Outlook Signature Creation Guide
As of December 8, 2025
[bookmark: _MailAutoSig]
1. Navigate to Outlook, open a new email message.

2. On the Insert menu, select Signature > Signatures.

3. Copy and paste the template below into the text box. Customize this template with your own information and save it as your default signature to be included in both new messages and replies/forwards.

FirstName LastName
Title
The Core Collective at Saint Vincent
7401 Florissant Road
St. Louis, MO 63121
Office: (office number)
thecorecollectivestl.org
 
[image: ]

[image: Our mission and history]       [image: St. Louis County Children's Service ...]	[image: Wellspring Lutheran Services - Council on Accreditation (COA)]

This message may containt confidential information protected by federal HIPAA law and is intended only for the individual named. If you are not the named addressee, disclosing, copying, or distributing this email is strictly prohibited. If you have received this message in error, please notify the sender and delete this email from your system. Thank you.


4. When you open a new message in Outlook, this signature should now appear.

With questions, please contact Developmentoffice@theccstl.org.

image1.png
THE GORE
COLLECTIVE

at Saint Vincent




image2.png
%)) UNITED WAY
<

Greater St. Louis




image3.png
ST. LOUIS COUNTY

CHILDREN’S
SERVICE FUND

Investing in kids. Creating brighter futures.
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