

Master Naturalist Business Cards

Before you start: Make sure that the business card paper you have is laid out like the diagram below.  

[image: business card layout]

This template makes 10 cards per sheet.  Some papers have white spaces around each card and only make 8 per sheet, which will not work.  If you just modify the text on the business card template (following page), the setup should already be in the correct layout.  

1- personalize the text on each card on the next page.  There is sufficient room for a phone number and email address to be on one line or two (two lines looks better if you have a long phone number and email address):

           ANGELA BELDEN                               ANGELA BELDEN
                Jefferson City Chapter                                                                    Jefferson City Chapter
Chapter President and Certified Master Naturalist                 Chapter President and Certified Master Naturalist
        (555) 555-5555     name@domain.com                                                          (573) 522-4115 x3246     
								        angela.belden@mdc.mo.gov
                                       
2- load your business card paper into your printer.

3- Print off the second page only (not this instruction page).  This can be done by going to Print under File.  In the Page range section, click on Pages: and enter 2.  Then you can change the number of copies if desired, and hit OK.
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