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Creating Business Cards*

ou hand your business card to a potential
customer. It’s the first impression he or she
will have of your business — does it convey

the message and professional demeanor you want it
to?

Business cards are a critical tool in your business.
Not only does it contain important contact informa-
tion, it acts as a mini-brochure — you have an addi-
tional small space to sell yourself and your product
or service to others.

Your business card should include the following:
* Name

* Business name

* Job title

Business address

Business phone and/or cell phone

E-mail address

Internet address

Your business card should follow the same type of
look as your letterhead and other official business
correspondence. Establishing standard business
colors, typography and utilizing your logo on all
these pieces creates a consistent look or a “brand”
for your business. This enables potential and repeat
customers to recognize and remember your business
quickly.

There are several methods to create business cards
quickly and economically. Business cards can be

created in Microsoft Word. Establish a new docu-
ment and then select Tools, Letters and Mailings,
Envelopes and Labels. Select the Labels tab and
under Options, scroll to find 3612 — Business Cards.
These are Avery labels and can be purchased at any
office supply store. Select OK and then select New
Document. Your business cards should be formatted
on a new Microsoft Word document. You can then
place your name, contact info, logo, etc. on the card
and it will print correctly on the pre-scored Avery
label sheets.

Your name should be two points larger print size
than the rest of the printed text on the card — gener-
ally 14 point type is standard size. The remainder of
the business text and contact information is set at 12
points, or in some cases, 10 points.

Online resources are also available to assist produc-
ers in creating business cards. The first 250 business
cards are printed free from www.vistaprint.com.
Vistaprint offers 30 templates for the free cards, so

it may be necessary to look carefully to find a look
consistent with your business colors that would al-
low for your business logo. Upgrades to include your
own images, logos, etc. are offered on a fee basis.

There may be other services that offer business cards
for free or at a reduced rate for larger orders. In-
vestigate your local print shop as well — doing your
business cards, letterhead and envelopes at the same
time often nets a reduced printing rate.

* Reprinted with permission from the Ag Marketing
Resource Center, lowa State University Extension.

...and justice for all

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, gender, religion, age, disability, political
beliefs, sexual orientation, and marital or family status. (Not all prohibited bases apply to all
programs.) Many materials can be made available in alternative formats for ADA clients. To file

a complaint of discrimination, write USDA, Office of Civil Rights, Room 326-W, Whitten Build-

ing, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call 202-720-5964.

Issued in furtherance of Cooperative Extension work, Acts of May 8 and June 30, 1914, in coop-
eration with the U.S. Department of Agriculture. Jack M. Payne, director, Cooperative Extension
Service, lowa State University of Science and Technology, Ames, lowa.
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