Standard Naval Letter:

The Enclosure Line

1.  List enclosures in an “enclosure” line by following the order they appear in the text of your correspondence.  In the text, spell out the word “enclosure.”  Never list an enclosure in both the “enclosure” and “reference” lines of the same letter.

2.  Type “Encl:” at the left margin on the second line below the last line of the previous heading.  Two spaces follow the colon.  Use a number in parentheses before the description of each enclosure, even if you have only one.  One space follows the closing parentheses.  Continuation lines start under the first word after the heading.  Examples are:


Encl:  (1) CMC ltr 1650 MMMA of 12 Jul 03

             (2) MCO 1650.19J

             (3) List of Units Authorized the Meritorious Unit

                 Commendation

