CLERK OF CIRCUIT COURT

CITY OF ALEXANDRIA

EIGHTEENTH JUDICIAL CIRCUIT OF VIRGINIA
520 KING STREET, ALEXANDRIA, VA 22314
WWW.ALEXANDRIAVA.GOV/ CLERKOFCOURT

(703) 746-4044 e
J- GREG PARKS MARILYN DELGADO

Chief, Civil Division
Clerk of Court JESSICA FEBLES-LEE
JOHN KNIPPENBERG Chief, Criminal Division
Chief Deputy DAVID PIERCE
BENJAMIN ORTIZ Chief, Land Records Division
CoPY REQUEST FORM

Requests for copies are $.50 per page for copies, or per image, if sent electronically as required by Va.
Code §17.1-275(A)(8). If you do not include payment with this form, a Deputy Clerk will contact you regarding
fees owed for your request. If payment is not received within 30 days, your copy request will be discarded.
Complete copy requests are processed within 5 business days. We are not responsible for delays in mail
delivery. Make check or money order payable to “Clerk of Court”.

Request Date: Case Number:
Case Name: (Plaintiff) v. (Defendant)
Date Filed/Entered: # of copies:

Document Name:

Type of Copies: Regular [] Certified [ ] Triple Seal []

FEES: $.50 per page for paper copies or per image:

Regular Copies: $.50 per page or image
Certified Copies: $.50 per page plus $2 per document certified

Triple Seal Copies: $.50 per page plus $2.50 per document under triple seal

Requesting Party: Relationship to Case:

Phone: Email address:

Address:

|:| I will pick up my copies (Courthouse, Room 307)

[[] Please mail my copies to the address listed above. (Self-addressed, stamped envelope enclosed.)

[[] Please email my copies to the email address listed above. (Not available for Certified or Triple Seal.)

OFFICE USE ONLY
Request received By: Date:

Payment received By: Date:

Request completed By: Date:




