 


Please use this confidentiality statement in all email communications. Copy it into the “signature” file in Eudora or other similar feature in other email clients. Place it below your personal contact information:
This e-mail contains CONFIDENTIAL information intended only for the use of the addressee(s) named above.  If you are not the intended recipient of this e-mail, or the employee or agent responsible for delivering it to the intended recipient, you are hereby notified that any dissemination, distribution or copying of this e-mail is strictly prohibited.  If you have received this e-mail in error, please immediately notify us by telephone at (203) 432-9874 or forward the e-mail message to us at mailto:xxxxx.yyyyyyyyy@yale.edu and advise us that you have deleted it.  Thank you.

See example below:
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Katherine M. Reynolds   |   � HYPERLINK "mailto:katherine.reynolds@yale.edu" �mailto:katherine.reynolds@yale.edu� �Assistant Director, Internal Communications, Office of Human Resources�Yale University �155 Whitney Avenue�New Haven, Connecticut 06515�Phone: 203-432-9874      Fax: 203-436-4240��This e-mail contains CONFIDENTIAL information intended only for the use of the addressee(s) named above.  If you are not the intended recipient of this e-mail, or the employee or agent responsible for delivering it to the intended recipient, you are hereby notified that any dissemination, distribution or copying of this e-mail is strictly prohibited.  If you have received this e-mail in error, please immediately notify us by telephone at (203) 432-9874 or forward the e-mail message to us at � HYPERLINK "mailto:katherine.reynolds@yale.edu" �mailto:katherine.reynolds@yale.edu� and advise us that you have deleted it.  Thank you.
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