INSTRUCTIONS:

1. Copy the table below (logo, line and information block of text).
2. In Microsoft Outlook, paste it into your ‘Signatures’ panel or your email message.
3. Update the information with your personalized information (name, title, dept, phone, etc.)
4. Save your signature in Outlook.




	
	FIRSTNAME LASTNAME
TITLE, Unit/Program
Office of Academic Engagement 
Washington State University  
509.335.XXXX
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