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	SMSA Email Signature Guidelines
Owner/ Department: Human Resources



	Brief
	All e-mails should be professional and appropriate to the brand; in language as well as in look and feel.  All employees using e-mail must use a SMSA brand compliant e-mail signature when sending, replying or forwarding messages.  

	Purpose
	To provide employees with guidelines on the set-up and use of email signature in accordance with SMSA standards.       

	Persons Affected
	All full- time employees with SMSA email address

	Guidelines

	 All e-mails must use the Calibri font size 11 in black or blue. In addition, please refrain from using special stationery or backgrounds for your e-mail messages.

The e-mail signature should match the following formatting:
Example                                                                                   Description

FAISAL AL OTAIBI                                   <First Name and Last Name> Trebuchet MS 9 bold   

Employee Relations Officer                         <Job Title)> Trebuchet MS 8.5 regular

Human Resources                                       <Department Name> Trebuchet MS 8.5 regular
Riyadh - Kingdom of Saudi Arabia                <City – Country > Trebuchet MS 8.5 regular
T 

+966 11 4633999 

EXT 

8769                       <Telephone number>  <Extension> Trebuchet MS 8.5 regular        

M 

+966 54 1114100 

F 

+966 11 2187782     <Mobile number>  <Fax number> Trebuchet MS 8.5 regular
E 

falotaibi@smsaexpress.com                      <E-mail> Trebuchet MS 8.5 regular
Refer to the SMSA Email Signature Guidelines Attachment for more details.

The signature block is simple and clean:

· NO other elements should be added to the prescribed signature card - no emoticons, no quotes, no SMSA taglines and no other images and logos.   

· The signature should be visible to all recipients of the e-mail and therefore included within the text of the e-mail - not as an attached ‘vCard’.

To set up your e-mail signature in Outlook, complete the following steps:    

1. From your Outlook inbox, click the Tools dropdown menu and select Options. Click the Mail Format tab and set “Compose in this message format” to HTML. 

2. Select the Signatures button and click New in the Create Signature window. 

3. Enter the name for your new signature, and be sure that “Start with a blank signature” is selected.  Click Next to move to the next step. 

4. In the Edit Signature window, click Font and select Trebuchet MS (size, style and color according to signature elements as described above). 

5. Type your signature using the example above and click Finish, then OK to return to the Mail Format tab. 
6. At the bottom of the Mail Format tab, set the “Signature for new messages” to the name of the signature you just created.  Also select the name of the signature you just created for the “Signature for replies and forwards” option. 

7. Click OK to close the Options window.  Your signature will now appear in all your e-mails. 
Please refer to SMSA Marketing Guidelines for the terms that apply to your use of the SMSA brand and trademarks.
Non-compliance to these guidelines may lead to a corresponding disciplinary action.
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