ENCLOSURE FORMAT

1.  An enclosure can prevent a letter from becoming too detailed.  Try to keep letters short, down to one page whenever possible, and use enclosures for lengthy explanations that cannot be avoided.

2.  List enclosures in the enclosure block of the basic correspondence by following the order of their appearance in the text.  Describe an enclosure such as a directive or letter in the same manner as a reference.  But remember; never list an enclosure in both the enclosure block and the reference block of the same letter.  When identifying a document by its title, cite the title exactly.

3.  In the text of the letter spell out the word enclosure.

4.  How to Mark an Enclosure

    a.  Mark an enclosure on the first page only.  When sending multiple copies of an enclosure, only the first page of the copy has to be marked.  

    b.  An enclosure marking goes in the lower right corner of each page (see below).  Type, stamp, or write "Encl" plus its number in parentheses.  

    c.  Marking an enclosure such as a photograph may be impractical.  In that case, attach the photograph to a separate piece of paper and mark it appropriately.

5.  Follow the standard-letter practice of numbering and lettering paragraphs and subparagraphs.  Also following the practice of numbering only second and succeeding pages.  When you have several different enclosures, number the pages of each independently.

6.  When size, weight, or other factors prevent sending an enclosure with a letter, send it separately and type (sep cover) after the enclosure's description in the basic letter.  Example:

    Encl:  (1) Future Years Defense Plan Update of 

               1 Feb 04 (sep cover)

To identify the enclosure itself when sent, either include a copy of the letter or expand the normal marking on the enclosure.  Example:  

    Encl (1) to DC, P&R ltr 7200 RF of 3 Feb 04
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