Please complete the assignment listed below as soon as possible.  

Email it back to Ellen at ldd.job.app@gmail.com.  

Once she receives your completed assignment she will schedule a phone interview with Katrina.

To complete your assignment, email this completed form and six (6) photographs related to the Courthouse in the County you will be delivering in.  If your Courthouse does not allow photos, please take the pictures that you can (i.e. just the front door) and provide an explanation as to why the remaining photos could not be taken.  

1. Front of the building where you will be entering to make your deliveries.

2. The Court Clerk’s window showing the document receptacles.

3. The time & date stamp.

4. The regular date stamp.

5. The clerk’s window where the Courtesy Copy is left for the Judge.

6. The tray or receptacle for the Judge’s Courtesy Copy.
For an example of the photos, please visit the “Instructions” tab on this website and go to the bottom of the page on click on this button:

[image: image1.png]CLICK HERE TO WALK THROUGH A DELIVERY FROM START TO FINISH




If you believe it to be helpful, print this assignment sheet, as well as the Instructions sheet that opens by clicking it, and bring it with you during your visit to the Courthouse.  
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To be a prepared LDD Delivery Agent capable of handling all emergency the following contingency information is required.  

Life happens.  LDD agents are always ready (
Please list the names of two (2) taxi companies and their telephone number(s) if your vehicle is unexpectedly inoperable.

	Taxi Company
	Telephone Number
	Alternately Number

	
	
	

	
	
	


Please list the names of two (2) neighbors, friends or family members and their telephone number(s) that you can rely on in an emergency in proximity.

	Name
	Relationship
	Telephone Number(s)

	
	
	

	
	
	


Please list the name of a copy center close by in case you experience equipment failure (un-resolvable computer virus, broken printer, power outage or Act of God event in your neighborhood, etc.).  Include their physical address, telephone number and email address where digital files can be sent.   

	Name of Photocopy Center
	

	Physical Address
	

	Telephone Number(s)
	

	Email address
	


Do you currently have high-speed Internet service?

So that you know whom to contact in case your Internet service is not working, list the technical support phone here:

Technical Support Phone Number of your cellular provider:

Where will you go to replace your phone on the same day if it is lost or damaged?

	Address where you can purchase a replacement phone
	

	Days and hours store is open
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