Addressing procedure

Envelope address. Set a tab stop (or margin stop if a number
of envelopes are to be addressed) 10 spaces left of center for
a small envelope or 5 spaces for a large envelope. Start the
address here on Line 12 from the top edge of a small en-
velope and on Line 14 of a large one.

Style. Type the address in block style, single-spaced, without

punctuation at the ends of lines, except when an abbreviation
ends a line. Type the city name, state name or abbreviation,
and zZIP Code on the last address line. The ZIP Code is usually

typed 2 spaces after the state name.
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Folding and inserting procedure

Small envelopes (No. 6%, 6v4)

Ms. Elaine Takafume, President about Line 14
= Computer Sysctems Support Cor oration
center- 5 J.'.-'B? A..‘.aci.)': Road e - :
Boston, MA  02132-7919

Addressee notations. Type addressee notations, such as
Hold for Arrival, Please Forward, Personal, etc., a triple space

below the return address and about 3 spaces from the left

edge of the envelope. These notations may be underlined or
typed in all capitals.

If an attention line is used, type it immediately below the

company name in the address line.

Mailing notations. Type mailing notations, such as SPECIAL
DELIVERY and REGISTERED, below the stamp and at least 3
line spaces above the envelope address. Type these notations

in all capital letters.

Step 1 Step 2 Step 3 Step 4
With letter Fold Fold Insert
face up, fold right left third last
bottom up third to Yz inch creased
to Y2 inch to from last edge
from top. left. crease. first.
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Large envelopes (No. 10, 9, 7%a)
Step 1 Step 2 Step 3
With letter Fold down Insert letter
face up, fold top of sheet into envelope
slightly less to within with last crease
than s of sheet Y2 inch of toward bottom
up toward top. bottom fold. of envelope.
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Window envelopes (letter)
Step 1 Step 2 Step 3
With sheet Fold lower Insert sheet
face down, third up into envelope
top toward you, so address ) with last
fold upper is showing. crease at
third down. bottom.
R T i
I !
1 1
NN
1 1
<o e ==
1

g

/—\ Fairfield Manufacturing, Inc.
B A120 Alcline Drive

San Deego. CA 927162007

HOLD FOR ARRIVAL

il

Window envelopes (invoices and other forms)

SPECIAL DELIVERY

Mr. Dennis Sukarski

e/o E-Z Rest Moror Lodge
352 Custer Court
Modesto, CA 95351-4908

Step 1 Step 2 Step 3

Place sheet Fold back Insert into

face down, top so envelope with

top toward you. address shows, crease at
bottom.




