
Professional Email Writing for Attachment 
 

Subject Line: Submission of Completed Report for Q3 Project Review 

Dear [Recipient's Name], 

I hope this message finds you well. As discussed during our last meeting, please 

find attached the completed Q3 project review report for [specific project or 

department]. This document includes a comprehensive analysis of the project’s 

performance, key milestones achieved, and areas for improvement as we move 

forward. 

Attached Files: 

1.​ Q3_Project_Review_Report.pdf – Detailed report on the project outcomes 

and metrics. 

2.​ Q3_Project_Summary_Slides.ppt – Presentation slides summarizing key 

points and findings. 

I recommend reviewing the detailed report prior to our meeting scheduled for 

[date], as it will form the basis of our discussion. The summary slides are intended 

to facilitate a broader overview and highlight significant achievements and 

challenges. 

Should you have any questions or need further clarification on any aspect of the 

report, please do not hesitate to contact me. I am available for a call or meeting 

at your convenience to discuss the report in more detail. 

Thank you for your attention to this matter, and I look forward to our continued 

collaboration. 

Best regards, 



[Your Full Name]​

[Your Position]​

[Your Contact Information]​

[Your Company Name] 
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