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HR Toolkit™

FOR SMALL BUSINESS & HR CONSULTANTS

Business Card Order Form

Requested By:

Date Requested: Date Required:

Insert name

DD/MM/YYYY DD/MM/YYYY

Reason for Issuing Business Cards:

New Hire |:| New Position |:|

Replacement Cards [ | | Other [ ]

Comments

Business Card Details

Name: (as should appear on the business card)

Title:

Insert name

Insert title

Phone Number: (include extension if applicable)

Cell Phone Number:

Insert phone #

Insert cell phone #

Fax Number:

Email:

Insert fax #

Insert email address

Other Information:

Comments

Authorization

Business Card Holder:

Insert name Signature Date

Manager:

Insert name Signature Date
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