
 

 

 
  
 
 
 

 
Email Signature Standard  
 
The Queens Style Guide recommends that e-mail signatures appear in the following format. If you would 
like to add a note at the bottom of your signature encouraging recycling or with special instructions from 
your office, please feel free.  
 
First Name Last Name  
Job Title  
Department  
Queens University of Charlotte  
T: 704.337.XXXX  
F: 704.337.XXXX  
www.queens.edu 


