Business Card Etiquette

When it comes to giving out your business cards, follow these rules.

· Don’t hand out your business card to everyone you know, as if you are spreading the wonder of who you are. First see if people need or want your card. Handing out your cards like chewing gum makes you seem like a cheap salesperson – not the image you want to project.

· Make sure your business cards are clean and in good condition. They are a part of your business image. A business card that is dirty or curled at the edges leaves a poor first impression. Use a busines card case to keep your cards clean and fresh.

· When you receive a card, take a moment to look at it. Make a positive comment about some aspect of the card: the logo, the company name or business location. This shows respect for the other person, and demonstrates your interest in them. As well, this is an excellent way for you to find out more about them, such as their job title. It also helps you remember their name, or reminds you of their name in case you forgot – a very common occurrence.

· After you’ve looked at the card, place it carefully in a card case, or in a front pocket – not a back pocket. Treat the card with respect.

· Be careful about writing on people’s cards. Now, this goes against convention with most networking books and articles. But in many cultures, specifically with people from Asia, a business card is an important part of their persona, and should be treated with respect. Other people spend time and money designing a professional card, and may not appreciate your writing across it. If you need to record information, write on the back, not the front. And ask first, “Do you mind if I write on your card?”

· Don’t leave home without your cards. You shouldn’t give your cards to everyone you see, but have them redy when you need them.

· If someone hands you a card that you don’t want, don’t refuse to take it. Accept it, look at it, and put it in a pocket. Throw it out later.

· When your cards are damaged or out of date, print new ones. If you start crossing out information on a card and write new information on top of it, it makes it difficult to read and looks messy. Business cards are part of your image. Make sure yours are well designed and up to date.

