
LESSON 22 
Letters with Enclosures 

Letter 3 

PAPER: A4. 

MARGINS: 
Pica 15-67; Elite 24-76. 

TOOAY'S DATE 

TARGET TIME: 10 minutes. 

Turn up 13 single lines to represent 
he printed heading before starting. 

Note that the European Com· 
munities Act requires that the 
printed heading should show 
(a) the place of registration of the 
company (b) its registered number, 
and (c) the address of the regis
tered office, which may differ from 
the principal place of business. 

If more than one item is included, 
type the letters, 'Encs.' 

Target times 

UNIT 6 

It is usual to indicate that letters or documents are being enclosed with a letter by typing 
the abbreviation Enc. at the left-hand margin at least 2 single-line spaces below the typed 
signature or title of the person sending the letter. The letters Enc. may be underscored if 
required. 

Ref. MS/BS 
(Turn up 3 single lines) 

(Turn up 3 single lines) 

Thomas Good, Esq., 
47 Sandy Lane, 
Walsall. 
(Turn up 3 single lines) 

Dear Sir, 
(Turn up 2 single lines) 
Thank you for your recent enquiry concerning the 
amount of money you might be allowed to borrow on 
a new property. 
(Turn up 2 single lines) 
Subject to a satisfactory valuation, we are 
normally prepared to lend up to two and a half 
times your gross income, inclusive of established 
regular overtime. Although this is not a fixed 
total it is a guide. Account will also be taken 
of the earnings of your wife and you can add half 
her gross annual income to the figure we are pre
pared to lend. 
(Turn up 2 single lines) 
I enclose a mortgage application form and will be 
pleased to answer any further questions you may 
have. 
(Turn up 2 single lines) 
Yours truly, 
(Turn up 5 single lines) 

M. Shipman 
Manager 
(Turn up 2 single lines) 

Enc. 

Identify the Addressee, Salutation, Close and Enclosure. 

Throughout this book the exercises have been given Target times based on the length of 
time it took pupils in various schools and colleges to type them. You should try to type a 
perfect copy within the time given. Mark all your errors and type one line of each before 
trying to meet the time set. 
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