Cheshire West & Chester Council

Skills and Employment

Staff Email Signature Format And Instructions
Most recent update: 09 June 2026

1 For instructions on changing your email signature, visit Change an email signature -

Microsoft Support

2 Skills and Employment email signature format
Font: Calibri
Size: 12 pt.

Colour #342E43 (see below)

For accessibility reasons do not use italics or fonts that are difficult to read.

3 Format your signature using the following style:
Details Format
Your name (bold) Ann Other
Your job title (normal text) Employment Support Officer
Team name (optional) Connect To Work
Our service name (normal text) Skills and Employment Service
Council name (bold) Cheshire West and Chester Council
Write the word Telephone in full; Telephone: 07990 123456
Use the 5-digit space 6-digit number | Email: ann.other@cheshirewestandchester.gov.uk
format (apart from 0151 numbers) Visit: www.cheshirewestandchester.gov.uk

4 Logos

Logos increase the file size of emails. Use a maximum of two logos (one of which should be
the Skills and Employment logo) and ensure they are kept small in size. Please copy and
paste from the images below.

5 Personalisation
Ensure your details are displayed as above. If you wish, you can add a personal line before
the signature details, with just your name in a different font or colour.

6 Promotional text
Add any messages and links after the signature, above logos.


https://support.microsoft.com/en-us/office/change-an-email-signature-86597769-e4df-4320-b219-39d6e1a9e87b
https://support.microsoft.com/en-us/office/change-an-email-signature-86597769-e4df-4320-b219-39d6e1a9e87b
mailto:ann.other@cheshirewestandchester.gov.uk
http://www.cheshirewestandchester.gov.uk/

Cheshire West & Chester Council

Skills and Employment

Ann Other
Employment Support Officer
Connect To Work

Skills and Employment Service
Cheshire West and Chester Council

Telephone: 07990 123456

Email: ann.other@cheshirewestandchester.gov.uk

Visit: www.cheshirewestandchester.gov.uk

Connect To Work: Refer customers using the online Expression of Interest form
Resources: Visit our Resources page for all Skills and Employment policies,

procedures and paperwork, including our Prospectus
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Connect To Work: Refer customers using the online Expression of Interest form

Resources: Visit our Resources page for all Skills and Employment policies, procedures and
paperwork, including our Prospectus
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http://www.cheshirewestandchester.gov.uk/
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3DByPQnDaFCk2-AMQGKiMmou3kKlFmSXxOmqyOjMwJxv5UNFBJSEtZUUk0M0NMM1BCRTVSMElUUlQyUC4u&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093963616%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=6aE4v6Kk2jz%2FvjpExvNjA9yKM7Kq%2BLi8S2b%2F5vMe0PA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cheshirewestandchester.gov.uk%2Fresidents%2Feducation-and-learning%2Ffurther-and-higher-education%2Fskills-and-employment%2Fskills-and-employment-resources&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093979804%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=undmZYeSN%2FxVPcKwHImGUfMFRib%2FjFcNSVtguXaBk4w%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cheshirewestandchester.gov.uk%2Fasset-library%2F20250715125213-8940-wz-prospectus-v43.pdf&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093996896%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=HUaclG43D1LYoxRz%2FH4x81hLBd3iSBvLCufVXR2L1bo%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3DByPQnDaFCk2-AMQGKiMmou3kKlFmSXxOmqyOjMwJxv5UNFBJSEtZUUk0M0NMM1BCRTVSMElUUlQyUC4u&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093963616%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=6aE4v6Kk2jz%2FvjpExvNjA9yKM7Kq%2BLi8S2b%2F5vMe0PA%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cheshirewestandchester.gov.uk%2Fresidents%2Feducation-and-learning%2Ffurther-and-higher-education%2Fskills-and-employment%2Fskills-and-employment-resources&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093979804%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=undmZYeSN%2FxVPcKwHImGUfMFRib%2FjFcNSVtguXaBk4w%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cheshirewestandchester.gov.uk%2Fasset-library%2F20250715125213-8940-wz-prospectus-v43.pdf&data=05%7C02%7CHelen.Crampton%40cheshirewestandchester.gov.uk%7Cd108786852534e889e5d08de583de8c9%7C9cd0230785364d0abe00c4062a2326a2%7C0%7C0%7C639045220093996896%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=HUaclG43D1LYoxRz%2FH4x81hLBd3iSBvLCufVXR2L1bo%3D&reserved=0

Cheshire West & Chester Council

Skills and Employment

To change the colour of your email signature

In Outlook click File > Options > Mail > Signatures

Select the text in your signature and click the dropdown arrow on the colour selection area
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Click on More Colours...
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PLEASE DO NOT RESIZE OR STRETCH LOGOS
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