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Business Cards Basics


Business card development:

· Remember: 

· A business card is a valuable marketing tool. It is affordable, portable, versatile, and readily acceptable in the business world. 

· Your business card may determine what your prospective client remembers about you after your initial meeting. It is more powerful than you think.

· When setting up your business and deciding on a name for it, think about how the name represents what you do and how it will look on a business card.

· You are a professional offering the skills and expertise of a profession; all your materials should convey the same professionalism.

· Quality

· EMPHASIS:  Maintain a professional look by using quality materials.

· Keep it to the essentials; a business card should not look cluttered.
· PAPER:  Do not print on flimsy paper with perforated edges; this is perceived as cheap, unprofessional, and gives a negative perception that hurts a business.

· Professionally printed cards are a plus and your budget should include this expense.  There are few, if any, occasions a home printed business card looks like anything other than that, a “home-made” business card.

· Business cards printed with raised lettering are considered of higher quality; this is something that cannot be done on a personal printer.

· Content: 

· Information MUST be current; have cards reprinted if any information changes.

· Most common mistake is OVERCROWDING! 

· A complete listing of services or products is not necessary, or even desired.

· Use brochures and personal interviews for disclosure of full range of services or products offered.

· Name, credentials and/or company name

· A good company name conveys what you do, if you need to clarify beyond that, state that you are a legal nurse consultant.

· Do not use initials to identify what you do, in other words, write out “legal nurse consultant”, this is usually placed under your name or business name.

· This is the most prominent item on the card, usually placed in the center or upper half of the card with a larger or bolder font

· Primary phone number (in bold text).

· Email / Website addresses.

· The preferred method of contact is often emphasized with a larger size, bolder font or more prominent placement.

· Contact information is usually placed in the lower half of the card.

· If logo is used, make sure it does not take over the card, use it to enhance the card, not to fill up space.

· Coordinate the business card with other marketing material used together for a more professional look.
· Folded business card:  Inside information should be something the potential client can utilize, i.e., medical abbreviations, pertinent definitions. 

NOTE: Folded cards sometimes work if the content is appropriate and useful; however, it is more expensive and particularly at the beginning of your business, it may not be worth the expense.
· Layout: 

· Horizontal layouts are the most typical and the most widely used format.
· Vertical layouts are more unusual and can still be kept professional.

· Larger, 4 inch business cards can be folded over, tent-like, and the interior used for information about your business or some medical information that is useful.

· Color: 

· A different color is a major way for your card to “stand out.” BUT, extremes used to show off on your card do not come across as professional.

· Consider grays, ivory, or beiges for the most professional look.
· If you look at most high-powered attorneys' cards, they are "plain vanilla”, black on white cards.

· Look at as many samples of cards as you can to get a feel for colors, fonts, styles, and quality.
· Fonts

· Use no more than two different fonts, preferably.

· NOTE: 12 point Arial is larger than 12 point Times Roman, and Times Roman is slightly larger than 12 pt Garamond. In other words, know your fonts to better select what you choose for your card. 
· Fonts on business cards will be smaller than on brochures, but should be large enough for easy reading.  Depending on the font itself, a smaller, i.e., 8 or 9 point is acceptable for small amounts of information. 
· Most script fonts are difficult to read. 

Tips of how to use business card:

· Use it as a means to introduce yourself and leave contact information.

· Exchange with “like-minded” entrepreneurs in business networking groups

· Include with all correspondence.

· It can be a “mini” brochure, mini-billboard; but do not clutter it up.
· Upon receiving cards, always look at the card and comment upon it before putting it away (preferably in a business card holder).  It is bad manners to stuff business cards into a pocket.  Suggestion: Jot notes on the back of the cards you receive to remember something about the persons, i.e., where you met them, their business, specialty, common interests, type of information you need to send. 
· When giving someone a card, ask for one in return.

· Always "exchange" cards whenever possible, unless you are mailing it or proffering it at an interview or other type of visit to a law firm. 

· Use back of card to make the card more valuable to receiver, i.e., your specialty, if a vendor at a conference, offer BP screenings and write the BP on the back of the card. 
· Develop a system for carrying and collecting business cards. Do not hand out dog-eared business cards; it is a bit like wearing your jeans to an interview.  Keep your cards protected in a special card holder.

· In your office, file cards in a way that helps you remember them (by company name, person’s name etc.
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