
Email Signature Guideline 

 
 
Hello there! 
 
The HCL brand is an integral part of our shared identity and symbolizes how people identify us and our 
organization. The first brand impression typically emerges from our official emails and, therefore, 
maintaining brand consistency across this medium that we use for maximum and regular communication 
is key. While the content of our emails will always be the king, maintaining brand guidelines in our 
signature communicates a unified image while delivering a lasting impression. 
 
Help us make the HCL brand strong and consistent by following three simple steps: 
 
1. Change the content of the document below as per your individual details and copy the content. 
 
2.Go to Outlook Main Menu > Tools > Options > Mail Format > Signatures > Create Signature > 
New > Next > In Edit Signature Window, please choose Advance Edit > Click on Yes which will bring 
MS-Word. 
 
3. In MS- Word paste the sign from changed sample template (the text which you just edited and 
copied in step 1) and Save > Close. Now click OK on all dialog boxes which are there in outlook 
express. 
 
Note:  Conformity to the color of text, font face, font size and font style is mandatory as per 
the HCL Branding guidelines. Please use the template without any change in size 
or distortion in the HCL logo. Any signature format used apart from the below stated one is 
incorrect. 
 
For any help please get in touch with your IT help desk or contact us at brand@hcl.com 
 
Name 
Designation -Team 
HCL Technologies Ltd. 
Address line 1 
Address line 2 
Address line 3 
Address line 4 (Optional) 
Tel: XXXXXXX Extn: (xxxx) (Optional) 
Direct: +91-XX- XXXXXXXX (Optional) 
Mob: +91-98XX XX XXXX (Optional) 
www.hcltech.com (Optional) 

www.hcl.com 

 

 

 

http://www.hcl.com/
https://urldefense.proofpoint.com/v2/url?u=https-3A__apc01.safelinks.protection.outlook.com_-3Furl-3Dhttp-253A-252F-252Fwww.facebook.com-252FHCLEnterprise-26data-3D04-257C01-257Canubhav.sinha-2540hcl.com-257C56916015e95e42e17f6208d886c25195-257C189de737c93a4f5a8b686f4ca9941912-257C0-257C0-257C637407516432271158-257CUnknown-257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0-253D-257C1000-26sdata-3DNSXs8pvvhlPRhZ62TockSmU1GyXIsOjWhZOrbcKiM-252B8-253D-26reserved-3D0&d=DwMGaQ&c=HdAUNv_EOZyljLc1cjbHCq-Eo7r1kRHoywhQbi81uaA&r=rF6Who6QyQLupuIvHwXgXzEPvZfnjxjyqMqmOBb3Mrs&m=2XTw6MG_FBbTe4SkoBavK_4WNqtPvcmDY6knRRC_LSk&s=ljBi2SwIao4CYqriXnQkd55PrjOQ8tXvJGOL_CaBtbY&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__apc01.safelinks.protection.outlook.com_-3Furl-3Dhttp-253A-252F-252Fwww.twitter.com-252FHCLEnterprise-26data-3D04-257C01-257Canubhav.sinha-2540hcl.com-257C56916015e95e42e17f6208d886c25195-257C189de737c93a4f5a8b686f4ca9941912-257C0-257C0-257C637407516432271158-257CUnknown-257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0-253D-257C1000-26sdata-3DLkPSuo5C4sRdFO0IgsndoqZXT56y90hQ6KCVq2di7gI-253D-26reserved-3D0&d=DwMGaQ&c=HdAUNv_EOZyljLc1cjbHCq-Eo7r1kRHoywhQbi81uaA&r=rF6Who6QyQLupuIvHwXgXzEPvZfnjxjyqMqmOBb3Mrs&m=2XTw6MG_FBbTe4SkoBavK_4WNqtPvcmDY6knRRC_LSk&s=-QltR0-l5BRn6RVersemtyuq6MdzLOv81tXoUjsDMOw&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__apc01.safelinks.protection.outlook.com_-3Furl-3Dhttp-253A-252F-252Fwww.linkedin.com-252Fcompany-252Fhcl-2Denterprise-26data-3D04-257C01-257Canubhav.sinha-2540hcl.com-257C56916015e95e42e17f6208d886c25195-257C189de737c93a4f5a8b686f4ca9941912-257C0-257C0-257C637407516432281110-257CUnknown-257CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0-253D-257C1000-26sdata-3D6aFaVP9jcBo-252FLoQa977SkKdtbizPwqMIKacH6yGWAMU-253D-26reserved-3D0&d=DwMGaQ&c=HdAUNv_EOZyljLc1cjbHCq-Eo7r1kRHoywhQbi81uaA&r=rF6Who6QyQLupuIvHwXgXzEPvZfnjxjyqMqmOBb3Mrs&m=2XTw6MG_FBbTe4SkoBavK_4WNqtPvcmDY6knRRC_LSk&s=LITyzLfgGEyfcIiCHMnnNS_UCowT2TFnV6TzNgdaj7E&e=

