
Disclaimer & Green Messaging 
Include a optional disclaimer there are several 
different options including things like: 

 

IMPORTANT: This message from AK Computer Services 
Ltd is private and confidential. If you have received this 
message in error, please notify us and remove it from 
your system. 

 

Green Message:  
Please consider the environment before printing this email  

Email Signature 

Every email sent by a UK Company must 
include the following information for legal & 
compliance purposes. 

 

 Company Name 
 Company Registration Number 
 Place of Registration 
 Registered Office Address 

 

You can include the information anywhere in 
the email, most people put it in the footer in a 
small font. See below - . 

 

AK Computer Services Ltd is a limited company registered 

in England and Wales. Company Registration No. 4626048 

Registered Offices: 59 The Avenue, Southampton, 

Hampshire, SO17 1XS, England  

Branding & Marketing 

Use each email as a selling tool to tell customers 
about new products and services. 

 

Include company branding and contact 
information in all emails to help reinforce your 
company name, image and brand. Make sure 
that emails are branded consistently, even when 
they are sent from mobile devices like iPhones or 
Blackberries. 

 

Create Links back to your company website, from 
the footer, to provide more detailed product 
information to clients. 

Archive & Storage 
Regulated industries, like Financial Services and 
HR have specific rules about how long email 
must be stored.  

 

Implement an email Archive Strategy to 
improve your Business Contingency and never 
loose another email again. 

Business Email Checklist  
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Protecting your Business 

Make sure that all incoming email is scanned for 
Spam and Viruses. This will help to reduce 
viruses and Phishing attacks from getting into 
your network. Additionally it will save you time 
as people won’t have to spend time dealing 
with Spam 

 

Data Leak Protection: Scan outgoing email to 
ensure that confidential or restricted 
information, like credit card numbers, isn't 
being sent out. 
 

Black Lists: Don’t send bulk email from your 
company email server as you may get 
Blacklisted for Spam, use a list service.  

Protecting your Customers 

Scan outgoing email to ensure you are not, 
accidently, sending out infected email.  

 

Nothing gets rid of customers quicker than 
infecting them with a computer virus 

Mandatory 

Recommended 

Optional 

Compliance Selling your Business Protection (Spam & Viruses) 

Make sure that every email you send sells your company brand, and advertise your products 
and services. Getting your email footers, or signatures, right will not only help you 
sell more, it will also help you to stay legally compliant.  

 

Follow the simple rules below and not only will your business be compliant with the 
1985 Companies act, but  it will also help to enhance your business branding.  

 

If you would like any assistance to implement any of these email strategies, or assistance with 
your email branding please contact us at www.SystemAssure.co.uk or call +(44)1489-897760 

Email is the lifeblood of most businesses, how long would your business survive without access to email?  

http://systemassure.co.uk/?Email-CheckLink

