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	11/14/11
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Product Overview

Introduction

Competitive Local Exchange Carriers (CLECs) may specify what information is to be published in AT&T West and AT&T Midwest Directory Assistance (DA) and AT&T telephone directories.  The listing services that CLECs can offer to their business and residence end users are briefly described below.  These services are available for end users located within AT&T territory only, unless otherwise noted. 

The minimum content of a directory listing consists of the primary customer information associated with a telephone number: name, street address, community, and the telephone number itself.  The only name permitted in a Main Listing is the legitimate name of the end user.
Unless otherwise specified, a Main Listing (LML) is published in both Directory Assistance, White and Yellow Pages local directories and Yellowpages.com.
A Main Listing (LML) automatically triggers the annual delivery of the specified number of White Page directories.  To ensure delivery of a White Page directory CLECs must have a listing established, even if it is non-list or non-pub.  More information about directory delivery is provided in the Product Rules for Directory Delivery section.
CLECs may also order different types of additional listings in local or foreign directories.  Additional charges are applied at tariffed rates.  Ordering and product rule information is provided later in this user guide.
Ordering Process Overview
Ordering via the OSS (XML/LEX)

Submit Listings

Listings may be submitted through XML or LEX. The CLEC’s request includes the Local Service Request (LSR), End User (EU) and Directory Listing (DL) forms as required. Additional ordering rules are located in the LSOR. 

Acceptance & Rejection of Listings

· When the LSR is received by LASR, the listing data is validated. 

· If there are errors detected, the request is rejected back to the CLEC with messages describing the error conditions.

· The CLEC must correct listing errors and resubmit the request with corrected information, as needed.
· The CLEC should contact MCPSC group if they require assistance to correct Fatal Error.
· The CLEC should submit a Listing Trouble Ticket:

· If the request does not complete on the due date

· If the request has been rejected
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Note: the Directory Listings Group has 3 business days to respond.

· If you do not receive a response after 3 business days send escalation on the fourth day to TCLISTING_LINK@att.com mailbox.

Ordering via Manual Forms

Information on ordering REQTYP J requests via manual forms can be found at the CLEC Online website under Products and Services/Directory/Directory Listings White Pages/Switched-based Directory Listings Forms.
Information on ordering non-REQTYP J requests via manual email forms can be found at the CLEC Online website under Forms and Exhibits/LSR Manual Forms.
Product Rules

Introduction

The Local Service Ordering Requirements (LSOR) includes the business rules for submission of listings via the LSR ordering process.  This White Page Listing User Guide supplements the LSOR by providing additional general product descriptions and rules.  Unless otherwise noted, these rules apply to AT&T West and AT&T Midwest regions. 
In general, CLEC end user listings are published exactly as submitted.  AT&T performs only a number of mechanized edits of CLEC listing data.  Query Notification processes for errors discovered in Directory Assistance or during directory proofing are outlined in the Query Notification Form document located in Products & Services/Directory Assistance-Operator Services/OS/DA Forms.
Note: LSOR Directory Listing Form (DL) field abbreviations are inserted throughout this guide.
Roles & Responsibilities for CLECs 

For White Page Listings, the CLEC:
· Must negotiate listing content with their end user and is responsible for the quality and integrity of that listing content.

· Is responsible for all end user listing claims and inquiries.  

· Is responsible for all end user listing changes, including mass changes, such as street name changes and community name changes.  Disconnect orders are needed as well to terminate billing of listing charges.  The only exception to this rule is NPA Area Code splits, which AT&T manages.   

· Must submit listing requests prior to directory (book) publishing service order close dates to ensure end user listings are published in the new directory(s). 

For White Page Listings, AT&T will:
· Provide CLECs with the directory publishing schedule. 

Note: The Service Order Close date is the cutoff date by which listings must be submitted in order to be included in a directory.  

· Provide online corrections to the 411 Database in cases where listing errors in Directory Assistance affect public health/safety.  CLECs must submit a correcting record as soon as possible after receiving a Query Notification Form.
General Listing Rules

Residence listings may be established on business accounts as additional listings if the end user does not have other residential service. 
Business listings may not be established on residence accounts as additional listings. 

Business surname listings will appear in both the Business and Residence sections of a split directory. 

Duplicated Listings
West Only

Residential listings on a residential account may be requested into the business section of the directory using the BRO field set to B.

West, Southwest & Midwest Only
Surname listings with a business class of service will duplicate in both sections of a bus/res split directory.  This scenario should be noted as a BP account.

To prevent duplicate appearance, populate the Business/Residence Placement Override (BRO) field to drive the listing to residence only (R) or business only (B).

Midwest and Southwest Only 
Businesses that support a residential facility, and therefore have a residential class of service, are indentified as RP accounts.  Listings with a Type of Account (TOA) of RP appear only in the business section of bus/res split directory.  Shelters, clergy, sororities, and halfway houses are good examples.  
Southwest Only

To drive the listing to the residence section instead of the business section, populate the BRO field with R.  This application is extremely rare, since an organization with a business listing typically wants to be found in the business section.
Business-Straight Line Listings

Main Listing (LML)

General Rules

The general rules for main listings are:

· Only one main listing is allowed for exchange services as defined by tariff.

· Main listings will appear in the White and Yellow Pages local directories, Yellowpages.com and in Directory Assistance unless otherwise specified. 
· The only name permitted in a main listing is the legitimate name of the listed end user.

· Disconnecting a main listing will delete all additional listings associated with that account. 

· Having a main listing allows for ordering of directories to be delivered on new connect (DIRQTYNC) requests and also automatically triggers annual Directory Delivery (DIRQTYA).  For this reason, even if an end user does not want listing information published, the CLEC should submit a Non Pub main listing if the end user wants to receive an annual directory.

· If the Class of Service (TOS) for a telephone number changes, the existing main listing must be deleted and a new main listing (and all associated additional listings) must be resubmitted. 

LSOR Field Entries

Main Listings for business (TOA B or BP) end users may include the following information: 

Name (LNLN, LNFN):

· Must be the name under which the end user is doing business.

· May be the name of an individual, firm, company, corporation, or association.

Examples: 

Smith John atty

Douglas Parking Company

Note: For more information on standard and non-standard abbreviations, see the CLEC Online website for region-specific guidelines.
Title (TL, TITLE1, TITLE2):

Titles are considered to be those words which precede or follow an individual listed name.  They are terms commonly used in addressing an individual to indicate their social, military, professional, genealogical or honorary status.  Titles are normally applied to residence service listings since business designations are usually ample to identify business listings more adequately than titles.  Titles are only allowed with surname listings, whether they are business or residence, but are not valid on firm names.  
· The name of an individual may include professional titles and/or one abbreviation indicating a degree of profession or scholarship, usually the highest one obtained. (See the CLEC Online website for region-specific guidelines.)
· May be used for active or retired commissioned / non-commissioned Officers of the Armed Forces with the appropriate branch of service. Requests to show the branch of the military service following a title or in place of a title is not acceptable
· May include any title by which an individual is commonly addressed by the general public.

· May include title of lineage (Rank/Title of Degree) (e.g., Jr, II, PhD, Rev, etc.).  

· May include title of address (e.g., Dr, Mrs, Rev, etc.).
· A listing can contain one title of lineage and a maximum of two titles of address. When a listing has both a title of address and a title of lineage, the title of lineage appears first.  

· Titles can be used in combination with a designation; however, they cannot be used interchangeably.  A title or designation must be supplied as defined in region-specific guidelines. (See the CLEC Online website.)   
· Titles should be provided in directory appearance format, i.e., upper and lower case.

· Titles should be a suffix.  Example:  Sen Robt Barnes should be under “B” for Barnes, not “S” for Senator.
· Example: Barnes (LNLN) Robt (LNFN) Sen (TITLE1)
Approval for Titles Not on Title List 
Midwest & Southwest Region only
For titles requested by customers not appearing on approved list, use the following procedures:

· Obtain the organization’s name and telephone number to call for verification.  

Note:  The organization may be a school.

· Contact the organization and verify spelling of title, including any letters that should be capitalized and if any spaces are included.

· Complete Listing Title Request Form and fax it to AT&T Listing Services.

· Listing Services will add title within two business days.  Service order should be held for two business days so that it does not process until title is valid.
Business Designations (DES):

· Listings can include both a designation and a title, but how they are used varies by region.  Please refer to region-specific guidelines. (See the CLEC Online website.)
· An optional business designation (DES), which is descriptive of the business or profession, may be included if the name does not clearly indicate the nature of the business. A designation may also be used to indicate affiliation with a business, professional group, organization, or association.

· Appears in the White Pages of the directory as well as in Directory Assistance.  Examples: 

· Shades Of Green pntrs

· Douglas-Wright Enterprises archts

Address (LA++):

· Must be the address of the premises on which any portion of the exchange service is located, i.e., the service address, or a U.S. Post Office Box within the local service area.

Note:  Using any address other than these requires a Line of Information (LOI).  To order Lines of Information, see the “Product Rules for Captions” in this guide. 

· May optionally include house/building number, street name, and community or postal community as desired.

· May optionally be omitted if the end user does not conduct business with the public at the service address.

Additional Main Listing (LAM)

End users that subscribe to Multi-Ring service are entitled to listings for each number in the arrangement.

Additional Main Listings may contain the same information as Main Listings (LML), subject to the same rules shown for main listings.  Additions or exceptions to those rules are described below:

· There must be a main listing for the account telephone number.
· The listed telephone number on the additional main listing must not equal the account telephone number.
· There may be only one additional main listing per listed telephone number on the account.
· May be any style code (STYC).
· Must be established on listing types that allow publishing (LTY 1 or 6 as applicable by region). 
Local Additional Listing (LAL)

Additional listings for business end users may contain the same information as Main Listings (LML), subject to the same business rules. Additions or exceptions to those rules are described below:

Name:
· May be the name of a branch, department, or division of the business represented in the Main Listing.

· May include a tieback reference to a name shown in a Main Listing or other Additional Listing.

· May be the name of another individual, firm, company, corporation, or association, represented by the end user as long as the owner of the name authorizes use of the name.

· Appears in the White Pages of the directory as well as in Directory Assistance.  The end user must contact Directory Sales if the additional listing is desired in the Yellow Page Directory.
Telephone Number:
· Must be the same telephone number used in the Main Listing for individual business lines. 
· May be any telephone number within the system for Centrex or PBX service.
Tieback (AT&T West Region Only):  

Tieback is an optional reference on a Business Additional Listing (LAL/FAL) to reference back to a Main Listing.  A tieback is acceptable only on Business Additional listings. 

Tieback information may be included on both straight line and caption listings.  The tieback information must be identical to the listing to which it is referencing.

The purpose of the tieback is to allow an end user to show that the listing is related in some way to another listing in the same book.  Most frequently, a tieback is used by “agents” and employees.  The tieback information will appear in the directory with a smaller font size.  

Tieback data is included as part of the LNFN, separated from the agent’s name:


/TB Tieback name (name of main business listing)

The Tieback data must also contain this optional entry when there is a designation on the main listing:


/TDES Tieback Designation (designation of main business listing)

Example: 

	Main Listing
	Additional Listing with Tieback
	LSR Entries

	Anystate Insurance
	Davis John agent Anystate Insurance
	LNLN=Davis, LNFN=John DES=agent/TB Anystate Insurance

	General Hospital
	Davis John MD General Hospital
	LNLN=Davis, LNFN=John TITLE1=MD/TB General Hospital

	Smith & Johnson attys
	Smith Michael Smith & Johnson attys
	LNLN=Smith, LNFN=Michael/TB Smith & Johnson/TDES attys


Foreign Additional Listing (FAL)
A foreign listing is a listing that appears in a directory in which the customer’s service is not normally listed.  Foreign additional listings for business end users are ordinarily the same as the customer’s main listing; however, if requested, may appear differently.  Foreign listings are subject to the same business rules as main and additional listings.
A foreign additional listing must be associated with a main listing in the same state.
Examples: 

Listing in San Francisco Directory – John’s Income Tax Service

Listing in East Bay Directory – John Smith’s Accounting Service

Additional Listing in Residence Section (BRO=R)

Business end users may order Residential Additional Listings that appear in the residence section of the directory. 

· These listings are subject to the same rules shown for Residence Additional Listings. 

· This is accomplished by setting the BRO field to the value of R.

Cross Reference Listing (LCR/FCR)

A cross-reference listing consists of one listing referring to another listing.  It is available with or without a telephone number.  An address is never shown with a cross-reference.  Cross-reference may be used for a name change, alternate spelling of a business name or a business more commonly known under another name.  A cross-reference listing may appear as an indented listing under a caption or a sub-caption.
Note:  A cross-reference listing is set up to locate the same customer.

Examples: 

	When using “See” in the Cross Reference, the address and telephone number must be omitted. 
	Lloyd Pest Control See Joe's Pest Control 

LNLN=Lloyd, LNFN=Pest Control, ADI=O, OMTN=O, LTN=NPANXXXXXX

	When using “Call” in the Cross Reference, must omit the address but list the telephone number.
	Lloyd Pest Control Call Joe's Pest Control……………………………………………...NPA-NXX-XXXX

LNLN=Lloyd, LNFN=Pest Control, ADI=O, LTN=NPANXXXXXX


Alternate Call Listing (LAL/FAL, LTXTY AC)

An alternate call listing provides alternate listing information for incoming calls when the end user’s main telephone is unattended.  The listings are always indented as part of a caption or straight line undent (SLU).

· Typically formatted as: 

· After Hours Call 

· Emergency Calls

· If No Answer Call

· Nights, Sundays and Holidays Call 

· Specific hours of operation must be purchased as advertising.

· May be a foreign listing.

Example: 

Widgets and More --

    Main Office...........................................NXX-1111

    After Hours Call.....................................NXX-6666

Answering Service Listing (LAS/FAS)
· Available for business accounts only.

· Can either be a straight line listing or indented listing. 
Example:

Emergency Medical Associates   123 Main St Madison…..303-123-4567

   Answering Service……..……….……………………….……….…….303 555-1460

Client Main Listing (LCM)
Companies purchase telephone lines and exchanges from AT&T. They resell local dial tone service to various end users. The listings for those end users have been called Joint User, Shared Tenant and Client Listings (CM).

Alternate User Listing (LAU)

An Alternate User Listing allows two end users sharing a single telephone number to each have a listing for that number.  

Alternate User Listings are available for business end users only and provide all the features of a Main Listing.  As with Main and Additional Listings, the only name permitted in an Alternate User Listing is the legitimate name of the listed end user.  

Like Main Listings, Alternate User Listings are published in both Directory Assistance and the Business section of the White Pages Local Directory with a courtesy appearance in the YP Holdings LLC Yellow Pages.  
Example: 

Walker Laura atty   987 Harrison ....867-9854 (Main end user)

Smith John atty  987 Harrison ....867-9854 (Alternate end user)

Line of Information (LOI) 
West Only
(White Page Extra Line)

In addition to the standard name, address, and telephone number, an end user can also include one or more lines of informational text, called Lines of Information.  LOI are ordered as additional listings.

Characteristics of a Line of Information: 

· Can be up to 36 characters in length.
· Available as a caption or straight line indent.  
· Appears in the White Pages Local Directory only and is available for an additional charge.

· Used to specify:

· when, how, or where to call

· occupation, hobbies, or interests

· extension numbers (where “Ext” must appear just before the extension)

· Required when an address other than the service address or a US post office box outside the local service area is used for the Main or Additional Listing.  For additional information on Address options, refer to the section under Address General Information elsewhere in this document. 

Example Straight line Indent: 

Jones, Mary MD 123 Main Anytown 555-1234

    Suite 600
(STYC= SI, LTXTY=LOI, LTEXT=Suite 600)
Example Caption Indent: 

Jones, Mary MD 123 Main Anytown 

Main Office 555-1234

Pediatric Office 555-1235

           Located in Medical Arts Bldg (STYC= CI, LTXTY=LOI, LTEXT=Located in Medical Arts Bldg))
A Line of Information cannot be: 
· Used for advertising.
· A caption Header.
· A telephone number other than the one associated with the Main or Additional Listing. 
Extra Line Material
Extra Line material provides customer’s with a means of describing features of a business, customer’s location, hours or days of the week they are open, and information for mailing purposes. 

In regions where LOI is not available, requests for Extra Line Material should be arranged thru AT&T.  Cancelling Extra Line material must be done in the same method as originally established.

Following are illustrations of Extra Line material (not all inclusive):

	Information
	How Handled

	Directional Address Information
	(Acceptable for temporary service when exact address has not been assigned.)

Examples:
-
Corner of Southfield & Brown

-
Near Lyman’s Shopping Center

-
One Block North of Route 6

-
Just South of Expressway

-
At Intersection Of Routes 80 & 6

-
Third Floor

-
Room 720

-
In Westgate Shopping Center

-
Between Plymouth & Ford Roads

-
Located in Medical Arts Building

-   Zip Code 22202

	
	

	Hours of Operation
	Examples:
-
Open Thursday Eve Until 9 PM

-
Closed Wednesday At Noon

-
Monday Thru Friday 8 AM To 5 PM

-
Saturday 8:30 AM To 5 PM

-
Phone Answered 24 Hours

-
Showroom Open Until 8 PM

	Calling Information
	Call Collect Phrases

	URL
	http://www.att.com


Residence-Straight Line Listings

Main Listings (LML)

Main Listings (LML) for residence end users must contain a last name and a first name or initial, as well as a telephone number.   Other optional fields are identified in the LSOR.
Name (LNLN, LNFN)

· Must be the name(s) of one or more individuals residing at the premise on which the exchange service is provided.

· Must be the name(s) commonly used by the individual(s). May be a combination of names and/or initials for two people having the same last name.

· May be another given name and/or initials for a person known by more than one name.

Note:  For more information on standard and non-standard abbreviations, see the CLEC Online website for region-specific guidelines.
Additional Main Listing (LAM)

Residence Additional Main Listing (LAM) is offered in the same manner as those for business accounts.  Residence LAMs must also follow the rules for Residence Main Listings (LML). 

Additional Listing (LAL/FAL)

Additional Listings (LAL/FAL) for residence end users may contain the same information as Main Listings, subject to the same rules shown for Main Listings. Additions or exceptions to those rules are described below.
Name (LNLN, LNFN)
· Must be the name(s) of one or more individuals residing at the same address used in the Main Listing (for example, a spouse, children, or roommates).

· May be used to provide an alternate spelling of the name used in the Main Listing. 
Address (LA++)
· Address rules are the same as those for Main Listings (LML) described earlier.

Telephone Number (LTN)

· Must be the same telephone number used in the Main Listing for individual residence lines.
Additional Listing in the Business Section (BRO=B) 
West Only
· Residence end users may order residence Additional Listings that appear in the business section of the directory. 

· These listings are subject to the same rules shown above for residence Additional Listings. 

· This requires the BRO field to be set to a value of “B”.  The listed name must be a surname and may not be that of a Business Listing. 
Example: 
LNLN = Brown

LNFN = Carl

TL = Jr

Appears in the residential section of the directory 

Brown Carl E Jr MD 2222 Webster .................234-4444

Example: 
LNLN = Brown

LNFN = Carl

TL = Jr

BRO=B

Appears in the business section of the directory

Brown Carl E Jr MD 2222 Webster .................234-4444

Address General Information
Addresses must be provided as validated in the Address Validation Inquiry available in Verigate.  

The following sub-sections provide additional ordering rules pertaining to end user addresses.

· Service Address

· Listed Address

· Directory Delivery Address

Service Address (SA++) 

The service address is required as specified in the LSOR.  The SA must be provided as validated in the Address Validation Inquiry available in Verigate.  
When the listed address is not provided, the service address will be printed in directory. 

· Thoroughfare (SATH), community (CITY) and zip code (ZIP) are printed at the publisher’s discretion. If a variation of the physical service address is provided in the Listed Address, in compliance with region-specific guidelines, a validated service address must be supplied.

· A complete physical address is required with a new listing for:
· Directory assignment

· Directory delivery

· NPA-NXX verification

Listed Address (LA++) 
The listed address may be a variation of the service address and represents the address the end user wishes to publish in the directory and/or DA (411).  
If LASN, LALOC or ADI fields are populated, the service address entry will not be used for the listed address.  The listed address will be taken from the service address entry when LASN, LALOC or ADI fields are not populated.  

Supplemental address information as supplied in the LD and LV fields on the End User form (i.e., room or suite numbers) is not printed as part of the Listed Address.  If the end user desires to include this supplemental information, it should be submitted as chargeable Lines of Information (LOI), or purchased as Extra Line Material through AT&T. 
Thoroughfare (LATH), community (LALOC) and zip code (LAZC) are printed at the publisher’s discretion.

Options for listed address, when different from the validated service address, are shown in the table below: 

Example: 

To help explain the various Listed Address options, the service address of 300 N Main Bl Los Angeles, is used (EU form, SANO=300, SASD=N, SASN=MAIN, SATH=N, CITY=LOS ANGELES, ST=CA, ZIP=XXXXX)

	Listed Address Option
	Directory Appearance
	LSR Entries

	Omit Listed Address
	See further explanation in Omit Address Section
	ADI= O

	Same as the Service Address
	300 N Main Bl Los Angeles
	Leave LA++ fields blank Or

LANO= 300, LASD= N, LASN= Main, LATH= Bl, LALOC= Los Angeles, LAZC=XXXXX

	Suppress House number
	N Main Bl Los Angeles
	LASD= N, LASN= Main, LATH= Bl, LALOC= Los Angeles

	Shopping center address
Note: Only the shopping center name may be used.
	Southridge Mall
	LASN= Southridge Mall


	Building name 
	City Hall Los Angeles
	LASN= City Hall, LALOC= Los Angeles

	Locality/ City/Community only 
	Los Angeles
	LALOC= Los Angeles

	Street name variations

Note: Legal street name is different from the way street is commonly known to public 
	Route 66 Los Angeles
	LASN= Route 66, LALOC= Los Angeles

	U S Post Office Box

Note: same service community
	P O Box 300 Los Angeles
	LASN= P O Box 300, LALOC= Los Angeles

	Rural route 

	RR 2 Akron    


	LASN= RR 2 

LALOC= Akron

	Synonym Locality 

Note: A locality commonly known to the public.  Must be approved by AT&T West Only
	East Los Angeles

See further explanation under Synonym Community Name section
	LALOC= East Los Angeles

	Postal Community vs. the Service Community (CITY) 

West Only
	Hollywood

See further explanation under Postal Community vs. Service Community section
	LALOC=Hollywood
EU form/CITY=Los Angeles


Note: Using any listed address options (i.e., zip code, suite numbers) other than the ones listed above requires a Line of Information (LOI). 

Omit Address (ADI=O) 
The listed address may be omitted if the end user does not want it to appear in the directory.  See the LSOR for restrictions.
Synonym Community Name

A Synonym Community is a commonly-referred-to geographical neighborhood within the service/postal community.  End users who wish to be listed with a Synonym Community must enter the:

· Synonym Community in the Listed Address Locality field (LALOC) on the DL form.

· Actual corresponding Postal Community as the Service Address (SA) CITY.

Example:    
The EU resides in West Hollywood (neighborhood), which is a valid Synonym Community for Los Angeles, the service/postal community.

DL, LALOC = West Hollywood

EU, CITY = Los Angeles

Postal Community vs. Service Community (CITY) 
West Only
In most instances the Post Office Community is the physical community of the end user’s service address.  However, some communities that are not the post office community have been established as the physical/service community (SAG Valid).  When both the LALOC and the CITY fields in Verigate are populated, either can be used as the LALOC.  The End User CITY field must be populated with the value in the LALOC.  
For example, Danville is the post office community for this address: 

110 DEER RIDGE PL, BLKHWK

Using Verigate-Address Validation Inquiry

When 110 DEER RIDGE PL, BLKHWK is entered in Address Validation Inquiry, the response is: 110 DEER RIDGE PL, CITY=DAN, LALOC= BLKHWK 
Explanation for LALOC

 If data is populated in both the LALOC and CITY fields on the address response, it is up to the user to determine what to populate as the Listed Community on the listing page (DL) of their order.

Postal Community vs. Physical/Service Community Additional Examples:

	If the Desired Directory Listed Address is: 
	Then the EU Address submitted as:
	And the DL Address submitted as:

	110 Deer Ridge Pl Blackhawk 
	SANO=110, SASN=DEER RIDGE, SATH=PL, CITY=DAN, STATE=CA, ZIP=94506
	LANO=110, LASN=Deer Ridge, LATH=PL, LALOC=Blkhwk or Blackhawk

	110 Deer Ridge Pl Danville
	SANO=110, SASN=DEER RIDGE, SATH=PL, CITY=DAN , STATE=CA, ZIP=94506


	DL: may be left blank if SA same as LA
or 

LANO=110, LASN=Deer Ridge, LATH=PL, LALOC=Dan or Danville

	P O BOX 300 Danville

Note: When listing a PO Box use the Postal Community  in the EU form
	SANO=110, SASN=DEER RIDGE, SATH=PL, CITY=DAN , STATE=CA, ZIP=94506
	LANO=, LASN=P O Box 300, LALOC=Dan or Danville


Directory Delivery Address (DDA++) 

· Directories are delivered to the service address unless the Delivery Address is populated.  

· Directory Delivery Address fields are populated on the LSR only when the end user requests directory delivery to an address other than the service address.

Unique Requirements for Business and Residence Listings
Guide for Listed Names (LNLN, LNFN)

Finding Word

The data in the Last Name (LNLN) field is the “finding word” for the listing.  The finding word is the word used by Directory Assistance (DA) to search for the listing.  It also determines the order in which the listing appears in the directory.

In the Last Name field, always do the following:

· Use an individual’s last name only for residence listings.  For  Mickey Mouse:

· Last Name = Mouse
· First Name = Mickey
· Submit only the finding word(s) in the last name field and the remaining words in the first name field for business listings. For Johnny Rocket’s Juke Boxes:

· Last Name = Johnny

· First Name = Rocket’s Juke Boxes

Names with Ampersand

For business listings with an ampersand, populate only the finding word(s) in the last name field and the ampersand (&) with the remaining words in the first name field. For business name, Douglas & Associates, the order is sent as: 
· Last Name = Douglas

· First Name = & Associates

Multi-word Names

The term “multi-word” refers to surnames consisting of two or more words.  

The most common type of multi-word name is the prefixed name from foreign languages such as Dutch, French, Italian, Spanish, etc.  

Each word/part of the name must be populated in the last name field (LNLN) to be used as the finding word.  

These names file alphabetically in the telephone directory and in Directory Assistance as one word.  Examples of multi-word names are:

Cities and Communities Names

· Los Angeles Public Library:

Last name (LNLN) = Los Angeles
First name (LNFN) = Public Library
· El Cerrito Country Club:

Last name (LNLN) = El Cerrito
First name (LNFN) = Country Club

· San Jose Airport

Last name (LNLN) = San Jose
First name (LNFN) = Airport

· S J Airport (S. J. is the standard abbreviation for San Jose)

Last name (LNLN) = S. J. 
First name (LNFN) = Airport
Surnames

· Residence:  De La Cruz Juan

Last name (LNLN) = De La Cruz
First name (LNFN) = Juan

· Residence:  Mac Lean Henry

Last name (LNLN) = Mac Lean
First name (LNFN) = Henry

Think of multi-word names as one word with a space in between.  Consider how the following multi-word names might file in the directory and DA:

· When Maria San Jose is correctly submitted as:

Last Name (LNLN) = San Jose
First Name (LNFN) = Maria
· When San Jose Auto Repair is correctly submitted as:

Last Name (LNLN) = San Jose
First Name (LNFN) = Auto Repair

· The listings appear in the following order:

Sanchez Rita DDS

San Jose Auto Repair

San Jose Maria atty

Santa’s House of Gifts

Santos Roberto MD

· Notice the impact if the multi-word rules are not followed and the Last Name (finding word) is incorrectly submitted as “San”:

Last Name (LNLN) = San
First Name (LNFN) = Jose Auto Repair

· The file sequence changes to:

San Jose Auto Repair

Sanchez Rita DDS 

San Jose Maria atty

Santa’s House of Gifts

Santos Roberto MD

*San Jose Auto Repair now appears before Sanchez because “San” files before “Sanc.”

Important Note: Because the listing is stored as “San,” DA does not retrieve a request for "San Jose".  This is a limited example.  The true impact is that the listing may be separated by several columns and/or pages from correct placement.

Place Listing As (PLA)

This field identifies the specific alphabetical positioning of a listing when it could be alphabetized in more than one way.  It is also used when it is alphabetized differently than normal at the customer’s request.  It is used when the listing is a:
· Hyphenated name (representing two or more entities) to be filed as two words.  

· Numeric names often need a PLA entry in order file properly in the directory.  An entry is required in the PLA field when:

· The finding word is more than one numeric character.

· The subsequent word has one or more numeric characters and the number is to be alphabetized as if spelled in full.

· A listing contains a Roman numeral as a subsequent word.

· A numeral is used as the finding word(s) of a business name and should take the same alphabetical position as numerals spelled out.  CLEC must determine how the end user wants to be listed for a numeric name.

Note: In most situations the first alpha character of the PLA is the same as the first alpha character in LNLN.  
	Listing Information
	How to Apply PLA

	Numerals
	When a listing contains a numeral(s) of one or more numeric characters to indicate the proper alphabetical position of the number:

LNLN/LNFN Fields: 
CLUB 175
PLA Field: 
CLUB ONE HUNDRED SEVENTY-FIVE

Business Name Fields:
1040 TAX SERVICE
PLA Field:
TEN FORTY TAX SERVICE

Business Name Field:    A-1 VACUUM PLACE

PLA Field:                    Aone vACUUM plACE


	Non-Standard Abbreviation
	When a non-standard abbreviation is used in a listing and the listing is to be alphabetized as though the word was spelled in full:

Business Name Field:
WISC NEWS CO

PLA Field:
WISCONSIN NEWS COMPANY


	Number Sign (#)
Not Applicable in the West Region
	When a Number Sign (#) is to be used in place of the word number or the abbreviation No.

Business Name Field:
SEVEN ELEVEN #25

PLA Field:
SEVEN ELEVEN NUMBER 25


	Hyphenated Firm Name
	When a hyphenated firm name is to be positioned as two words:

Business Name Field:
DOUGLAS-BENTLEY ATTORNEYS AT LAW

PLA Field:
DOUGLAS BENTLEY ATTORNEYS AT LAW

	Saint or Street
	When Saint or Street appears as a subsequent word; PLA is required to clarify its use.  If St is the finding word, it will PLA Saint and PLA is only required if the finding word St is intended as Street.  For example:

Business Name Field:
SISTERS OF ST AGNES
PLA Field:
SISTERS OF SAINT AGNES

	Co-op, Cooperative, CO
Not Applicable in the West Region
	PLA is necessary for information purposes whenever the following words are used in a listing:  Co-op, Co-operative and -Co (unless -Co is company abbreviated).  If PLA is not used, information reads Co as Company.  Business Name and PLA fields will be identical as shown:

Business Name Field:
EQUITY CO-OPERATIVE
PLA Field:
EQUITY CO-OPERATIVE

	Roman Numerals
	PLA is required when a Roman numeral is included in a listing, no matter where it appears:

Business Name Field:
ACT IV DRESS CO
PLA Field:
ACT FOUR DRESS COMPANY

	Hyphenated Surname
	PLA entries are required on a hyphenated surname only when it is the first entry (finding words) of a listed name and when it is to be filed as two words: 

Business Name Field:
SAWYER-BROWN, MARY
PLA Field:
SAWYER BROWN, MARY
PLA entries are not needed on hyphenated LNFN entries:

JOHNSON, KIM-LEE

	Names that are Compounded with Prefixes
	Names that are compounded with prefixes are treated as single finding words, unless PLA is used to indicate otherwise (see the Alphabetizing Guide for specifics).  For example, Van Grier would file as Vangrier unless PLA is provided to place as two words.

Last Name Field:
VAN GRIER
PLA Field:

VAN GRIER



Acronyms

Acronyms file before words.  For business listings that use initials, acronyms or Radio and TV station call letters (i.e., when the letters are not a word),   the listing must be submitted using Letter Name Placement (LNPL).
Example:  

ABC, when entered in LNLN field, files as one word, unless LNPL is populated.

Last Name = ABC
First Name = Company

A B C, when entered in LNLN field with spaces, also files as one word unless LNPL is populated.

Last Name = A B C
First Name = Company

Example of Filing Order: 

	A Cheap Insurance Agency
	

	ABC Company
	acronym position requires LNPL 

	Abbott Computers
	


Capitalization

Refer to AT&T 13-State Capitalization Guidelines.

· CLECs must submit listing data in the appropriate letter case (upper/lower) for any LSR fields that are case sensitive.

Alphanumeric Listing Identifier (ALI)
The Alphanumeric Listing Identifier Code uniquely identifies every White Pages listing other than the main listing.  All additional listings must be assigned a unique ALI code. For information on ALI formats, refer to the LSOR.
Suggested ALI code scenarios:

Retain the same ALI and use LACT O & I when listing is changing and new additional listing represents the same individual or firm as the old listing and is going into the same directory. 

Example:

LACT
O
(B1) Joe’s Tire Shop


LACT
I
(B1) Joe’s Tire and Auto Shop

Change ALI and use LACT D & N when listing is changing and new additional listing is not representing the same individual or firm.


Example:


LACT
D
(B1) Joe’s Tire Shop


LACT
N
(C2) Dave’s Pawn Shop

Change ALI and use LACT D & N when Foreign Directory Name (DIRIDL) or Listed Telephone Number (LTN) is changing.  

On ACT T (Outside Move activity) request: 
If Additional Listing is discontinued, the ALI code for the discontinued listing cannot be reused for listings at the new location. 

Example: 

	Old Address
	ALI
	Listed Name
	New Address
	ALI
	Listed Name

	1010 Pine
	B1

C2
	Smith Mary Smith John (Delete)
	22 Chestnut
	B1

D3

E7
	Smith Mary (same) 

Jones Bob & Mary (New) 

Jones Hazel  (new)


If Additional Listing is re-established at a new location, then the same ALI code must be used.
Example: 

	Old Address
	ALI
	Listed Name
	New Address
	ALI
	Listed Name

	1010 Pine
	B1

C2
	Smith Mary 

Smith John
	22 Chestnut
	B1

C2
	Smith Mary (same) 

Smith John (same)


Toll Free Listings

There are two ways to order Toll Free Listings:
1. Submit an LSR to request a Toll Free Listing as a foreign listing (FAL) as long as the CLEC is the RSPORG/Carrier who provides the Toll Free Listing.

· The Directory book code must be provided (DIRIDL) to identify the directory that is desired.  

· Populate the LTN field with the Toll Free telephone number.   

· Populate the ATN field with the telephone number of the associated and required main listing. 
2. If a CLEC does not own the 800 number, they should not submit a directory request.  The end user must contact the region specific AT&T Business Office to order listings.  The end user is billed directly for these listings and all subsequent activity can only be requested by the end user.  The AT&T Business Office can be reached at the following numbers:

· East - 877 666-6368 
· Midwest - 800 971-7200 

· Missouri, Oklahoma, Kansas, Arkansas - 800 942-0242

· Texas - 800 303-6388
· West - 800 496-4430

All subsequent activity on such an account may only be requested by the end user.

Foreign Exchange and Remote Call Forwarding
Directory listing assignment is determined by the Serving Exchange for the NPA-NXX of the Account Telephone Number (ATN). 

 RCF may not terminate on cellular telephones, pagers, or voice mail. 
FXS and RCF straight-line listings are published in the same manner as all other straight-line listings’ local telephone services with the following exception: 
West Only
· When there is another listing for the end user with the same name, designation, and address in the same directory, then the publisher automatically sets a special style line.
· Listing may appear as an indented “From Line,” i.e., From (name of foreign community) Telephones Call (FXS or RCF telephone number), under the local listing.
Example: End user with local service in Danville, CA and an FXS or RCF TN from Pleasanton, CA.   Records ordered as: 

Douglas & Associates 123 Main Dan 925-200-0001 (Local Service Listing)

Douglas & Associates 123 Main Dan 925-218-8888 (FXS or RCF TN Listing)

Publishing Appearance in the Serving Book of Tri-Valley

Douglas & Associates 123 Main Dan 925-200-0001 (Local Service Listing)
    From Pleasanton Telephones Call 925-218-8888 (Publisher sets the style)  
Minimal LSR Entries for the FXS/RCF TN Listing: SA++=123 Main Dan, LNLN=Douglas, LNFN=& Associates, ATN/LTN=9252188888, TOS=_ _ _ F or R, LEX=925-200

ADI can be added if the Listed Address is also omitted in the Local Service Listing.
East, Southwest & Midwest Only

· RCF orders require additional field entries:

· LTXTY = TNR

· LTEXT = “xxxxx” Tel No, i.e., Detroit Tel No
Product Rules for Captions and SLU Sets

Captions and SLU sets are used to group two or more listings together under a common listing/heading. They can consist of main and/or additional listings.

Captions are established to avoid repetition. You can find multiple listings indented under a particular business instead of having the numbers scattered throughout the directory, making them easier to find.  In all regions but West, captions are allowed for businesses only.

SLU sets are generally used to combine residence and/or business surname listings, since captions are not allowed outside the West region for these scenarios.
Caption/SLU sets can only be established with published listings (LTY 1 or 6 as applicable by region).
General Caption Rules

Captions are typically used to group:  
· Departments or divisions within a large business, such as a corporation, medical center, or department store.

· Employees within a small business.

· Different businesses at a single location, such as a shopping mall.

A Caption listing consists of two or more lines of text. The first line of a Caption is typically referred to as a header, but is really the Listed Name. All subsequent lines, called indents, are indented below the header and have the following characteristics:

· Each listing is identified with a specific level of indentation using the Degree of Indent (DOI) field.

· No more than 7 degrees of indent are allowed (5 in CT).

· If specific sorting of listings within a level of indent is required, the CLEC must show the listings in the requested sequence on the LSR by using Sequence Override (SO).
Caption Header and Indent Example:
Star Productions Pier 37


Events .......................435-7756

Fax Line .....................435-7778

Information Line ..........435-7777

All indents with identical headers/listed names (regardless of service provider) are merged and sorted together alphabetically and appear under one instance of that header. This set of merged listings is called the Caption Arrangement. When a CLEC is modifying an existing caption, the listed name   provided on an LSR must be identical to the existing listed name/caption header; otherwise, a new caption will be created.  This includes capitalization as well as optional data elements, i.e., designations, titles and telephone numbers.
Merged Indent/Caption Arrangement Example:

Midway Shopping Center (Header, common name)

Mary Lou's Cleaners   942 Moraga Dr................424-4444   (CLEC-A)

Midway Bakery          944 Moraga Dr................538-2101   (CLEC-B)

Midway Diner            946 Moraga Dr................539-6000   (CLEC-C)

Headers for Caption Listings
Caption listing headers must conform to a specified format.  The format may be:

· Name only 

· Name and Telephone Number only (West Only)
· Name and Address only (West Only)
· Name, Address, and Listed Telephone Number (West Only)

The following lists the required and optional data elements that apply to the specified Header Formats.

Name Only:

The required data element is:

· Last Name (LNLN)
The optional data elements are:

First Name (LNFN)
Title of Address (TOA)
Title of Lineage(TL)
Designation  (Business Only) (DES)
Place Listing As (PLA) 

Example:
Tom’s Food World 
   

Administrative Offices
555-2356



Sales



555-2300
Name & Telephone Number Only:

The required data elements are:

Last Name

Listed Telephone Number (LTN)
The optional data elements are:

First Name

Title of Address

Title of Lineage

Designation  (Business Only)

Place Listing As (PLA)

Example:

Tom’s Food World………………….555-2323

   

 Administrative Offices
555-2356


 Sales



555-2300

Name & Address:

The required data elements are:

Last Name

Locality (LALOC)
The optional data elements are:

First Name

Title of Address

Title of Lineage

Designation (Business only)

Street Number, Directional, Street Name (LA++)
Place Listing As (PLA)

Example:

Tom's Food World  32 Baker

     Administrative Offices         555-2356

     Sales


          555-2300

Name, Address, & Telephone Number: 

The required data elements are:

Last Name

Locality

Listed Telephone Number

The optional data elements are:

First Name

Title of Address

Title of Lineage

Designation (Business only)

Street Number, Directional, and Street Name 

Place Listing As (PLA)
Example:

Tom's Food World  32 Baker   555-2356

     
Administrative Offices         555-2357


Sales


             555-2300

West Only

When a business surname is the caption header, the set up will appear in both the business and residence sections of a split directory.  Any residence listings under the business surname listing will also appear in both sections.  (Business surname has a TOA (Type of Account) value of BP, instead of B.)
Sub-Caption Headers

Captions may contain sub-captions:
· A sub-caption is a name, descriptive phrase, or word used under a caption header which applies to two or more listings indented underneath. 
· Each sub-caption must contain a minimum of two indents. 
Example:
Smith Enterprises Inc – (Caption Header)  
   Corporate Headquarters 123 Main Anytown....................NXX-XXX1
      South Office – (Sub-caption)

         567 Wisconsin Av Small Town......................................NXX-XX10
         678 Main St Metropolis...............................................NXX-XX11
Business Caption Listings

Caption listing rules are the same as those for Straight Line listings as described within this document.

Government Caption Listings

Purpose of the "Blue Pages" Section is to provide a convenient arrangement for directory users to locate Government listings. This section is generally found in directories for large communities.  To appear in the Blue Pages, the listing must be in caption format with one of the caption headers below:

· Village of

· City of

· County of

· State of

· United States Government

· City/County of
Example: 

County Of Monterey 

     Libraries-County                    831-555-5555
        Pajaro Library 29 Bishop      831-555-5522

Residence Caption Listings 
West Only
Main Listing (LML)

Residence Captions are used to group related listings. Caption Main Listing rules are the same as those for Straight Line Main Listings (LML) (see preceding). Additions or exceptions to those rules are described below.
Name

· May include commonly used terms or titles to identify individuals at the residence.
Example:

Singer Joseph……………… 555-9995   (LNLN, LNFN)

Children...........  555-9999   (LTEXT)
Housekeeper..... 555-9990   (LTEXT)

· May include a Business Surname as the Header with a residential indent.

Example:

Singer Joseph atty   (LNLN, LNFN)

     Office...........  
555-1111   (LTEXT) (TOA BP)

     Residence........
555-9995   (LTEXT) (TOA R)

Other Types of Residence Caption Listings

Caption listing rules are the same as those for Straight Line listings as described within this document. 
Straight Line with Undent (SLU) 

A SLU set contains a straight line listing (sometimes referred to as a SLU header) and one or more indented listings. 
· Straight Line Undents (SLUs) consist of:
· Name, designation and/or title, address, telephone number.
· Indented Listings must appear with:
· Text, address, telephone number
· Text and telephone number, or text alone (i.e., cross reference)                              
· Address and telephone number
· Indented listings are limited to two degrees of indent.
·  The maximum number of listings in a SLU set is six.
· Following are examples of typical SLU sets:  
      Hartman Bob atty 107 S Calvert City……...555-2677    (TOA = BP)
   Res 607 W Jewell City........................555-4085     (TOA = R)
Hartman, Bob    107 S Calvert City………….555-2677    (TOA = R)
    Children…………………………….                  555-2678    (TOA = R)
    Housekeeper………………………………………..555-2679    (TOA = R)
· If customer requests other than normal filing sequence on an indented arrangement, LSR requests must indicate exactly where the listing is to be placed.  In this instance Sequence Override (SO) information would be required: 

      Moore John MD 3400 N Meridian.........251-3399         (TOA = BP)

   Res 5753 N Broadway....................359-4887         (TOA = R)

   Children 5753 N Broadway.............356-3696          (TOA = R)
· All indented surname listings with listings from both residence and business classes of service will appear in both Residence and Business sections of res/bus split directory.   Residential indents will not appear in Yellow Pages.

Directory Delivery

The default for initial directory delivery is zero, unless otherwise identified in the DIRQTYNC field on the LSR.  Initial directory delivery usually occurs 10 to 15 business days following service order completion.  
Annual Directory Delivery 

The default for annual directory delivery is one, unless otherwise identified in the DIRQTYA field on the LSR.  New directories may be delivered to all listed and non-listed end users.
Directory Delivery to an Alternate Address

If an end user would like directories delivered to an address other than the service address, populate the delivery address fields on the LSR.
Directory Closing Dates

For information about Directory closing dates, refer to the CLEC Online website. 
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