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EMAIL

University Correspondence

A standardized email signature is as important as a branded business card. The University of San
Diego has adopted an official format for the email signatures of all campus employees, which
includes a standardized method of listing contact information.

The email signature should be formatted in the Gmail general settings as follows:
- San serif font

« All flush left

« Name in all caps and blue

- Title, school or department in italic

- Add aline space

- Address, phone number(s) and USD url

At your discretion, you may include social media icons, as well as the university’s logo or other
custom signatures or marks.

An RTF (Rich Text Format) file is available for download in the brand toolkit on the USD Gallery.
It can be copied, pasted into the signature area and edited. Visit, usd-gallery.sandiego.edu.

Example of an Email Signature

DIEGO TORERO
Amazing Mascot

University of San Diego

Degheri Alumni Center, Room 000
5998 Alcala Park

San Diego, CA 92110-2492

Direct: (619) 260-0000

Mobile: (619) 694-0000
sandiego.edu


https://usd-gallery.sandiego.edu/guidelines/home
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Example of an All-Campus Email

REMINDER: Join us for the Mass of the Holy Spirit Inbox % 8 &
E mail M arketi n g ; Ikirl\::e:sity Ministry cuniversityministry@sandiego edu Tue, Sep 2, 10:05AM gy 4

While the University of San Diego’s preferred customer relationship management (CRM)
platform is Salesforce and the preferred email management system (EMS) is TargetX, there are
alternative distribution tools being leveraged by some campus entities. However, it is strongly Fill my heart, Hol
recommended that those who send out email communications undergo proper training. so that-L.may love with greatconipassion

Generally, the standards for sending email communications to either internal or external
audiences are as follows:

- Emails should be easily identifiable as being from the University of San Diego.

- Emails should include the master logo prominently, typically in the header and/or footer.

Please join in celebrating the

Mass of the Holy Spirit

Some best practices for sending mass emails are:
With the Most Reverend Michael M. Pham,

- Define your target audience and write your message accordingly. Bishop of San Diego as presider
- Keep subject lines short and clear (no more than 10 words). Thirfoday; Seteibir i 2oss
« Clearly identify the sender, and be sure that the return email address is directed at a USD 'I'hel?l:ti?ni::iata
person or department with a sandiego.edu email suffix.
. Mission Integration invites all students, faculty, administrators
- Keep content brief and clear. Always proof and spell check content. and staff from all faith traditions to attend this annual tradition

marking the beginning of the academic year.

- Do notinclude attachments, rather include (and test) hyperlinks as appropriate.
- Consider what emails will look like on mobile devices.

/%! University o San Diego®
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Campuswide Emails

As part of an initiative aimed at reducing the number of campuswide emails, the Department
of University Marketing and Communications has developed Torero Weekly, which aggregates
announcements and events aimed at the entire campus community (faculty, students and
administration/staff) into a communication disseminated campus-wide each Monday during
the academic year.

If an announcement or event is relevant to the entire campus community, submit your
announcement or event to Torero Weekly rather than send a campuswide email.

If an announcement or event is aimed at a targeted audience, continue to send out your emails
to those respective audiences as you do presently. This would include, for example, an email

about an event just for graduate students, or an announcement just relevant to faculty.

To learn more, visit sandiego.edu/communications/torero-weekly.

& University o San Diego®

TorerolW/eet(y

MONDAY, SEPTEMBER 22, 2025

Torero Weekly is the email digest that brings together announcements and events

aimed at the entire campus community

Announcements

UNIVERSITY NEWS
usD Watch: USD News Minute for Sept. 22
J/EwWs USD News Minute: What you need to know this week

Mfﬂ"fﬂ at UsD...Read More

UNIVERSITY NEWS
Campus Space Study Town Hall - Sept. 30

Join members of USD's Campus Space Study steering

committee for a town hall on Tuesday, Sept. 30 from 1-

2 pm. at the Kroc Institute. . Read More

UNIVERSITY NEWS

Together for Wellness: USD as a JED Campus
At the opening of the Palomar Health Student
Wellness Center last April, USD Vice President of
Student Affalrs Charlotte Johnson anmnou, ., Read More

PUBLIC SAFETY

f r;' Public Safety - Campus Training
s Announcement

University
San Diego The Department of Public Safety will be holding
e Campus Emergency Procedures Review and Gubdance

for Surviving an Active Shooter/Assailant... Read More

P | COMMUNITY ENGAGEMENT, INCLUSIVE EXCELLENCE,
. INTERNATIONAL
Celebrating Hispanic Heritage Month 2025
= Hispanic Heritage Month is celebrated nationally from

A A A A,
September 15 to October 15 and recognizes the
contributions and influence of Hispanic.., Read More

COMMUNITY ENGAGEMENT, INCLUSIVE EXCELLENCE.
INTERMATIONAL

Example of a Torero
Weekly Email


http://sandiego.edu/communications/torero-weekly
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WEB

Web Standards

The University of San Diego’s web standards are meant to create
consistency in the university's presence on the web and tie the
university’s website to its brand and marketing efforts. Branding for
the web is unique, and may not conform to the same principles that g
apply to other media. Web standards must take into account various
web browser environments, display resolutions, screen sizes and
rapidly evolving mobile technology, among other factors. Web content
should be concise and follow the guidelines set forth by Web Services
at sandiego.edu/brand/web-and-maobile.

£ Universityaf San Diego

~ LIBHTIVENHE WA FORMARD-.

Applyto USD

i University o San Diego

USD uses the Cascade Server content management system; ITS Bl
training is required in order to be allowed to make content changes to el 1 |
USD department websites. LIGHTINGYHE WﬂY FORWARD

Camino

The USD website is based on a digital design library, called Camino,
which serves pre-styled and pre-built components and features

that can be applied to any USD web page in a number of layouts,
formats and designs, all developed with USD’s brand and accessibility
standards in mind.


http://sandiego.edu/brand/web-and-mobile
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SOCIAL MEDIA

Guidelines

Social media guidelines have been developed for all University of San Diego students, faculty
and staff. As technology evolves, the medium continues to grow in both functionality and
popularity. Most universities use social media to engage with prospective students, current
students, parents, faculty, administrators and alumni.

Before creating a social media platform, please check with the Office of Content Development
and Strategy by emailing socialmedia@sandiego.edu. Be prepared to assign an administrator
and to discuss platform, target audience and who will be assigned to oversee content creation
and track metrics.

For guidance on how to link social media profiles to web pages email web@sandiego.edu.

For a list of official USD social media sites, visit sandiego.edu/communications/resources/usd-
social-media-managers.php.

When needed on social media, choose icons from USD's collection of official iconography.
Also ensure that the full and proper name of the university is used prominently in profile icons
and headers.

For more social media guidelines, visit sandiego.edu/communications/social-media/managers-
guide.php.

diego 7h X

Calling Al

UNDERGRADUATES

Trade places with Dr. Harris on May 8!

PRESIDENT

To apply and see
presidential perks,
click the link below.

) Applications due April 10!

Example of an
Instagram Story


mailto:socialmedia%40sandiego.edu?subject=
mailto:web%40sandiego.edu?subject=
https://www.sandiego.edu/communications/resources/usd-social-media-managers.php
https://www.sandiego.edu/communications/resources/usd-social-media-managers.php
https://www.sandiego.edu/communications/social-media/managers-guide.php
https://www.sandiego.edu/communications/social-media/managers-guide.php

