[bookmark: _MailAutoSig]Updating your CTSI email signature

Instructions

1) Update your information below
2) Be mindful that the text stays in Arial size 10 (Name in Arial 11)
3) Copy the signature
4) Open Outlook preferences, select “Signatures”
5) Paste the signature
a. Right click, then click the clipboard icon that pops up and select “Keep source formatting”
6) Confirm your signature matches the below


DO NOT:
· Resize the logo
· Add colors 
· Add a tagline
· Use your department or division logo
· Use more than 5 website links


Template: Edit, copy and paste it into the "Signatures” window in Outlook Settings.

FirstName LastName
Title, Program/Department
Clinical and Translational Science Institute
Pronouns: she/her

University of California, San Francisco
490 Illinois Street | San Francisco, CA 94158
tel: 555.555.5555
youremailaddress@ucsf.edu
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