Institutional Email Signatures at
Napa Valley College

Consistent email signatures for @napavalley.edu email accounts are an opportunity to
create brand awareness while relaying relevant contact information. In addition,
consistent and clear emalil signatures present a professional appearance for conducting
business through email.

Please use the following guidelines in creating your @napavalley.edu email account
signature in Outlook:



How to Create an Email Signature in Outlook
Follow these instructions to create a signature for use on a single email message, or for all
outgoing messages. Note that it will remain possible to send email messages that do not

include the signature.
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