enclosure example letter

enclosure example letter is an essential element in professional communication, often used to
indicate that additional documents or materials accompany the main letter. Understanding how to
effectively write an enclosure example letter can enhance clarity, professionalism, and ensure that
recipients are aware of all attached items. This article explores the purpose, structure, and best
practices for writing enclosure letters, providing practical examples and tips for various contexts.
Whether you are sending business proposals, legal documents, or personal correspondence, knowing
how to reference enclosures properly is crucial for effective communication. Additionally, the article
covers common phrases, formatting guidelines, and the importance of listing enclosures to avoid
confusion. Readers will gain insights into crafting clear enclosure example letters that maintain
professionalism and enhance document organization. The following sections delve into detailed
explanations and examples to guide the writing process efficiently.

e Understanding the Purpose of an Enclosure Example Letter
e Key Components of an Enclosure Example Letter

e Formatting Tips for Enclosure Letters

e Examples of Enclosure Letters in Different Contexts

e Common Phrases and Terminology for Enclosure Letters

Understanding the Purpose of an Enclosure Example
Letter

An enclosure example letter serves as a formal notification that additional documents are included
with the primary correspondence. This type of letter plays a critical role in business, legal, and
personal communications by ensuring recipients recognize the supplementary materials and
understand their relevance. Enclosures may include contracts, reports, brochures, invoices, or any
other document pertinent to the letter’s subject matter. The primary purpose is to provide
transparency and prevent misunderstandings that could arise if attachments go unnoticed.
Additionally, enclosure letters help maintain an organized record of communications, which is
especially important in professional settings where documentation is essential. By clearly indicating
what is enclosed, senders demonstrate thoroughness and professionalism, enhancing the credibility
of the message.

Why Enclosures Are Important

Enclosures add value to the main letter by providing supporting evidence, detailed information, or
additional resources. They ensure that the recipient has everything needed to respond appropriately
or take necessary action. Without a clear enclosure statement, attachments might be overlooked,



leading to confusion or delays. Enclosure letters also help maintain legal and procedural compliance
by documenting all materials sent, which can be crucial in disputes or audits.

When to Use an Enclosure Letter

Enclosure letters are used in various scenarios, including:

e Sending contracts or agreements alongside cover letters

 Providing invoices or payment details within business correspondence
e Attaching resumes or portfolios in job applications

e Including additional forms or documents requested by an institution

e Supplementing reports or proposals with relevant data

Key Components of an Enclosure Example Letter

An enclosure example letter typically contains several essential elements that ensure clarity and
professionalism. Understanding and incorporating these components correctly is crucial for effective
communication. Each element serves a specific purpose in guiding the recipient through the
correspondence and its attachments.

Sender’s Information

The letter begins with the sender’s contact details, including name, address, phone number, and
email. This information helps the recipient identify the source of the letter and facilitates easy
communication if follow-up is needed.

Date and Recipient’s Information

Following the sender’s details, the date of the letter and the recipient’s contact information are
provided. This establishes the timeline and destination of the correspondence.

Salutation and Body

The salutation addresses the recipient formally, leading into the body of the letter where the main
message is conveyed. The body should briefly mention the enclosures and explain their relevance to
the letter’s content.



Enclosure Notation

At the end of the letter, typically below the signature line, an enclosure notation indicates that
additional documents are included. This notation often appears as “Enclosure,” “Enclosures,” or
“Enc.” followed by a list of the enclosed items.

Signature

The letter concludes with the sender’s handwritten or typed signature, reinforcing authenticity and
professionalism.

Formatting Tips for Enclosure Letters

Proper formatting is vital to ensure the enclosure example letter is clear, professional, and easy to
read. Adhering to standard business letter formats enhances the letter’s effectiveness and ensures it
meets expectations in formal communication.

Use a Standard Business Letter Format

Employ a block or modified block format, aligning text to the left with single spacing within
paragraphs and double spacing between them. This format is widely accepted and facilitates
readability.

Placement of Enclosure Notation

The enclosure notation should be placed below the sender’s signature and any postscript (if
included). It is usually aligned to the left margin, formatted as:

e Enclosure:
e Enclosures:

e Enc.:

Follow this notation with a clear list of enclosed documents, either by name or description.

Listing Enclosed Documents

When multiple documents are enclosed, listing each item prevents confusion. Use a simple list
format as shown below:

1. Contract Agreement



2. Financial Report Q1 2024

3. Product Brochure

Use Clear and Concise Language

Indicate the purpose of the enclosure briefly in the body of the letter. Avoid unnecessary jargon or
lengthy explanations to maintain professionalism and clarity.

Examples of Enclosure Letters in Different Contexts

Examining various enclosure example letter templates across different professional scenarios helps
illustrate proper usage and format. These examples highlight how to tailor the letter’s tone and
content based on the intended purpose.

Business Enclosure Example Letter

This example involves sending a business proposal with supporting documents:
Dear Mr. Smith,

Please find enclosed the proposal for the upcoming project along with the detailed budget and
timeline documents. These materials provide a comprehensive overview to assist in your review and
decision-making process.

Sincerely,
Jane Doe

Enclosures:

1. Project Proposal
2. Budget Overview

3. Project Timeline

Job Application Enclosure Example Letter

When applying for a job, an enclosure letter may accompany a resume and cover letter:
Dear Hiring Manager,

Enclosed please find my resume and references for your consideration regarding the Marketing
Manager position. I appreciate your time and look forward to the opportunity to discuss my
qualifications further.



Best regards,
John Smith

Enclosures:

1. Resume

2. Reference List

Legal Documentation Enclosure Example Letter

Legal correspondence often requires precise enclosure letters to list attached contracts or evidence:
Dear Ms. Johnson,

Attached are the signed contract copies and related correspondence as requested. Please review the
enclosed documents and confirm receipt at your earliest convenience.

Respectfully,
Attorney Mark Lee

Enclosures:

1. Signed Contract Copies

2. Correspondence Records

Common Phrases and Terminology for Enclosure
Letters

Using appropriate and standardized phrases in enclosure example letters enhances professionalism
and ensures clear communication. Familiarity with common terminology aids in drafting effective
letters across various contexts.

Typical Enclosure Notations

Common ways to indicate enclosures include:

e “Enclosure” or “Enclosures”
e “Enc.” or “Encl.”

e “Attached” or “Attachment” (less formal, often used in emails)



Sample Phrases for Mentioning Enclosures in the Body

“Please find enclosed...”

¢ “Enclosed are the documents...”
¢ “I have attached...” (more common in electronic communication)
e “The following items are enclosed for your review...”

e “Kindly find the enclosed...”

Additional Tips

Always specify the exact documents included to avoid ambiguity. Ensure the list of enclosures
matches the actual attachments, and double-check that all referenced materials are included before
sending.

Frequently Asked Questions

What is an enclosure example letter?

An enclosure example letter is a sample letter that includes a reference to additional documents or
items included with the letter, often used in formal or business correspondence.

How do you mention an enclosure in a letter?

You mention an enclosure in a letter by adding the word 'Enclosure' or 'Encl.' below the signature or
at the bottom of the letter, sometimes followed by a description or number of enclosed documents.

Can you provide a simple enclosure example letter format?

A simple enclosure example letter includes the date, recipient’s address, salutation, body text,
closing, signature, and at the bottom 'Enclosure: [description]' to indicate attached documents.

Why is it important to include an enclosure note in a letter?

Including an enclosure note informs the recipient that additional documents are included with the
letter, ensuring they check for and review the attached materials.

What types of documents are typically enclosed with a letter?

Documents such as resumes, contracts, invoices, reports, certificates, or supporting evidence are
commonly enclosed with letters.



How do you write an enclosure note if there are multiple
documents?

If multiple documents are enclosed, you can write 'Enclosures: [Document 1], [Document 2], and
[Document 3]' to clearly list all attached items.

Is it necessary to mention enclosures in both printed and
email letters?

Yes, mentioning enclosures is important in both printed and email letters to alert the recipient to
additional documents, although in emails you may attach files directly.

Can you give an example of an enclosure line in a letter?

An example of an enclosure line is: 'Enclosure: Copy of the signed contract' or simply 'Encl.' placed
below the signature.

Where should the enclosure notation be placed in a letter?

The enclosure notation is typically placed a few lines below the sender's signature at the end of the
letter.

How do you refer to enclosures in the body of the letter?

In the body of the letter, you can refer to enclosures by mentioning phrases like 'Please find
enclosed...', 'Attached are...', or 'I have included...".

Additional Resources

1. Mastering Business Correspondence: The Art of Enclosure Letters

This book provides a comprehensive guide to writing effective enclosure letters in professional
settings. It covers various types of enclosures, such as documents, forms, and promotional materials,
and teaches readers how to reference them clearly. With practical examples and templates, it helps
enhance clarity and professionalism in business communication.

2. The Complete Guide to Letter Enclosures: Formats and Examples

Focusing specifically on the format and structure of enclosure letters, this guide offers detailed
explanations and numerous sample letters for different scenarios. It is ideal for students,
professionals, and anyone looking to improve their letter-writing skills. The book also discusses
common mistakes to avoid and tips to make your enclosures stand out.

3. Professional Writing Skills: Enclosure Letters and Beyond

This book explores the broader context of professional writing, dedicating a significant portion to the
correct use of enclosure letters. It teaches readers how to integrate enclosures smoothly into their
correspondence to ensure all relevant information is conveyed effectively. The text includes
exercises to practice and refine writing abilities.

4. Effective Communication: Writing Clear Enclosure Letters



Designed for business professionals, this title emphasizes clarity and precision in communication
through well-crafted enclosure letters. It explains how to highlight the importance of enclosed
documents and maintain a polite tone. Readers will find step-by-step instructions and real-world
examples that illustrate best practices.

5. The Enclosure Letter Handbook: Templates for Every Occasion

This handbook is a valuable resource filled with ready-to-use templates for enclosure letters across
various contexts, from job applications to legal correspondence. Each template is accompanied by a
brief explanation of its purpose and key elements. The book aims to save time and reduce errors in
letter preparation.

6. Writing Business Letters: Enclosures and Attachments Explained

This book demystifies the differences between enclosures and attachments in business letters and
teaches the proper ways to reference and format them. It provides clear guidelines for maintaining
professionalism and ensuring that all accompanying materials are accounted for. Practical advice
makes it suitable for newcomers and experienced writers alike.

7. Enclosure Letters Made Easy: A Practical Guide

Targeted at small business owners and entrepreneurs, this guide simplifies the process of writing
enclosure letters. It breaks down the essentials into easy-to-follow steps and highlights common
pitfalls. Readers will gain confidence in communicating with clients, vendors, and partners through
well-structured letters.

8. Business Letter Writing Essentials: The Role of Enclosures

This book focuses on the role of enclosures within the broader scope of business letter writing. It
discusses how enclosures can enhance the message and provide necessary supporting information.
With an emphasis on professionalism, it includes tips on formatting, tone, and follow-up practices.

9. Successful Job Applications: Crafting Enclosure Letters That Impress

Aimed at job seekers, this title explains how to write enclosure letters that complement resumes and
cover letters effectively. It guides readers on how to mention enclosures tactfully and ensure that
hiring managers notice them. The book features examples tailored to various industries and
application types.
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