Preparation for Virtual Hearings
· Know Judge’s Virtual Hearing Protocol (on Court’s Website).
· Communicate when necessary with other side in advance of hearing.
· Any objections to exhibits?
· Stipulate to facts not in dispute.
· Timely pre-file exhibits, and witness list (some Judges require filing at least 48 hours in advance of hearing).
· File Declaration as direct testimony and bases for admission of documents into evidence (some Judges require this).
· Share all pre-filed exhibits with opposing counsel, any witnesses and other parties attending the hearing.
· Communicate with Chambers re Zoom link and attendees.
· Communicate with own witness before hearing to ensure witness can dial into Zoom hearing.
· Must have witness available, even if proceeding by proffer.
· MOVE FOR ADMISSION OF EXHIBITS when appropriate. 
· Review Zoom “How To” Videos to familiarize yourself with the features (particularly screen sharing, mute and video on/off).
· Timely log in to Zoom before hearing.  It is critical that the Court knows who is attending. 
· Confirm with Judge’s staff handling technology who can share screen if you plan on using this feature.
· MUTE yourself when you are NOT SPEAKING.
· Make certain your witness MUTES when NOT SPEAKING (should be most of the hearing).
· If want to converse privately – 
· Can request break-out room; or 
· Request to be put back in virtual “lobby,” MUTE yourself and use cellphone to communicate.
· Use screen share to highlight portion of document when referencing. Ask Judge if okay to do so before sharing screen and highlighting.
· If sharing screen, do not have other documents visible that you don’t want all of the participants to see.
· Prepare for potential rebuttal evidence; need to be efficient.
· Have ready to use and file.
· Share screen can be used to show exhibit.
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