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Agency Email Signature Instructions 

This updated format reflects the organization’s new 2025 vision: Mental Health and Well-Being for Everyone.
Firstname Middle Initial. LastName, Credentials
Official Job Title
Integral Care – Mental Health and Well-Being for Everyone
Office: 555-555-5555 | Cell: 555-555-5555
IntegralCare.org | Facebook | Instagram | LinkedIn
Follow these steps to update your email signature:
1. Highlight the email signature above and copy it. Be sure to copy the entire signature so all links remain intact.
2. In Mail, click New Email. From the Insert tab, select Signature, then click Signatures.
3. If you have an existing signature, delete it (under Email Signature, select the signature and click Delete).
4. Under Email Signature, click Add Signature.
5. Name the new signature “Agency” and click OK.
6. In the Edit Signature field, right-click and select Paste (do not choose “Paste as Plain Text”). This ensures all links are preserved.
MIS requests that you do not include the logo, as it can create storage issues for our servers.
Before using the new template, please install our brand font, Hanuman Bold, available here: https://fonts.google.com/ 
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