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How to Fold an Envelope: A Step �by �Step Guide for Perfect Mail Every Time

When you think about sending a letter, a card, or a business proposal, the first thing that comes to mind is the

envelope. A well �folded envelope not only looks professional but also protects your contents, ensures smooth

delivery, and gives the recipient a pleasant first impression. Whether you’re a student sending a résumé, a small

business preparing a catalog, or a hobbyist sending a handmade postcard, mastering the art of envelope folding is

essential. In this comprehensive guide, we’ll walk you through every detail—from choosing the right envelope size

to troubleshooting common mistakes—so you can master envelope folding with confidence.

Why Proper Envelope Folding Matters

Envelope folding is more than just a mechanical task; it’s a critical part of the mailing process. Here’s why getting it

right is so important:

•  Professional Appearance: A crisp, clean fold signals attention to detail and professionalism, especially in 

business correspondence.

•  Protection of Contents: A well �sealed envelope keeps letters, cards, and documents safe from damage during 

transit.

•  Compliance with Postal Standards: Postal services have strict guidelines for envelope dimensions and flap 

placement. A correctly folded envelope reduces the risk of delays or returns.

•  Efficient Mailing: Smoothly folded envelopes slide easily into sorting machines, speeding up the delivery 

process.

Because of these benefits, learning the proper technique for folding an envelope is a worthwhile skill for anyone

who mails items regularly.

Types of Envelopes You’ll Encounter

Before you start folding, it’s useful to understand the common envelope sizes and styles you’ll find. The most widely

used sizes in the United States are:

1.  DL (30 /× /10 /cm) – Ideal for business cards, invoices, and small documents.

2.  EC (10 /× /21 /cm) – Common for letters, postcards, and brochures.

3.  5R (12 /× /20 /cm) – A popular choice for personal letters and greeting cards.

4.  6R (13 /× /21 /cm) – Often used for invitations and formal correspondence.

5.  7R (15 /× /23 /cm) – Suitable for larger documents and small catalogs.

In addition to these, you’ll encounter specialty envelopes such as:

•  Postcard envelopes – Designed for postcards and small flyers.

•  Gift envelopes – Often thicker and more decorative.

•  Security envelopes – Made of tamper �evident material for confidential documents.

Each envelope type has a slightly different folding pattern, but the fundamental steps remain consistent.

Gathering Your Materials

Before you dive into folding, make sure you have everything you need. A clean workspace and a few basic tools will



make the process smoother and reduce the chance of mistakes.

•  Envelope (choose the correct size and type)

•  Letter or document (folded to the appropriate size)

•  Ruler or measuring tape

•  Sharp pair of scissors or a paper cutter

•  Paper weight (optional, for heavy envelopes)

•  Stamp or postage label

•  Envelope seal or adhesive tape (for security envelopes)

With these items in hand, you’re ready to start the folding process.

Step �by �Step Envelope Folding Techniques

Below we present the most common folding methods for standard envelopes. Each step is explained in detail to

ensure you achieve a perfect fold every time.

1.  Place the envelope flat on a clean surface. Ensure the flap is facing upward and the bottom edge is aligned 

with the table.

2.  Fold the bottom edge upward. Bring the bottom edge up to meet the top edge, creating a horizontal crease. 

This should be a tight fold, as DL envelopes are thin.

3.  Fold the sides inward. Take the right side and fold it over the top, aligning the edge with the center line. 

Repeat with the left side, ensuring both folds are symmetrical.

4.  Secure the flap. The flap should now be tucked under the folded sides, forming a neat rectangle. Apply a 

stamp or postage label on the flap.

1.  Lay the envelope flat. The flap should face upward and be centered.

2.  Fold the bottom edge up. Bring the bottom edge to meet the top edge, forming a clean crease.

3.  Fold the sides inward. Fold the right side over the top, then the left side. Make sure the folds are even and 

the corners meet at the center.

4.  Seal the flap. Tuck the flap into the folded rectangle and affix the stamp or label.

1.  Place the envelope flat. The flap should be at the top.

2.  Fold the bottom edge up. Bring it to meet the top edge.

3.  Fold the sides inward. Fold the right side over the top, then the left side. The envelope should now resemble 

a small rectangle.

4.  Apply the stamp. Tuck the flap and attach the stamp on the flap’s top right corner.

1.  Set the envelope flat. Flap upward.

2.  Fold the bottom edge up. Bring it to the top edge.

3.  Fold the sides inward. Right side over the top, then left side. Align the corners precisely.

4.  Secure the flap. Tuck the flap and affix the stamp.

1.  Position the envelope flat. Flap upward.

2.  Fold the bottom edge up. Meet the top edge.

3.  Fold the sides inward. Right side over the top, then left side, ensuring symmetry.

4.  Seal the flap. Tuck the flap and apply the stamp or postage label.

Common Mistakes and How to Avoid Them

Even experienced users can make mistakes when folding envelopes. Below are the most frequent errors and how

to prevent them.

•  Uneven Folds: Folds that are not symmetrical can cause the envelope to open or misalign during mailing. Use 



a ruler to align folds accurately.

•  Over �tight Folding: Folding too tightly can damage the paper and create a stiff envelope that is difficult to seal. 

Aim for a gentle, clean fold.

•  Misplaced Flap: If the flap is not tucked correctly, the envelope may open during transit. Ensure the flap sits 

flush against the folded rectangle.

•  Incorrect Stamp Placement: Stamps placed on the wrong side or too close to the edge may be rejected by 

postal services. Always place the stamp on the flap’s top right corner.

•  Wrong Envelope Size: Using an envelope that’s too small or too large for the document can lead to damage or 

rejection. Measure your document and choose the appropriate envelope size.

Advanced Envelope Folding for Business and Personal Use

Beyond standard folding, there are specialized techniques that can enhance the presentation and security of your

mailed items.

Business letters often require a more formal look. Here’s how to achieve that:

1.  Use a 5R or 6R envelope for a classic business feel.

2.  Place the letter in a letter holder before inserting it into the envelope to keep the corners crisp.

3.  Use a sealed flap with a rubber seal for added security.

4.  Attach a return address label on the back of the envelope for easy identification.

Invitations often use decorative envelopes. Follow these steps:

1.  Choose a decorative 6R envelope with a flap that matches the invitation’s theme.

2.  Place the invitation on a clean surface and fold it in half, then into thirds for a neat presentation.

3.  Insert the folded invitation into the envelope, ensuring the flap covers the top edge.

4.  Use a matching seal or sticker to secure the flap and add a personal touch.

Postcards require a slightly different approach:

1.  Use a postcard envelope that matches the postcard size.

2.  Place the postcard face �down to avoid smudging.

3.  Fold the envelope’s flap over the postcard’s edge, ensuring it covers the entire front.

4.  Apply a stamp on the flap’s top right corner.

When mailing confidential documents, security envelopes are essential:

1.  Use a security envelope with a tamper �evident seal.

2.  Place the document inside a tamper �evident pouch before inserting it into the envelope.

3.  Fold the envelope according to the manufacturer’s instructions, usually a simple flap fold.

4.  Seal the flap with the provided seal and add a stamp.

Tools and Accessories to Enhance Envelope Folding

While folding envelopes can be done manually, the right tools can make the process faster and more precise.

•  Envelope Folding Machine – Ideal for high �volume mailing operations.
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