City of Milwaukee Email Signatures 
Use of a unified signature in email correspondence reinforces your professional affiliation with the City of Milwaukee and provides consistency for audiences outside the organization. Copy and paste the signature template and logo below into your Outlook signature. 

1. LONG VERSION (WITH ADDRESS) 

[image: ]
First Last Name, JD (pronouns she/her/hers)	
Job Title
City of Milwaukee, Department Name
City Hall, 200 E. Wells St., Room 000, Milwaukee, WI 53202
Office: 414-286-0000  |  Fax: 414-286-0000  |  Mobile: 414-000-0000
milwaukee.gov/doa  |  Facebook  |  Twitter  |  Instagram


2. CONDENSED VERSION (NO ADDRESS OR SOCIAL CHANNELS) 

[image: ]
First Last Name, MPH (she/her/hers)
Job Title
City of Milwaukee, Department Name
Mobile: 414-222-0000
milwaukee.gov/doa


3. INTERNAL VERSION (NO ADDRESS OR SOCIAL CHANNELS)
You may choose to eliminate the logo and “City of Milwaukee” text when sending an internal email. 

First Last Name (she/her/hers)
Job Title
Department Name
414-286-0000

[bookmark: _Hlk132014055]TIPS: Simplify email signatures
These tips take into consideration accessibility issues and should be utilized whenever possible. Please follow the tips below to make your email signature accessible and screen reader friendly. 
Screen readers are used by those who are visually impaired. Best practice requires images to display alternative text, or words that convey what the image is, so that all can understand the full context of the communication.

GUIDELINES & FORMATTING 
· Keep it simple and use only the official City of Milwaukee logo (as seen on Page 1).
 
· Be sure to add alternative text to all images. The alt text has already been added to the 
City of Milwaukee logo on Page 1. 

· Backgrounds, badges, program logos, and unique graphics are not permitted.

· Department or division names should appear in plain text as part of your contact information. 

· Keep the order of your signature information (title, address, etc.) uniform so recipients can easily find contact details when communicating with multiple individuals within 
the organization.

· Don’t include a street address unless you frequently host visitors.

· Keep social media links in plain text and do not use icons. 

· Inspirational messages or other quotations are not appropriate and better suited for personal emails.

· Pronouns may be listed on the same line as your name so the relationship to you as an individual is clear.

· Avoid serif, decorative, italic, or fancy fonts.

· Choose a simple sans serif font like Arial with at least a 10 point font size and in a single color black. 

· [bookmark: _GoBack]For user accessibility, do not convert your entire contact information in your email signature into an unreadable image file (jpeg/png). 

· Learn more: Create an Email Signature and Microsoft Email Accessibility Guide
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