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FLOWCHART: WRITE AN EFFECTIVE SUBJECT LINE

Consider the bigger picture and determine how
important it is to catch employees’ attention.

Is the
message
necessary for employees No
to do their
work?

Is the
time-sensitivity in
the very near
future?

Is the
message
time-sensitive?

Yes)
Yes

No
Your
message is
Critical
Create a Prefix
Examples --
TIME-SENSITIVE:
IMPORTANT:
PLEASE READ NOW:
URGENT:
Add 2-3 words
about Topic
Examples --
Office closing
Security alert
Network shutdown
Performance reviews due
Add time context

Yn

Nz
Yes

Examples --
Today at 1pm
Early
December 31
Tomorrow from 3-6 pm

Your Subject
Line is done!
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