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GSGLA Staff Email Signatures
While creativity is appreciated, please reserve this expression for your personal email accounts. Consistent and business-appropriate email setups convey our professionalism, brand, and cohesiveness as an organization and gives our membership context and familiarity.
Here are the GSGLA style guidelines for girlscoutsla.org email addresses:
 
· General: Provide full contact information in signature block for initial external email messages (see below); truncated e-signatures are accepted for internal or reply email.
· Background: White, no patterns
· Font: Times New Roman, Arial or Calibri 
· Point Size & Color: Black, prefer 11-12 point font (no less than 10 point) Note: Reply emails default to a navy blue color. You can change your reply text to black by following these instructions.
 
Sample full contact info e-signature is below:
 
 (
NOTE: If you choose to make your name and our council’s name 
green
 (rather than black)
, please make 
Bold
, hi
ghlight and select “More Colors”>
Custom
 >
Select “RGB” as the
 Color Mode and use r0 g174 b88. This is the brand-specific “Girl Scout Green.”
)[image: GS_LOSangeles_servicemark]
 
 SARA SMITH 
 Director of Programs
 Girl Scouts of Greater Los Angeles 
 801 S. Grand Ave., Suite 300 [your home office address]
 Los Angeles, CA 90017 [your home office address]
        t. 626.677.2339 | f. 626.677.2539
 www.girlscoutsla.org
        Like Us! On Facebook: www.facebook.com/GSGLA [optional]
        Follow Us! On Twitter: @GirlScoutsLA [optional]

      GSGLA offices and shops are closed on the second and fourth Monday of the month.
 
Under e-signature: Seasonal marketing graphics are automatically added to emails when sent. Submit e-signature requests to the marketing and communications department. Please, no additional graphics unless provided or approved. 
 
	
How to Amend Signature Block in Microsoft Outlook:
 
Go to: Tools>Options>Mail Format>Signatures
 


 
More details will be available in the forthcoming 2015 GSGLA Style Guide. If you have any questions in the meantime, please contact the marketing and communications department: communications@girlscoutsla.org. 
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