


Insert your SC CTSI Email Signature within Outlook
In an effort to standardize SC CTSI branding, please choose from one of the three email signature options below. 
Please do not alter any text and/or images in the options below, and do not take a screenshot of the signature to insert into your outgoing messages. Please use the copy and paste function as outlined in the numerical steps below.
We adhere to using a standard font of Arial size 11 for the top half of the email signature, and Arial size 9 for the tagline and preceding text. 
For text colors, we follow the University’s identity guidelines 
(USC Cardinal; RGB 153, G27, B30 ∙ USC Gold; RGB 255, G204, B0)

Directions:
1. First, launch Outlook then select File > Options.
2. Next select the Mail tab and then Signatures. 
3. Select “New” and type in a name for the signature you’re creating.
4. [bookmark: _GoBack]Edit your information/identification in this Word Document and then Copy and Paste your choice of the SC-CTSI- Standard Email Signature and press OK to save.
Each time you compose a new email or reply, it will automatically add your signature to your outgoing message.
Instructions when choosing Option 3 as your email signature:

[image: ]Once you Copy and Paste the email signature, the icons/images(    ) might not show up, but just press “OK” and go to “New Email” to make sure that your email signature of choice is displayed correctly in your outgoing messages.

If you have any specific needs for modifications to the signatures below, please email Nicki Karimipour.

Option 1:
	
	[image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI)
	Tommy Trojan, BS
Your job title here, Core Group
m. Your phone number | e. Your email
p.  Your office mailing address

SC-CTSI.org  | Follow SC CTSI on Twitter 
To ensure SC CTSI resources are available in the future, please cite the SC CTSI grant UL1TR001855 in publications resulting from our support. Mentored Career Development in Clinical Translational Science (MCD-CTS) Scholars (KL2 and Institutional scholars), please cite the grant KL2TR001854



Option 1 (more than one job title):
	
	[image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI)
	Tommy Trojan, BS
Your job title here, Core Group
Second job title here, Core Group
m. Your phone number | e. Your email
p.  Your office mailing address

SC-CTSI.org  | Follow SC CTSI on Twitter 
To ensure SC CTSI resources are available in the future, please cite the SC CTSI grant UL1TR001855 in publications resulting from our support. Mentored Career Development in Clinical Translational Science (MCD-CTS) Scholars (KL2 and Institutional scholars), please cite the grant KL2TR001854



Option 2:
	
	[image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI)
	Tommy Trojan, BS
Your job title here, Core Group
m. Your phone number | e. Your email

SC-CTSI.org  | Follow SC CTSI on Twitter 
Use our services? Cite us: UL1TR001855 in publications resulting from our support.



Option 2 (more than one job title):
	
	[image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI)
	Tommy Trojan, BS
Your job title here, Core Group
Second job title here, Core Group
m. Your phone number | e. Your email

SC-CTSI.org  | Follow SC CTSI on Twitter 
Use our services? Cite us: UL1TR001855 in publications resulting from our support.







Option 3:

	[bookmark: _Hlk40263621]
	[image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI)
	Tommy Trojan, BA
[image: ][image: ]Your job title here, Core Group
     000 000-0000 |       Your email
[image: ][image: ]
      SC-CTSI.org  |      @SoCalCTSI
Use our services? Cite us: UL1TR001855 in publications resulting from our support.




Option 3 (more than one job title):


	[bookmark: _Hlk39848225]
	[bookmark: _Hlk36716924]  [image: ]
Translating Science into Solutions for Better Health
Southern California Clinical and Translational Science Institute (SC CTSI) 
	Tommy Trojan, BA
Your job title here, Core Group
[image: ]Second job title here, Core Group
[image: ]     000 000-0000 |       Your email
[image: ][image: ]
      SC-CTSI.org  |      @SoCalCTSI
Use our services? Cite us: UL1TR001855 in publications resulting from our support.
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