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Gathering Information to be Ready

Logo-Suggestions

1. What symbol represents you, your ministry or business? People
should be able to recognize the business type by the logo.

Think of a symbol that you really like.
We can combine photos with clip art
to come up with a nice logo. Look for
a picture that isn’t too detailed because
the logo will often be utilized in a 1
inch size. Although logos are square,
the sides can be invisible.

2. Do you have any art already drawn? If so, do you own the copy-
right to this art? If not, get it or look for another picture.

3. What type of an idea are you trying to convey with your logo? If it
is a personal logo, then abbreviations of the name will be enough.

Business Card-Suggestions

1. Name, web site, e-mail, phone, and fax information

A simple black and white business card
that is up-dated is better than one that
is complicated but has phone num-
bers scratched out. Keep it simple and
clean.

2. Do you want a list of services on the card? List no more than 5.

Brochure-Suggestions

1. Purpose of organization. What do you do and why do you do it?

A brochure is a powerful means of
communicating information related to
the purpose of your ministry, business
or organization. Usually, it is a good
idea to have more than one because it
is impossible to fit all of the data onto a
single brochure and printing one that is
several pages long is costly. To save on
ink, it is recommended to do the front
and back page with a dash of color and
the inside page(s) black and white. If
you are having problems fitting all that
you want to say onto the brochure, the
type size can be decreased to fit more
words onto the page.

Tri-fold brochures fit into an upright
stand on the counter, or can be mailed.
Do not put more contact information
on the brochure than you want people
to know. If your business is in your
house, just put the e-mail and phone
numbers.

2. Services or products that you offer.

3. Prices

4. Contact information. (May use the same as on the business card.)

5. Photos. Photos from taken from the web are too low resolution
to look good in printed material unless you make them very small. If
scanning in a photo; use 200 dpi.

6. Half-fold or Tri-fold option. Tri-fold is for mailing or upright display.
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