Rules).  Agendas are predetermined on a master calendar, one court term in advance of the actual date or anticipated vote completion date of the agenda.  Motions, Petitions for Review, and Rules Agendas are the only agendas that have a fixed, concrete date.  Summary and floating petitions for review agendas are dated as of the day the panel members (composed of a four-member rotating justice panel) or en banc (all seven justices) have completed their voting.

	10. Calendaring
	Exists
	Planned
	Phase II
	N/A
	Comments

	10.1. General Requirements 
	
	
	
	
	

	10.1.1. Allow the courts to define, maintain, and extend a library of court session schedule types and subtypes (e.g., Agenda, Motion Calendar, Oral Argument, Rules, Tax, etc.). 
	☐	
	☐	☐	

	10.1.2. Require that a court session schedule is established including a court, a session date, a schedule type, and optionally a schedule subtype.
	☐	
	☐	☐	

	10.1.3. Allow two or more sessions to be scheduled on the same date in the same court and for the same schedule type (e.g., the combination of court, session date and schedule type must not be unique).
	☐	
	☐	☐	

	10.1.4. Allow authorized users to add and modify locations that can be utilized for scheduling.
	☐	
	☐	☐	

	10.1.5. Allow, but do not require, a courtroom or other location to be selected or described for the court session schedule. Some sessions are held in Courtrooms (e.g., OA), some sessions are conducted in judicial conference rooms, some are held virtually, and some are held in varying locations outside of the courts. 
	☐	
	☐	☐	

	10.1.6. Allow, but do not require, a session start time and/or end time to be set.
	☐	
	☐	☐	

	10.1.7. Do not permit multiple court session schedules to be set for the same Courtroom/location, on the same date at the same time.
	☐	
	☐	☐	

	10.1.8. Allow a judge panel to be assigned to a court session schedule.
	☐	
	☐	☐	

	10.1.9. Only permit court session schedule attributes (e.g., type, subtype, date, time, location, panel, etc.) to be set, revised, or cleared when the schedule is in draft status (e.g., is not yet final).
	☐	
	☐	☐	

	10.1.10. Only permit court session schedule attributes to be managed by an authorized user.
	☐	
	☐	☐	

	10.1.11. Allow the court to define users who have view access to draft court session schedules by court and session type. Users not so authorized must not be able to view draft schedules.
	☐	
	☐	☐	

	10.1.12. Draft court session schedules must not be publicly visible (e.g., are not included in a public docket or viewable on a public-facing website or portal, etc.).
	☐	
	☐	☐	

	10.1.13. A court session schedule must be allowed to be partitioned into multiple parts. As such, an unpartitioned schedule must consist of at least one part.
	☐	
	☐	☐	

	10.1.14. Allow the courts to define, maintain, and extend a library of court session schedule part types (e.g., CR Cases, CV Cases, IC Cases, Morning Session, Afternoon Session, Rules Cases, Part 1, Part 2, Part 3, Addendum, etc.).
	☐	
	☐	☐	

	10.1.14.1. Allow the courts to optionally constrain a court session schedule part type to only permit scheduling of cases which are of one or more court-specifically-defined case types. For example, the part type ‘SA Cases’ only permits cases with an ‘SA’ case type to be scheduled while part type ‘CV Cases’ only allows cases with case types ‘CV’, ‘IC’, and ‘TX.’
	☐	
	☐	☐	

	10.1.15. Permit a session part type to be selected for each part.
	☐	
	☐	☐	

	10.1.16. Allow session parts to be locked by specially authorized scheduling users, thereby permitting multiple persons to be simultaneously working on the very same court session schedule at the same time without conflict.
	☐	
	☐	☐	

	10.1.17. Allow cases and/or items and matters (e.g., motions or related motions) to be set on a court session schedule on a specific session part.
	☐	
	☐	☐	

	10.1.18. Allow an authorized user to close (e.g., finalize) a session part to prevent further scheduling once the part has been completed.
	☐	
	☐	☐	

	10.1.19. Allow the court to establish thresholds and constraints, by session part type, that, if set, govern the maximum number of items that can be set on the part and/or schedule, and the maximum cumulative case weights permitted. 
	☐	
	☐	☐	

	10.1.20. Allow appellate cases to be set as items on an open court session schedule part by an authorized user.
	☐	
	☐	☐	

	10.1.21. Allow the case to be set at a specific time for a specific duration. 
	☐	
	☐	☐	

	10.1.22. Support grouping of items on a session part by court defined and maintained court matter type groups. Allow the courts to define the sequence of matter type groups.
	☐	
	☐	☐	

	10.1.23. Allow a case to be set into a court matter type group when scheduled.
	☐	
	☐	☐	

	10.1.24. Provide the ability to automatically assign a unique alpha or numeric sequential item reference value (IRV) to each scheduled case or other matter. Allow manual overrides to automatically assign IRVs. Once the schedule is finalized, the IRVs are immutable. Note: This is currently used as a quick and easy shorthand reference to a scheduled item for judges and other court staff.
	☐	
	☐	☐	

	10.1.25. After automatic IRVs are assigned, maintain the uninterrupted sequence of item reference values (IRV) when items are removed or added to the court session schedule. 
	☐	
	☐	☐	

	10.1.26. Allow a scheduled item to be set for oral argument or for conference.
	☐	
	☐	☐	

	10.1.27. Allow multiple cases to be consolidated for oral argument.
	☐	
	☐	☐	

	10.1.28. Support consolidated cases in both oral argument and conference settings such that the lead case and associated cases can be seen.
	☐	
	☐	☐	

	10.1.29. Allow additional detail to be set for a scheduled item. Allow pending case actions (e.g., motions, petitions for review, etc.) for the scheduled case item to be set for consideration with the case.
	☐	
	☐	☐	

	10.1.30. Allow scheduled cases to be marked for consideration of a case decision in addition to or in lieu of any scheduled case actions (e.g., matters).
	☐	
	☐	☐	

	10.1.31. Allow additional documents and events that have a bearing on the matters to be considered to be associated with the scheduled item and/or matters. 
	☐	
	☐	☐	

	10.1.32. If an item has been set to have an oral argument, allow for the setting of oral argument sides.
	☐	
	☐	☐	

	10.1.32.1. Permit one, two (typical), or more arguing sides.
	☐	
	☐	☐	

	10.1.32.2. Allow each oral argument side to be described with a name such as a party name, a litigant group name, an attorney name, or a party role type (e.g., by selection of litigant group that describes attorneys for Appellant, or Appellee, etc.).
	☐	
	☐	☐	

	10.1.32.3. Allow the lead arguing attorney for the arguing side to be identified (e.g., by selection from the litigant group’s attorney team).
	☐	
	☐	☐	

	10.1.32.4. Allow additional arguing attorneys for the arguing side to be specified.
	☐	
	☐	☐	

	10.1.32.5. Allow the allotted arguing time per side to be selected. Provide a court-standard time allotment as a default arguing side time.
	☐	
	☐	☐	

	10.1.32.6. Provide the ability to print an oral argument attorney sign-in sheet or provide an electronic means for attorneys to sign in prior to oral argument. Allow for attorneys who show up for oral argument unexpectedly.
	☐	
	☐	☐	

	10.1.32.7. Allow for the Identification of those attorneys who provided arguments.
	☐	
	☐	☐	

	10.1.33. Allow an authorized user to override the session assigned panel’s duly constituted panel membership, substituting or removing one or more judicial officers.
	☐	
	☐	☐	

	10.1.33.1. Allow an override to apply to the entire court session schedule.
	☐	
	☐	☐	

	10.1.33.2. Allow an override to only apply to one or more scheduled items (e.g., cases) on a court session schedule.
	☐	
	☐	☐	

	10.1.34. Permit an authorized user to set a court session schedule’s status to ‘final’ once all its parts are final.
	☐	
	☐	☐	

	10.1.35. Allow finalized court session schedules not indicated as court private to be publicly viewable (e.g., may appear in a public docket, or public-facing website or portal, etc.).
	☐	
	☐	☐	

	10.1.36. Do not permit revisions to finalized court session schedules.
	☐	
	☐	☐	

	10.1.37. When a finalized court session schedule requires revision, allow an authorized user to revert the status of a final court session schedule back to draft status.
	☐	
	☐	☐	

	10.1.38. Allow court session schedules to be treated as an internal draft or as a finalized calendar (finalized calendars cannot be modified).
	☐	
	☐	☐	

	10.1.39. At the appropriate point in time, allow an authorized user to advance the status for a court session schedule from ‘Internal Draft’ to ‘Final’ status.
	☐	
	☐	☐	

	10.1.40. Upon finalization of a court session schedule, allow court to configure the ability to manually or automatically trigger relevant events and other updates based on rules.
	☐	
	☐	☐	

	10.1.41. Permit an authorized user to roll back the manually or automatically created relevant events and other updates that were made when finalized.
	☐	
	☐	☐	

	10.1.42. When a court session schedule’s status is set to ‘“Finalized,” the following should occur: 
	
	
	
	
	

	10.1.42.1. For cases set on the calendar, the calendar/item judges should be assigned to the case (in panel ranking sequence) for any cases which does not already have judge assignments.
	☐	
	☐	☐	

	10.1.42.2. Docket the calendaring of each case on the court session schedule.
	☐	
	☐	☐	

	10.1.42.3. Update the status of each case on the court session schedule.
	☐	
	☐	☐	

	10.1.42.4. Generate Oral Argument Notice documents for cases set for oral argument.
	☐	
	☐	☐	

	10.1.42.4.1. When the notice specifies the name or names or arguing side members within the body of the notice (not just as part of service information e.g., list of recipients), generate one notice for each arguing attorney.
	☐	
	☐	☐	

	10.1.42.4.2. Otherwise, generate a single notice which is distributed to each arguing attorney.
	☐	
	☐	☐	

	10.1.42.5. When processing the lead case in a case consolidation, apply specific docketing operations to member cases in the consolidation, as required. For example, for some types of calendars, when the lead case is committed, the ‘At-issue’ case status will close and the ‘Assigned’ case status will initiate for both the lead cases and all member cases. 
	☐	
	☐	☐	

	10.1.42.6. Alerts 
	
	
	
	
	

	10.1.42.6.1. Provide an alert, upon session finalization identifying all cases on a court session schedule which have assigned judges that do not match the court session schedule judges. 
	☐	
	☐	☐	

	10.1.42.6.2. Provide an alert when a conflict with a judge assigned to the court session schedule or case exists.
	☐	
	☐	☐	

	10.1.42.6.3. Provide an alert when two or more cases are scheduled for oral argument at the same time with the same panel.
	☐	
	☐	☐	

	10.1.42.6.4. Provide an alert when an outstanding request for oral argument that has not yet been ruled upon.
	☐	
	☐	☐	

	10.1.43. Allow an authorized user to “un-finalize” a calendar and undo the related functions that were done during finalization.
	☐	
	☐	☐	

	10.1.44. Provide various calendar reporting formats and options. Support both detail reports and summary reports. Provide reports for a single court session and for multiple sessions (e.g., weekly, monthly calendars).
	☐	
	☐	☐	

	10.1.45. Provide the ability to print calendars for public display and posting.
	☐	
	☐	☐	

	10.1.46. Provide an electronic bulletin board presentation for electronic display and viewing outside the courtrooms or the ability to export calendar metadata to external display systems.
	☐	
	☐	☐	

	10.1.47. Provide the ability to automatically post/publish a finalized/committed court session schedule calendar to the court’s website/portal.
	☐	
	☐	☐	

	10.1.48. Provide electronic access to the court session schedule and item to assigned judges and other authorized users that is readily accessible over the internet and on portable devices when away from the court. This ‘electronic calendar’ (e.g., ‘e-Agenda’) must list all significant court session details (e.g., type, subtype, date, time, location, etc.), each part, and all items and matters set on the calendar. For each scheduled item (case), a list of all relevant documents - (e.g., court designated) by date, reference number, and document title. The court must be able to designate the ordering of the documents in the listing. The user must be able to easily and readily (e.g., by hyperlink, etc.) view each listed document.
	☐	
	☐	☐	

	10.1.49. Upon conclusion of a court session schedule, automatically perform follow-on functions such as docketing the session occurrence, setting case statuses (e.g., to ‘Submitted’ or ‘Under Advisement’, etc.), recording and communicating session and item results, etc., as defined by court workflow configuration.
	☐	
	☐	☐	

	10.2. Agenda Sessions 
	
	
	
	
	

	10.2.1. Provide a means for an authorized user to pre-cast a draft decision disposition for all or specific scheduled items and/or matters (e.g., set all petition for review matters to ‘DENIED’) prior to the start of the court session schedule.
	☐	
	☐	☐	

	10.2.2. Provide a means to quickly and easily record item and matter deliberations and dispositions either by judges or designated attendees during the session or by other authorized users (e.g., clerks) after the session has concluded.
	☐	
	☐	☐	

	10.2.3. Allow items/matters to be ‘Continued.’ Allow a comment to be recorded for continued items/matters.
	☐	
	☐	☐	

	10.2.4. Allow continued items and matters to be easily rescheduled for a future court session schedule.
	☐	
	☐	☐	

	10.2.5. Allow authorized users to assign specific users the task of recording court session schedule outcomes for each item/matter.
	☐	
	☐	☐	

	10.3. Conference Calendars 
	
	
	
	
	

	10.3.1. Allow a court to establish a limited number of time slots as available for oral argument on a court session schedule.
	☐	
	☐	☐	

	10.3.2. Allow a court to define a duration for each time slot.
	☐	
	☐	☐	

	10.3.3. Allow the setting of cases with granted oral argument requests.
	☐	
	☐	☐	

	10.3.4. Allow an oral argument comment to be recorded for a case/item set for oral argument.
	☐	
	☐	☐	

	10.3.5. Allow both conference case/items and case/items requiring oral argument to be set on a single court session schedule.
	☐	
	☐	☐	

	10.3.6. Clearly identify cases that are candidates for extended oral argument.
	☐	
	☐	☐	

	10.4. Oral Argument Calendars 
	
	
	
	
	

	10.4.1. Allow the setting of cases with granted oral argument requests.
	☐	
	☐	☐	

	10.4.2. Allow the setting of cases for which a participating court has ordered oral argument.
	☐	
	☐	☐	

	10.4.3. Allow a court to establish time slots on a court session schedule that are available for oral argument.
	☐	
	☐	☐	

	10.4.4. Allow the court to set a specific time for each time slot (e.g., 10:40 AM, 11:25 AM, 2:00 PM).
	☐	
	☐	☐	

	10.4.5. Allow a court to schedule cases/items for oral argument at a scheduler specified time without regard for previously established time slots (if any).
	☐	
	☐	☐	

	10.4.6. Whether set on the calendar into a time slot or at a scheduler specified time, do not let multiple cases/items overlap times on the calendar.
	☐	
	☐	☐	

	10.4.7. Clearly identify candidate cases for extended oral argument.
	☐	
	☐	☐	

	10.4.8. Generate, distribute, and docket notices of oral argument.
	☐	
	☐	☐	

	10.4.9. Upon receipt/docketing of a ‘Notice of Filing Acknowledgment of Oral Argument,’ docket with link (e.g., event set/series) to the notice of oral argument.
	☐	
	☐	☐	

	10.5. Quick Scheduling
	
	
	
	
	

	10.5.1. Provide a quick access tool that permits an authorized user to either set or to recommend the setting (e.g., queue) of a case and/or a matter (e.g., case action, such as a motion, etc.) onto an existing open court session schedule.
	☐	
	☐	☐	

	10.5.2. Allow an optional comment to be included in the quick schedule transaction.
	☐	
	☐	☐	

	10.6. Multiple-Session Calendaring 
	
	
	
	
	

	10.6.1. Provide a court session scheduling (e.g., calendaring) tool that permits an authorized user to view and work on multiple court session schedules collectively. A typical collection would be all court sessions schedules of a specific court session schedule type, within a given calendar month or designated 4- or 5-week period considered the “monthly” calendar.
	☐	
	☐	☐	

	10.6.1.1. Provide ease of use features that permit quick and easy loading of calendars for a given month (e.g., two months from the current month, one month in the future, current month, previous month, next month, etc.).
	☐	
	☐	☐	

	10.6.1.2. Allow the user to specify a date range for the calendar collection for exception circumstances.
	☐	
	☐	☐	

	10.6.1.3. Support scheduler user preferences and favorites (e.g., favorite session parts by case type, parts by session type, case class filters, etc.).
	☐	
	☐	☐	

	10.6.2. Creating and Circulating the ‘Shell’ 
	
	
	
	
	

	10.6.2.1. Provide the ability to create a plan identifying which types of calendars will be held on which dates and the panels that will be applied on specific sessions and dates. Allow the planning interval to be established by the planner (typically one month). This is referred to as a ‘shell’. 
	☐	
	☐	☐	

	10.6.2.2. Allow sessions to be set up to 18 months in advance.
	☐	
	☐	☐	

	10.6.2.3. Allow the user to define a “month” by setting beginning and ending dates that may or may not coincide with a calendar month (i.e. October 2nd through October 27th, October 28th through November 27th).
	☐	
	☐	☐	

	10.6.2.4. Allow the generation of a “quick snapshot” of 4-month increments.  The quick snapshot should show the dates, the panel name, and the type of session but not cases.
	☐	
	☐	☐	

	10.6.2.5. Store a draft calendar internally to track changes related to a final calendar.
	☐	
	☐	☐	

	10.6.2.6. Provide the ability for authorized users to designate session types for specific days and panels far in advance of scheduling cases to those sessions.
	☐	
	☐	☐	

	10.6.2.7. Provide the ability to create multiple court session schedules, quantity specified by the user, in a single operation for a specified period (e.g., a month).
	☐	
	☐	☐	

	10.6.2.8. Provide the ability to specify calendar creation attributes such as panel, session type, subtype, day of week, location, allowed case types, and part types (including rotating series) that are applied to the calendars created.
	☐	
	☐	☐	

	10.6.2.9. Tool may provide default settings for calendar attributes (e.g., by panel) which can be revised by the user at the time of usage.
	☐	
	☐	☐	

	10.6.2.10. When a period (e.g., monthly) calendar shell has been completed, provide a means to circulate the shell for review. 
	☐	
	☐	☐	

	10.6.2.11. Provide a means for the court to define and maintain a shell review distribution list (e.g., judges, staff attorneys, clerks).
	☐	
	☐	☐	

	10.6.2.12. Permit shell reviewers to indicate approval or provide commentary feedback.
	☐	
	☐	☐	

	10.6.2.13. Provide a means for an authorized user to amend a calendar shell.
	☐	
	☐	☐	

	10.6.2.14. Allow multiple circulation, review, and shell-amendment cycles.
	☐	
	☐	☐	

	10.6.3. When the multiple-session calendaring tool is invoked, display all calendars for the court for the specified period (e.g., month).
	☐	
	☐	☐	

	10.6.4. Allow the display of court session schedules to be filtered by type (e.g., monthly calendar, motion calendar, order to show cause hearings, etc.).
	☐	
	☐	☐	

	10.6.5. Allow court session schedules to be ordered/arranged by panel/department.
	☐	
	☐	☐	

	10.6.6. Display court session schedules in chronological order.
	☐	
	☐	☐	

	10.6.7. Provide a palette (e.g., a listing) of cases that are candidates for scheduling based on rules (e.g., at issue status) onto the currently displayed calendar collection (by month or date range).
	☐	
	☐	☐	

	10.6.7.1. Clearly identify cases that are candidates for extended oral argument.
	☐	
	☐	☐	

	10.6.7.2. Allow filtering (e.g., by case type).
	☐	
	☐	☐	

	10.6.8. Provide a variety of options for selecting or filtering the list of candidate cases (e.g., only cases at a specified active case status, such as ‘at-issue’, only cases that have been weighted, only cases which are not stayed, only cases of a specified case type or class, only cases having a pending matter of a specified type (e.g., petition for special action, petition for review, etc.), only cases already assigned to write a ‘staff draft,’ only cases reserved for chambers, only cases granted oral argument, only cases without oral argument, etc.).
	☐	
	☐	☐	

	10.6.9. Clearly indicate which cases are lead cases in a consolidation and which cases are member cases.
	☐	
	☐	☐	

	10.6.10. Do not include cases that have already been calendared in the candidate cases palette.
	☐	
	☐	☐	

	10.6.11. Integrate conflict checking with scheduling to avoid setting cases onto calendars containing panel members having conflicts.
	☐	
	☐	☐	

	10.6.11.1. Warn the user when a conflict exists prior to adding the case to the court session schedule.
	☐	
	☐	☐	

	10.6.11.2. Allow user overrides and substitutions.
	☐	
	☐	☐	

	10.6.11.3. Allow filtering of the candidate cases palette to remove cases having conflicts. 
	☐	
	☐	☐	

	10.6.11.4. Allow authorized users to perform an additional conflict check on scheduled cases.
	☐	
	☐	☐	

	10.6.12. Provide candidate case listing sorting and filtering options (e.g., by priority, by case or status or case age or stage age, by case number, by weight, by case short title, etc., and combinations of criteria).
	☐	
	☐	☐	

	10.6.13. Provide an authorized user with an easy-to-use user interface (e.g., drag and drop, etc.) to schedule (or to remove) a candidate case onto any open court session schedule in the collection (e.g., month, etc.).
	☐	
	☐	☐	

	10.6.14. Provide an authorized user the capability to assign staff attorneys to candidate cases according to rules that govern such assignments.
	☐	
	☐	☐	

	10.6.15. Provide the ability for an authorized user to view short case title, at-issue comments, and lower court judges associated with a candidate case or scheduled case.
	☐	
	☐	☐	

	10.6.16. Provide the ability for an authorized user to access case docket and case documents associated with each candidate case or scheduled case.
	☐	
	☐	☐	

	10.6.17. Once a candidate case has been scheduled, remove the case from the candidate case palette. Conversely, make any case removed from a court session schedule appear in the candidate case palette, providing it meets the retrieval and filtering criteria.
	☐	
	☐	☐	

	10.6.18. When scheduling cases, enforce the court’s rules, constraints, and limitations (e.g., maximum case counts and weights have not been exceeded, correct case type for session part, automatic closure date not yet reached, etc.).
	☐	
	☐	☐	

	10.6.19. Allow the scheduler to record and maintain notes for each court session schedule.
	☐	
	☐	☐	

	10.6.20. When a period (e.g., monthly) calendar has been completed, provide a means to circulate it for review and commentary.
	☐	
	☐	☐	

	10.6.21. Provide a means for an authorized user to amend a calendar. 
	☐	
	☐	☐	

	10.6.22. Allow multiple circulation, review, and amendment cycles.
	☐	
	☐	☐	

	10.6.23. Allow the comparison of different calendar versions.
	☐	
	☐	☐	

	10.6.24. Provide various calendar reporting formats and options. Support both detail reports and summary reports. Provide reports for a single court session and reports for multiple sessions (e.g., weekly, monthly calendars).
	☐	
	☐	☐	

	10.6.25. Provide calendar distribution functions with work group and/or distribution list support.
	☐	
	☐	☐	

	10.7. Court Master Calendar 
	
	
	
	
	

	10.7.1. Permit the courts to optionally plan future activities.
	☐	
	☐	☐	

	10.7.2. Provide a court master calendar upon which future planned activities can be set.
	☐	
	☐	☐	

	10.7.3. Include activities for, but not restricted to, court sessions, judicial conferences, holidays, etc. 
	☐	
	☐	☐	

	10.7.4. Permit each participating court to have its own individual master calendar.
	☐	
	☐	☐	

	10.7.5. Restrict calendar maintenance functions to authorized users only.
	☐	
	☐	☐	

	10.7.6. Allow the calendar to be viewed by authorized users.
	☐	
	☐	☐	

	10.7.7. Panels (see Panel Management) Provide full support for panels.
	☐	
	☐	☐	

	10.7.8. Non-Case Activities:  Allow courtrooms to be scheduled for non-case activities.
	☐	
	☐	☐	



Calendaring Offeror Remarks
<additional commentary goes here>


[bookmark: _Toc499706713]Panel Management

The CMS must handle the maintenance of panels of judges that are involved in considering cases.  This closely relates to calendaring, decisions, and participants. 


	11. Panel Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	11.1. Provide an authorized user the ability to define judicial panels (e.g., departments and to name them (e.g., ‘Department A,’ ‘Department B,’ ‘Department M,’ ‘En Banc,’ ‘Per Curiam,’ ‘Special Master’, etc.
	☐	
	☐	☐	

	11.2. Provide panel membership assignment functions and tools that either facilitate manual panel assignments (e.g., considers panel rotations, current and past workloads, schedule conflicts, etc.), or can automatically suggest draft panel assignments (e.g., random assignments, etc.).
	☐	
	☐	☐	

	11.3. Allow for creation of unlimited future panels while still retaining current panel information and membership.
	☐	
	☐	☐	

	11.4. Allow panels to be disbanded while retaining membership history.
	☐	
	☐	☐	

	11.5. Permit an authorized user to establish the ‘duly constituted’ panel membership.
	☐	
	☐	☐	

	11.5.1. Allow judge pro tempore members.
	☐	
	☐	☐	

	11.6. Permit each panel member to be assigned an optional ranking and an optional panel title (e.g., presiding judge, etc.) based on court rules.
	☐	
	☐	☐	

	11.7. Allow each panel member to optionally have a duly constituted period defined. Generally (but not always), all panel members will have the same duly constituted period.
	☐	
	☐	☐	

	11.7.1. Allow open-ended memberships.
	☐	
	☐	☐	

	11.7.2. Consider panel membership dates when determining judge assignments to court session schedules, based on session date.
	☐	
	☐	☐	

	11.8. Retain history of judge/judicial officer panel memberships; ability to report which judges/judicial officers were members of which panels for what time periods (e.g., date intervals).
	☐	
	☐	☐	

	11.9. Allow a panel to be designated as the ‘duty’ panel.
	☐	
	☐	☐	

	11.10. Allow a judge or judges to be designated as the duty judge (or justice).
	☐	
	☐	☐	

	11.11. Allow an authorized user to assign a panel to a case or to change the case’s panel assignment.
	☐	
	☐	☐	

	11.12. Provide panel membership queries and reports.
	☐	
	☐	☐	

	11.13. Allow a judge to be designated as an associate presiding judge or vice chief justice of the panel.
	☐	
	☐	☐	

	11.14. Allow displays of panel membership to have a particular order when listing the judges (e.g., presiding, then associate presiding, then a 3rd judge for Court of Appeals).
	☐	
	☐	☐	

	11.15. Ensure panel membership role has ability to be distinguished from the role in the court as a whole (e.g., in the Court of Appeals a chief judge of the court can sit as associate presiding judge of a panel).
	☐	
	☐	☐	



Panel Management Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706714]Decisions Management

The CMS must handle formal decisions by the court in terms of assignment, preparation from draft through finalization, review, recording, and website publication.

	12. Decision Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	12.1. Judicial Official Case Assignments 
	
	
	
	
	

	12.1.1. Permit authorized users to assign one or more judges/judicial officers to an appellate case (including pro tempore judges).
	☐	
	☐	☐	

	12.1.2. Allow case assignment to be derived from current case panel membership or valid membership based on a date range or a single session date. 
	☐	
	☐	☐	

	12.1.3. Provide means to override panel membership to allow for absence, conflicts, etc., without requiring the case to be assigned to a different panel.
	☐	
	☐	☐	

	12.1.4. Automatically check for conflicts when performing the case assignment function.
	☐	
	☐	☐	

	12.1.5. Support various assignment points and methods.
	☐	
	☐	☐	

	12.1.5.1. Allow direct assignment by an authorized user at any time.
	☐	
	☐	☐	

	12.1.5.2. Support assignment as a byproduct of setting a case on a court session schedule (e.g., for special actions).
	☐	
	☐	☐	

	12.1.5.3. Support assignment upon case weighting.
	☐	
	☐	☐	

	12.1.5.4. Support assignment upon case initiation
	☐	
	☐	☐	

	12.1.5.5. Support assignment upon the occurrence of certain events or a case status change.
	☐	
	☐	☐	

	12.1.6. Permit one or more judges/judicial officers to be assigned to write a case decision (e.g., opinion, memorandum decision, decision order). 
	☐	
	☐	☐	

	12.1.7. Allow more than one decision writing assignment for a case.
	☐	
	☐	☐	

	12.1.8. Permit planned completion or actual completion dates to be recorded for case decision writing assignments.
	☐	
	☐	☐	

	12.1.9. Keep writing assignments strictly confidential (to specially authorized users only, e.g., judges, clerk of the court, etc.) pending completion and publication. Prevent public access to unpublished decision writing assignment information.
	☐	
	☐	☐	

	12.1.10. For judicial officer case assignments, retain the judicial officer’s organization position title (e.g., Chief Justice, Vice Chief Justice, Chief Judge, Vice Chief Judge, etc.) at the time the case assignment was made. Provide the case-assignment-time position title when reporting assignment information for the case, even after the judge/judicial officer assumes a new position (e.g., from Vice Chief Justice to Chief Justice.)
	☐	
	☐	☐	

	12.1.11. Maintain organizational role and panel role so that either could be utilized when showing assignment information.
	☐	
	☐	☐	

	12.1.12. Allow an authorized user to maintain correct case assignment ordering of judges’/judicial officer’s names and position titles on a case.
	☐	
	☐	☐	

	12.1.13. Permit a judicial officer to designate one or more proxy users (e.g., a judicial assistant) to gain access to manage aspects of cases assigned to the judicial officer.
	☐	
	☐	☐	

	12.1.14. Provide case assignment and decision writing assignment reports with appropriate security access controls.
	☐	
	☐	☐	

	12.2. Reserving for Chambers 
	
	
	
	
	

	12.2.1. Provide a means for an authorized user to reserve and defer a draft decision writing assignment to the case-assigned judges/judicial officers. 
	☐	
	☐	☐	

	12.2.2. Provide a means for the case assigned judges/judicial officers to delegate the draft or final decision writing assignment to one or more of the case judges or their delegates (e.g., law clerk, etc.).
	☐	
	☐	☐	

	12.3. Making Decision Recommendations 
	
	
	
	
	

	12.3.1. Provide an authorized user the ability to provide a decision recommendation. For example, allow the chief staff attorney to review oral argument request filings and make a recommendation regarding the granting or denying of oral argument.
	☐	
	☐	☐	

	12.3.2. Allow the decision recommendation to be directed to the appropriate judicial officer.
	☐	
	☐	☐	

	12.3.3. Provide a means for a judicial officer to access and review pending decision recommendations and act on each as appropriate (e.g., grant, deny, return to sender, etc.).
	☐	
	☐	☐	

	12.3.4. Upon final disposition (e.g., grant, deny, etc.) by the reviewing judicial officer, provide a means to automatically initiate or send to an assignment queue any follow-on activities (e.g., generate an oral argument order) and record the final decision (including statistical/metrics impacts).
	☐	
	☐	☐	

	12.3.5. Report decision recommendation and final decision results.
	☐	
	☐	☐	

	12.4. Minutes 
	
	
	
	
	

	12.4.1. Provide a means by which the outcome or deliberations (e.g., ‘minutes’) of court session schedule items and matters can be recorded by an authorized user.
	☐	
	☐	☐	

	12.4.2. Enable minutes recording to be fast and easy enough to be done electronically while in session by an authorized user attending the session or done after the session has concluded. Support for a ‘Discussion Grid’ should permit the panel to determine, in advance, the specific cases/items requiring discussion.
	☐	
	☐	☐	

	12.4.3. Integrate minutes recording into judicial decision recording and management functions so that at the time the outcome for an item or matter results in a judicial decision, redundant information recording is not necessary.
	☐	
	☐	☐	

	12.4.3.1. Allow an authorized user to designate the items and matters that should be collectively addressed in a single decision.
	☐	
	☐	☐	

	12.4.3.2. Allow the decision date to be set to the agenda/court session schedule date.
	☐	
	☐	☐	

	12.4.4. Allow items and matters that are unresolved to be ‘continued.’
	☐	
	☐	☐	

	12.4.4.1. Allow continuance commentary to be recorded.
	☐	
	☐	☐	

	12.4.4.2. Allow continued items and matters to be easily rescheduled to a future court session schedule.
	☐	
	☐	☐	

	12.4.5. Circulate for comments.
	
	
	
	
	

	12.4.5.1. Allow items/matters to be designated to “circulate.”
	☐	
	☐	☐	

	12.4.5.2. Allow a “circulate’ comment to be recorded.
	☐	
	☐	☐	

	12.4.5.3. Automatically update the status of the case in an integrated court rules portal (e.g., forum).
	☐	
	☐	☐	

	12.4.6. Provide a means to circulate draft minutes for review and approval by court session schedule participants.
	☐	
	☐	☐	

	12.4.6.1. Allow reviewers to record reviewer comments.
	☐	
	☐	☐	

	12.4.6.2. Allow comments to be observed by all reviewers.
	☐	
	☐	☐	

	12.4.6.3. Allow reviewers the ability to designate items and matters for separate order.
	☐	
	☐	☐	

	12.4.6.4. Upon completion of the draft minutes review, return all reviewer comments to the assigned minutes drafting user.
	☐	
	☐	☐	

	12.4.6.5. Permit multiple cycles of review and comment, as necessary.
	☐	
	☐	☐	

	12.4.7. Upon completion of the minutes review and approval cycle, allow an authorized user to make minute letter creation and distribution assignments to users authorized and qualified for this task for all items and matters except those continued or designated for separate order.
	☐	
	☐	☐	

	12.4.8. Allow minute letter assigned users to utilize document production, management and distribution functions to complete the minute letter work product assignment.
	☐	
	☐	☐	

	12.4.9. Separate Orders 
	
	
	
	
	

	12.4.9.1. Allow the designation of items and matters to be communicated by separate order (meaning not by minute letter or regular order).
	☐	
	☐	☐	

	12.4.9.2. Allow the recording of a separate order type disposition text and data.
	☐	
	☐	☐	

	12.4.9.3. Allow an authorized user to designate the work group and/or user assigned the separate order production responsibility.
	☐	
	☐	☐	

	12.4.9.4. Integrate the production of the separate order with the document generation/production function.
	☐	
	☐	☐	

	12.4.9.5. Allow standard document production/work product processes and functions including review and approval cycles (if needed). 
	☐	
	☐	☐	

	12.4.9.6. Integrate into standard workflow processes including document completion (if needed), document distribution, and docketing.
	☐	
	☐	☐	

	12.5. Drafting/Writing Decisions 
	
	
	
	
	

	12.5.1. Provide tools, processes, work flows and management support for the assignment, drafting, circulating, reviewing, revising, approving and finalizing of decision documents (e.g., orders, memorandum decisions, opinions, staff drafts, etc.).
	☐	
	☐	☐	

	12.5.2. Provide functions that permit an authorized user to make draft and/or final decision document writing assignments.
	☐	
	☐	☐	

	12.5.2.1. Automatically check for conflicts when making writing assignments.
	☐	
	☐	☐	

	12.5.2.2. Allow an authorized user to make writing assignments while scheduling cases onto a court session schedule.
	☐	
	☐	☐	

	12.5.3. Provide support for drafting various styles of documents that may be associated with specific document types (e.g., orders, memorandum decisions, opinions).
	☐	
	☐	☐	

	12.5.4. Provide the ability to automatically draft the decision document, including all parts and sections (e.g., decision caption, title section, summary section, salutation section, and signature section), from information maintained in the database for the case or cases.
	☐	
	☐	☐	

	12.5.4.1. Opinions and memorandum style decision documents begin with a modernized, standard format (e.g., centered layout with Book Antiqua small-caps font, etc.), information content, and presentation (e.g. decision title section). 
	☐	
	☐	☐	

	12.5.4.2. Well defined, standardized rules exist and are fully documented for the creation of all parts of the decision lead sections (i.e., decision caption, decision summary, salutation banner, etc.). 
	☐	
	☐	☐	

	12.5.4.3. Opinion and memo decision captions are formatted distinctly differently than the standard full case caption. Provide support for the correct generation of a decision caption to be included in decision documents.
	☐	
	☐	☐	

	12.5.4.4. Court-specific definitional variation in the style, format, and content of the salutation banner must be accommodated.
	☐	
	☐	☐	

	12.5.5. Provide the ability to automatically draft a decision document’s primary content (e.g., body), with detail and format, as appropriate for the type of decision document (e.g., order granting oral argument, order granting extension of time, etc.). Include appropriate decision details such as whether oral argument has been granted or whether a time extension has been granted and a new due date, etc., as appropriate for the type of matter and outcome.
	☐	
	☐	☐	

	12.5.6. Allow the assigned user to edit, revise, and extend any automatically drafted sections and content.
	☐	
	☐	☐	

	12.5.7. Provide secure, restricted, document drafting areas that:
	☐	
	☐	☐	

	12.5.7.1. Provide storage areas in which current draft and prior draft versions of decision documents can be saved.
	☐	
	☐	☐	

	12.5.7.2. Provide security functions that only allow controlled access to authorized users.
	☐	
	☐	☐	

	12.5.7.3. Prevent unauthorized access and mitigate damage in the event of a breach (e.g., maintains documents in an encrypted format, etc.).
	☐	
	☐	☐	

	12.5.7.4. Provide an easy and convenient means for authorized users (e.g., judicial chambers) to easily grant or revoke access to draft documents, to grant or revoke document edit permissions, or to grant/revoke document review/comment permissions.
	☐	
	☐	☐	

	12.5.7.5. Provide the ability for system administrators to provide back-up and recovery services.
	☐	
	☐	☐	

	12.5.7.6. Retain a restorable document copy version upon circulation of a draft copy for comment and revision.
	☐	
	☐	☐	

	12.5.8. Provide the ability to circulate a draft decision document for review and approval.
	☐	
	☐	☐	

	12.5.8.1. Allow review to be optionally specified for the type of document and case classification.
	☐	
	☐	☐	

	12.5.8.2. Allow one or more reviewers. 
	☐	
	☐	☐	

	12.5.8.3. Allow reviewers to be a panel and/or case-assigned judges/judicial officers.
	☐	
	☐	☐	

	12.5.8.4. When multiple reviewers exist, allow all reviewers to have access to all reviewer comments and mark-up.
	☐	
	☐	☐	

	12.5.8.5. Allow for return of an unapproved decision document to its original drafter or other designated user.
	☐	
	☐	☐	

	12.5.8.6. Allow for document revision and correction.
	☐	
	☐	☐	

	12.5.8.7. Allow for multiple cycles of review until the decision document is approved.
	☐	
	☐	☐	

	12.5.9. Provide functions to automatically or manually route an approved decision document to the next process step (e.g., document completion, electronic filing with the clerk, etc.).
	☐	
	☐	☐	

	12.5.10. Provide functions, integrated into a workflow, for finalizing a decision document, including electronic signature capture, stamping, EDMS document registration/archival, integrated decision data recording/capture, distribution, and public posting/publication.
	☐	
	☐	☐	

	12.6. Recording Decisions 
	
	
	
	
	

	12.6.1. Provide functions for recording and capturing decision data upon decision finalization (e.g., signature on a decision document).
	☐	
	☐	☐	

	12.6.2. Require that each decision is classified by decision type (e.g., opinion, memorandum decision, order decision, order, etc.).
	☐	
	☐	☐	

	12.6.3. Allow for a rare identification of a procedural decision/administrative opinion that should be excluded from statistical decisions.
	☐	
	☐	☐	

	12.6.4. Restrict decision recording to only those users authorized to perform this function. Support authorization control by decision type.
	☐	
	☐	☐	

	12.6.5. Allow, but do not require, decisions to be further classified by decision subtype (e.g., supplemental order/memo/opinion, amended order/memo/opinion, corrected order/memo/opinion, etc.).
	☐	
	☐	☐	

	12.6.6. Require the entry/capture of the decision issuance/docketing date.
	☐	
	☐	☐	

	12.6.7. Allow, but do not require a decision status (e.g., ‘pending/in process’., draft, ‘vacated’, ‘withdrawn’, ‘published’, etc.).
	☐	
	☐	☐	

	12.6.7.1. Allow the courts to maintain the list of decision statuses, expanding and contracting as necessary.
	☐	
	☐	☐	

	12.6.7.2. Allow a decision status effective date to be entered or selected from a calendar control or other convenience mechanism.
	☐	
	☐	☐	

	12.6.8. Allow a decision to be marked as confidential.
	☐	
	☐	☐	

	12.6.8.1. When confidential, restrict access and display of decision information to only authorized users.
	☐	
	☐	☐	

	12.6.8.2. Do not permit confidentiality to be removed for decisions that are not yet final.
	☐	
	☐	☐	

	12.6.8.3. Allow a final decision to be marked as and remain confidential.
	☐	
	☐	☐	

	12.6.9. Allow a decision commentary.
	☐	
	☐	☐	

	12.6.9.1. Allow for automatic generation of the decision commentary incorporating database information (e.g., “ORDERED: Unopposed Motion to Extend the Time for Filing Defendant/Appellee City of Tempe’s Response Brief = DENIED”).
	☐	
	☐	☐	

	12.6.9.2. Allow for manual entry or revision of decision commentary.
	☐	
	☐	☐	

	12.6.9.3. Support the use of this commentary in the generation/production of the decision document.
	☐	
	☐	☐	

	12.6.9.4. Allow court private commentary that is not incorporated into the decision document.
	☐	
	☐	☐	

	12.6.10. Allow the recording of the decision disposition (e.g., Granted, Denied, Affirmed, Reversed, Remanded, Declined, Relief Denied, Dismissed, Disbarred, Withdrawn, Improvidently Granted, etc.).
	☐	
	☐	☐	

	12.6.10.1. Allow the courts to maintain the set of decision dispositions, expanding or contracting as necessary.
	☐	
	☐	☐	

	12.6.10.2. Allow multiple, unlimited dispositions for each decision.
	☐	
	☐	☐	

	12.6.10.3. Support disposition tabulation to statistics.
	☐	
	☐	☐	

	12.6.11. Automatically docket upon finalization of a decision.
	☐	
	☐	☐	

	12.6.11.1. Link to the decision document, automatically, or with user assistance.
	☐	
	☐	☐	

	12.6.11.2. Perform other automatic functions per court established workflow.
	☐	
	☐	☐	

	12.6.12. Action Decisions 
	
	
	
	
	

	12.6.12.1. Allow conclusion of one or more than one case action (e.g., motions, petitions for review, etc.) on a single decision.
	☐	
	☐	☐	

	12.6.12.2. Allow an action-concluding decision to conclude a case or to conclude one or more issues in a case.
	☐	
	☐	☐	

	12.6.12.3. Specifically identify and link to the actions addressed/concluded in a decision.
	☐	
	☐	☐	

	12.6.12.4. Capture appropriate decision data from the decision recommendation if it exists.
	☐	
	☐	☐	

	12.6.13. Case Decisions 
	
	
	
	
	

	12.6.13.1. Allow a case decision to conclude a case or to conclude one or more issues in a case.
	☐	
	☐	☐	

	12.6.13.2. Allow a case decision to conclude multiple cases or to conclude issues in multiple cases (e.g., consolidated cases, water cases, etc.).
	☐	
	☐	☐	

	12.6.13.3. Allow a single case to have multiple case decisions.
	☐	
	☐	☐	

	12.6.13.4. Allow a decision to be marked as addressing a constitutional issue.
	☐	
	☐	☐	

	12.6.14. Administrative Decisions 
	
	
	
	
	

	12.6.14.1. Allow the recording of administrative decisions that do not address or conclude any specific case or action.
	☐	
	☐	☐	

	12.6.14.2. Provide administrative decision numbering, by court, and within each calendar year.
	☐	
	☐	☐	

	12.6.15. Judicial Involvement 
	
	
	
	
	

	12.6.15.1. Permit the marking of a decision as ‘per curiam.’
	☐	
	☐	☐	

	12.6.15.2. Allow the judges/judicial officers participating in the decision to be identified.
	☐	
	☐	☐	

	12.6.15.3. Allow one or more judicial officers on a decision and associate the judicial officer with his or her organization or panel position at the time.
	☐	
	☐	☐	

	12.6.15.4. Allow the role of each judicial officer to be specified (e.g., ‘Author’, ‘Dissent’, ‘Concur’, ‘Dissent in Part’, ‘Concur in the Dissent’, ‘Special Concurrence’, etc.).
	☐	
	☐	☐	

	12.6.15.5. Allow the court to define the set of decision participation roles, expanding and contracting as necessary.
	☐	
	☐	☐	

	12.6.15.6. Support the writing and filing of dissent, concurrence, special concurrence, etc. documents.
	☐	
	☐	☐	

	12.6.15.7. Support the production of judicial involvement statistical tracking reports enabling those judicial officers involved in a case decision to accumulate ‘points’ depending on their involvement.
	☐	
	☐	☐	

	12.7. Posting and Distributing Decisions 
	
	
	
	
	

	12.7.1. Support decision (e.g., opinion) distribution lists.
	☐	
	☐	☐	

	12.7.2. Support manual and automatic posting of finalized case decisions (documents and data) to the court’s web site/portal.
	☐	
	☐	☐	

	12.7.3. Support electronic transmittal of decision documents and associated data to official reporters (e.g., opinion publishers).
	☐	
	☐	☐	

	12.7.4. Support staging decision posting and distribution until predefined points in time (e.g., every Tuesday and Thursday at 5:00 PM).
	☐	
	☐	☐	

	12.8. Motion for Reconsideration:  Link a motion for reconsideration action filing to the targeted decision, upon receipt or docketing.
	
	
	
	
	

	12.8.1. Motion for Reconsideration:  Link a motion for reconsideration action filing to the targeted decision, upon receipt or docketing.
	☐	
	☐	☐	

	12.8.2. Upon granting a motion for reconsideration, Allow for automatic change of the decision status and status effective date under certain circumstances.
	☐	
	☐	☐	

	12.8.2.1. If a pending petition for review filing due date exists on a case with a motion for reconsideration that has been granted, either close the due date as moot or remove the due date.
	☐	
	☐	☐	

	12.9. Decision Citations 
	
	
	
	
	

	12.9.1. Allow the recording or capture of decision citations by official reporters (e.g., Arizona Reports, Pacific Reporter, etc.).
	☐	
	☐	☐	

	12.9.2. Verify and enforce proper numbering format (e.g., ‘691 Ariz.43’, ‘323 P.3d 1148’, ‘200 Ariz.’’, ’33 P.3d Ct. R-19’, etc.).
	☐	
	☐	☐	

	12.9.3. Restrict manual recording or revision to authorized users. 
	☐	
	☐	☐	

	12.9.4. Allow multiple citations per case and decision.
	☐	
	☐	☐	

	12.9.5. Allow decision lookup/query by decision citation.
	☐	
	☐	☐	

	12.10. Opinion De-Publication 
	
	
	
	
	

	12.10.1. Upon receipt and docketing of an order to de-publish an opinion (e.g., from the Supreme Court), link to the targeted decision.
	☐	
	☐	☐	

	12.10.2. Automatically set or alter the decision’s status and status effective date.
	☐	
	☐	☐	

	12.10.3. Provide automatic notification to official reporters.
	☐	
	☐	☐	

	12.11. Withdrawal:  Allow for the removal of an opinion from the court’s web site/portal when the court has withdrawn the opinion.
	☐	
	☐	☐	



Decisions Management Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706715]Case Closure, Archival, Record Retention, and Destruction

The CMS must handle the complete end-of-case lifecycle including closure, archival, retention, and destruction.


	13. Case Closure, Archival, Record Retention, and Destruction
	Exists
	Planned
	Phase II
	N/A
	Comments

	13.1. Mandates 
	
	
	
	
	

	13.1.1. Provide mandate-ready reports, identifying cases and decisions that are ready or nearly ready for mandate.
	☐	
	☐	☐	

	13.1.2. Restrict the mandate functions to authorized users only.
	☐	
	☐	☐	

	13.1.3. Allow authorized users to maintain rules regarding timelines related to mandate processing.
	☐	
	☐	☐	

	13.1.4. Automatically set mandate reminders (e.g., ticklers or due dates, etc.) with appropriate dates when key events have either occurred or not occurred in the allotted time, and in accordance with court rules, policies, and procedures, such as:
	☐	
	☐	☐	

	13.1.4.1. When no motion for reconsideration and no petition for review has been filed, upon the conclusion of the time allowed for such filings (e.g., 30 days for the Court of Appeals, 15 days for the Supreme Court).
	☐	
	☐	☐	

	13.1.4.2. When a motion(s) for reconsideration has been filed, upon disposition of the motion(s) and the time allowed for the filing of a petition for review has elapsed (e.g., 15 days) with no petition for review filing.
	☐	
	☐	☐	

	13.1.4.3. When a petition for review has been filed, after the allotted time (e.g., 15 days) upon receipt of a denial of the petition for review by the Supreme Court.
	☐	
	☐	☐	

	13.1.4.4. In additional circumstances including stay considerations, writs of certiorari, etc.
	☐	
	☐	☐	

	13.1.5. Allow court to define the rules for mandate and the associated time intervals (e.g., allotted or allowed time values), adding, removing, or revising rules and allotted time values as necessary to accommodate changes in rules and procedures. Allow both the rules and the allowed times to vary by court (e.g., be court specific).
	☐	
	☐	☐	

	13.1.6. Check for pending due dates and actions prior to initiating the mandate process and advise when found. Allow a user to continue, abort, or take corrective action.
	☐	
	☐	☐	

	13.1.7. Allow court to define a mandate process workflow, by case type/classification and decision type/subtype.
	☐	
	☐	☐	

	13.1.8. Allow court to define the contents of a mandate package (e.g., mandate document + record transmittal letter + decision document + notice of fees and costs due + final disposition report letter + final disposition report, mandate + order + record transmittal letter, etc.), by case type/classification and other factors (e.g., deferral of fees).
	☐	
	☐	☐	

	13.1.9. Provide support for the generation and production of the mandate document by employing standard document generation/production functions.
	☐	
	☐	☐	

	13.1.9.1. When a claim for attorneys’ fees and costs has been filed and awarded, provide automatic support for the inclusion of separate statements of the amount of attorneys’ fees and costs awarded within the mandate document.
	☐	
	☐	☐	

	13.1.10. Provide support for the generation and production of all other mandate package documents except for the final disposition report.
	☐	
	☐	☐	

	13.1.11. Provide a means to include documents into the mandate package that are not generated and produced as part of the mandate package process, such as a final disposition report.
	☐	
	☐	☐	

	13.1.12. Provide support for stamping selected documents (e.g., certification stamp).
	☐	
	☐	☐	

	13.1.13. Provide a means to transmit applicable documents and metadata to the lineage predecessor case court (e.g., to return the partial record to the trial court, such as transcripts, the mandate document, the decision document, etc.).
	☐	
	☐	☐	

	13.1.14. Upon conclusion of the mandate workflow, support automatic and/or manual invocation of a next workflow step (e.g., docketing, follow-up, case closure, set planned archival and destruction dates, etc.).
	☐	
	☐	☐	

	13.2. Termination (e.g., Letters) – Cases Decided by Order (e.g., Dismissal) 
	
	
	
	
	

	13.2.1. Provide reports and queries to identify and list cases that are candidates for termination.
	☐	
	☐	☐	

	13.2.2. Restrict case termination functions to authorized users only.
	☐	
	☐	☐	

	13.2.3. Support a case termination workflow comprised of a series of court-specified functions that are performed by one or more users in conjunction with other automatic operations. Workflows may vary by court, case classification, and type of disposition.
	☐	
	☐	☐	

	13.2.4. Allow court to define the contents of the termination package (e.g., termination order + costs order + termination letter + final disposition report + record transmittal letter, etc.), by case type/classification and by other factors (e.g., deferral of fees).
	☐	
	☐	☐	

	13.2.5. Check for pending due dates and actions prior to initiating the termination process and advise if any are found. Allow the user to continue, abort, or take corrective action.
	☐	
	☐	☐	

	13.2.6. Provide support for the generation and production of the termination letter, employing standard document generation/production functions.
	☐	
	☐	☐	

	13.2.7. Provide support for the generation and production of all other termination package documents except the final disposition report.
	☐	
	☐	☐	

	13.2.8. Provide a means to include documents that are not generated and produced as part of the termination package process, such as the final disposition report, into the termination package.
	☐	
	☐	☐	

	13.2.9. Provide support for stamping selected documents (e.g., certification stamp).
	☐	
	☐	☐	

	13.2.10. Provide a means to transmit applicable documents to the lineage predecessor case court (e.g., to return the record or partial record to the trial court).
	☐	
	☐	☐	

	13.2.11. Upon conclusion of the termination workflow, support automatic and/or manual invocation of a next workflow step (e.g., docketing, follow-up, case closure, etc.).
	☐	
	☐	☐	

	13.3. Transferring Cases 
	
	
	
	
	

	13.3.1. Support the transfer of cases between courts of appeal, between the court of appeals and the supreme court, and between the supreme court and the court of appeals.
	☐	
	☐	☐	

	13.3.1.1. The transfer may be a result of the filing and granting of a petition for transfer or on the motion of the court of appeals or supreme court.
	☐	
	☐	☐	

	13.3.2. When transferring a case between courts of appeal: 
	
	
	
	
	

	13.3.2.1. Provide support for the court definition and maintenance of a case transfer workflow.
	☐	
	☐	☐	

	13.3.2.2. Support the electronic transmission of case metadata and documents to the transfer destination court.
	☐	
	☐	☐	

	13.3.2.3. Transfer any outstanding unpaid financial obligations for the case, including fee payment deferrals.
	☐	
	☐	☐	

	13.3.2.4. Automatically initiate the case closure work flow process upon successful case transfer.
	☐	
	☐	☐	

	13.3.3. When transferring cases between the court of appeals (either Division One or Division Two) and the Supreme Court:
	☐	
	☐	☐	

	13.3.3.1. Provide support for the court definition and maintenance for a petition for transfer workflow.
	☐	
	☐	☐	

	13.3.3.2. Upon filing of a petition for transfer, automatically initiate the petition for transfer workflow process.
	☐	
	☐	☐	

	13.3.3.2.1. Automatically link in or incorporate information (e.g., parties, litigant groups and attorneys, etc.) and documents from the linage predecessor case (e.g., the court of appeals case) into the new supreme court case.
	☐	
	☐	☐	

	13.3.3.2.2. Transfer any outstanding unpaid financial obligations for the case, including fee payment deferrals.
	☐	
	☐	☐	

	13.3.3.3. Allow scheduling of the petition for transfer cases onto a court session schedule which supports the matter type (e.g., petition for transfer).
	☐	
	☐	☐	

	13.3.3.4. Upon denial of the petition, automatically invoke the court’s termination workflow process.
	☐	
	☐	☐	

	13.3.3.5. Upon granting of the petition, automatically invoke the appropriate court workflow process.
	☐	
	☐	☐	

	13.3.3.5.1. Provide support for closing the petition for transfer case and creating a new case, incorporating information and documents from the predecessor cases.
	☐	
	☐	☐	

	13.3.4. When transferring a case between the supreme court and the court of appeals (or other judicial entity such as Office of the Presiding Disciplinary Judge or trial court):
	☐	
	☐	☐	

	13.3.4.1. Provide support for the court definition and maintenance of a case transfer workflow.
	☐	
	☐	☐	

	13.3.4.2. If the court of appeals operates within the same CMS environment as the transferring supreme court, then:
	☐	
	☐	☐	

	13.3.4.2.1. Upon the court’s own motion, automatically initiate the case transfer workflow.
	☐	
	☐	☐	

	13.3.4.2.2. Automatically create a new case in the transfer target court.
	☐	
	☐	☐	

	13.3.4.2.2.1. Provide a means whereby the correct and appropriate case classification in the newly created case is derived from the case classification of the transferred case.
	☐	
	☐	☐	

	13.3.4.2.2.2. Automatically link in or incorporate information (i.e., parties, litigant groups, attorneys, etc.) and documents from the supreme court case into the court of appeals case.
	☐	
	☐	☐	

	13.3.4.2.2.3. Maintain document relationships – lead and connected documents.
	☐	
	☐	☐	

	13.3.4.2.2.4. Transfer any outstanding unpaid financial obligations for the case, including fee payment deferrals.
	☐	
	☐	☐	

	13.3.4.3. If the transfer destination court of appeals operates within its own independent CMS environment, then: 
	
	
	
	
	

	13.3.4.3.1. Provide support for the court definition and maintenance for an ‘external’ case transfer workflow.
	☐	
	☐	☐	

	13.3.4.3.2. Support the electronic transmission of case metadata and documents to the transfer destination court.
	☐	
	☐	☐	

	13.3.4.3.3. Transfer any outstanding unpaid financial obligations for the case, including fee payment deferrals.
	☐	
	☐	☐	

	13.3.4.3.4. Automatically initiate the case closure workflow process upon successful case transfer.
	☐	
	☐	☐	

	13.4. Closing Cases (e.g., Statistical Closure) 
	
	
	
	
	

	13.4.1. Provide the ability, both automatically and manually by an authorized user, to statistically close a case.
	☐	
	☐	☐	

	13.4.1.1. Do not statistically close a case upon the first case decision (e.g., opinion, memorandum decision, decision order, order) if the first decision is not a dispositive decision.
	☐	
	☐	☐	

	13.4.1.2. When there are multiple dispositive decisions within a case, allow the courts to define the rules regarding automatic statistical closure.
	☐	
	☐	☐	

	13.4.2. Allow courts to define conditions which must be met (e.g., all actions terminated, all due dates closed, all fees paid or obligations satisfied, etc.) prior to permitting case statistical closure. 
	☐	
	☐	☐	

	13.4.3. Require a statistical closure date to be recorded or captured.
	☐	
	☐	☐	

	13.4.4. Allow a manner of disposition (e.g., abandoned, dismissed, by decision, transferred, withdrawn, settled, jurisdiction declined, etc.) to be recorded or automatically posted as appropriate for the context of the workflow or procedure.
	☐	
	☐	☐	

	13.4.5. Perform automatic functions (e.g., set a case status, docket and event, close spreadsheet, etc.) upon case closure.
	☐	
	☐	☐	

	13.4.6. Allow the case archival date to be automatically calculated from the case statistical closure date.
	☐	
	☐	☐	

	13.4.7. Use the statistical closure date on case statistics and metrics reports.
	☐	
	☐	☐	

	13.4.7.1. Once a case closure has been reported on one or more finalized statistical report interval reports (e.g., monthly, quarterly, yearly), if the statistical closure is revised such that it now falls in a different reporting interval, log an exception and make an automatic adjustment, if necessary, on the next appropriate interval statistics report.
	☐	
	☐	☐	

	13.4.8. Provide alerts, warnings, and restrictions in various case- and case-document-processing functions which are performed after a case has been statically closed and has not been reopened.
	☐	
	☐	☐	

	13.4.9. Permit further case activities (e.g., docketing, record transfers, etc.) to be recorded and tracked even after a case has been statistically closed.
	☐	
	☐	☐	

	13.5. Reopening Cases 
	
	
	
	
	

	13.5.1. Allow an authorized user to reinstate a statistically closed case, retaining previous case closure and current reopening information.
	☐	
	☐	☐	

	13.5.2. Perform automatic functions (e.g., set a case status, docket an event, etc.) upon case reinstatement.
	☐	
	☐	☐	

	13.5.3. Allow normal unhindered case and case document processing functions to be performed while a case is reinstated.
	☐	
	☐	☐	

	13.5.4. Allow closure of a reinstated case by an authorized user.
	☐	
	☐	☐	

	13.5.4.1. Allow additional case terminating decision(s) to be recorded and docketed when decisions or additional decisions are issued during the reinstatement period.
	☐	
	☐	☐	

	13.5.4.2. Adjust previously set case archival and/or destruction dates based on the new, more recent, case termination date.
	☐	
	☐	☐	

	13.5.5. Report the reinstated case on case statistics reports, when reinstated, and again when reinstatement is terminated.
	☐	
	☐	☐	

	13.5.5.1. Once a case reinstatement termination has been reported on one or more finalized statistical report interval reports (e.g., monthly, quarterly, yearly), if the reinstatement termination date is revised such that it now falls in a different reporting interval, log an exception and make an automatic adjustment, if necessary, on the next appropriate interval statistics report.
	☐	
	☐	☐	

	13.6. Record Retention and Destruction 
	
	
	
	
	

	13.6.1. Allow the court to set a case and documents planned archival date.
	☐	
	☐	☐	

	13.6.1.1. Allow the court to define criteria and rules (e.g., 10 years from decision, etc.) for the setting and adjustment of the planned archival date (i.e. the retention period). These criteria must be able to be defined by court and case type/class and other factors. 
	☐	
	☐	☐	

	13.6.1.2. These criteria and rules must support the ability to define the kinds of cases and circumstances that prescribe a case to not be archived (e.g., denied petitions for review, etc.). 
	☐	
	☐	☐	

	13.6.1.3. Automatically set planned archival dates for cases but allow manual override by an authorized user as necessary (e.g., upon notice that a defendant was resentenced to life or released). 
	☐	
	☐	☐	

	13.6.2. Support the electronic transfer of case data and documents to an external archival service (e.g., AZ State Library and Archives, etc.). Capture archival date when archived.
	☐	
	☐	☐	

	13.6.2.1. Provide an automatic archival function that is automatically invoked on a court-defined schedule. When invoked, all cases with planned archival dates that pre-date or match the invocation date will be electronically exported. 
	☐	
	☐	☐	

	13.6.3. Allow authorized court staff or the clerk of the court to retain or purge official court records and work files based on record retention rules.
	☐	
	☐	☐	

	13.6.4. Allow the court to set a planned purge and destruction date for a case and documents.
	☐	
	☐	☐	

	13.6.4.1. Allow the court to define criteria and rules (e.g., 10 years after case closure or mandate, 10 years after last case activity or docket entry, 10 years after the denial of the petition for review, etc.) for the setting and adjustment of the planned purge and destruction date. These criteria must able to be defined by court and case type/class and other factors (e.g. petition for review denial, etc.).
	☐	
	☐	☐	

	13.6.4.2. If the court’s planned purge and destruction date rule does not result in a fixed date, automatically adjust the date as events and activities transpire.
	☐	
	☐	☐	

	13.6.4.3. Allow for the establishment of document purge dates for non-case documents (e.g., general and miscellaneous correspondence).
	☐	
	☐	☐	

	13.6.4.4. Maintain different purge schedules (i.e., rules for purging change over time).
	☐	
	☐	☐	

	13.6.5. Allow authorized users to designate cases as historically important and therefore exempt from record and work file purging.
	☐	
	☐	☐	

	13.6.5.1. Support the generation of a notice of historical designation.
	☐	
	☐	☐	

	13.6.6. Allow the court to define and maintain, expanding, contracting, or revising as necessary, case types/classifications and circumstances that will automatically designate a case as a permanent record (e.g., original complaints, granted direct civil appeals, granted extraordinary matters, habeas corpus, criminal, etc.). Permanent records must not be purged or destroyed.
	☐	
	☐	☐	

	13.6.7. Prevent case and case document purging and destruction prior to archival, when case archiving is employed.
	☐	
	☐	☐	

	13.6.8. Allow courts to define minimal case and document data (e.g., case number, case type, party names, case decisions, document titles, etc.) to be maintained following the purge operation for a case.
	☐	
	☐	☐	

	13.6.9. Invoke an automatically identified purge and destruction function following review on a court-defined schedule. When invoked, all cases having planned purge/destruction dates that pre-date or match the invocation date, and that are not historically important or otherwise exempt, will be purged.
	☐	
	☐	☐	

	13.6.10. Upon purging/destruction, retain a record of the cases purge/destruction date, and capture any case files or other records destroyed, so that the court will know that a case file or other record has been destroyed and has not been merely misplaced or never existed.
	☐	
	☐	☐	

	13.7. Integrate the purge/destruction functions with the court’s external EDMS to coordinate purging/destruction.
	☐	
	☐	☐	



Case Closure, Archival, Record Retention, and Destruction Offeror Remarks
<additional commentary goes here>




[bookmark: _Toc499706716]Financials

The courts collect and receipt money for filings and other types of fees in accordance with the Judiciary’s Minimum Accounting Standards.  Additionally, courts make deposits based on percentage splits required by statute.  Currently, a substantial proportion of monies received come in through electronic wire transfer related to mandatory efiling for attorneys, but the courts take monies over the counter and electronically.  No court has an independent bank account; all monies are deposited with the State Treasurer.

	14. Financials
	Exists
	Planned
	Phase II
	N/A
	Comments

	14.1. General Requirements 
	
	
	
	
	

	14.1.1. Conform to and comply with the Arizona Code of Judicial Administration, Section 1-401, Minimum Accounting Standards.
	☐	
	☐	☐	

	14.1.2. Provide appropriate security and authorization controls on all financial functions, including separation of duties.
	☐	
	☐	☐	

	14.1.3. Maintain immutable records of all financial transactions.
	☐	
	☐	☐	

	14.1.4. Always maintain proper account balances.
	☐	
	☐	☐	

	14.1.5. Provide required financial reports (many of which are described in this section).
	☐	
	☐	☐	

	14.1.6. Provide audit trails.
	☐	
	☐	☐	

	14.2. Receivable Type
	
	
	
	
	

	14.2.1. Allow each court to define types of receivables (e.g., Class A Filing Fee, Class B Filing Fee, Copy Fee, Certificate of Good Standing Fee, Certified Question Fee, Sanction, Exemplification Fee, etc.).
	☐	
	☐	☐	

	14.2.2. Allow each court to define types of receivables (e.g., Class A Filing Fee, Class B Filing Fee, Copy Fee, Certificate of Good Standing Fee, Certified Question Fee, Sanction, Exemplification Fee, etc.).
	☐	
	☐	☐	

	14.2.3. Allow each court to specify the receivable types that can be validly used at that court, and the case class for which receivable types are permitted to be used (e.g., no filing fees in criminal cases, no appearance fees in Rule 28 cases, etc.).
	☐	
	☐	☐	

	14.2.4. Allow the courts to identify the receivable types which are valid for case initiating receipts and subsequent filing receipts.
	☐	
	☐	☐	

	14.2.5. Allow the courts to identify those receivable types that may be receipted in quantities greater than a single unit (e.g., only allow a single Class A fee on a receipt, whereas multiple copy fees and multiple Certificate of Good Standing fees are permitted on a single receipt).
	☐	
	☐	☐	

	14.2.6. Allow the courts to identify prioritization of obligations for a specific account.
	☐	
	☐	☐	

	14.2.7. To support partial payments, when these are allowed by the court and when multiple receivable types are being receipted in a single financial transaction, provide means to divide or apportion the funds received to the receivable type obligations incurred, such as payment priority (e.g., order of satisfaction) and payment priority percentage (e.g., apportionment ratio). For example, when a litigant group having multiple obligations pays a partial amount, either evenly divide the payment across all pending obligations, proportion the payment application based on the outstanding amounts due, or apply all the payment to obligations in some priority sequence.
	☐	
	☐	☐	

	14.3. Fee Schedule 
	
	
	
	
	

	14.3.1. Allow courts to establish fee schedules and the date ranges (beginning date and ending date) for which these fee schedules are valid.
	☐	
	☐	☐	

	14.3.2. Allow new fee schedules to be established prior to the expiration of prior fee schedules.
	☐	
	☐	☐	

	14.3.3. Restrict courts to only have one current and active fee schedule at a time.
	☐	
	☐	☐	

	14.3.4. When receipting, apply the appropriate fee schedule based on the date of the receipt.
	☐	
	☐	☐	

	14.4. Receivable Type Fee 
	
	
	
	
	

	14.4.1. Allow courts to define the fee for a receivable by type on a specific fee schedule.
	☐	
	☐	☐	

	14.4.2. Allow a receivable fee to be a fixed amount (e.g., unit fee).
	☐	
	☐	☐	

	14.4.3. Allow a receivable fee to be some specified proportion of the fee of some other receivable or total transaction amount (e.g., surcharge type pricing).
	☐	
	☐	☐	

	14.5. Allocation Schedules 
	
	
	
	
	

	14.5.1. Allow courts to establish allocation schedules which identify, for each receivable type, the funds/accounts into which monies are to be allocated, and the allocation method to employ.
	☐	
	☐	☐	

	14.5.2. Support the ability for each court to have allocation funds/accounts (both type and quantity). For example, the Supreme Court allocates to four funds/accounts whereas the Court of Appeals allocates to five funds/accounts.
	☐	
	☐	☐	

	14.5.3. Allow an allocation priority to be established for each receivable type on an allocation schedule (e.g., 5 percent off the top, fixed amounts).
	☐	
	☐	☐	

	14.5.4. Support multiple allocation methods, percentage allocation, fixed amount allocation, and mixed percentage/fixed amount allocation. 
	☐	
	☐	☐	

	14.5.5. Allow specific percentage and/or fixed amounts to be specified for each receivable type on an allocation schedule.
	☐	
	☐	☐	

	14.5.6. When percentage allocation is used exclusively for a receivable type, ensure that the schedule will allocate 100 percent of the funds with no rounding errors.
	☐	
	☐	☐	

	14.5.7. When fixed fee allocation is used exclusively for a receivable type, ensure that the schedule will allocate the full receivable type fee.
	☐	
	☐	☐	

	14.6. Receipting 
	
	
	
	
	

	14.6.1. Allow courts to define electronic receipting books.
	☐	
	☐	☐	

	14.6.2. Permit courts to have one or more open and active receipt books.
	☐	
	☐	☐	

	14.6.3. Provide automatic receipt numbering within a receipt book.
	☐	
	☐	☐	

	14.6.4. Assure that each receipt book manages receipt numbers independently from all other receipt books.
	☐	
	☐	☐	

	14.6.5. Assure that receipt numbers are issued as consecutive integer values beginning with the value 1 and concluding with the highest receipt number value supported, but not less than 60,000.
	☐	
	☐	☐	

	14.6.6. Assure that there are no missed receipt numbers in a receipt book (i.e., if the most recent receipt number issued for a receipt book is 867, then there are 867 receipts written for this receipt book).
	☐	
	☐	☐	

	14.6.7. Allow an authorized user to close a receipt book from subsequent use in writing receipts.
	☐	
	☐	☐	

	14.6.8. Allow for a comments section on a receipt for potential cross-references.
	☐	
	☐	☐	

	14.7. Require the selection of an electronic receipt book when receipting. When only one open electronic receipting book exists for the court, then it must be automatically selected.
	☐	
	☐	☐	

	14.7.1. Provide support for receipting of payments paid on behalf of (e.g., paid for) either a person or an organization or a litigant group.
	☐	
	☐	☐	

	14.7.2. Receipt should include 1) the person, organization, or litigant group monies are to be applied to; 2) the person or organization paid on behalf of (optional); 3) paid by (payer) (e.g., Messenger Service submits check for case filing fee for their client, Attorney at Law John Smith, who represents Litigant Group X in case number CV-17-0022).
	☐	
	☐	☐	

	14.7.3. Provide a receivable account for each entity (e.g., person, organization, or litigant group) that has financial activity (e.g., receipts or obligations).
	☐	
	☐	☐	

	14.7.4. Allow receivable accounts to be manually created by an authorized user in advance of any financial activity involving the account or entity. 
	☐	
	☐	☐	

	14.7.5. Automatically create a receivable account for an entity, if none has already been created for the entity, when receipting on behalf of the entity. 
	☐	
	☐	☐	

	14.7.5.1. Assure that duplicative receivable accounts are not opened for the entity.
	☐	
	☐	☐	

	14.7.6. Require that each receivable account is either an asset account, an expense account, a liability account, or a revenue account, as appropriate.
	☐	
	☐	☐	

	14.7.7. Assure that case filing fees (e.g., Class A fees, Class B fees) are paid for/applied to a litigant group on the case.
	☐	
	☐	☐	

	14.7.8. Allow non-case filing fees (e.g., Class F fees such as copy fees, etc.) to be receipted on behalf of persons, organizations, or litigant groups without association to a case.
	☐	
	☐	☐	

	14.7.9. Allow non-case filing fees (e.g., Class F fees such as copy fees, etc.) to be set up to exclude ability to be receipted on behalf of litigant groups.
	☐	
	☐	☐	

	14.7.10. Provide support for fee calculations that vary by court.
	☐	
	☐	☐	

	14.7.10.1. Support a method for calculating appearance fees by court, case classification, and party role type (e.g., appellant, appellee, cross-appellant, cross-appellee, etc.).
	☐	
	☐	☐	

	14.7.10.2. Support a method for calculating appearance fees by court, case classification, and document type (e.g., petition, response, cross petition, etc.).
	☐	
	☐	☐	

	14.7.10.3. Support the application of appearance fee assessment rules which consider payment/assessment of prior appearance fees (e.g., Class A fee, Class B fee) in the case for a given entity and adjust the fee accordingly, when applicable.
	☐	
	☐	☐	

	14.7.10.4. Provide courts the ability to set a maximum fee amount (e.g., $280) for a single entity (e.g., litigant group) for appearance fees paid.
	☐	
	☐	☐	

	14.7.10.5. Consider exempt filers/litigant groups when calculating fees.
	☐	
	☐	☐	

	14.7.10.6. Consider filers who have already had a fee waiver granted when calculating fees.
	☐	
	☐	☐	

	14.7.10.7. [bookmark: _Hlk494361001]Support a method for indicating to e-filing service providers (EFSPs) the amount due in any case, based on the appearance fee calculation rules for a court and litigant group account information (e.g., prior fees payed), such as supporting the OASIS ECF 4.01 GetFeesCalculation operation.  
	☐	
	☐	☐	

	14.7.11. Allow the receipt of items which have variable costs, such as sanctions or fines.
	☐	
	☐	☐	

	14.7.12. Provide the ability to receipt multiple receivables in a single receipt.
	☐	
	☐	☐	

	14.7.13. Allow the receipt to be paid by a person or organization other than the entity on whose behalf the payment is being made (e.g., a third-party payor).
	☐	
	☐	☐	

	14.7.14. Provide an easy-to-use receipting function that can be quickly and efficiently used to receipt over-the-counter filings.
	☐	
	☐	☐	

	14.7.15. Provide a complete way of tracking monies associated with a specific receipt writer.
	☐	
	☐	☐	

	14.7.16. Provide the ability to reconcile the change fund (cash receipts, cash drawer) by user, drawer/repository, and location daily.
	☐	
	☐	☐	

	14.7.17. Support both case receipts and non-case receipts.
	☐	
	☐	☐	

	14.7.18. Permit multiple payment instruments (e.g., cash, check, money order, credit card, electronic funds transfer, etc.) per receipt.
	☐	
	☐	☐	

	14.7.19. Allow courts to independently configure the types of payment instruments available in the system, and which payment instruments are permitted, and in which circumstances the payment instrument is permitted (e.g., over the counter by cash, check, or money order only; e-filing by credit card, debit card, or electronic funds transfer only, etc.).
	☐	
	☐	☐	

	14.7.20. Allow courts to determine and define whether payment in full is required (e.g., whether partial payment is allowed) and the circumstances where this applies (e.g., full payment required through efiling, partial payment permitted when an order for partial payment has been filed into the case).
	☐	
	☐	☐	

	14.7.21. Provide the ability to produce billing and overdue notices.
	☐	
	☐	☐	

	14.7.22. Allow courts to determine and define whether the payor may tender more monies than required to fully satisfy the fees on the receipt, when the court is not able to provide immediate change (resulting in overpayment) and the circumstances to which this applies (e.g., not allowed for front-counter receipting for cash payments). 
	☐	
	☐	☐	

	14.7.23. Provide the ability to print an original paper receipt.
	☐	
	☐	☐	

	14.7.24. Only allow one original paper receipt copy to be printed. Provide controls to assure an original paper receipt was actually printed to accommodate print malfunctions (e.g., paper jams, etc.).
	☐	
	☐	☐	

	14.7.25. Upon finalization of a receipt, do not permit any modifications to the receipt or receipt data.
	☐	
	☐	☐	

	14.7.26. Provide the ability to print a paper receipt copy subsequent to receipt finalization.
	☐	
	☐	☐	

	14.7.27. Provide support for receipting of fee payments from the electronic filing system.
	☐	
	☐	☐	

	14.7.27.1. Allow court to independently configure the electronic filing interface to automatically create (or to not create) receipts/obligations for filing fees authorized and/or captured. Note: different EFSP (electronic filing service provider) vendors and different payment providers will have different payment capture points.
	☐	
	☐	☐	

	14.7.27.2. Allow automatic payment receipting to be configured by court, case class, and electronic filing assembly major design element (FAMDE) vendor (EFSP).
	☐	
	☐	☐	

	14.7.27.3. Apply the courts fee calculation using fee settings and rules to confirm that the correct and appropriate fee amounts and fee types have been charged/paid.
	☐	
	☐	☐	

	14.7.27.3.1. When the correct fee type and amounts cannot be confirmed, provide a notification to appropriate court staff and/or the clerk review user prior to acceptance or rejection of the submission.
	☐	
	☐	☐	

	14.7.27.4. When configured so that obligations and receipts can be manually or automatically created upon e-filing clerk review acceptance, utilize information from the e-filing in accordance with Arizona’s implementation of the OASIS ECF 4.01 Specification (e.g., RecordFilingRequest and PaymentMessage).
	☐	
	☐	☐	

	14.7.28. Allow support for receipting of fee payments from an online payment system not associated with efiling.
	☐	
	☐	☐	

	14.7.29. For case receipts, ensure that an appropriate docket entry (with appropriate docket code) is recorded on the case docket. 
	☐	
	☐	☐	

	14.7.30. Prevent any modifications to or deletions of any financial docket entry once posted. 
	☐	
	☐	☐	

	14.7.31. Allow comments to be added to a docket entry (i.e., Need to be able to add a note if payment was applied to incorrect party but deposit has already been made without changing the receipt itself).
	☐	
	☐	☐	

	14.7.32. Provide an easy and convenient means to receipt a single aggregate amount tendered as a single payment instrument (e.g., check) by a single payor which is then divided and applied to outstanding obligations from multiple receivable accounts (e.g., cost assessment order receipts for inmates).
	☐	
	☐	☐	

	14.7.32.1. Provide the ability to print individual receipts for each receivable account which relates to and identifies the master payment source (e.g., ADOC check with check number).
	☐	
	☐	☐	

	14.7.33. Provide functions for authorized users to invalidate receipts (e.g., void, NSF).
	☐	
	☐	☐	

	14.7.33.1. Ensure that separation of duties is enforced by not allowing the same user who wrote a receipt, to also void the same receipt.
	☐	
	☐	☐	

	14.7.33.2. When printing or displaying a receipt after invalidation, clearly show the appropriate invalidation reason (e.g., VOID, NSF).
	☐	
	☐	☐	

	14.7.33.3. Automatically apply an NSF fee when a receipt has been invalidated due to insufficient funds.
	☐	
	☐	☐	

	14.7.33.4. Provide a function to invalidate (e.g., void) a receipt then reissue a new replacement receipt. Automatically place the voided receipt’s receipt number onto the replacement receipt.
	☐	
	☐	☐	

	14.7.33.5. Automatically docket receipt invalidations.
	☐	
	☐	☐	

	14.7.33.6. Automatically account for voided receipts on routine deposits.
	☐	
	☐	☐	

	14.7.33.7. Automatically account for the satisfaction of NSF fees and related monies on routine deposits.
	☐	
	☐	☐	

	14.7.33.8. Support the function for identifying NSF situations which have not been satisfied in order to escheat the funds.
	☐	
	☐	☐	

	14.7.33.9. Provide a mechanism for indicating funds have been escheated from the unsatisfied NSF situations.
	☐	
	☐	☐	

	14.8. Obligation Management
	
	
	
	
	

	14.8.1. Allow an authorized user to manually record an obligation.
	☐	
	☐	☐	

	14.8.2. Provide the ability for an authorized user to make manual adjustments to obligations (e.g., adjust amount due).
	☐	
	☐	☐	

	14.8.3. Provide the ability for an authorized user to redistribute amounts from one account to another account or to multiple other accounts.
	☐	
	☐	☐	

	14.8.4. Allow an authorized user to make an adjustment which redistributes an amount from one obligation for an account to another obligation for the same account. 
	☐	
	☐	☐	

	14.8.5. Provide the ability for an authorized user to split fees among multiple accounts.
	☐	
	☐	☐	

	14.8.6. Provide functions for waiving obligations (e.g., indigency) which results in no amount due.
	☐	
	☐	☐	

	14.8.7. Provide functions for deferring obligations while maintaining the amount due.
	☐	
	☐	☐	

	14.8.8. Identify deferred obligations in the accounts receivable.
	☐	
	☐	☐	

	14.8.9. Provide integrated functions for creating obligations for fines and sanctions while processing orders and minutes letters.
	☐	
	☐	☐	

	14.8.10. Allow a court to send account balances to collection agencies, including mandated collections programs such as FARE.
	☐	
	☐	☐	

	14.9. Allocation and Fund Distribution 
	
	
	
	
	

	14.9.1. Provide a means to prepare for the distribution and deposit of receipted monies.
	☐	
	☐	☐	

	14.9.2. Require that receipted monies are first allocated to various funds/accounts prior to deposit.
	☐	
	☐	☐	

	14.9.3. Provide a means to specify the receipts that will participate in an allocation session (e.g., by receipt number range, by receipt date, all undistributed receipts, etc.).
	☐	
	☐	☐	

	14.9.3.1. Only allow valid receipts to be distributed once (e.g., deposited).
	☐	
	☐	☐	

	14.9.3.2. Only allow an invalidated receipt to be distributed one time after invalidation.
	☐	
	☐	☐	

	14.9.4. Apply the allocation methods and parameters as specified in the appropriate allocation schedule.
	☐	
	☐	☐	

	14.9.5. Provide appropriate mechanisms for accommodating rounding imperfections (e.g., round to the whole penny).
	☐	
	☐	☐	

	14.9.6. Allow user review of the allocation plan prior to user acceptance.
	☐	
	☐	☐	

	14.9.7. Provide various reports (e.g., transaction listing, allocation summary, receipt summary, receivable type summary, payee summary, recipient account summary, financial transaction type summary, monthly remittance, etc.).
	☐	
	☐	☐	

	14.9.8. Automatically prepare the State Treasury Deposit Slip.
	☐	
	☐	☐	

	14.9.9. Upon acceptance of the allocation/distribution plan, adjust the appropriate accounts and relieve the appropriate cash repositories (e.g., safe, cash/lock box, or cash drawers).
	☐	
	☐	☐	

	14.10. Disbursements 
	
	
	
	
	

	14.10.1. Provide a disbursement function.
	☐	
	☐	☐	

	14.10.2. Allow authorized users at courts to record and queue pending disbursements, including court, U.S. currency amount (greater than zero), case number (optional), planned disbursement date (current or future), payee (to whom), payment type (e.g., check, money order, electronic funds transfer, etc.), disbursement type (e.g., refund, miscellaneous, etc.), and user comment/memo.
	☐	
	☐	☐	

	14.10.3. Allow authorized users to cancel pending disbursements.
	☐	
	☐	☐	

	14.10.4. Allow an authorized user to place a pending disbursement on hold or to reset it to a prior status (e.g., return to pending status) from an on-hold status.
	☐	
	☐	☐	

	14.10.5. Allow a commentary to be recorded when placing a planned disbursement on hold.
	☐	
	☐	☐	

	14.10.6. Disallow any action, status change, or revision to a disbursement that is in an on-hold status.
	☐	
	☐	☐	

	14.10.7. Allow authorized users to apply pending disbursements. 
	☐	
	☐	☐	

	14.10.8. Keep a permanent record of the user applying the disbursement.
	☐	
	☐	☐	

	14.10.9. Upon application of a pending disbursement, adjust all accounts as appropriate.
	☐	
	☐	☐	

	14.10.10. If the disbursement is a cash disbursement, properly adjust cash repository (e.g., safe, lock box, etc.) amounts.
	☐	
	☐	☐	

	14.10.11. Provide a disbursement ledger and reports.
	☐	
	☐	☐	

	14.11. Refunds (Overpayments)
	
	
	
	
	

	14.11.1. Provide overpayment reports and/or alerts that identify candidate overpayment circumstances (e.g., when a litigant group has paid both a Class A fee and a Class B fee, has paid more than two Class B fees, or has exceeded the maximum fee amount, etc.).
	☐	
	☐	☐	

	14.11.2. Remove overpayment candidate instances from future reports by either processing the refund, or by acknowledgment/removal by an authorized user.
	☐	
	☐	☐	

	14.11.3. When creating a refund disbursement, require that a corresponding receipt for the refund amount exists.
	☐	
	☐	☐	

	14.11.4. Only allow properly authorized users to process refunds.
	☐	
	☐	☐	

	14.11.5. Ensure that separation of duties is enforced by not allowing the same user who wrote a receipt, to also refund the receipt.
	☐	
	☐	☐	

	14.11.6. When printing or displaying a receipt after invalidation by means of a refund, clearly show the appropriate invalidation reason (e.g., REFUND).
	☐	
	☐	☐	

	14.11.6.1. If the full receipt amount has not been refunded, mark the receipt to clearly show the refund amount/line items.
	☐	
	☐	☐	

	14.11.6.2. Require a refund commentary reason to be recorded by the refunding user.
	☐	
	☐	☐	

	14.11.7. Provide processes (e.g., workflows, checklists) for handling overpayments and refunds.
	☐	
	☐	☐	

	14.11.8. Print a refund check request form (e.g., AOC purchase requisition or writ).
	☐	
	☐	☐	

	14.11.9. Optionally provide a reminder (e.g., tickler, queued task, etc.) for one or more users concerning the Treasury check.
	☐	
	☐	☐	

	14.11.10. Once the refund check has been received, generate a refund transmittal letter to the original payor.
	☐	
	☐	☐	

	14.11.11. Automatically docket the refund using court defined format. 
	☐	
	☐	☐	

	14.11.12. Properly account for refunds in fund/account allocations.
	☐	
	☐	☐	

	14.11.13. Remove refunded amounts from the totals on the Monthly/Quarterly Revenue Survey report.
	☐	
	☐	☐	

	14.12. General Ledger 
	
	
	
	
	

	14.12.1. Provide a complete general ledger (GL) system integrated to the receipting and case management functions.
	☐	
	☐	☐	

	14.12.2. Allow each court to define a chart of accounts.
	☐	
	☐	☐	

	14.12.3. Provide support for standard general ledger accounts (e.g., assets, liabilities, revenues, expenditures/disbursements) and for controlling accounts.
	☐	
	☐	☐	

	14.12.4. Assure that fee payments affect the correct GL accounts.
	☐	
	☐	☐	

	14.12.5. Allow the courts to specify the general ledger accounts that permit direct entry by authorized users. 
	☐	
	☐	☐	

	14.12.6. Based on valid Chart of Account entries, allow the entry of manual, double-sided, GL transactions (e.g., also affects offset account), affecting a user-specified accounting period.
	☐	
	☐	☐	

	14.12.7. Provide general ledger reconciliation and roll-up functions.
	☐	
	☐	☐	

	14.12.8. Provide automatic capture of general ledger account snapshots monthly.
	☐	
	☐	☐	

	14.12.9. Provide general ledger reports such as a balance sheet, monthly revenue, statement of cash flows, income statement, accounts detail report, etc.
	☐	
	☐	☐	




Financials Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706717]Task and Work Product Management

Work documents and tasks must move smoothly through different groups and users to ensure timelines are met and users easily know which documents and tasks are ready for the next steps.  The process should protect against documents and tasks being “lost” or unattended.

	15. Task and Work Product Management
	Exists
	Planned
	Phase II
	N/A
	Comments

	15.1. Work Groups 
	
	
	
	
	

	15.1.1. Permit authorized users to establish work groups (e.g. teams, pods, desks, offices, departments, panels, chambers, etc.) and define work group membership.
	☐	
	☐	☐	

	15.1.2. Allow work groups to be associated with a single court.
	☐	
	☐	☐	

	15.1.3. Permit authorized users to define and maintain work group member roles (e.g. administrator, member, assignor, approver, etc.), and to assign member roles to work group members.
	☐	
	☐	☐	

	15.1.4. Allow a user to be a member of more than one work group.
	☐	
	☐	☐	

	15.1.5. Allow a user to have different member roles in different work groups.
	☐	
	☐	☐	

	15.1.6. Allow a work group member to have more than one role in a work group (e.g., both a work group administrator and a work product producer, etc.).
	☐	
	☐	☐	

	15.1.7. Permit work groups to be restricted to only the work products and tasks for cases of specific case classes (e.g., a criminal case work group) or to be unrestricted by case class (e.g., allow cases of all case classes).
	☐	
	☐	☐	

	15.1.8. Allow work queues to be assigned to a work group. Permit a work group to be assigned to multiple work queues.
	☐	
	☐	☐	

	15.1.9. Allow work groups to be terminated from further use while retaining work group and work group membership history.
	☐	
	☐	☐	

	15.2. Work Products and Tasks (Defining and Creating) 
	
	
	
	
	

	15.2.1. Allow authorized users to define various work product types and tasks (e.g., review/resolve a motion, produce an oral argument order, write a staff attorney memorandum, perform document completion, perform docketing, etc.).
	☐	
	☐	☐	

	15.2.2. Allow work product types/tasks to be restricted to a single court (e.g., staff draft for Division One), or common to multiple courts.  In some instances, work in one court would “kick off” a task in another court.
	☐	
	☐	☐	

	15.2.3. Allow a work product type to be composed of, or require the completion of, multiple sub-work products/tasks (e.g. mandate and termination package, etc.).
	☐	
	☐	☐	

	15.2.4. Allow work product types/tasks to be restricted by court, case class, and work group (e.g. the Division One Criminal Staff Attorney Work Group 1 produces staff draft work products for criminal (CR) and criminal post-conviction (CR PRPC) cases only, the Division One Criminal Staff Attorney Work Group 2 produces staff draft work products for mental health (MH), mental health sexual predator (MH SP), and juvenile (JV) cases only).
	☐	
	☐	☐	

	15.2.4.1. Within the context of a court, case class, and workgroup, allow a work product type/task to either require manual assignment (e.g. a staff draft by a supervising staff attorney), permit self-assignment by any authorized work group member, or be auto-assigned (e.g., as a consequence of some system activity).
	☐	
	☐	☐	

	15.2.5. Provide support for work product types/tasks that are documents to be created/written/provided (e.g., oral argument notice, etc.), but also provide support for activities/work that is not document-centric (e.g., motion ruling, monthly calendaring, mandate/terminate, etc.).
	☐	
	☐	☐	

	15.2.6. For work product types and tasks for documents, or that include the creation of documents, allow for the configuration of all necessary document production/generation parameters, including document type, form/template, etc. (e.g., oral argument order template), such that when the assigned user performs the task, little or no additional information needs to be provided by the producer.
	☐	
	☐	☐	

	15.2.7. Allow work products/tasks to be individual work flows or checklists.
	☐	
	☐	☐	

	15.2.8. Allow a task or the need for a work product of a specified type to be acknowledged/requested (e.g., initiated) as a result of case activity, such as an event (e.g., filing of a motion), a case status change (e.g. at-issue setting), or the initiation or conclusion of a case action (e.g. ruling on an oral argument request). 
	☐	
	☐	☐	

	15.2.9. Allow a work product or task to have a planned, anticipated, or required completion date.
	☐	
	☐	☐	

	15.2.9.1. Provide a means to control whether the work-product-/task-assigned user may adjust the planned or anticipated completion date or whether it is only permitted to be revised by a supervisory user (e.g., a required completion date).
	☐	
	☐	☐	

	15.2.10. Provide an authorized-user-maintainable work product/task description/narrative.
	☐	
	☐	☐	

	15.3. Queues 
	
	
	
	
	

	15.3.1. Allow authorized users to define work queues, including a work queue name for each work queue.
	☐	
	☐	☐	

	15.3.2. Allow work queues to be associated with a single court.
	☐	
	☐	☐	

	15.3.3. Permit a work group to be assigned to a work queue.
	☐	
	☐	☐	

	15.3.4. Allow a work queue to be restricted to any, to just one, or to multiple, specific, work product types or tasks.
	☐	
	☐	☐	

	15.3.5. Allow new work product requests/tasks to be added or routed to a queue, consistent with the queue definition and restrictions.
	☐	
	☐	☐	

	15.4. Assignments
	
	
	
	
	

	15.4.1. Allow work product creation/production tasks to be assigned to users (e.g., work group members having an appropriate role).
	☐	
	☐	☐	

	15.4.2. Support automatic assignment, manual assignment by authorized users, and/or self-assignment to authorized users, as dictated or allowed per appropriate work product type/task, court, case class configurations.
	☐	
	☐	☐	

	15.4.3. Provide updates/alerts to work group members to announce or remind them of new or pending assignments.
	☐	
	☐	☐	

	15.4.4. Maintain a log of all assignments (including self-assignments, and automatic assignments) and reassignments which may include routing between assignees and/or assignors.
	☐	
	☐	☐	

	15.5. Producing/Completing Work Products/Tasks
	
	
	
	
	

	15.5.1. Provide functions for producing work products and performing tasks.
	☐	
	☐	☐	

	15.5.1.1. When the work product is a document, provide a seamless process for document creation and entry into the record, including robust editing and formatting abilities as well as document finalization and filing to enable any other necessary tasks related to entering the document into the record to be accomplished. 
	☐	
	☐	☐	

	15.5.1.2. For tasks related to work products other than document production work products, provide a means to invoke the appropriate system function(s) and workflows or checklists necessary to produce/create the work product or complete the task.
	☐	
	☐	☐	

	15.5.2. Allow assigned users to record task/work product completion.
	☐	
	☐	☐	

	15.5.3. Upon completion of a task/work product, provide for both automatic and manual advancement to or invocation of the next process step.
	☐	
	☐	☐	

	15.6. Reviewing and Approving Work Products:  Allow work products/tasks to be configured to allow, require, or waive, review and approval.
	☐	
	☐	☐	

	15.6.1. When review and approval is either required or elected: 
	☐	
	☐	☐	

	15.6.1.1. Provide a means to circulate a work product for review by designated reviewers.
	☐	
	☐	☐	

	15.6.1.2. Allow reviewers to provide commentary viewable by the other reviewers.
	☐	
	☐	☐	

	15.6.1.3. At conclusion of the review, allow the work product/task to either be designated as ‘approved’ or ‘not approved’.
	☐	
	☐	☐	

	15.6.1.3.1. When multiple reviewers exist, provide options for review disposition (e.g., approved or disapproved) when not unanimous, such as by majority or by designation by a presiding member.
	☐	
	☐	☐	

	15.6.1.4. When ‘approved’, automatically advance to or invoke the next step (if any).
	☐	
	☐	☐	

	15.6.1.5. When ‘not approved’, return the work product for correction.
	☐	
	☐	☐	

	15.6.1.5.1. Permit the work product/task to be further acted upon by either the original assignee or a newly designated user.
	☐	
	☐	☐	

	15.6.1.5.2. Permit multiple review and correction cycles, as necessary.
	☐	
	☐	☐	

	15.6.1.6. Allow retrieval, review, and reporting of work product completion history.
	☐	
	☐	☐	

	15.7. Routing 
	
	
	
	
	

	15.7.1. For work products or tasks that require multiple steps, allow incomplete work products/tasks to be routed to (i.e., moved) from one work queue to another work queue, as necessary to accomplish hand off from one work team to another.
	☐	
	☐	☐	

	15.7.2. Allow the court to establish those users who are authorized to route work products/tasks between work queues and the work queues for which they are authorized (both to route from and to route to).
	☐	
	☐	☐	

	15.7.3. Allow the court to define routing sequences by type of work product. Routing sequences must be useable for both automatic routing functions and manually invoked routing.
	☐	
	☐	☐	

	15.7.4. Allow the court to establish methods for automatic work product producer/task assignment upon routing.
	☐	
	☐	☐	

	15.8. Statistics, Logging, and Reporting 
	
	
	
	
	

	15.8.1. Maintain information necessary for work product/task metric reporting.
	☐	
	☐	☐	

	15.8.2. Provide metric reports by work product/task type, by user, and by work group.
	☐	
	☐	☐	

	15.8.3. Provide on-time completion reports.
	☐	
	☐	☐	

	15.8.4. Provide work product/task completion summary reports that dispense summary information, by work group collectively, and by work group member individually, including the number of completed assignments, number of pending assignments, and completion performance by court-defined duration ranges (e.g., 0 – 90 days, 91 – 120 days, 121 – 150 days, etc.).
	☐	
	☐	☐	

	15.8.5. Maintain/log transaction history for work products/tasks, including initiation/creation, deletion/cancellation, routing, assignment or reassignment, status changes, date revisions, assignment completion, review, approval or disapproval, correction, and conclusion.
	☐	
	☐	☐	

	15.9. Notifications and Alerts 
	
	
	
	
	

	15.9.1. Provide notifications and alerts as key work product/task completion dates arrive, pass, or approach within court-defined ranges.
	☐	
	☐	☐	

	15.9.2. Support court-defined notification/alert lists.
	☐	
	☐	☐	

	15.9.3. Allow notification lists to be established and maintained by authorized users. 
	☐	
	☐	☐	

	15.9.4. Allow lists to be designated to permit self-subscription.
	☐	
	☐	☐	

	15.9.5. Allow lists to be defined by work group, work product/task type, or other factors and designators (e.g. duty judge).
	☐	
	☐	☐	

	15.10. Adjustments and Work Balancing 
	
	
	
	
	

	15.10.1. Provide a work product/task and workflow dashboard display.
	☐	
	☐	☐	

	15.10.2. Provide the ability to monitor how quickly tasks are completed to help assure prompt action.
	☐	
	☐	☐	

	15.10.3. Allow excessive delays in task completion to be escalated to higher authority users.
	☐	
	☐	☐	

	15.10.4. Allow case managers to identify task bottlenecks and to reallocate staff and other resources to address production issues.
	☐	
	☐	☐	

	15.10.5. Provide case and work flow analysis capabilities that identify circumstances where backlogs and/or other inefficiencies occur.
	☐	
	☐	☐	

	15.10.6. Provide data analysis capabilities (e.g., predictive analytics/modeling).
	☐	
	☐	☐	

	15.11. Work Product/Task Management Reports 
	
	
	
	
	

	15.11.1. Provide work product/task completion status reports.
	☐	
	☐	☐	

	15.11.2. Provide work product/task performance and statistics reports.
	☐	
	☐	☐	



Task and Work Product Management Offeror Remarks
<additional commentary goes here>


[bookmark: _Toc499706718]Workflows

Workflow capability within the CMS enables a seamless flow of activities throughout the lifecycle of a case.  Workflows may be at a task or case level and consist of a series of processes performed by one or more users.
Computer applications are typically divided into discreet units that support some specific function, often at a screen or window level. Sometimes a functional unit may provide a wizard or coach tool that can walk the user through a series of questions or inputs to achieve the function. However, many court functions rely on the concerted application of many of the CMS-provided functional units to complete a business process. Often, court users need to chain together multiple CMS-provided units of work to accomplish a business process. These multiple work units may be performed by a single user or multiple users, sometimes across different court work groups or departments.
A workflow may consist of a single pathway, or may require conditional branching based upon specific conditions or parameters. The CMS must support workflows that facilitate and enhance the productivity of a single, individual user as well as ones that require the participation of multiple users who often perform different job functions. 

	16. Workflow
	Exists
	Planned
	Phase II
	N/A
	Comments

	16.1. Individual Workflow 
	
	
	
	
	

	16.1.1. Allow authorized users to customize the work experience for work group members by work group, case class, and work product/task type.
	☐	
	☐	☐	

	16.1.2. Within a given system function (e.g., window, frame, panel, screen, operation, etc.), allow user interface customization, such as hiding or displaying fields and controls/widgets, customizing field names and labels and customizing tab/visitation sequences as well as control/field locations, etc.
	☐	
	☐	☐	

	16.1.3. Within a given system function, allow the user to define what constitutes completion of that function (e.g., a checkbox was checked, a value was entered into one or more locations, an exit button was clicked, etc.).
	☐	
	☐	☐	

	16.1.4. Provide the ability to define workflow sequences, to be performed by a single individual user which permit the chaining together of two or more system functions (e.g., windows, frames, screens, operations, etc.) into a continuous procedure. For example, a ‘Special Action’ workflow consists of receipting of filing fees, case initiation, calendaring, and document production for the order setting dates. Data acquired (either by data retrieval, data entry, or other means) by one workflow step should be provided to subsequent workflow steps and mapped to appropriate fields to avoid redundant data entry or retrieval.
	☐	
	☐	☐	

	16.1.4.1. Provide the ability to partially complete an individual work flow, save the data, then resume the next day or login.
	☐	
	☐	☐	

	16.1.4.2. Provide the ability to transfer the workflow to another user or work group.
	☐	
	☐	☐	

	16.1.4.3. Allow all partially completed work flows to be tracked and reviewed by an authorized user.
	☐	
	☐	☐	

	16.2. Group or Organizational Workflow
	
	
	
	
	

	16.2.1. Allow the courts to define sequences of operations and functions that need not be performed by a single user (e.g., multi-user work flows). 
	☐	
	☐	☐	

	16.2.2. Allow documents to be sent to other users (e.g., staff attorney, duty judge, authoring judge, etc.) or work groups for their review and consideration.
	☐	
	☐	☐	

	16.2.3. Provide mechanisms for automatically directing documents or tasks to the appropriate persons or work groups based on the type or class of the case and the type of document.
	☐	
	☐	☐	

	16.2.4. Upon review, allow tasks to be assigned or workflow to be initiated.
	☐	
	☐	☐	

	16.3. Workflow Rules:  Allow the courts to define workflow rules, such as conditional statements, etc., application of which may result in different operations, routing sequence, assignments, etc. For example, “if this is the third extension of time request from this party for this matter, then send to the Lead Staff Attorney/Duty Justice instead of the Motions Attorney.”
	☐	
	☐	☐	

	16.4. Executing Workflows:  Allow workflows to be manually initiated/invoked and automatically initiated as a result of some activity (e.g., docketing).
	☐	
	☐	☐	





Workflows Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706719]Court Rules

The Supreme Court operates an electronic forum to allow attorneys and the general public a means of proposing and commenting on new court rules of procedure and/or to modify current court rules of procedure.  The court generally considers and decides rules-related petitions and comments twice each year in Rules Agendas.

	17. Court Rules
	Exists
	Planned
	Phase II
	N/A
	Comments

	17.1. Provide the functional equivalent of the Supreme Court’s current Court Rules Forum Website.
	☐	
	☐	☐	

	17.2. Provide a public access website that is configurable by the Supreme Court into multiple subject areas, generally one subject area for each set of rules.
	☐	
	☐	☐	

	17.3. Allow electronic filing of rule change petitions and comments by the public.
	☐	
	☐	☐	

	17.4. Require registration that employs a verified email address prior to filing either rule change petitions or rule change comments, to allow for notifications.
	☐	
	☐	☐	

	17.5. Require formal electronic filing of rule change petitions and comments as electronic documents.
	☐	
	☐	☐	

	17.6. Allow the courts to control the file types allowed for electronic document filing of a rule change petition (e.g., docx, pdf, odt, or both docx and pdf, etc.) and the maximum allowable document size.
	☐	
	☐	☐	

	17.7. Provide a moderator role.
	☐	
	☐	☐	

	17.7.1. Allow the court to designate one or more users as moderators.
	☐	
	☐	☐	

	17.7.2. Allow moderators to be designated for one or more subject areas.
	☐	
	☐	☐	

	17.8. Automatically alert moderators when new rules petitions are submitted. 
	☐	
	☐	☐	

	17.8.1. [bookmark: _Hlk495390843]Include a hyperlink in the alert which provides navigation to the new rule change petition in the moderator review area.
	☐	
	☐	☐	

	17.9. Provide a review function available to authorized users (e.g., moderators).
	☐	
	☐	☐	

	17.9.1. Allow reviewers to view all submitted documents and metadata (e.g., cover sheet information, contact information).
	☐	
	☐	☐	

	17.9.2. Allow reviewers to correct inaccurate or add missing information.
	☐	
	☐	☐	

	17.9.3. Allow reviewers to designate each rule change petition to one or more subject areas (e.g., set of rules).
	☐	
	☐	☐	

	17.9.4. Allow reviewers to either accept or reject the submission.
	☐	
	☐	☐	

	17.9.5. Notify the submitter by email upon either acceptance or rejection.
	☐	
	☐	☐	

	17.10. Upon acceptance of a new rule change petition, automatically route a task to a court-designated work group (e.g., designated clerk’s office staff) to initiate a new rules case in the CMS, including docketing the petition filing, capture of petitioner and distribution information, and generation of a case caption.
	☐	
	☐	☐	

	17.10.1. [bookmark: _Hlk495392546]Include information from the petition filing on the routed task that can be subsequently used to avoid re-entry of information.
	☐	
	☐	☐	

	17.11.  Allow for internal notification to identified court personnel as configured by the court.
	☐	
	☐	☐	

	17.12. Automatically post the new rule change petition to the public access area and each designated subject area using the newly assigned rules case number. 
	☐	
	☐	☐	

	17.13. Allow the moderator to provide a short description of the proposed rule change.
	☐	
	☐	☐	

	17.14. Do not allow any rule comments, either formal or informal, to be filed until a court order opens the rules case for comment.
	☐	
	☐	☐	

	17.15. Allow a court order to open a rules case for comment and to set a comment closure date.
	☐	
	☐	☐	

	17.16. Allow registered commenters to file rule change comments.
	☐	
	☐	☐	

	17.17. Allow formal electronic filing of rule change comments in electronic document form and as informal comments by direct commenter entry on a public-facing web screen.
	☐	
	☐	☐	

	17.18. Allow the courts to control the file types allowed for electronic document filing of rule change comments (e.g., docx, pdf, odt, or both docx and pdf, etc.) and the maximum allowable document size, independent of any type and size specification for rule change petitions.
	☐	
	☐	☐	

	17.19. All document renditions submitted must be automatically scanned for security threats (e.g., viruses, etc.) before ingestion into the CMS/EDMS.
	☐	
	☐	☐	

	17.20. Provide deterrents to prevent cyberattacks.
	☐	
	☐	☐	

	17.21. Allow review of comments submitted.
	☐	
	☐	☐	

	17.21.1. Provide an automatic alert to moderators when a new comment has been submitted.
	☐	
	☐	☐	

	17.21.2. Include a hyperlink in the alert which provides navigation to the new rule change comment in the review area.
	☐	
	☐	☐	

	17.21.3. Allow the reviewer to either accept or reject comments.
	☐	
	☐	☐	

	17.21.4. Notify the comment submitter upon either acceptance or rejection.
	☐	
	☐	☐	

	17.21.5. Upon acceptance, automatically post comments to the rule change petition in the public access area under all subject areas.
	☐	
	☐	☐	

	17.21.6. Automatically notify the petitioner that a comment has been filed.
	☐	
	☐	☐	

	17.21.7. Upon acceptance, automatically route a task to a court-designated work group (e.g., clerk’s office staff/rules desk) to docket the comment filing.
	☐	
	☐	☐	

	17.21.8. Include information from the comment filing on the routed task that can be subsequently used to avoid re-entry of information during docketing.
	☐	
	☐	☐	

	17.22. Allow moderators to manage the public access area.
	☐	
	☐	☐	

	17.22.1. Allow the addition, modification, or removal/retirement of subject areas.
	☐	
	☐	☐	

	17.22.2. Allow rule change petitions to be moved from one subject area to a different subject area.
	☐	
	☐	☐	

	17.22.3. Allow a rule change petition to be copied to other subject areas.
	☐	
	☐	☐	

	17.22.4. Allow a rule change petition to be removed.
	☐	
	☐	☐	

	17.22.5. When moving, copying, or removing a rule petition, correspondingly move or copy or remove all associated comments.
	☐	
	☐	☐	

	17.22.6. Allow public access to a rule change petition, and all its associated comments to be discontinued.
	☐	
	☐	☐	

	17.22.7. Allow a rule change petition and all associated comments to be hidden from public view.
	☐	
	☐	☐	

	17.23. Automatically alert rules site moderators and petitioners and commenters when a final decision has been rendered by the court on a rules case.
	☐	
	☐	☐	

	17.23.1. Include a hyperlink in the alert which provides navigation to the new rule change petition in the public view forum.
	☐	
	☐	☐	

	17.24. Allow a moderator to automatically post the court’s final decision regarding the rule change petition to the public access area.
	☐	
	☐	☐	

	17.25. Automatically archive all documents (e.g., rule change petitions and comments) into the court’s EDMS.
	☐	
	☐	☐	

	17.25.1. Automatically apply the appropriate document type; e.g., petition for rule change, rule change comment, etc. 
	☐	
	☐	☐	

	17.25.2. If multiple file formats are required per court configuration (e.g., both docx and pdf), then archive each as a separate rendition/copy of the same document.
	☐	
	☐	☐	



Court Rules Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706720]General Reporting 

The CMS must provide the complete range of reports that are required for the court to conduct business.  Reports are currently used in a wide variety of situations:  case processing, workload, exception tracking, and prospective planning are just a few examples.

	18. General Reporting
	Exists
	Planned
	Phase II
	N/A
	Comments

	18.1. Provide a comprehensive and robust reporting system that includes-system prescribed reports and flexible tools and capabilities that permit the courts to access information to be presented in court-defined layouts. 
	☐	
	☐	☐	

	18.2. Conform all application-provided reports to consistent standards for presentation and style including standardized report headers and footers.
	☐	
	☐	☐	

	18.3. Provide ad hoc filtering and sorting capabilities for all reports.
	☐	
	☐	☐	

	18.4. Provide printed output that properly formats to standard, 8.5” x 11” paper or legal size, 8.5” x 14” paper in either portrait or landscape orientation.
	☐	
	☐	☐	

	18.5. Provide argument-driven reports. Report arguments (e.g., court code, date range, case type code, etc.) may be used as criteria in report queries, or may affect other aspects of the report, such as presentation, filtering, sorting, etc.
	☐	
	☐	☐	

	18.5.1. Allow courts to define default argument values for some arguments on some reports.
	☐	
	☐	☐	

	18.5.2. Allow default arguments to be established as either required or optional. For required default arguments, allow the court to establish them as visible or hidden. 
	☐	
	☐	☐	

	18.5.3. Provide an argument-prompting mechanism to solicit argument values.
	☐	
	☐	☐	

	18.5.4. Provide user-configurable mechanisms for limiting the argument values that are acceptable, such as a list of allowed values, a range of allowed values, etc.
	☐	
	☐	☐	

	18.6. Allow courts to define and maintain individual menus of reports, organized by court defined and maintained report category.
	☐	
	☐	☐	

	18.6.1. Allow report menus for specific user roles or work groups. 
	☐	
	☐	☐	

	18.6.2. Allow user-defined preferences to be set on reports, such as default sorts and appearance.
	☐	
	☐	☐	

	18.7. Provide for easy access to case information from all detail reports (i.e., hyperlink to case decision document, case docket, etc.).
	☐	
	☐	☐	

	18.8. Provide an open library of system-provided reports that allows variants of system reports to be created by copying then modifying the original system report to create a new court-specific report. This process must be supported without requiring vendor assistance.
	☐	
	☐	☐	

	18.8.1. Permit court-created reports to be added to the court-maintainable report menus without vendor assistance.
	☐	
	☐	☐	

	18.9. Provide report security so that individual reports may be restricted to specific users, roles, or work groups.
	☐	
	☐	☐	

	18.10. Provide report documentation for all system-generated reports.
	☐	
	☐	☐	

	18.11. Provide the following specific reports (or an equivalent means to access the information) at a minimum: 
	☐	
	☐	☐	

	18.12. Case Filing and Monitoring:  Provide various detail and summary reports that provide information on appellate cases, such as recently filed cases, cases filed within a date range, cases by type, cases by status, etc. Examples include:
	
	
	
	
	

	18.12.1.1. New Case Filings Report
	☐	
	☐	☐	

	18.12.1.2. Open Case Review Report
	☐	
	☐	☐	

	18.12.1.3. Case Lineage Report
	☐	
	☐	☐	

	18.12.1.4. At Issue Report
	☐	
	☐	☐	

	18.12.1.5. At Issue as Of Report
	☐	
	☐	☐	

	18.12.1.6. Docket Review Report
	☐	
	☐	☐	

	18.12.1.7. Case Audit Report
	☐	
	☐	☐	

	18.12.1.8. Docket Events Review Report
	☐	
	☐	☐	

	18.12.1.9. Case Aging Report
	☐	
	☐	☐	

	18.12.1.10. Pending Cases Report
	☐	
	☐	☐	

	18.12.1.11. Inactive or Stayed Cases Report
	☐	
	☐	☐	

	18.12.1.12. Active Sealed Case Report
	☐	
	☐	☐	

	18.12.1.13. Pending Actions/Motions Report
	☐	
	☐	☐	

	18.12.1.14. Ready Actions/Motions Report
	☐	
	☐	☐	

	18.12.1.15. Case Status Report (by County)
	☐	
	☐	☐	

	18.12.1.16. Due Date reports
	☐	
	☐	☐	

	18.12.2. Case Workload Reports: Provide various detail and summary reports that identify work assignments and the status of assignments, such as: 
	
	
	
	
	

	18.12.2.1. Assignments reports (various, such as Staff Draft Assignments, etc.)
	☐	
	☐	☐	

	18.12.2.2. Judicial Writing Assignments Report
	☐	
	☐	☐	

	18.12.2.3. Court Reporter Progress Report
	☐	
	☐	☐	

	18.12.3. Case Disposition Reports Provide various detail and summary reports that provide information about cases approaching or in the disposition phase, case decisions, dispositions, reinstatements, mandates, or approaching mandate, and decisions withdrawn or retracted, such as: 
	
	
	
	
	

	18.12.3.1. Terminate/Mandate Report
	☐	
	☐	☐	

	18.12.3.2. Decision Metrics Report including the number of cases: 
	☐	
	☐	☐	

	18.12.3.2.1. Review granted and denied 
	☐	
	☐	☐	

	18.12.3.2.2. Outcome of affirmed and reversed
	☐	
	☐	☐	

	18.12.3.2.3. By authoring judge or panel
	☐	
	☐	☐	

	18.12.3.2.4. Number of dissents
	☐	
	☐	☐	

	18.12.3.3. Discretionary Review Disposition Report
	☐	
	☐	☐	

	18.12.3.4. Discretionary Review Matter Disposition Report
	☐	
	☐	☐	

	18.12.3.5. Minutes Report
	☐	
	☐	☐	

	18.12.3.6. Mandate Exception Report
	☐	
	☐	☐	

	18.12.3.7. Opinions List Report
	☐	
	☐	☐	

	18.12.3.8. Case Termination Index Report
	☐	
	☐	☐	

	18.12.3.9. Judicial Decision Tally Report
	☐	
	☐	☐	

	18.12.3.10. Judicial Mandate Report
	☐	
	☐	☐	

	18.12.3.11. Judicial Occurrences Report
	☐	
	☐	☐	

	18.12.3.12. Calendar and Fiscal Year Decisions Report
	☐	
	☐	☐	

	18.12.3.13. De-Published Opinions Report
	☐	
	☐	☐	

	18.12.3.14. Disposition of Court of Appeals Cases Filed in Supreme Court
	☐	
	☐	☐	

	18.12.4. Case Docket Reports Provide various detail and summary reports giving docket contents for specific cases and groups of cases by case and party (e.g., chronological and/or sequence list of all or some events such as filings case parties and attorneys, summaries of related cases for specific party, and case summary sheets). Examples include: 
	
	
	
	
	

	18.12.4.1. Public Docket
	☐	
	☐	☐	

	18.12.4.2. Internal Summary Docket (this may include some information which would not be public in nature)
	☐	
	☐	☐	

	18.12.4.3. Full Docket
	☐	
	☐	☐	

	18.12.4.4. Library and Archive Docket
	☐	
	☐	☐	

	18.12.4.5. Note: Sealed and restricted events and other information should only appear in court internal forms of the docket or other case summaries. Restricted and sealed entries should be displayed in a visually different manner on court internal versions of the docket.
	☐	
	☐	☐	

	18.12.5. Calendar Reports Provide various detail and summary reports for court session schedules by calendar type, data ranges, scheduled judges, etc., such as: 
	
	
	
	
	

	18.12.5.1. Court Calendar reports (various)
	☐	
	☐	☐	

	18.12.5.2. Oral Argument Report (and by Panel)
	☐	
	☐	☐	

	18.12.5.3. Calendar Shell Report
	☐	
	☐	☐	

	18.12.5.4. Motions Calendar
	☐	
	☐	☐	

	18.12.5.5. Reports by courtroom or conference room.
	☐	
	☐	☐	

	18.12.6. Tickler and Due Date Reports.  Provide various detail and summary reports for due dates, ticklers, and other reminders, including: 
	
	
	
	
	

	18.12.6.1. Daily Due Date Exception Report
	☐	
	☐	☐	

	18.12.6.2. Transcript Due Report
	☐	
	☐	☐	

	18.12.6.3. Open Ticklers Report
	☐	
	☐	☐	

	18.12.6.4. Attorney Pending Due Dates Report
	☐	
	☐	☐	

	18.12.7. Financial. Provide various detail and summary reports for all financial functions, such as: 
	
	
	
	
	

	18.12.7.1. Fee Schedule
	☐	
	☐	☐	

	18.12.7.2. Receipt Reports
	☐	
	☐	☐	

	18.12.7.3. Overpayment and refund reports
	☐	
	☐	☐	

	18.12.7.4. Fee waiver and deferral reports
	☐	
	☐	☐	

	18.12.7.5. Allocation Reports
	☐	
	☐	☐	

	18.12.7.6. Receivables Due/Obligations reports
	☐	
	☐	☐	

	18.12.7.7. Disbursement Reports
	☐	
	☐	☐	

	18.12.7.8. General Ledger Reports
	☐	
	☐	☐	

	18.12.7.9. Monthly Revenue Report
	☐	
	☐	☐	

	18.12.8. Miscellaneous Reports 
	
	
	
	
	

	18.12.8.1. Rule 28 Report
	☐	
	☐	☐	

	18.12.8.2. Attorney Case List Report
	☐	
	☐	☐	

	18.12.8.3. System Configuration Reports
	☐	
	☐	☐	

	18.12.8.4. User Account/Security Reports
	☐	
	☐	☐	

	18.12.8.5. Audit Trail reports including: Audit Trail reports that show (1) which users and workstations or remote locations logged onto the system during any specified period and (2) all additions, modifications, and deletions (e.g., filings entered into docket) including who made entry and when the entry was made.
	☐	
	☐	☐	

	18.12.8.6. Judicial Conflicts Report
	☐	
	☐	☐	

	18.13. Include a court/user ad hoc reporting capability.
	☐	
	☐	☐	

	18.13.1. Provide database view to facilitate common reports and queries.
	☐	
	☐	☐	

	18.14. Provide a means to automatically run specific reports on a schedule (e.g., daily, monthly, etc.).
	☐	
	☐	☐	

	18.15. Allow reports to be saved in a variety of output formats, e.g., xlsx, csv, pdf, etc.
	☐	
	☐	☐	

	18.16. Provide the ability to display results graphically or to export results to a graphical display utility or function.
	☐	
	☐	☐	

	18.17. Provide the ability to publish reports to the court’s website (e.g., a collection of upcoming court calendars).
	☐	
	☐	☐	



General Reporting Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706721]Statistics, CourTools and Other Metric Reporting

Statistical information regarding cases is required for effective case management.  At different times, more detailed statistics are required in certain areas to help ascertain what is happening with cases to better formulate management strategies.  In addition, the courts are required to comply with several statistical reporting requirements to other entities.  At times, cases need to be grouped differently for statistical purposes than for general case processing.  The Appellate Courts are also interested in evolving statistical reporting in keeping with the general requirements for Appellate Courts while maintaining the ability to compare information to past years.  This function addresses the beginning and end of cases, which differs from parameters in other reports reflected in the Reporting section.  Currently, draft reports are utilized to work through data and potentially make corrections, while finalized reports are “frozen” to allow for a snapshot in time for pending caseload.

	19. Statistics, CourTools, and Other Metrics Reporting
	Exists
	Planned
	Phase II
	N/A
	Comments

	19.1. Provide court case statistics report(s) in compliance with the ACJA 1-701 requirements for monthly, quarterly, and annual reporting.
	☐	
	☐	☐	

	19.1.1. Allow courts to configure and change the configuration for statistical reports, as needed.
	☐	
	☐	☐	

	19.1.1.1. Allow courts to define reporting lines (e.g., “Type of Case”) which may report one or more case classes (e.g., an aggregation of case classes).
	☐	
	☐	☐	

	19.1.1.2. Provide both a required primary aggregation class and an optional secondary aggregation class.
	☐	
	☐	☐	

	19.1.1.3. Allow a case class to be mapped to both primary and secondary aggregation classes. Count and report cases of a case class that is mapped to both a primary and a secondary aggregation class in both aggregation classes (i.e., all state bar cases are rolled up in a primary aggregation class labeled ‘State Bar’ that appears in the current statistical report. State Bar cases are also reported a second time in the current statistical report, this time broken out into finer aggregation classes such as administrative resignation and appeal).
	☐	
	☐	☐	

	19.1.1.4. Allow courts to configure the sequence/ordering of reporting lines.
	☐	
	☐	☐	

	19.1.1.5. Allow courts to configure the grouping of reporting lines and the sequencing of groups (e.g., a petition for review group, an administrative cases group that is separate and apart from other case types, etc.).
	☐	
	☐	☐	

	19.1.1.6. Allow courts to define and configure sections (e.g., State Bar matters, etc.), the sequence of sections, and to define which groups appear in which sections.
	☐	
	☐	☐	

	19.1.2. Provide the ability to generate and save statistical report drafts prior to finalization.
	☐	
	☐	☐	

	19.1.3. Allow a saved draft to be reopened later for additional work prior to finalization.
	☐	
	☐	☐	

	19.1.4. Provide both summary and detail reports.
	☐	
	☐	☐	

	19.1.4.1. Provide a detail report that includes each case reported in the statistical summary report. Provide relevant detail for each reported case.
	☐	
	☐	☐	

	19.1.4.2. Allow the detail report to be captured at the same “moment” that the summary statistics are captured so that they reflect the same information.
	☐	
	☐	☐	

	19.1.5. Automatically provide counts for cases initiated (e.g., filed) and reinstated within the statistical reporting interval.
	☐	
	☐	☐	

	19.1.6. Automatically provide counts for cases transferred into the court and cases transferred out of the court within the statistical reporting period.
	☐	
	☐	☐	

	19.1.7. Provide the ability to record statistical adjustments and to persist adjustment amounts entered on a draft report so that they do not need to be re-entered upon finalization.
	☐	
	☐	☐	

	19.1.7.1. Maintain separate statistical adjustment amounts by reporting interval and reporting line.
	☐	
	☐	☐	

	19.1.7.2. Provide a statistics exception log to identify cases and circumstances that may require a statistical adjustment (e.g., untimely data entry or correction, cases voided in different reporting intervals, revision of a case statistical classification such as a CRPR case revised to be a CRPC case, etc.) (Also see Closing Cases.)
	☐	
	☐	☐	

	19.1.8. Automatically provide counts for cases terminated (e.g., statistically closed) within the statistical reporting period by decision type (e.g., opinion, memo decision, order, decision order, or other). 
	☐	
	☐	☐	

	19.1.8.1. Do not count cases that were initiated or transferred into the court during one reporting interval but then voided in the current (e.g., a different) reporting interval as terminations (e.g., ‘Other’). These voided cases must be accounted for in statistical adjustments.
	☐	
	☐	☐	

	19.1.8.2. Allow flexibility in setting the statistical closure date when numerous decisions are associated with the case. For cases not dismissed, do not count cases until a dispositive decision has been rendered. On rare occasions, a procedural or administrative decision may be rendered prior to any dispositive decision.
	☐	
	☐	☐	

	19.1.8.3. Allow for separate counts of dispositions and decisions.  In some situations, an order disposes of the case and a decision follows with further explanation.
	☐	
	☐	☐	

	19.1.8.4. Only count one disposition for each case.
	☐	
	☐	☐	

	19.1.8.5. Provide a separate mechanism for accounting for post-disposition actions such as vacating a dismissal.
	☐	
	☐	☐	

	19.1.9. Provide totals and subtotals. Tally primary aggregation classes separately from secondary aggregation classes.
	☐	
	☐	☐	

	19.1.10. Provide the ability for an authorized user to finalize a statistics report. Upon finalization, maintain an immutable copy for future access and reference.
	☐	
	☐	☐	

	19.1.11. Provide the ability for an authorized user to reverse the finalization of a statistical report.
	☐	
	☐	☐	

	19.1.12. Require any finalized reports that follow the reversed final report to be reversed as well (i.e., May, June, July, and August are finalized and then a supervisor reverses the finalization of May.  In this instance, June, July, and August would automatically have finalization reversed as well).
	☐	
	☐	☐	

	19.1.12.1. Provide support for undoing reversal actions.
	☐	
	☐	☐	

	19.1.13. Capture ‘Ending Pending’ values by report interval type (e.g., monthly, quarterly, annually) when an interval report is finalized.
	☐	
	☐	☐	

	19.1.14. Provide captured ‘Ending Pending’ values as ‘Beginning Pending’ values on the next report for the report interval type.
	☐	
	☐	☐	

	19.1.15. Do not allow reports or any reported value (e.g., statistical adjustment value, ending pending value, etc.) to be modified once finalized.
	☐	
	☐	☐	

	19.2. Provide CourTools and Time Standards Reports 
	
	
	
	
	

	19.2.1. Provide the ability to track performance for time standards in keeping with Supreme Court A.O. 2016-51.
	☐	
	☐	☐	

	19.2.2. [bookmark: _Hlk495572084]Provide the ability to produce CourTools reports of various types (e.g., ‘On-Time Processing’, ‘Age of Pending Caseload’, ’Case Clearance’, etc.), for various court-defined case processing phases/steps (e.g., filing to disposition, filing to discretionary review, at-issue to disposition, oral argument to disposition, etc.).
	☐	
	☐	☐	

	19.2.3. Provide for mutable end-point determination, e.g., a case may issue an order decision and therefore achieve its end-point, only to have the decision later vacated, thus clearing the end-point.
	☐	
	☐	☐	

	19.2.4. Allow participating courts to define and maintain CourTools case types (e.g., Bar Admissions, Criminal, Civil, Family Court, Juvenile, Special Action, Death Penalty, Attorney Discipline, Workers Compensation, etc.).
	☐	
	☐	☐	

	19.2.4.1. Allow each case class to be assigned to one and only one CourTools case type for a court.
	☐	
	☐	☐	

	19.2.4.2. Report cases using the case’s CourTools case type. 
	☐	
	☐	☐	

	19.2.5. Provide support for reports based on an ‘as of date’ applied as the reporting interval end date (e.g., the measurement date). This permits the report to be run days or even weeks after the measurement date (i.e. the ‘As of Date’) providing results as though they had been produced on the measurement date for the measurement date.
	☐	
	☐	☐	

	19.2.6. Allow the courts to define and maintain the time reference point value (e.g., the number of calendar days to measure against) by CourTools case type for each measurement type.
	☐	
	☐	☐	

	19.2.6.1. Allow a different time reference point standard for CourTools than for Time Standards for the same court and measurement type.
	☐	
	☐	☐	

	19.2.7. Allow courts to define and maintain measurement types (e.g., ‘Filing to Disposition’) including the type of event that begins the processing phase and the event type that concludes the measurement. Allow the end-point to be used as a concluding event type.
	☐	
	☐	☐	

	19.2.8. Allow reports to be produced in (and labeled as) both draft and final form.
	☐	
	☐	☐	

	19.2.9. Provide a template for an ‘On-Time Case Processing’ CourTools/Time Standards report.
	☐	
	☐	☐	

	19.2.9.1. Allow the ‘On-Time Case Processing’ report template to be used by any participating court for one or more case processing phases steps (e.g., filing to disposition, filing to discretionary review, at-issue to disposition, oral argument to disposition, etc.).
	☐	
	☐	☐	

	19.2.10. Provide a template for an ‘Age of Pending Caseload’ CourTools/Time Standards report.
	☐	
	☐	☐	

	19.2.11. Provide a template for a ‘Case Clearance’ CourTools/Time Standards report.
	☐	
	☐	☐	

	19.2.11.1. Do not include cases that have been deactivated (e.g., stayed) and/or reactivated in the case clearance measurement.
	☐	
	☐	☐	

	19.2.12. Provide a template for an ‘End Point Achievement’ CourTools/Time Standards report.
	☐	
	☐	☐	

	19.2.13. Provide a CourTools Internal Summary report which provides a summary view of all CourTools measure for a court for a specified reporting interval.
	☐	
	☐	☐	

	19.2.14. Provide a CourTools Attorney Survey Candidates report.
	☐	
	☐	☐	

	19.2.14.1. Include email addresses associated with each attorney listed on the report.
	☐	
	☐	☐	

	19.2.14.2. Track the generation of the report and maintain a record of the generated report.
	☐	
	☐	☐	

	19.2.14.3. Create an exception mechanism for missing data and/or attorneys who have been disbarred.
	☐	
	☐	☐	

	19.2.14.4. Provide a mechanism to remove attorneys that appear more than once.
	☐	
	☐	☐	

	19.2.15. Provide a CourTools case report card capability that reports a case’s CourTools vital statistics (e.g., CourTools age, statistics age, end-point date, CourTools case type, days stayed, etc.) in real time.
	☐	
	☐	☐	

	19.3. Provide Stage Duration Reports 
	
	
	
	
	

	19.3.1. Provide a report template for use by the appellate courts for the multiple ‘Stage Duration’ family of reports.
	☐	
	☐	☐	

	19.3.2. The stage duration report template must support the ability to report appellate court cases and display milestone information that is completely user-defined.
	☐	
	☐	☐	

	19.3.3. Allow the courts to define and maintain stage definitions.
	☐	
	☐	☐	

	19.3.4. Allow a stage to be defined as either a milestone based on a specific event or case status start or end date, or as an interval between two milestones (e.g., two different events, or an event and a case status end date, etc.).
	☐	
	☐	☐	

	19.3.5. Allow the CourTools end-point to be used as a milestone.
	☐	
	☐	☐	

	19.3.6. For milestones which can occur multiple times within a case, allow the occurrence/instance to be defined, such as the ‘first’ notice of appeal filing event, or the ‘second’ motion for extension of time to file response event, or the ‘last’ record completion event.
	☐	
	☐	☐	

	19.3.7. Allow unlimited stages to be assigned to a report.
	☐	
	☐	☐	

	19.3.8. Allow a driver stage to be set or specified for a report. For a case to be reported, the driver stage must have occurred for the case, and it must have occurred within the report start and end dates.
	☐	
	☐	☐	

	19.3.9. Allow dates and/or durations to be displayed for each case for each stage.
	☐	
	☐	☐	

	19.3.10. When calculating durations, allow the court to configure whether the number of days stayed should be deducted.
	☐	
	☐	☐	

	19.3.11. Provide totals and subtotals.
	☐	
	☐	☐	

	19.3.12. Provide the ability to display results graphically, or to export results to a graphical display utility or function.
	☐	
	☐	☐	

	19.4. Provide additional detail and summary reports that permit monitoring conformance with time and other performance standards relative to various guidelines (e.g., ABA, time to disposition standards) and tracking criteria (e.g., case age, staff memo writing time, etc.).
	☐	
	☐	☐	

	19.5. Provide summary and detail reports to provide age of active pending cases by case type.
	☐	
	☐	☐	

	19.6. Provide work product management statistics and on-time completion reports (with correlation to weights or effort/completion date estimates).
	☐	
	☐	☐	

	19.7. Include the ability to report, for a date range, when a case or cases were in a specific case status or a set of case statuses (e.g., at-issue or assigned status as of a certain date).
	☐	
	☐	☐	

	19.8. Provide decision metrics reports by case type/class (e.g., Special Actions Decision Metrics report).
	☐	
	☐	☐	

	19.9. Provide workflow statistics reports.
	☐	
	☐	☐	

	19.10. Provide case actions (e.g., motions, petitions for review, etc.) metrics reports.
	☐	
	☐	☐	

	19.11. Provide the ability to report the number of cases involving self-represented litigants.
	☐	
	☐	☐	

	19.12. Provide report-related functionality, including: 
	
	
	
	
	

	19.12.1. Allow for reports to be filtered by different criteria by the user running the report.
	☐	
	☐	☐	

	19.12.2. Allow for data associated with a report to be exported into a .CSV format.
	☐	
	☐	☐	

	19.12.3. Allow reports to be saved.
	☐	
	☐	☐	



Statistics, CourTools and Other Metric Reporting Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706722]Security and Data Access

Access to CMS functions and data as well as access to EDMS documents should be managed with a robust security model that will permit a court to implement a security policy that will ensure security, privacy, and the integrity of appellate case processing.  Security should also address infrastructure (including, but not limited to, securing access to related servers, disks, printers, workstations, etc.). 

	20. Security and User Access
	Exists
	Planned
	Phase II
	N/A
	Comments

	20.1. General Requirements 
	
	
	
	
	

	20.1.1. Permit each appellate court to establish its own security implementation.  Within the implementation, the appellate court should be able to control the level of access granted to a user or group from a different appellate court and within their own appellate court (appellate courts may want to grant one-another access to the other court’s record and to share data).  
	☐	
	☐	☐	

	20.1.2. Permit an authorized user/group to be able to configure which data entry fields in each view are 1) required and/or 2) visible and/or 3) modifiable by the user/group.
	☐	
	☐	☐	

	20.1.3. Include a SUPER USER ACCOUNT that cannot be deleted or disabled.  
	☐	
	☐	☐	

	20.1.4. Provide the appellate courts complete control over security access of the system, which cannot be overridden by the vendor in any way.
	☐	
	☐	☐	

	20.1.5. Allow other authorized system administrators to manage the security model or a portion of it. 
	☐	
	☐	☐	

	20.2. User/Group Profiles 
	
	
	
	
	

	20.2.1.  Provide a single login for all integrated systems (such as CMS and EDMS) (see Technical Requirements section).
	☐	
	☐	☐	

	20.2.2. Ensure CMS user profiles are able to:
	
	
	
	
	

	20.2.2.1. Be matched to the CMS person record (which identifies first, middle, and last name, initials, etc.).
	☐	
	☐	☐	

	20.2.2.2. Have a corresponding domain email address.
	☐	
	☐	☐	

	20.2.2.3. Be cloned from any pre-existing user profile.
	☐	
	☐	☐	

	20.2.2.4. Be transferred from one appellate court to another (e.g., Division One user is hired in Supreme Court).
	☐	
	☐	☐	

	20.2.2.5. Be suspended.
	☐	
	☐	☐	

	20.2.2.6. Govern how a user doing work for one appellate court can access/manage data in another appellate court (e.g., If a Division One user wishes to access a case in Supreme Court, what rights does Supreme Court grant? View only?).
	☐	
	☐	☐	

	20.2.2.7. Be able to assign a user profile to one or more user/security groups.
	☐	
	☐	☐	

	20.2.2.8. Provide the ability to set a start and an end date for access.
	☐	
	☐	☐	

	20.2.3. Connectivity to the CMS database must uniquely correlate to each database user’s profile (no generic connections. (See additional details in the Technical Requirements section.)	
	☐	
	☐	☐	

	20.2.3.1. No database user credentials should have:
	
	
	
	
	

	20.2.3.1.1. Administrative rights.
	☐	
	☐	☐	

	20.2.3.1.2. privileges to drop CMS tables, indexes, columns, keys, or other constraints, etc.
	☐	
	☐	☐	

	20.2.4. Connectivity from the CMS to the OnBase EDMS must uniquely correlate to each CMS user’s profile (no generic connections). (See additional details in the Technical Requirements section.)
	☐	
	☐	☐	

	20.2.5. Unique CMS user IDs must be retained for audit control purposes. As system records are created and modified, the CMS user ID must be recorded in the CMS database for each record affected, along with the date and time stamp of the transaction.
	☐	
	☐	☐	

	20.2.6. Local and Remote Access; Allow a user to be restricted to various modes of access, including:
	
	
	
	
	

	20.2.6.1. Remote (i.e., user may access via VPN).
	☐	
	☐	☐	

	20.2.6.2. Web-App (i.e., user may access via a web portal).
	☐	
	☐	☐	

	20.2.6.3. Client-App (i.e., user may access via a supported client/server application).
	☐	
	☐	☐	

	20.2.6.4. Mobile Device (i.e., user may access via a supported mobile application).
	☐	
	☐	☐	

	20.2.7. Users’ permissions may be defined in different relevant security groups. When aggregating all relevant group permissions, the highest level of access should be granted.  
	☐	
	☐	☐	

	20.3. CMS Access Points to Secure each of the access point areas presented below should be able to have configurable rights to add/insert/create, view/read, modify/update or delete/remove (literally or logically) for a group of users or an individual user profile.  The supplemental functional control points described are also desired. In addition, some special privileges are required to govern access by a user or group to data that exists in a certain state (i.e., the case is sealed) or to permit access to a certain area of the system.  
	
	
	
	
	

	20.3.1. Provide the configurable ability to control general access and permissions for managing case information.
	☐	
	☐	☐	

	20.3.1.1. Provide additional case-information-related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.1.1.1. Consolidate or Group Cases – Permits a user/group to manage case groupings.
	☐	
	☐	☐	

	20.3.1.1.2. Void Case – Permits a user/group to mark or unmark a case as invalid, record invalidation reason, etc.
	☐	
	☐	☐	

	20.3.1.1.3. Restrict Case – Permits a user/group to mark or unmark a case as restricted, affecting document accessibility by the public.
	☐	
	☐	☐	

	20.3.1.1.4. Restrict Document – Permits a user/group to mark or unmark a document or individual renditions as restricted preventing access by the public to that document or rendition.
	☐	
	☐	☐	

	20.3.1.1.5. Seal Case – Permits a user/group to mark or unmark a case as sealed or treated as temporarily sealed until a motion to seal the case is considered and granted by the court, preventing access to documents (and all their renditions) and case-related information by the public.
	☐	
	☐	☐	

	20.3.1.1.6. Close Case – Permits a user/group to manage statistical termination date of the case.
	☐	
	☐	☐	

	20.3.1.1.7. Calendar Case- Permits a user/group to manage the scheduling of a case or matter on a calendar or agenda (e.g., court session schedule).
	☐	
	☐	☐	

	20.3.1.1.8. Reinstate Case – Permits a user/group to reactivate/reinstate (e.g., reopen) a statistically closed case. 
	☐	
	☐	☐	

	20.3.1.1.9. Case Archival – Permits the management of case archival plans and activities.
	☐	
	☐	☐	

	20.3.1.1.10. Case Destruction – Permits the management of case destruction plans and activities.
	☐	
	☐	☐	

	20.3.1.1.11. Old Case Number Assignment – Permits a user to manually assign a case number for a prior year.
	☐	
	☐	☐	

	20.3.1.1.12. Assign Judicial Officers to Case – Permits a user to manage which judicial officers are assigned to a case.
	☐	
	☐	☐	

	20.3.1.1.13. Assign Staff Attorneys to Case – Permits a user to manage which staff attorneys are assigned to a case.
	☐	
	☐	☐	

	20.3.1.1.14. Assign Judicial Assistants to Case – Permits a user to manage the judicial assistants assigned to a case.
	☐	
	☐	☐	

	20.3.1.1.15. Weight Cases – Permits a user to manage case weighting values for a case
	☐	
	☐	☐	

	20.3.1.2. Provide special privileges regarding the ability for a user/group to access case information for the following:
	☐	
	☐	☐	

	20.3.1.2.1. Access Restricted Case – Allows a user to access a restricted case.
	☐	
	☐	☐	

	20.3.1.2.2. Access Sealed Case -- Allows a user to access a sealed case.
	☐	
	☐	☐	

	20.3.1.2.3. Case Class Access – Allows a user to be restricted to access only certain kinds of cases.
	☐	
	☐	☐	

	20.3.2. Users/Groups 
	
	
	
	
	

	20.3.2.1. Provide the ability to be configured to control general access and permissions for managing the security model controlling access by users/groups.
	☐	
	☐	☐	

	20.3.2.2. Provide configurable user/group-related functional control points 
	☐	
	☐	☐	

	20.3.2.2.1. Include the configurable ability to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.2.2.1.1. Manage System Configuration – Permits a user/group to manage CMS system configuration, maintain reference/lookup data, and perform other data administration functions.  
	☐	
	☐	☐	

	20.3.2.2.1.2. Manage System Notifications – Permits a user/group to manage system-wide notifications (i.e., user outage notices).
	☐	
	☐	☐	

	20.3.2.2.1.3. Web Publishing – Permits a user/group to manage the CMS features and functions that control the CMS data/resources presented to the public.
	☐	
	☐	☐	

	20.3.2.2.1.4. Clerk Review e-Filing – Permits a user/group to manage e-filing submissions.
	☐	
	☐	☐	

	20.3.2.2.1.5. Clerk Review – Permits a user/group to override locked e-filing submissions.
	☐	
	☐	☐	

	20.3.3. Case and Non-Case Participants 
	
	
	
	
	

	20.3.3.1. Provide the configurable ability to control general access and permissions for managing the CMS case or non-case participants.
	☐	
	☐	☐	

	20.3.3.2. Provide participants-related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.3.2.1. Manage Attorneys – Permits a user/group to manage attorney information (i.e., Supreme Court manages Bar admissions).
	☐	
	☐	☐	

	20.3.3.2.2. Manage Participants – Permits a user/group to manage participant information across all active cases related to that participant.
	☐	
	☐	☐	

	20.3.3.2.3. Manage Judges – Permits a user/group to manage information regarding judicial officers and their organization affiliation as well as designation as a judicial officer.
	☐	
	☐	☐	

	20.3.3.2.4. Restrict Case Party – Permits a user to manage information about restricted parties (mark them as restricted, etc.).
	☐	
	☐	☐	

	20.3.3.2.5. Manage Panels – Permits a user/group to manage duly constituted panels and their membership (see Calendaring).
	☐	
	☐	☐	

	20.3.3.3. Enable special privileges regarding the ability for a user/group to access participant information for:
	☐	
	☐	☐	

	20.3.3.3.1. Access Restricted Party – Allows a user/group to access/view/search for a restricted party.
	☐	
	☐	☐	

	20.3.3.3.2. Access Juvenile Party – Allows a user/group to access/view/search for a restricted party.
	☐	
	☐	☐	

	20.3.4. Docketing and Events
	
	
	
	
	

	20.3.4.1. Provide the configurable ability to control access and permissions for managing the CMS security model controlling access to events.
	☐	
	☐	☐	

	20.3.4.2. Provide additional docketing and events related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.4.2.1. Restrict Event – Permits a user/group to manage events that are restricted.
	☐	
	☐	☐	

	20.3.4.3. Enable special privileges regarding the ability of a user/group to access docketing and events information for:
	☐	
	☐	☐	

	20.3.4.3.1. Access Restricted Events – Allows a user/group to access/view an event that is restricted.
	☐	
	☐	☐	

	20.3.5. Documents Management and Production
	
	
	
	
	

	20.3.5.1. Provide the configurable ability to control access and permissions for managing and producing documents.
	☐	
	☐	☐	

	20.3.5.2. Provide document management and production related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.5.2.1. Restrict Document – Permits a user/group to manage restricted documents. 
	☐	
	☐	☐	

	20.3.5.2.2. Produce Document – Permits a user/group to produce documents.
	☐	
	☐	☐	

	20.3.5.2.3. Manage Document Forms – Permits a user/group to manage document templates (i.e., forms) that are used to create court documents.
	☐	
	☐	☐	

	20.3.5.2.4. Stamp Documents – Permits a user/group to apply a file/received stamp to document on the fly.
	☐	
	☐	☐	

	20.3.5.2.5. Approve Draft Documents – Permits a user/group to approve draft documents (see Workflow section). 
	☐	
	☐	☐	

	20.3.5.2.5.1. Be configurable to enable approval by document type (see Workflow section).
	☐	
	☐	☐	

	20.3.5.2.6. Review Draft Documents – Permits a user/group to review draft documents (see Workflow section).
	☐	
	☐	☐	

	20.3.5.3. Enable special privileges regarding the ability of a user/group to produce and manage documents including:
	☐	
	☐	☐	

	20.3.5.3.1. Access Restricted Document – Allows a user/group to access/view a restricted document.
	☐	
	☐	☐	

	20.3.6. Distribution and Distribution Lists
	
	
	
	
	

	20.3.6.1. Provide the configurable ability to control access and permissions for managing the distribution of documents. 
	☐	
	☐	☐	

	20.3.6.2. Provide functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.6.2.1. Distribute Documents – Permits a user/group to execute distribution plans for a document.
	☐	
	☐	☐	

	20.3.6.2.2. Defer Distribution – Permits a user/group to manage the distribution schedule.
	☐	
	☐	☐	

	20.3.7. Conflict Management
	
	
	
	
	

	20.3.7.1. Provide the configurable ability to control access and permissions for managing conflicts.
	☐	
	☐	☐	

	20.3.7.2. Enable special privileges regarding conflicts including:
	☐	
	☐	☐	

	20.3.7.2.1. View Conflicts – Allows a user/group to access/view conflicts. 
	☐	
	☐	☐	

	20.3.7.2.2. Record Conflicts – Allows a user/group to record a new conflict.
	☐	
	☐	☐	

	20.3.8. Staff Attorney Functions (including At Issue/Agenda and Assignment Process Functions)
	
	
	
	
	

	20.3.8.1. Provide the configurable ability to control access and permissions for staff attorney functions.
	☐	
	☐	☐	

	20.3.8.2. Provide additional staff attorney related functional control points configurable to control operations for the following specialized functions including:
	☐	
	☐	☐	

	20.3.8.2.1. Manage Pre-At-Issue/Pre-Agenda Cases – Permits a user/group to manage cases that need to be reviewed to confirm they are really at-issue/ready for court session scheduling and to set those cases “at-issue” or for agenda scheduling.
	☐	
	☐	☐	

	20.3.8.2.2. Manage Cases that are “At-Issue” -- Permits a user/group to work with and manage cases that are “at-issue”/ready for agenda.
	☐	
	☐	☐	

	20.3.8.2.3. Manage Rules – Permits a user/group to manage rules and rules change petitions to determine when a rule change petition is ready to become a rules case.
	☐	
	☐	☐	

	20.3.8.2.4. Make Assignments to Staff Attorneys Function – Permits a user to manage decision drafting or staff memo writing assignments to staff attorneys
	☐	
	☐	☐	

	20.3.8.2.5. Make Assignments to Chambers Function - Permits a user to manage decision drafting assignments to judicial chambers members.
	☐	
	☐	☐	

	20.3.9. Judicial Functions
	
	
	
	
	

	20.3.9.1. Provide the configurable ability to control access and permissions for judicial functions.
	☐	
	☐	☐	

	20.3.9.2. Provide judicial-functions-related control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.9.2.1. Authorize Proxy Users – Allow user/group to designate specific users who can act as a proxy for them (i.e., JA or another Judge).
	☐	
	☐	☐	

	20.3.9.2.2. Rule on Oral Argument Requests – Allow user/group to manage oral argument requests and to rule on those requests.
	☐	
	☐	☐	

	20.3.10. Calendaring 
	
	
	
	
	

	20.3.10.1. Provide the configurable ability to control access and permissions for calendaring functions.
	☐	
	☐	☐	

	20.3.10.2. Provide calendar-related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.10.2.1. Changing Calendar Status – Permits a user/group to manage the status of a calendar (draft/final).
	☐	
	☐	☐	

	20.3.10.2.2. Calendar Related Events – Permits a user/group to manage calendar finalization (records user configured events to each scheduled case; scheduled document production; etc.).
	☐	
	☐	☐	

	20.3.10.2.3. Case Class Access – Permits a user/group to designate which user/group can schedule certain kinds of cases.
	☐	
	☐	☐	

	20.3.10.2.4. Define Court Session Schedule -- Permits a user/group to create court session schedules (Agendas, Conferences, Oral Arguments, etc.)
	☐	
	☐	☐	

	20.3.10.2.5. Judicial Officers – Permits a user/group to assign judicial officers to a court session schedule based on duly constituted judicial officer.
	☐	
	☐	☐	

	20.3.10.2.6. Publish Court Session Schedule for Public Access – Permits a user/group to identify court session schedule as viewable by the public
	☐	
	☐	☐	

	20.3.10.2.7. Manage Master Calendar - Permits a user/group to manage a court’s master calendar, including holidays, agendas, etc.
	☐	
	☐	☐	

	20.3.10.3. Enable special privileges regarding the ability of a user/group to access calendars:
	☐	
	☐	☐	

	20.3.10.3.1. Access Draft Schedule – Allow user/group to access/view a calendar that is ‘draft.’
	☐	
	☐	☐	

	20.3.10.3.2. Access Final Schedule - Allow user/group to access/view a calendar that is ‘final.’
	☐	
	☐	☐	

	20.3.11. Decision Management 
	
	
	
	
	

	20.3.11.1. Provide the configurable ability to control access and permissions for decision management.
	☐	
	☐	☐	

	20.3.11.2. Provide decision-management-related functional control points configurable to control operations for the following specialized functions: 
	☐	
	☐	☐	

	20.3.11.2.1. Set Constitutionality – Permits a user/group to manage constitutional information about a decision.
	☐	
	☐	☐	

	20.3.11.2.2. Set Summary – Permits user/group to manage summary information regarding a case.
	☐	
	☐	☐	

	20.3.11.2.3. Set Confidentiality – Permits a user/group to manage the confidentiality of a decision (including any associated events).
	☐	
	☐	☐	

	20.3.11.2.4. Set Status – Permits a user/group to manage the status of a decision (i.e., to de-publish a decision). 
	☐	
	☐	☐	

	20.3.11.2.5. Record Citations – Permits a user/group to manage decision citation information.
	☐	
	☐	☐	

	20.3.11.2.6. Voting – Permits a user/group (typically a judicial officer) to cast/manage a vote on dispositioning a case (REMAND, CONCUR, etc.) or action (GRANT, DENY, etc.).
	☐	
	☐	☐	

	20.3.11.3. Enable special privileges regarding the ability of a user/group to access decisions including:
	☐	
	☐	☐	

	20.3.11.3.1. Access Confidential Decisions – Allows a user/group to access a decision that is confidential. 
	☐	
	☐	☐	

	20.3.11.3.2. View Voting – Allows a user/group to view votes that have been cast on the disposition of a case.
	☐	
	☐	☐	

	20.3.12. Financials 
	
	
	
	
	

	20.3.12.1. Provide the configurable ability to control access and permissions for financial information.
	☐	
	☐	☐	

	20.3.12.2. Provide financial-related functional control points configurable to control operations for the following specialized functions: 
	☐	
	☐	☐	

	20.3.12.2.1. Record Receipt – Permits a user/group to manage functions associated with issuing a receipt.
	☐	
	☐	☐	

	20.3.12.2.2. Distribute Funds – Permits a user/group to manage distribution of funds.
	☐	
	☐	☐	

	20.3.12.2.3. Void/NSF Receipt – Permits a user/group to manage functions associated with invalidating a receipt.
	☐	
	☐	☐	

	20.3.12.2.4. Create Obligation/Receivable – Permits a user/group to manage functions associated with creating a receivable due.
	☐	
	☐	☐	

	20.3.12.2.5. Manage Receipt Book – Permits a user/group to manage receipt number issuance functions.
	☐	
	☐	☐	

	20.3.12.2.6. Manage Fee Schedule – Permits a user/group to manage fee schedules (i.e., with effective dates and fees).
	☐	
	☐	☐	

	20.3.12.2.7. Manage Allocation Schedule – Permits a user/group to manage how funds are allocated.
	☐	
	☐	☐	

	20.3.12.2.8. Warrant Request – Permits a user/group to create a warrant request that designates a receipt that is to be refunded.
	☐	
	☐	☐	

	20.3.12.2.9. General Ledger – Permits a user/group to manage the court’s general ledger.
	☐	
	☐	☐	

	20.3.12.2.10. Allow for financial security access to be managed separate and apart from all other security settings to maintain separation of duties, such that a receipt writer would be able to control other non-financial security settings (i.e., create new user) without access to the financial security settings.  
	☐	
	☐	☐	

	20.3.12.3. Enable special privileges regarding the ability of a user/group to access certain financial options including:
	☐	
	☐	☐	

	20.3.12.3.1. Run Financial Reports – Allows a user to run financial reports 
	☐	
	☐	☐	

	20.3.13. Task and Work Product Management 
	
	
	
	
	

	20.3.13.1. Provide the configurable ability to control access and permissions for task and work product management.
	☐	
	☐	☐	

	20.3.13.2. Provide task and work product related functional control points configurable to control operations for the following specialized functions: 
	☐	
	☐	☐	

	20.3.13.2.1. Acquire a Task – Permits a user/group to take management control of a task.
	☐	
	☐	☐	

	20.3.13.2.2. Reassign a Task – Permits a user/group to manage task assignments.
	☐	
	☐	☐	

	20.3.13.2.3. Suspend a Task – Permits a user/group to manage suspended tasks.
	☐	
	☐	☐	

	20.3.13.2.4. Review a Task – Permits a user/group to manage tasks that require review.
	☐	
	☐	☐	

	20.3.13.2.5. Restrict a Task – Permits a user/group to manage task restrictions.
	☐	
	☐	☐	

	20.3.13.3. Enable special privileges regarding the ability of a user/group to access certain task and work products including:
	☐	
	☐	☐	

	20.3.13.3.1. View a Restricted Task – Allows a user/group to view restricted tasks. 
	☐	
	☐	☐	

	20.3.14. Reports 
	
	
	
	
	

	20.3.14.1. Provide the configurable ability to control access and permissions for reports information.
	☐	
	☐	☐	

	20.3.14.2. Provide reports-related functional control points configurable to control operations for the following specialized functions:
	☐	
	☐	☐	

	20.3.14.2.1. Secure Any Report – Permits a user/group to manage which reports can only be accessible to other users/groups.
	☐	
	☐	☐	

	20.3.14.2.2. Manage Configuration Reports – Permits a user/group to run reports that detail system configuration data.
	☐	
	☐	☐	

	20.4. Audit Trails 
	
	
	
	
	

	20.4.1. Report all case activity within a date/time range including the user who made the change.
	☐	
	☐	☐	

	20.4.1.1. For inserts, include metadata on the type of record created and the unique key of the record created.
	☐	
	☐	☐	

	20.4.1.2. For updates, include metadata on the type of record modified, the unique key of the record, and data values changed from and to.
	☐	
	☐	☐	

	20.4.1.3. For deletes, the CMS should not delete relational data, for the most part. Rather, data should be marked as logically deleted and include metadata of the type of record deleted, the unique key of the record, and all or some of the values deleted (including associated child records).
	☐	
	☐	☐	

	20.4.2. Track all cases accessed by any user profile and display a list of most recently used (MRU) cases in the past 30 days to permit rapid navigation to that case.  The MRU list should not be limited in quantity.
	☐	
	☐	☐	

	20.4.3. Track of the number of case documents presented to a user when a document list is generated (i.e., “5 more documents have been added since the last time you view the document list”).
	☐	
	☐	☐	

	20.5. Security and Work Groups 
	
	
	
	
	

	20.5.1.1.1. Permit a court to define a series of role-based groups that allow user membership.  A member of the group inherits the rights of the group.  Some groups may have more specialized functions and segregate users into work-group-based rights (i.e., offices within a court).
	☐	
	☐	☐	

	20.5.1.2. For role-based groups, court should be able to define groups like Administrative: 
	
	
	
	
	

	20.5.1.3. Clerk’s Office User
	☐	
	☐	☐	

	20.5.1.4. Judicial Chambers
	☐	
	☐	☐	

	20.5.1.5. Staff Attorney User
	☐	
	☐	☐	

	20.5.1.6. Public Account
	☐	
	☐	☐	

	20.5.1.7. SharePoint User (members of this group may send data and documents to a specific SharePoint system).
	☐	
	☐	☐	

	20.5.2. For work group-based groups, the court should be able to define groups like:
	☐	
	☐	☐	

	20.5.2.1. Chambers (one per Judge; includes JA’s and law clerks)
	☐	
	☐	☐	

	20.5.2.2. Staff Attorney (various)
	☐	
	☐	☐	

	20.5.2.3. Clerk’s Office (various)
	☐	
	☐	☐	

	20.5.2.4. Mixed (members from various offices).
	☐	
	☐	☐	

	20.6. Database Security (addressed in Technical Requirements section) 
	☐	
	☐	☐	

	20.7. Secure System Outage and Recovery Operations (more details provided in Technical Requirements section) 
	☐	
	☐	☐	




Security and Data Access Offeror Remarks
<additional commentary goes here>



[bookmark: _Toc499706723]Public Access

Making court and case information available to the public is an important and essential function of the courts. Access to current, up-to-date case information allows attorneys, parties, victims, and other public entities such as the news media to stay current on case activities. This relieves the court of having to respond to many questions and queries, typically provided through phone calls to the Clerk’s Office.

	21. Public Access
	Exists
	Planned
	Phase II
	N/A
	Comments

	21.1. Support public access functions using all major web browsers (e.g., Internet Explorer, Edge, Firefox, Chrome, Opera, Safari). 
	☐	
	☐	☐	

	21.2. Support mobile device ‘apps’ (preferred). 
	☐	
	☐	☐	

	21.3. Provide access through secure web services to prevent Internet search engines from crawling site information that should be managed by the site’s web service (e.g., prevent web searches from providing ‘hits’ using information that is no longer current).
	☐	
	☐	☐	

	21.4. Web Access to Case Information (e.g., Dockets on the Web) 
	
	
	
	
	

	21.4.1. Provide public access to active and recently closed court case information including public dockets (specialized formatting of information about the case for the public) and other appropriate information (e.g., party and attorney search, calendars, decisions, transcript-due information, etc.).
	☐	
	☐	☐	

	21.4.2. Provide access to historical (e.g., closed cases) by using various search criteria, e.g., case number, party names, etc.
	☐	
	☐	☐	

	21.4.3. Provide access to court documents and the court record through eAccess and DocLink.
	☐	
	☐	☐	

	21.4.4. Permit each court to configure the organization of its public access portal, such as by case type, year, topic, etc.
	☐	
	☐	☐	

	21.4.5. Prohibit access to sealed and restricted information from the web.
	☐	
	☐	☐	

	21.5. Permit the court to screen/filter from public access any items that are confidential, private or restricted.
	☐	
	☐	☐	

	21.6. Opinions/Decisions Website 
	
	
	
	
	

	21.6.1. Provide an interface to the court’s opinion/decision websites to enable direct public access to court decisions and to support the Judicial Performance Review (JPR).
	☐	
	☐	☐	

	21.6.2. Identify decisions that address constitutionality.
	☐	
	☐	☐	

	21.6.3. Support decision searches by case type and/or subtype.
	☐	
	☐	☐	

	21.6.4. Support decision searches by case decision type (e.g., opinion, memorandum decision).
	☐	
	☐	☐	

	21.6.5. Support decision searches by participant, judge/justice, and/or participation role (e.g., author, concur, dissent).
	☐	
	☐	☐	

	21.6.6. Support decision searches by decision document text.
	☐	
	☐	☐	

	21.6.7. Support the ability to find decisions that were decided per curiam, or en banc when searching by a specific judge, provided the judge was a panel member at the time of the decision.
	☐	
	☐	☐	

	21.6.8. Allow authorized court users to ‘push’ newly released case decisions to the public access site directly from within the appropriate CMS functions without requiring redundant data recording.
	☐	
	☐	☐	

	21.7. Provide case information and documents to eAccess through the CCI/CDR or by direct interaction.
	☐	
	☐	☐	

	21.8. Provide functions/integration points that facilitate a ‘federated view’ of case, event, participant, litigant group, calendar, document, and financial information to the AOC’s Common Case Index information repository.
	☐	
	☐	☐	

	21.9. Provide an interface that can be utilized by external applications such as DocLink, which verifies party, attorney, and other participant access to documents and/or the record for a case.
	☐	
	☐	☐	

	21.10. Electronic Filing 
	
	
	
	
	

	21.10.1. Support the submission of case filings to the court through an electronic filing interface (see Clerk Review).
	☐	
	☐	☐	

	21.10.2. Fully support the AOC’s specifications for the use of the OASIS LegalXML ECF 4.01 electronic filing standard.
	☐	
	☐	☐	

	21.10.2.1. Receive ‘Review Filing Requests’ (RvFR) from the AOC’s Electronic Filing Manager (EFM).
	☐	
	☐	☐	

	21.10.2.2. Support receiving ‘Record Filing Requests’ from an external clerk review system.
	☐	
	☐	☐	

	21.10.2.3. Provide ‘Notify Docketing Complete’ (NDC) messages to the AOC’s EFM.
	☐	
	☐	☐	

	21.11. Court Rules Forum 
	
	
	
	
	

	21.11.1. Provide an internet accessible public interface to support the Supreme Court rules change process, whereby attorneys and the public propose new rules and changes to current rules and other attorneys and the public can provide formal and informal comments on the proposed rule change.
	☐	
	☐	☐	

	21.11.2. Make fully accessible all documents filed (e.g., rule change petitions, etc.), and all comments submitted, both formally (e.g., as a document) or informally.
	☐	
	☐	☐	

	21.11.3. Provide access to current court rules organized by set of rules. 
	☐	
	☐	☐	

	21.11.4. Provide access to rules agendas and results (e.g., circulate for comments, adopted/rejected, etc.).
	☐	
	☐	☐	

	21.12. Provide a means (e.g., list server, RSS feeds, or other) for members of the public and victims, both persons and organizations, etc., to register to receive electronic dissemination of court decisions or other documents and information (e.g., petition for review minutes, rules minutes, administrative orders, etc.) when new publications become available.
	☐	
	☐	☐	

	21.13. Public Access Terminals 
	
	
	
	
	

	21.13.1. Provide support for public access viewing workstations located in the Clerk’s Office for each court.
	☐	
	☐	☐	

	21.13.2. Allow the court to configure the features, functions, and content that is accessible at the public viewing stations.
	☐	
	☐	☐	

	21.13.3. Maintain a computer log of public workstation usage.
	☐	
	☐	☐	

	21.13.4. Allow the court to control availability and access to external devices (e.g., thumb drives, etc.).
	☐	
	☐	☐	

	21.13.5. Do not allow any files to be copied onto public viewing workstations or onto the court network through public workstations.
	☐	
	☐	☐	

	21.13.6. Allow the court to control printing from public viewing workstations.
	☐	
	☐	☐	

	21.13.7. Allow a user of a public access workstation to purchase copies of court documents.
	☐	
	☐	☐	




Public Access Offeror Remarks
<additional commentary goes here>


[bookmark: _Toc499706724]External Interfaces/Integration

The CMS must be integrated with existing and anticipated external systems. The exchange of information and documents with other external systems is crucial to the efficiency of the courts’ business and must be maintained. Key items for CMS integration have been identified and detailed in this section.

	22. External Interfaces/Integration
	Exists
	Planned
	Phase II
	N/A
	Comments

	22.1. eAppeal/C2C- An existing integration point that allows the appellate courts to receive records from lower courts and agencies electronically. 
	
	
	
	
	

	22.1.1. Support the Arizona Commission on Technology (COT) electronic record on appeal (e.g., eAppeal, a.k.a. C2C) standard (e-ROA 1.0 XML specification) for the electronic transmission of the record for a case (e.g., a lower court case) to the appellate court and into the target appellate court case. This standard also applies to transferring cases from one appellate court to another.
	☐	
	☐	☐	

	22.1.2. Support receiving both the initial transmission of the record from one court to another receiving appellate court and the transmission of amendments to a record previously transmitted.
	☐	
	☐	☐	

	22.1.3. Support transmission using IBM MQ.
	☐	
	☐	☐	

	22.1.4. Provide a clerk review function permitting the receiving appellate court to view a list of pending record or record amendment arrivals (e.g., submissions). 
	☐	
	☐	☐	

	22.1.5. Provide a means whereby an authorized user may select and lock a submission for clerk review.
	☐	
	☐	☐	

	22.1.6. Allow read-only access to submissions and submission documents to other authorized users when a submission is locked.
	☐	
	☐	☐	

	22.1.7. Enforce a case lineage association between the record-providing court case and the target appellate case.
	☐	
	☐	☐	

	22.1.8. Allow the reviewer to view the index of record document.
	☐	
	☐	☐	

	22.1.9. Allow the reviewer to view a list of all record documents in index of record number order with document title, etc. that can be verified to the index of record document.
	☐	
	☐	☐	

	22.1.10. Allow the reviewer to open and view the documents in the transmission.
	☐	
	☐	☐	

	22.1.11. Provide verification checks before permitting acceptance of the record transmission.
	☐	
	☐	☐	

	22.1.12. If the submission passes all verification checks, permit the user to accept the submission.
	☐	
	☐	☐	

	22.1.13. If not all verification checks pass, enable the user to optionally reject the submission or seek assistance to correct defects.
	☐	
	☐	☐	

	22.1.14. If accepted, ingest the record. This includes:
	☐	
	☐	☐	

	22.1.14.1. Archival of the index of record document associated with the target appellate court case.
	☐	
	☐	☐	

	22.1.14.2. Archival of each document in the record, in index of record number order, as a child/connected document of the lead index of record document.
	☐	
	☐	☐	

	22.1.14.3. Capture and recording of the index of record number for each document in the record. 
	☐	
	☐	☐	

	22.1.14.4. Visual display of the names of documents ingested from the record to distinguish them from names of documents filed directly with the appellate court.
	☐	
	☐	☐	

	22.1.15. Upon conclusion, either by acceptance and successful ingestion, or by rejection, return a C2C-compliant verification code to the transmitting court. The verification code must be generated using the Microsoft Crypto API using AOC configuration parameters in order to ensure the sending court can process the code.
	☐	
	☐	☐	

	22.2. e-Filing -- An existing integration point that allows the appellate courts to receive filings from attorneys and self-represented litigants electronically. 
	☐	
	☐	☐	

	22.2.1. Support the receipt of e-filing submissions to the court through a COT-approved electronic filing interface.
	☐	
	☐	☐	

	22.2.2. Provide full support of the AOC’s specifications for the use of the OASIS LegalXML ECF 4.01 electronic filing standard.
	☐	
	☐	☐	

	22.2.2.1. Support receiving ‘Review Filing Request’ (RvFR) messages from the AOC’s Electronic Filing Manager (EFM), using IBM MQ, into a CMS-provided queue for clerk review operations.
	☐	
	☐	☐	

	22.2.2.2. [bookmark: _Hlk495657474]Support receiving ‘Record Filing Request’ (RFR) messages from an external (e.g., third-party) clerk review system using IBM MQ.
	☐	
	☐	☐	

	22.2.2.3. Provide ‘Notify Docketing Complete’ (NDC) messages to the AOC’s EFM using IBM MQ.
	☐	
	☐	☐	

	22.2.3. Produce export files or provide automatic feeds to update e-filing court policy data maintained in the EFM from CMS data.
	☐	
	☐	☐	

	22.2.4. Provide data to the central case index (CCI) to support GetCase, GetCaseList, and GetDocument messages.
	☐	
	☐	☐	

	22.2.5. Support e-filing functions that interoperate with other CMS functions, either while in the act of performing clerk review, or upon clerk review acceptance or deficiency designation (e.g., during the ingestion operation).
	☐	
	☐	☐	

	22.2.6. Verify e-filing data provided in the RvFR XML from a predefined domain, such as through Court Policy data, or from ECF Code Lists, or other sources. For example, values for the elements CaseGeneralCategoryText, CaseCategoryText, and CaseSubCategoryText must comprise a valid case classification in the target court. 
	☐	
	☐	☐	

	22.2.7. Integrate with CMS case party and participant management functions to work collaboratively with the AOC ‘Participant Matching’ function.
	☐	
	☐	☐	

	22.2.7.1. Use AOC ‘Participant Matching’ information to avoid creating duplicate participant records. Correlate information contained in the AOC-defined RvFR XML with participant information from the CMS (e.g., e-filing registration identifiers, attorney bar numbers, etc.) and automatically match RvFR participants to CMS participants.
	☐	
	☐	☐	

	22.2.7.2. Enable clerk review to receive identified new parties, attorneys, and other participants identified from the e-filing submission and then send them (e.g., RvFR), to the CMS. 
	☐	
	☐	☐	

	22.2.7.3. Enable clerk reviewer to add newly identified participants to the case, as appropriate based on the participant role and context, either on-demand during the interactive use of the clerk review module or by marking them for inclusion upon submission acceptance (e.g., during ingestion).
	☐	
	☐	☐	

	22.2.7.3.1. Provide a search function that utilizes the submitted participant information to locate possible entities already entered into the CMS. Allow the user to confirm a match if one exists.
	☐	
	☐	☐	

	22.2.7.4. Upon acceptance of any clerk review episode including any final episode, ingest data and documents.
	☐	
	☐	☐	

	22.2.7.4.1. Archive document and document renditions, both data and binary content. Accepted documents must be archived into the court’s OnBase EDMS.
	☐	
	☐	☐	

	22.2.8. Provide the complete rollback of all data and documents when any fatal errors are encountered during ingestion process. The submission must be returned to the clerk review queue with appropriate status and notifications.
	☐	
	☐	☐	

	22.3. e-Agenda and Other Electronic Court Calendars – An existing integration point that provides court calendar information to the public or internal court users. 
	
	
	
	
	

	22.3.1. Provide the ability to generate and publish electronic versions of court calendars accessible by authorized users using remote access, such as the Internet or SharePoint.
	☐	
	☐	☐	

	22.3.2. For each electronic calendar, display primary calendar information including the name of the appellate court, the type of calendar, the calendar date, and the panel and judges assigned.
	☐	
	☐	☐	

	22.3.3. List each case or other matter scheduled by calendar part and in the scheduled sequence on the part, as configured by the court or in another sequence designated by the court. Each scheduled case must be labeled by case number and case title.
	☐	
	☐	☐	

	22.3.4. List all matters scheduled for consideration by case number, and include the date of the matter and the name or description of the matter.
	☐	
	☐	☐	

	22.3.5. Secure access to the appellate court record, including documents in the record on appeal. 
	☐	
	☐	☐	

	22.3.6. Permit authorized users to view each document (scheduled or any case document).
	☐	
	☐	☐	

	22.3.7. Permit courts to include other documents on a calendar that are not part of the case record, such as the staff attorney memorandum.
	☐	
	☐	☐	

	22.3.8. Provide access to the case docket for each calendared case in accordance with the configurable rules of the court.
	☐	
	☐	☐	

	22.3.9. Maintain all calendar data, case information, documents, and dockets current as of the moment of use by a viewer of the electronic calendar, e.g., stale data must not be displayed, any newly filed documents must be available, any newly scheduled case must be listed, etc.
	☐	
	☐	☐	

	22.3.10. Provide functions to purge electronic calendars that are no longer needed. 
	☐	
	☐	☐	

	22.4. DocLink – An integration point that permits authorized case participants access to case documents. 
	
	
	
	
	

	22.4.1. Support documents that contain AOC DocLink hyperlinks.
	☐	
	☐	☐	

	22.4.2. Support ability to electronically send links to recipients instead of actual document files.
	☐	
	☐	☐	

	22.5. SharePoint- An existing integration point that allows chambers staff to work collaboratively with the record and the creation of decisions. Provide functions to export documents and data to a court’s SharePoint system, unless the CMS subsumes all this functionality (see also Judicial Function Section).
	☐	
	☐	☐	

	22.6. OnBase Scanning and OCR – An existing EDMS integration point that manages the official appellate case record. 
	☐	
	☐	☐	

	22.6.1. Provide support for documents scanned from paper documents with or without OCR. 
	☐	
	☐	☐	

	22.6.2. Support the ability to OCR documents (on-demand, or in batch) that were not scanned, such as documents acquired by e-filing or by other means.
	☐	
	☐	☐	

	22.6.3. Provide support for automatic conversion of scanned documents to PDF.
	☐	
	☐	☐	

	22.6.4. Support generating required bar code sheet of keywords to scan documents.
	☐	
	☐	☐	

	22.7. OnBase Integration – An existing EDMS integration point that manages the official appellate case record. 
	
	
	
	
	

	22.7.1. Use Unity API for OnBase integration.
	☐	
	☐	☐	

	22.7.2. Permit real-time and delayed archival.
	☐	
	☐	☐	

	22.7.3. Ensure all OnBase document metadata below is updated by CMS metadata; do not allow metadata manipulation in OnBase.
	☐	
	☐	☐	

	22.7.3.1. Case Number (zero to many)
	☐	
	☐	☐	

	22.7.3.2. Document Title
	☐	
	☐	☐	

	22.7.3.3. Date (Filed/Received)
	☐	
	☐	☐	

	22.7.3.4. CMS Document Type Classification Code (zero to many)
	☐	
	☐	☐	

	22.7.3.5. Security Flag (indicating level of security)
	☐	
	☐	☐	

	22.7.3.6. Unique Document Identifier in CMS
	☐	
	☐	☐	

	22.7.3.7. Unique Document Rendition Identifier in CMS
	☐	
	☐	☐	

	22.7.4. Permit each court to secure their OnBase documents independently.
	☐	
	☐	☐	

	22.8. Email and Calendar – An existing integration point that leverages email protocols to send messages/documents.
	
	
	
	
	

	22.8.1. Support sending and managing court email via Microsoft Outlook.
	☐	
	☐	☐	

	22.8.2. Support sending some court emails using an email server.
	☐	
	☐	☐	

	22.8.3. Support sending some court emails on a scheduled basis.
	☐	
	☐	☐	

	22.8.4. Support the use of a generic return address mailbox that users cannot reply to.
	☐	
	☐	☐	

	22.8.5. Support logging of all emails.
	☐	
	☐	☐	

	22.8.6. Support email message generation that permits a user to easily attach any existing court document.
	☐	
	☐	☐	

	22.8.7. Support ability to include DocLink hyperlinks to recipients instead of email attachments.
	☐	
	☐	☐	

	22.8.8. Schedule appointments in an external calendaring system (e.g., Outlook, SharePoint, etc.) using CMS Court Calendar or other information and include a link to view case documents.
	☐	
	☐	☐	

	22.9. Westlaw/Lexis – An anticipated integration point that will allow the court to publish documents to a trusted legal entity. 
	☐	
	☐	☐	

	22.9.1. Provide a function that automatically pulls select electronic document copies (e.g., non-sealed briefs filed in certain case types) from the court record and electronically transmits them to various publishers (e.g., Westlaw, Lexis/Nexis).
	☐	
	☐	☐	

	22.9.2. Automatically provide updates to the trusted legal entity when documents become sealed that were not sealed at the time that they were originally submitted.
	☐	
	☐	☐	

	22.10. State Bar of Arizona – An anticipated integration point that will collect Arizona attorney information. Provide integration to the State Bar of Arizona to acquire attorney information and verification of status 
	☐	
	☐	☐	



External Interfaces/Integration Offeror Remarks
<additional commentary goes here>



23. [bookmark: _Toc499706725]Technical Requirements

Proposed solutions must take system and technical requirements into consideration. Technical requirements address the application architecture, technologies used in and by the application, and administrative functions performed to maintain the application.  Vendors must address system and technical standards that they do not comply with and provide a detailed plan to ensure ongoing security and support.
The Arizona Judiciary has adopted technical standards, see Arizona Judicial Branch Enterprise Architecture Standards. Vendors will be evaluated, in part, based on their ability to comply with the most relevant standards related to the implementation as described in the Mainstream column of the architecture table adopted by Administrative Order 2004-0018.

	23. Technical Requirements
	Exists
	Planned
	Phase II
	N/A
	Comments

	23.1. Environmental Requirements
	
	
	
	
	

	Please describe your solution and how it relates to the above-referenced standards. Highlight below the ways your solution complies with or differs from the Arizona standards.
	

	23.1.1. Applications & Tools Standards: 
	☐	
	☐	☐	

	23.1.2. Office/Personal Productivity Standards:
	☐	
	☐	☐	

	23.1.3. Data Architecture Standards:
	☐	
	☐	☐	

	23.1.4. Networks and Platforms Standards:
	☐	
	☐	☐	

	23.1.5. Software as a Service Standards:
	☐	
	☐	☐	

	23.1.6. Shared Services Standards:
	☐	
	☐	☐	

	23.1.7. Message Transport Middleware Standards:
	☐	
	☐	☐	

	23.1.8. The Arizona Judiciary has adopted network and information security standards, see Arizona Judicial Branch Security Standards. Vendors will be evaluated, in part, based on their ability to comply with the security standards related to the implementation as described in the security standards. Please describe your solution and how it relates to the referenced security standards. Highlight below the ways your solution complies with or differs from the Arizona security standards.
	☐	
	☐	☐	

	23.1.8.1. User Authentication & Access Controls Standards:
	☐	
	☐	☐	

	23.1.8.2. External Access to the Court Network Standards:
	☐	
	☐	☐	

	23.1.8.3. Court Computing and Network Devices Standards:
	☐	
	☐	☐	

	23.1.9. If hosted onsite, the system must support, at a minimum, a three-tier architecture, with databases residing in the most secure zone, application layer in an intermediate zone, and the web interface in the outermost, public-facing zone.
	☐	
	☐	☐	

	23.1.10. Handle application security using Active Directory rather than within the application layer.
	☐	
	☐	☐	

	23.1.11. Able to operate across multiple network domains (the Arizona Appellate Courts use, at a minimum, at least two different network domains, one for the Supreme Court and AOC, and one for the Court of Appeals Division One).
	☐	
	☐	☐	

	23.1.12. Enable the courts to configure software, as well as have software configured by the vendor, without recompiling the software application or touching the source code.
	☐	
	☐	☐	

	23.1.13. Be table driven, providing ample configuration features using codes and parameters, etc., that can be defined by application administrators via database table entries.
	☐	
	☐	☐	

	23.1.14. Accomplish deployment of the application remotely and without requiring manual visits to user workstations or devices. Courts use common software deployment tools including Altiris and Microsoft SCCM.
	☐	
	☐	☐	

	23.1.15. Support availability for extended hours each day and weekends, except as necessary on limited occasions for system maintenance activities. The appellate courts do not conduct normal business on nights and weekends.
	☐	
	☐	☐	

	23.1.16. Maintain continuous public access availability (e.g., 24/7).
	☐	
	☐	☐	

	23.1.17. [bookmark: _Hlk496248341]Enable the courts to create an unlimited number of integrations to other applications or partner agencies through use of an API (e.g., web services, etc.).
	☐	
	☐	☐	

	23.2. System Administration 
	
	
	
	
	

	23.2.1. Provide a means to retain and reapply system configuration parameters and settings when upgrading the application with a new release or patch. The system administrator should not need to retype configuration settings, such as path and filenames, etc., during routine software upgrades.
	☐	
	☐	☐	

	23.2.2. Provide the ability to configure storage locations for e-filed documents pending clerk review.
	☐	
	☐	☐	

	23.2.3. Provide the ability to configure storage locations for rejected/deficient e-filed documents.
	☐	
	☐	☐	

	23.2.4. Provide the ability to identify all users currently logged into the system.
	☐	
	☐	☐	

	23.2.5. Allow an authorized user to craft a system notification (e.g., planned maintenance notification). System notification should allow both text and graphics.
	☐	
	☐	☐	

	23.2.5.1. Permit the user providing the notification to designate the notification for display upon login to the system.
	☐	
	☐	☐	

	23.2.5.2. Enable notifications to be immediately broadcast to all active system users (e.g., “Please logoff, the system will be coming down in 10 minutes”).
	☐	
	☐	☐	

	23.2.5.3. Allow appellate-court-specific notifications.
	☐	
	☐	☐	

	23.2.6. Allow authorized system administrators to “kill” user connections to the database and application while maintaining transaction integrity.
	☐	
	☐	☐	

	23.2.7. Provide a means for application benchmarking.
	☐	
	☐	☐	

	23.2.8. Provide an application trace capability that can turned on or off by an authorized system administrator.
	☐	
	☐	☐	

	23.2.9. Provide high availability and load balancing/scalability.
	☐	
	☐	☐	

	23.2.10. Allow secure remote connections for off-site access.
	☐	
	☐	☐	

	23.2.11. Provide the ability to configure printers for specific uses within the application (e.g., all receipts are routed to a dedicated receipt printer, mailing labels are routed to a label printer, all batch printing jobs are routed to a specific network printer, etc.). 
	☐	
	☐	☐	

	23.3. Audit and Security Logs 
	
	
	
	
	

	23.3.1. Log all database transactions and user changes.
	☐	
	☐	☐	

	23.3.2. Provide read access to logs for authorized users only.
	☐	
	☐	☐	

	23.3.3. Log all security changes.
	☐	
	☐	☐	

	23.3.4. Log all failed login attempts.
	☐	
	☐	☐	

	23.3.5. Protect logs from modifications or deletions by unauthorized users.
	☐	
	☐	☐	

	23.4. Error Logs and Reporting 
	
	
	
	
	

	23.4.1. Log all errors including those reported/displayed to users and those silently reported.
	☐	
	☐	☐	

	23.4.2. Categorize errors, such as ‘fatal,’ ‘warning,’ ‘informational,’ and ‘content’ or ‘resource.’
	☐	
	☐	☐	

	23.4.3. Provide unique codes or error numbers for errors.
	☐	
	☐	☐	

	23.4.4. Make all application logging accessible to the court.
	☐	
	☐	☐	

	23.4.5.  If hosted on-site, utilize Microsoft tools for logging.
	☐	
	☐	☐	

	23.4.5.1. Record errors in the Windows error log.
	☐	
	☐	☐	

	23.4.6. Support the routing of errors to relevant support staff such as the Helpdesk.
	☐	
	☐	☐	

	23.4.6.1. Optionally, support integration with RemedyForce.
	☐	
	☐	☐	

	23.5. Backup and Recovery 
	
	
	
	
	

	23.5.1. Supply testable back-up and recovery procedures for the database and all application-provided or -generated files and folders.
	☐	
	☐	☐	

	23.5.2. If local user files and folders are used, also provide testable back-up and recovery procedures for local user areas.
	☐	
	☐	☐	

	23.6. Encryption 
	
	
	
	
	

	23.6.1. Maintain private and confidential data in encrypted form (e.g., Triple DES).
	☐	
	☐	☐	

	23.6.2. Support encrypted-format communication outside the court’s AJIN network.
	☐	
	☐	☐	

	23.7. Database (If System Hosted Onsite) 
	
	
	
	
	

	23.7.1. Use a relational database, minimally, in third normal form.
	☐	
	☐	☐	

	23.7.2. Operate with Microsoft SQL Server 2016 or newer.
	☐	
	☐	☐	

	23.7.3. Provide the ability for system and/or database administrators to determine who is accessing the database at any given time.
	☐	
	☐	☐	

	23.7.4. Provide the ability to allow, deny, restrict, and control access to the database and database features, functions, and objects when accessed through third-party tools outside of the application.
	☐	
	☐	☐	

	23.7.5. Permit users to have multiple simultaneous connections/transaction threads.
	☐	
	☐	☐	

	23.7.6. Not restrict or limit courts from adding additional database objects such as tables, columns, views, stored procedures, triggers, constraints, indexes, etc.
	☐	
	☐	☐	

	23.7.7. When the reporting service is referencing production data and hosted onsite, allow the system/database administrator to control, throttle, or off-load ad-hoc reporting to the minimize impact on system performance and response time.
	☐	
	☐	☐	

	23.8. Provide source code and source code control.
	☐	
	☐	☐	

	23.9. EDMS
	
	
	
	
	

	23.9.1. Support Hyland OnBase, Version 17.0.0.36 or higher.
	☐	
	☐	☐	

	23.9.2. Interface with OnBase using the Unity API.
	☐	
	☐	☐	

	23.9.3. Support OnBase scanning and OCR. 
	☐	
	☐	☐	

	23.9.4. Support both real-time and queued operations.
	☐	
	☐	☐	

	23.9.5. Comply with OnBase Keyword standards.
	☐	
	☐	☐	

	23.9.6. Provide updates to OnBase integration features with each generally available OnBase release and certify each release as supported.
	☐	
	☐	☐	

	23.9.7. Maintain at least one staff member with OnBase API certification.
	☐	
	☐	☐	

	23.10. Message Transport 
	
	
	
	
	

	23.10.1. Support message and document transfer using IBM MQ v9.0 SSL.
	☐	
	☐	☐	

	23.10.2. Support the transmission of electronic filing message using IBM MQ v9.0 SSL.
	☐	
	☐	☐	

	23.10.3. Provide updates to MQ integration features with each generally available IBM MQ release and certify each release as supported.
	☐	
	☐	☐	

	23.11. Electronic Filing 
	
	
	
	
	

	23.11.1. Conform all e-Appeal submissions to the e-Appeal XML standard.
	☐	
	☐	☐	

	23.11.2. Be OASIS Electronic Case Filing (ECF) 4.01 conformant.
	☐	
	☐	☐	

	23.11.3. Support the Arizona Administrative Office of the Courts ECF 4.01 implementation specifications.
	☐	
	☐	☐	



Technical Requirements Offeror Remarks
<additional commentary goes here>






24. [bookmark: _Toc499706726]Glossary of Terms

	
	Term
	Definition

	A
	Action
	A procedural or substantive matter put before the court in anticipation of a ruling. Motions, requests, petitions, and applications are typical types of actions.

	
	Agenda
	A type of court session schedule, consisting of cases listed for review, that is conducted as a judge’s conference on a scheduled date (e.g., petition for review and motion agendas). 

	
	Allocation
	The process of dividing monies received into various accounts or funds in accordance with a defined schedule that specifies the method for apportioning the funds, as specified by the schedule amounts or percentages.

	
	AOC
	Arizona Administrative Office of the Courts.

	
	Appearance Fees
	A filing fee applied when a party(s) or representative of a party(s) first files into a case. Appearance Fee is not based on the filing of a specific document, but based on the first document filed for a litigant group. 

	
	At Issue
	The status of a case that by case classification rule will occur upon one of the following: 1) conclusion of the briefing process, 2) completion/perfection of the record, or 3) granting of the petition for review.  Once a case is ‘at issue,’ it becomes available for assignment for oral argument and/or decision consideration.

	
	At-Issue Review
	A temporary status of a case achieved at the apparent conclusion of the briefing and record completion/perfection process. Cases in an at-issue-review status are candidates for promotion to at-issue status upon passing a quality assurance review.

	
	Attorney Team
	One or more attorneys representing a specific litigant group.  See definition for Litigant Group. 

	B
	
	

	C
	Calendar
	A court session schedule. On occasion, the term ‘calendar’ refers to a collection of court session schedules, such as a ‘monthly calendar,’ meaning all the court session schedules in a month.

	
	Case 
	A matter as defined by statute, common law, or court rules that requests consideration of one or more issues or charges and is placed before the court in anticipation of a decision, ruling, or verdict.  

	
	Case Activity
	The recording and managing of case events, motions, due dates, or ticklers.

	
	Case Class(ification)
	A categorization of cases based upon statutory requirements, rules of the court, customs, case management/processing requirements, and statistical reporting needs. Case class is a refinement of case type to a greater level of specificity.

	
	Case Relationship
	An association between two or more cases based on some commonality.

	
	Case Side
	A collection of litigant groups that all have a common party role (e.g., Appellant, Appellee, etc.).

	
	Case Type
	A high level of case categorization based upon broad case processing requirements (e.g., civil, criminal, special action, etc.).

	
	Central Document Repository (CDR)
	A statewide secondary EDMS containing copies of court-provided document renditions. Documents are replicated from the court’s official EDMS on a regular schedule. Both the document and its index values (e.g., OnBase keywords) maintained by the CMS are replicated.

	
	Central Case Index (CCI)
	A statewide system that serves as an aggregation point for case data, including document indexes, supplied by the various case management systems used by the courts. 

	
	Checklist
	An automation assistance tool that incorporates manual and automatic workflow steps, provides helpful reminders and instructions, provides and solicits data, and serves as a both a quality assurance and management control tool. 

	
	Case Management System (CMS)
	

	
	Concealed Party
	A litigant whose identify is obfuscated to the public and/or to unauthorized users in the court.

	
	Continued
	The disposition of an item or matter on a court session schedule that indicates that item or matter was not decided. Continued items or matters are typically rescheduled on an upcoming court session schedule.

	
	CourTools Endpoint
	The event, status, or activity that concludes the CourTools measurement life for a case. The endpoint is the first of the following to occur for a case: (1) the filing of a dispositive opinion or a memorandum decision, (2) the filing of a dispositional order which has not been subsequently voided (e.g. withdrawn, vacated, etc.), or (3) the most recent termination date, if there is no dispositive case decision.

	
	Court Record Major Design Element (CRMDE)
	A terminology using the OASIS Electronic Court Filing Standard to refer to the application systems used by courts for the management of cases and documents that includes, but is not limited to, the court’s CMS and EDMS.  

	D
	Distribution List
	A list of participants that may receive correspondence from the court to be delivered to a specific distribution point.

	
	Distribution Point
	A place where correspondence can be sent.

	
	Docket 
	The term ‘docket’ includes: (1) a formal, abridged record of the proceedings in a legal action and (2) a register of such records. [New Webster Dictionary]

	
	Docketing 
	The term usually denotes the act of recording case activity.

	
	DocLink
	An Arizona AOC technology that supports hyperlinks to court-managed and -maintained document renditions.  It supports hyperlinks to documents within the record to allow easy review by judicial officers and attorneys (e.g., attorney creates hyperlinks to record items referenced in the brief in place of providing a separate appendix to those items.)  Hyperlinks to trusted external sources are also allowed (i.e., Westlaw).

	
	Document
	A physical or electronic medium used for communicating information or ideas.

	
	Document Rendition
	A specific instance of a document. A document may be provided or retained in multiple document renditions. Each rendition is a variation of the same document. A document may have multiple renditions due to multiple document formats, such as Word, PDF, paper, etc.), or may have a redacted variation and non-redacted variations, or may have file stamped and non-file stamped variations.

	
	Document Type
	A classification of a document into a business-recognizable format or purpose, e.g., Petition for Review, Notice of Appeal, Order, Motion for Extension of Time, Exhibit, etc. 

	
	Duly Constituted Panel
	The official judicial officers that comprise a panel pursuant to an administrative organizational order or based on the practice of the court.

	E
	e-Filing Submission
	Any submission from the FAMDE that starts a case or provides additional document within an existing case.

	
	Electronic Document Management System (EDMS)
	 The Arizona Appellate Courts use these systems in an integrated fashion with the CMS to view documents but also as ‘electronic file rooms’ that permit independent access to case records in the event the CMS is not available. In addition, some EDMSs replicate official case documents to the CDR.

	
	Electronic Filing Manager (EFM) 
	The existing function that interacts with one or more EFSPs and acts as a financial processing integration point.  The EFM coordinates messages to and from the clerk review/CMS and the EFSP. 

	
	Electronic Filing Service Provider (EFSP)
	Another name for an FAMDE.

	
	Event
	An occurrence of limited duration or something that has already happened.  Filing of a document, issuance of an order, scheduling of an oral argument are all examples of events.

	
	Event Identifier
	A value used in the CMS database to uniquely and unambiguously reference an event.

	
	Filing Assembly Major Design Element (FAMDE)
	An OASIS Electronic Court Filing Standard term for the e-filing component that permits filers to package their submission prior to tendering it to the EFM. 

	F
	Filing Fee
	A fee applied when a party(s) or representative of a party(s) submits a document for filing.

	G
	
	

	H
	
	

	I
	Initiating Submission
	In the context of e-filing, any submission intended to begin a new court case as opposed to filing an additional document into an existing court case (subsequent filing).

	J
	
	

	K
	
	

	L
	Litigant Group
	A collection of one or more parties, each participating on the same side of the same case, formed for common legal representation.

	M
	Mandate
	The final order of an appellate court, which may command another appellate court, superior court, or agency to take further proceedings or enter a certain disposition of a case. An appellate court retains jurisdiction of an appeal until it issues the mandate.

	
	Motion
	A request to a court asking for an order, ruling, or seeking direction. Also see Action.

	
	Motion for Reconsideration
	A motion requesting an appellate court to consider whether its decision contained erroneous determinations of fact or law.

	
	Multi-Episode Clerk Review
	This may occur when a submission contains multiple lead documents and when the clerk review result for one lead document is communicated to the CRMDE independent from the clerk review results of other lead documents within the submission. The handling of individual lead documents may occur within seconds/hours/days from one another. Each clerk review episode results in the transmission of separate Record Docketing Messages.

	N
	
	

	O
	
	

	P
	Participant
	An entity that is recorded in the CMS including, but not limited to, persons, organizations, organization positions, and property.

	
	Party
	A litigant on a case. A litigant may be a person, organization, organization member, organization position, property, estate, or class of individuals engaged in a case and who assume a party role in the case (e.g., appellee, petitioner, respondent, appellant, etc.) and who are viewed by the court as having a unique identity in the case. Parties are usually named in a case filing but may be admitted by other means.

	
	Party Role
	A classification applied to a party and/or case side that describes the litigant’s participation in a case. (e.g., appellee, petitioner, respondent, appellant, etc.).

	
	Petition for Review
	A filing with the Supreme Court seeking review of a Court of Appeals’ decision.

	Q
	
	

	R
	Receivable
	A specific expectation of monies due for a specific good or service (a.k.a. financial obligation).

	
	Receivable Account
	A placeholder reference to a responsible external entity for purposes of managing financial transactions and obligations. 

	
	Receivable Type
	A categorization of receivables used to describe or characterize a good or service.

	S
	Schedule Part
	A division of a court session schedule into identifiable and manageable partitions (e.g., Part A, Part B, Morning, Afternoon, etc.).

	
	Schedule Subtype
	A further refinement of a court session schedule type (e.g., motions agenda, petition for review agenda, rules agenda, special actions agenda, tax calendar, etc.)

	
	Schedule Type
	A classification of a formal court session schedule based upon the types of matters considered and the format of the proceedings (e.g., agenda, motion calendar, hearing, oral argument calendar, special action calendar, etc.)

	
	Self-Represented Litigant
	A litigant in a case who is providing his or her own legal representation (e.g., pro per, pro se) without the assistance of an attorney. However, sometimes a self-represented litigant will have advisory counsel.

	
	Service Page
	A collection of distribution recipients having specific distribution points for the purposes of distributing one or more documents to the same set of recipients.  This collection is usually appended as a ‘page’ to each document that will be distributed together.

	
	Shell
	Short for ‘calendar shell’ or ‘monthly calendar shell,’ a collection of court session schedules/agenda (e.g., a month) that have not had any items or matters set on them yet.

	
	Statistical Adjustment
	A value that is manually inserted or applied to the court’s case statistics report to accommodate out-of-the-ordinary circumstances.

	
	Statistical Closure 
	A state of a case at which the case becomes counted as disposed for statistical reporting that may or may not coincide with legal closure

	
	Subsequent Submission
	In the context of e-filing, any submission that is associated with an existing case as opposed to one provided with the intention of initiating a brand-new case (initial submission).

	T
	Tickler
	A reminder (not a due date) of something for a specific date (e.g., “Start the mandate process for this case”). Some reminders are not case-related (e.g., “Check the court’s inbox”).

	U
	User
	A generic term intended to encompass the individuals who will be using the CMS.

	V
	Validated Case Number
	In the context of e-filing, the AOC’s EFM will try to make a call which validates the case number entered by the user prior to moving forward.  If the call fails, the user is warned but is still able to proceed forward with making the submission.

	W
	Workflow
	Functionality that allows a seamless flow of activities throughout the lifecycle of a case.  These flows may be at a task or case level.

	
	Work Group
	A collection of users established for some purpose, such as for managing work, controlling access privileges, for security, or for communications. A work group may be a team, a court department (e.g., clerk’s office), chambers, or any other collection of users who work together.

	
	Work Product
	An assignment, item, service, end-result, accomplishment, or other producible output that is planned to be produced or has been produced and is of special value to an organization.
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