Definition:
% Writing effective subject lines is crucial for ensuring that
your email gets noticed, opened, and read.
1. Clarity and Conciseness
Explanation:

The subject line should clearly convey the purpose or main point
of the email in a concise manner.

Avoid ambiguity or vagueness.

4 )

Example:

"Meeting Rescheduled to Friday" or "Proposal
Submission Deadline Extension"
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2. Relevance

Explanation:
Ensure the subject line is directly relevant to the recipient.

It should align with their interests, responsibilities, or current
projects.

C )
Example:

"Follow-Up on Marketing Strategy Discussion' or
"Action Required: Your Feedback Needed on Q2 Plans"
o /




3. Action-Oriented

Explanation:

Use action verbs or phrases that prompt the recipient to take

action or indicate what they need to do.

C )
Example:
"Review and Approve Budget Proposal' or "Confirm
Your Attendance at Tomorrow's Meeting"
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4. Personalization

Explanation:

Whenever possible, personalize the subject line with the

recipient's name or specific details relevant to them.
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Example:
"Johney, Input Needed: Project Timeline Revision' or
"Quick Question About Your Presentation, Sarah"
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5. Urgency or Timeliness
Explanation:

Communicate urgency if applicable, especially for time-sensitive
matters or deadlines.

( N
Example:

"Action Required by EOD: Project Feedback Needed" or

"Last Chance to Register: Webinar Tomorrow"
& J

6. Cliffhangers or Intrigue
Explanation:
Engage curiosity without being misleading.

Pose a question or hint at valuable information inside the email.
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Example:

"Discover the Key to Boosting Sales" or "Guess What
Our Latest Product Release Includes?"




7. Length Consideration
Explanation:

Keep subject lines concise to ensure they are fully visible on
mobile devices and in email previews.

( )
Example:

"Feedback Needed: Q3 Strategy Proposal" (Under 50
characters is ideal)
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8. Avoiding Spam Triggers
Explanation:

Steer clear of spammy words, excessive punctuation, or all caps
which can trigger spam filters.

C )
Example:

Instead of "URGENT!! IMPORTANT: READ NOW!", use

"Action Needed: Review Updated Policies"
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9. Testing and Iteration
Explanation:

Experiment with different subject lines and analyze open rates
to refine your approach over time.

C )
Example:

A/B testing subject lines like "New Product Launch
Details'" vs. "Discover Our Exciting New Product"
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10. Honesty and Transparency
Explanation:

Ensure the subject line accurately reflects the content of the
email to maintain trust and credibility.
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Example:

"Proposal Follow-Up: Further Discussion Needed"
rather than "Re: Your Request"
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