:: [Full Name] | [Title]
:: Cumberland Heights Foundation
:: 8283 River Road Pike, Nashville, TN 37209
:: Office [Company Phone] | Cell [Cell Number]| Fax [Company Fax]
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NOTE: This information is disclosed to you from records where confidentiality is protected by Federal Law.  Federal regulation prohibits you from making any further disclosure of this information without specific written consent of the person to whom it pertains, or as otherwise permitted by such regulations.  A general authorization for the release of medical or other information is not sufficient for this purpose. If you received this email in error please contact the sender at the number listed above.



How to create your signature in Outlook 2010

1. Edit the following fields above with your specific info (If you need help with any info please contact HR department)

[Full Name] [Title] [Company Phone] [Cell Phone] & [Company Fax]  

2. Copy all signature info above using the mouse to highlight - Make sure you have everything selected and highlighted blue!
3. Copy (Ctrl-C)
4. Open Outlook -> click 1: File tab -> click 2: Options
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5. Click 3: Mail -> click 4: Signatures… button
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6. Click 5: New -> name it Cumberland Heights -> click OK -> put your cursor in the 6: body field (under the font and text attributes) -> paste (Ctrl-V) your signature
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7. [bookmark: _GoBack]Click OK -> click OK
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Cumberland Heights Foundation
8283 River Road Pike, Nashville, TN 37209
Office 615-432-3302 | Cell 404-964-3673 | Fax 615-432-3006
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