STEPS FOR MAKING A TELEPHONE CALL

	Step 1:
Know the number you want to call.   
	726-2245



	Step 2:
Pick up the receiver and listen for the dial tone.
	[image: image1.wmf]


	Step 3:  
Press the number you want to call.

· There will be seven numbers if you are calling a local number.  For example, 726-2220.

· There will be eleven numbers if you are calling a long distance number.  For example, 1 (928) 669-0002.

· In an eleven-digit telephone number, the first set of three numbers is called the area code.  

· Always dial 1 before dialing the area code in a long distance number.
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	Step 4.
After you dial the number, the phone will ring or have a busy signal.

· Most people answer by saying, “Hello.” 

· Speak slowly and clearly into the mouthpiece of the telephone.
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	Step 5:
When you are finished talking, say, “Good-bye,” and gently hang up the telephone.
	



