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	1
	Preparations
	Prepare notes and a writing utensil.
	

	2
	pick up the phone
	Answer the phone within 3 calls!
	

	3
	answering the phone
	Answer incoming calls
	

	4
	Hold
	Press "hold" to contact the person in charge.
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	No one in charge
	Answering the phone when the person in charge is not available
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