


Define the “top half.” Fold and crease the
piece, or measure with a ruler.

Place the delivery address entirely in the top
half. It can be parallel or perpendicular to the
top edge, but not upside-down.

Done with “top”! Now place the postage and
return address in relation to delivery address
as it is read (postage to the right or upper
right, return address to the upper left).

(over for more information)



