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Please	find	attached	for	review

Please	find	the	attached	document	for	your	review	meaning.	

	Please	find	attached	the	report	for	your	review	and	comments.		Please	find	attached	my	resume	for	your	review	and	consideration.		Please	find	the	attached	file	for	your	review.	
	Please	find	attached	for	your	kind	review.		Please	find	the	attached	draft	for	your	review.		Please	find	attached	for	your	review	meaning.		Please	find	attached	for	your	review	and	signature.		Please	find	the

attached	updated	file	for	your	review.		Please	find	attached	document	for	your	review	and	comments.		Please	find	attached	proposal	for	your	review.		Please	find	the	attached	draft	for	your	review	and	comments.
	Please	find	the	attached	file	for	your	review	and	signature.		Please	find	attached	minutes	of	meeting	for	your	review.		Please	find	the	attached	quotation	for	your	review.		

When	emailing	a	document	to	someone,	it’s	always	polite	to	include	an	attachment.	But	what	to	do	if	you	don’t	have	a	file	name?	This	is	where	the	phrase	“please	find	attached”	comes	in	handy.	It	lets	the	recipient	know	that	there’s	an	attachment	waiting	for	them,	without	giving	away	any	details	about	its	contents.In	this	article,	we	will	be	exploring
10	professional	ways	to	say	“please	find	attached”	in	your	emails.	We	will	also	be	looking	at	some	sample	emails	that	include	the	phrase.These	are	10	Professional	Ways	to	Say	”Please	find	attached”	in	an	Email:1)	For	your	convenience,	we	have	attached	a	copy	of	our	contract	for	you	to	review.2)	We	would	like	to	provide	you	with	a	copy	of	the
agreement	that	we	have	drawn	up.3)	The	attachment	is	included	for	your	convenience.4)	Please	find	attached	our	proposal	for	your	consideration.5)	We	have	attached	a	copy	of	the	contract	for	your	review.6)	Attached	is	a	copy	of	the	agreement	that	we	have	drawn	up.7)	The	attachment	is	included	for	your	consideration	and	review.8)	Attached	please
find	our	proposal	for	your	review.9)	Please	see	the	attachment	for	more	information.10)	Download	this	attachment	and	open	it	in	your	PDF	reader	or	word	processor.Sample	EmailsEXAMPLE	1Dear	(NAME),Hope	this	email	finds	you	well	and	all	set.	Please	find	attached	a	copy	of	the	proposal	we	discussed	earlier.	I	hope	it’s	what	you	had	in	mind	and	I
look	forward	to	hearing	from	you	soon.Kind	regards,(YOUR	NAME),EXAMPLE	2Hi	(NAME),I	hope	you	are	well,	attached	please	find	the	information	you	requested.	If	you	have	any	other	questions	please	contact	me	anytime.Sincerely,(YOUR	NAME)EXAMPLE	3Hi	(NAME),Could	you	please	fill	out	the	attached	file?	We’re	looking	forward	to	your	input
and	thank	you	in	advance	for	taking	the	time.Regards,(YOUR	NAME)EXAMPLE	4Hi	(NAME),Please	find	attached	a	link	to	the	presentation	you	requested.If	you	have	any	feedback	or	questions,	please	don’t	hesitate	to	reach	out!Sincerely,(YOUR	NAME)EXAMPLE	4Dear	(NAME),I	hope	you	are	doing	well!Please	find	attached	(FILE	NAME).You	can	use
it	and	let	me	know	if	you	need	any	assistance.Thanks,(YOUR	NAME)EXAMPLE	5Good	morning	(NAME),Please	find	attached	a	document	that	outlines	how	your	customer	information	can	easily	be	synced	with	our	CRM.Feel	free	to	reach	out	to	us	with	any	questions,	we’re	here	to	help!Best,(YOUR	NAME)EXAMPLE	6Dear	(NAME),We	hope	you’re
enjoying	the	day	so	far.	Please	find	attached	our	(PRODUCT	NAME)	documentation	for	your	viewing.	Please	let	us	know	if	you	have	any	questions	or	feedback.We’ll	be	in	touch	soon!Thank	you,(YOUR	NAME)EXAMPLE	7Good	afternoon	(SURNAME),Attached	please	find	your	documents.	As	discussed,	please	review	these	documents	and	send	any
feedback	to	my	email.Thank	you,(YOUR	NAME)EXAMPLE	8Dear	(NAME),I	hope	you	are	doing	well!I	am	attaching	a	recent	report	that	we	have	been	working	on.	This	report	will	be	a	great	resource	for	you,	as	I	am	sure	you	are	interested	in	the	most	up-to-date	information	on	this	topic.It	will	have	all	the	key	points	and	content,	along	with	a	few	of	our
own	suggestions	to	help	you	grow	your	business.Feel	free	to	reach	out	if	you	have	any	questions!Sincerely,(YOUR	NAME)EXAMPLE	9Good	morning,I’m	sending	you	this	email	to	let	you	know	that	your	application	has	been	accepted	for	(PRODUCT)	and	that	we’re	looking	forward	to	getting	started.	Please	find	attached	the	terms	and	conditions	for	the
product	as	well	as	our	privacy	policy.If	you	have	any	questions,	please	feel	free	to	reach	out	to	our	team	by	replying	to	this	email.Thanks,(YOUR	NAME)EXAMPLE	10Dear	Sir	or	Madam,We’ve	been	talking	to	your	business	partner	and	they	mentioned	that	you	were	looking	for	some	files.	Please	find	attached.Please	let	me	know	if	there’s	anything	else
I	can	help	with.Sincerely,(YOUR	NAME)Subject	Lines	For	Email	When	You	Attach	a	File1)	Subject:	Here	are	the	documents2)	Subject:	Document	Attached3)	Subject:	Submission4)	Subject:	Requested	Document5)	I’ve	got	the	document	for	you!6)	Here’s	the	document	for	(PROJECT	NAME)!7)	Attached	is	the	document	you	requestedMore	Sample
Emails	For	Sending	Documentsreport	this	adreport	this	adFREE	DOWNLOADreport	this	adreport	this	ad	A	while	ago,	we	had	a	reader	asking	about	the	expression	“please	find	attached”:	I	see	work	emails	with	this	sentence,	or	some	variation,	frequently	and	it	always	seems	incorrect	to	read.	“Please	find	attached	a	copy	of	the	resume	you	requested.”
Is	there	a	less-chunky	alternative	to	this	phrase?	We	know,	right?	
Is	it	possible	to	send	an	email	anymore	without	this	phrase?	Please	find	attached	reads	like	annoying	office	jargon,	so	you	might	wonder	whether	it’s	necessary	in	an	email.	The	simple	answer	is	no,	you	do	not.	First,	this	phrase	is	inane,	dated	and	overly	formal.	You	want	to	keep	a	natural	tone	with	your	recipients	–	not	sound	like	a	character	from	a
George	Elliott	novel.	Second,	this	phrase	is	not	even	proper	grammar.	There	is	no	reason	to	make	“attached”	an	adjective	when	it’s	a	verb.	A	clearer,	modern	alternative	might	be:	“I’m	sharing	with	you.”	Third,	this	phrase	is	redundant.	
Your	attachment	will	show	up	in	the	email,	so	there	is	no	need	to	announce	its	existence.	When	it	comes	to	email	writing,	less	is	more.	So,	how	do	you	say	“Please	find	attached”	in	a	professional	email	without	sounding	too	archaic?	Would	it	be	better	to	not	write	anything	and	hope	the	attachment	is	acknowledged	by	the	recipient?	Well,	this	is	where
things	get	complicated.	
A	lot	of	email	servers	are	wary	of	attachment-transmitted	viruses.	Unless	you	want	the	email	server	to	automatically	segment	your	email	as	junk,	you’ll	need	to	give	your	reader	notice	when	you	send	an	email	attachment.	(Note:	This	shouldn’t	be	necessary	if	your	work	involves	sending	attachments	back	and	forth.)	Clearer	and	Engaging	Alternatives
to	‘Please	Find	Attached…’	In	my	line	of	work,	there	is	no	escaping	to	this	phrase:	‘Please	find	attached’	or	‘Enclosed	here’.	On	an	average	day,	I	field	about	a	dozen	emails	every	hour	and	these	aren’t	the	most	upvoted	Reddit	links	nor	newsletter.	It’s	amazing	how	many	times	during	the	day	I	have	to	type	one	of	two	phrases	mentioned	above	and
make	my	email	worth	readable.	When	you’re	sending	so	many	emails	every	day,	it	is	the	little	details	that	matter.	

One	of	these	details	is	aptly	cutting	out	words	and	phrases	you	don’t	necessarily	need.	A	nicely	put	email	shouldn’t	be	too	much	to	work.	In	this	piece,	we	discuss	how	to	write	useful	alternatives	to	the	“please	find	attached”	phrase.	Attach	the	file	with	no	explanation.	“You’ll	find	the	attachment	below.”	“Here	is…”	“Please	have	a	look	at	the	attached	.”
Let	me	know	if	you	have	any	questions	about	the	attachment.	“Please	review	the	attached	here.”	“Kindly	check	the	attached	given	here	below.”	Option	1:	Attach	the	file	with	no	explanation.	If	the	sole	purpose	of	sending	the	email	is	to	share	an	attachment,	then	cut	the	phrase	entirely.	
Example:	Hey	Adam,	We	are	launching	the	new	campaign	on	Monday.	If	you	agree,	please	write	back	to	say	“yes,”	and	we’ll	process.	Best,	Gracy	Option	2:	You’ll	find	the	attachment	below.	Not	much	can	go	wrong	when	you	use	this	statement.	It’s	simple	and	it	should	suffice	in	most	scenarios.	Example:	Hi	Marcie,	We	are	excited	to	continue	working
with	you	to	accelerate	your	company’s	digitization	efforts.	You’ll	find	the	contract	below	and	let	me	know	if	you	have	any	questions.	Best,	Gracy	Option	3:	Here	is…	This	is	a	little	less	formal,	but	it’s	short	and	sweet.	Example:	Hi	Ed,	Congratulations	on	the	promotion!	Mr.	Norton	would	love	to	discuss	the	company	could	make	the	transition	easier	for
you;	here’s	a	link	to	his	calendar:	[Add	link	to	the	tool.]	Best,	Gracy	Option	4:	I’ve	attached	.	The	sole	purpose	of	using	this	statement	is	to	ensure	that	the	attachment	doesn’t	go	unnoticed.	Example:	Matt,	I’ve	attached	a	PDF	with	you	that	contains	our	SOPs	–	let	me	know	if	you	have	any	questions.	Best,	Gracy	Option	5:	I’m	sharing	with	you.	You	may
use	this	statement	to	give	a	collaborative	feel	to	the	project	you’ve	undertaken.	Example:	Hi	Daisy,	I’m	sharing	with	you	the	meeting	attendee	list	for	the	annual	charity	gala.	Please	let	me	know	if	you	have	any	follow	up	questions.	Best,	Gracy	Option	6:	Please	have	a	look	at	the	attached	.	

You	may	use	this	statement	when	you	have	a	document	that	you	need	the	reader’s	feedback	on.	Example:	Hi	Ed,	Thank	you	for	your	time	during	today’s	meeting.	Our	team	is	currently	developing	the	soiree	initiation	and	would	like	your	feedback	on	which	design	you	prefer.	Please	take	a	look	at	the	attached	samples	and	let	me	know	what	you	think	is
better	by	6:00	PM	EST,	on	Friday,	March	15.	Best,	Gracy	Just	a	simple,	non-corporate-speak	alternative.	Example:	Hello	Adam,	Great	talking	to	you	on	Friday	and	learning	more	about	Windsor’s	charity	brunch	to	raise	money	for	endangered	birds.	The	pricing	info	that	you	asked	for	is	attached	to	this	email.	Best,	Gracy	Option	8:	Let	me	know	if	you
have	any	questions	about	the	attachment.	The	sole	purpose	of	this	phrase	is	to	let	your	reader	know	that	you’re	available	for	collaboration.	Example:	Hi	Jack,	I	did	a	little	digging	and	found	out	the	material	cost	for	your	project.	I’m	sharing	an	excel	with	you	that	lists	all	the	items	we’ll	be	using	to	craft	the	telescope.										Let	me	know	if	you	have	any
questions	before	our	meeting	tomorrow.	

Best,	Gracy	Option	9:	Please	review	the	attached	here.	This	statement	allows	to	get	the	reader’s	feedback	on	the	attached	document.	Example:	Marie,	The	attached	creative	includes	new	product	reels	launching	in	April	2021.	Please	let	me	know	your	selections	so	we	can	proceed.	Best,	Gracy	Option	10:	Kindly	check	the	attached	given	here	below.
This	helps	you	highlight	what	the	attached	item	is	and	what	details	it	contains	for	your	reader.	
Example:	Hi	Adam,	Thank	you	for	attending	our	annual	general	meeting.	Kindly	check	the	attached	presentation	for	more	details	about	the	company’s	’20	performance.	Best,	Gracy	Here’s	a	tip:	If	you’re	sending	a	package	to	someone	by	postal	service	and	you’ve	enclosed	something,	the	phrase	“Enclosed	herewith”	is	appropriate.	If	you’re	sending	an
email	attachment,	you	may	want	to	call	attention	to	the	“attachment.”	Subscribe	to	the	nation’s	fastest-growing	HR	magazine	to	get	monthly	newsletters	on	the	biggest	stories	in	human	resources.	The	post	10	Fresh	Ways	to	Write	‘Please	Find	Attached’	appeared	first	on	The	HR	Digest.	Source:	New	feed	Writing	an	email	is	not	something	that	comes
naturally	to	me.	It	is	a	space	where	I’d	like	to	sound	professional,	but	also	add	my	style.	I	am	sure	you	must	be	going	through	something	similar.		More	than	anything	else,	I	guess	we	all	struggle	with	the	phrase	‘Please	Find	Attached’.	It’s	become	something	we	all	say	all	the	time	and	yet,	it	makes	no	good	an	impression.	The	thing	is,	we	have	grown	so
used	to	reading	and	writing	it	that	coming	up	with	something	fresh	feels	…	odd?	But	there	are	fresh	and	cool	ways	to	say	‘please	find	attached’	without	using	those	exact	words.	In	this	blog	post,	I	share	21	smart	please	find	attached	alternatives	to	use	in	your	emails.	Feel	free	to	copy	any	of	these	email	templates	and	personalize	them	for	your	own
brand	or	personal	email	communication.	21	Creative	Ways	To	Say	Please	Find	Attached	1.	As	you	will	see	in	…	A	phrase	that	will	tell	the	reader	what	to	expect	from	the	attachment	that	you	have	shared.	Often,	when	we	receive	an	email	with	an	attachment,	we	have	no	idea	what	to	expect	out	of	it.	Using	a	phrase	like	“As	you	will	see	in	the	sheet	here”
prepares	the	reader	for	what	the	email	attachment	is	about.	

This	way,	they	can	choose	to	either	download	the	file,	view	it,	or	directly	share	it	with	somebody	else.	Hi	{Contact	Name},	After	our	previous	discussion,	the	team	started	researching	various	CRM	tools	that	will	fit	your	business	needs.	As	you	will	see	in	the	presentation	shared	here,	EngageBay	has	stood	out	as	an	All-in-One	CRM	tool.	If	that	works	for
you,	we	can	move	ahead	with	our	discussion.	Thank	you.	{Signature}	2.	
In	the	[x]	appended	with	this	email	…	‘Appended’	means	attached	or	supplemented	(by),	so	that	word	makes	for	a	great	substitute	for	‘attached’.	However,	if	you	say	‘please	find	appended’,	you	run	the	risk	of	keeping	it	boring	all	the	same!	Try	something	like	this		Hey	{Contact	Name},	I	am	writing	this	mail	to	share	last	month’s	traffic	and	revenue
report.	In	the	files	appended	to	this	email,	you	will	see	that	our	marketing	efforts	have	led	to	a	direct	increase	in	conversion	rates.	Moving	ahead,	we’ll	further	improve	on	the	marketing	automation	(thanks	to	our	EngageBay	subscription!)	and	ensure	an	even	higher	conversion	rate,	with	optimal	utilization	of	the	resources.	Looking	forward	to	your
views	on	it.	{Signature}	3.	Have	a	look	at	…	This	is	more	of	the	direction	that	you	are	giving	to	readers.	And	the	best	part	about	this	particular	alternative	to	‘please	find	attached’	is	how	easy	it	is	to	use	in	a	sentence.	It	also	makes	your	email	copy	feel	more	like	natural	language	since	we	use	this	term	often	in	conversations.	Hi	team,	I	have	something
exciting	to	share	with	you.	Have	a	look	at	the	report	for	the	clicks	and	signups	we	generated	from	our	last	campaign.	The	push	notifications	really	made	an	impact!	Great	work,	and	keep	it	up		{Signature}	4.	Download	a	copy	of	[x]	for	…	Just	like	the	previous	one,	the	following	is	also	a	clear	direction	for	the	readers	about	what	to	do	with	the
attachment.	Almost	121	business	emails	are	received	daily,	and	one	can	easily	forget	to	download	files	attached	in	emails.	Using	a	CTA	like	this	reminds	the	reader	about	what	they	need	to	do	with	the	attachment	they	have	received.	Hi	{Name},	I	am	sharing	with	you	the	final	draft	of	the	contract	that	was	agreed	upon	in	our	last	conversation.
Download	a	copy	of	this	document,	e-sign	it,	and	share	it	back	with	us	by	EOD,	please.	Looking	forward	to	a	fruitful	collaboration	with	you.		Best,	{Signature}	5.	Let	me	know	your	thoughts	on	[x]	attached	with	this	email	Looking	to	get	a	review	on	the	attachment	you	are	sharing?	Using	the	following	template	as	a	different	way	to	say	‘please	find
attached’		Hi	{Name},	The	team	has	curated	a	new	marketing	strategy	to	increase	the	revenue	per	thousand	impressions	while	optimizing	the	ad	spend	on	Facebook.	Let	me	know	your	thoughts	on	the	new	budget	proposed.	If	we	are	on	the	same	page,	we	can	get	started	on	the	execution	part	from	next	week.	Best,	{Signature}	Read	also:	How	And



When	To	Say	‘My	Sincerest	Apologies’	6.	For	reference,	I	am	adding	[x]	To	say	you’re	adding	something	to	the	email	copy	conveys	the	message	just	the	same	as	saying	‘please	find	attached’,	but	in	another	way.	Only,	it’s	not	annoying	�	Hi	{Name},	I	believe	there	has	been	a	miscommunication	about	the	lead	management	results.	
A	total	of	30	new	leads	were	generated,	of	which	25	have	been	confirmed.	For	reference,	I	am	adding	a	few	screenshots	from	our	EngageBay	lead	management	dashboard.	I	hope	this	clears	things	up.	If	you	still	have	any	questions,	do	let	me	know.	Best,	{Signature}	Lighten	up	your	day	with	our	collection	of	11	email	memes	every	marketer	can	relate
to!	�	7.	I	am	attaching	[x]	to	help	you	…	Here’s	another	‘Please	Find	Attached’	synonym.	Often,	the	emails	we	receive	come	with	no	clarity	about	what	is	attached	and	why.	It’d	be	so	much	better	to	say	you’re	attaching	XYZ	file	to	complete	or	help	ABC	action.	This	way,	you	avoid	saying	‘PFA’	for	the	millionth	time,	and	you	also	convey	what’s	expected
of	the	recipient.	Hi	{Name},	I	saw	your	post	on	LinkedIn	where	you	mentioned	that	you’re	looking	for	an	SEO	content	writer	to	join	your	team.	While	I	don’t	have	{however	many}	years	of	experience,	I	do	have	a	portfolio	of	high-quality	articles	published	by	some	well-known	sites.	I	am	attaching	a	PDF	file	with	this	email	to	help	you	see	some	of	my
best-performing	articles.	Let	me	know	what	you	think.	Best,	{Signature}	8.	You’ll	find	[x],	as	requested	in	…	Emails	are	means	of	professional	conversation.	That	means	you’ll	need	to	send	files	in	response	to	some	ongoing	conversations.	At	such	times,	you	can	use	this	email	template:	Hi	{Name},	You’ll	find	all	the	targeted	keywords	of	our	previous
months	and	the	ad	spends	on	each	of	them.	We	will	be	optimizing	the	campaigns	based	on	the	results	we	have	here.	Have	a	great	day!	Best,	{Signature}	10	Customer	Service	Email	Templates	for	New	CRM	Users	9.	I	am	‘sharing’	the	documents	…	A	good	thing	about	emails	is	that	you	don’t	have	to	always	attach	a	file	in	the	conventional	formats	that
require	a	download.	Today,	thanks	to	Google	Suite,	we	can	use	digital	file	formats	like	Google	Docs,	Google	Sheets,	Google	Slides,	etc.	And	since	they	are	on	Google	cloud,	you	can	simply	add	the	web	links	for	those	documents	as	hyperlinks	in	the	email	copy.	If	you	don’t	know	how	to	say	‘I	have	attached	the	file	in	this	email’	or	‘kindly	find	attached’,
just	use	this	template	and	you’ll	seem	professional	��	Hi	{Name},	Hope	you	are	having	a	great	day.	I	am	sharing	the	documents	in	a	Google	Drive	link	here.	Let	me	know	if	you	need	anything	else.	
Best,	{Signature}	Want	to	make	a	great	first	impression?	
Check	out	our	guide	“15	Introduction	Email	Templates	That	Work	Like	A	Charm”	for	tips	and	templates!	10.	
Here	is	[x]	that	…	Here’s	another	great	‘Please	Find	Attached’	synonym	that	does	not	use	the	actual	phrase		Without	any	chit-chat	at	the	beginning,	this	email	template	allows	you	to	get	straight	to	the	point.	Since	people	don’t	have	much	time	to	accept	and	share	greetings	–	every	single	time	–	this	will	allow	you	to	save	their	time	and	get	to	the
important	part	quickly.	Hi	{Name},	Here	is	the	presentation	for	the	comparison	between	all	marketing	automation	software	for	solopreneurs.	In	our	research,	EngageBay	has	come	out	to	be	the	best	fit.	Have	a	look.	{Signature}	7	Introduction	Email	Mistakes	To	Avoid	11.	Excited	to	share	[x]	with	…	Sharing	interesting	stuff?	Let’s	tell	them	how	you
are	feeling.	Using	emotional	expressions	to	share	information	adds	more	personality	to	the	email	copy.	Hi	{Name},	After	our	last	call,	I	wanted	to	create	a	report	on	our	marketing	automation	practices.	I	am	excited	to	share	the	result	here.	Let	me	know	if	you	have	any	thoughts	or	suggestions	for	the	path	ahead.	Cheers!	{Signature}	12.	This	[x]	has
…	What	does	the	attachment	have?		You	can	share	the	context	of	the	attachment	by	using	this	email	copy,	and	you	end	up	using	better	words	than	‘please	find	attached’.	Here’s	a	better	way	to	structure	your	professional	email	in	business	English	(as	opposed	to	a	casual	email):		Hi	{Name},	I	was	told	you	wanted	to	get	an	update	about	the	keywords
we	have	targeted	with	our	campaigns	in	the	last	six	months.	This	Google	Sheet	has	all	the	information	you’ll	need.	If	you	have	any	questions,	let	me	know.	Best,	{Signature}	How	to	Write	PS	in	Email:	A	Guide	For	Good	Writing	13.	I	have	‘linked’	…	Instead	of	saying	‘link	shared‘,	you	can	say	‘linked’	when	you	are	sharing	a	URL.	In	my	experience,	the
email	recipients	don’t	receive	the	link	sometimes.	If	you	do	not	mention	it	clearly,	they	may	not	even	know	that	an	external	link	was	attached.	Hi	{Name},	I	am	a	freelance	content	writer	interested	in	writing	guest	posts	for	your	blog.	I	have	linked	my	portfolio	here	for	you	to	go	through	some	of	my	published	work.	I	hope	you	will	give	me	an
opportunity	to	create	content	for	your	audience	as	well.	Looking	forward	to	hearing	from	you.	{Signature}	Saying	‘sorry	for	the	inconvenience’	is	a	common	practice,	but	there’s	a	more	effective	way.	Discover	more	in	our	comprehensive	article.	14.	If	you	have	any	questions	about	[x]	…	This	phrase	directs	the	reader	to	take	an	action:	go	through	the
file	attached	and	ask	a	question	if	they	have	one.	If	you	are	sending	a	file	to	a	new	client,	letting	them	know	that	they	can	reach	back	to	you	about	it	can	make	a	lot	of	difference.	Hi	{Name},	I	have	made	a	report	about	all	the	common	questions	that	our	customer	support	team	has	been	receiving	lately.	If	you	have	any	questions	about	these	commonly
asked	customer	support	questions,	let	me	know.	Best,	{Signature}	15.	The	enclosed	document	shows	…	This	phrase	keeps	the	conversation	professional	and	neutral	in	tone	while	avoiding	the	dreaded	three	words	�	Hi	{Name},	The	enclosed	document	shows	various	use	cases	for	introducing	marketing	automation	to	our	team.	In	brief:	Marketing
automation	saves	a	lot	of	time	and	allows	our	marketing	experts	to	focus	on	creative	work	rather	than	wasting	their	time	on	repetitive,	mundane	work.	Have	a	look	at	it	and	let	me	know	if	we	should	schedule	a	meeting	to	discuss	this	further.	Thanks,	{Signature}	16.	Attached	herewith	is	this	…	Something	that	most	readers	won’t	see	often,	and	it
would	surely	act	as	an	attention	grabber.	If	you	Google	‘herewith’,	you’ll	find	it	is	a	formal	adverb	meaning	‘with	this	letter’.	So,	if	you	are	looking	for	a	professional	alternative	to	‘please	find	attached’,	what	could	be	better?	Hi	{Name},	I	wanted	to	get	your	opinion	on	the	deliverables	we	are	receiving	from	the	customer	service	side.	
Attached	herewith	is	an	email	thread	from	our	customer	service	manager.	
Let	me	know	what	you	think.	Thanks,	{Signature}	17.	We	have	more	details	about	this	in	[x],	please	have	a	look	This	phrase	is	another	smart	way	of	saying	the	same	thing	in	other	words	…	Hi	{Name},	This	is	a	monthly	report	on	the	website	traffic	growth.	Since	automating	most	of	our	marketing	efforts,	we	have	been	able	to	focus	on	creative	work.	
Our	website	has	observed	a	157%	increase	in	monthly	traffic	from	various	sources,	and	an	87%	increase	in	conversion	rates.	We	have	more	details	about	this	in	the	Google	Sheets	document	we	all	share.	
Please	have	a	look	at	it	here.	Thank	you,	{Signature}	18.	Enclosed	is	…	You	can	simply	use	‘Enclosed	is’	to	keep	your	email	short	and	direct.	It	keeps	the	unnecessary	chatter	at	bay	and	lets	readers	know	exactly	what	you	are	sharing	with	them.	
Hi	{Name},	Enclosed	is	the	monthly	report	for	the	YOY	growth	in	website	traffic	for	all	our	clients.	I	look	forward	to	getting	on	a	call	with	you	and	discussing	this	in	detail.	Thanks,	{Signature}	19.	You’ll	find	the	attachment	below	…	If	you	are	looking	for	something	to	end	your	email	message	and	can’t	find	something	specific	about	the	attached
document	you’re	sharing,	you	may	tend	to	just	write	‘PFA’.	Try	this	instead:	Hi	{Name},	Based	on	our	last	conversation,	I	wanted	to	share	some	of	my	recent	work	with	you.	Some	of	these	articles	have	been	published	by	popular	websites,	while	others	are	still	under	editorial	review.	You’ll	find	the	attachment	below.	Looking	forward	to	hearing	from
you.	{Signature}	20.	I’ve	attached	my	resume	for	your	consideration	…	We	all	know	how	important	it	is	to	put	forward	our	best	(including	style,	grammar,	sentence	structure,	and	all	the	nitty-gritty,	small	details)	when	it	comes	to	sending	a	professional	email	for	job	applications.	Your	potential	employer	has	mere	seconds	to	scan	through	your
attached	CV	and	determine	if	you	are	eligible	for	an	interview	invitation.	There	are	better	alternatives	to	‘Please	find	attached	my	resume’.		In	many	ways,	your	email	acts	as	the	cover	letter	for	your	resume	along	with	a	few	additional	information	—	so	give	it	your	best.		Here’s	an	example	‘please	find	attached	resume’	alternative	with	better	wording:	
Dear	{HR	Name},	Greetings	from	my	laptop,	where	I	have	been	endlessly	scrolling	through	job	postings	until	I	stumbled	upon	your	company’s	open	position	for	a	{Job	Title}.		Let	me	get	straight	to	the	point	–	I	am	a	{introduce	yourself	and	mention	your	key	achievements	based	on	the	job	description}.	I	have	attached	my	resume	for	your
consideration,	which	should	give	you	a	better	idea	of	my	educational	background,	work	experience,	and	relevant	skills.		I	look	forward	to	hearing	from	you	soon	and	discussing	how	we	can	work	together	to	achieve	great	things!	{Signature}	21.	Attach	file	with	no	explanation	Let’s	end	this	list	by	simply	asking	a	question:	Do	you	need	to	add	a	‘please
find	attached’	alternative	in	the	email?	When	it’s	a	file,	the	receiver	will	surely	see	that	you	have	sent	an	attachment.	And	if	they’re	expecting	it	already,	why	spell	it	out?	So,	if	you	believe	there	is	no	need	to	say	something,	don’t.	Just	shoot	your	email	with	the	update	and	attach	your	file	quietly,	without	the	beaten-to-death	‘PFA’	alert.	The	Proper
Etiquette	While	Attaching	Files	Just	like	the	‘table	manners’	your	parents	schooled	you	in	on,	we	have	a	few	attachment	etiquettes	for	you:	Don’t	forget	the	attachment	Remember	the	feeling	you	got	when	you	hit	Send,	only	to	realize	that	you	forgot	to	attach	the	file?	We’ve	all	been	there.	This	meme	perfectly	sums	up	the	embarrassing	scenario:		A
good	idea	to	avoid	these	situations	is	to	always	attach	the	file	first,	before	drafting	the	email.	Bring	attention	to	the	attachment	Let	the	recipient	know	there’s	an	attachment,	but	ditch	the	overused,	legalese-like	‘Please	find	attached’	jargon	and	use	the	alternative	phrases	from	this	blog	post.	Giving	a	heads-up	is	important	if	the	recipient	is	not
expecting	an	attachment.		For	example,	say	you’re	replying	to	an	email	from	the	hiring	team	requesting	your	resume	(after	you’ve	filled	out	the	job	application).	In	this	case,	there’s	no	need	to	explicitly	say	‘Please	find	the	attached	resume’	or	‘attached	my	resume’	since	it’s	implied	already.		Give	an	apt	file	name	We	often	attach	files	without	giving
much	thought	to	the	file	name	—	after	all,	it’s	the	content	inside	that’s	important.		This	results	in	generic	names	like	‘New	Document’,	‘Untitled’,	or	even	‘dsfjdsf.docx’	(if	you’re	like	me	).	Keep	in	mind	that	having	a	specific	file	name	that	shows	the	recipient	the	content	is	important.	This	is	especially	true	for	job	seekers	when	attaching	their	resumes.
Otherwise,	they	could	come	off	as	unprofessional	and	lazy	in	the	eyes	of	a	potential	employer.		Add	a	good	email	subject	line	Subject	lines	are	the	first	things	your	readers	and	potential	customers	see	(even	before	they	read	your	content).	If	your	subject	line	is	boring,	bad,	or	outright	blasphemous,	no	one	will	click	on	your	emails	—	even	if	your	content
is	amazing.	The	styling	and	tone	of	your	subject	lines	depend	on	the	type	of	email:	business	letter,	job	application	email,	scold	email,	etc.		Craft	your	subject	lines	accordingly.		One	more	thing	before	you	go	…	Email	outreach	can	be	quite	tricky,	especially	if	you’re	not	already	a	Pro!	There	are	email	tools	that	can	help	with	running	email	broadcasts,
tracking	the	email	opens,	following	up	with	recipients	who	have	opened	or	not	opened	your	emails,	and	most	importantly,	automating	the	entire	process.	We’d	say	the	most	affordable	of	all	these	tools	is	EngageBay.	Plenty	of	our	customers	are	super	happy!	See?	If	you’d	like	to	know	more,	just	sign	up	for	free	and	we’ll	give	you	a	comprehensive
product	demo!


