"The business card... is kind of an extension of yourself. It's a little bit of giving yourself to someone else."
— Ken Erdman, founder of the Business Card Museum, Erenheim, PA 

It is not easy to condense a person down to the size of a business card but doing so may help you to focus on the most important aspects of someone. It can also help to develop your vocabulary as you search for new words to describe a person or their job. It should also be clear that it is almost impossible to tell everything there is about a person from a single piece of paper.

Business cards are cards bearing business information about a company or individual. They are shared during formal introductions as a convenience and a memory aid. A business card typically includes the giver's name, company affiliation (usually with a logo) and contact information such as street addresses, telephone number(s), e-mail addresses and website. Traditionally many cards were simple black text on white stock; today a professional business card will sometimes include one or more aspects of striking visual design.

Business cards are frequently used during sales calls (visits) to provide potential customers with a means to contact the business or representative of the business.

In print

Business cards are printed on some form of card stock with exact parameters dependent on national or local norms, the desired effect and method of printing, and cost. In general business cards use stock that is 350g/m©˜ (weight) or 12pt (thickness).

High quality business cards without full-color photographs are normally printed using spot colors on sheetfed offset printing presses. Some companies have gone so far as to trademark their spot colors (examples are UPS brown, Los Angeles Lakers' purple, and Tide's orange). If a business card logo is a single color and the type is another color, the process is considered two color. More spot colors can be added depending on the needs of the card. With the onset of digital print, the most cost effective business cards are now printed full colour.

To simulate the "raised-print" effect of printing with engraved plates, a less-expensive process called thermography was developed that uses the application of a plastic powder, which adheres to the wet ink. The cards are then passed through a heating unit, which melts the plastic onto the card. Spot UV varnish onto matt laminate can also have a similar effect.

Full color cards, or cards that use many colors, are printed on sheetfed presses as well; however, they use the CMYK (cyan, magenta, yellow, and black) four-color printing process. Screens of each color overprinted on one another create a wide gamut of color. The downside to this printing method is that screened colors if examined closely will reveal tiny dots, whereas spot color cards are printed solid in most cases. Spot colors should be used for simple cards with line art.

A business card can also be coated with a UV glossy coat. The coat is applied just like another ink using an additional unit on a sheetfed press. That being said, UV coats can also be applied as a spot coating - meaning areas can be coated, and other areas can be left uncoated. This creates additional design potential.

Business Cards can also be printed with a digital copier, which uses toner baked onto the surface of the card. Generally these cards have to be printed on lighter stocks so as to not damage the copier. To compensate for this a UV coating or plastic lamination can be applied to thicken the cards up and make them more durable.

UV coats, and other coatings such as Aqueous Coatings are used to speed manufacturing of the cards. Cards that are not dry will "offset" which means the ink from the front of one card will end up on the back of the next one. UV coatings are generally highly glossy but are more likely to fingerprint, while aqueous coatings are not noticeable but increase the life of the card. It is possible to use a dull aqueous coating on uncoated stock and get some very durable uncoated cards.

When cards are designed, they are given bleeds if color extends to the edge of the finished cut size. (A bleed is the extension of printed lines or colors beyond the line where the paper it is printed on will be cut.) This is to help ensure that the paper will cut without white edges due to very small differences in where the blade cuts the cards, and it is almost impossible to cut the cards properly without. Just being a hair off can result in white lines, and the blade itself will pull the paper while cutting. The image on the paper can also shift from page to page which is called a bounce, which is generally off by a hairline on an offset press, but can be quite larger on lower end equipment such as a copier or a duplicator press. Bleeds are typically an extra 1⁄8 to 1⁄4 in to all sides of the card.

Other formats

Recent technological advances have made CD-ROM "business cards" possible which can hold about 35 to 100 MB of data. These cards may be square, round or oblong but are approximately the same size as a conventional business card. CD business cards are designed to fit within the 80 mm tray of a computer's CD-ROM drive. They are playable in most computer CD drives, however do not work in slot-loading drives. Despite the ability to include dynamic presentations and a great deal of data, these discs are not in common use as business cards.

Most handheld computers have the ability to "beam" (send through infra-red or Bluetooth communication) an electronic business card, eliminating the need for the recipient to re-key the contact information. This is also done via SMS on most mobile telephones.

There are also specialty business cards that are made from plastic (PVC), metal, cloth, magnets and even real wood. For the most part, these special material business cards are the same size as standard but typically are rounded on the corners / edges. Although paper business cards are by far the most used, these "other" material cards are popular amongst companies that require a unique look.

Steps
1.  Describe yourself in a few paragraphs. After deciding on what aspect of your life or activities that you want to focus on, make a list or write a description that tells about that part of your life. 

2.  Decide if you want a "serious" or formal card or something more light-hearted or informal. What is most appropriate to the area of focus? 

3.  Using the Business Card Checklist, list the major components of your business card. Mark out any components you wish to omit from your card. If appropriate, come up with a title for yourself. To put everything you want on this small card you may need to come up with different ways to say the same thing. Look for shorter words in place of long ones. Use a single word in place of two or three different ones. Experiment with abbreviations. 

4.  Sketch out some rough ideas of how you want the business card to look — including any graphics you think you want to include. (Your software may come with a collection of clip art; if you have access to a scanner you may be able to scan artwork from clip art books; if you have access to graphics software you may be able to draw your own graphics.) 

5.  Transfer your rough sketches to the computer. Your software may have templates or wizards that will provide you with even more ideas. 

6.  Print your final design.

Evaluation
1.  What is the focal point of this business card? (What part is supposed to catch the reader's eye first?) 

2.  What job, role, or activity does this business card describe? 

3.  Why did you choose these colors, graphics, text, layout, and style for a business card? 

11 Parts of a Business Card

How many of these elements does your business card design have?

Most business cards will have at least a name of a person or company but there are other essential and useful elements of a good business card. 

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 the recipient to have the name of a specific person to contact. The name of the individual or the name of the business or organization is usually the most prominent text element of a business card. 

2.
Name of Business or Organization
A business card almost always has a business or organization name on it. The name of the individual or the name of the business or organization is usually the most prominent text element of a business card.

An organization with a highly recognizable logo might de-emphasize the business name (size and/or placement) but it is usually an essential piece of information. 

3.
Address
A physical address or a mailing address or both are typical parts of a business card. If the company does business exclusively online or by mail, a physical address might not be a key element to include. If both a physical and a mailing address are included, it may be desirable to label each one. 

4.
Phone Number(s)
Multiple numbers are typically listed in order of voice, fax, cell but you can omit any numbers that are not the preferred method of phone contact. Don't forget the area and/or country codes and extension, if required. Using parentheses, hyphens, periods, spaces, or other characters to separate numbers in a phone number are generally a matter of preference and custom but be consistent in whatever method is chosen. 

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 can 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 to give the appearance of a larger organization. 

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. 

10.
Graphic Image(s) (including purely decorative elements)
Small companies without a logo may choose to use generic or stock images or custom illustrations that help reinforce what the company does. Small graphic embellishments or boxes might be used to separate blocks of information. 

11.
List of Services or Products
A long list will usually clutter up a standard size business card but when using two-sided or folded business cards a bullet list of services offered or main product lines can extend the usefulness of the business card. 

