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Q: How many duty positions can I include in my official CAP email 
signature? 

A. If it’s in eServices, it’s OK to include all of them. 
B. Just the top one. 
C. Up to two. 

 
A: You may include up to two duty positions in your email signature block.  
 
 
Use the Email Signature Generator on the Brand Portal to format your email signature 
properly. The duty assignment format starts with the unit's name, followed by the duty 
position, without a comma. For example, Iowa Wing Director of Operations or Acme 
Comp. Sq. Safety Officer. Unit names may be abbreviated following the guidance on the 
Brand Portal. Organize assignments from the highest to the lowest organizational level, 
such as wing, then squadron, or region, then wing. 
 
If you have multiple CAP email accounts, such as one for your squadron and one for 
your wing, you may have different signature blocks if you follow the general guidance in 
the Brand Portal.  
 
The email signature generator and Word template on the Brand Portal have been 
updated to make the content more readable. (See related New Email Signature item 
below in today’s MAC Matters.) Even if you currently have a properly formatted 
signature block, you must update it to match the new style. Once you have input the 
necessary information into the updated generator or Word template, use the properly 
formatted signature block, without any modifications. 
 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcompany-214080.frontify.com%2Fdocument%2F449893%23%2Ftemplates%2Femail-signature&data=05%7C02%7CSCOX%40capnhq.gov%7Cefb44bd9e43842f3555e08dcc6ac6e75%7C129b30109044450bb1593efcda34a513%7C0%7C0%7C638603691098646692%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=TSQo%2FAFS4uwBDf5tsjmGrp5VuU2jYfwvQTEtVdluBzQ%3D&reserved=0

