Business Card Project

Objective: Using Publisher, create a business card for a company that you would like to own or work in.  Pick something that you are interested in: photography, sports, food/cooking, TV/Entertainment, video games, etc.  Use your creative and critical thinking skills.  Be realistic and have fun!

Background: 

The Elements of a Successful Business Card
Mr. Stephenson has hired you to start your own company.  It is your choice if you want to do a product or service.  Put on your thinking cap and wonder what you could do…Sports Agent, Lawyer—anything you want to be.

Business cards play an important role in marketing your company’s services or products.  Develop the mindset of running the business of “YOU, Inc.”  Business cards speak volumes about who you are, what you offer and how serious you are marketing “YOU, Inc.” as a business.  Oh! So, you have a resume and don't need business cards. Can you carry 10 resumes in your wallet?  You business card is a power tool to let other individuals and businesses know who you are and what your company is about.  Don’t leave home without them!

1. Name of Individual
Not every type of business card has to have the name of the individual but it's a nice personalized touch. In a large organization it can be beneficial to have the name of a specific person to contact

2. Name of Business or Organization
A business card almost always has the name of the business or organization on it. information. 

3. Address
A street address is also a part of the business card.

4.  Phone Number(s)
Multiple numbers are typically listed in order of voice, then cell

5. Email Address
Including an email address is an important element for Web-based businesses but other businesses or organizations might omit this form of contact unless it is one of their preferred methods of contact. 

6. Web Page Address
Web addresses should be listed with or without the http:// preceding the URL. As with email addresses, it is an essential element for Web-based businesses. 

7. Job Title of Individual
Not a required element, some entrepreneurs or sole proprietors might include "President" or "CEO" or some other title. 

8. Tagline or Description of Business
A tagline or brief description can be useful when the business name is somewhat ambiguous or doesn't clearly convey what the business does. Taglines can also convey benefits and features.  

9. Logo
A logo used consistently on business cards and other print/electronic materials helps to establish a company's identity. 

Using MS Publisher, go to the Business Cards Folder.  You may NOT use the Wizards or Templates to create your card.  Please click on the “Blank Sizes;” select anyone of the styles (vertical or horizontal layouts).  Using the Text Box and the Picture Frame Tool, insert text and graphics that support your business.  The size of this is only 2 inches high by 3 inches wide.  It is small but it says a great deal about you and your company.
Requirements:

Your business card must contain the following elements: 

1. Company Name (be creative).

2. Company Slogan/Tag Line (catch phrase for your business, further describes what your business does).  Example: Campbell’s Soup is the company/business name.  Their tagline is “soup is good food” or “mmm, mmm, good.”

3. Make up a realistic address.  For example, 123 Anywhere Street, Ashburn, VA 20147

4. Phone and FAX number:  For example, 703-555-1212.

5. Website (make up your own: www.companyname.com)

6. Email Address (make up your own: david@companyname.com)

7. Your Name

8. Title (President, Chief Financial Officer, Chief Executive Officer, Vice President, etc.).

9. Logo/graphic/picture(s) of your choice.

10. Text style (or styles) of your choice.

11. Remember to have Mr. Stephenson review your card PRIOR to saving.

12. Save the file as “Last Name_BusinessCard.pub” to your keyboarding folder.  Next, copy it to Mr. Stephenson’s Global Folder, in the appropriate Block for grading.

PLEASE CHECK YOUR BUSINESS CARD FOR SPELLING ERRORS!!!

 No typographical or spacing errors will be accepted.  Please proof read and follow directions!

