LISTING STANDARD & REGULATIONS


AT&T
Southeast Region
Listing Standards and Regulations

July 2015 Update
The attached documentation provides a general outline of the standards and regulations concerning listings.  This is a condensed version of a larger document, and does not get into the ethics portion of AT&T standards.  The attached is developed to assist the user in better understanding AT&T guidelines.  
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GENERAL

This section outlines the types of listings available, regulations concerning listings and methods of achieving accuracy.

The objective of this practice is to provide information to enable individuals to handle requests for listings in an accurate and uniform manner.  YP Holdings LLC, as publisher, reserves the right to determine what appears in the directory regardless of regulations.

COMPONENTS

In order to publish listings directly from mechanized service orders, it is necessary that the listing information be arranged and coded to properly divide and designate the component parts of the listing.  Listings are composed of some or all of the following parts, arranged in the order indicated:

1. Surname or name of business

2. Given name(s) or initial(s)

3. Title, Degree, or Professional Suffix

4. Designation (when used)

5. Address

6. Telephone Number - Customers may use alphabetical characters (words) to publish as their telephone numbers in all areas except for North Carolina and Alabama.  

All listing information is stored in the BellSouth On Line Customer Record Inquiry System or what is also referred to as BOCRIS and is transmitted to AT&T daily.  A copy of the Customer Service Record, from BOCRIS, is available to CLECs via LENS, ROBOTAG and other electronic interfaces.     

CUSTOMER SERVICE RECORD - 

The purpose of this section is to aid you in reading and understanding the Customer Service Record (CSR).  All data on the CSR is shown in capital letters; however, when AT&T receives the information our system translates and publishes the data in upper and lower case letters.  The CSR may have characters / symbols that alters the normal appearance of a listing and provides instruction for publishing.       

Listed below are characters / symbols that you may encounter when viewing the Customer Service Record. The only characters / symbols acceptable in published listings are ampersands, apostrophes, colons, dollar signs, hyphens, number signs, parentheses, percent symbols, periods, quotation marks and virgules.

As a CLEC, you must submit your listing requests on the LSOG4 Directory Listing (DL) and Directory Service Caption Request (DSCR) forms and be accompanied by the Local Service Request (LSR) and End User form (EU).  

All entries on these forms must be typed in upper and lower case print.  Your request will print exactly as you have shown it on the form.  

SPECIAL CHARACTERS

ONLY ENTER THE CHARACTERS / SYMBOLS ON THE DL OR DSCR FORM THAT ARE IDENTIFIED AS "PRINTS IN THE DIRECTORY"
AMPERSAND:    &
The ampersand is used in lieu of the word “and” in a firm name listing. 

When used in a listing the ampersand will print in the directory.

CSR Appearance



Directory  Appearance
SMITH; & JONES CO


Smith & Jones Co

THE AMPERSAND PRINTS IN THE DIRECTORY

APOSTROPHE  ’ 
The apostrophe is used to denote possession or ownership in the listed name data. An "S" follows it, unless the word ends in "S" in which case, the apostrophe follows the "S". It can also be used as an accent mark, when required, in the spelling of a proper name.
CSR  Appearance



Directory Appearance
MARIE’S; CATERING


Marie’s Catering

HARRIS’; CATERING


Harris’ Catering

THE APOSTROPHE PRINTS IN THE DIRECTORY

ASTERISKS * 
Asterisks are used to indicate that normal capitalization rules are reversed for the character immediately following. When an * appears, the normal capitalization rules are reversed.

CSR Appearance



Directory Appearance

123 EAST PONCE *DE LEON

123 East Ponce de Leon

A*A*A; TRAVEL AGENCY


AAA Travel Agency 

FRENCH, MICHAEL J + I*I*I,  PH*D
French Michael J III PhD

ASTERISK'S DO NOT PUBLISH IN THE DIRECTORY

At Sign:  @

The @ sign can be used as the first character of the Listed Address or Service Address data to indicate the absence of a house or building number. 

CSR Appearance


Directory  Appearance

@HWY 24 W


Hwy 24 W

THE AT SIGN DOES NOT PUBLISH IN THE DIRECTORY

COLON:     :


The colon may be used in special miscellaneous calling information such as Special Listing Text" listings. It is most commonly used between the hours and minutes when time is shown in the listing text information.


Example of a CSR with an SPL Listing:


SPL (AK) 
(SEARS; ROEBUCK AND CO--)




(1) (RETAIL STORE--)




(2) 1627 OPELIKA RD)




(3) YOU MAY DIAL DIRECT TO THE FOLLOWING




      DEPARTMENTS/TN 777-2000)




(4)  AUTOMOTIVE--(PRE)

(5) MON-SAT 7:30 AM-8:30 PM SUN 12 PM-6 PM

THE COLON IS ALLOWED TO PRINT IN THE DIRECTORY

CAPITALIZATION: 

The first letter of each word is automatically capitalized as well as the first letter immediately following a space, hyphen, virgule and apostrophe. 

For example:



CSR Appearance


Directory Appearance


BARNETT, THOMAS A

Barnett Thomas A


N*A*P*A; AUTO PARTS

NAPA Auto Parts


HINDS;-BARLOW ENGRAVERS
Hinds-Barlow Engravers


JONES’; AUTO SERVICE

Jones’ Auto Service



CUB; FOODS/PHARMACY
Cub Foods/Pharmacy

Commas  , 

Commas are inserted after the first entry in a business listing to denote the finding word for a surname or a personal name and before an educational degree. In an address, commas are inserted before a community name and before a state name. 

CSR Appearance



Directory Appearance

THOMAS, JERRY, M*D


Thomas Jerry MD


LACEY, MARK G



Lacey Mark G


987 MAIN ST, BIRMINGHAM, AL

987 Main St Birmingham Al


234 APPLE LN, JACKSON

234 Apple Ln Jackson


, MACON




Macon

COMMAS DO NOT PUBLISH IN THE DIRECTORY

DOLLAR SIGN:      $

A dollar sign can be used as part of the firm name listing, but not as the first character of the finding word. 

CSR  Appearance:

 

Directory Appearance



BUCK’S; $5 STORE:



Buck’s $5 Store

THE DOLLAR SIGN PRINTS IN THE DIRECTORY

HYPHENS 

SINGLE  -

A single Hyphen is printed between certain prefix words, compound words, house numbers, and suffixes to house numbers, and precedes the last four characters of a telephone number.  When compound names are the finding word they will be alphabetized by the first word in the hyphenated name (unless PLA is shown.) 

CSR  Appearance 



Directory  Appearance
TWO-PESO’S; MEXICAN GRILL

Two-Peso’s Mexican Grill

A SINGLE HYPHEN PRINTS IN THE DIRECTORY

DOUBLED  - -

Appear at the end of listing text data that is to be identified as a Caption or Subcaption Header within a caption arrangement.  

All subsequent lines of text suffixed by double hyphens are considered sub-caption headers within a caption set arrangement. 

THESE HYPHENS PUBLISH IN THE DIRECTORY AS ONE LONG DASH.  DO NOT ENTER THIS SYMBOL ON YOUR ORDER!

NUMBER SIGN:     #







The number sign is used to indicate the union, lodge, etc. number in a listed name. The number sign will print in the directory. NOTE: The number sign cannot be the first character in a Listed Name.

CSR  Appearance



Directory Appearance

National; Union Local # 461

National Union Local # 461

THE NUMBER SIGN PRINTS IN THE DIRECTORY

PARENTHESIS: 

SINGLE  ( )


A single parenthesis is used to enclose listing instruction codes and additional listing identifiers. They are also used to indicate established captions, indented listings and guideline data. 

CSR Appearance

LN  (NON-PUB) JENNY; CRAIG WEIGHT LOSS CENTRES 

AL (I) TOM; THUMB STORES

MACY’S;--(PRE) (1)
SINGLE PARENTHESIS AND ANYTHING ENCLOSED IN THEM WILL NOT PRINT IN THE DIRECTORY FROM THIS RECORD

PARENTHESIS (DOUBLE):   (( ))



Double parenthesis is used to represent a nickname.  Remember, CLEC's never show this symbol on your DL or DSCR forms.  

CSR  Appearance



Directory  Appearance
HAYES, WILLIAM ((BILLY)), M*D

Hayes William (Billy) MD

ONLY A SINGLE PARENTHESIS PRINTS IN THE DIRECTORY WHEN DOUBLE PARENTHESIS IS SHOWN ON THE CSR.

PERCENT SIGN:     %





The percent sign can be used as part of a listed name and will print in the directory. The percent sign cannot be the first character in a listed name.

CSR  Appearance



Directory  Appearance

FIVE; & TEN % DISCOUNT STORE
Five; & Ten % Discount Store

THE PERCENT SIGN PRINTS IN THE DIRECTORY

PERIOD:     .







The period may be used in a firm name listing. (i.e. Internet Companies, Radio Stations, etc.)

CSR  Appearance



Directory Appearance

R*O*C*K; 99.5 F*M



ROCK 99.5 FM

THE PERIOD PRINTS IN THE DIRECTORY

PLUS SIGN:  +






The plus sign is used to separate the name from lineal descent. 

CSR  Appearance



Directory Appearance

MARTIN, HENRY B + I*I*I


Martin Henry B III

ROSS, CARL R + JR, COL

Ross Carl R Jr Col

THE PLUS SIGN DOES NOT PUBLISH IN THE DIRECTORY.

QUOTATION MARKS " "

Quotation marks are used with the access code "1".  Only one set of marks " is used in issuing service orders and published in the directory.




Directory Appearance

Ritz Carlton Hotels

    Toll Free Dial '1'  & Then  800 241 3333

QUOTATION MARKS PRINT IN THE DIRECTORY

SEMI-COLON:  ;
Semi-colons are inserted after the finding word, letter or group of letters in a firm name listing. The semi-colon is used to sort (alphabetize) listings appropriately in the published directory. 

CSR  Appearance



Directory Appearance
BANK; OF TENNESSEE


Bank Of Tennessee

N*A*P*A; AUTO PARTS


NAPA Auto Parts

HALL;-MEYERS JEWELERS

Hall-Meyers Jewelers

THE SEMI-COLON DOES NOT PUBLISH IN THE DIRECTORY 

VIRGULE 

(SINGLE):  /
The single virgule (slash) is used on the Customer Service Record to identify field identification information.  The single virgule does not print when identifying a FID however if the single virgule indicates a fraction within the listed name or address data then the single virgule will print.

CSR  Appearance


Directory Appearance
191 1/2 Main St 


191 1/2 Main St

 (DOUBLE):     //
Double virgules are used to indicate a single virgule is to publish as part of a listed name. 

CSR  Appearance



Directory Appearance

KROGER; FOOD//PHARMACY

Kroger Food/Pharmacy

A SINGLE VIRGULE WILL PRINT IN THE DIRECTORY WHENEVER A DOUBLE VIRGULE APPEARS ON THE CSR

LISTING TYPES

There are three types of listings, they are the Straight Line, Straight Line Indent (SLU Set), and Caption Arrangement.  

STRAIGHT LINE LISTING -

A Straight Line Listing is a listing that consists of a name, designation (when applicable), address (when applicable), and telephone number.  Such listings are also referred to as full line listings. 

Directory Appearance


Moseley Marie A
385 Holcomb Rd Guntersville………
787-3088


Royston Katrina
385 Holcomb Rd Guntersville………
787-3088

Some listings, due to the length of the listed name, address or calling phrases appear to be indented in the directory.  These are overrun listings and not an indent.

Overrun Straight Line Listing:


Cuisine Du Jour



       Culinary Instruction………………..333-4905

STRAIGHT-LINE (or FULL LINE) INDENTION ARRANGEMENT (SLU SET) 

When a customer has more than one listing with the same name, the listing may appear in a listing set arrangement known as a Straight Line Indent Set or Caption Set, in order to avoid repetition of the name on the listings.

Straight Line Indention Arrangements consist of a straight-line listing and one or more indented listings.  Straight-line indentions may be composed of all personal name business listings (identical in name), all residence listings (identical in name), or a combination of business and residence listings.  Straight-line indentions may also include one business listing with more than one residence listing.

Shown below are the listings as they appear as duplicate Straight Line Listings and their new Straight Line Listing Set appearance.

For Example:

(before appearance):


Thomas Alexander MD 70 W Paces Ferry Rd……….
770 708-2612


Thomas Alexander MD 108 Elmwood Av…………….
770 771-2211

(after appearance):


Thomas Alexander MD 70 W Paces Ferry Rd……….
770 708-2612

    Res 108 Elmwood Av………………………………….770 771-2211

INDENTED LISTINGS - 

Any listing indented under a straight-line listing, caption or sub-caption listing.  There are two types of indentions: directive text and address indents.

(1)
Directive text indents include text that describes the name of branches, departments, functions, etc.  An address may be shown with a directive text indent.  Examples are:

Res

Children’s Telephone

Fax Line

If No Answer

Reservations

Sales Ofc

(2)
Address indents show only the address and telephone number.  No text describing the location is shown.


545 Broadway----------------------------224-1212

NOTE:
The name shown in the straight-line listing (or caption/sub-caption is not repeated in the appearance of the indented listing.

CAPTION ARRANGEMENT - 

A Caption Arrangement is created when a business customer has two or more business listings with identical names.  

Shown below are the listings as they appear as duplicate Straight Line Listings and their new Caption Arrangement appearance.

For Example:

(before appearance):


Eckerd Drugs 211 Lavista Rd…………………..
770 765-5444


Eckerd Drugs 108 Lawrenceville Hwy…………
770 506-1123

 (after appearance):


Eckerd Drugs--

211 Lavista Rd…………………………………
770 765-5444

108 Lawrenceville Hwy……………………….
770 506-1123

In addition to Indented Listings all Caption Arrangements must have a Caption Header and may or may not have a Sub-caption.  The items are explained on the following page. 

CAPTION HEADER - 

A caption header consist of a business name, and in some cases a designation and/or address, listed without an address or telephone number, introducing two or more listings for the same customer.  Caption Headers may be business listings, residence listings or a combination of both.

SUB-CAPTIONS - 

Sub Captions are usually Directive Text common to two or more listings under a caption.  Sub-captions usually further define the caption, such as “branch offices”, “departments”, etc., and are shown without a designation, usually without an address, and always without a telephone number.  Sometimes a customer may request their address to be a Sub-caption. 

Listed below is an example of a caption with all of the components identified. 

Directory Appearance:

Atlanta Braves Baseball Club--



Caption Header


General Office……………………………….
404 777-1000 
Indented Listing


Tickets--



Subcaption


Season Tickets…………………………...
404 777-1080
Indented Listing


Single Game Tickets……………………..
404 777-1111
Indented Listing


Braves Clubhouse Stores--



Subcaption

CNN Center…………………………….....
404 723-6789
Indented Listing

North Point Mall…………………………..
770 719-4301
Indented Listing

Turner Field 755 Hank Aaron Dr SW--



Subcaption


Tour Information………………………….
404 614-2311
Indented Listing

Braves Museum…………………………..
404 614-2310
Indented Listing
LISTING REGULATIONS AND POLICIES 

The directory should be kept clear of unnecessary, promotional or ambiguous listing information to protect the users of the directory and the Company against the use of unacceptable and misleading listings.  

Fictitious names, e.g., Oldsmobile Dealership by Michael’s, in listings are not acceptable nor contemplated by General Subscriber Services Tariffs filed with the Public Service Commissions.  Customers who do not wish to be listed in the directory are provided Non-Listed or Non-Published listing service at the tariffed rate.

MAIN LISTINGS

A main listing is the listing furnished to a customer without charge with local exchange service.  A main listing usually consists of the name, designation (if applicable), address and telephone number.  Generally, main listings consist of or include a personal name and are alphabetized by surname.  If a customer requests the listing be alphabetized by a given name, the request should be handled by suggesting an additional listing.


Main Listing - Smith Kevin Television Service


Additional Listing - Kevin Smith Television Service

(a)
If the article “The” is included for identification purposes or clarity, it should be the last word of the name.



Pizza Hut The  123 Main St------------------------------444-5944

(b)
NON-LISTED LISTINGS - A “Non-Listed” listing is one that is omitted from both the White Pages and Yellow Pages directories, but information regarding the listing is given out by Directory Assistance.




INLST (NON-LIST) JONES; HARDWARE & SUPPLY CO

(c)
NON-PUBLISHED LISTINGS - A “Non-Published” listing is one that is omitted from both the White Pages and Yellow Pages directories and calls can be completed only when the number is known.  


Non-Published listings appear in the Directory Assistance records and include the name and address with an entry of “NP” in lieu of a telephone number.

ILN (NON-PUB) JONES; HARDWARE & SUPPLY CO 

RESIDENCE

(1)
Generally, a residence listing consists of a surname, given name or dual name and/or initials, the address of the premises at which service is rendered and the telephone number.  The main listing is ordinarily the name of the individual who subscribes for the service, but the listing may be in the name of a second party so designated by the customer.  Additional listings may be furnished in the names of relatives, including those by marriage, domestic employees of the customer, or other person residing in the customer’s domestic establishment.  Nicknames, professional names and married women’s maiden names are permissible.

(2)
When a single name listing is requested by the subscriber, i.e., JENNIFER; the Company may require satisfactory evidence as to the validity of the requested name.  This is valid for business listings only.

BUSINESS

(1)
Generally, a business listing consists of a name, dual name (nickname only), a designation descriptive of the subscriber’s business, if not self-explanatory, the address, and the business telephone number.  The main listing is ordinarily the name of the individual, firm or corporation which contracts for the service, or the name under which a business is regularly conducted, but may be that of a second party designated by the customer.

(2)
Proof of the Right to use a Business Name


Directory listings in the White Pages, either main or additional, should not be contrived so that the same listed name in the Yellow Pages receives alphabetical precedence over the customer’s competitors, or to include a word or term not permitted in advertising text.  If there is sufficient reason to believe that the listed name will offend, mislead, or deceive the directory user, AT&T, as publisher, may invoke its right to deny advertising for it.

(3)
The name used in a listing should be specific.  For example:


Brinkley Radio Repair Co


Canary Cottage Flowers & Gifts


Carrington Fashion & Design Institute Inc.


Diversified Properties International Inc.


Rolls-Royce & Bentley Motor Cars

(4)
The name should not be too general.  For example:


Auto Sales Co.


Flower Shop


Properties International


Radio Repair Co.


Names of this type should not be accepted unless satisfactory proof is furnished that the business is actually being conducted under such name.

(5)
NAMES OF OTHER COMPANIES - Some companies prohibit the use of their company name by their agents, dealers, representatives or others.  For example, RCA has advised the Telephone Company that independent dealers or services with listings such as “RCA Authorized Service Center,” “RCA Sales and Service,” “RCA Service,” etc., are not permitted to use “RCA” as the finding word of their listed name.  Listings of the names of other companies are permitted if written authorization from the company whose name is listed is furnished to the Local Carrier Service Center (LCSC), from the LEC.

(6)
TRADE NAMES OR BRAND NAMES BELONGING TO OTHERS - The use of trade names or brand names known to belong to some individual, firm or corporation, other than the customer, is prohibited unless satisfactory proof is provided that the customer is authorized to conduct business in that name.  A listing will be provided in the name under which a business is being conducted.

(7)
DIVISIONS AND SUBSIDIARIES OF BUSINESS ORGANIZATIONS - Where business enterprises form one or more operating units and where each unit becomes an operating division of the parent unit, listings are permitted in the name of such operating divisions.  For example, the General Motors Corporation, which has formed several divisions of its business, may be furnished listings for its operating divisions and also for the parent unit as shown in the following:



Buick Division




General Motors Corp



General Motors Corp




Buick Div


The controlling factor in the acceptance of such listings is whether the customer is doing business under the name requested.  If the customer is doing business under the name “Buick Division General Motors Corp,” the listing may be acceptable.


Similarly, the listing “General Motors Corp” with “Buick Division” may be accepted, even though only one division of the parent company is operating in the local calling area.



Listings designed to catalog the various departments or divisions of a customer's business or the products handled, such as:

Wilson Bros-

Bedding Dept

Furniture Dept

Infants' Dept

Jewelry Dept

Men's Clothing Dept

Such indented listings are unnecessary if the same telephone number serves the departments or divisions.  The departments or divisions in this case serve only to advertise the customer's business and are unacceptable.

In the case of Centrex or Direct-In-Dialing (DID) PBX Service, where different telephone numbers are assigned the various departments, listings of this type are acceptable.

(8)
AGENTS - Insurance and other agents authorized in writing to use the company name may be listed under the name of the authorized company with a general descriptive phrase such as “Agency,” the agency name or agent’s personal name.

All American Mutual Life Insurance Co-


Main Ofc 110 E 52 St  ----------------------------------555-1345



Agencies-




225 Broadway----------------------------------555-2525




16 Main St---------------------------------------555-6789




Agents-




Smith Kitty 5000 Roswell Rd  --------------255-5585

TITLES

A title indicates a title of address, lineal descent, social, military, professional, or honorary status. Titles appear at the end of a firm name. A plus sign or comma always precedes a title. Professional titles, such as MD, PhD must show a comma (,). Honorary titles, such as Rev or Mrs must show a comma (,). Lineal descent titles, such as Jr, Sr, III must show a plus sign (+). 

CSR  Appearance:



Directory Appearance:

BROWARD, JAMES + JR


Broward James Jr                           

CLINE, SAMUEL, REV


Cline Samuel Rev

JOHNSON, HOWARD + I*V

Johnson Howard IV

MELODY, CAROLINE, M*D

Melody Caroline MD

HARRISON, MICHAEL, COL

Harrison Michael Col

KING, DONALD + SR, DR


King Donald Sr Dr

(1)
Titles of address such as Reverend, Professor, Captain, Judge, Doctor, etc., may be shown following the name in either business or residence listings.  The titles “Miss,” “Mr,” “Mrs,” and “Ms” are omitted unless specifically requested, “Mr” and “Mrs” are discouraged.

(2)
Titles of lineal descent such as “Jr,” “Sr,” “III,” “III,” etc., may be shown in a residence or business personal name listing as a suffix, if requested, since they serve as a means of identification.

(3)
Titles of military are combinations of letters indicating a branch of the armed services, such as USA, USN, USMC, USAF, etc., and are used only in listings for retired military personnel, e.g., USN Ret.  For active military personnel the rank is sufficient for identification.

DEGREES -

(1)
A business professional designation(s) or educational degree(s) such as MD, CPA, or JP, is a-suffix, which may be shown at the end of a business personal name listing in addition to a title(s).

(2) Degrees composed of letters indicating academic status are permissible in business listings when they serve as a means of further identification; however, they are not permitted in residence listings.

(3) 
To qualify as a degree, the letters must indicate recognition conferred on an individual by a college, university, professional school or governing body on completion of a unified program of study.-

(4)
Letters indicating membership in a trade or fraternal organization obtained merely by application, participation or payment of dues are not considered acceptable as degrees.

(5)
Where a degree conveys the same or similar information as both the title and designation, it should be used in lieu of both the title and designation.  For example, the degree “DDS” may be shown in lieu of both the title "Dr” and the designation “dntst.”

(6)
Where the degree conveys the same or similar information as the designation only, it should be shown in lieu of the designation and a title may also be shown.  For example “CLU” (Chartered Life Underwriters) may be shown in lieu of the designation “ins” and a title, such as Judge, Col (Colonel), etc., may also be used.

(7)
In either of the preceding cases, (4) and (5), the degree should appear on the service order as part of the name rather than as a designation.

Note: A list of available Titles, Degrees and Designations can be found in AT&T Southeast Directory Listing Reference Table
PROFESSIONAL AFFILIATIONS -

(1)
Where requested by the customer, the abbreviations PA (Professional Association), PC (Professional Corporation) or SC (Service Corporation) are acceptable as part of personal or corporate names in both the White and Yellow Pages.  These abbreviations may appear as the last component of the listed name.

DESIGNATIONS

BUSINESS - Business listings may include a designation descriptive of the general character of a customer’s business except in cases when the name indicates the nature of the business. Designations appear in the White Pages only.

Service Order Input:
Directory Appearance:
ROGERS; ANTHONY INC/DGN RL EST
Rogers Anthony Inc rl est

(a)
When the customer’s name indicates the type of business, no designation is necessary.

Christie Brothers Furs  445 Broadway--------------------555-2585

(b)
In some cases, a customer may ask for and be permitted a listing without a designation; however, it is preferable to show a designation unless the listing indicates that it is a business,

Cornelius C S Co 265 Abernathy Rd ------------------ 226-4540
Note: A list of available Titles, Degrees and Designations can be found in AT&T Southeast Directory Listing Reference Table
ADDRESS POLICY

Generally, the listed address is the location of the customer’s place of business or residence.  At the customer’s request, the address may be omitted or a partial address may be shown.  An address may be:

-
a number(s) and/or letter(s) followed by the name of a street, a building, a shopping center/mall, apartment complex, industrial park, or similar facility

-
a name of a street, building, shopping center/mall, apartment complex, industrial park, or similar facility

-
any one of the above followed by a community name

-
a state name along with a community name may also be shown for foreign listings

-
a community name only

The listed address may not include P.0. Box, ZIP Code or the use or abbreviation of the word suite, floor, or apartment, before numbers used in the identification.  A business customer may purchase this additional address information, in the form of an extra line.  An address other than the address where the service is located may be listed provided the customer has a comparable class of service at the address requested.

The policy gives recognition to the fact that while most business firms require a complete listing address in the normal conduct of their business, there are some types of businesses in which the address requirements become an unnecessary imposition on the business customer, and are therefore, omitted through use of the Listing Instruction Code "OAD" on the service order.

Where all or any part of the address for a main listing is omitted, a Service Address (SA) is mandatory.

BUSINESS

General - A complete and definite address is considered an essential element of business listings since it aids in precisely identifying the called party and provides the directory user with a location where a principal of a business firm may be reached in person.  It is AT&T policy, therefore, to encourage all customers to include a complete address.
It is not intended that address omission be promoted or even suggested in customer negotiation.  It has been recognized, however, that situations exist where the address serves no useful purpose and the address has been omitted as, for example, in alternate call listings, in certain indented listings or in listings serving centralized information and reservation bureaus.

Alternate Forms of Addresses - Alternate forms of addresses are, under certain conditions, more helpful to the directory user than the conventional street name and number.  Alternate forms of addresses which are acceptable include, but are not limited to, the following:

(a)
Name of prominent building, shopping center/mall, trailer park, apartment house, airport, or industrial/office park, rural mail route, (including mail box number), etc., A building number or name may be included only when there is a complex of separate buildings such as in an industrial park, plaza or airport, all of which have the same street address.

EXAMPLES:
Alco Properties Beacon Bldg ----------------------------- 555-1234

Alco Properties Mountain Industrial Pk ---------------- 555-1234

Alco Properties Metro Airport ----------------------------- 555-1234

Alco Properties Trump Plaza ----------------------------- 555-1234

Alco Properties Park West Apts   ------------------------ 555-1234

(b)
Locations which may be described as “corner” of, etc.

EXAMPLES:
Alco Properties Corner Broad & Main ------------------ 555-1234

Information Not Acceptable as Part of the Address - Room, suite, and floor numbers, post office box numbers (including station name, i.e., P.O. Box 225, Rocky River Station), ZIP code information and directional lines of copy, i.e., “One Block West of Main Street", etc., are not included as an element of the address since such information is not essential for basic listing identification purposes.

(c)
The customer is located outside of the area served by the directory and uses a communications service such as Foreign Exchange (FX) or Remote Call Forwarding (or similar service of another Common Carrier) to provide a local telephone number.  Listing the remote address where the service terminates, in many cases, would hinder the usefulness of the service and be of little value to the directory user.  However, in the total absence of an address, the user would assume the firm is located in the area served by the directory.  Therefore, as an indication to the directory user that the firm is not located in the directory area, a Telephone Number (TEL NO) Phrase Indicating the name of the exchange providing the dial tone must precede the telephone number with all FX, RCF or similar type services, except when an FX may be answered at both the originating and terminating ends via an extension. The TEL NO Phrase is unnecessary when the call may be answered locally.  In such cases, where the TEL NO phrase is omitted, the address should either be omitted or should be the local address.  When the TEL NO phrase is shown with an “OAD” the TEL NO phrase will print.  The following examples illustrate listings with and without an address.

EXAMPLES:

Listing for Alco Properties, an Indianapolis, Indiana, firm in the Dallas, 
Texas, directory:

(1)
With Address.


Alco Properties 100 Main Indianapolis Ind


--------------------------Dallas Tel No---555-1234

(2)
Without Address:

Alco Properties---------Dallas Tel No --- 555-1234



When the address is included, the intent is to identify the listed telephone number as one which is served by the directory in which it appears, even though the address is foreign to that directory.



When the address is omitted, the TEL NO phrase will continue to alert the directory user that, although the Central Office number is local to that directory, the firm may actually be located in another city.

(d)
The customer utilizes a centralized telephone service center, such as a reservations or information center, located apart from "walk-in" customer service facilities, e.g., ticket offices or package drop-off and delivery locations.  Such communications centers may be served by Foreign Exchange Service, Remote Call Forwarding, 800 Service, Enterprise Service or similar services provided by other common carriers which provide toll free access.  Businesses utilizing these methods of operation generally are not structured to handle telephone calls at their “walk-in” customer service facilities.



It is vital to the efficient functioning of such firms that the addresses of their “walk-in” customer service locations are listed with the same telephone number as their communication center.  Also, the location (address) of the firm’s communications center is irrelevant to the directory user since calls to it are toll free and the centers do not handle “Walk-in” customer contacts.



In order to accommodate the legitimate operating methods of these business customers, listings for their communications centers will be accepted without an address provided a toll free telephone number is listed.  In addition, listings for their “walk-in” locations, including address information, will be accepted with the same telephone number as the communications center, provided there is business telephone service available at the “walk-in” or service location.  There is no requirement to have the local exchange number listed with the “walk-in” location since, in most instances, all calls are normally directed to the centralized communications number.

EXAMPLES:
(1)
Trump Airlines has a ticket office at 100 Main Street in Dallas, Texas, for “walk-in” ticket sales, but does not accept telephone reservations at this location. Trump's reservation center is remotely located and served by FX or RCF. The following listing arrangement is acceptable in the Dallas, Texas, directory:

STRAIGHT-LINE USING FX/RCF SERVICE:
Trump Airlines 100 Main  -------------------------------- 555-1234

CAPTION USING FX/RCF SERVICE:
Trump Airlines-

  Passenger Reservations  ------------------------------ 555-1234

  Ticket Ofc 100 Main  ------------------------------------ 555-1234

(2)
Federal Express has a package drop-off location at 200 Second St. Federal's telephone order and information center is remotely located and served by 800 Service.  The following listing arrangements are acceptable:

STRAIGHT-LINE USING 800 SERVICE:
Federal Express 200 2nd

     Toll Free-Dial ‘1’ & Then ------------------------ 800 555-1234

CAPTION USING 800 SERVICE:
Federal Express-

  Orders & Information


Toll Free-Dial ‘1’ & Then ------------------------- 800 555-1234

  Package Drop-Off   200 2nd


Toll Free-Dial ‘1’ & Then ------------------------- 800 555-1234

(3)
Customers utilizing Mobile Telephone Service may use it for their primary service backed up by an answering service or by alternate call numbers.  Generally, an address will be inappropriate with Mobile Service.

CAPTION LISTING:

Alpha Service CO-



Mobile Service --------------------------------- 255-1706



Warehouse 125 Main ------------------------ 555-1234

RESIDENCE

Addresses used in residence listings are subject to the same regulations applied to addresses in business listings.

OTHER CUSTOMER LISTINGS

ADDITIONAL LISTINGS - 

Some customers may need more than one listing for complete identification.  Additional listings provide the means for including other names sought by directory users who do not know the main listing, or for the proper routing of calls where a choice of numbers is available.

BUSINESS

(1)
Additional listings may be needed by some customers to enable people to find either the business name or the name of some individual connected with the business.  When additional listings are needed for the convenience of the general public in the identification of the customer, they are furnished in accordance with local tariffs.  Additional listings may be furnished in other names, when in the sole judgment of the Company the customer's service is not Joint User, shared or being resold.  

(2)
Some people may look for the telephone number of a business:


-
Under the name of a person connected with the business, such as the name of the owner, or the name of a partner or an employee, while the main listing is in the name of the business.


-
Under the name of the business, while the main listing may be in the name of the owner or the name of a partner or an employee.


- 
Under some other business name by which the business is rightfully known.


-
Under a nickname commonly used in referring to the business.


- 
Under a commonly used abbreviation of the name of the business in the form of initials.

(3)
To meet the needs of a customer where some people may look for the telephone-number under a business name or a personal name other than that used in the main listing, additional business names or the personal name of associates or employees may be listed.  The following are typical examples of main customer listings and additional name listings:

	MAIN LISTING:
National Plumbing Co

     55 Elm St ------------- 233-1234

Buckner M truckng

     25 Archer St ---------- 375-3456

Lewis A L Insurance Co

     45 Pine St ------------- 233-4567

Fuller Randolph & Martin atty

345 Maple Dr --------- 877-5678

Louisiana & Arkansas-Railway

224 Spring St --------- 766-6565
	ADDITIONAL LISTING:
Bonner R A plmbng contr

55 Elm St ---------------------- 233-1234

Standard Hauling Co

25 Archer St ------------------- 375-3456

Roper R P ins

45 Pine St ---------------------- 233-4567

Randolph Martin & Fuller atty

345 Maple Dr ------------------ 877-5678

L & A Railway

224 Spring St ------------------ 766-6565


NOTE:
If an abbreviation of a business name in the form of initials is commonly known and used, it is acceptable as an additional listing.

RESIDENCE -

(1)
Residence customers frequently need additional listings.  The main listing may be in the name of the customer,



Carrington Blake 110 Lakeside Av ----------------- 472-5678


Other members of the Carrington household may be sought by someone not knowing that the telephone is listed under Carrington Blake.  Additional listings may be provided for members of Mr. Carrington's household, e.g., for a son-in-law.



Colby Jeff 110 Lakeside Av ------------------------ 472-5678


Household may be defined as including persons who reside in and are a part of the customers domestic establishment, i.e., relatives, including those by marriage, domestic employees of the customer, etc.

(2)
Where a customer inquires about listing options or Dual Name Listings, Dual Name Listings may be provided as additional listings as covered in section DUAL NAME LISTINGS (BUSINESS & RESIDENCE).

ALTERNATE CALL LISTINGS (AC) - 

An Alternate Call Listing provides a number to receive calls when the main number(s) does not answer, or during specific time periods.  These listings include text describing the conditions when the number is to be used.

The text should meet appropriate standards and should not be ambiguous.


Examples of Alternate Call Listings:

If Busy Call

If No Answer

Nights, Weekends

After Hours Call

If Extension Is Not Known

CROSS-REFERENCE LISTINGS (CR) - 

A Cross-Reference Listing identifies a customer who wishes to refer directory users from a commonly used name to a listing by which he desires to be known, or from a former name to a new name (companies that change names):  

Service Order Input:
Directory Appearance:

ICR(A) SMITH; LUMBER CO (DST)
Smith Lumber Co See Dixie Lumber Co


            SEE  DIXIE LUMBER CO



The code Directory Style Text (DST) identifies the listing text in a Cross-Reference Listing, which separates the listing name from the reference name and must be formatted on the service order.

Cross-Reference Listings may refer the directory user to another listing alphabetized in a different portion of the same directory.

In addition to the above example, the following type Cross-Reference Listings are provided at the tariff rate and are established by service order:

(a)
A Cross-Reference Listing may be purchased to refer customers to other commonly used names, such as:

City Of Atlanta ------ See Atlanta City Government

Federal Govt -------- See U S Govt

Internal Revenue Service ---See U S Govt Internal Revenue

Schools--------------- See Schools Public Or Schools Public 

Atlanta City Schools ------ See Atlanta City Of

DUAL NAME LISTINGS (BUSINESS & RESIDENCE) - 

A Dual Name Listing may be furnished to a business or a residence customer as a main or additional listing subject to the following:

-
An Individual subscribing to business service when it is a personal name listing and the person is also known by a nickname.

-
Two individuals subscribing to residence service having the same surname and address, or an individual known by more than one name.

Smith J H (Johnny) CPA 123 Main ----------------------- 123-4567

O'Neal John & Mary 200 Elm Av ---------------------------423-1012

Morris George Mrs* (Joan) 101 Ash Dr ------------------ 422-4545

*The use of the titles “Mr” and “Mrs” should be discouraged.

FOREIGN LISTINGS - 

Foreign Listings are provided for customers who wish to be listed in directories of calling areas other than their own.  A foreign listing may contain all elements of a local directory listing.  Following are the types of foreign listings available:  Foreign Listing (FL); Foreign Alternate Call Listing (FAC); Foreign Cross-Reference Listing (FCR) and Foreign Special Text Listing (FSPL).

The establishment of a Foreign Listing (excluding those for Inward WATS Service) is contingent upon the customer having such listing in the directory where it is primary.

(a)
Foreign Listings (FL) may consist of the name of the customer, the city (spelled out), the state (in abbreviated form) and the customer's telephone number.  The area code is shown only when it appears in a different NPA.  The customer's street address may appear between his name and the name of the city, or it may be omitted at the option of the customer.  A title, degree or business designation may also be included.

NOTE:  The name of the city or town is spelled out unless recognized abbreviations are locally acceptable.  The state name in directories in the same NPA or in another NPA of the same state may be omitted, providing the city name is clearly recognizable by directory users.

Jones J W 650 Alden Cedarville ---------- 355-1234

Jones J W 650 Alden Cedarville Ga---912 355-1234

(b)
All FLs must show the FDN (Foreign Directory Name). 


Service Order Input:
IFL 
(A) PARKER; TIRE CO/LA 4720 TRYON ST



CHARLOTTE, N C/TN 704 362-2789



/FDN COLUMBIA, S C



Directory Appearance:    (Columbia)


Parker Tire Co

*

4720 Tryon St Charlotte N C --------------- 704 362-2789



* NOTE:  This is not an indention, but an overrun.

SPECIAL LISTING TEXT LISTINGS (SPL) - 

Special Listing Text Listings (SPL) are phrases, which provide narrative description and dialing information or instructions.  These type listings are particularly appropriate for directing incoming calls after hours and during specific time periods.  Special Listing Text Listings must be followed by more than one Additional Listing and/or Alternate Call Listing.  Charges for Special Listing Text Listings are determined by local tariffs on a per-line basis.


For Example:

Farrell Publishing Co 92 Forbes St  ----------------625-1296

From 5PM to 8AM Weekdays And

From Noon Saturdays to 8AM Mondays

And on Holidays

Composing Room ------------------------------ 377-6581

Editor ---------------------------------------------- 373-4034

Security ------------------------------------------- 233-1855

STYLIST* SERVICE LISTINGS - 

Where available, a subscriber may request to have the assigned telephone number listed in the directory using upper case alpha characters and/or numeric characters in lieu of standard numeric characters.  Use of Stylist* Service Listing is not exclusive to any single subscriber.  The letters “Q” and “Z” are not available nor may the “#” or “*” symbols be used with this service.  The digit “0” or “1” may not be used to represent the letter “O” or “I” respectively in a Stylist* service telephone number.  The Company reserves the right to reject a Stylist* Service Listing when in its judgment, such listing is objectionable or would tend to delay or impede the use of the directory.

(a)
Prior to establishing a Stylist* Service Listing, the Company reserves the right to require, when necessary in its judgment, satisfactory evidence from the subscriber that the subscriber is authorized to use any trade name, business name., or any other name or term, requested by the subscriber, which is copyrighted or otherwise reserved.

(b)
On the Main Account of the Stylist* Service customer, the FID PCN (Published Customized Number) is floated following the LA. The data, following PCN identifies how the number is to publish, PCN may also be used on other listing FID’s, i.e., AL/XL, CML, JU and AC.

CSR on 297 7223




  Directory Appearance


	LN   PROFESSIONAL; AUTO PARTS

LA 1209 PARKWAY N/PCN  297-RACE
	Professional Auto Parts 

    1209 Parkway N -------------- 297-RACE


800 SERVICE LISTINGS - 

An “800” Service Listing is characterized by the phrase “Toll Free-Dial ‘1’ & Then” and the 800 prefix of each 800 Service Number.  Each number is composed of ten (10) digits.

(a)
Since 800 Service is restricted to incoming calls from a specified “territory”, directory listings for such service are appropriate only within the “territory” included in the customer’s 800 Service area.  Directory listings in the customer’s own local directory is not appropriate.

PRIVATE/PROPRIETARY

Contains private and/or proprietary information.  May not be used or disclosed 

outside the AT&T companies except pursuant to a written agreement.
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