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-3 MEMORANDUM FOR Information Office, US Army Forces Command, 1777 Hardee Ave,

SW, Ft McPherson, GA 30330-1062
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2  SUBIJECT: Listing Enclosures and Copies Furnished

1

2

3 1. Type the abbreviation "Encl" or "Encls," depending on the number, at the left margin on the
same line as the first line of the signature block.
2. Number and attach enclosures in the same order in which they appear in the body of the
memorandum. If possible, specify enclosures in the text of the memorandum rather than list
them separately.
3. When there is only one enclosure, "1" does not precede the abbreviation "Encl.”
4. Use the "copy furnished" line to keep anyone other than the addressee(s) informed of the
subject matter. When used, type "CF" in uppercase on the second line below the last line of the
signature block, enclosure listing, or distribution listing, whichever is lower. Begin listing "CF"
addressees on the next line; flush with the left margin.
5. When listing copies furnished, show whether or not enclosures were sent to each addressee by
typing "wo/encls” to show "without enclosures" and "w/encls" to show "with enclosures.”
6. Use the last paragraph to identify the POC, telephone number(s), e-mail address, or
organization address, as appropriate.
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2  AUTHORITY LINE:
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5 3 Encls BRIAN A. JONES
1. Personnel Listing, MAJ, AG

24 May 1999 Chief, Records Management Branch

2. DA Form 2A

3. Orders 114-6

CF:
FORSCOM (AFCI-A) (w/encls) or (w/encls 1 and 3) if not all enclosures are furnished.
TRADOC (ATCG) (wo/encls)








Listing enclosures and copies furnished and POC paragraph











