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One email is not a campaign. This cadence moves the middle of the roster and surfaces the final stragglers while there is still time to help them. Replace everything in [BRACKETS].
Day 5 reminder (all staff)
Subject: 
HIPAA training — we’re at [XX]% complete
Body:
Great start — [XX]% of the team is already done. If you haven’t finished, here is your link: [TRAINING LINK]. Deadline is [DEADLINE DATE].
Day 10 reminder (non-completers only, CC manager)
Subject: 
Action needed: HIPAA training due [DEADLINE DATE]
Body:
Our records show you haven’t completed this year’s HIPAA training yet. Please finish by [DEADLINE DATE]: [TRAINING LINK]. Reach out if you need help finding time — we’ll make it work.
Deadline day (non-completers only, CC manager)
Subject: 
Final reminder: HIPAA training due today
Body:
Today is the deadline. If a scheduling conflict is in the way, your manager can arrange a protected block today. Link: [TRAINING LINK]
Post-deadline (manager-led, individual)
Subject: 
(no email — direct conversation)
Body:
The manager has a direct, supportive conversation with each remaining person, removes the specific obstacle (usually scheduling), and confirms completion. Repeat until you reach 100%.
