
Instructions for punched hole notecards

NB: I've done 2 versions – one is for a metric notecard in centimetres (for us Brits and 
Europeans!) but I also made one measured in inches for my American friends! The only 
difference is that the American one is a bit smaller (3'' square notecard size) so it doesn't 
have as many holes in the lines. The instructions give both sets of measurements  – just 
stick to one or the other throughout!

You will need:

• Office hole punch, or a small hole punch approx. 0.5cm (or ¼'') diameter
• Circle punch approx. 2.5cm (or 1'') diameter
• Piece of card 19cm x 9.5cm (or 6'' x 3'') - I used Pixie Pink for the metric card, and 

Tempting Turquoise for the card measured in inches
• Contrasting paper for the insert, cut to 18.5cm x 9cm (or 5¾'' x 2¾'' ) - I used white
• Small corner rounder punch
• Sentiment stamp that will fit into the larger circle punch. I used a couple of SU! Basic 

Phrases stamps – Hello, and Friend
• Scoring tool
• Ruler
• Soft pencil
• Eraser
• Black ink pad
• Stamp-a-ma-jig
• Double-sided tape
• Bone folder



How to make:

Score and fold the card to make a 9.5cm² (or 3 x 3'')square card. Open out the card flat again, 
and lay it so the wrong side is facing up and the front of the card is nearest you.

Using a soft pencil (you will need to rub out the marks later) and a ruler, measure and lightly 
draw a line 0.5cm (or ¼'') up from the bottom edge. Then draw another line 0.5cm (or ¼'')  in 
from the left side (you don't need to draw these lines all the way along):

Now position your circle punch in the left corner so you can just see the edge of the 2 lines 
peeping through the window on the left side and bottom, and punch a hole:

This positions your larger circle exactly in the corner. You should now have something that looks 
like this:

Erase the pencil lines.



Round the bottom corners of your card, front and back. If the rounded corners are a little jagged 
from your punch (like mine usually are!) just use an emery board to smooth them down.

Now the fun part – measuring where your holes will go! First, you need to measure and draw 
another line at the bottom. This one needs to be 1.7cm (or ½'') up from the bottom edge.

Draw another line 1.7cm (or ½'') in from the right edge, up as far as the fold line:

Turn the card 180 degrees and position your ruler horizontally, lining up the '0' to the 
intersection of the 2 lines you have just drawn. Then mark at 1cm, followed by marks at 2,3 and 
4 cm (or ½'' and 1'' only, for the 3'' card):

Now position your ruler along the vertical line, making sure the '0' is at the intersection of the 



two lines. Mark at 1cm, 2, 3, 4, 5, 6 & 7cm: (½'', 1'', 1½'', 2'' only, for the 3'' card):

Using your office hole punch, make holes at each of the marks you have made on the horizontal 
and the vertical lines, including the point where the lines intersect. If you make sure your hole 
punch is positioned so that the marks you made are at the exact centre of the hole window each 
time, you will get 2 nice straight lines of evenly-spaced holes:

Erase all your pencil marks then turn your card over – it should look something like this if you're 
doing the metric card:



...and this if you're doing the American version:

Take your paper insert, and score & fold in half. You now need to shorten one edge, so trim 
0.5cm (¼'') from one edge. (This makes sure the card stands properly when open. The insert 
needs to be almost as big as the card to make sure it shows through the holes, but it can end up 
propping up the card when opened if you don't trim the back edge!) Round the corners:

Position the insert on your work space so the folded edge is at the top, and the longest 'half' is 
uppermost. Measure and lightly mark 2cm (or 5/8'') in from the left edge. Apply double-sided 
tape from this mark all along to the right edge. You need to leave this space without tape, or it 
will show through the top hole of the card:



Erase the mark, then adhere the insert to the inside front of the card (I always put my insert 
tape on the front as it seems to lie better when the card is opened and when it's standing up):

Your card will now hopefully look like this (for the metric):

Now position the card so it's the right way up. Using a stamp-a-ma-jig, stamp your chosen 
sentiment onto the insert through the big hole:

You're done!


