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A clean and clear design for your business card
helps make it easier for people to remember you
and find your information.
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Presentation Skills:
A Better Business Card

Starting Off Well

A good business card does more than show your company's logo. It creates
a first impression. Is your business organized and professional? Is information
easy to find? Does your card tell someone what they need to know to remember
and find you quickly and easily? A well-designed business card says a lot about
a person and their company. It can create a powerful first impression, demonstrate
your attention to detail, as well as convey clear thinking and organizational
structure. More than just a formal gesture for exchanging contact information,
a good business card also acts an effective reminder, helping people remember
where and when they met you. Our Business Card templates help you craft a
business card that shows you and your company in the best light.

Attention to Detall

Look through our templates to choose a design that captures the feel of your
company. Then fill in your company and personal information. After you have
completed filling out the information, print out a test sheet of cards. Look closely
for errors or typos and confirm that all contact information is current. Once you've
made your corrections, print it out and check again! It can be embarrassing to
notice a typo as you hand over your business card to a new acquaintance or
prospective business partner. Once you are satisfied with the result, print out

a few sheets of cards on high-quality paper such as Hammermill Color Copy
Digital Cover. Using high quality paper shows that you care about doing things
well and makes a good impression. Trim out the cards, and you are in business!
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A Better Business Card: Minimal Template HAMMERMILL.

Paper for Life.

TEMPLATE | MINIMAL

\
TO BEGIN
Firstname Lastname Firstname Lastname
Position Title Position Title 1 R
. Replace the placeholder
PASTELOGO youremail@email.com PASTELOGO youremail@email.com p R p
T2 XXX XXX XXXX T XXXXXX XXXX text with your personal
C XXX XXX XXXX C: XXX XXX XXXX information
Address Line 1 Address Line 1 2 nghllght the "PASTE
Address Line 2 Address Line 2 M .
City, State, ZIP City, State, ZIP LOGO" text and either
yourwebsite@website.com yourwebsite@website.com paste your |Ogo from the
— — clipboard or Insert Picture
Firstname Lastname Firstname Lastname from File.
Position Title Position Title
PASTELOGO youremail@email.com PASTELOGO youremail@email.com 3. Copy your content to each
T XXX XXX XXXX T XXX XXX XXXX :
C XXX XXX XXXX C: XXX XXX XXXX Card n the |aVOUt'
Address Line 1 Address Line 1 4. Pr_mt on ypur home or folce
Address Line 2 Address Line 2 printer using heavy Welght
City, State, ZIP City, State, ZIP Card StOCk
yourwebsite@website.com yourwebsite@website.com .
5. Trim on the crop marks.
Firstname Lastname Firstname Lastname
Position Title Position Title
PASTELOGO youremail@email.com PASTELOGO youremail@email.com
T2 XXX XXX XXXX T2 XXX XXX XXXX
C1 XXX XXX XXXX C1 XXX XXX.XXXX
Address Line 1 Address Line 1
Address Line 2 Address Line 2
City, State, ZIP City, State, ZIP
yourwebsite@website.com yourwebsite@website.com
Firstname Lastname Firstname Lastname
Position Title Position Title
PASTELOGO youremail@email.com PASTELOCO youremail@email.com
T XXX XXX XXXX T2 XXX XXX XXXX
C: XXX XXX XXXX C: XXX XXX XXXX
Address Line 1 Address Line 1
Address Line 2 Address Line 2
City, State, ZIP City, State, ZIP
yourwebsite@website.com yourwebsite@website.com
Firstname Lastname Firstname Lastname
Position Title Position Title
PASTELOGO youremail@email.com PASTELOCO youremail@email.com
T XXX XXX XXXX T XXX XXX XXXX
C XXX XXX XXXX C XXX XXX XXXX
Address Line 1 Address Line 1
Address Line 2 Address Line 2
City, State, ZIP City, State, ZIP
yourwebsite@website.com yourwebsite@website.com
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A Better Business Card: Colored Background Template

TEMPLATE | COLORED BACKGROUND

PASTE LOGO

PASTE LOGO

PASTE LOGO

PASTE LOGO

PASTE LOGO

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX.XXXX

C XXX XXX XXXX

PASTE LOGO

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com

T2 XXXXXXXXXX

PASTE LOGO

C XXX XXX XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com

T2 XXX XXX XXXX

PASTE LOGO

C XXX XXX XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T2 XXXXXXXXXX

C XXX XXX XXXX

PASTE LOGO

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX XXXX

C XXX XXX XXXX

PASTE LOGO

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX XXXX

C XXX.XXX.XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX XXXX

C XXX XXX.XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX XXXX

C: XXXXXXXXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T2 XXXXXXXXXX

C XXX XXX XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com

Firstname Lastname
Position Title
youremail@email.com
T XXX XXX XXXX

C XXX XXX XXXX

Address Line 1
Address Line 2
City, State, ZIP
yourwebsite@website.com
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TO BEGIN

1. Select the background and
fill with the color you desire.

2. Replace the placeholder
text with your personal
information.

3. Highlight the "PASTE
LOGQO" text and either
paste your logo from the
clipboard or Insert Picture
from File.

4. Copy your content to each
card in the layout.

5. Print on your home or office
printer using heavy weight
card stock.

6. Trim on the crop marks.





