Envelopes & Business Letterheads
Two Common Envelope Sizes:


Size #10


Size # 6 ¾ 
Return Address Placement:

In upper left corner on both


Mailing Address Placement:

#10 – down 2” and over 4” from left
# 6 ¾ - down 1.5” and over 3.5” from left
Business Letterhead:


Stationary paper that contains business information
Information printed on the letterhead:


Business name, owner/managers,


Addresses, phone #s, email addresses


Fax #, a picture or image 

representing the company or a logo

Keep information printed within:


The top 2-3” of the document
