BUSINESS CARD DESIGN – INFORMATION GUIDE

By supplying us with this information, you will ensure that the design process for your project goes as smoothly as it possibly could. Thanks so much for doing so and answer all the questions with as much detail as possible.

CUSTOMER BACKGROUND INFORMATION

Customer Name:

Project Title:

Today’s Date:
Project Deadline:

MARKETING AND DESIGN INFO
Who is your target audience?

What message do you want your business card to send to your audience?

What’s the single most important item people should definitely notice while looking at your business card?

What’s the Mood or Style you wish to convey through your business card? [Examples: Playful, Dark, Corporate, Alive, Bright, Corporate, Professional, Futuristic,  Earthy, Warm, Contemporary, Old School, Industrial, Streets, Clean, Feminine, Grungy, etc.]

What graphical elements would you like your design to include? [Example: I want my card to have a city landscape on the bottom]

What graphical elements would you like your design to NOT have? [Example: I don’t want my card to have a picture of me]

What color scheme would you like for us to use on the business card?

DESIGN DIRECTION – Please let us know which of these 3 options best describes your project’s instructions.

I am not providing a mock-up. Make me look larger than life!

I am providing a rough mockup that does not have to be followed literally.

I know what I want, and I am providing a detailed mockup. Please follow as exact as possible.

Content Management - Please attach on your email to us all the content that has to go on the business card. Also, explain briefly how you would like for the text to appear on the layout of the business card. We suggest you submit your content to us on Word [.doc] files or simply embed it on your email to us.
Design Samples – Please provide via email samples of designs which you like and would like for us to use as inspiration for your project. Attach these files to the email you will be sending us.
Mock-up – Providing us with a sketch of how you want your business card to look like is at times, the best way to ensure we convey your vision during the design process.
ONCE YOU’VE COMPILLED ALL THIS INFORMATION, PLEASE SEND US AN EMAIL
info@newheart-project.com and we will review all the information you’ve sent our way and send you an estimate for your project. Please note that with our Standard Plan, you get 3 Revisions from the time we’ve sent you the 1st mock-up for your project, so the more detailed information you could provide us with, the easier it will be for us to get the job done right on the 3 Revisions the Plan provides you with. An additional fee of $10 is charged per extra Revision we send your way.
How many of these elements does your business card design have? It could make all the difference between having an effective business card! PLEASE REVIEW CAREFULLY.
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. 

