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Subject Lines 

Keyword:

Apology:
 

Invitation:

Instructions: 
1) Watch this short video about why subject
lines are important and how to write them.  
 Click on the link to open the video.  

https://youtu.be/MMGiPVRFOxo

2.Write your answers on this PDF and check
your work with the answer key that follows.

To ask for something

To give comfort for very bad news 

Purpose:

To say sorry

To invite someone

To hand in an assignment

To send a document as an attachment

To ask a question

To remind someone of something forgotten

To acknowledge great news (baby, promotion, etc.) 

To organize a time to meet someone

To organize a meeting

Find the noun form of the purpose as the key purpose word in your subject line.
Don’t forget the colon.

Subject Line Practice:

https://youtu.be/MMGiPVRFOxo


Write an appropriate subject line for each scenario:

1. You would like to thank your employees for their extra effort in completing an
important project with Apple.

 Subject line: 
 
 

 
2. You want to know the deadline for a L'Oreal proposal. 

 
 Subject line: 

 
3. You want to send a travel agent, Mohammed Alawi, the scanned copy of your
passport.

 Subject line: 

 
4. You are writing to Wayne Jones, Assistant Director of Varsity College in the USA.
You want to submit your job application for the Students Abroad Program.

 Subject line: 

 
5. You would like to get a dental cleaning with your dentist, Ekon Abebe, on
Wednesday at 10am.

 Subject line: 

Subject Line Practice:



ANSWER KEY:
Subject Lines 

Keyword:

Apology:
 

Invitation:

To ask for something

To give comfort for very bad news 

Purpose:

To say sorry

To invite someone

To hand in an assignment

To send a document as an attachment

To ask a question

To remind someone of something forgotten

To acknowledge great news (baby, promotion, etc.) 

To organize a time to meet someone

To organize a meeting

Find the noun form of the purpose as the key purpose word in your subject line.
Don’t forget the colon.

Subject Line Practice:

Submission:

Attachment:

Query: or Question:

Reminder: 

Request:

Condolences: 

Congratulations:

Appointment:

Meeting:



Write an appropriate subject line for each scenario:

1. You would like to thank your employees for their extra effort in completing an
important project with Apple.

 Subject line: Thank You: Apple Project
 
 

 
2. You want to know the deadline for L'Oreal proposal. Write your supervisor, Steven
Strasen.

 
 Subject line: Question: L'Oreal Deadline

 
3. You want to send a travel agent, Mohammed Alawi, the scanned copy of your
passport.

 Subject line: Attachment: Passport Copy
 

 
4. You are writing to Wayne Jones, Assistant Director of Varsity College in the USA.
You want to submit your job application for the Students Abroad Program.

 Subject line: Submission: Job Application

 
5. You would like to visit your dentist, Ekon Abebe, on Wednesday at 10am.

 Subject line: Appointment: Dental Cleaning

ANSWER KEY: Subject Line Practice
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