Email signatures should use the Arial font and follow this style:
Name 
Job title 
Department / Division (if relevant) 
Imperial College London, Your Campus Room, Building (if required) 
London XXX XXX (local campus postcode) 
Tel: +44 (0)20 XXXX XXXX (using the international dial format helps overseas recipients) 
Other number (if required) 
Fax: +44 (0)20 XXXX XXXX
