

BUSINESS CARDS
Policies and Procedures
Who should get business cards?

· Anyone that interacts with outside parties
· For the schools, it is up to the discretion of the operations director
Who is responsible for ordering business cards?

· Central Office: Genevieve Dusing

· Match Schools: Director of Operations

· Christie Paul (MHS)
· Nnenna Ude (MMS)

· Dani Morello (MCD)

· MTR: Kat Tuckett

· Match Tutors: Madeline King

How to order business cards?

· Email Dennis at Century Type (dennis@centurytype.com), which is located across the street from Match High School next to Dunkin Donuts.

· Give him the information for each person – name, title, address, phone number (land and cell), email, fax number. 

· If a person doesn’t have some of those (e.g. only a cell phone) just let Dennis know, and he will take off the line. 

· The general Match Education logo can also be replaced with the MCD logo, but please keep the color scheme.

· Dennis will then send you a proof to be approved before he prints them. (see sample cards via link on website)

