Steps for Calling Directory Assistance

1.  Dial 411 to get a telephone number, a name, or an address for the person you wish to call.

2.  Wait for the operator.

3.  Be able to spell the name of the person whose number you need.  The operator may ask you to spell the name.

4.  Stay on the phone until an operator answers.

5. When the operator answers, you may be asked these questions.

     What city?

     What state?

     What listing? (name you are calling)

6. After you give the operator the information, he or she will say,” Hold for that number, please.”  

7. When the operator finds the number you want, he or she will tell you the number that you need.  It is a good idea to write the number on a piece of paper.

If there is no listing for the person whose number you want, the operator may tell you that there is no listing or that the person has an unlisted number.

8. Repeat the number back to the operator to make sure that you heard it correctly.

9. When you get the number you want, say, “Thank you.” and hang up the phone.

