Email signature guidance

Staff email signature block

Your Name 

Your role title | Your service | Moray Health & Social Care Partnership
Email | Phone number
Visit us at www.hscmoray.co.uk | News | Follow us on Facebook | Instagram 
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Moray Council Offices, High Street, Elgin, Moray, IV30 1BX
Instructions

1. To update your signature, open Outlook, go to the file tab in the top left-hand corner of your screen. Then click on Options > Mail > Signatures. 

2. Update your signature to mirror the example above.
3. Please use the standard font and font size (12pt). Aptos and Arial are the default fonts for email on the Moray Council and NHS Grampian ICT systems.

4. Highlight and right click your email address and edit the URL link so that it matches your email address.
5. Copy and paste the signature into your signature set up. You may need to copy the logo image separately from the text.
6. URL links to include:

· Website: www.hscmoray.co.uk
· News: https://www.hscmoray.co.uk/category/news/
· Facebook: https://www.facebook.com/hscmoray/
· Instagram:
This template should be used by all staff within the partnership, regardless of whether they are employed by Moray Council or NHS Grampian.

Script style fonts (e.g. Jonathan Jones), and scanned images of signatures should not be used to sign-off your emails. This is for screen reader/accessibility purposes.

Please note: no other logos should be used on corporate email signatures. 
Requests by teams/services to temporarily add additional information for short campaigns must be approved by their Service Manager.
Other information which your signature may contain includes:

· preferred pronouns 

· your working pattern or hours. 
· If you have PA support, it may be helpful to include their contact details as well

