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D e a r  C o u r t  R e p o r t e r ,

W e l c o m e  t o  F i r s t  L e g a l  D e p o s i t i o n s !  W e ' r e
d e l i g h t e d  t h a t  y o u ' v e  c h o s e n  t o  b e  a  p a r t  o f
o u r  o r g a n i z a t i o n .  

E n c l o s e d ,  p l e a s e  f i n d  a  c o l l e c t i o n  o f  i t e m s
a n d  r e f e r e n c e  m a t e r i a l s  w e  h o p e  y o u ' l l  f i n d
t o  b e  u s e f u l .  P l e a s e  t a k e  t h e  t i m e  n e c e s s a r y
t o  f a m i l i a r i z e  y o u r s e l f  w i t h  a l l  o f  t h e
i n f o r m a t i o n  i n  t h i s  W e l c o m e  P a c k e t .  

P l e a s e  d o  n o t  h e s i t a t e  t o  c a l l  o r  e m a i l  i f  y o u
h a v e  a n y  q u e s t i o n s ,  c o m m e n t s ,  f e e d b a c k ,  o r
s u g g e s t i o n s .  W e  a r e  h a p p y  t o  b e  o f
a s s i s t a n c e  a n d  l o o k  f o r w a r d  t o  w o r k i n g  w i t h
y o u !

S i n c e r e l y ,

T h e  T e a m  a t  F i r s t  L e g a l  D e p o s i t i o n s
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Y O U  A R E  P A R T  O F
S O M E T H I N G  T H A T ’ S  B I G G E R

T H A N  Y O U R S E L F ,  A N D
E V E R Y O N E  I S  A  V I T A L
P I E C E  O F  T H E  P U Z Z L E .

T o  o u r  V a l u e d  R e p o r t e r s ,

I t  i s  s u c h  a  p r i v i l e g e  t o  w e l c o m e  y o u  t o  t h e  F i r s t  L e g a l
D e p o s i t i o n s  f a m i l y .

A t  F i r s t  L e g a l ,  w e  p r i d e  o u r s e l v e s  o n  o u r  c o r e  v a l u e s  -
F a m i l y ,  I n t e g r i t y ,  R e s o u r c e f u l n e s s ,  S e l f - S u f f i c i e n c y ,
a n d  T r u s t w o r t h i n e s s .  L i k e  a  f a m i l y ,  w e  c a r e  a b o u t  o u r
c l i e n t s  a n d  w o r k  t o g e t h e r  f o r  t h e  h e a l t h  a n d  s u c c e s s  o f
t h e  w h o l e  c o m p a n y .  W e  c e l e b r a t e  e a c h  o t h e r ’ s
a c c o m p l i s h m e n t s ,  s t a n d  b y  e a c h  o t h e r  i n  c h a l l e n g i n g
t i m e s ,  a n d  s u c c e e d  t o g e t h e r .  W e  b e l i e v e  i n  p r a c t i c i n g
w i t h  i n t e g r i t y ,  d e l i v e r i n g  o n  o u r  p r o m i s e s ,  a n d  b e i n g
p e r s o n a l l y  a c c o u n t a b l e .  

W e  l o o k  f o r w a r d  t o  e x t e n d i n g  t h e s e  v a l u e s  t o  y o u .

I  h o p e  y o u  f i n d  t h i s  p a c k e t ,  m a d e  s p e c i f i c a l l y  f o r  o u r
r e p o r t e r s ,  t o  b e  u s e f u l  a n d  i n f o r m a t i v e .  I  d o  e n c o u r a g e
y o u  t o  t a k e  s o m e  t i m e  t o  r e a d  t h r o u g h  t h e  i m p o r t a n t
i n f o r m a t i o n  p r o v i d e d  h e r e  t o  f a m i l i a r i z e  y o u r s e l f  w i t h
w h a t  i t ’ s  l i k e  t o  w o r k  w i t h  F i r s t  L e g a l  D e p o s i t i o n s .  

W e  c o u l d  n o t  a c c o m p l i s h  w h a t  w e  d o  d a i l y  w i t h o u t  o u r
d e e p  a n d  l o n g - l a s t i n g  r e l a t i o n s h i p s  w i t h  o u r  t r u s t e d
R e p o r t e r  c o m m u n i t y .  I ’ m  v e r y  p l e a s e d  t o  w e l c o m e  y o u
t o  o u r  o r g a n i z a t i o n  a n d  l o o k  f o r w a r d  t o  o u r  c o n t i n u e d
g r o w t h  a n d  p a r t n e r s h i p !

W i t h  b e s t  w i s h e s ,

A l e x  M a r t i n e z
C E O ,  F i r s t  L e g a l

a  l e t t e r  f r o m  o u r  c e o
A L E X  M A R T I N E Z
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W E E K L Y  P A Y
a l l  p a y ,  i n c l u d i n g  c o p i e s ,  a r e  p a i d  u p f r o n t

F L E X I B L E
s c h e d u l i n g  o p t i o n s

C U S T O M I Z E D
t u r n  i n  o p t i o n s

S U P P O R T
F i r s t  L e g a l  w i l l  a l w a y s  h a v e  y o u r  b a c k !

R E W A R D S  P R O G R A M
T a k i n g  j o b s  w i t h  F i r s t  L e g a l  a u t o m a t i c a l l y  e n t e r s  y o u  i n t o  a  r a f f l e  d r a w i n g ,
w i t h  w i n n e r s  a n n o u n c e d  m o n t h l y !  

b e n e f i t s
O F  B E I N G  A  R E P O R T E R  W I T H  F I R S T  L E G A L
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J O B N O T I F I C A T I O N &
C O N F I R M A T I O N

Resourcecal@firstlegal.com will be 
your main source of contact leading 
up to your contracted assignment. 
Upon making yourself available or 
accepting an assignment, the 
Calendar Department will e-mail you 
job assignment details, including the 
case caption, notice and/ or subpoena 
(if provided), previous transcripts 
and/or word indexes, whether it is a rush 
delivery, and any standing orders. 

t a k i n g  t h e  j o b

D U R A T I O N

The job will continue until the
contracted matter is completed,
regardless of the estimated duration
set upon scheduling.
If your job ends early and you are
available for another assignment,
please contact the office.
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T R A N S C R I P T S
Regular delivery transcripts are due  on the 8th business day. 
All expedited transcripts are due no later than 12pm PST on the day the transcript
is due. 

j o b  t u r n  i n

J O B  T U R N - I N
Email your transcript and worksheet to: Production@firstlegal.com
Email your invoice to: Depobilling@firstlegal.com

Or, submit everything through our portal; Email resourcecal@firstlegal.com to set
up your account.
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E X H I B I T S
Collect all exhibits before leaving location, whether in person or remote. 

Send electronic exhibits to Production@FirstLegal.com.
Send physical marked exhibits to: 
Production, First Legal Depositions
1517 Beverly Boulevard
Los Angeles, CA 90026

j o b  t u r n  i n

O R D E R S
No order forms need to be signed. Obtain orders on the record or in writing via
email. For hearing transcripts, forward any email confirmation of copy orders to
First Legal. 

Please be sure to indicate all orders, including expedites and roughs, on your
worksheet of choice.
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1

Visit:
www.alservicelink.com/firstlegaldepositions

2

Enter your your username and password:

3

View upcoming jobs on your
Calendar
View items due in to First Legal
View your payments for jobs
processed
Upload files for a job (ASCII,
exhibits, invoices, etc.)

Once logged in, your dashboard
will appear. Here, you will be
able to:

p o r t a l  l o g - i n
S E R V I C E L I N K  P O R T A L  I N F O R M A T I O N
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Once the job information is open, click on: 
“Files/Notices” → "Add"

2

On the left hand menu, you will find the
"Activity" dropdown menu. Here, you will
find a list of all jobs taken where you are
able to sort the list by Status, Date Range,
or even a Keyword.

Click on: 
"Activity," → "Jobs" → job number you will
be uploading a file for.

1

u p l o a d i n g  a  f i l e
S E R V I C E L I N K  P O R T A L  I N F O R M A T I O N

Once on this page, you may drag and
drop files into the section labeled
“Drop files to upload”. You may also
click where it says “(or click)” and
your computer files will open. From
there you'll be able to upload which
files you will be submitting.

After all files have been uploaded,
click “Next”

3
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4

For example, type “ASCII” or “Exhibit
_” as a description. 

The next page will have you enter a
description for the file(s) you uploaded. 

Then, click “Next” once descriptions
have been entered.

U P L O A D I N G  A  F I L E  -  S E R V I C E L I N K  P O R T A L  I N F O R M A T I O N

Next, designate which deponent the
files are for (this is important when
dealing with multiple deponents)

Once designated, click “Save”

5

Once saved, the page will show an
Upload Date. This confirms that the
file(s) has/have been submitted to our
portal

6
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R e p o r t e r
W O R K S H E E T

We like to give our reporters options. For those who don’t want to use our Portal,
please use the reporter worksheet on the following page to submit your work.
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1517 W BEVERLY BOULEVARD, LOS ANGELES, CA 90026
855.348.4997

PRODUCTION@FIRSTLEGAL.COM

REPORTER NAME:

CASE NAME:

JOB #: DATE OF JOB:

DEPONENT(S):

J O B  T Y P E :

DEPOSITION, BUSINESS

DEPOSITION, PERSONAL INJURY

DEPOSITION, WORKERS' COMP

DEPOSITION, DOCTOR

DEPOSITION, EXPERT

HEARING

TRIAL

ARBITRATION

DEBTOR'S EXAM

CERTIFICATE OF NON-APP

OTHER: 

A D D I T I O N A L  S E R V I C E S  ( C H E C K  A L L  T H A T  A P P L Y ) :

REMOTE (VIDEO)

TELEPHONIC

VIDEOTAPED

INTERPRETED

REALTIME

ROUGH

# EXHIBITS

O R D E R S :

HEARING/TRIAL - HOLD NOTES? NOYES IF YES, ESTIMATED PAGES:

O&1

COPY 1

COPY 2

COPY 3

R E A D  &  S I G N :

PER CODE? NOYES IF YES, SEND TO:

A D D I T I O N A L  N O T E S :

ROUGH  REALTIME
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1

Email Production@FirstLegal.com for a
complimentary shipping label.

2

Send First Legal your address and the
First Legal job number associated

with the exhibits.

3

Ship your labeled exhibits to: 
Production, First Legal Depositions

1517 Beverly Boulevard
Los Angeles, CA 90026

If you need to contact production please email: production@firstlegal.com or call: 858.348.4997

s h i p p i n g
Y O U R  E X H I B I T S
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g e t t i n g  p a i d

First Legal Depositions offers flexible
turn-in options and up-front pay for all
Court Reporter work - including copies. 

In order to be paid for your job, you must
turn everything in (ASCII, exhibits,
worksheet, and invoice) by Thursday
12PM PST. You will then be paid the
following Friday. Please refer to the cut
off/pay dates below.

T U R N - I N  T I M E L I N E

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving
Day After Thanksgiving
Christmas Day

Reporters are paid every Friday. 
The cutoff deadline for reporters to
submit their work is Thursday at 12PM to
receive payment for the following
Friday. 

Please note that the following holidays
are not counted as business days:

C U T O F F  &  P A Y  D A T E S
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A I M E E  
B E C K H A M

L O R E N Z  L I M P A U L  S A N D E R S

r e p o r t e r  f o r m s
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NAME:

S.S. OR TAX I.D. #:

EMERGENCY CONTACT:

HOW LONG HAVE YOU BEEN REPORTING?:

AREAS YOU COVER:

TYPES OF JOBS YOU HAVE EXPERIENCE IN:

SOFTWARE:

OTHER CERTIFICATIONS (RPR, CRR, ETC.):

ADDRESS:

CITY: STATE: ZIP:

CSR #: YEAR PASSED CSR TEST:

CELL PHONE #: CELL PROVIDER:

EMAIL ADDRESS: HOME PHONE #:

AUDIO TRANSCRIPTION?:

DO YOU PROVIDE REALTIME?:

EXTRA LOANER LAPTOPS?:

DO YOU HAVE A PROOFER?: IF YES, HOW MANY LAPTOPS?:

DO YOU HAVE A SCOPIST?:

IF YES, PLEASE INDICATE THE PROGRAMS YOU USE:

DO YOU TAKE HEARINGS/TRIALS?:
IF YES,  PLEASE INDICATE WHICH COURTROOMS YOU ARE FAMILIAR WITH:

ARE YOU LICENSED AND/OR A NOTARY IN ANY OTHER STATE BESIDES THE CURRENT STATE

YOU RESIDE IN?: NOYES

NOYES

NOYES

NOYESNOYES

NOYES

NOYES

PLEASE INDICATE YES OR NO:

IF YES,  PLEASE INDICATE WHICH STATE(S):

R E P O R T E R  F O R M S :  R E P O R T E R  I N F O R M A T I O N  S H E E T
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Please complete this form and return it to DepoBilling@FirstLegal.com

Be sure to include a voided (cancelled) check from your checking account. The details 
from the check will be used to verify the account details. If you do not have a voided 
check, please obtain a pre-filled direct deposit form from your bank authorizing First 
Legal / Legal Filing Process to make deposits and return along with this form.

D I R E C T  D E P O S I T  A U T H O R I Z A T I O N  N O T E

NAME: BANK/FINANCIAL INSTITUTION:

SOCIAL SECURITY NUMBER: STATE:CITY:

AUTHORIZED SIGNATURE: DATE:

I authorize Legal Filing and Process,Inc. and the above Financial Institution to
deposit my net pay and/or flat amount automatically into my account(s) each payday,
and to initiate any necessary adjustments for entries made in error to my account.

ATTACH VOIDED CHECK

PRIMARY ACCOUNT NUMBER:

ROUTING NUMBER:

PLEASE CHECK THE APPLICATION OPTION

CHECKING: SAVINGS:

R E P O R T E R  F O R M S :  D I R E C T  D E P O S I T  F O R M
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R E P O R T E R  F O R M S :  W - 9 ,  P A G E  5  O F  6

23
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t e s t i m o n i a l s

" I  L O V E  M Y  T E A M ! !  T H A N K
Y O U  F I R S T  L E G A L ! "

"First Legal Depo is and has always been a
first-class operation. I look forward to

working together in 2021!" 

"I have had nothing but a great
experience with First Legal! Their

customer service is fast and efficient
and they even have a mobile app, which
is so convenient to use! The staff was

the deal breaker for me. Everyone is so
friendly and nice. They should be called

Second Legal because their customers is
what really comes first." 

"As a court reporter this is my favorite
agency to work for. The staff is amazing.
First Legal really cares about its clients

and team of court reporters"
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Production@FirstLegal.com

DepoBilling@FirstLegal.com

855.348.4997

855.348.4997

www.firstlegaldepositions.com

P R O D U C T I O N :

P A Y A B L E S / B I L L I N G :

F I R S T  L E G A L  D E P O S I T I O N S :

ResourceCal@FirstLegal.com

C A L E N D A R :

c o n t a c t
i n f o r m a t i o n

DepoClientCare@FirstLegal.com

C L I E N T  C A R E :
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