[bookmark: _MailOriginal]Columbia Business School Email Signature

Copy and paste any of the choices below to use as your email signature. Note that you can use different options at different times—you are not limited to a single choice.
 
We strongly recommend adding the below signature using the Desktop version of Microsoft Outlook instead of the web version accessed via outlook.office.com or Microsoft 365. If you create the signature via the web version, we cannot guarantee consistency.
 
Make sure that you do not have an extra paragraph break before (above) the logo! The image’s dimensions have been constructed to ensure equal vertical space throughout.
 
If you require assistance, please reach out to communications@gsb.columbia.edu


When to Use

As a baseline policy, we recommend that all CBS faculty members and staff use their email signature in their initial outreach for both internal and external correspondence. Ultimately, please defer to your manager on expectations of use relative to your specific role. 
 

Option 1: Condensed Version
 
—
Firstname Surname, (degrees optional, if applicable)
Title
Department
(Optional: Pronouns: (Pronouns))
 
+1 ###-###-####
<— insert image here, delete this text after ]  


Option 2: Expanded Version
 
—
Firstname Surname, (degrees optional, if applicable)
Title
Department
(Optional: Pronouns: (Pronouns))
 
(Optional: Other links, such as appointment sign up links)
 
(Optional: Address line 1)
(Optional: Address line 2)
(Optional: Address line 3)
 
+1 ###-###-####
<— insert image here, delete this text after ]
 

Option 3: Multiple Titles
 
—
Firstname Surname, (degrees optional, if applicable)
Title
Department
Title
Department
(Optional: Pronouns: (Pronouns))
 
(Optional: Other links, such as appointment sign up links)
 
(Optional: Address line 1)
(Optional: Address line 2)
(Optional: Address line 3)
 
+1 ###-###-####
<— insert image here, delete this text after ] 
 
 
 

 
 

