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Business Card Practices at ULAB
By order of ULAB Authorities, the format for ULAB Business Cards has been standardized and all card holders must adhere to the guidelines.  All business cards are now printed via the Communications Office. 
Guidelines:
· Business cards are 2" x 3.375" (H x W).

· They must carry the ULAB Logometric in the upper left corner.

· The upper right corner will remain blank except for institutes (e.g., ISD).

· The left column is for personal details of the card holder. The right column is for institutional details and will remain unchanged across all cards.

· The font is Adobe Garamond Pro, with no compression.
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The format of the personal details is as follows:
Formal Name, Ph.D.*
[10 pt font]
Title 1


[ 8 pt font]
Department 

[ 8 pt font]

Title 2*


[ 8 pt font]
[blank space] 

[ 8 pt font]
Cell:**


[ 8 pt font]
Email: name@ulab.edu.bd
[ 8 pt font]
* if any

** Optional



 Sample card
Rules and Clarifications:
· Your formal name is the name that you are formally known by. It does not have to be your full name; however, "nicknames" are not appropriate.

· No honorifics such as "Professor" or "Dr." will precede your name. If you have a Ph.D., that will follow your name. The only exceptions to this rule are for the Vice Chancellor and Pro Vice Chancellor.
· ULAB email addresses ONLY will be printed on your card. No personal email addresses will be printed.
· You are not required to provide your mobile phone number.
· Bangla versions are not encouraged. If you wish to receive a Bangla version of your card, you must apply to the Director, Communications, stating a compelling need for this. Bangla versions must still carry the ULAB Logometrics in English, and will be printed on the obverse side of the English card.
Thank you for your attention and assistance with these practices.

Director, Communications
Business Card Form

* = Required field

* Formal Name exactly as you want it to appear on your card: (Do not include Dr. or Prof.)

Ph.D.?:
    Yes         
      No      
 
* Title at ULAB

* Department / Office

Title 2 (if any – not required)

Department 2 (if any – not required)

Cell number (not required)

* ULAB email










    @ulab.edu.bd

[image: image2.png]