Scouts Canada Branded eMail Footers

Scouts Canada team is pleased to share this selection of branded e-mail signatures with you. You have a number to choose from that highlight many of our organizational priorities. 

[bookmark: _GoBack]You will find the signatures below and step-by-step instructions are included.  English and Bilingual formats of each signature are provided.

Instructions
1.                  Download the word document of the signature from OneDrive. 
2.                  Highlight the entire example (including the graphic) beneath these instructions.  Select either English-only or bilingual – but not both.
3.                  Press CTRL+C to copy the sample. You can also right-click/copy if you are so inclined.
4.                  Close the message containing the sample to return back to the main outlook window.
5.                  Open a new message. On the Message tab, in the Include group, click Signature, and then click Signatures.

[image: cid:image001.png@01D36EA3.D59D5960]
6.                  On the E-mail Signature tab, click New.
7.                  Type a name for the signature, and then click OK.
8.                  In the Edit signature box, click once and the press CTRL+V to paste the copied sample signature from step 3. 
9.                  Edit the text to include your contact information in the signature - Name, Title, Office, Phone and Cell if applicable.
10.              Click ‘Save’ to save the signature.
11.              Under the ‘Choose default signature’ make sure both drop down boxes has the name of the new signature from step 6.
12.              Click ‘OK’ to close the signature editor.
13.              Close the message window.  Open a new message, the new signature should be displayed.



Recruitment


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777
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Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]



Canadian Path


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777
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Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
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Volunteer


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777
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Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]



Scout Shop


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777

[image: ]

Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]



Give


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777

[image: ]

Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]



Mission


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777

[image: ]

Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]


Scout Popcorn


Nom  / Name 
Titre – Département — Title - Department 
Scouts Canada - Centre national de service — National Service Centre 
emailaddress@scouts.ca 
T  613.777.7777  poste / ext. 777   |   C 613. 777.7777

[image: ]


Name
Title - Department
Scouts Canada – National Service Centre
emailaddress@scouts.ca
T  613.777.7777  ext. 777   |   C 613. 777.7777
[image: ]
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