This is the approved college template for business cards.

$28.90 per 400 one-sided cards
$43.34 per 400 two-sided cards

Fill in the spaces where XXXXX’s are and replace your name, title and dept name where highlighted
Delete the second side if not using.

Print a finished copy and attach to a signed Purchase Requisition with Vendor Selected by Purchasing 

Send the electronic version to Aromus@capitalcc.edu
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www.capitalcc.edu
Love Who You Become
	950 Main Street      Room XXX
Hartford CT 06103-1207    
P: 860-906-XXXX
F: 860-906-XXXX
XXXXXXXX@capitalcc.edu
John Smith
Administrative Assistant
Department of Pizza Procurement



	______________________________________________________________

Has an appointment

⁯Monday     ⁯Tuesday     ⁯Wednesday     ⁯Thursday      ⁯Friday

_____________________________at_________________________am/pm

                         (date)                                                  time




