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In today’s fast-paced business world, effective communication is key to success. When sending emails, especially those with attachments, it’s crucial to convey your message professionally and clearly. One common phrase used to indicate attached documents or files is “Please see attached.” However, there are numerous alternative phrases that can
add variety and professionalism to your emails. Let’s explore 15 professional ways to say “Please see attached,” along with scenario examples for each. Subject: Proposal for New Marketing Campaign Dear Daniel, I hope this email finds you well. Enclosed for your review, please find the proposal for our upcoming marketing campaign. We believe that
the strategies outlined will significantly enhance our brand visibility and drive customer engagement. Looking forward to your feedback and suggestions. Best regards, Adam Evans Subject: Quarterly Sales Report Dear Daniel, I trust you’re doing well. I have prepared the attached for your consideration quarterly sales report. It provides a
comprehensive overview of our performance in the past three months, including key metrics and analysis. Your insights on this report would be greatly appreciated. Warm regards, Adam Evans Subject: Contract Renewal Agreement Dear Daniel, I hope this email finds you in good spirits. Kindly find attached the contract renewal agreement for your
review. We have incorporated the revisions discussed in our previous meeting and believe it aligns with our mutual interests. Please let me know if you have any questions or require further clarification. Best regards, Adam Evans Read Also: Synonyms for “For Your Reference” in an Email Subject: Proposal for New Project Collaboration Dear Daniel, I
trust this email finds you well. Attached herewith for your perusal is the proposal for our potential collaboration on the upcoming project. We are excited about the opportunity to work together and believe that this proposal outlines our shared objectives and strategies effectively. See also 15 Professional Ways to Say “Just a Heads Up”Looking
forward to your thoughts on this proposal. Warm regards, Adam Evans Subject: Action Required: Budget Approval Dear Daniel, I hope you’re having a productive day. Please review the attached budget proposal for the upcoming fiscal year. Your approval is crucial to ensure that our financial plans are in line with our organizational goals. Thank you
for your attention to this matter. Best regards, Adam Evans Subject: Updated Project Timeline Dear Daniel, I trust you're doing well. Attached is the updated project timeline as per our discussion earlier today. We have made the necessary adjustments to accommodate the client’s requirements and ensure timely delivery. Looking forward to your
feedback on the proposed schedule. Warm regards, Adam Evans Subject: Contract Amendment Proposal Dear Daniel, I hope this email finds you well. I have attached the contract amendment proposal for your review. This proposal outlines the revisions we propose to address the recent changes in the regulatory landscape and better serve our
clients’ needs. Your input on this matter would be invaluable. Best regards, Adam Evans Subject: Meeting Agenda for Tomorrow’s Review Dear Daniel, I trust this email finds you well. Attached, please find the agenda for our review meeting scheduled for tomorrow. This agenda outlines the topics we will be discussing and the objectives we aim to
achieve during the session. Looking forward to a productive discussion. Warm regards, Adam Evans Subject: Monthly Performance Report Dear Daniel, I hope you're doing well. Enclosed, please find the monthly performance report for your perusal. This report highlights our achievements and areas for improvement over the past month, providing
valuable insights for decision-making. See also 15 Good Synonyms for “Communication Skills” on a ResumeYour feedback on this report would be greatly appreciated. Best regards, Adam Evans Subject: Draft Proposal for Client Presentation Dear Daniel, I trust you’re having a productive day. Kindly review the attached draft proposal for our
upcoming client presentation. We have incorporated your suggestions and feedback to ensure that it meets our client’s expectations and objectives. Looking forward to your review and approval. Warm regards, Adam Evans Subject: Project Guidelines and Requirements Dear Daniel, I hope this email finds you well. Attached document for your
reference is the detailed outline of the project guidelines and requirements. This document serves as a comprehensive reference for all team members involved in the project, ensuring clarity and alignment of objectives. Please let me know if you need any further information. Best regards, Adam Evans Subject: Important Announcement: Office
Closure Dear Daniel, I trust this email finds you well. Please see the attached file for an important announcement regarding the temporary closure of our office premises. This decision has been made in response to the recent developments and is aimed at ensuring the safety and well-being of our employees. Your cooperation during this period is
greatly appreciated. Warm regards, Adam Evans Subject: Request for Proposal Submission Dear Daniel, I hope this email finds you in good spirits. Attached document enclosed is our proposal for the upcoming project. We have put together a comprehensive plan that aligns with the project requirements and objectives outlined in the RFP. Looking
forward to your feedback and potential collaboration. Best regards, Adam Evans See also 15 Formal Ways to Say “Talk to You Then” Subject: Meeting Minutes: Strategy Session Dear Daniel, I trust you're doing well. Attached for your records are the meeting minutes from yesterday’s strategy session. These minutes capture the key discussions,
decisions, and action items agreed upon during the meeting. Please let me know if you have any questions or require further clarification. Warm regards, Adam Evans Subject: Financial Statements for Audit Purposes Dear Daniel, I hope this email finds you well. Attached as requested are the financial statements required for the upcoming audit.
These statements have been prepared in accordance with the relevant accounting standards and provide a comprehensive overview of our financial performance. Please feel free to reach out if you need any additional information. Best regards, Adam Evans While each of these phrases serves the purpose of indicating attached documents or files in a
professional manner, they each have their own advantages and disadvantages. Pros: Enhances professionalism: Using alternative phrases adds variety and sophistication to your communication. Clarifies intention: Each phrase clearly indicates that there are documents or files attached to the email. Shows courtesy: Many of these phrases include
polite language, demonstrating respect for the recipient. Cons: Risk of sounding overly formal: Some phrases may sound too formal for certain contexts or recipients. Lack of personalization: Certain phrases may come across as generic and impersonal, especially in internal communications. Potential redundancy: Some phrases, such as “attached
document enclosed,” may sound redundant and unnecessary. In conclusion, choosing the right phrase to indicate attached documents or files in your emails can contribute to effective communication and professional image. Consider the context, recipient, and purpose of your email when selecting the most suitable phrase from the options provided.
In professional communication, clarity and professionalism are key. When sending an email or document, especially in a business setting, it’s essential to politely reference any attachments you’ve included. However, the phrase “Please see attached” can get repetitive, and diversifying your wording can improve the readability and tone of your
messages. Below, we’ll explore 23 ways to say “Please see attached” in a professional context, providing best-use scenarios for each. Here is 23 alternative ways to say “Please see attached” professionally: Please Find the Attached See Attached Please See Attached Attached You Will Find Enclosed Please Find For Your Convenience, I've Attached
Attached Herewith The Document You Requested Is Attached Kindly Refer to the Attached Document The Attached Document Outlines Attached for Your Review Attached Herein Please See the Documentation Attached For Further Details, See Attached Kindly Review the Attached I've Included You’ll Find the Attachment Attached, Please Find As
Requested, I Have Attached Please Refer to the Attached The Attached File Contains Attached for Your Reference For Your Review, I've Attached Related: 22 Ways to Say “Thanks for Having Me” Best Use: This is a formal and commonly used phrase in business communication. It works well when sending important documents, such as contracts,
proposals, or legal paperwork. Example:“Dear Ms. Evans,Please find the attached proposal for your review. If you have any questions or need further information, feel free to reach out.Best regards,John” Scenario: Sending a proposal to a client. Best Use: Short, straightforward, and professional. Ideal for when you’re communicating informally but
still want to maintain professionalism. Example:“Hi Laura,See attached for the latest report. Let me know if you need any changes.Thanks,Tom*“ Scenario: Sharing a quick report or document with a colleague. Best Use: This is a polite and simple phrase commonly used in both formal and informal contexts. It’s clear, concise, and professional.
Example:“Dear Mr. Johnson,Please see attached for the updated project timeline. I hope it meets your expectations.Best regards,Sarah” Scenario: Sending an updated timeline or document after feedback. Best Use: Suitable for when you want to sound professional, but also more conversational. It is often used in client communications or internal
emails. Example: “Hi Peter,Attached you will find the financial breakdown for this quarter. Let me know if you need further details.Best,Emily”“ Scenario: Sending a financial breakdown or report to a team member. Best Use: Typically used in formal, written correspondence, such as letters or legal documents. It adds a touch of elegance and
professionalism. Example:“Dear Dr. Smith,Enclosed please find the contract for your signature. Kindly review the attached and let us know if there are any issues.Sincerely,Mark” Scenario: Sending a legal document or contract to a client. Best Use: This phrase is polite and customer-centric, indicating that you’'re trying to make things easier for the
recipient. It’s perfect when you’'re handling customer service or client-related queries. Example:“Dear Ms. Carter,For your convenience, I've attached the latest user guide. Kindly refer to section 4 for troubleshooting tips.Best regards,Rachel” Scenario: Sending a user guide to a customer. Best Use: A highly formal phrase, often used in legal or
contractual documents. This phrase is appropriate when communicating in very formal settings, such as between lawyers or with government agencies. Example:“Dear Mr. Lewis,Attached herewith is the finalized agreement for your records. Please see the documentation and revert with any feedback.Regards,Michael” Scenario: Sharing a finalized
agreement or contract. Best Use: Use this phrase when you're responding to a specific request for a document. It’s polite and indicates that you're fulfilling the recipient’s request. Example:“Hi David,The document you requested is attached. Please see attached and let me know if you need anything else.Best regards,Sandra“ Scenario: Responding to
a document request from a colleague or client. Best Use: This phrase works well when you want the recipient to focus on specific information in the attachment. It’s polite yet direct. Example:“Dear Mr. Green,Kindly refer to the attached document for a detailed breakdown of the project costs. Feel free to reach out if anything is unclear.Sincerely,Lily*”
Scenario: Sending a cost breakdown or any other detailed document that needs review. Best Use: This is a great phrase when the document contains detailed or outlined information. It’s particularly useful for proposals, reports, or project summaries. Example:“Dear Mrs. Brown, The attached document outlines the key deliverables for the upcoming
project. Please review and confirm if everything is in order.Best,Alex” Scenario: Sending a project deliverables document to a client or supervisor. Best Use: A direct yet polite way to ask someone to review a document. It shows a balance of professionalism and clarity. Example:“Hi Jenny,Attached for your review is the updated marketing plan. Let me
know your thoughts.Thanks,Chris“ Scenario: Sending an updated marketing plan to a colleague for feedback. Best Use: This formal phrase is suitable for official or formal communications where the attachment is crucial to the conversation. Example:“Dear Ms. Miller,Attached herein is the final version of the contract. Please see attached for your
approval.Best regards,James” Scenario: Sending a final contract to a client. Best Use: Use this phrase when you’re referencing a detailed or lengthy document that needs careful review. It’s professional and clear. Example:“Dear Mr. Watson,Please see the documentation attached for the full project scope. Let me know if you have any questions.Kind
regards,Helen” Scenario: Sending a detailed project scope document. Best Use: This is a helpful phrase when you’re providing a brief overview in the body of the email and directing the recipient to the attachment for further information. Example:“Hi Mike,I’ve summarized the key points below. For further details, see attached.Best,Olivia“ Scenario:
Sending a summary email with further details in the attachment. Best Use: This phrase is polite and directs the recipient to review the attachment without sounding too forceful. It’s great for documents that require feedback or approval. Example:“Dear Mr. Johnson,Kindly review the attached draft of the proposal. Let me know if any revisions are
required.Sincerely,Emma“ Scenario: Sending a draft proposal for feedback or approval. Best Use: This is a more casual and conversational approach, suitable for colleagues or clients with whom you have a closer, more informal relationship. Example: “Hey Sarah,I’ve included the meeting notes from last week’s discussion. Feel free to reach out if
anything needs clarification.Best,David“ Scenario: Sharing meeting notes or internal documents with colleagues. Best Use: Use this phrase when you want to maintain a professional tone while keeping your message short and concise. Example:“Dear Mr. Adams,You'll find the attachment with the latest sales data for your review. Let me know if any
further adjustments are needed.Best regards,Karen” Scenario: Sending sales data or updates to a manager or client. Best Use: This is another formal option suitable for official documents like contracts, agreements, or financial reports. Example:“Dear Mrs. Parker,Attached, please find the financial summary for the third quarter. I look forward to your
feedback.Sincerely,Rob” Scenario: Sharing a financial report with stakeholders or management. Best Use: Use this when responding to a direct request for a document or file. It shows that you're fulfilling a specific request in a professional manner. Example:“Hi James,As requested, I have attached the signed agreement for your records. Please let
me know if anything else is needed.Best regards,Sophie” Scenario: Sending documents or files that have been requested in a previous conversation. Best Use: This phrase is ideal for pointing out specific details in the attachment. It’s polite and invites the recipient to review the document thoroughly. Example:“Dear Mr. Collins,Please refer to the
attached for a detailed breakdown of the event schedule. I hope it meets your expectations.Best,Maria“ Scenario: Sending an event schedule or project timeline. Best Use: This phrase is perfect when you want to briefly explain the content of the attachment. It adds a helpful context for the recipient. Example:“Dear Susan,The attached file contains the
final product specifications for your review. Please let me know if you need further adjustments.Best regards,L.eo” Scenario: Sharing product specifications with a client or vendor. Best Use: Use this phrase when you’re sending a document that’s intended to provide supporting information or context. Example:“Hi Emma,Attached for your reference is
the previous version of the marketing plan. This might be useful for comparison with the new draft.Best,Josh” Scenario: Sending previous versions of a document for reference. Best Use: Ideal for when you expect feedback or approval from the recipient. This phrase emphasizes that the document is provided for their review. Example:“Dear Mr.
Baker,For your review, I've attached the proposed changes to the project scope. Kindly let me know your thoughts.Best regards,Claire” Scenario: Sending a revised project scope for approval or feedback. Use these phrases when sharing important documents, files, or attachments in emails or professional correspondence. Select the appropriate
phrase based on the level of formality, relationship with the recipient, and context of the communication. Whether you’re sending reports, contracts, or proposals, varying your language enhances clarity and maintains professionalism. Yes, it is professional to say “Please see attached” in most business and formal communications. This phrase is widely
accepted and understood, offering a clear and polite way to direct recipients to an attachment. However, to avoid repetition and enhance your email’s tone, consider using alternatives based on the context and relationship with the recipient. Varying your language can show attention to detail and ensure your messages remain engaging and
professional. It’s important to choose the right level of formality for your audience. What is another way to say “please see attached”?You can say “Attached for your review” or “Enclosed please find” as professional alternatives to “please see attached.” What can I use instead of please find attached?Use “The document you requested is attached” or
“Attached herewith” for a more polished alternative to “please find attached.” How do you say “please find attached professionally”?You can say “Attached herein is the report” or “For your review, I've attached the document” to sound more professional. How do I say “please see attachments” in an email?You can say “Please refer to the attached
documents” or “Attached, you will find the files requested” for a formal tone. In conclusion, using varied phrases to reference attachments in emails is crucial for maintaining professionalism and engagement. Whether you’re communicating with clients, colleagues, or management, selecting the appropriate phrase based on the context and
relationship ensures your message is clear and polite. By incorporating different expressions like “Attached for your review” or “Enclosed please find,” you enhance the tone of your communication while avoiding repetition. Ultimately, adapting your language helps you present yourself as thoughtful and professional, making your emails more
effective. William Henry is a writer for Grammar Mazx, a blog that focuses on synonyms and phrases. He loves exploring the quirks of the English language and enjoys helping readers improve their vocabulary. William’s articles are easy to read, fun, and full of useful tips for anyone looking to better understand and use English. Whether you're a
student, a professional, or just someone interested in language, William’s writing on Grammar Max makes learning about words and their meanings simple and enjoyable. 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 Filel) 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 DocumentsFREE DOWNLOADFacebookYouTubelnstagramPinterest The classic “Please see attached” is efficient, but let’s face it—it’s tired.
Whether you're writing a professional email, updating a resume, or simply want to spice up your correspondence, there are better ways to say it. Below, we explore 40 alternative ways to say “Please see attached,” categorized by tone and function—from polished and professional to quirky and creative. Each entry includes a definition, explanation,
example, tone, and best use. Yes, “Please see attached” is generally considered professional and polite, especially in formal business correspondence. It’s a clear, direct way to indicate that a file is included with the message. However, it can also come off as a bit stiff or outdated, particularly in industries or cultures that favor conversational tone. To
keep communication fresh and engaging, professionals often opt for more personalized or context-specific alternatives like “I've attached the report for your review” or “Here’s the file we discussed.” These variations not only maintain professionalism but also add a touch of warmth or clarity. Why it works: It tells the reader exactly what to do without
fluff or confusion.Ideal for: Formal business emails, documentation, legal communication.Example: “Please see attached for the signed contract.” Why it works: Everyone knows what it means—it’s universally accepted in professional contexts.Ideal for: Corporate, government, or cross-cultural communication.Example: “Please see attached for the
latest performance report.” Why it works: It maintains a safe tone—neither too friendly nor too cold.Ideal for: When you’re unsure of the recipient’s preferences or tone.Example: “Please see attached for further details.” Why it works: It gets to the point and respects the reader’s time.Ideal for: High-volume communication, internal memos, or quick
updates.Example: “Please see attached for a summary of today’s meeting.” Why it works: It follows expected norms in formal industries like finance, law, or HR.Ideal for: Resumes, cover letters, RFPs, client deliverables.Example: “Please see attached for my resume and portfolio.” Why it’s a drawback: It can feel robotic or like a copied template,
lacking any personal touch.Better Alternative: “I've attached the file we discussed—let me know your thoughts.” Why it’s a drawback: Doesn’t tell the reader what the attachment is or why they should care.Better Alternative: “Here’s the marketing brief I mentioned earlier—attached for your review.” Why it’s a drawback: It may come off as too formal
or impersonal, especially in more relaxed environments.Better Alternative: “Thought you’d find this helpful—see attached!” Why it’s a drawback: If not emphasized or paired with a file name or context, recipients may skip the attachment.Better Alternative: “You'll find the project summary in the attached PDF titled ‘Q2_Planning Doc.”” Why it’s a
drawback: Doesn’t reflect your tone, brand, or creativity if you want to stand out.Better Alternative: “Here’s what I've put together for you—attached and ready to go!” Use It When...Avoid It When...You need to keep communication clear and professionalYou want to sound more personal or engagingYou’'re sending files in formal, high-stakes
environmentsYou're in a casual, friendly, or creative conversationYour recipient expects a traditional business toneYou’'re emailing peers or writing for marketing/social mediaYou need a safe fallback in formal documentationYou’ve already used it multiple times in the same exchange Meaning: The document is attached and you're invited to examine
it. Explanation: A formal and respectful way to direct someone’s attention to an attachment. Example: “I've included the document for your review. Let me know your thoughts.” Best Use: Professional reports, client communications. Tone: Polished, professional. Meaning: Responding to a direct request. Explanation: Emphasizes fulfillment of a
prior ask. Example: “Attached is the file you requested regarding Q1 analytics.” Best Use: Fulfilling client or supervisor requests. Tone: Clear, service-oriented. Meaning: A helpful tone. Explanation: Friendly and collaborative, great for team communication. Example: “I'm sending over the document you need to prep for the meeting.” Best Use:
Peer-to-peer, internal teams. Tone: Supportive, informal. Meaning: Traditional, polite phrasing. Explanation: Still standard in many formal business environments. Example: “Please find the attached document detailing our latest updates.” Best Use: Formal letters, business email. Tone: Formal, old-school. Meaning: Referencing a previous
conversation. Explanation: Shows continuity and follow-through. Example: “Here’s the file we discussed on the call earlier.” Best Use: Follow-ups, project collaboration. Tone: Conversational, professional. Meaning: Addressing an anticipated need. Explanation: Useful when proactively providing something. Example: “I’ve attached the information
you need to complete the registration.” Best Use: Client onboarding, instructional emails. Tone: Helpful, proactive. Meaning: Suggesting usefulness. Explanation: Great when offering resources. Example: “You’ll find the attached file helpful for drafting your proposal.” Best Use: Mentoring, sales, support. Tone: Encouraging, considerate. Meaning:
Informal but direct. Explanation: Makes it sound interesting or urgent. Example: “Check out the attached document—Ilots of good stuff in there.” Best Use: Teams, peers, casual business tone. Tone: Casual, engaging. Meaning: Framing the attachment as added value. Explanation: Emphasizes thoughtfulness. Example: “I've included a helpful
resource for you that covers onboarding strategies.” Best Use: Client education, value-adds. Tone: Friendly, value-driven. Meaning: A brief guide or summary. Explanation: Works well for cheat sheets or summaries. Example: “Here’s a quick reference attached for your meeting prep.” Best Use: Support, instruction, team assistance. Tone:
Supportive, efficient. Meaning: Offering something relevant. Explanation: Implies personalization. Example: “I thought you might like to see this document on industry trends.” Best Use: Sharing insights, networking. Tone: Personal, collegial. Meaning: Inviting review. Explanation: Short and actionable. Example: “Please take a look at the attached
before tomorrow’s meeting.” Best Use: Reminders, instructions. Tone: Polite, direct. Meaning: Indicates effort. Explanation: Suggests custom work. Example: “Here’s what I've put together for you based on our conversation.” Best Use: Consulting, proposals. Tone: Personalized, thoughtful. Meaning: Relevant data or info. Explanation: Easy
integration into narratives. Example: “I'm including the details here to keep you updated.” Best Use: Updates, announcements. Tone: Informative. Meaning: Summary document. Explanation: Implies brevity and clarity. Example: “Attached you’ll find the overview of Q2 goals.” Best Use: Leadership briefs, updates. Tone: Concise, professional.
Meaning: Emphasizing helpfulness. Explanation: Makes the gesture seem generous. Example: “For your convenience, I've attached the PDF version.” Best Use: Customer service, client-facing roles. Tone: Service-minded, polished. Meaning: Follows up on a reference. Explanation: Maintains continuity. Example: “Here’s the attachment I
mentioned in our earlier conversation.” Best Use: Follow-ups. Tone: Professional, organized. Meaning: Requesting feedback or confirmation. Explanation: Clearly asks for action. Example: “Please review the attached file and confirm receipt.” Best Use: Approvals, quality checks. Tone: Direct, formal. Meaning: Directing attention. Explanation:
Simple and clear. Example: “You can find the attachment here, labeled ‘Budget 2025.xlsx’.” Best Use: Internal team sharing. Tone: Neutral. Meaning: For future use. Explanation: Indicates relevance without demanding action. Example: “I’ve shared the document for your reference regarding onboarding.” Best Use: Archival, documentation.
Tone: Informational. Meaning: The attachment provides value or clarity. Explanation: A gentle nudge to explore the file with an implied benefit. Example: “You'll find the attached helpful as you finalize the proposal.” Best Use: Sales, consulting, or project assistance. Tone: Positive, encouraging. Meaning: The file offers a condensed version of key
information. Explanation: Emphasizes brevity and usefulness. Example: “Here’s a quick summary in the attachment for your Monday presentation.” Best Use: Executive briefings, internal updates. Tone: Efficient, time-saving. Meaning: You're sharing a resource that applies to the recipient’s need. Explanation: Shows thoughtfulness and subject matter
relevance. Example: “I’ve attached a relevant guide for your onboarding process.” Best Use: Support, client education. Tone: Helpful, proactive. Meaning: Polite invitation to open the file. Explanation: Softens the ask without sounding demanding. Example: “Please have a look at the attachment before our team sync.” Best Use: Internal
communication, client check-ins. Tone: Respectful, neutral. Meaning: Asking for evaluation or feedback. Explanation: Works well when approval or edits are expected. Example: “I’'m sharing this document for your review before we move forward.” Best Use: Project collaboration, client work. Tone: Collaborative, constructive. Meaning:
Straightforward and professional. Explanation: Keeps the tone business-like and objective. Example: “Attached you’ll find the report on our Q4 performance.” Best Use: Reports, briefs, official documents. Tone: Formal, efficient. Meaning: Responding to a request or known need. Explanation: Communicates fulfillment of an expectation. Example:
“Here’s the attachment you need to complete your claim.” Best Use: Customer service, admin, internal help. Tone: Service-driven, direct. Meaning: Sharing something helpful without being formal. Explanation: Creates a tone of thoughtfulness and care. Example: “I thought this would be useful for you ahead of your pitch.” Best Use: Peer
collaboration, mentoring, client care. Tone: Warm, friendly. Meaning: The file complements a conversation. Explanation: Reinforces alignment with what’s being discussed. Example: “You'll find the attached useful for our discussion on pricing.” Best Use: Strategic meetings, client calls. Tone: Professional, preparatory. Meaning: No action is expected
immediately. Explanation: Clarifies that the recipient can revisit the file later. Example: “I've attached the information for your reference regarding the partnership terms.” Best Use: Documentation, archival purposes. Tone: Informative, considerate. Meaning: The file offers meaningful content. Explanation: Suggests the recipient will gain value from
reviewing. Example: “You’ll find the attached deck insightful as you prepare your pitch.” Best Use: Sales, training, presentations. Tone: Thoughtful, confident. Meaning: Casual and curiosity-driven. Explanation: Good for networking or informal knowledge sharing. Example: “Here’s something that may interest you—our latest case study.” Best Use:
Networking, sharing updates. Tone: Friendly, light. Meaning: Light, modern phrasing. Explanation: Makes the delivery feel easygoing. Example: “Just dropping this file in your inbox in case it’s helpful.” Best Use: Team messages, Slack/email-friendly. Tone: Casual, laid-back. Meaning: Suggests importance or intrigue. Explanation: Builds curiosity and
suggests value. Example: “Attached is something worth a look—some design concepts we explored.” Best Use: Creative sharing, project collaboration. Tone: Curious, engaging. Meaning: Fulfilling a previous commitment. Explanation: Signals reliability and professionalism. Example: “Sharing this file as promised after today’s call.” Best Use: Follow-
ups, client service. Tone: Reliable, professional. Meaning: The attachment contains needed clarity. Explanation: Great for FAQs, support, and follow-up. Example: “This doc should answer your questions about next steps.” Best Use: Customer support, troubleshooting. Tone: Helpful, efficient. Meaning: Suggests urgency or importance. Explanation:
Engaging and slightly informal. Example: “You’ll want to check this out before Monday’s meeting.” Best Use: Team collaboration, urgent updates. Tone: Energetic, informal. Meaning: Offering support with empathy. Explanation: Ideal when trying to be genuinely helpful. Example: “Thought you might benefit from this guide to remote onboarding.”
Best Use: Mentorship, coaching, internal support. Tone: Empathetic, thoughtful. Meaning: Casual digital lingo. Explanation: Playful way to say you’'re sending a file. Example: “Pinging you with the attachment—Ilet me know what you think.” Best Use: Startup culture, Slack/email chains. Tone: Fun, techy. Meaning: Prompting next steps. Explanation:
Moves things forward after the file is shared. Example: “File attached—Ilet’s take it from here and align on milestones.” Best Use: Team planning, leadership messaging. Tone: Motivational, action-oriented. Choosing the right way to phrase something as simple as “Please see attached” can significantly improve the clarity, tone, and professionalism of
your communication. In “40 Ways To Say ‘Please See Attached’ (Real Examples)”, we’ve explored a wide range of alternatives—from formal to fun—that help your message feel more thoughtful and engaging. Using varied expressions not only keeps your writing fresh but also makes your communication more audience-focused. Whether you're
emailing a client, teammate, or executive, these alternatives allow you to match your tone and intent with precision, adding value to every message. The most professional alternatives include: “Attached is the file you requested.” “Please find the attached document.” “I'm sharing this document for your review.”These versions are clear, respectful, and
work well in corporate or formal settings. Yes, it is acceptable, but more personalized alternatives can leave a stronger impression. For instance: “I've attached my resume for your review.” “Attached you’ll find my application materials.”These sound more tailored and professional. Try using warmer language like: “I thought you might like to see this
document.” “Here’s the file we discussed.”These alternatives feel more personal and less robotic. Absolutely, especially in casual or creative environments. Phrases like: “Just dropping this file in your inbox.” “You’ll want to check this out.”Add a playful tone while still getting the message across. Yes, always reference the attachment to make sure the
recipient notices it. It improves clarity and reduces the chance that the file is missed or overlooked. Even a short note like “Here’s a quick summary in the attachment” is helpful. Love learning how to say it better? There’s way more waiting for you at Grammarstudies.com — level up now! Jackal is the mind behind this grammar-focused platform,
dedicated to making language simpler, smarter, and more effective for everyone. With a sharp eye for detail and a passion for perfect phrasing, Jackal helps readers upgrade their vocabulary, polish their writing, and master the art of clear communication. When it comes to conveying that essential document, finding diverse and professional ways to
say “Please see attached” can elevate your communication. Enhance your email etiquette with these 20 alternatives, each suited for different contexts. Kindly examine the attached document. I would appreciate it if you could peruse the attached file. Your attention is requested for the document enclosed herewith. Please take a moment to review the
attached information. I am forwarding the document for your careful consideration. Could you please go through the attached file at your earliest convenience? Attached, you will find the necessary documentation for your review. Your review of the attached document is highly valued. I kindly ask you to examine the attached materials. Please find the
document attached for your reference. I would like to draw your attention to the attached file. I am forwarding the document for your perusal. Kindly take a look at the attached document. Enclosed herewith is the document for your consideration. I would appreciate it if you could review the attached information. Please find the attached document for
your examination. Attached, you will discover the relevant information for your review. I am forwarding the document for your scrutiny. Your attention is directed to the attached file. Kindly take a moment to review the attached document. Adding a touch of formality, this phrase guides the recipient directly to the attachment. Scenario Example:
Subject: Monthly Report Submission Dear Kinsley, For your information and review, please refer to the attached monthly report. Your insights are crucial in shaping our future strategies. Best regards, Grayson Additional Note: This phrase establishes a clear expectation and emphasizes the importance of the attachment. A classic and polite way to
inform the recipient of the attached document. Scenario Example: Subject: Proposal for Client ABC Hi Kinsley, Please find the attached proposal for our upcoming meeting with Client ABC. Your feedback is highly valued. Best, Grayson Additional Note: “Please find the attached” is a timeless choice for professional correspondence. A straightforward
request for the recipient to examine the attached document. Scenario Example: Subject: Contract Renewal Terms Dear Kinsley, In preparation for our upcoming meeting, please review the attached document outlining the proposed contract renewal terms. Sincerely, Grayson Additional Note: This phrase is direct and suitable for urgent matters
requiring prompt attention. A concise way to inform the recipient about the attachment. Scenario Example: Subject: Project Timeline Update Hi Kinsley, In light of our recent discussions, I have attached the updated project timeline for your perusal. Let’s discuss further during our meeting. Regards, Grayson Additional Note: “I have attached”
combines clarity and brevity, ideal for concise communication. A polished and formal way to introduce the attached document. Scenario Example: Subject: Financial Forecast Presentation Dear Kinsley, As requested, attached, you’ll find the detailed financial forecast presentation. I look forward to your feedback. Best regards, Grayson Additional
Note: This phrase adds a touch of sophistication to your communication. Empowering the recipient to access and utilize the attached document at their convenience. Scenario Example: Subject: Training Material for New Software Hi Kinsley, To support your team’s training on the new software, you can refer to the attached comprehensive training
material. Feel free to reach out for any clarification. Related Post: 20 Professional Ways to Say "By the Way"Best, Grayson Additional Note: “You can refer to” is inclusive and encourages independent review. A slightly more assertive way to prompt the recipient to examine the attachment. Scenario Example: Subject: Revised Marketing Strategy Dear
Kinsley, Considering your role in the marketing team, you should review the attached document outlining the revised marketing strategy. Your insights are crucial. Best, Grayson Additional Note: This phrase subtly conveys the importance of the recipient’s review. A concise alternative emphasizing the content enclosed in the attachment. Scenario
Example: Subject: Policy Updates Hi Kinsley, For your awareness, the latest policy updates are outlined in the attached document. Please take a moment to familiarize yourself. Regards, Grayson Additional Note: “In the attached” is a straightforward way to focus attention on the content. Adding clarity by specifying the location of the attachment in
the email. Scenario Example: Subject: Quarterly Sales Figures Dear Kinsley, As discussed, refer to the attachment below for the detailed breakdown of our quarterly sales figures. Looking forward to your analysis. Best regards, Grayson Additional Note: This phrase assists the recipient in locating the attachment easily. A timeless and polite way to
notify the recipient of an attachment. Scenario Example: Subject: Agenda for Tomorrow’s Meeting Dear Kinsley, For your preparation, please see attached the agenda for tomorrow’s meeting. Let me know if you have any additional points to include. Sincerely, Grayson Additional Note: While common, “Please see attached” remains a courteous and
effective choice. Read More: Other Ways to Say “Well Received” in an Email A more formal and comprehensive way to introduce the attached document. Scenario Example: Subject: Quality Assurance Report Dear Kinsley, In line with our commitment to quality, please find the attached for your examination the latest Quality Assurance Report. Your
feedback is invaluable. Sincerely, Grayson Additional Note: This phrase adds a formal touch suitable for professional reports. Providing context by specifying the purpose of the attached document. Scenario Example: Subject: Compliance Guidelines Hi Kinsley, To ensure compliance across departments, please find the document attached for your
reference. Your adherence to these guidelines is crucial. Best regards, Grayson Additional Note: This phrase communicates the importance of the document in a specific context. A polite way to emphasize the significance of the attachment. Scenario Example: Subject: Key Insights Report Dear Kinsley, In preparation for our strategic meeting, I would
like to draw your attention to the attached file containing key insights. Your input will be valuable. Best, Grayson Additional Note: This phrase adds a touch of formality and ensures the recipient understands the document’s importance. A formal and slightly elevated way to present the attached document. Scenario Example: Subject: Legal Agreement
Draft Dear Kinsley, For legal considerations, I am forwarding the document for your perusal. Kindly review and share your feedback at your earliest convenience. Sincerely, Grayson Additional Note: This phrase is suitable for situations requiring careful examination and consideration. A courteous way to request the recipient’s attention to the
attachment. Related Post: 20 Other Ways to Say “I Believe” in an EssayScenario Example: Subject: Design Proposal Hi Kinsley, For your creative insights, kindly take a look at the attached document outlining the proposed design changes. Your artistic perspective is valued. Best, Grayson Additional Note: “Kindly take a look” adds a personal touch to
the request. A formal and traditional way to introduce an enclosed document. Scenario Example: Subject: Budget Proposal Dear Kinsley, In line with our fiscal goals, enclosed herewith is the document for your consideration - the budget proposal for the upcoming quarter. Best regards, Grayson Additional Note: This phrase is particularly suitable for
official or formal documents. A polite and respectful way to request the recipient’s attention. Scenario Example: Subject: Research Findings Dear Kinsley, Considering your expertise in the field, I would appreciate it if you could review the attached information on our recent research findings. Your insights matter. Sincerely, Grayson Additional Note:
This phrase combines courtesy with a direct request for review. A straightforward way to present a document for careful examination. Scenario Example: Subject: Project Proposal Hi Kinsley, In line with our ongoing projects, please find the attached document for your examination. Your thorough analysis is essential. Best, Grayson Additional Note:
This phrase emphasizes the need for a detailed review of the document. A comprehensive way to introduce the attachment while highlighting its relevance. Scenario Example: Subject: Product Launch Strategy Dear Kinsley, In anticipation of our upcoming product launch, attached, you will discover the relevant information for your review. Your
strategic input is crucial. Best, Grayson Additional Note: This phrase emphasizes the document’s importance in the broader context. A formal way to present a document for careful examination and evaluation. Scenario Example: Subject: Audit Report Dear Kinsley, In adherence to our audit procedures, I am forwarding the document for your scrutiny.
Your meticulous review is appreciated. Sincerely, Grayson Additional Note: This phrase is suitable for situations requiring a detailed and thorough examination. Enhanced Professionalism: Varied expressions add a touch of professionalism and sophistication to your communication. Contextual Relevance: Different phrases allow you to tailor your
request based on the context and nature of the attached document. Avoiding Repetition: Diversifying your language helps prevent email fatigue and makes your communication more engaging. Reflecting Versatility: Using a variety of expressions showcases your versatility in communication, adapting to different tones and situations. Potential
Confusion: Using unfamiliar phrases may cause confusion, especially if the recipient is accustomed to specific language. Time and Effort: Constantly seeking new ways to express the same idea may require additional time and effort. Overemphasis: In some cases, a simple and direct approach might be more effective than using elaborate phrases.
Cultural Sensitivity: Certain expressions may not translate well across different cultures, requiring careful consideration. Dariel Campbell is currently an English instructor at a university. She has experience in teaching and assessing English tests including TOEFL, IELTS, BULATS, FCE, CAE, and PTEG. With over a decade of teaching expertise,
Dariel Campbell utilizes his knowledge to develop English lessons for her audience on English Overview. After including an attachment in an email, you should know how to refer the reader’s attention to it. You can say “please see attached,” but is it really the most professional phrase to use? In this article, we’ve gathered the best alternatives to
“please see attached.” It is correct to say “please see attached.” It’s a very common and formal phrase in emails. Most of the time, it’s a professional way to refer the recipient to an attached document. It’s quite polite as well. After all, it uses “please,” so you can’t go wrong with it. You can use it as follows: Please see attached when you get the
chance. Pros It’s a good formal phrase. It’s very polite when attaching a file. Cons It doesn’t allow you to specify what is attached (i.e., “please see attached document” is incorrect). It’s overused in most professional emails. “Please see attached” is suitable in business emails. It’s one of the most useful phrases. But that doesn’t mean you can’t branch
out and explore some synonyms. You should read on to learn how to write an email with an attachment without “please see attached.” There are great options available to use. Please refer to the attached Please find the attached Please review I have attached Attached, you'll find You can refer to You should review In the attached Refer to the
attachment below The first thing that you should change about “please see attached” is the inclusion of “the.” It might not seem like much, but “please refer to the attached” makes the phrase much easier to use. For instance: Please see attached. Please refer to the attached file. Notice how we can also include “file” when writing “please refer to the
attached.” It allows you to specify what the attachment is. It’s a helpful way to guide the recipient to find what they’re looking for. You can use it when emailing employees that have asked for a file. It’s a great way to share it with them and explain what they should look for. Here’s a quick email example to help you: Dear Tommy,Please refer to the
attached file. I believe it has all the answers you’re looking for.Best wishes,Adam Tyler Another great option is “please find the attached.” Generally, “see” and “find” are synonymous in business emails. We recommend using “find” since it implies the recipient has to actively look for the attachment before they can read it. It works best when emailing
employers if you're trying to share attachments like a resume or cover letter. It’s professional and respectful, so it works well when you might not know the recipient well. This sample email should show you more about how it works: Dear Mr. Kylo,Please find the attached resume. I hope you consider me for this position, and I'm keen to hear back
from you.All the best,Sean Wallace The simple two-word alternative “please review” also works really well here. Above all else, it’s a very polite way to replace “please see attached.” “Review” shows that you’d like someone to look over the attachment. It might be an invoice or spreadsheet, and you might need a fresh set of eyes to check things
through to make sure there are no obvious mistakes. Check out this email example to see how to use it: Dear Ms. Martins,Please review the invoice for your reference. Though, I believe everything is in order with it.All the best,Greta Tamer You can’t be much clearer than saying “I have attached.” It lets the recipient know what you’ve done and that
they should expect an attachment to be waiting for them at the end of the email. It’s a clear and direct phrase that works well in most professional emails. We highly recommend it when you want to ensure the recipient doesn’t miss the attachment. After all, you couldn’t make it much clearer if you start an email with “I have attached.” Why not refer
to this example email as well: Dear Lorena,l have attached the updated file for your review. Let me know if there’s anything else I need to change.Best wishes,Chris Poil Perhaps changing the word order will help to keep things interesting in your email. Try “attached, you'll find” to direct the reader’s attention to an attachment. It's a great way to let
them know what to expect as you write the rest of the email. You can use this when emailing employees. It’s very direct and clear, allowing the recipient to find the attachment as soon as they read the phrase. Generally, it’s best to go to the attachment before reading the rest of the email when using a phrase like this. If you're still stuck, this sample
email will help: Dear Carly,Attached, you’ll find the letter sent by Mr. Barrowmore. Please let me know if you understand the contents.All the best,Mr. MaclIntyre A phrase like “you can refer to” works well to give someone a choice to review an attachment. Including “you can” shows that they don’t have to look at the attachment, but you would
appreciate their attention in case they’re interested. We recommend using this when emailing employees and sharing minor details about a work-related situation. While the contents of the attachment may not be important, some employees may still be interested to learn about it. You should also check out this email sample: Dear Daniella,You can
refer to the documents to learn more about the situation. I also believe it covers all you need to know.Best wishes,Peter Taint We recommend “you should review” when you want someone to look at an attachment. It encourages them to read through an attachment as soon as you send the email to them. “Should” acts as a clear instruction. It shows
that you would appreciate it if someone could review the information you’ve provided. The phrase is especially effective when you think the attachment applies to the recipient. Here’s a quick example to show you how it works: Dear Scott,You should review the file attached to this email. After all, I think its contents apply to you.All the best,Danny
Helm It’s good to attach files to help someone understand something. However, you can also explain the attachment’s contents without them needing to read it. That’s where “in the attached” comes in. It allows you to explain what someone should expect after the open an attachment. You only have to give a brief rundown of what to expect. This
phrase works best when emailing employees. It shows you want them to understand what an attachment is doing in your email, even if you don’t think they’ll actually read it. The following example should help you if you're still stuck: Dear Sammy,On behalf of the company, you’ll learn more about the issues in the attached file. However, is there
anything else you need from us?Kind regards,Mr. Aberforth Finally, you can say “refer to the attachment below” in formal emails. It works because it directs the reader’s attention below the email. Generally, most attachments come at the end of an email (allowing readers to go through the whole email before investigating). That’s why “below” works
here, as it shows the physical location of an attachment on the reader’s screen. You can use this in business emails to clients. It’s a great way to let them know you want to share an attachment with them, and they should pay attention to what it says. Also, why not refer to this example to help you: Dear Mr. Carlton,As requested, please refer to the
attachment below when you get a moment. It will explain everything.Kind regards,Tom Howard 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. But one might still struggle to phrase it in a professional way just as one would
struggle to find creative ways to write ‘sorry for the late reply’ email. 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 [item] 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. 1. Attach the file with no explanation. 2. “You’'ll find the attachment below.” 3. “Here is...” 4. “I've attached [item].” 5. “I'm sharing [item] with you.” 6. “Please have a look at the attached [item].” 7. “This [item] has...” 8. Let me know if
you have any questions about the attachment. 9. “Please review the attached [item] here.” 10. “Kindly check the attached [item] 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 how 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 [item]. 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 [item] 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 [item]. 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 invitiation 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 Option 7: This [item] has... 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 [item] 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 [item] 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.” Gone are the days of robotic emails. With these alternatives to “please find attached,” you can make your emails more engaging, persuasive, professional and effective. Whether you’'re keeping
it formal with “I've attached” or “adding a dash of friendliness with “Here’s the documented you requested,” your choice of words can shape the recipient’s experience. So, why settle for outdated phrasing when you have 10 fresh alternatives to please find attached! Upgrade your email etiquette with the tips and tricks we’ve listed and ensure your
attachments-your message-get the attention they deserve! Are you looking for fresh alternatives on ‘how to write a work from home email request to manager’? We’ve got you covered! The HR Digest has compiled a list of tips, tricks, do’s and don’ts when it comes to requesting work from home. Subscribe to the nation’s fastest-growing HR magazine
to get monthly newsletters on the biggest stories in human resources. Other ways to say “please find attached” can breathe new life into your professional emails, moving beyond the overused and impersonal standard phrase. Many find “please find attached” too formal or repetitive, making their correspondence feel stale and disengaging. This guide
presents 15 alternative expressions to help you communicate more effectively and personally. By using these varied phrases, you can enhance clarity, add a touch of creativity, and better connect with your recipients. Whether you’re sending reports, proposals, or important documents, these alternatives ensure your emails remain fresh, engaging, and
impactful. What Does “Please Find Attached” Mean? “Please find attached” is a common phrase used in professional emails to indicate that a file, document, or other item is included as an attachment. This phrase communicates that the recipient should review or refer to the attached materials as part of the email’s context or purpose. This expression
is formal and widely understood but might sometimes feel outdated or overused in modern communication Is It Correct to Say “Please Find Attached”? Yes, it is correct to say “please find attached,” but there are pros and cons to its usage. Pros: Clarity: It clearly signals the inclusion of an attachment. Formality: Suitable for professional and business
communication. Universality: Most recipients understand the phrase without ambiguity. Cons: Outdated Tone: It can come across as overly formal or stiff in casual or modern contexts. Repetition: Frequent use may make your communication seem formulaic. Lack of Engagement: The phrase lacks warmth and personality, which may not suit all
situations. Please Find Attached vs. Please Find Enclosed Both phrases indicate the inclusion of additional materials, but their usage differs slightly: Please Find Attached: Refers to files attached to an email or other digital communication. Please Find Enclosed: Refers to physical documents included in a mailed package or envelope. 15 Alternative
Ways to Say “Please Find Attached” Here are 15 alternatives to “please find attached” to make your emails more engaging and varied: I've attached [document name] for your review. Attached, you’ll find [file name]. Here’s the [document name] you requested. Please take a look at the attached [file/document]. You'll find the [file name] attached to
this email. I've included [file name] as an attachment. Kindly refer to the attached [document/file]. Attached is the [file/document] you need. I've provided [document/file name] as an attachment. As discussed, here’s the attached [document/file]. Find the [file/document name] attached below. Please see the attached [file/document] for your reference.
In this email, you'll find the attached [file name]. Attached herewith is the [document name]. For your convenience, I've attached [file name]. 1. I've attached [document name] for your review. This phrase, “I've attached [document name] for your review,” clearly communicates that a specific document is included with the email for the recipient to
examine. It conveys a formal and professional tone, making it suitable for business communications where clarity and politeness are essential. Example 1: When submitting a project proposal to a client, you might write, “I've attached the project proposal for your review.” Example 2: If you are sending a financial report to your manager, you could say,
“I've attached the quarterly financial report for your review.” 2. Attached, you’ll find [file name]. The phrase “Attached, you’ll find [file name]” efficiently informs the recipient about the attachment, maintaining professionalism and clarity. It is versatile and appropriate for various contexts, ensuring the recipient is aware of the included file. Example
1: When sending your resume to a potential employer, you might write, “Attached, you’ll find my resume.” Example 2: If you're providing a contract to a business partner, you could say, “Attached, you'll find the contract.” 3. Here’s the [document name] you requested. Using “Here’s the [document name] you requested” is ideal for responding to a
specific request. This phrase acknowledges the recipient’s need and confirms that the required document is provided, ensuring the recipient understands that their request has been fulfilled. Example 1: After a colleague requests the latest sales figures, you might write, “Here’s the latest sales figures you requested.” Example 2: If a client asks for a
product brochure, you could say, “Here’s the product brochure you requested.” 4. Please take a look at the attached [file/document]. The phrase “Please take a look at the attached [file/document]” politely requests the recipient to examine the attached file. It adds a sense of urgency without being demanding, making it courteous and appropriate
when you expect the recipient to take action based on the document. Example 1: When sending a draft for feedback, you might write, “Please take a look at the attached draft.” Example 2: If you're providing guidelines for an upcoming event, you could say, “Please take a look at the attached event guidelines.” 5. You'll find the [file name] attached to
this email. “You’ll find the [file name] attached to this email” not only informs the recipient about the attachment but also explains its purpose, ensuring they understand why it’s included. This phrase is helpful for providing context and making the attachment’s relevance clear. Example 1: When sending meeting minutes to participants, you might
write, “You’ll find the meeting minutes attached to this email.” Example 2: If you’'re providing a receipt for a recent transaction, you could say, “You’ll find the receipt attached to this email.” Related Posts: 15 Other Ways to Say “Please Disregard My Previous Email” (with Examples) 6. I've included [file name] as an attachment. The statement “I've
included [file name] as an attachment” succinctly communicates that a file is attached and suggests its intended purpose. It is clear and to the point, making it effective in both formal and informal communications. Example 1: When sharing a presentation with team members, you might write, “I’ve included the presentation as an attachment.”
Example 2: If you're sending a manual to a new employee, you could say, “I've included the employee manual as an attachment.” 7. Kindly refer to the attached [document/file]. “Kindly refer to the attached [document/file]” is a polite directive that guides the recipient to consult the attachment for additional details. It emphasizes that the file contains
relevant supplementary information, making it suitable for providing supporting documents that enhance the email’s main message. Example 1: When providing detailed specifications for a product, you might write, “Kindly refer to the attached specifications.” Example 2: If you're sending policy updates to employees, you could say, “Kindly refer to
the attached policy document.” 8. Attached is the [file/document] you need. The phrase “Attached is the [file/document] you need” assures the recipient that the necessary document is included, fulfilling a requirement or request. It is direct and effectively communicates that the recipient’s needs have been met. Example 1: After a software purchase,
you might write, “Attached is the user guide you need.” Example 2: When sending a visa application form to an applicant, you could say, “Attached is the visa application form you need.” 9. I've provided [document/file name] as an attachment. “I’ve provided [document/file name] as an attachment” indicates that the file is included to serve as a
reference, supporting the email’s message. This phrase is appropriate for professional correspondence where the attachment is meant to enhance understanding or provide necessary information. Example 1: When sending financial statements to an investor, you might write, “I've provided the financial statements as an attachment.” Example 2: If
you're providing technical specifications to a client, you could say, “I've provided the technical specifications as an attachment.” 10. As discussed, here’s the attached [document/file]. “As discussed, here’s the attached [document/file]” links the attachment to a prior discussion, reinforcing the document’s relevance. This phrase ensures continuity in
ongoing communications or projects and is useful for maintaining clarity and context in follow-up emails. Example 1: Following up on a meeting where action items were discussed, you might write, “As discussed, here’s the attached action items document.” Example 2: After agreeing on terms in a call with a supplier, you could say, “As discussed,
here’s the attached agreed terms document.” Related Posts: 15 Other Ways to Say “Quick Learner” on A Resume (With Examples) 11. Find the [file/document name] attached below. “Find the [file/document name] attached below” directs the recipient to look for the attachment within the email. This clear directive ensures that the recipient actively
looks for the attachment, reducing the chance of it being overlooked. It is instructive and helpful for guiding the recipient’s attention to the included file. Example 1: When sending a newsletter to subscribers, you might write, “Find the latest newsletter attached below.” Example 2: If you’'re providing an itinerary for a business trip, you could say,
“Find the trip itinerary attached below.” 12. Please see the attached [file/document] for your reference. “Please see the attached [file/document] for your reference” invites the recipient to consult the attachment for more information. This courteous invitation highlights that the file contains important supplementary material, making it ideal for
providing documents that add depth to the email’s primary content. Example 1: When sending a case study to a potential client, you might write, “Please see the attached case study for your reference.” Example 2: If you're providing a warranty document to a customer, you could say, “Please see the attached warranty document for your reference.”
13. In this email, you’ll find the attached [file name]. “In this email, you’ll find the attached [file name].” This phrase informs the recipient that the attachment is part of the current email. It sets the expectation that the file is included and should be examined, ensuring the recipient is aware that the document should be reviewed as part of the email’s
content. Example 1: When sending a budget proposal to a manager, you might write, “In this email, you’ll find the attached budget proposal for your review.” Example 2: If you’re providing a draft contract to a partner, you could say, “In this email, you’ll find the attached draft contract for your review.” 14. Attached herewith is the [document name].
“Attached herewith is the [document name]” is a formal and traditional expression appropriate for official communications and legal contexts. This phrase indicates that a document is included with the email, conveying a sense of formality and professionalism. Example 1: When sending official legal documents, you might write, “Attached herewith is
the signed agreement.” Example 2: If you're providing regulatory compliance paperwork, you could say, “Attached herewith is the compliance certificate.” 15. For your convenience, I've attached [file name]. “For your convenience, I've attached [file name]” is a considerate phrase that emphasizes the attachment provided to assist the recipient. It
adds a friendly and helpful tone, suggesting that the sender is mindful of the recipient’s needs and aims to facilitate their tasks. Example 1: When sending instructions for an online form, you might write, “For your convenience, I've attached the instructions.” Example 2: If you're providing a map for an event location, you could say, “For your
convenience, I've attached a map of the event location.” How to Write an Email with an Attachment? Crafting an effective email with an attachment requires attention to detail to ensure professionalism, clarity, and that your message is well-received. Follow these comprehensive guidelines to enhance your email communication when including
attachments. 1. Subject Line The subject line is the first thing the recipient sees, and it should succinctly convey the email’s intent and reference the attachment. Guidelines: Be Clear and Specific: Clearly state the purpose of the email and mention the attachment. Keep It Concise: Aim for a subject line that is brief yet informative. Use Keywords:
Incorporate relevant keywords that reflect the content of the attachment. Examples: “Project Proposal Attached for Your Review” “Monthly Sales Report - April 2024” “Updated Contract Agreement Attached” Tips: Avoid vague subjects like “Document” or “File Attached.” If following up on a previous conversation, reference it, e.g., “Follow-Up:
Marketing Strategy Document Attached.” 2. Opening Greeting Establish a professional and respectful tone from the outset. Guidelines: Use Appropriate Salutations: Choose a greeting that matches your relationship with the recipient. Include the Recipient’s Name: Personalizing the greeting adds a touch of professionalism. Examples: “Dear Dr.
Smith,” “Hello Maria,” “Hi Team,” Tips: For formal communications, use “Dear [Title] [Last Name],” In less formal settings, “Hi [First Name],” is acceptable. Avoid overly casual greetings like “Hey” unless appropriate for the relationship. 3. Purpose of the Email Clearly explain why you are sending the email and what the recipient should do with the
attachment. Guidelines: State the Reason: Begin with a brief statement about the email’s purpose. Reference the Attachment: Mention the attached file and its relevance. Examples: “I am writing to share the project proposal we discussed during our last meeting.” “As per our conversation, please find the updated contract agreement attached for your
review.” Tips: Be direct and to the point to respect the recipient’s time. Provide context if the attachment is part of an ongoing discussion or project. 4. Mention the Attachment Explicitly refer to the attached file using clear and professional language. Guidelines: Use Alternative Phrases: Instead of repeating “please find attached,” vary your language
for engagement. Specify the Attachment: Clearly state what the attachment is to avoid confusion. Alternative Phrases: “I have included the [document name] for your consideration.” “You will find the [file name] attached to this email.” “Attached is the [file/document] you need.” “Please refer to the attached [file/document] for more information.”
Examples: “I have included the financial report for Q1 2024 as an attachment.” “You will find the event itinerary attached to this email.” Tips: Mention the attachment early in the email to set expectations. If there are multiple attachments, list them for clarity, e.g., “Attached are the sales figures and the marketing plan.” 5. Closing Conclude the email
with a polite call to action or an offer to provide further assistance. Guidelines: Encourage a Response: Prompt the recipient to take the next step or reach out with questions. Be Courteous: Maintain a respectful and professional tone. Examples: “Please let me know if you have any questions or need further information.” “I look forward to your
feedback on the proposal.” “Feel free to contact me if you require any additional documents.” Tips: Tailor the closing to the context of the email. For example, use a more assertive call to action in urgent matters. Avoid ambiguous statements; be clear about what you expect next. 6. Sign Off End the email with a professional closing that includes your
name and contact information. Guidelines: Choose an Appropriate Closing Phrase: Match the formality of your relationship with the recipient. Include Your Name and Contact Details: Ensure the recipient knows who you are and how to reach you. Examples: “Best regards,[Your Name]” “Sincerely,[Your Name]” “Thank you,[Your Name]” Tips: For
formal emails, “Sincerely” or “Best regards” are standard. In more casual or internal communications, “Best,” or “Thanks,” may be appropriate. Include your job title and company if relevant, especially in professional or business correspondence. 7. Attachment Check Ensure that the correct file is attached before sending the email to prevent
misunderstandings and maintain professionalism. Guidelines: Double-Check Attachments: Verify that the intended files are indeed attached. Confirm File Names: Ensure that the file names are clear and accurately reflect their content. Check File Formats and Sizes: Make sure the recipient can open the files and that they are not excessively large.
Steps to Follow: Review the Attachments: Before sending, open the attachments to confirm they are the correct and final versions. Verify File Names: Rename files if necessary to make them easily identifiable, e.g., “Marketing Plan April2024.pdf.” Ensure Compatibility: Use common file formats like PDF, DOCX, or XLSX to maximize accessibility.
Check for Multiple Attachments: If multiple files are needed, ensure all are included and appropriately referenced in the email. Compress Large Files: If attachments are too large, consider compressing them or using a file-sharing service, and mention this in your email. Tips: Some email clients allow you to see a list of attachments before sending.
Utilize this feature. If you forget to attach a file, promptly send a follow-up email apologizing and including the missing attachment. Comprehensive Example Here is an example that incorporates all the elements discussed: Subject: Quarterly Marketing Report Attached for Your Review Dear Mr. Johnson, I hope this message finds you well. As
discussed in our recent meeting, I am sending you the Quarterly Marketing Report for Q1 2024. You will find the detailed analysis and performance metrics attached to this email. Please review the report at your earliest convenience and let me know if you have any questions or require further information. Your feedback will be invaluable for our
upcoming strategy session. Thank you for your time and consideration. Best regards, Jane SmithMarketing ManagerXYZ Corporationjane.smith@xyzcorp.com (123) 456-7890 Final Thoughts While “please find attached” remains a staple of professional communication, exploring other ways to say “please find attached” can make your emails more
engaging and tailored to the recipient. Whether you're crafting a formal email or a more casual note, varying your language ensures a fresh and personable tone. By following best practices for email communication and choosing the right phrasing, you can enhance the clarity and effectiveness of your messages. Thomas Schneider is a language
enthusiast and expert in synonyms, dedicated to exploring the beauty of words and their nuanced meanings. With a passion for linguistics and clear communication, Thomas helps readers enrich their vocabulary and understand the subtle art of word choice. Whether you're a writer, student, or language lover, his insights offer practical tools to
elevate your language skills. Adding documents to emails is a common practice in both personal and professional settings.Whether it's a resume, a report, or a photo, attachments are often a crucial part of the message being sent. Being clear and careful when adding documents to emails is essential to avoid misunderstandings."Please find attached"
is a simple yet effective phrase that signals to the recipient that an important document is included with the email. However, there are more professional and effective alternatives you can say when you need to add an attachment to an email. Knowing how to properly say "please find attached" can make the process smoother, help you appear more
professional, and ensure that your attachments don't go unnoticed.In this article, we'll cover the meaning of "please find attached", when you should say it, different ways to say it, and provide 15 templates you can use to get started today."Please Find Attached" Meaning"Please find attached" is a phrase commonly used in emails to let the recipient
know that an attachment is included with the email. It's a polite way of drawing attention to the additional files you've sent.The phrase is often placed before or after the main body of the email, usually near the end, to make sure the recipient doesn't overlook the attachment."Please find attached" is a common phrase used in emails to alert the
recipient that an important document is included, ensuring it doesn't go overlooked.The phrase is formal and widely accepted in professional settings. It's like the digital equivalent of handing someone a document in a meeting while saying, "Here you go." It's straightforward and gets the job done, but there are other ways to say it, which we'll explore
later.The phrase is not just about politeness; it's also about clarity. When you say "please find attached," you're making it clear that there's something extra that the recipient should look at. This helps avoid any confusion and ensures that the attachment doesn't go unnoticed.When to Say "Please Find Attached"Understanding the different scenarios
where "please find attached" is appropriate is crucial for effective email communication. Knowing when to use this phrase helps you set the right tone and ensures that your attachments are given the attention they deserve.Here are a few common times when you should say "please find attached":Sending Work DocumentsIf you're emailing work-
related documents like reports, proposals, or invoices, it's a good idea to use "please find attached." This makes it clear that you've included something important that needs the recipient's attention.Job ApplicationsWhen applying for a job, you'll often need to send your resume and cover letter via email. Using "please find attached" ensures that the
hiring manager knows to look for these crucial documents.Sharing Resourceslf you're sending resources like articles, guides, or how-to manuals, "please find attached" can be a helpful phrase. It signals that you're providing additional information that the recipient may find useful. When to NOT Say "Please Find Attached"Just as it's important to know
when to use "please find attached," it's equally crucial to understand when not to use this phrase. Being aware of these situations can help you communicate more effectively and avoid potential confusion or misunderstandings.Here are common scenarios in which you shouldn't say "please find attached":No Attachments IncludedThe most obvious
scenario where you shouldn't use "please find attached" is when there are no attachments included in the email. Saying so would confuse the recipient and make you appear careless.In casual or informal emails, especially with friends or family, the phrase might come off as overly formal. A simple "I've sent you the file" or "Check out the picture I
sent" would be more fitting.When the Email IS the Messagelf the main point of your email is contained within the email body itself and doesn't require additional documents for context or clarification, then there's no need to use "please find attached." In such cases, the phrase would be irrelevant and could confuse the recipient.Multiple Attachments
with Different PurposesIf you're sending multiple attachments that serve different purposes, it might be better to specify what each attachment is rather than using a generic "please find attached." This provides clarity and ensures that each attachment gets the attention it deserves.Want to write emails with AI?Use Al Blaze to write emails with Al
right where you work.Want to write emails with AI?Use Al Blaze to write emails with AI right where you work.Different Ways to Say "Please Find Attached"While "please find attached" is a classic and widely accepted phrase, it's not the only way to indicate you've attached something to an email.Here are different ways to say "please find
attached":Attached is...I've attached...Enclosed, please find...Kindly find attached...Please see attached...Please see the attached file for...I'm attaching...Attached for your review...Attached for your convenience...Please check the attached...Attached as requested...l have included...Included is...Find the attached...Please review the attached...Attached
you will find...I've included for your review...Please note the attached...Attached, you'll see...Is "Please See Attached" Better to Say?The phrase "Please see attached" is another commonly used alternative to "Please find attached." It's a bit less formal but still clear and professional.Some people prefer this phrase because it's more direct and modern,
cutting down on what might be seen as unnecessary formality. However, whether it's "better" to say largely depends on the context and the relationship you have with the recipient.In a more formal setting, or when communicating with someone for the first time, "Please find attached" might be the safer bet. It's a phrase that has been used for years
and is universally understood.If the email conversation is more casual or if you have an established relationship with the recipient, "Please see attached" can work just as well.Ultimately, both phrases serve the same purpose: they alert the recipient to an attachment. The choice between the two comes down to the tone you want to set.If you're aiming
for a more traditional, formal tone, "Please find attached" fits the bill. If you're going for a slightly more relaxed but still professional tone, "Please see attached" is a good option.How to Professionally Say "Please See Attached Documents"Saying "please find attached" in a professional manner is more than just a courtesy; it's an integral part of
effective communication. When you use this phrase professionally, you're not only being polite but also ensuring that your message is clear and your attachments don't go unnoticed.Here are some tips to keep in mind:Place the phrase near the end of the email to ensure it's not overlooked.Make sure the attachment is relevant to the email's subject
and content.If the email has multiple attachments, specify what each one is.Use a formal tone if the email is for professional purposes.Most important: always double-check to ensure you've actually attached the file.Check out our article 5 Email Templates for Sending Documents for more tips about including documents in emails!How to Write Emails
With Al Your browser does not support HTML video.Tired of writing annoying emails manually? Use Al Blaze to write them for you with AI!AI Blaze is the ultimate Al assistant that helps you quickly generate emails (or rewrite existing ones) right where you work!AlI Blaze uses context to help write you emails for any situation. Plus, it works right
where you do, so you save even more time!Al Blaze helps you transform your communication and automate tasks with just a few keystrokes/clicks!FeaturesGenerate emails with AI - Use context & dynamic prompts to generate emails for any situation.Rewrite/polish emails with AI - Use Al to quickly rewrite your emails to make them more
professional.Summarize text, emails, and PDFs - Generate summaries of text, emails, and PDFs (including ones with images) in seconds.Use GPT-4 instantly anywhere - Use keyboard shortcuts or a dynamic sidebar to insert Al prompts on any site.Al Blaze is free! Forget about licenses or subscriptions.Create dynamic Al prompts with placeholders,
drop-down menus, if/else rules, toggle fields, and more.Want to write emails with AI?Use Al Blaze to write emails with AI right where you work.Want to write emails with AI?Use Al Blaze to write emails with Al right where you work.Having a set of ready-to-use templates can be a real time-saver when you're sending emails that include
attachments.Whether you're sending a report to a colleague or a resume to a potential employer, these templates offer a quick and effective way to say "please find attached," leaving no room for confusion.Note that each template uses a different method of saying "please find attached."Basic Document Review TemplateThis template cuts straight to
the point for document review requests. Its simplicity makes it perfect for routine document sharing.Hello [name],Please find attached this document for your review.Best,Purpose-Specific TemplateImmediately communicates why you're sending the attachment. Great for providing context upfront.Hello [name],Please see the attached file for the [doc
purpose].Best,Services Documentation TemplateA professional way to send service-related documents. Perfect for contractors and service providers.Hi [name],Attached is the document for the services rendered.Regards,Meeting Preparation TemplateSets clear expectations for meeting preparation. Helps participants come prepared with the right
materials.Hey [name],I've attached the document for tomorrow's meeting.Regards,Formal Enclosure TemplateUses traditional business language for formal communications. Ideal for official correspondence.Hello [name],Enclosed, please find the document for [x].Regards,Courteous Request TemplateMaintains professionalism while being polite and
approachable. Works well in most business contexts.Hi [name],Kindly find attached the document for [x].Regards,Casual Direct TemplateGets straight to the point while maintaining a friendly tone. Best for colleagues you work with regularly.Hey [name],See attached for the document for [x].Sincerely, Want to write emails with AI?Use Al Blaze to
write emails with Al right where you work.Want to write emails with AI?Use Al Blaze to write emails with AI right where you work.Active Voice TemplateTakes ownership of the action and clearly states what you're doing. Makes communication clear and direct.Hello [name],I'm attaching the document relating to [x].Best,Review Request
TemplateExplicitly states the need for review while remaining professional. Perfect for when feedback is needed.Hi [name],Attached for your review is the document for [x].Regards,Verification TemplatePrompts the recipient to actively check the attachment. Useful when confirmation of receipt is important.Hey [name],Please check the attached
document for the document for [x].Sincerely,Response TemplateAcknowledges a previous request while delivering the document. Great for follow-up communications.Hi [name],Attached as requested is the document concerning [x].Best,Feedback Request TemplateClear and direct about needing feedback on the attached document. Sets expectations
for response.Hey [name],I have included the document for your feedback.Regards,Event Documentation TemplateSimple and effective for event-related attachments. Gets straight to the point without unnecessary detail.Hello [name],Included is the document for the event.Sincerely, Reference Material TemplateA straightforward way to share
reference documents. Works well for providing supporting materials.Hi [name],Find the attached document for your reference.Regards,Communicate Effectively Via Email With "Please Find Attached"Knowing how to properly say "please find attached" in emails is a simple but important part of email etiquette. It ensures that your recipient knows to
look for an attachment and what that attachment is.Whether you stick with the classic "please find attached" or opt for one of the many alternatives, the key is to be clear and professional.Use Al Blaze to write emails and boost your communication anywhere you work using Al for free! In today’s fast-paced digital landscape, the way we attach and
refer to documents in our communications has evolved significantly. From choosing the right words to replace “Please find attached,” to understanding the nuances of file attachment etiquette, this article provides you with essential insights and alternatives. Whether you’'re communicating with colleagues, clients, or superiors, these tips will help you
convey your messages more effectively and professionally. The phrase “Please find attached” has seen its day. In modern professional communication, it’s become somewhat outdated and overly formal. The digital era demands clearer, more direct forms of expression. Moreover, this phrase can sound detached, as if throwing the attachment over a
wall rather than smoothly integrating it into the conversation. With the rise of less formal, more conversational email and messaging styles, it’s time to find alternatives that better fit today’s pacing and digital work environment. In distinguishing between “Please find attached” and “Please find enclosed,” it’s vital to understand the contexts in which
each phrase evolved and is typically used. While “Please find attached” is a relic of the digital communication age, heralding the inclusion of an attachment in an email, “Please find enclosed” dates back further, to a time of physical correspondence, indicating documents enclosed within a letter or package. Each serves a similar function—alerting the
recipient to additional content—but their usage is distinctly tied to the medium of communication. Exploring less formal, yet professional alternatives to “please find attached” can refresh your email communications. Here are twenty options: I've attached... Attached is... Enclosed... Please see the attached... Attached you will find... I have included...
Please refer to the attached... The attached file includes... For your review, I've attached... Attached for your consideration... See the attached file for... For your convenience, I've attached... I am sharing [file name] with you... Find attached... Attached please find... Please check the attached... I have attached [file name] for your review... Enclosed
please find... For your immediate attention, please find attached... You will find [file name] attached... This alternative is direct and friendly, making it suitable for emails to colleagues or clients you have an established relationship with. It removes the formality without losing professionalism. This phrase is particularly effective when you want to draw
attention to the attachment in a casual, yet professional manner. Hi [Recipient's Name], I've attached the latest version of the project plan for your review. Best, [Your Name] “Attached is...” serves as a straightforward and effective introduction to the contents of your attachment. It’s especially useful when the email’s primary purpose is to deliver the
attachment. This phrase is perfect when you want the recipient to focus on the documents or information being sent. Hello [Recipient's Name], Attached is our proposal for the upcoming project. Best regards, [Your Name] While “enclosed” is traditionally used for physical mail, it can be a synonym for “attached” in email communications, offering a
slightly more formal tone than “attached.” This term is best suited for communications that mimic the formality of a letter, such as legal or official documents. Hi [Recipient's Name], Enclosed are the requested documents for your review. Sincerely, [Your Name] This phrase adds a polite request to the recipient, encouraging them to view the
attachment. It’s a versatile option that works well in both formal and informal emails. Use it when you want to ensure the recipient notices and opens the attachment. Hi [Recipient's Name], Please see the attached file for more details on our discussion. Thanks, [Your Name] This alternative sets the expectation that the recipient will find something
specific in the attachment. It’s useful for when you need to direct the recipient’s attention to detailed information or documents. This phrase is especially effective in professional settings where clarity is paramount. Hi [Recipient's Name], Attached you will find the completed report as requested. Kind regards, [Your Name] “I have included...” implies
that the email comes with something extra, making it a great way to introduce attachments that provide additional information or context. This phrase is best when the attachment complements the email content rather than being the main focus. Hi [Recipient's Name], In our ongoing discussion, I have included a case study that might be of interest.
Warm regards, [Your Name] This phrase is a polite way to draw the recipient’s attention to the attachment for more detailed information. It’s ideal for instances where the attachment is an essential part of the communication, such as a report, a form, or detailed instructions. Hi [Recipient's Name], Please refer to the attached document for the
guidelines. Best, [Your Name] Starting with “The attached file includes...” is an effective way to summarize the contents of the attachment. This introduction is particularly useful when sending documents that contain data, research findings, or comprehensive reports. It sets the stage for what the recipient can expect before opening the file. Hi Team,
The attached file includes the analysis for this quarter's market trends. Regards, [Your Name] This phrase is courteous and implies that the attachment requires the recipient’s attention or action. It’s suitable for when you’'re sending documents that need approval, feedback, or any form of review. This approach helps in highlighting the importance of
the attachment. Hi [Manager's Name], For your review, I've attached the project outline with my notes. Best, [Your Name] “Attached for your consideration...” is an elegant way to present documents that require a decision or evaluation. This phrase is perfect for proposals, applications, or any situation where you’'re seeking approval or agreement
from the recipient. It suggests a level of respect for the recipient’s judgment and decision-making process. Hi [Recipient's Name], Attached for your consideration is the proposal for the new marketing strategy. Sincerely, [Your Name] This alternative explicitly directs the recipient’s attention to the attachment for specific information. It’s a great
choice when you want to ensure the recipient knows where to find the details they need. Use this phrase when the attachment holds key information that supports or elaborates on your email’s message. Hi [Recipient's Name], See the attached file for the event schedule and speaker list. Cheers, [Your Name] “For your convenience, I've attached...”
highlights the sender’s consideration for the recipient’s needs. It suggests that the attachment is meant to make the recipient’s life easier, whether by providing necessary information or by simplifying a task. This phrase is ideal for when you are sending something that saves the recipient time or effort. Hi [Client's Name], For your convenience, I've
attached the invoice for this month's services. Best regards, [Your Name] This phrase is particularly personal and direct, making it suitable for collaborative environments. It invites the recipient to view the attachment as a shared resource. Use it when the attachment is part of a collaborative effort or when you want to emphasize the partnership
aspect of your relationship. Hi [Team Member's Name], I am sharing 'Project Guidelines.pdf' with you for your input. Thanks, [Your Name] “Find attached...” is a concise way to introduce an attachment without any frills. It works well in situations where the email’s main purpose is to convey the attachment. This phrase is suitable for internal
communications where brevity is appreciated. Team, Find attached the meeting minutes from yesterday. Regards, [Your Name] This phrase is a more formal version of “I've attached...” and is suitable for professional and respectful contexts. It works well when you want to maintain a formal tone while ensuring the attachment is noted. Use it in
communications with new clients, senior management, or external partners. Hi [Recipient's Name], Attached please find the report you requested. Kind regards, [Your Name] “Please check the attached...” is a polite request that encourages the recipient to look at the attachment. It’s suitable for when the attachment contains information that needs
verification, confirmation, or any form of action. This phrase is particularly useful in collaborative projects or tasks. Hi [Recipient's Name], Please check the attached spreadsheet for accuracy. Thank you, [Your Name] This phrase specifies the attachment by name, making it easy for the recipient to know what to look for. It’s particularly effective
when sending important documents that require attention or action, such as reports, contracts, or proposals. Naming the file in the email also helps in ensuring that the right document is being discussed and reviewed. Hi [Recipient's Name], I have attached 'Annual Report 2023.pdf' for your review. Please let me know your thoughts at your earliest
convenience. Sincerely, [Your Name] This is another formal alternative, similar to “enclosed...” but with an added polite request. It’s suitable for formal communications where you want to convey respect and professionalism. Use it when sending documents of a formal nature, like legal documents or formal reports. Hi [Recipient's Name], Enclosed
please find the signed contract. Best wishes, [Your Name] This phrase emphasizes the urgency or importance of the attachment. It’s suitable for situations where immediate action or response is needed. Use this when you need to convey the critical nature of the attachment, such as deadlines, urgent requests, or important announcements. Hi
[Recipient's Name], For your immediate attention, please find attached the urgent project update. Regards, [Your Name] Specifying the file by name and stating that it is attached is a clear and direct approach. This method is effective for ensuring clarity and reducing the risk of the attachment being overlooked. Use this phrase when it’s crucial that
the recipient acknowledges and opens the specific attachment you’re sending. Hi [Client's Name], You will find 'Invoice Dec2023.pdf' attached. Please proceed with the payment at your earliest convenience. Thank you, [Your Name] When attaching files to emails, observing proper etiquette ensures clear communication and shows professionalism.
Here are key points to consider. Forgetting to attach a file can delay processes and cause unnecessary back-and-forth communication. Always double-check before sending an email to ensure the attachment is included. Tools and email extensions that remind you to attach files can be extremely helpful in avoiding this common mistake. Make it clear in
your email that there is an attachment. Mention the attachment explicitly within the body of your email to ensure the recipient knows to look for it. This practice helps prevent the attachment from being overlooked. Use descriptive and specific file names for your attachments. A well-chosen file name informs the recipient about the content without
needing to open it and makes it easier to search for later. Avoid vague names like “Documentl.pdf” in favor of more informative titles such as “2023 Project Proposal.pdf.” If you need to add comments or annotations directly to your file before attaching it, you can easily write on a PDF using online tools. The subject line of your email sets the
expectation for the recipient. When an email includes an important attachment, ensure the subject line reflects its presence or importance. For example, “Project Proposal Attached - Feedback Needed by Friday” directly informs the recipient of both the attachment and a related action or deadline. Adapting to the contemporary norms of digital
communication is crucial in maintaining professionalism and clarity in our emails. By moving away from outdated phrases like “Please find attached” and observing proper attachment etiquette, we not only smooth out our interactions but also contribute to more effective and efficient communication. Remember, the details, such as mentioning the
attachment within the email, providing a descriptive file name, and crafting a specific subject line, can significantly impact the recipient’s experience and ease of understanding. Embracing these changes and suggestions will ensure your emails are well-received and your communications are as clear and effective as possible. Let these guidelines help
you stand out for all the right reasons in your professional correspondences.



