
Email Subject Lines

1 The subject line of an email message summarizes the content of the message. It is short, usually a
word or a phrase. Read each message and write a subject line that reflects the content of the
message. Compare with a partner.

� Message

To: Pat Crosby (pcrosby@goo.com) From: Tania Foster
Subject: Date: June 1, 2010

Hello,

I am interested in the digital piano you have advertised on the Kijiji website. Is it still available? If it is,
could you tell me how old it is and what make it is?

Thank you,
Tania Foster

� Message

To: Jonas Adams (adams@utopiau.com) From: Natalia Minova
Subject: Date: October 30, 2011

Dear Professor Adams:

I am writing to inform you that I will not be able to complete the latest monthly assignment because of a
family emergency. I have to travel to my hometown for a week and I will miss the deadline. I have tried
contacting you over the phone and in person but I was not successful.

I would really appreciate if I could be granted an extension for this assignment. I truly regret not being
able to speak to you in person and I hope you will understand my situation. Thank you.

With regards,
Natalia Minova

� Message

To: Margaret Bondaryuk (bondaryuk@blah.ca) From: Mary Blithe
Subject: Date: March 8, 2009

Dear Margaret Bondaryuk:

This is to inform you that your professional association membership is going to expire in two months. In
order to maintain your status as a member of our organization, you need to return a completed
membership application form with an enclosed payment of $300 by the end of October.

Failure to submit a renewal application may result in the suspension of your professional status.

Sincerely,
Mary Blithe

L INC  5 Chapter 2 | Business Writing 103


