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rules of thumb a guide for writers offers an invaluable compass in the vast landscape
of writing. Whether you’re crafting a novel, composing a blog post, or polishing a
professional email, having practical guidelines can clear the fog and boost your
confidence. These rules of thumb are not rigid laws but flexible principles that serve to
streamline your creative process and enhance clarity, engagement, and readability.

Writing, at its core, is about communication. And as any seasoned writer will tell you, the
best way to connect with readers is to keep things simple, clear, and compelling. In this
article, we’ll explore essential rules of thumb that every writer, beginner or experienced,
can benefit from. We’ll dive into techniques for structuring your work, choosing the right
words, and maintaining a natural flow. Along the way, you’ll find tips to avoid common
pitfalls and make your writing shine.

Understanding the Basics: Why Rules of Thumb
Matter

Writing can sometimes feel overwhelming, especially when you’re faced with blank pages
or conflicting advice. This is where rules of thumb come in handy—they act as trusted
shortcuts. Instead of memorizing complex grammar rules or stylistic nuances, you use
these practical heuristics to guide your decisions quickly and effectively.

For example, the classic advice “show, don’t tell” is a rule of thumb that helps writers
create vivid scenes rather than flat descriptions. Similarly, “write what you know”
encourages authenticity and depth. These principles save time and reduce uncertainty,
making the writing process smoother.

Balancing Creativity and Structure

A common misconception is that rules of thumb stifle creativity. In reality, they provide a
foundation upon which creativity can flourish. Think of them as guardrails rather than
chains—they keep you on track without restricting your unique voice.

When you understand fundamental writing guidelines, you can experiment confidently.
You know when to break a rule effectively because you’ve mastered the rule itself. This
balance between structure and freedom is key to producing engaging content that
resonates with readers.



Key Rules of Thumb Every Writer Should Know

Let’s explore some of the most useful rules of thumb that form the backbone of effective
writing.

1. Keep Sentences Concise

Long, winding sentences can confuse readers and dilute your message. A good rule of
thumb is to aim for sentences that are clear and to the point. Typically, sentences between
15 to 20 words strike a good balance.

Shorter sentences improve readability and maintain the reader’s attention. However,
varying sentence length can add rhythm and interest. So while conciseness is important,
mixing it with occasional longer sentences can enhance your writing style.

2. Use Active Voice

Active voice makes your writing more direct and vigorous. Instead of saying, “The book
was read by the student,” say, “The student read the book.” This small shift brings clarity
and energy to your prose.

A useful rule of thumb is to scan your writing for passive constructions and revise them
when possible. Active voice is especially important in persuasive and instructional writing,
where clarity and authority matter.

3. Show, Don’t Tell

This classic rule encourages writers to paint pictures with words rather than state facts
bluntly. Instead of telling the reader “She was angry,” show her anger through actions or
dialogue: “Her fists clenched, and her voice trembled.”

Showing invites readers to experience emotions and scenes firsthand, making the story
more immersive. This technique also helps deepen character development and enrich
narratives.

4. Avoid Jargon and Complex Words

Unless you’re writing for a specialized audience, steer clear of jargon or overly technical
terms. The goal is to communicate, not to confuse. A good rule of thumb is to write as if
you’re explaining your idea to a friend.

Simple language increases accessibility and broadens your readership. Tools like



readability checkers can help you gauge whether your writing is too dense or complicated.

5. Edit Ruthlessly

Writing is rewriting, as the saying goes. Once your draft is complete, don’t hesitate to cut
unnecessary words, sentences, or even entire paragraphs. A useful rule of thumb is to
delete anything that doesn’t serve your main point or enhance the reader’s understanding.

Editing sharpens your message and polishes your style. It’s often helpful to step away
from your work for a while before editing, so you return with fresh eyes.

Crafting Engaging Content: More Than Just Rules

While these rules of thumb form the pillars of good writing, engaging content requires
more nuanced attention.

Understanding Your Audience

One of the most important rules of thumb for writers is to know who you’re writing for.
Tailoring your tone, vocabulary, and examples to your audience makes your writing more
relatable and effective.

Are you addressing professionals, students, casual readers, or hobbyists? Each group
demands a different approach. When in doubt, imagine having a conversation with your
ideal reader—this mindset transforms dry prose into engaging dialogue.

Planning and Structure

Another helpful guide is to organize your thoughts before you write. Whether it’s a
detailed outline or a simple list of key points, planning helps maintain focus and flow.

A common rule of thumb is the “inverted pyramid” structure used in journalism: start with
the most important information, then provide supporting details. For storytelling, the
classic narrative arc—introduction, rising action, climax, falling action, and
resolution—remains effective.

Consistency is Key

Maintaining consistent style, tone, and formatting throughout your piece helps readers
follow along without distraction. Whether you’re writing a series of blog posts or chapters
in a novel, consistency builds trust and professionalism.



If you’re working in a team or on a brand, style guides are your best friends. They serve as
a reference point to keep everyone aligned.

Practical Tips for Implementing Rules of Thumb

Understanding these guidelines is one thing, but applying them effectively is another
challenge altogether. Here are some practical tips to integrate these rules of thumb into
your writing routine:

Write First, Edit Later: Let ideas flow without self-censorship, then refine during
revision.

Read Aloud: Hearing your words can reveal awkward phrasing and pacing issues.

Use Writing Tools: Grammar checkers and readability analyzers can provide
instant feedback.

Seek Feedback: Sharing your work with peers or mentors offers fresh perspectives.

Keep Learning: Writing is a craft honed over time—read widely and study great
writers.

Embracing Flexibility in Writing Rules

It’s important to remember that rules of thumb are not absolute mandates. Exceptional
writing often involves bending or breaking rules to suit your voice, genre, or purpose. For
example, a poet might deliberately use fragmented sentences for effect, or a journalist
might use passive voice to maintain neutrality.

The key is to understand the rationale behind each rule so you can make informed choices.
Writing becomes a dance between guidelines and creativity, structure and spontaneity.

Every writer’s journey includes moments of experimentation and discovery, where the
rules evolve and adapt. Embracing this fluidity makes writing not just a task, but an
enjoyable and fulfilling craft.

---

By keeping these rules of thumb in mind, writers can navigate the complexities of
language with greater ease and confidence. Whether you’re drafting an email, penning a
novel, or blogging your expertise, these practical principles serve as a reliable toolkit to
sharpen your skills and connect with readers meaningfully.



Frequently Asked Questions

What is the main purpose of 'Rules of Thumb: A Guide
for Writers'?
The main purpose of 'Rules of Thumb: A Guide for Writers' is to provide writers with
practical, easy-to-remember guidelines and tips to improve their writing skills and craft
effective, clear, and engaging content.

Who is the target audience for 'Rules of Thumb: A Guide
for Writers'?
The target audience includes aspiring writers, students, educators, and anyone interested
in enhancing their writing abilities across various genres and styles.

Does 'Rules of Thumb: A Guide for Writers' cover both
fiction and non-fiction writing?
Yes, the guide addresses rules and tips applicable to both fiction and non-fiction writing,
helping writers create compelling narratives and clear, informative prose.

Are the rules in 'Rules of Thumb: A Guide for Writers'
flexible or strict?
The rules are generally flexible, serving as helpful guidelines rather than rigid laws,
encouraging writers to adapt them according to their unique voice and context.

How does 'Rules of Thumb: A Guide for Writers' help
with overcoming writer's block?
The guide offers practical advice such as breaking tasks into smaller steps, setting regular
writing routines, and focusing on progress over perfection to help writers overcome
writer's block.

Is 'Rules of Thumb: A Guide for Writers' suitable for
self-editing and proofreading?
Yes, the guide includes rules and tips that assist writers in self-editing and proofreading to
improve clarity, grammar, style, and overall readability of their work.

Can 'Rules of Thumb: A Guide for Writers' improve
writing for digital content?
Absolutely, the guide offers strategies that are relevant for digital content writing, such as
concise language, engaging headlines, and understanding audience needs for online



platforms.

Where can I find 'Rules of Thumb: A Guide for Writers'?
The guide is available through various booksellers, online platforms like Amazon, and
sometimes in libraries or educational institutions that focus on writing and communication
skills.

Additional Resources
Rules of Thumb: A Guide for Writers

Rules of thumb a guide for writers serves as an essential compass in the often complex
and subjective landscape of writing. These heuristic principles offer practical guidance
that can streamline the creative process, enhance clarity, and improve engagement
without the rigidity of prescriptive rules. For writers at any stage—from novices to
seasoned professionals—embracing these informal guidelines can bridge the gap between
raw ideas and polished prose.

Understanding the role of rules of thumb is critical in appreciating their value. Unlike
strict grammar or style rules, rules of thumb function as flexible checkpoints, helping
writers navigate choices around structure, tone, and audience expectations. This article
delves into the most impactful rules of thumb for writers, explores their applications, and
discusses how they integrate with broader writing strategies to produce compelling,
effective content.

What Are Rules of Thumb and Why Writers Need
Them

Rules of thumb are simple, experience-based techniques or principles that simplify
decision-making. For writers, these guidelines help manage complexity by condensing best
practices into easily recallable advice. In professional writing environments—where
deadlines loom and clarity is paramount—rules of thumb can lead to more consistent
output and smoother editorial processes.

Unlike rigid style manuals, rules of thumb adapt to context. For example, a general
guideline like “keep sentences under 20 words” helps maintain readability but can be
relaxed when a longer sentence serves a stylistic or narrative purpose. This balance
between flexibility and structure is why many editors and writing coaches advocate for
these practical norms.

Common Rules of Thumb for Effective Writing

Several well-established rules of thumb have stood the test of time due to their efficacy in



enhancing readability and engagement:

Write for your audience: Tailor vocabulary, tone, and complexity to the readers’
needs and expectations.

Keep sentences concise: Aim for brevity to maintain reader interest and reduce
cognitive load.

Use active voice: Whenever possible, prefer active voice over passive to create
more dynamic and clear sentences.

Show, don’t tell: Use descriptive details and examples to engage readers rather
than abstract statements.

Limit jargon: Avoid unnecessary technical terms unless writing for a specialized
audience.

Revise thoroughly: Multiple drafts and edits improve clarity, coherence, and flow.

These guidelines resonate across genres, from journalistic reporting to creative writing,
underscoring their universality.

Applying Rules of Thumb in Different Writing
Contexts

Rules of thumb are especially valuable because they adapt well to diverse writing formats.
The nuances of academic writing, business communication, and content marketing
demand distinct approaches that these heuristics can help navigate.

Academic Writing

In academia, clarity and precision are prized. A useful rule of thumb here is the “one idea
per paragraph” principle, which aids in logical flow and reader comprehension.
Additionally, writers are advised to avoid overly complex sentences, opting instead for
clear and direct language, which aligns with the broader guideline of conciseness.

Data from a 2022 study by the American Psychological Association showed that papers
adhering to straightforward sentence structures scored higher on readability indexes,
suggesting that these simple rules can enhance the accessibility of scholarly work without
compromising rigor.



Business Writing

Business communication thrives on brevity and directness. The rule of thumb “start with
the main point” ensures that busy readers grasp essential information immediately.
Another common heuristic is the “BLUF” method—Bottom Line Up Front—often used in
memos and emails to prioritize key messages.

Furthermore, professional business writing emphasizes active voice and positive language
to foster engagement and clarity. These rules of thumb can significantly reduce
misunderstandings and increase the efficiency of workplace communication.

Creative Writing

Creative writing often challenges conventional rules, yet certain heuristics remain
invaluable. For example, “show, don’t tell” is a time-honored rule of thumb that
encourages writers to evoke emotions and imagery through action and dialogue rather
than exposition.

While creative writers might break rules for artistic effect, understanding these guidelines
allows them to do so intentionally and with greater control. Experimenting within a
framework of established heuristics can lead to richer, more compelling narratives.

Balancing Rules of Thumb with Personal Style
and Innovation

One of the most nuanced aspects of using rules of thumb is balancing them against
individual voice and innovation. Overreliance on any set of heuristics risks producing
formulaic or uninspired writing. Conversely, disregarding them entirely may result in
unclear or ineffective communication.

Experienced writers often use rules of thumb as starting points rather than constraints.
For example, while the guideline to “limit sentences to 20 words” promotes readability,
skilled writers vary sentence length to create rhythm and emphasis. This strategic
flexibility enhances engagement and distinguishes a writer’s unique style.

Moreover, as language evolves, so do the conventions around writing. The rise of digital
content and social media has prompted new heuristics emphasizing scannability, such as
the use of bullet points, subheadings, and shorter paragraphs—strategies aligned with the
original purpose of rules of thumb: practical, reader-focused guidance.

Integrating Technology with Writing Heuristics

Modern writers benefit from tools like readability analyzers, grammar checkers, and AI-



driven editors that incorporate many traditional rules of thumb into automated
suggestions. These technologies reinforce best practices by highlighting passive
constructions, overly complex sentences, or excessive jargon.

However, reliance on such tools should be balanced with human judgment. Algorithms
may flag stylistic choices appropriate for the context, underscoring the need for writers to
understand the underlying heuristics rather than blindly following software
recommendations.

Pros and Cons of Relying on Rules of Thumb

While rules of thumb offer numerous advantages, it is important to recognize their
limitations.

Pros:

Provide quick, actionable guidance to improve writing quality.

Enhance consistency across different types of writing.

Facilitate faster decision-making during drafting and editing.

Help novice writers develop foundational skills.

Cons:

May encourage formulaic writing if followed too rigidly.

Can oversimplify complex stylistic or rhetorical decisions.

Not always applicable across all genres or audiences.

Risk of stifling creativity if treated as inviolable rules.

Writers should view rules of thumb as tools rather than mandates, using them judiciously
to serve the ultimate goal of effective communication.

The journey of mastering writing is ongoing, and rules of thumb provide a valuable
roadmap. By integrating these heuristic principles thoughtfully, writers can navigate the
challenges of crafting clear, engaging, and purposeful content. Whether drafting a
corporate report, an academic paper, or a novel, these practical guidelines help transform
ideas into impactful prose.
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  rules of thumb a guide for writers: Rules of Thumb Jay Silverman, 1996 Rules of Thumbis a
brief, easy to use and affordable handbook for students of all levels. The new Canadian edition
retains the plain English and friendly voice of the previous American edition. The book reduces each
writing problem to a few practical points. The text covers more than basic grammar with sections on
how to write specific kinds of assignments and how to organize a paper, and includes expanded
coverage of the research paper to help students with correct format considerations.
  rules of thumb a guide for writers: Rules of Thumb for Business Writers Diana Roberts
Wienbroer, Elaine Hughes, Jay Silverman, 2000 Designed to meet the writing demands of daily
business, this book shows you how to: find your focus, break up your thoughts effectively, format
your documents for optimal readability, and more. It teaches how to write business correspondence,
casual e-mail messages, memos, agendas, instructions manuals, reports, newsletters and press
releases.
  rules of thumb a guide for writers: Rules of Thumb Jay Silverman, Elaine Hughes, Diana
Roberts Wienbroer, 1993
  rules of thumb a guide for writers: Rules of Thumb for Writers Wienbroer, 1999-10-01
  rules of thumb a guide for writers: Rules of Thumb for Business Writers Diana Wienbroer,
Elaine Hughes, Jay Silverman, 2010-04-27 Rules of Thumb for Business Writers offers busy
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  rules of thumb a guide for writers: Topline, Bottom Line: A Simple, Brief, Comprehensive,
and Irreverent Writing Guide for Professionals Robert Levine, 2017-11-19 Topline, Bottom Line
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devotes a chapter each to grammar, spelling, punctuation, accuracy of word choice, the impact of
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information as definitively as numbers, requiring an equal level of precision in their use; it also
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counsels that writing is an art, not a science, because only the unique circumstances of each writing
situation determine what works best for that situation.
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  rules of thumb a guide for writers: Writer's Market 100th Edition Robert Lee Brewer,
2021-11-09 The most trusted guide to getting published, fully revised and updated Want to get
published and paid for your writing? Let Writer's Market, 100th edition guide you through the
process. It's the ultimate reference with thousands of publishing opportunities for writers, listings
for book publishers, consumer and trade magazines, contests and awards, and literary agents—as
well as new playwriting and screenwriting sections, along with contact and submission information.
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book publisher subject index. You'll gain access to: Thousands of updated listings for book
publishers, magazines, contests, and literary agents Articles devoted to the business and promotion
of writing A newly revised How Much Should I Charge? pay rate chart Sample query letters for
fiction and nonfiction Lists of professional writing organizations
  rules of thumb a guide for writers: Isthmus of Darien ship canal; with a full history of
the Scotch colony of Darien Edward Cullen, 1853
  rules of thumb a guide for writers: England's Foreign Policy, Or, Grey-Whigs and
Cotton-Whigs Thomas Wilson (chevalier de l'Ordre du lion néerlandais), 1852
  rules of thumb a guide for writers: The Preparation of Long-line, Flaxcotton and
Flax-wool by the Claussen Processus John Ryan, 1852

Related to rules of thumb a guide for writers
Manage email messages by using rules in Outlook - Microsoft Use rules to automatically
perform specific actions on email that arrives in your inbox. For example, you can create rules that
will change the importance level of messages as they come
Set up rules in Outlook - Microsoft Support Manage email messages by using rules. Training:
Use rules to organize your email in Outlook. Create a rule based on a message, or from a template.
Watch this online video to learn how
Create a rule to automate a list or library - Microsoft Support After you create a list or a
library in Microsoft Lists, SharePoint, or Teams, you can create rules to automate tasks such as
sending someone a notification when data changes in the list or a new
Use Conditional formatting rules to change incoming messages in Conditional formatting is a
way to make email messages in Outlook stand out when they meet conditions defined by you. When
you specify conditions that an incoming message should
Organize your inbox with Archive, Sweep, and other tools in Organize your inbox with Archive,
Sweep, and other tools in Outlook on the web. Clean up your inbox and keep your email organized
with automatic filtering and sorting, and by using tools on
Stop processing more rules in Outlook - Microsoft Support Rules let you handle email
messages automatically based on a variety of different criteria. For example, you can move all
messages from someone into a folder, or immediately delete all
Use rules to automatically forward messages - Microsoft Support You can use inbox rules to
automatically forward or redirect messages sent to your mailbox to another account. Messages that
are forwarded will appear to be forwarded from you
Create a rule in Outlook for Mac - Microsoft Support A rule is an action performed
automatically on incoming or outgoing messages, based on conditions that you specify. You can
create rules to help keep you organized. For example, you
Use rules to create an out of office message in Outlook However, if you leave Outlook running
while you're away, you can use rules to reply to your email messages automatically. Rules also allow
you to forward emails to another account, mark
Organize your inbox in Outlook for Windows - Microsoft Support Outlook uses Rules to sort
your emails into folders and categories as they are delivered. Gmail uses filters. Outlook also has
Filters, but in Outlook it is a way to sort the inbox or a folder.
The rule I created does not work - Microsoft Support As soon as a message has met the criteria
for a rule, no other rules are applied. However, you can define a rule so that messages that meet its
criteria are still available for other rules
Manage email messages by using rules in Outlook - Microsoft Support Use rules to
automatically perform specific actions on email that arrives in your inbox. For example, you can
create rules that will change the importance level of messages as they
Set up rules in Outlook - Microsoft Support Manage email messages by using rules. Training:
Use rules to organize your email in Outlook. Create a rule based on a message, or from a template.
Watch this online video to learn how



Create a rule to automate a list or library - Microsoft Support After you create a list or a
library in Microsoft Lists, SharePoint, or Teams, you can create rules to automate tasks such as
sending someone a notification when data changes in the list or a new
Use Conditional formatting rules to change incoming messages in Conditional formatting is a
way to make email messages in Outlook stand out when they meet conditions defined by you. When
you specify conditions that an incoming message should
Organize your inbox with Archive, Sweep, and other tools in Outlook Organize your inbox
with Archive, Sweep, and other tools in Outlook on the web. Clean up your inbox and keep your
email organized with automatic filtering and sorting, and by using tools on
Stop processing more rules in Outlook - Microsoft Support Rules let you handle email
messages automatically based on a variety of different criteria. For example, you can move all
messages from someone into a folder, or immediately delete all
Use rules to automatically forward messages - Microsoft Support You can use inbox rules to
automatically forward or redirect messages sent to your mailbox to another account. Messages that
are forwarded will appear to be forwarded from you
Create a rule in Outlook for Mac - Microsoft Support A rule is an action performed
automatically on incoming or outgoing messages, based on conditions that you specify. You can
create rules to help keep you organized. For example,
Use rules to create an out of office message in Outlook However, if you leave Outlook running
while you're away, you can use rules to reply to your email messages automatically. Rules also allow
you to forward emails to another account, mark
Organize your inbox in Outlook for Windows - Microsoft Support Outlook uses Rules to sort
your emails into folders and categories as they are delivered. Gmail uses filters. Outlook also has
Filters, but in Outlook it is a way to sort the inbox or a folder.
The rule I created does not work - Microsoft Support As soon as a message has met the criteria
for a rule, no other rules are applied. However, you can define a rule so that messages that meet its
criteria are still available for other rules
Manage email messages by using rules in Outlook - Microsoft Support Use rules to
automatically perform specific actions on email that arrives in your inbox. For example, you can
create rules that will change the importance level of messages as they
Set up rules in Outlook - Microsoft Support Manage email messages by using rules. Training:
Use rules to organize your email in Outlook. Create a rule based on a message, or from a template.
Watch this online video to learn how
Create a rule to automate a list or library - Microsoft Support After you create a list or a
library in Microsoft Lists, SharePoint, or Teams, you can create rules to automate tasks such as
sending someone a notification when data changes in the list or a new
Use Conditional formatting rules to change incoming messages in Conditional formatting is a
way to make email messages in Outlook stand out when they meet conditions defined by you. When
you specify conditions that an incoming message should
Organize your inbox with Archive, Sweep, and other tools in Outlook Organize your inbox
with Archive, Sweep, and other tools in Outlook on the web. Clean up your inbox and keep your
email organized with automatic filtering and sorting, and by using tools on
Stop processing more rules in Outlook - Microsoft Support Rules let you handle email
messages automatically based on a variety of different criteria. For example, you can move all
messages from someone into a folder, or immediately delete all
Use rules to automatically forward messages - Microsoft Support You can use inbox rules to
automatically forward or redirect messages sent to your mailbox to another account. Messages that
are forwarded will appear to be forwarded from you
Create a rule in Outlook for Mac - Microsoft Support A rule is an action performed
automatically on incoming or outgoing messages, based on conditions that you specify. You can
create rules to help keep you organized. For example,



Use rules to create an out of office message in Outlook However, if you leave Outlook running
while you're away, you can use rules to reply to your email messages automatically. Rules also allow
you to forward emails to another account, mark
Organize your inbox in Outlook for Windows - Microsoft Support Outlook uses Rules to sort
your emails into folders and categories as they are delivered. Gmail uses filters. Outlook also has
Filters, but in Outlook it is a way to sort the inbox or a folder.
The rule I created does not work - Microsoft Support As soon as a message has met the criteria
for a rule, no other rules are applied. However, you can define a rule so that messages that meet its
criteria are still available for other rules
Manage email messages by using rules in Outlook - Microsoft Use rules to automatically
perform specific actions on email that arrives in your inbox. For example, you can create rules that
will change the importance level of messages as they come
Set up rules in Outlook - Microsoft Support Manage email messages by using rules. Training:
Use rules to organize your email in Outlook. Create a rule based on a message, or from a template.
Watch this online video to learn how
Create a rule to automate a list or library - Microsoft Support After you create a list or a
library in Microsoft Lists, SharePoint, or Teams, you can create rules to automate tasks such as
sending someone a notification when data changes in the list or a new
Use Conditional formatting rules to change incoming messages in Conditional formatting is a
way to make email messages in Outlook stand out when they meet conditions defined by you. When
you specify conditions that an incoming message should
Organize your inbox with Archive, Sweep, and other tools in Organize your inbox with Archive,
Sweep, and other tools in Outlook on the web. Clean up your inbox and keep your email organized
with automatic filtering and sorting, and by using tools on
Stop processing more rules in Outlook - Microsoft Support Rules let you handle email
messages automatically based on a variety of different criteria. For example, you can move all
messages from someone into a folder, or immediately delete all
Use rules to automatically forward messages - Microsoft Support You can use inbox rules to
automatically forward or redirect messages sent to your mailbox to another account. Messages that
are forwarded will appear to be forwarded from you
Create a rule in Outlook for Mac - Microsoft Support A rule is an action performed
automatically on incoming or outgoing messages, based on conditions that you specify. You can
create rules to help keep you organized. For example, you
Use rules to create an out of office message in Outlook However, if you leave Outlook running
while you're away, you can use rules to reply to your email messages automatically. Rules also allow
you to forward emails to another account, mark
Organize your inbox in Outlook for Windows - Microsoft Support Outlook uses Rules to sort
your emails into folders and categories as they are delivered. Gmail uses filters. Outlook also has
Filters, but in Outlook it is a way to sort the inbox or a folder.
The rule I created does not work - Microsoft Support As soon as a message has met the criteria
for a rule, no other rules are applied. However, you can define a rule so that messages that meet its
criteria are still available for other rules
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