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In order to use this signature in Gmail, you need to open this document in Google Docs and copy the signature from there. Follow the instructions below.
April 2022

1.	Upload this document to your Google Drive.
2.	From your Google Drive, double-click the uploaded document to open it in Google Docs.
3.	Carefully edit the email signature placeholder text below. 
Don’t add any elements such as other logos, taglines, URLs or quotations.
4.	Select the entire email signature — from your name down to the logo.
5.	Copy (CTRL+C or Command+C) the email signature.
6.	In Gmail, open the settings by clicking the gear icon in the top right corner.
7.	Click “See All Settings” and scroll down to the “Signature” section.
8.	Click “Create New” and name your signature.
9.	Paste (CTRL+V or Command+V) the signature into the editing area on the right.
10.	Set the signature defaults for new and reply/forward use as appropriate.
11.	Check the “Insert signature before quoted text in replies…” box.
12.	Scroll down to the bottom of the page and click “Save Changes”.
13.	After installation, you can delete this document from your Google Drive if you want.
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