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Mailbox and Extension Setup
This document is designed to obtain important information regarding how you want your phones to be setup.  Please completely fill this out as to ensure smooth setup of your new phone system. An example has been entered below.
	Contact Name and Title:
	

	Phone number(s):
	

	Email address:
	


	Ext #

3 digit

or

4 digit
	First Name
	Last Name
	Direct Dial Phone Number 
(if any)
	Email address 
(for optional voicemail  forwarding)
	Phone Model # 

Polycom 335

Polycom 450

Polycom 550

n/a
	VoIP Plan 

Basic 
Premium 
Unlimited

	100 or 1000
	Jane
	Doe
	206-415-2500 
or 
n/a
	janedoe@acme.com
	Polycom 335 or
Polycom 450 or

Polycom 550  
	Basic or 
Premium or Unlimited
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