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Please consider the environment before printing this email

Please note the following points:
· Ensure that the signature font below the line is Arial, 8pt, and that the font colours are displaying as above.
· The line in dark-grey should finish in line with the last letter of your title. The colour grey that has been chosen can be found in the second row, last column on right, in the standard colour picker on your Word menu bar. 
· Always include two spaces before and after the  |  character, which is used to separate names from titles; telephone numbers from fax numbers; and email addresses from web addresses. 
· The  |  character can be found immediately to the left of the ‘Z’ button on your keyboard. To type this character, simply hold down the ‘shift’ key (upwards arrow) and the  |  key at the same time. 
· The ‘green’ colour that should be used in the environmental message at the end of emails, namely: Please consider the environment before printing this email can be found in the second row, in the forth-from-left column, in the standard colour picker on your Word menu bar. 
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