
 

 Your Email Signature 
 

 

One of my bête noirs is to receive an email from someone without all their contact details.   The usual 
suspects are of course mandatory -   
 

 Name and job title 

 Company name/logo. If using logo make sure it won’t end up as a blob with an X in it. Test before 

using. 

 Contact landline and mobile numbers – how do you show your numbers – altogether or broken 

down?   Just as a landline, a mobile has a code and then the number. The code was used to 

determine the network before days of number porting... 07802 was O2 and 07973 was Orange. 

So then 07789 778 335 (mine) is easier to read set out like this than 07789778335 I think you’ll 

agree?   Remember too numbers are always a nuisance to copy & paste when in the +44 (0) 225 

format.   

 email address (again if you’re copying, then it’s easier to have it there, rather than to go back to 

the incoming email to lift it from there) 

 address if limited company. 

 Why not have your own outlook contact card and send this to new contacts so they can just save 

it on receipt. That way you know they have all your details stored correctly 

But also think about adding some/all of these: 

 A strap line 

 Your Linked in, Twitter, Facebook for business and other social media links 

 Sign up for our email newsletter – with a click through to your website 

 Read articles from our email newsletter – with click through to your website 

 Your offer of the month 

 Disclaimer: See what I’ve used alongside my signature below 

Clearly you need to be conscious of length of signature as you don’t want half a page of it. But it is an 
easy, efficient and free way of communicating your message.   But the key is to keep changing it – 
monthly or so – for people to glance and pick up something new. Otherwise it won’t be looked at after 
the first couple of times.  
 
And of course you would want everyone in your business to have the same email signature in the same 
format with the same NEW message of the month.   Introduce a process so that each employee only has 
to copy and paste the whole new message and then just change their name/job title/mobile etc.  Send 
this with instructions of where in outlook to find the ‘change my signature’ because people forget and 
you don’t want time spent asking colleagues to help change it.  
 
 



See mine below – and alter format to suit your needs. 
 
 
 

Debbie Newman FInstSMM  
Armstrong Beech Marketing 
To turn your vision and ambition into a workable marketing strategy- start with 

our marketing audit 
 

           01225 869 240 
           07789 778 335 
           debbie@armstrongbeech.co.uk 

           www.armstrongbeech.co.uk 

           debbienewman4 

           www.linkedin.com/in/debbienewmanatarmstrongbeech 

           @ArmstrongBeech 

           http://www.facebook.com/pages/Armstrong-Beech-Marketing/138834322855176 

           
Disclaimer: Your email address was supplied to us either by yourself or a member of staff from your company.   If, however, you no longer wish us to 
hold your email address, please reply to this email and we will delete it from our records. 
  
The information contained in this message is for the intended addressee only and may contain confidential and/or privileged information.  Any views and 
opinions expressed in this message are those of the author and do not necessarily represent those of Armstrong Beech Marketing. 

  Please consider the environment before printing this e-mail 
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