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Two friendly telephone habits: 

Hcwe you thought of having a 
11parote bu1lne11 Hating In the 
1'1••on• Dlrectorf under your 
•• nol'lle? The charte . for th"• 
11tro ll1tlngs is small, the con­
ft11lence often great. 

QUICK to answer when your bell 
rings; stow to hang up when you 
call someone who ddea not im· 
mediately respond. In colling 
others, remember that the called 
person may be almost there 10 

wait a few seconds longer. 
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Plea .. distinguish betWeen the 
black lefter .. 0 .. ond the red nu· 
meral "O" (zero) when dialing. 
le sure to bring your finger all 
the way around to the finger ltop 
for each letter or digit and then 
relea .. the dial without fordng or 
retarding its return. 
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An •xtension telephone is a 
1tep-saver in any home. 
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