
Email signature guidelines and templates
In order to communicate a clear and consistent brand identity to our stakeholders it has been identified that we need to standardise our email signature formats.  In the same way we have a standard format for business cards, we are now asking all staff to apply the new branding to their email signatures. 
What follows are some simple rules and guidelines and a standard email template for you to use.

Email templates
· Copy and paste the relevant template below in to your automated Signature in Outlook and edit to include your information. Only the information in the templates below is to be used in your signatures.
· You don’t need to have the social media icons if this is not applicable to your role – just delete them from the template if you don’t need them (remember to add the hyperlinks if using – guidelines for this are towards the end of this document) 
· Signature formatting can be found on your Outlook under Tools/ Options/ Mail Format/ Signatures
· In outlook webmail and on Macs you won’t be able to include the logo and the format may look slightly different – however you should be able to follow the basic format below.


Name
Job title  |  Name of School/Research Centre etc
Room number, Building, University of Salford, Salford  M5 4WT
t: +44 (0) 99 999 9999   |  m: +44 (0)7999-999-999
Email address  | www.salford.ac.uk
www.additional web addresses e.g. blogs, research centre, press office

[image: MASTER_Salford logo.jpg]

[image: ZA102637857.GIF][image: ZA102637858.GIF][image: ZA102637861.GIF]








University sub-brand templates

Name
Job title  |  Name of School/Research Centre etc
Room number, Building, University of Salford, Salford  M5 4WT
t: +44 (0) 99 999 9999   |  m: +44 (0)7999-999-999
Email address  | www.salford.ac.uk
www.additional web addresses e.g. blogs, research centre, press office

[image: C:\Documents and Settings\exs068\Local Settings\Temporary Internet Files\Content.Word\logo.jpg]

[image: ZA102637857.GIF][image: ZA102637858.GIF][image: ZA102637861.GIF]

Name
Job title  |  Name of School/Research Centre etc
Room number, Building, University of Salford, Salford  M5 4WT
t: +44 (0) 99 999 9999   |  m: +44 (0)7999-999-999
Email address  | www.salford.ac.uk
www.additional web addresses e.g. blogs, research centre, press office

[image: business school logo.jpg]

[image: ZA102637857.GIF][image: ZA102637858.GIF][image: ZA102637861.GIF]


Guidelines and rules for use
Images and Logos
Do not use images or logos within the email signature in addition to the University one provided. If you aren’t able to include a logo because you are working on a Mac or you are sending an email from your smartphone etc. it is not essential feature of the template.
Many email clients and mobile devices block the appearance of images. Images can also increase the size of email inboxes exponentially.   
If you feel you have specific requirements that require a logo in addition to the University logo, please contact brand-enquiries@salford.ac.uk with your business case.  


Personal contact information
The signature is designed to be kept as short as possible while providing the most important contact information.  Do not include personal contact information, with the exception of a mobile phone you use for business.  
Only include alternate business-related contact fields (IM, Skype, etc) if you have a unique role that requires this information and inclusion of such information is absolutely necessary.
Social media addresses
Only use if important to your business and consider your audience.  Be mindful of linking to social media networks relevant to your business if they are not regularly updated.
Use this website to get guidance on how to add social media icons to your email address
http://office.microsoft.com/en-us/outlook-help/add-facebook-and-twitter-icons-to-your-email-signature-HA102637934.aspx
Disclaimers
The University does not have a legal obligation to include a disclaimer as part of their emails so until further notice we have taken the decision not to include them at this time.  
Considerations
Our ‘customers’ might interact with more than one staff member over time and so it is best to have a consistent brand. The email signature is not the place to boast about awards or honors. Only include credentials that are short, recognisable and applicable.
Email marketing
If you are sending out a marketing email via the University CRM about an event, product or service then please use the email template which includes the University of Salford logo and branding. 
There are also standard email templates used by the Student Information Directorate for applicant and enquirer communications.  
Please contact brand-enquiries@salford.ac.uk for the templates.
Personal mobile devices
For mobile devices that do not include functionality to define separate signatures for work and personal, allow for the use of an abbreviated signature.
Contact
If you are experiencing any issues with the email signature templates please email
Brand-enquiries@salford.ac.uk


image7.gif




image8.gif




image9.jpeg
university of

Sqlford





image10.gif




image11.gif




image12.gif




image1.jpeg
university of

Salford

MANCHESTER




image2.gif




image3.gif




image4.gif




image5.jpeg
university of

Salford




image6.gif




