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Circuit Court of Alexandria, Virginia 

                                

 

                                           

Remote Motions Day Guidance 
                                                        Posted to website: June 4, 2026 

 

This guidance document is posted to the Court’s website at www.alexandriava.gov/CircuitCourt 

 > scroll to Motions Day sections of website. 

 

Questions:   Call a Judicial Law Clerk (Staff Attorney) at 703.746.4123  

 

 

NEW – EFFECTIVE WITH THE 4/22/2026 REMOTE MOTIONS DAY AND THEREAFTER. 

A. NEW. Page limit.  All motions, memorandums, responses, briefs, and oppositions are limited 

to  a total of 5-pages with 12-point, double spaced font. (For example, if the moving party files 

a motion and separate memorandum, the page limit is 5 pages together for both documents.)   

      Any motions, memorandums, responses, briefs or oppositions above the 5-page limit 

must be heard on a date certain or on a 2:00 p.m. remote motions day docket.  

B. NEW. Updated praecipe.   Motions Day Praecipe for Remote Hearings (updated 3/13/2026). 

It is strongly encouraged that the new updated praecipe be used as it includes mandatory Rule 

4:15(b) language:   

C. (Clarification) Holidays. If a deadline falls on a holiday, the deadline is pushed back one day 

for each day the Court is closed 

SECTION 1              MOTIONS DAY IS REMOTE HEARINGS ONLY  

1. REMOTE MOTIONS DAY HEARINGS ONLY.  Until further notice, all Motions Day hearings 

will continue to be heard remotely via Microsoft Teams. Refer to paragraph #3 below to participate 

remotely. 

 

2. OPEN TO EVERYONE. The virtual motions day hearings are open to everyone by either clicking 

on the meeting link or using the telephone call-in number to access the remote Motions Day hearing. 

See below. 

  

Judges 
KATHLEEN M. USTON 

REBECCA J. WADE 
HEIDI E. MEINZER 

Courthouse 
520 King Street 

Alexandria, VA 22314-3164 
703.746.4123 

www.alexandriava.gov/CircuitCourt 

http://www.alexandriava.gov/CircuitCourt
https://www.alexandriava.gov/sites/default/files/2022-07/Remote%20Motions%20Day%20Praecipe%2007_14_2022.pdf
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SECTION 2              HOW TO PARTICIPATE IN REMOTE HEARINGS  

 

ALL MOTIONS DAY HEARINGS ARE REMOTE VIA EITHER 

--- (OPTION 1) MICROSOFT TEAMS (ON YOUR COMPUTER); OR 

--- (OPTION 2) VIA TELEPHONE CALL-IN NUMBER 

DO NOT COME TO THE COURTHOUSE FOR THE HEARING. 

1. OPTION #1 – VIA MICROSOFT TEAMS MEETING LINK (WITH AUDIO AND VIDEO) 

A. Before the hearing starts, download Microsoft Teams to your device if you have not already done 

so. MS Teams is a free download available at www.microsoft.com. MS Teams is the only 

platform used for remote Motions Day hearings.   

B. 15 minutes before the hearing starts,  click on the meeting link that was emailed to you or that is 

posted to the website. 

C. Mute your computer’s microphone until your case is called. 

1) To mute (turn off) your computer’s microphone    

Ctrl+Shift+M – or- 

Click the microphone icon at the top of the window. 

2) To unmute (turn on) your computer’s microphone    

Ctrl+Shift+M again  – or- 

Click the microphone icon at the top of the window. 

D. Where to obtain the meeting link.   

1) From the Court. Emailed 2 days prior to all persons whose email addresses were included 

on the remote Motions Day praecipe that was filed to docket the motion. Counsel may 

forward the meeting link and telephone call-in information to court reporters, observers, 

etc., or advise that the docket, meeting links and telephone call-in numbers are available on 

the Court’s website; or  

2) On the Court’s website. www.alexandriava.gov/CircuitCourt > scroll to “Motions Day” 

sections.  Specifically, “Motions Day – Meeting Links and Telephone Call-In Numbers for 

the next Motions Day”. 

E. To determine the judge assignment – Check the Motions Day Docket. 

www.alexandriava.gov/CircuitCourt  > scroll to “Motions Day” sections.  Specifically, “Motions 

Day – Docket for the next Motions Day”. 

 

2. OPTION #2 – VIA TELEPHONE CALL-IN NUMBER (AUDIO ONLY; NO VIDEO) 

A. 15 minutes before the hearing starts, dial the telephone call-in number that was emailed to you or 

is posted on the Court’s website. 

1) Enter the conference ID number. 

2) Mute your telephone until your case is called. 

a. To mute (turn off) your telephone’s microphone   

       Press  *6 

b. To unmute (turn on) your computer’s microphone  

        Press   *6 again 

  

http://www.microsoft.com/
http://www.alexandriava.gov/CircuitCourt
http://www.alexandriava.gov/CircuitCourt
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B. Where to obtain the telephone call-in number.   

1) From the Court. Emailed 2 days prior to all persons whose email addresses were included 

on the remote Motions Day praecipe that was filed to docket the motion. Counsel may 

forward the meeting link and telephone call-in information to court reporters, observers, 

etc., or advise that the docket, meeting links and telephone call-in numbers are available on 

the Court’s website; or  

2) On the Court’s website. www.alexandriava.gov/CircuitCourt > scroll to “Motions Day” 

sections.  Specifically, “Motions Day – Meeting Links and Telephone Call-In Numbers for 

the next Motions Day”. 

C. To determine the judge assignment – Check the Motions Day Docket. 

www.alexandriava.gov/CircuitCourt  > scroll to “Motions Day” sections.  Specifically, “Motions 

Day – Docket for the next Motions Day”. 

 

SECTION 3            WHEN ARE REMOTE MOTIONS DAY HEARINGS 

1. Typically  2nd and 4th Wednesdays of the month  

2. Exceptions:  

A. Judicial Conference in May (Motions Day may be changed to the 1st Wednesday); and  

B. Holidays that fall on the 2nd or 4th Wednesday of the month. 

3. Refer to “Motions Day: Filing Deadlines for upcoming Motions Days” for specific Motions Day 

dates and filing deadlines. 

 

SECTION 4            SCHEDULING GUIDANCE FOR REMOTE MOTIONS DAY 

1. Motions are scheduled based on the anticipated length of time needed to hear all of the motions 

that were properly and completely filed and noticed prior to the filing deadline. 

 

2. 25 minutes or less per case.  

10:00 a.m. remote Motions Day docket.   

A. An unlimited number of Motions Day cases will be heard at 10:00 a.m. No need to call Judges’ 

Chambers’ prior to filing the Motions Day Praecipe for Remote Hearings (updated 3/13/2026).  

B. At the Court’s discretion, the matter may be removed from the 10:00 a.m. docket if it appears 

the matter cannot be heard in 25 minutes or less.  

  

http://www.alexandriava.gov/CircuitCourt
http://www.alexandriava.gov/CircuitCourt
https://www.alexandriava.gov/sites/default/files/2022-07/Remote%20Motions%20Day%20Praecipe%2007_14_2022.pdf
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3. 25 minutes or more, or motion + memorandum, responses and oppositions exceeds  

the 5-page limit  

2:00 p.m. remote Motions Day docket or date-certain in-person hearing 

A. Reserve a time slot. After filing the motion, counsel shall call a court administrator at 

703.746.4123 together on the same telephone conference call to obtain a hearing date and time.  

All counsel must agree to be available for the motions hearing prior to reserving the time slot. 

B. File a praecipe. Counsel shall file an appropriate praecipe to docket the motion.     

C. Filing deadlines. Filing deadlines for hearings lasting 25 minutes or more are the same as 

Motions Day deadlines. 

D. Adding motions to the previously-scheduled hearing. Additional motions may be added to 

the specially-set motions hearing only if the additional motion(s) is(are) timely filed and 

praeciped on or before the deadline (i.e.,  1.5 weeks before the hearing) and the additional 

motion(s) can be heard in the time that was reserved for the initially docketed motion(s).  

 

4. If Non-Moving Party’s email address is unknown. If the moving party (or counsel) does not 

have or cannot verify the non-moving party’s email address, the motion may be scheduled for a 

remote Motions Day or a date-certain by following the instructions below. 

A. Situation #1: Non-Moving Party has telephone access that the moving party can confirm.  

Schedule motion for remote Motions Day. When the meeting link is emailed by the Court to 

the moving party 2 business days prior to the remote Motions Day date, it shall be the moving 

party’s responsibility to forward the meeting link containing the call-in telephone number to 

the non-moving party. 

B. Situation #2: Non-Moving Party does not have an email address or telephone access 

cannot be confirmed. Schedule for a date certain  The moving party shall call a court 

administrator at 703.746.4123 to docket the motion for an in-person hearing on a non-Motions 

Day. 

 

 

SECTION 5           DATES FOR MOTIONS DAYS 

 

Motions Day dates are posted to the Court’s website at www.alexandriava.gov/CircuitCourt   > Scroll to 

”Motions Day – Dates and filing deadlines for upcoming Motions Days”. 

 

  

http://www.alexandriava.gov/CircuitCourt
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SECTION 6           DEADLINES FOR MOTIONS DAYS 

1. 4:00 p.m. strict deadline unless otherwise noted for early court closures, etc.   

Late-filed documents may not be considered. 

2. Holidays. If a deadline falls on a holiday, the deadline is pushed back one day for each day the 

Court is closed.  Court holidays are posted on the website > scroll to Calendar. 

3. Mandatory copy to 4th floor drop box. A copy of all Motions Day documents shall be delivered 

to the 4th floor drop box when the document is filed.  

4. NEW. Page limitations. Effective with the 4/22/2026 remote Motions Day and thereafter.  

All motions, memorandum, briefs, responses and oppositions are limited to 5 pages (in total) with 

12-point, double spaced font. (For example, if the moving party files a motion and separate 

memorandum, the page limit is 5 pages together for both documents.)   

5. Specific Deadline Dates for each specific Motions Day Date  

Posted to the Court’s website www.alexandriava.gov/CircuitCourt    

> Scroll to ”Motions Day – Dates and filing deadlines for upcoming Motions Days”. 

6. General deadlines for specific documents are posted below.  

A. Motion (filed by moving party) 

1) Initiating (initial) motion  

a. Is the first motion filed and praeciped for a specific motions day date. 

b. Filing deadline: On the Friday 2.5 weeks prior to the hearing date. 

2) Additional motion  

a. Is any other motion filed and praeciped for the same specific motions day date after the 

initiating (initial) motion is filed and praeciped.  

b. Filing deadline: On the Friday 1.5 weeks prior to the hearing date. 

B. Memoranda/brief in support of motions (filed by moving party) 

1) Brief in support of initiating (initial) motion.   

a. Filing deadline: Wednesday 2 weeks prior to the hearing date. 

2) Brief in support of additional motion. 

a. Filing deadline: Wednesday 1 week prior to the hearing date. 

C. Oppositions or responses to motion (filed by non-moving party). 

1) Opposition to initiating (initial) motion.   

a. Filing deadline: Wednesday 1 week prior to the hearing date. 

2) Opposition to additional motion. 

a. Filing deadline:  Friday 0.5 weeks prior to the hearing date. 

D. Moving party’s response to non-moving party’s response/opposition will not be 

considered.  

  

http://www.alexandriava.gov/CircuitCourt
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E. Proposed order 

1) Court’s preference:  Filing deadline: When the motion was filed 

2) Final deadline:  Filing deadline: Wednesday 1 week prior to the hearing date. 

3) After the hearing:  File the original order in the Clerk’s office (Room 307). It may take 

several days for the order to be entered after it is filed in the Clerk’s office. Emailed orders 

are not accepted.  Filing deadline: Follow the judge’s instructions 

F. Evidence/exhibits.   

1) Delivered to 4th floor drop box.  Do not file in the Clerk’s office. 

2) Filing deadline: Friday 0.5 weeks prior to the hearing date. 

G. GAL report.   

1) The GAL report shall be filed in the Clerk’s office and a mandatory copy delivered to the 

4th floor drop box. 

2) Motions Day filing deadline: Friday 0.5 weeks prior to the hearing date. 

3) Non-Motions Day filing deadline: 3 business days prior to the hearing date or trial date. 

 

SECTION 7            DOCUMENTS AND COPIES – WHERE TO FILE 

1. Original documents. All original documents (except exhibits) shall be filed in the Clerk’s office 

(Room 307).  

2. Copy to non-moving party. The moving party must also provide a copy to opposing party (or 

counsel). 

3. Copy to 4th floor drop box. The moving party must deliver a mandatory copy to the 4th floor 

drop box so the Judges will know the document was filed.  

 

SECTION 8            PRAECIPE to docket the motion for a specific Motions Day  

1. The praecipe or notice must include all of the following.  

A. Mandatory remote hearing language. Failure to include the mandatory language will result 

in the matter being removed from the remote Motions Day docket and the moving party being 

contacted by a Judicial Law Clerk. The mandatory remote hearing language is as follows. 

“1.  The matter will be heard remotely via Microsoft Teams; and 

  2.  Opposing counsel/party will receive an email from the Court two 

(2) business days prior to the Motions Day hearing. The Court’s 

email will include a link to the Microsoft Teams meeting and a 

telephone number to be used by those participants who do not 

have internet access.” 

B. Mandatory email addresses for (1) the moving party or counsel; (2) the non-moving party (or 

counsel); and (3) all interested parties; and 

C. Mandatory Rule 4:15(b) certification. The mandatory Rule 4:15(b) certification is as 

follows: 

“I certify that I have in good faith conferred or attempted to confer with 

other affected parties in an effort to resolve the subject of the motion 

without Court action, pursuant to Rule 4:15(b) of the Rules of the 

Supreme Court of Virginia.”  

  



ALEXANDRIA CIRCUIT COURT                                          Page 7                        FINAL  Posted to website:  6/4/2026 

Motions Day guidance                                                                                                 AD 6/4/2026                                 

 

2. Email addresses are required to be provided on the Remote Motions Day Praecipe. Failure to 

include this mandatory information may result in the case being removed from the docket. 

A. If Non-Moving Party’s email address is unknown. If the moving party (or counsel) does not 

have or cannot verify the non-moving party’s email address, the motion may be scheduled for a 

remote Motions Day or a date-certain by following the instructions below.  

1) Situation #1: Non-Moving Party has telephone access that the moving party can 

confirm.  Schedule motion for remote Motions Day. When the meeting link is emailed 

by the Court to the moving party 2 business days prior to the remote Motions Day date, it 

shall be the moving party’s responsibility to forward the meeting link containing the call-in 

telephone number to the non-moving party. 

2) Situation #2: Non-Moving Party does not have an email address or telephone access 

cannot be confirmed. Schedule for a date certain. The moving party shall call a court 

administrator at 703.746.4123 to docket the motion for an in-person hearing on a 

non-Motions Day. 

SECTION 10            MISCELLANEOUS   

1. Authorities from foreign jurisdictions (if applicable) shall be attached to the motion when filed. 

 

2. Circuit Court opinions (if applicable) shall be attached to the motion when filed. 

 

3. Continuation of a Motion by a Judge during the remote Motions Day hearing.  

A. The Motions Day hearing begins and the case is called. 

B. The judge verbally removes the matter from the docket. 

C. The judge verbally instructs the moving party to re-notice the motion for a new remote 

Motions Day. 

D. Praecipe for new Motions Day date. The moving party (or counsel) is required to file a 

remote Motions Day praecipe for the new date. The case is scheduled for the new remote 

Motions Day hearing when the new preacipe is filed in the Clerk’s office (Room 307). Failure 

to file a praecipe with the new date will result in the matter not being heard on that day. 

 

4. Continuance of a Motion by moving party (or counsel) to a future motions day date.  

A. Call the Court. Call a judicial law clerk (staff attorney) at 703.746.4123 to remove their own 

motion from the motions day docket. 

1) Telephone call deadline: One day prior to the hearing date.  

B. Notify opposing counsel. The moving party notifies the non-moving party (or counsel) that the 

motion is being removed prior to the deadline. 

C. File removal praecipe in the Clerk’s office (room 307). 

1) Filing deadline: Within a reasonable amount of time.  

D. File praecipe to schedule for a new Motions Day. The moving party (or counsel) is required 

to file a remote Motions Day praecipe for the new date. The case is scheduled for the new 

remote Motions Day hearing when the new preacipe is filed in the Clerk’s office (Room 307). 

Failure to file a praecipe with the new date will result in the matter not being heard on that day. 

  



ALEXANDRIA CIRCUIT COURT                                          Page 8                        FINAL  Posted to website:  6/4/2026 

Motions Day guidance                                                                                                 AD 6/4/2026                                 

 

5. Garnishments are docketed based on the availability of a verifiable email address and/or 

telephone number for the judgment debtor. 

A. If judgment debtor’s email address and/or telephone number are available and verifiable 

1) The matter shall be scheduled for a remote Motions Day docket. 

2) The moving party shall include the judgment debtor’s email address and/or telephone 

number on the remote Motions Day praecipe. 

3) The Court will remove the case from the remote Motions Day docket and notify the 

moving party (or counsel) if the remote Motions Day praecipe does not include the required 

email address and/or telephone number for the judgment debtor. 

B. If judgment debtor’s email address and/or telephone number are unknown 

1) The matter shall be scheduled for an Uncontested 9:00am in-person hearing. 

2) Refer to website for available Uncontested 9:00am docket dates and filing deadlines. 

     www.alexandriava.gov/CircuitCourt    “Uncontested 9:00am docket” 

3) Call a court administrator at 703.746.4123 to schedule the hearing. 

4) File an appropriate praecipe in the Clerk’s office (Room 307) 

5) Deliver a mandatory copy of the praecipe to the 4th floor drop box. 

6) Provide a copy of the praecipe to the judgment debtor. 

 

6. Interpreter Services 

A. Instructions are available on Court’s website 

www.alexandriava.gov/CircuitCourt  >scroll to  “Interpreter Services”. 

B. Schedule interpreter. Contact Interpreter Services immediately upon filing the motion and 

praecipe (or responding to a motion).   

C. Forward meeting link. 2 days prior to the Motions Day hearing (after receiving the Court’s 

email with the meeting link and telephone call-in number, forward the email to Interpreter 

Services.  

D. Cancel interpreter if the hearing is canceled by calling a court administrator at 

703.746.4123. 

 

7. Motion to Compel 

A. Good Faith Certification  

1) Required if the Motion to Compel is due to deficient answers/responses, and not just that 

the opposing party failed to respond to discovery at all.  

2) Mandatory to be included in the body of all motions to compel.  

3) Failure to include the mandatory good faith certification in the body of the motion will 

result in the matter being removed from the docket.  

4) Good faith certification language is as follows:  

 “The movant has in good faith conferred or attempted to confer 

with other affected parties in an effort to resolve the dispute without 

Court action, pursuant to Rules 4:12(a)(2), 4:12(d), or 4:15(b).”   

B. Chart of Specific Deficiencies 

1) Mandatory if the motion to compel is due to deficient answers/responses. Not needed if 

the opposing party failed to respond to discovery at all.)\ 

2) Chart of Specific Deficiencies shall be provided by the Moving Party to assist the Court 

with efficient review of the motion to compel.  

3) Failure to include the chart of specific deficiencies will result in the matter being removed 

from the docket.  

http://www.alexandriava.gov/CircuitCourt
http://www.alexandriava.gov/CircuitCourt
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C. Court’s removal of Motion to Compel from the docket.  

1) The Court will remove a Motion to Compel from the remote Motions Day docket and the 

moving party will be contacted by a Judicial Law Clerk (staff attorney) if any of the 

following filing instructions were not followed.   

a. Failure to include the chart of specific deficiencies will result in the matter being 

removed from the docket; 

b. Failure to include the mandatory remote hearing language on the notice or remote 

motions day praecipe; 

c. Failure to include the mandatory good faith certification in the body of the motion to 

compel; or 

d. Failure to include the mandatory chart of specific deficiencies if the motion to 

compel is based on deficient answers or responses (the chart is not needed if the 

opposing party failed to respond to discovery at all). 

D. Moving party’s removal of Motion to Compel from the docket 

1) Call the Court.  Call a Judicial Law Clerk (staff attorney) at 703.746.4123 to verbally 

remove the Motion to Compel. 

a. Telephone call deadline: One day prior to the hearing date. 

2) File agreed order.  If a motion to compel is removed from the docket, an agreed order is 

required to be filed with the Clerk’s office (Room 307) and a mandatory copy delivered to 

the 4th floor drop box.   

a. Filing deadline:  One day prior to the hearing date. 

 

8. Removal of a motion by moving party (or counsel) of a motion prior to the Motions Day date. 

A. Call the Court. Call a judicial law clerk (staff attorney) at 703.746.4123 to remove their own 

motion from the motions day docket. 

1) Telephone call deadline: One day prior to the hearing date.  

B. Notify opposing counsel. The moving party notifies the non-moving party (or counsel) that the 

motion is being removed prior to the deadline. 

1) Deadline: One day prior to the hearing date. 

C. File removal praecipe in the Clerk’s office (room 307). 

1) Filing deadline: Within a reasonable amount of time.  

 

9. Set-date motion on a remote Motions Day 

A. There are numerous ways to set a trial date: 

1) All counsel or pro se litigants call a court administrator at 703.746.4123 together on the 

same telephone conference call.  

2) Remote Motions Day docket (the motion is to set a trial date). 

3) Term Day docket.  Refer to the “Term Day” section of the Court’s website for instructions. 

B. Motions Day Praecipe for Remote Hearings (updated 3/13/2026) is filed by the moving party. 

1) Title of motion is “Set date hearing”. 

2) A written motion is not necessary for a set-date hearing. 

  

https://www.alexandriava.gov/sites/default/files/2022-07/Remote%20Motions%20Day%20Praecipe%2007_14_2022.pdf
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C. At the set-date hearing.   

1) The case will be called by the judge. 

2) If the non-moving party appears remotely.   

a. The judge will instruct both parties to call a court administrator (703.746.4123) 

together on the same telephone call to set a trial date.  

b. Call a court administrator at 703.746.4123. All parties (or counsel) should be on the 

same telephone conference call.  

c. File Uniform Pretrial Scheduling Order  after setting the trial date. The document is 

filed in the Clerk’s office (room 307) within two (2) weeks (the Court will prepare 

such an order if it is not filed in the Clerk’s office within two weeks). 

3) If the non-moving party does not appear remotely.  

a. The judge will probably allow the trial date to be scheduled and instruct the moving 

party to call a court administrator (703.746.4123) to set a trial date. 

b. Call a court administrator at 703.746.4123.  

c. File Uniform Pretrial Scheduling Order  after setting the trial date. The document is 

filed in the Clerk’s office (room 307) within two (2) weeks (the Court will prepare 

such an order if it is not filed in the Clerk’s office within two weeks). 

 

10. Show cause orders returnable to a remote Motions Day hearing 

A. Scheduling.  Initial motion only. Show cause matters may be docketed only as an initial 

motion (deadline: On the Friday 2.5 weeks prior to the remote Motions Day) and not as an 

additional motion. 

B. Verified Petition (mandatory)in accordance with Section 8.01-274.1 of the Virginia Code. 

1) Filed in the Clerk’s office (Room 307). 

2) Mandatory copy delivered to the 4th floor drop box (so the judges are aware it was 

filed). 

C. Show cause order (mandatory) 

1) Prepared by the moving party 

2) Returnable to a specific remote Motions Day at 10:00am 

3) Mandatory language that must be included in the show cause order is below. All show 

cause orders without the mandatory language will be rejected. 

“The matter will be heard remotely via Microsoft Teams. DO NOT 

APPEAR IN PERSON AT THE COURTHOUSE.  Two (2) days 

prior to the hearing the links to the Motions Day dockets and 

Microsoft Teams meetings will be posted to the Court’s website 

(www.alexandriava.gov/CircuitCourt, scroll down to “Meeting 

Links”). Telephone numbers to be used by those participants who do 

not have internet access will also be posted.” 

4) Filed in the Clerk’s office (Room 307). 

5) Mandatory copy delivered to the 4th floor drop box (so the judges are aware it was 

filed). 

  

https://media.alexandriava.gov/docs-archives/circuit=court/info/uniformpretrialschedulingorder11142019.pdf
https://media.alexandriava.gov/docs-archives/circuit=court/info/uniformpretrialschedulingorder11142019.pdf
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.alexandriava.gov%2FCircuitCourt&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C5793b796840542b873bf08de52ebffdd%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639039370744926601%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=yxh1lxnd09zLBwkLAWroYVzFUiTrHIWyT9%2BNxGxL%2BhM%3D&reserved=0
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D. Remote Motions Day Praecipe (mandatory) 

1) Returnable to a specific remote Motions Day (the same date that is in the Show Cause 

order). 

2) Title of motion: Show Cause  

3) Filed in the Clerk’s office (Room 307). 

4) Mandatory copy delivered to the 4th floor drop box (so the judges are aware it was 

filed). 

E. After the show cause order is entered - Service must be effected on the person who is 

alleged to have violated the court order. Serve the following documents on the person: 

1) Show cause order (certified copy from the Clerk’s Office, Room 307) 

2) Accompanying motion or verified petition 

3) Praecipe for the specific motions day 

F. Proof of Service showing the date and method by which the person was served 

1) Filed in the Clerk’s office 

2) Mandatory copy delivered to the 4th floor drop box (so the judges are aware it was filed). 

G. Evidence for the show cause hearing. Evidence that will be relied on (includes testimonial or 

documentary evidence such as affidavits and supplemental affidavits, documents, exhibits, 

transcripts, witness lists, etc.) 

1) Exhibit labeling.  

a. Plaintiff’s exhibits shall be labeled P-1, P-2, etc.  

b. Defendant’s exhibits shall be labeled D-1, D-2, etc. 

2) Deliver the evidence/exhibits to the 4th floor drop box (not the Clerk’s office; Room 

307) 

3) Provide a copy of the evidence/exhibits to opposing counsel to be received prior to the 

deadline 

4) Filing deadline: On the Friday one half (.05) week prior to the Motions Day hearing. 

Late filed evidence may not be considered.  

5) If the evidence or exhibit is admitted by the Court during the Motions Day hearing, the 

evidence or exhibit will be retained by the Clerk of Court.  

H. Show cause hearing will go forward (held remotely via Microsoft Teams) if  

1) All necessary testimonial or documentary evidence and exhibits were timely filed; and  

2) The case is estimated to take 25 minutes or less; and 

3) The non-moving party either appears (with or without counsel) when the case is called by 

the judge; or does not appear but the moving party can demonstrate that the non-moving 

party was aware of the remote hearing and had access to the Microsoft Teams meeting link 

or telephone call-in number. 
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I. Show cause hearing will be continued to a date certain unless a judge agrees otherwise if  

1) All necessary testimonial or documentary evidence and exhibits were timely filed; and  

2) The case is estimated to last more than 25 minutes. 

3) Instructions to schedule for a date-certain. The judge will advise the parties to follow these 

instructions. 

a. Call Judges’ Chambers to schedule date certain. All counsel and/or pro se parties 

shall immediately call Judges’ Chambers  at 703.746.4123 together on the same 

telephone call to schedule a date-certain for the show cause hearing;  

b. File notice of hearing. The moving party (or counsel) shall file a notice of hearing for 

the new hearing date. File the original in the Clerk’s office; deliver a copy to the 4th 

floor drop box; and provide a copy to the opposing party (or counsel).  

 

11. Video conference instructions from the Court for remote Motions Day hearings. 

A. These instructions are included on the meeting invitation that is emailed to the moving party 

and all parties whose email addresses are included on the Remote Motions Day Praecipe. 

 
Alexandria Circuit Court 

Motions Day Videoconference Instructions 

[date] Motions Day 

  

a.       This email is being sent to you because you have placed a motion on the upcoming Motions Day or are 

a non-moving party in a case that has been scheduled on an upcoming Motions Day.  

 

  1)         You may disregard this invitation if you are moving party and have already removed your 

motion from the docket. 

  2)        The link below for the meeting will also be posted on the Court’s website 

at www.alexandriava.gov/circuitcourt (scroll to “Motions Day: Meeting Links and 

Telephone Call-In Numbers). 

  3)        The link may be forwarded by you to anyone you would like to attend the remote motions day 

hearing (parties, court reporters, etc.). 

b.      No response is necessary 

  1)        Do not respond to this email other than by accepting or declining the meeting invitation.  

  2)         Do not call or email the Court to ask that this invitation be sent again to additional recipients. 

You can do that yourself by simply forwarding the email. 

  3)         Do not call the Court to ask about who did (or did not) receive a meeting link. 

c.     Questions (other than above)?  Call Judges’ Chambers at 703.746.4123. 

  1)         All other questions? Call a Judicial Law Clerk. 

d.      Removal of docketed motions. Call a Judicial Law Clerk to remove your motion from the deadline.  

       (Deadline: one day prior to the Motions Day at 4:00 p.m.) 

 e.      Remote hearings only (refer to information below for attendance instructions). Do not come to Court 

unless specifically instructed to do so. 

  

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.alexandriava.gov%2Fcircuitcourt&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578362527%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=vESfsc7kOkxwKMLSv38%2FLDNosPryGKx3pByu98TRCEA%3D&reserved=0
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f.       Attend by Computer Using MS Teams (with audio and video) 

  1)      Download Microsoft Teams to your device prior to the Motions Day hearing if you have not 

already done so. Microsoft Teams is a free download available at www.microsoft.com. 

  2)     15 minutes prior to the start time of the hearing, click on the meeting link for the judge’s docket 

in which you wish to participate or observe. 

  3)      Mute your computer’s microphone until your case is called (see instructions below). 

  4)     Make sure you are in a quiet space where you will not be disturbed. during the 

hearing.  Eliminate all ambient noise in the room, even if you think the noise will not be 

picked-up on your microphone.  

5)       When your case is called the judge 

 a)  Alert the judge that you are present. Speak loudly and distinctly. 

 b)  Give a time estimate for the amount of time you believe your case requires. 

  6)       If you interrupt the court during any case other than your own, you will be muted and possibly 

removed from the court proceeding. 

  7)       Muting Instructions – computer’s microphone 

   a)     Mute you microphone until your case is called. 

    1.      To mute your computer’s microphone: press Ctrl+Shift+M 

    2.       To unmute your computer’s microphone: press Ctrl+Shift+M again. 

 

g.        To attend by Phone (with audio only) 

  1)       15 minutes prior to the start time of the hearing 

   a)      Dial the telephone number 

   b)       Enter the conference ID number. 

  2)         Make sure you are in a quiet space where you will not be disturbed. during the 

hearing.  Eliminate all ambient noise in the room, even if you think the noise will not be 

picked-up on your microphone.  

3)        Mute your telephone until your case is called (see instructions below). 

4)          When your case is called the judge 

 a)           Alert the judge that you are present. Speak loudly and distinctly. 

 b)          Give a time estimate for the amount of time you believe your case requires. 

 5)          If you interrupt the court during any case other than your own, you will be muted 

and possibly removed from the court proceeding. 

  6)          Muting Instructions – telephone 

   a)            Mute your telephone until your case is called. 

    1.       To mute your telephone: press *6 

                                                         To unmute your telephone: press *6 again. 

 

 

 

________________________________________________________________________________ 

Microsoft Teams Need help?  

Join the meeting now  

Meeting ID: ________________________  

Passcode: ____________________ 

 
Dial in by phone  

Telephone number to be provided to appear by telephone United States, Alexandria  

Find a local number  

Phone conference ID: ____________________  

For organizers: Meeting options | Reset dial-in PIN  

________________________________________________________________________________ 

 

https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.microsoft.com%2F&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578394743%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=uOrTNiVC0mVgyAVqogdrjL0aRawATapP9Yyb1alu4%2Fc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faka.ms%2FJoinTeamsMeeting%3Fomkt%3Den-US&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578414672%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Ijqg7i3E0JoX%2BrXqC3QgRuPgUZNV%2B9ciSXILs8jcbt8%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/ap/t-59584e83/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fmeetup-join%2F19%253ameeting_Zjk4ZTk4MGEtOGU4OC00NjNiLTg1ZDgtMDFmM2JhZmY3NmRh%2540thread.v2%2F0%3Fcontext%3D%257b%2522Tid%2522%253a%2522feaa9b31-4375-4aee-adcc-c76ad32a890b%2522%252c%2522Oid%2522%253a%25222935f8af-2471-44ee-b469-43c77898440d%2522%257d&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578433552%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=qclh8wnNIafbj5D7ipwkuwMw6%2BDLgRg1Ow1GoSAGgiw%3D&reserved=0
tel:+17037194698,,157875796
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2Fab9cca15-aa1b-4529-bfb5-1a7ddb881889%3Fid%3D157875796&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578451312%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gu17ScwYVteXdpksxFZa%2FWeGVhDWlz0w08tRtjWY1qA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2FmeetingOptions%2F%3ForganizerId%3D2935f8af-2471-44ee-b469-43c77898440d%26tenantId%3Dfeaa9b31-4375-4aee-adcc-c76ad32a890b%26threadId%3D19_meeting_Zjk4ZTk4MGEtOGU4OC00NjNiLTg1ZDgtMDFmM2JhZmY3NmRh%40thread.v2%26messageId%3D0%26language%3Den-US&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578469297%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2F6OQjeLym%2BKwo%2BruAGlCAERL%2B%2BJUk10VR%2BO%2F%2BS6w4uc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdialin.teams.microsoft.com%2Fusp%2Fpstnconferencing&data=05%7C02%7CLori.Knoernschild%40alexandriava.gov%7C7e20927789ac4eecadf108de4fa76826%7Cfeaa9b3143754aeeadccc76ad32a890b%7C0%7C0%7C639035777578488594%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=i4CSnORaTZn%2BBDkE%2FK8Tc%2FUi85Jrj%2B74e8tG30Uaino%3D&reserved=0

