Landmines in Opening Your Own Practice
Juliet Boyd & Sarah Toney

Top 10 list:

1. Marketing
a. Don’t assume business will just come
b. Cold calls about listings/being referred calls/web listings
c. Blog
d. Social Media

2. Law Firm Set Up
a. Register with Supreme Court — authorizes FIRM to practice law
b. Register the entity with SOS
c. EIN
d. Cook County number
e. LLCv.PC,etc

3. Don’t Over Commit

a e o

No 10 year leases upfront

Consider office share v. working from home v. Starbucks seeing clients v. Regus
Office equipment

Firm car — no Mercedes right away

Treat the business like a business

a. Use written contracts

b. Different kind of contracts and what’s in them

c. Different retainer agreements, see case law

d. Client to pay for copies/westlaw/interest charges language in contract
Technology

a. Cloud

b. VOIP phone

c. Listserves

d. Case management software

e. Billing

f. Calendar

g.

Reasearch — Fastcase, Westlaw, Lexis, internet



6. How to Make Money

a. Billing

b. Software

c. Monthly v. regular bills

d. Follow Up

e. Collections and Liens

f. Accountant

g. Make a copy of the check and keep it

7. Banking
a. Different checks
b. Trust accounts and Operating accounts
c. Naming the accounts

8. Managing Clients

Expectations

b. Role

c. Selling yourself without selling

d. Keeping clients in the loop, procedures in place to do so

&

9. Good people
a. Accountant
Book keeper
Befriend experienced lawyers
Answering service
ISBA, organizations that will benefit you

°oac o

10. Know when to say NO
a. Bad client
b. Case where you don’t know the area of law
c. Cold calls
d. Scams
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Member Marketplace

Members can take advantage of the following senices (for more information, call 217-525-1760 or 800-252-8908 toll free

in Hlinois).

For Your Practice

o Clio Practice Management System

o Corel® WordPerfect® Office

e EsgSites.com
» FedEx

* InterCall

. HP

o Lexis Nexis

¢ Westlaw

Financial Services
o ABA Retirement Funds

+ Bank of America Credit Cards and Checking
Accounts

« | awPay: Credit Card Processing for Attorneys

Travel

e Go Next

Insurance Programs
* GEICO Auto Insurance

o ISBA Mutual

e Marsh US Consumer

Personal Services

¢ Brooks Brothers

o Hotel Resenvations

« Interpark
* Jos. A. Bank

e Smart Savings Shopping Mall

e TicketsAtWork

Car Rentals
* Avs
 Budget

e Hertz

o National Car Rental

Looking for information on member benefits included with your membership, like publications, free online legal research,
and other practice-related products and senices? Visit our Member Benefits page for more information.

© lingis State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions

www.isba.org/membermarketplace

The Assaciation for flinois Law yers

n



9/5/13 Member Marketplace for Personal Services | Hlinois State Bar Association

| /"i‘\ ~ ILLINOIS STATE
“—<22" BAR ASSOCIATION™

Member Marketplace for Personal Services

Brooks Brothers

Since 1818, Brooks Brothers has set the standard for modem American style.
Throughout the years, Brooks Brothers has become a national icon revered for the
quality and classic elegance of its senices and merchandise for men, women and e -

-
boys. (W

Enroll for your Brooks Brothers Corporate Membership Card and Save 15% on regular and everyday \alue priced
merchandise at Brooks Brothers U.S. branded stores nationwide, by phone or online at BrooksBrothers.com.

» Enroll online at Membership.BrooksBrothers.com. Enter your Organization ID# 40000 and your Pin Code# 90844.
 Enroll by telephone by calling Corporate Incentive Senices toll-free at 1-866-515-4747, Monday through Friday, Sam
to 5pm, ET. Please have your Organization ID# and Pin Code# available.

Renew an Existing Corporate Membership Card:

To renew an existing corporate membership card, click on the link below:
www.brooksbrothers.com/cis/corprenewal.tem

Your Brooks Brothers Corporate Membership benefit is valid at Brooks Brothers U.S. branded stores nationwide, by
phone or online at BrooksBrothers.com. Savings cannot be combined with any other offer, discount or promotion or for
purchases of the Gift Card. For a store location near you, please \sit BrooksBrothers.com or call 1-800-274-1815

Hotel Reservations

Make hotel reservations anywhere throughout the world for one room-or for one hundred. The best accommodations at
the most economical rates.

Contact Brandon Koenig at mtgsol1@aol.com or 847-808-1818.

InterPark Garage

Discount parking available to current ISBA members at the InterPark Garage located at Lake and Dearbomn across from
the Daley Center. Parking is normally $28 per day, but if you purchase prepaid parking passes in groups of 10 and
present your ISBA membership card to the garage office iocated on the first floor, you will receive parking passes for $20
per day. Questions? Contact Brent Young at InterPark, 312-656-4713.

Jos. A. Bank

JoS. A. Bank Clothiers specializes in Professional, Corporate Casual and Casual men's clothing. Whether it's a
traditional corporate suit and tie, or a more relaxed business-casual look, JoS. A. Bank has the style and quality to
make you feel comfortable and look appropriate.

Members and employees of the lllinois State Bar Association may apply for the JoS. A. Bank Corporate Card and
receive a 20% discount on all regularly priced merchandise. Sale items are excluded from the discount, however as
a member, you are always guaranteed the best price we have. The discount is valid for in-store, catalog and Intemet

www.isba.org/membermarketplace/personal 1/2
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orders.

To receive your FREE Corporate Card, simply Jsit the JoS. A. Bank store nearest you, show
proof of association with the lllinois State Bar Association (business card, work id, comporate
id number) and request the Corporate Card or call their toll-free catalog number at 800-285-
2265 or e-mail a request to corporatecard@jos-a-bank.com. Remember you need to mention
the lllinois State Bar Association Corporate Company number, 117508, when applying for
the card.

To request a catalog or for the store nearest you, please call JoS. A. Bank Clothiers at 800-285-2265. Visit the JoS. A.
Bank website and shop online at www.josbank.com. For more information on this program, please call Shannon Shaffer
at 800-827-3921 or e-mail at corporatecard@jos-a-bank.com.

Smart Savings Shopping Mall

The ISBA Shopping Mall is your opportunity to go to the mall without ever leaving your home or office! This new member
benefit will be your online source for discounts from more than 500 retailers offering everything from clothing to
household items, theme park tickets, sports and entertainment and more. A sampling of the vendors you'll find online
are: Sears, Target, Footlocker, Best Buy, Golfsmith, Red Enwelope, Eastern Mountain Sports. New discounts are added
often, so check back frequently.

To start shopping, log-in to: https://smartsavings.motivano.com

Once logged in, you will need to use the one-time usemame “ISBAmall1” and password “Marketplace1”. On the next
screen, you'll be prompted to create your own personal login and account information to use for all your future shopping
trips.

TicketsAtWork

The TicketsAtWork Corporate Benefit Program offers the lllinois State Bar L ‘

Association's members exclusive travel and entertainment discounts. We TKkets : §w0'k*com
have over 400 regional and Nationwide offers that are not available to the IR TR e ST I R TaiY CoRrinE

general public, ranging from Las Vegas shows to Disney tickets. To create
an account, use the company code "ISBA" or call customer senice 800-331-6483

® llinois State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions

The Association for Hinois Law yers
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Member Marketplace for Financial Services

ABA Retirement Funds

Does your retirement plan offer no out-of-pocket expenses, professional fiduciary senvces, a 'Y X .1

broad range of investment options, and full-senice administration? Ours does! The ABA - @ @ Retirement
Retirement Funds Program (the "Program”) has been providing affordable 401(k) plans
exclusively to the legal community for 49 years. The Program's bundled approach allows
your firm to keep its focus on the success of the practice. We provide you with trustee,
record keeping, tax reporting, compliance testing, investment management, and participant communication senices - all
from a single source - at no additional cost to your firm. Maybe it's time to find out what's inside your 401(k). Call us at
866-812-3580 for a free consultation or visit www.abaretirement.com for more information and a prospectus.

Bank of America® Credit Cards and Checking Accounts

Reap the benefits of the BankAmericard Cash Rewards™ Visa Signature®credit card
for the lllinois State Bar Association

Apply for the lllinois State Bar Association BankAmericard Cash Rewards™ Visa
Signature® credit card that rewards customers with up to 3% cash back on certain
purchases, all while supporting ISBA initiatives. In addition to eaming cash back rewards for
yourself, use of this card benefits the ISBA at no extra cost to you!

Here are some of the features of the new ISBA BankAmericard Cash Rewards Visa
Signature® credit card:

1% cash back on all purchases.

2% cash back on grocery store purchases.

3% on gas station purchases.

e You can eam the 2% and 3% cash back on gas and grocery purchases up to the first $1,500 in combined
purchases in these categories per quarter. After that, you will continue to eam 1 percent on these purchases.

Click here to Apply

yd

Turn your everyday purchases for your business into uncommon rewards with the Illinois State Bar Business

card with WorldPoints® Rewards. Transfer points to and from your personal WorldPoints account and redeem the
points eamed for yourself, your employees or your business

o lilinois State Bar Business Card with WorldPoints® Rewards

For information about the rates, fees, other costs and benefits associated with the use of these cards, click on the links
abowe and refer to the disclosures accompanying the online credit card application. These credit card programs are
issued and administered by FIA Card Senices, N.A. BankAmericard Cash Rewards is a trademark and Bank of
America and the Bank of America logo are registered trademarks of Bank of America Corporation. WorldPoints is a
registered trademark of FIA Card Senices, N.A Visa and Visa Signature are registered trademarks of Visa Intemational

www.isba.org/membermarketplaceffinancial 12
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Senice Association, and are used by the issuer pursuant to license from Visa U.S.A. Inc. © 2013 Bank of America
Corporation.

ISBA membership offers you more: Get the ISBA Checking Account

Online Banking with Bill Pay is a benefit with the ISBA checking account. It helps account holders easily do their
banking from the comfort of their home or office. They can pay bills, view balances, transfer money, reorder checks* and
much more — including saving time and postage. They can also do their banking on the go, with Mobile Banking on
their cell phones.**

Click here for more information.

A specialty account set-up fee may apply to ISBA deposit accounts opened in Banking Centers and over the phone in
some states. Other accounts and senices, and the fees that apply to them, vary from state to state. Please review the
information for your state in the Personal Schedule of Fees at http://www.bankofamerica.com/feesataglance or at your
local Banking Center and in the Online Banking Senice at http://www.bankofamerica.com/seniceagreement.

*Check order fees may apply
** You must first enroll in Online Banking, and set up Transfers and Bill Pay. Wireless carrier fees may apply.

Bank of America, N.A. Member FDIC. ©2013 Bank of America Comoration

LawPay: Credit Card Processing for Attorneys

Trust your transactions to the only payment solution provided to lawyers by over 60
bar associations. Correctly safeguard and separate client funds into trust and
operating accounts. Funds are never commingled. The ability to accept debit and
credit cards attracts clients, improves cash flow and reduces collections. Members HEIML L
sawe up to 25% off their credit card processing fees. If you are considering accepting
credit and/ or debit cards or want to confirm that you are processing debit and credit card transactions correctly, call
866-376-0950 or visit www.lawpay.com/isba.

© Hinois State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions

The Association for llinois Law yers
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Member Marketplace on Insurance Programs

GEICO Auto Insurance

The GEICO Auto Insurance Program offers ISBA members quality car insurance with complete Gem
24-hour sales, policy, and claims senice. As an ISBA member, you may also qualify for an ISBA

Member Discount in addition to GEICO's already low rates. The member discount is available in most states (10% in IL).
Get a free guote to see how much you could save.

ISBA Mutual

ISBA Mutual offers professional liability insurance company owned by and E ISM MUHML
for the benefit of ISBA members. Call (800) 473-4722 today for a free rate 4

te . ITNSURANCE COMPANY
quote.

Marsh US Consumer

ISBA members can choose from a range of programs including life, major
medical, dental, vision, catastrophe major medical, long term care, and
disability insurance programs administered by Marsh US Consumer-Health
Insurance Senvices.

MARSH

ISBA Health Insurance options are available for individuals and small groups, including PPO's and HSA Qualified
Medical Plans from well-respected carriers such as Blue Cross / Blue Shield, Humana, Unicare, Celtic and others. For
more information, contact Marsh at (800)-321-1998 or for online quotes visit http://isba.healthinsurance.com

For information on a plan other than medical insurance, contact Marsh at (800)-503-9230 or on the web at
http://www.personal-plans.com/isba

© lfinois State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions
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Member Marketplace for Car Rentals

Avis

Rent a car from Avis and experience the “We Try Harder” service!

AVIS ==
As an lllinois State Bar Association member, you can save up to 25% off your car rental h?fiﬁ

just by mentioning your Avis Worldwide Discount # A632500 when making a reservation.
Be sure to use your AWD every time you rent to always receive the lowest rate available. For reservations call 1-800-
698-5685 or book online for additional members-only discounts.

Avis provides the latest in technology, products, and senices to make your car rental experience better than ever. Some
of Avis’ programs include:

« Complimentary Preferred® Service enroliment — A fast and easy counter bypass program with added benefits
and special amenities, such as the best parking spots and more wehicles.*

+» where2® GPS - State-of-the-art GPS system that guides through every mile of your trip, giving you clear, simple
directions, real-time road conditions and much more.*

« Avis Connect — Get your information “to go” with portable Intemet access that can be camied anywhere. Weather
conditions, local news, downloadable music, traffic updates and more are now at your fingertips — from the hotel
room to the conference room and beyond.*

¢ Avis e-Receipt™ — Within 24 hours of retuming your vehicle, you'll have your Avis receipt e-mailed to you, free of
charge. It's a convenient way to awid lost receipts, complete expense reports, and save time when retuming your
car.

e Avis e-Toll™ — Leave those long toll lines behind. Starting at only $1.50 per day plus tolls, you can pay
electronically by driving through designated electronic toll collection lanes.

* Neighborhood locations — With over 900 neighborhood locations, Avis is right there when you need a car, offering
free local pick-up senice at participating locations, special local market corporate rates and Vehicle Replacement
rates and senvces.

* Available at select locations for an additional charge.

Budget

Make the smart choice, rent Budget and start saving today!

llinois State Bar Association members save more with Budget! Use your Budget Corporate Discount
(BCD) # 2528200 every time you rent to save up to 20%. In addition to big savings, we've also got grea
products and senices to make your rental experience easier than ewver, like our Fastbreak express
rental program and where2 GPS units. For more information or to make a reservation call 1-800-455-2848 or see what
current coupon offers we hawe awailable online.

Budget delivers quality and value to your car rental, with products and senices that include:

« Complimentary Fastbreak® Enrollment — With enhanced paperless rental senice, you can skip the lines and

www.isba.org/membermarketplace/carrental 12
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Get In, Get Out and Get Going® fast.

« where2® GPS — Discover new destinations with audible tum-by-tum directions, real-time traffic updates, local
restaurants, attractions and more — all at your fingertips.*

» Budget e-Receipt™ — Within 24 hours of retuming your vehicle, your car rental receipt will be e-mailed to you, free
of charge. This eliminates lost receipts and makes it easy to complete expense reports on time.

» Budget e-Toll™ — No more waiting in long toll lines. Now you can pay your tolls electronically by driving through
designated electronic toll collection lanes. And it starts at only $1.50 a day plus tolls.*

* Neighborhood Locations — Why drive to the nearest airport to get your rental car? With over 700 city and

suburban locations, Budget is right in your neighborhood.

* Available at select locations for an additional charge.

Hertz

Members of the IL State Bar Assn can save up to 10% off your car rental
with Hertz. Your discount CDP#151964 is the key!

Wherewer your travel takes you, close to home or around the world, your
CDP#151964 is the key to special savings. Be sure to include it in all of your

reservations. Click here for the lowest rates, special offers and information about Hertz locations, vehicles and senices.
Or call Hertz at 1-800-654-2210.

National Car Rental

As an lllinois State Bar Association member, you'll get unlimited mileage and year-
round discounts off National's rates at approximately 3,000 locations in 72
countries across the globe. For information and resenvations, call your travel agent

or contact National™ online or at 1-800-CAR-RENT™. Be sure to request Contract I.D. Number 6100497 at time of
reservation.

,:""3_-' National CarRentai

© Hlinois State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions
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Membership Benefits

Members always receive the best value for the best price. Meetings, CLE programs, and publications are
always discounted for members and some services, including free online legal research through Fastcase,
are only available to our members.

Free Online CLE (& Additional CLE Options)

Free Online CLE: As of January 2013, all eligible ISBA members can earn up to 15 MCLE credit hours,
including 6 PMCLE credit hours, per bar year via our online FastCLE “Free CLE Channel" at no additional cost -
enough to meet the 30 hour MCLE requirement over a 2 year period. Programs are available 24/7 on our "Free
CLE Channel" on FastCLE. Using a computer with intemet access, these programs can be accessed anytime,
anywhere. Available programs have been chosen by a panel of ISBA members and cover a wide range of topics. Our 6-
hour accredited Basic_Skills program is also available online at no cost to help new attomey members meet their newly
admitted attomey MCLE requirements for free. Program content will change periodically. For more information on
Benefit Eligibility, Programs and for a User Guide on How To Get Started Using the "Free CLE Channel," visit
our Free Online CLE homepage.

Additional CLE Options: Live CLE programs, produced through ISBA LawEd, are conducted throughout the state
where they are also taped and made available through FastCLE in other formats including online delivery, podcast, DVD,
audio CD, and video CD-Rom. Members are provided with the opportunity eam their MCLE in a format that bests suits
them — in a classroom environment or in the comfort of their own home or office. As always, members receive
discounted pricing on all LawEd and FastCLE programs. ISBA Member Attomeys in their first three years of bar
admittance pay only $25 for live, on-site programs. No other discounts apply. For our members’ convenience, the ISBA
also provides members with a semi-annual MCLE report which includes reporting information on all LawEd and FastCLE
programs that the member has attended.

As an accredited MCLE provider in lilinois, the ISBA is committed to assisting members fulfill their lllinois MCLE
requirements. Effective, convenient and affordable CLE in multiple formats is available to members through ISBA LawEd
and FastCLE. This benefit is brought to you by ISBA Mutual Insurance Company

Free Online Legal Research from Fastcase (Premium-Plan Library)

ISBA members are entitled to absolutely free online legal research through Fastcase. With our full Fastcase Premium-
Plan Library, you have unlimited free access to a comprehensive 50-state and federal caselaw database, including
bankruptcy cases and, coming soon, lllinois cases dating back to 1819. This includes lllinois statutes and the
Administrative Code and the statutes and codes of all 50 states, plus the U.S. Code and the Code of Federal
Regulations. This benefit is brought to you by ISBA Mutual Insurance Company.

Daily Case Digests & Legal News (E-Clips)

E-Clips is the ISBA's daily electronic bulletin containing the latest case digests of lllinois Supreme, Appeliate, and
Sewenth Circuit court. E-Clips also contains helpful "legal news of the day", gleaned from the most important legal news
from newspapers and Web sites, including our own intemal sources, so you can start your workday in the know. Skim
our headlines or link directly to the full story. Members are automatically signed up to receive E-Clips on a daily basis.

www.isba.org/membership/benefits 13
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Publications

Illinois Bar Journal

The lllinois Bar Joumnal is the ISBA’s highly readable, award-winning flagship monthly magazine and your key to
substantive practice information, analysis and trends. For our members’ convenience, current and past editions
are archived online.

[llinois Lawyer Now
lllinois Lawyer Now our online publication updated several times daily with breaking legal news, practice news,
photo galleries and more.

lliinois Lawyer Now Weekly is our e-newsletter sent exclusively to ISBA members. and highlighting the top posts
of the week on lllinois Lawyer Now

lllinois Lawyer Now is mailed to all members two times a year. The print publication concentrates on news of
ISBA elections, CLE offerings, the range of member benefits, and feature stories about ISBA members and
events.

Section Newsletters

Section members are entitled to section newsletters. They are peer-written and packed with timely, practice-
oriented information.

Books & Client Brochures

ISBA members get a discount on ISBA books and client brochures as well as discounts on books from the ABA
through our store.

Substantive Law & Practice Setting Sections

Members have the option to join any of the 39 substantive law and practice setting sections for only $25 each per year.
As a member of a section, you will receive that section’s quarterly newsletter (print and online versions), additional
discounts on CLE programs sponsored by the section, and more.

Online Discussion Groups

All ISBA members are eligible to join ISBA discussion groups let you pose questions to and share information with
lawyers from Chicago to Cairo.

ISBA Member Mark/ISBA Member Firm Mark

The ISBA Member Mark ™ and Member Firm Mark ™ can be used by ISBA active members and firms to denote their
membership in the association and show their commitment to the profession. The Marks may appear on business
cards, letterhead, envelopes, Web pages, print advertising in newspaper and magazines, e-mail signatures, direct mail
solicitations and signage at a member’s office or building.

ISBA Mutual Insurance Company

Members are invited to participate in a members-only malpractice insurance plan provided by ISBA Mutual Insurance
Company ISBA Mutual, formed 19 years ago through the efforts of lllinois lawyers, specializes in professional liability
insurance written specifically and exclusively for the needs of llinois attomeys.

Ethics InfoLine

Members can review our online database of ethics opinions or get personal guidance from a qualified ISBA attomey by
calling the (800) 252-8908.

www.isba.org/membership/benefits

23



9/5/13 Membership Benefits | illinois State Bar Association

IllinoisLawyerFinder.com
Members are entitled to sign up for a free or a premium (paid) listing on lllingisLawyerFinder, which helps market and

build your practice. The site draws the public by offering information about lilinois law and other consumer-friendly
features.

Career Center

A powerful online senice, the Career Center allows members to search for a job by position, years of experience, areas
of law, relocation and more. Participants submit a confidential resume online and remain completely anonymous to
prospective employers until they've chosen to release their personal information.

Member Marketplace

Looking for discounts on practice-related senices and products, insurance, financial senices, travel, car and other
personal products and senices? Visit our Member Marketplace for more information.

Group Travel

Take advantage of the great savings and conveniences by traveling with Go Next

Lawyer's Assistance Program (LAP)

Formed by the lllinois State Bar Association and Chicago Bar Association to aid lawyers who suffer from alcoholism and
drug addiction. LAP is wholly confidential. For information, Misit the Lawyer's Assistant Program website or call (800)
LAP-1233.

Unauthorized Practice of Law

ISBA members may refer any incidence of unauthorized practice of law to ISBA headquarters. Task Force on
Unauthorized Practice of Law investigates and, where necessary, takes appropriate action to terminate such activities.

© liinois State Bar Association | Site Map | Privacy Policy | Terms & Conditions | Contact & Directions
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Standard Features - Small Business
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Productiv
if you're looking for an ultra-basic phone system with standard VoIP features, you'll be happy to know
that each of Vocalocity’s small business phone solutions come loaded with dozens of standard

Big Business Presence features. We also offer plenty of other advanced features at no extra charge, but if you're just looking

v it lugi for a phone solutionwith a reliable dial tone and some business-class applications, we've got you

covered.

Essential Calling Features to Run Your Small Business

Get a Free Quote! ) ) . . ) .
Core calling features included with all of Vocalocity's smali business phone solutions include:

First Name*
Last Name* Admin Portal Call Announce
Phone Number* all Continui Call Screening
Company Name* Call Waiting Caller ID
Email* _ Directory Assistance (411) ami 1}
Emergency Assistance (911 Do Not Disturb
Submit
Muitiple Devices on Qne Extension et riD
Seven-Digit Dialing Voicemail
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L ooking to make your phone system GIObaI Ca”S
even more powerful?
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