Office of Administration Email Standards

Basic Email Signature Template

Your Division may have more specific email signature standards, but below is a basic template.
First Last

Your Title

State of Missouri | OA — Division Name | 573.555.1234 | First.Last@oa.mo.gov

How did we do? https://surveys.mo.gov/oacares

If you would like to add the OA CARES logo to your email signature, please see more information below in the
“Adding an image to your Outlook signature” section.

Email Body & Signature Line

It is important that the following guidelines are followed to ensure improved accessibility for those with vision
impairment:

e Do notinclude quotations in your signature.
e Do not apply themes or stationary to your default email body.

Out of Office Replies

Any time you will be out of the office for at least one business day, automatic replies (out of office) should be
activated. Your reply should include the date you plan to return, and at least one contact person and number for
someone to call for immediate assistance. Verify that your contact person will be in the office during your
absence.

Out of Office Reply Template
At a minimum, please include the following information in your automatic replies when out of the office:

Thank you for your message. | am out of the office at this time, but will respond to your message when | return
on Weekday, Month Date, Year. For immediate assistance, please contact Jane Doe at 555-555-5555 or John
Doe at 555-555-5555.

General Email - Useful Tips

e Always include a meaningful subject when sending an email.

e Be professional and respectful.

e Proofread your email before sending. Email should be brief and informal but should not contain
misspellings, poor grammar or punctuation, or a lack of coherency.

e When you forward a message, tell the recipient why you are sending them the message.

e Emails can be easily misinterpreted. If you assume something will be misunderstood, it will be. If
possible, pick up the phone or talk face-to-face to ensure you are communicating clearly and in the right
tone.

e If you've exchanged more than three emails on a specific subject, consider calling the person instead to
discuss the subject at hand, especially if it is a complicated issue.

o Keep emails short. If it's a longer message, consider using bullets to convey the message.

e Don’t type your emails using ALL CAPS.
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e Don’t ask to recall a message. Chances are the message has been delivered. Send another email stating
the reason for the retraction.

e Don’t use the same thread for multiple subjects. One subject, one email.

o Use “Reply All” carefully. Make sure the reply is necessary and important to all recipients.

o Do not “Reply All” when thanking the sender.

e Use bcc (blind carbon copy) with distribution lists so others do not have to see your long list of
recipients, not to hide who you’re sending email to.

e Use cc (carbon copy) openly as a courtesy to inform everyone who is included in the conversation.

e CCthose people who need to know information but an action from the person cc’d is not necessary.

e  When replying, only keep the information in the email that is needed. Delete any prior emails on the
chain that don’t add value.

Adding an image to your Outlook signature
Please note that there are 12 points to this section to read the document in its entirety.

This document describes the process of adding an image to a signature block in Outlook. It assumes you already
have a signature created. If you want to use the OA CARES signature logo, you can save it to your computer
from https://intranet.state.mo.us/oa/wp-content/uploads/sites/4/2018/12/oa-cares-sig.png. When you visit

the link, the image displays. Right click on the image and click Save Picture As... to save to your computer.

Start a new email in Outlook.
Select Insert - Signature and select the signature you wish to modify.

Insert Options Format Text

T 1A B L

s Calendar Signature = Table  Pictures

= = |

de Jane Smith - External
lane Smith - Internal

A CARES - Bxternal

Sample L\}

Signatures...

3. Your signature will display in the email.
4. With the cursor to the left of your signature, select Insert = Pictures and select the image you wish to
include in your signature.

Pane Smith

Technical Writer

State of Missouri | OA-ITSD | 573.555.5555 | First.Last@oa.mo.gov
How did we do? https://surveys.mo.gov/oacares

Figure 1 Cursor to left of signature

Page 2 of 4


https://intranet.state.mo.us/oa/wp-content/uploads/sites/4/2018/12/oa-cares-sig.png

Office of Administration Email Standards

Insert Options Format Text Review

2 B g e

is Calendar Signature = Table  Pictures Online !
@ = Pictures

de Tables

Figure 2 Inserting the image

5. To align the image with your signature, right click on the image, select Wrap Text = Square.

Insert Caption...

= Wrap Text F | |&:| InLinewith Text
I Size and Position.., A Square
e‘ ¢ Format Picture... A Top and Bottomn
CARES [, ~mith = Behind Text
Techr Q* .ﬂ' F= InFront of Text
Gtate| style crop || OA-ITSD ast@oa.mo.gov

6. Your image is now aligned with your signature.

Jane Smith
9 A Technical Writer
——— = State of Missouri | OA-ITSD | 573.555.5555 | First.Last@oa.mo.gov
CARE®S How did we do? https://surveys.mo.gov/oacares

7. Select your new signature including the picture (can use Ctrl-A as a shortcut), right click and select Copy.
8. Select Insert 2 Signature - Signatures to launch the signature editor.

3 L4
is Calendar Signature = Table | Pictures

L4

de Jane Smith - External
iy Jane Smith - Internal -
[ OA CARES - External |

L Sample L

Signatures... Ib
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9. Select the signature you wish to edit in the Select signature to edit panel.

Signatures and Stationery ? >

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
Jane Smith - External E-mail account | pgicrosoft Exchange “
Jane Smith - Internal
O& CARES - External Mew messages: 04 CARES - External o
i
Replies/forwards: | npa cARES - External w
Delete Hew Save Eename

Edit signature

Tahoma w12 v| B I U Automatic o | = = = ||E|ﬂusinessl:ard “__'.;. %
| ~
Jane Smith
Technical Writer
State of Missouri | OA-ITSD | 573.555.5555 | First.Last@oa.mo.gov
How did we do? https://surveys.mo.gov/oacares
L
OK Cancel

10. In the Edit signature panel, select all of your current signature and paste in the new signature.

11. Click OK.
12. Note: your signature will not show the image. However, when you use the signature, the image will

display.

Want to save time? You can copy and paste the text below to use for your signature. Just update with your

content.

First Last

Your Title

State of Missouri | Department Name — Division Name | 573.555.1234 | First.Last@oa.mo.gov
How did we do? https://surveys.mo.gov/oacares
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