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A consistent and professional email signature not only creates a unified brand image but also 
enhances our business communication in several key ways. 

It establishes a strong sense of professionalism and credibility. When we consistently present 
ourselves with a unified and well-designed email signature, it portrays a cohesive and reliable image 
to our customers, vendors, and coworkers.  

It also ensures that all necessary contact information and relevant details are consistently shared. By 
including key information such as name, job title, location, and contact details, recipients can easily 
identify the sender and reach out when needed. 

And by incorporating our logo and a promotional image, each email becomes an opportunity to 
increase brand visibility and in some cases, to help sell building materials and promote our company, 
serving as a subtle yet effective marketing tool, reinforcing our messaging with every email 
interaction. 

The email signature below would be for the first time you correspond with someone and sometimes 

when you forward an email, so the recipient(s) can see all of your contact information. 

 

 

 
FULL EMAIL SIGNATURE 

 

1. A salutation 

2. Your first name 

3. Your full name 

4. Your Title 

5. Your locations logo 

6. You location address  

7. Your phone numbers you want people to 

use to try to reach you. (You can have up 

to four) 

8. Your email address 

9. Social media and website links 

10. (optional) if you use Seafile and share big 

files a lot, that link would go here 

11. Promotion Image: An image of location 

logo, or a product, promotion or event 

(these can change during the year 

depending on location) 

12. Legal disclaimer 

 

  

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 



ELEMENTS OF AN EMAIL SIGNATURE 

2 

 

 

 

 

On a reply or sometimes when you forward an email, your email signature would contain less 
information: 

 
 

REPLY EMAIL SIGNATURE 

 

 

 

 

 

 

 

 

 

 

 

 

Adopting a standardized email signature template benefits our company in numerous ways. It 
establishes professionalism, facilitates effective communication, reinforces our branding efforts, and 
ensures compliance with legal and privacy requirements.  

If you have any additional questions regarding email signatures, feel free to reach out to the marketing 
department.  

Thank you for your attention and cooperation. 

 

1. A salutation 

2. Your first name 

3. Your full name 

4. Your Title 

5. Company’s name 

6. Your primary phone and your email 

address 

Regards, 
 
Barry 
 
Barry Kriha 

Director of Marketing, Communications and Branding 
 
Mead Lumber 
Office: (531) 710-3200  |  barry.kriha@meadlumber.com 
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