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University of St. Thomas Email Signature

Email communications promote the University's brand identity in the same manneras the business card and other
stationery. The mostidentifiable componentis the email signature. The University offers the following standardized
signature format when sending emails to external audiences.

Formatting your Email Signature:

The preferred fontis Calibri (orthe program default), 14 pt. black, for the email message and signature
* Name

e Position/Title

¢ Department/Office (optionalif included in position/title)

¢ University of St. Thomas-Houston

* Phone

¢ Fax (optional)

¢ Website: www.stthom.edu (Hyperlink to website is optional)

Sample:

Marionette Mitchell

Director of Creative Services

University of St. Thomas-Houston
713-525-3120

Fax 713-942-3410

www.stthom.edu

INSERT Email Signature Crest Logo HERE

¢ Email Signature Crest Logo:
-- EmailSignatureCrestLogo.png (attached inside this PDF) is the only graphicincluded in the email signature.

NOTE: Download this PDF to your computer. Whenyou openit, click the paper clipicon to reveal the attachment.
Drag the attachment to your desktop. If you’re unsure of how to then copy it from your desktop into your email
signature, please referto instructions at bottom of this page.

--Internal and forward/reply emails may omit the logo.

¢ Optional information:
--Official University social medialinks — Facebook and/or Twitter— Do not include images
Use this statement after the email signature logo:
Stay connected to us on Facebook and Twitter

--Disclaimers and other qualifying information may be included when required for your department/office.

¢ Elementsto Avoid:
--Do notinsert background graphicsin the email message.
--Do not include quotesinthe email signature

Creating your Email Signature:

Followingthe formatabove, click here for Macand here for PC if you needinstructions on how to create a signature.


http://www.stthom.edu/
http://www.stthom.edu/
http://www.stthom.edu/facebook
http://www.twitter.com/stthomashouston
https://support.office.com/en-us/article/Create-a-signature-7d5978c1-54df-4631-b8de-9333fc24b0c4?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Create-and-add-a-signature-to-messages-8ee5d4f4-68fd-464a-a1c1-0e1c80bb27f2#ID0EAACAAA=2010,_2007
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