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How to Format an Envelope

Formatting Tips

Here are some tips for formatting envelopes properly in North America:

+ Use a plain font. + Place a unit number (suite or apartment)
. . . after the street address. Don’t use a # symbol
+ Avoid any punctuation (periods, commas). - .
to indicate an apartment or suite.
+ Type the addresses or use address labels if possible. .
yp P + APO Box (used instead of a street address)
+ All caps is the preferred format in the US goes on the line before the state/province.

and Canada, but it is not a requirement. . .
q * For a US address, include a numerical

+ Spell the recipient’s name/company correctly. ZIP+4 code with a hyphen (33324-4321).
* Include a return address (top left corner or back of * For a Canadian address, include a
envelope) in case the mail is undeliverable. postal code (L1N 8B1). Don't use a hyphen.
* Include directional words, such as EAST or WEST. « If sending internationally, place the country name

on the last line of the mailing address (JAPAN).

Sample Envelope

ELLA MORRIS
8908 WATER ST STE 2
CHICAGO IL 60005-1234

STAMP

CARLSON LOUIS

FINE PHOTO PRINTS

34 HARBOR ST
CHICAGO IL 60001-6789
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Abbreviations
A. States
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Abbreviations cont.

B. Types of Roads C. Directions

Abbr ......... TypeofRoad .......................... Abbr ......... D,rect,on ...............................
...... AVE Avenue E East
ANX ......... Annex ................................................ N North ........................................
..... B LVD Bou|evard NE Northeast
...... CTR Center NW Northwest
..... EXPY Expressway S SOUth
..... HWY nghway SE SOUtheast
........ p|_ p|ace SW SOUthwest
RD Road .................................................. W ............ West ..........................................
........ 5 T Street
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