How to Address an Envelope…
· When addressing an envelope, you need to print as neatly as possible so that the post office will be able to read it to deliver it. Your handwriting also makes and impression on the person receiving the letter, so take your time. 

· The person or organization to whom you are addressing the letter should always go in the middle of the envelope. 

· Your address, the return address, should always go in the upper-left-hand corner of the envelope. 

· The postage should go in the upper-right-hand corner. 


· When folding the letter to put into your envelope, you need to fold it in thirds, long-ways. Do not fold it in cute little shapes or multiple times in order to make it as small as possible. 

Your Name										Place Postage


c/o Your Teacher Name									         here


342 Petree Road


Winston-Salem, NC 27106














					Name of Organization


					Street Address


					City, State    Zip Code








