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State of South Carolina
        New Directory Listing Request

                                            Form  Instructions
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1.0
General

Spirit only handles Directory Listing requests for AT&T Directories
AT&T requires very specific instructions when requesting a number to be listed on Directory Assistance or listed in an AT&T directory.  These forms have been developed to help ensure that your listing(s) appear where and how you have defined it. 
Spirit provides 3 separate forms to be used when Directory Listing is to be impacted.

1.1
New Directory Listing Request  is to be used when a telephone number is not currently listed on directory assistance, no r listed in an AT&T directory or is a new listing for a telephone number that is already listed.
1.2
Directory Listing Change / Delete  Request is to be used when a telephone number is currently listed or appears in an AT&T directory, however you wish to make a change to that listing or “Remove” the listing.

1.3
Additional Listing Request is used when additional lines are required for adding more listings than allowed on the New or Change request forms. 
1.4
Directory Listing Inquiries should be directed to:



1-800-476-0607

1.5
Completed requests should be emailed to:



Directorylistings@spirittelecom.com


Please show “Directory Listing” in the subject line.

2.0
 New Directory Listing Request Form
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2.1
New Directory Listing Request Form Entries 

Date:


Date that request is made

Account Name:

Name as shown on your Spirit Account for this number

Account Number:
Spirit Account Number as shown on your Spirit Invoice or SOMS Order for this number.
Billing Address 
As shown on your Spirit Invoice or SOMS Order for this number.

City/State/Zip
For billing address, as shown on your Spirit Invoice or SOMS Order for this number.

Agency Main telephone Number:
10 Digit main telephone number associated to the invoice for this telephone number.

Requester Contact Number:
10 digit telephone number for person who can answer questions related to this request.
Requester Contact Name:
Name of person who can answer questions related to this request.
Heading for Basic Free Blue Page Listing:

If this number is to appear in the State blue pages, please provide the Heading that it is to appear under.
Listing Box:


Please check this box if the number is to be listed

Foreign Directory Listing Box:
Please check this box if this listing is to appear in a Foreign Directory ( AT&T directory for another city).
Telephone Number:

Provide the 10 digit telephone number to be listed

Listing Name:
Provide the name exactly how it is to be listed and/or shown in the directory.  

Listing Address:
Provide the address exactly how it is to be listed and/or shown in the directory.  


If no address is to be listed, please enter ‘OMIT” in the address field.

Foreign Directory Name:
If the listing is to be placed in a Foreign Directory, please provide the name of each AT&T directory.  You may enter more than one name on a line.

Charge applies to each directory.

Caption Listing
If number is to be listed with a caption heading, please provide the following exactly as it is to be shown in the directory:

Caption heading:
Select the caption heading from the current directly and provide the caption heading in this field EXACTLY as shown in the directory.

Sub Headings:
You may select up to 7 subheadings.  You must show them in the same order and exactly as they are currently listed in the directory.

Special Requests:
Special requests such as www.com listings, you must contact the AT&T Real Yellow Pages directly.

Listing Options:
Select one of the 3 listing options available:

Listed Box:
Check this box if the number is be shown in the directory and provided on Directory Assistance.

Non Listed Box:
Check this box if the number is not to be shown in the directory but it is to be listed on Directory Assistance.

Additional Listings

Name/Address
If this number is to be listed with multiple names, this will require an additional listing for each name.  If more than 3 additional listings are required, please use the Additional Listing s Request.
Name
Provide the name EXACTLY as it is to be shown in the directory and/or provided on directory assistance.
Address
Provide the name EXACTLY as it is to be shown in the directory and/or provided on directory assistance.  If no address is to be shown, enter “OMIT” on the address line.

Comments:
Do not enter “pertinent”  listing information in the comments field.   
Authorized Name:
Name of person authorizing this request.   
Contact Number:
10 digit telephone number of person authorizing this request.
Upon completion of the request, email to:  

Directorylistings@spirittelecom.com
               Subject:  “Directory Listing”   
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Directory Listing Inquiries
Call 1 800 476-0607

STATE OF SOUTH CAROLINA Email Completed Documents to:

NEW DlRECTORY LIST'NG Directorylistings@spirittelecom.com
. L. Please show "Directory Listing" in the
(Separate Request Required for Each Listing) subject Line
Tel ecom [ Date |

Customer Information:

Account Name:

Account Number:

Billing Address:

City: State:l Zip:

Agency Main Telephone Number: Requester Contact Numbell

Requester Contact Name:

Heading for Basic Free Blue Page Listing I

[] Listing CLT $2.30 | ] Foreign Directory Listing FAL $2.30

Show Number, Name and Address Exactly As To Be Shown In Directory

Telephone Number

Listing Name

Listing Address

Foreign Directory Name FAL $2.30

Foreign Directory Name FAL $2.30

Foreign Directory Name FAL $2.30

Caption Listing

Caption Heading:
Sub-Headings: 1
2
3
4
5
6
7
*For any special request for Blue Page Listings, please contact one of the yellow page companies listed in the front of the phone book.
e . Ay i Monthly FOR SPIRIT USE ONLY
Listing Options Listing Description Charge Directory Delivery Information
Number will be in the Directory and in
Ol Y 2.30 i
Listed Directory Assistance CLT $2. Qty of Local Directory
" Number will be listed in Directory q
[INon Listed Assistance and not the Directory NLT $3.50 White Pages
q Number will not be listed in Directory
[INon-Published nor Directory Assistance NP3 $5.50 Yellow Pages
0 Recipient

Additional Listings

Delivery Address
Name / Address v

Name: CLT $2.30 City
Address: State
Name: CLT $2.30 Zip
Address: Comments:

Name: CLT $2.30

Address:

Please Use Additional Listing Attachment

Authorized Name: Contact Number:

SUBMISSION OF THIS REQUEST CONFIRMS THAT YOU ARE AUTHORIZED TO REQUEST AND INCUR DIRECTORY LISTING CHARGES FOR YOUR COMPANY
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