We should always think of our email signatures and voicemails the same way we think of our business cards or uniforms. Just another piece of the puzzle that helps reflect upon our organization’s brand.
Specifically, with email, our company reaches thousands of people each day and we want to make sure we present MKC in a professional and consistent manner, and provide the information others might be seeking.

Voicemail Etiquette
It is important that your voicemail system is set-up. Sometimes this might be the first impression a customer hears, or you want to make sure you are inviting to a fellow employee to leave you a message.
1. Make sure your voicemail greetings are set-up for your desk phones, cell phones and locations.
2. Greeting should be short and concise. The voicemail greeting should be no longer than 20-25 seconds.
3. Before recording your greeting, write it out and don’t hesitate to practice it. Make sure to record the message in a quiet space so only your voice can be heard.
4. Speak loudly, clearly and slowly; don’t leave a voicemail greeting from a speaker phone.

Elements Required in Voicemail Greetings:
1. Greeting
2. Your Name
3. Your Company
4. Statement you cannot take their call right now
5. Invitation to leave a message
6. When they can expect to return call
7. Who they can contact for immediate assistance (if applicable)

Voicemail Greeting Examples:
· “Hi. You have reached the voicemail of Jill Smith, communications specialist with MKC. I am currently unable to answer my phone right now. Please leave a brief message after the tone with your name and phone number, and I will get back to you as soon as possible. Thank you.”

· “Hello. You have reached MKC’s McPherson Energy location. Our offices are currently closed. Our normal hours of operation are Monday through Friday, 8 am to 6 pm. Please leave us a message, and we will return your call as soon as possible. Thank you.”

· “You have reached the desk of Jill Smith, communications specialist with MKC. I am currently on the phone right now or away from my desk, but I would like to return your call later. Please leave me a message after the tone. If you need immediate assistance, please call Jack Smith at 620-345-2222. Thank you.”

Email
A standard, consistent, and clean email signature will present a more professional appearance for our organization. The signature is designed to maximize contact information while promoting external websites to those who receive the messages. A strong email signature is attention-getting, but professional. It’s not flashy, but it’s not bland either.
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1. Make sure your email signature is updated to the company standard on your computer. Be sure to keep font choice and color the same as used in the standard MKC email signature below.
2. Don’t forget to create an email signature for your mobile device. Be sure to keep it simple. For example:
Jill Smith | MKC Communications Specialist Office 620-345-5555 | Cell 620-386-2222
3. Refrain from the use of quotes at the bottom of signature lines.
4. Remove all backgrounds from the body of your email.
5. Use a simple, black 12-point standard font that is easy to read for the body of your email. (i.e. Calibri, Tahoma, Aerial, Times New Roman)

How to change your email signature on your computer:
1. Below you will find two examples of what is our standard MKC email signature (one without logo, one with logo)
a. Select one of the signature options listed below
b. Copy the example signature below you want to use
2. Open a new email message
a. Click “Signature” in the message tools
b. Select the “Signatures …”
c. Paste the example signature in the Edit Signature box
d. Update the signature copy with your personal contact information
3. Click OK

MKC
Option with logo:

Jill Smith
MKC Communications Specialist

307 W. Cole St. | Moundridge, KS 67107 Office 620-345-5555 | Cell 620-386-2222
jsmith@mkcoop.com

Visit us at www.mkcoop.com. Follow us on Facebook | Twitter | Instagram
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Option without logo:
Jill Smith
MKC Communications Specialist

307 W. Cole St. | Moundridge, KS 67107 Office 620-345-4444 | Cell 620-386-2222
jsmith@mkcoop.com

Visit us at www.mkcoop.com. Follow us on Facebook | Twitter | Instagram

Mid-West Fertilizer Option with logo:
Jill Smith
Job Title

3030 S Santa Fe Ave 66720 | Chanute, KS Cell 785-212-1246
Jill.smith@mwfert.com

Visit us at www.midwestfertilizerinc.com. Follow us on Facebook | Twitter
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Option without logo:
Jill Smith
Job Title

3030 S Santa Fe Ave 66720 | Chanute, KS Cell 785-212-1246
Jill.smith@mwfert.com

Visit us at www.midwestfertilizerinc.com. Follow us on Facebook | Twitter

Producer Ag Option with logo:
Jill Smith
Job Title
307 West Cole St, Moundridge, KS 67107
Office 620-345-3560 | Cell 620-386-0539
jsmith@producerag.com
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Option without logo:
Jill Smith
Job Title
307 West Cole St, Moundridge, KS 67107
Office 620-345-3560 | Cell 620-386-0539
jsmith@producerag.com
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