BASIC COMMUNICATION

DEPARTMENT

1. Use an automatic “signature” on every email that includes:

a.
b.
C.
d.
e.

Your full name and title

Your email address

Your phone number

Your fax number

Your work hours if different than M-F 8:00 to 5:00

2. Provide your supervisor contact information to your adjuster

STATE FUND

1. Use an automatic “signature” on every email that includes:

a.
b.
C.
d.
e.

Your full name and title

Your email address

Your phone number

Your fax number

Your work hours if different than M-F 8:00 to 5:00

2. Provide your supervisor contact information to your RTWC



