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Speak cliNc'1y into the mouthpiece 

of your telephone with your lip• olON 
te it. 

Speak lllowly and diltinotly. 
Obtain telephone numbers from the 

laie.t Telephone Directory. Calling 
numbera from memory, or taking 
them from cards, letterheads, etc., 
may result in delays or wrong num­
ber connections. 
If the number is not fonnd in the 

Directory, call "Information" and 
when the number is obtained make a 
memorandum of it for future refer­
ence. 

When giving a number to the op­
erator, atate-(1) the name of the 
central office wanted, (2) each figure 
of the telephone number desired and 
(3) the party line letter, if there is 

. one. Numbers which are even hun­
dreds or even thousands should be 

·ven aa such, instead of each figure 
arately. 

Main 1273-"Main, One Two-Sev­
en Three." 

Main 4418.J-"Main, Four Four­
One Eight J." 

Main 2100-" Main, Two One-Hun­
dred.'' 

Main 3000-"Main, Three Thou­
Nlld." 

After giving the number lilten to 
U.. operator as she repeats it. If she 
repeats it correctly, say, "Yes" or 
"Right." If she does not repeat it 
eorreetly; 1111y, "No" and give the 
number again, more clearly if pos­
lible. 

After calling a number, remain with 
the ~Iver at your ear until the 
oalled number answers or until a defi­
nite report is received from the oper­
ator. If the called line is found in 
ue, the operator will report "The line 
is busy." (On calls to party lines, the 
busy report does not neces!U!rily mean 
that the particular telephone called is 
busy, but that some telephone on the 
line is in use.) If the number called 

faila to &D1Wer within a ,.,_.,l, 
time the operator will report " (oalled 
number) does not answer." 

Answer oal1a promptly in order to 
avoid a report of "does not answer" 
being given to the party calling. 

Do not remove the receiver from 
the hook until the bell has stopped 
ringing. 

When amwering a c&ll instead · of . 
saying "Hello," give your telephone 
number or name aa "Thia is Main 
9860," or "This is Brown & Com­
pany," or "This is Smith & Company, 
Mr. Jones speaking," etc. 

To recall the operator during a con­
nection move the receiver hook llowlr. 
up and down five or six times or until 
the operator answers. Do not move 
the hook rapidly as this may prevent 
the operator from receiving the de­
sired signal. 

Do not hang up the receiver until 
you are ready for the operator to take· 
down the connection. 

When you are not using the tele­
phone see that the receiver ia on the 
hook, large end down. 

TWO-NUMBER TOLL OALLS 
Two-Number Toll Oalla must be 

made by number in the same manner 
as local calls. If the telephone num­
ber is not in this directory it ma7 be 
obtained from the Information Oper­
ator. Charge is made if connection ia 
completed with the number called, the 
time for which the charge is made be­
ginning when the number called first 
answers. 

When a two-number toll connection 
is desired, give the number (preceded 
by the name of the exchange) to the 
first operator who answers and re­
main with the receiver at the ear un­
til the called number answers or until 
the operator reports. 

Collect Oall&-The charges on two­
number toll calls may be made against 
the telephone called, provided that 
the charges are accepted at that tele­
phone. Requests to have th!! charges 
collected at the called telephone 

lhould be made when the oall la given 
ti, the operator. 

LOlfG-DiiTUOZ OALLI 

To make a long-dinance (particu­
lar-person) toll call signal the Jocal 
oper~tor ID ~he regular way and aak 
f~r Long-Durtance. ''. When the long­
distance operator answers give her 
your_ c~ll, furnia~ing the' nece888ry 
details m the f9llowing order: 

1. The telephone number from which 
the call is made and y~ur name. 
. 2. T~e number of the telephone de-

sired, if known. • 

. _3._ The firm name or the name and 
m1t1ala of the person under whose 
name the telephone is listed and the 
stre~t address, if the telephone num-
ber 1s not known. . 

4. The name of the person with 
whom you wish to speak. 

5. '!he name of the alternate per­
son, if you are willing to talk with 
anyone else in case the person desired 
cannot be reached. 

6. 'J.'.he nai_ne of the city or town and 
state m which the desired person is 
located. 

Li~ten for the operator to repeat the 
details of your call and remain at the 

'telephone until she indicates that you 
may hang up the receiver. 

Messenger Oall.1-When necesaary a 
messenger will be sent to the address 
of the person desired requesting him 
to ~ome to a telephone, provided the 
calling party guarantees payment for 
the mess~nger service. The exact 
~mo~t disbursed for messenger serv­
ice will be charged in addition to the 
Comp~y 's charge for the telephone 
connection. 

O~llect Call&-Upon request of the 
calling party, the charges on a partic­
ular-person toll call, including mes­
senger charges, if any, will be collect­
ed from the called telephone, if such 
charges are accepted by the party 
called. Messenger charges must be 
guaranteed by the calling party in 
case the called party cannot be lo­
cated or refuses to accept the charge■. 
Requests to have the charges collected 

i~ 1 !h.i■ w_a7 should be made "''-·.._ 
vau r.; gweu to the Ioni-dUltallee op­
erator. 

Appointment Oal1a _ All appoiut­
ment to talk at a apeeified time lll&7 
be made by notifying. the long~ 
tance operator of the time at whieh 
the connection is desired. No extra 
charge will be made for appointment 
calls ( except for me1111enger servict ' 
when such service is involved), bnt 
the Company cannot guarantee the 
completion of the call at the exact 
time specified. 

~ve_ Word Call&-If the person 
desired 1s not immediately reached at 
the telephone called, the operator will 
at the request of the calling part,.' 
Ji:ave word (without charge) to hn~ 
hnn call when read7 to talk On 
"leave word" calls a mesaage ~ll be 
left at the. called telephone for the 
person desired to call a partieular 
long-dist.W?-ce operator. When the per­
son rece1vmg such a mesilage is read,. 
to talk, he should ask the first opera. 
tor who answers to connect him with · 
"Long-Distance." When the long,dia­
tance operator answers he should give 
~er t~e name . of the city or town call­
mg. him, s~,Ymg, "(point calling) i■ 
callmg me, and then upon request of 
the operator give his own name and 
telephone number. 

Repoi:ta-In case there is dela7 in 
completmg a call the long-distance op­
erator will advise the person calling 
at suitable intervals, regarding th~ 
cause of the delay. If an additional 
report is desired call "Long-Dia­
ton~e" and uk for the information 
desired . by first •;,inc, "Will 7011 
please give me a report on my call to 
(point called)" and then upon requen 
of the operator give 7onr own name 
and telephone number. 

_Requesta for Ohargea-If a patron 
wishes to be notified of the all\ount 
of the charges on his call he will save 
time b7 so advising the Jong-distance 
operator at the time of giving the call. 
If the request for such information is 
not made until th·e completion of con­
versation, nnavoidable dela7 may re-




