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FOUR THOUG HTFUL ITEMS 
OF 'TELEPHONE PROCEDURE 

I. Please answer promptly. 
2. Please be on the line when the 

porty you want answers. 
3. Pleose speak distinctly ond wit~ 

out hurrying, with the lips close 
to the mouthpiece. 

'4. Pleose repla ce the receiver 
gently when through talking. 
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