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50.7   Business Cards   

TIGTA must maintain the integrity of all identification media to prevent misuse or abuse that could bring discredit or adverse publicity to our organization.  TIGTA considers business cards to be a form of identification, and business cards must therefore conform to designated specifications.  The design and specifications of the business cards ensure uniformity and consistency, thereby allowing TIGTA to expeditiously handle inquiries from taxpayers about the likelihood of a business card being genuine.  For that reason, only business cards authorized by TIGTA may be used as official identification.  Any employee using business cards from an unauthorized source in the performance of his/her official duties must cease immediately.  TIGTA business cards are for use only in the conduct of official business, and any other use is unauthorized.

Currently, there are only two authorized methods of obtaining business cards.  One is to purchase the cards from an authorized vendor, and the other is to produce the cards using the template in Microsoft Word.  TIGTA employees may not use any other type of business card in the performance of their official duties.

The vendor authorized to produce business cards using the TIGTA seal and badge is Chu Graphic Arts of El Cajon, California (phone 619-579-5222).  To obtain an order form, call the vendor and request that a form be faxed to you.  The completed order form must bear the name, signature, and title of an authorizing TIGTA official.  The requesting employee must pay for this service, as preprinted business cards cannot be purchased with appropriated funds.

To create a customized page of business cards using the Word template, select File-New, click on “On My Computer” under the templates menu on the right side of your screen, click on the “General” tab, and select the “Calling Card” template.  The template incorporates the official TIGTA seal, similar to the commercially preprinted cards.  The cards should be printed on Avery 5371 White Business Cards or equivalent card stock.  The card stock can be purchased with appropriated funds through your office supply sources.  We recommend that you print only a few pages at a time due to the frequency that information changes.
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