Email signature guidelines
Your email signature is a virtual business card that provides customers with clear and easy contact information. This electronic calling card represents the entire Santa Clara County Office of Education, so its content and appearance must reflect the stature and professionalism of the organization. 
To ensure that our customers are best served and that the COE is projected in the best light possible, please take care to follow several guidelines when creating and using email signatures:
· All email signatures should include the following information: employee’s name and title; mention of the Santa Clara County Office of Education; employee’s full phone number; and employee’s email address. 

· Signatures may include the COE logo.
· If your initiative or area has its own approved logo, it is acceptable for inclusion in addition to the COE logo.  
· Avoid pictures, elaborate fonts, and colors.
· Do not incorporate quotes: What one person may find humorous or inspiring, another may not. 

· Do not include legal disclaimers below signatures. The COE has been advised that they serve no legal protection.
· Do not use themes, animation and virtual “stationery” when writing emails: They can clog the email system, and often look different to message recipients. A plain white background is best.
Several examples of acceptable email signatures follow. To learn how to change your email signature, follow these instructions.  
For assistance in creating email signatures, or for questions about use of COE logos or other branding concerns, contact Communications staff in the Office of the Superintendent at ext. 6514.
Standard 

	Jane Doe
Title

Santa Clara County Office of Education

(408) 453-0000

Jane_Doe@sccoe.org
	Notes:

– Area code in “(  )”

– No “Ph:” or “Tel:” or “Phone:” or phone icon

– No sayings, quotes or aphorisms

– No legal disclaimers

– No background images


Optional
Logo
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	Jane Doe
Title
Santa Clara County Office of Education

(408) 453-0000
Jane_Doe@sccoe.org
	Notes:

– Area code in “(  )”

– No “Ph:” or “Tel:” or “Phone:” or phone icon

– No sayings, quotes or aphorisms
– No legal disclaimers

– No background images


Address
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	Jane Doe
Title
Santa Clara County Office of Education

1290 Ridder Park Drive MC263

San Jose, CA 95131-2304

(408) 453-0000
Jane_Doe@sccoe.org
	Notes:

– Must include full Zip code


Facebook and Twitter logos (to SCCOE)
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	Jane Doe
Title
Santa Clara County Office of Education

1290 Ridder Park Drive MC263

San Jose, CA 95131-0000
(408) 453-6974

Jane_Doe@sccoe.org
[image: image4.png]


 facebook.com/sccoe  [image: image5.png]


 twitter.com/sccoe


Facebook and/or Twitter logos and/or SCCOE link (to program)
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	Jane Doe
Title
Santa Clara County Office of Education

1290 Ridder Park Drive MC263

San Jose, CA 95131-2304

(408) 453-0000
Jane_Doe@sccoe.org
www.sccoe.org
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 facebook.com/sccoe  


Fax (discouraged unless necessary)
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	Jane Doe
Title
Santa Clara County Office of Education

1290 Ridder Park Drive MC263

San Jose, CA 95131-2304
(408) 453-0000

Fax (408) 453-0000
Jane_Doe@sccoe.org
	Notes:

– Include the word “Fax” but do not add “Phone


