Name Badge Instructions and Template

The following template is for a Chapter event name badge. This template provides an easy and professional-looking name badge for your next Chapter meeting/event. 

Instructions:
· You will need Microsoft Word to use this template.

· You will need Avery Name Badges (3" x 4"), Style No. 5384, available at most office supply stores, such as Office Depot, Office Max, Staples etc. Please note that these badges will fit pin style, lanyard, and clip badge holders.

· Open up the file named “Name Badge Template” that is attached.

· Immediately choose to “Save As” and rename the file so that you have a meeting-specific file to work with and so that you still have your original template untouched.

· While working in your new document, start filing out the appropriate lines accordingly based on your attendance list.
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