
ENVELOPE
ETIQUETTE GUIDE



You've  picked out  your  wedding invi tat ions ,  you've  �nal ized your  guest  l i s t ,  
and now i t ' s  t ime to  think about  address ing your  enve lopes .  I  provide  

ca l l igraphy and enve lope pr int ing for  my invi tat ion c l ients ,  but  before  they
send me thei r  l i s t s ,  I  a sk  them to double-check every  name and address

to  make sure  they are  correct ly  formatted.

�ere are  a l l  k inds  of  ru les  when i t  comes  to  the  proper  way to
address  an enve lope for  a  formal  invi tat ion,  and they vary

based a  guest ' s  mar i ta l  s ta tus ,  t i t l e ,  or  l iv ing s i tuat ion.  �ere  are  a l so  
 ru les  about  how to format  the  addresses  themselves  to  g ive  your  

enve lope the  formal i ty  deserv ing of  a  wedding invi tat ion.

To avoid o�ending your  guest s ,  and to  he lp c lar i fy  who i s  be ing invi ted to  
your  wedding,  make sure  you adhere  to  the  guide l ines  be low.

I 've  inc luded two part s  for  your  re ference :  �rs t ,  a  l i s t  of  address  formatt ing 
t ips ,  and second a  l i s t  of  proper  e t iquette  for  address ing your  guest s .

NOTE: the s e  ru le s  apply  mainly  to  formal  invi ta t ions ,  but  you can apply  them to  
your  Save  the  Date s  i f  you pre f er  to  convey  a  more  formal  tone  f rom the  s tar t .

Address  Et iquette  Guide

ADDRESSING NEXT STEPS



SPECIAL TITLES
Titles such as “Doctor” or “Captain” should be spelled out, but courtesy titles such as
“Mr.” or “Mrs.” are typically abbreviated.

INVITEE & GUEST
If an invitee is allowed to bring a guest, make sure you denote this on the envelope by including “and 
guest” OR the guest’s full name (if you know their name, this is preferred) written on the line before your 
invitee’s name.

MULTIPLE GUESTS WHO LIVE TOGETHER 
Adults who are not romantically involved but who live together (for example, if they
are roommates), should each receive their own invitation.

ADDRESSING TO CHILDREN
Children BELOW the age of 18 should receive the same invitation as their parents (but their names should 
be written on the inner envelope to clarify that they are invited; if the inner envelope is addressed only to the 
parents, they will assume their children are not invited). Children ABOVE the age of 18 should get their 
own invitations, even if they are living at home.

NO ABBREVIATIONS
Words such as “Street,” “Drive,” “Apartment,” “Unit,” or “Boulevard” should be spelled
out. Cities and states should also be spelled out (i.e. “New York, New York.”)

STREET NUMBERS, APARTMENT NUMBERS & ZIP CODES
Apartment or unit numbers should be written on a separate line than the street address. I also prefer the zip 
code, spaced out (one space between each number) for aesthetics, on the line after the city and state. Street 
numbers and apartment numbers  under 10 should be spelled out (i.e. “nine” instead of “9”)

WOMENS’ TITLES
“Miss” should be used for girls under the age of 18; “Ms.” should be used
for women over the age of 18 who are not married.

Address  Formatt ing Tips



For  a  more  de ta i l ed  guide  to  the  correc t  way  to  addre s s  individual  gue s t s ,  r e f e r  to  
page  3  o f  th i s  guide ,  which  breaks  i t  down by  type  o f  gue s t  (marr ied ,  s ing l e ,  

br inging  a  gue s t ,  doc tor ,  e t c ) .  For  o ther  que s t ions  o f  e t iquet t e ,  I  h igh ly
recommend Emily  Pos t ' s  Wedding  Et iquet t e ,  an ex tremely  u se fu l  handbook

when i t  comes  to  wedding  e t iquet t e  o f  a l l  k inds .

And whi l e  i t  i s  important  to  make  sure  enve lope s  are  addre s s ed  correc t l y ,  i t ' s  a l so  
important  to  remember  that ,  a t  the  end o f  the  day ,  you ' re  r ea l l y  ju s t  invi t ing  your  

mos t  c lo s e s t  f r i ends  and fami ly  to  he lp  you ce l ebrate  your  love . . .and that ' s  way  more  
important  than whether  you remembered to  spe l l  out  the  word "Apartment !"

Address ing Guidel ines

INNER AND OUTER ENVELOPES

 �is  guide  was  des igned with the  assumption that  you wi l l  
be  us ing both inner  and outer  enve lopes .

 I f  you’re  us ing only  outer  enve lopes ,  then chi ldren’s  
names  and the  addit ion of  “and Guest”  should a l so

 be  inc luded on the  outer  enve lope

 FORMAL VS.  INFORMAL

 �ese rules  apply  to  formal  invi tat ions ,  but  you can 
apply  them to your  Save  the  Dates  i f  you prefer

 to  convey a  more  formal  tone f rom the s tar t .  For  
informal  invi tat ions ,  you may s imply  exc lude the  t i t le s
 ( i . e .  “John and Jane Smith” instead of  “Mr.  and Mrs .  

John Smith”)

 RECOGNIZING WOMEN & HONORING TRADITION

 As a  proud feminis t ,  part  of  me cr inges  when I  
recommend to  couples  that  they adhere  to  these

 t radi t ional  ru les ,  which of ten means  omitt ing a  marr ied 
woman’s  �rs t  name a l together  f rom the enve lope.

 For  couples  who are  concerned with thi s  e lement  of  the  
et iquette  guide l ines ,  I  recommend inc luding the

 woman’s  �rs t  name af ter  her  husband’s ,  l ike  so :  “Mr.  and 
Mrs .  Robert  and Gina Smith.”



Inner  enve lopes  should read Mr.  Jones

Inner  enve lopes  should read Ms.  Jones

Indiv idual  Guest  Adress ing

SINGLE MAN

SINGLE WOMAN

M R .  J A M E S  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

M S .  L Y D I A  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2



I f  you know the  fu l l  name of  the  guest ,  you should inc lude i t  on 
the  l ine  be low your  invi tee ’ s  name.  Inner  enve lopes  should read Mr.  Jones  and Guest

*Tradi t ional ly ,  the i r  names  would be  l i s ted on separate  l ines  with no “and,”  but  
thi s  ru le  no longer  appl ies .  Inner  enve lopes  should read Mr.  Jones  and Ms.  Yo

Indiv idual  Guest  Adress ing

SINGLE MAN OR WOMAN WITH GUEST

UNMARRIED COUPLE LIVING TOGETHER

M S .  L Y D I A  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

MR.  JAMES JONES AND MS.  CELIA YO
1000 NORTH MOZART STREET

CHICAGO, ILLINOIS
6 0 6 2 2



Inner  enve lopes  should read Mr.  and Mrs .  Jones

Inner  enve lopes  should read Mr.  Jones  and Ms.  Yo

Indiv idual  Guest  Adress ing

MARRIED COUPLE, SAME LAST NAME

MARRIED COUPLE, DIFFERENT LAST NAME

M R .  A N D  M R S .  J A M E S  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

MR.  JAMES JONES AND MS.  CELIA YO
1000 NORTH MOZART STREET

CHICAGO, ILLINOIS
6 0 6 2 2



Kids  under  18 get  the i r  own invi tat ions ,  even i f  they are  l iv ing at  home.  
Inner  enve lopes  should read Mr.  and Mrs .  Jones  -  Grace  and Miles  Jones

Lis t  names  a lphabet ica l ly .  Inner  enve lopes  should read Mr.  Jones  and Mr.  Lee

Indiv idual  Guest  Adress ing

MARRIED COUPLE WITH KIDS UNDER 18

GAY COUPLE, DIFFERENT LAST NAMES

M R .  A N D  M R S .  J A M E S  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

T H E  M E S S E R S .  T O M  A N D  D A V I D  L E E
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2



List  names  a lphabet ica l ly .  Inner  enve lopes  should read �e Messers .  Lee

Lis t  names  a lphabet ica l ly .  Inner  enve lopes  should read Mrs .  Adams and Mrs .  Soh

Indiv idual  Guest  Adress ing

GAY COUPLE, SAME LAST NAMES

LESBIAN COUPLE, DIFFERENT LAST NAMES

T H E  M E S S E R S .  T O M  A N D  D A V I D  L E E  
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

M R S .  J A N E  A D A M S  A N D  M R S .  L E A  S O H
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2



LESBIAN COUPLE, SAME LAST NAMES

List  names  a lphabet ica l ly .  Inner  enve lopes  should read �e Mesdames  Soh

Inner  enve lopes  should read Doctor  and Mrs .  Jones

Indiv idual  Guest  Adress ing

MARRIED COUPLE, HUSBAND IS A DOCTOR

T H E  M E S D A M E S .  J A N E  A N D  L E A  S O H  
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2

D O C T O R  A N D  M R S .  J A M E S  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2



MARRIED COUPLE, WIFE IS A DOCTOR

Inner  enve lopes  should read Doctor  Jones  and Mr.  Jones

Alternat ive ly ,  you could wri te  “Doctor  James  Jones  and Doctor  Lea  Jones”  (man 
�rs t ) .  Inner  enve lopes  should read �e Doctors  Jones

Indiv idual  Guest  Adress ing

MARRIED COUPLE, BOTH ARE DOCTORS

D O C T O R  L E A  J O N E S  A N D  M R .  J A M E S  J O N E S

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2

T H E  D O C T O R S  J O N E S
1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S
6 0 6 2 2



MARRIED COUPLE, HUSBAND IS A JUDGE

Inner  enve lopes  should read Judge Soh and Mrs .  Soh

THE HONORABLE MR. TOM SOH AND MRS.  SOH

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2

MARRIED, BOTH DOCTORS (di�erent  la s t  name)

Note that  the  woman’s  name comes  �rs t .  Inner  enve lopes  
should read Doctor  Smith and Doctor  Soh

Indiv idual  Guest  Adress ing

D O C T O R  L E A  S M I T H  A N D  D O C T O R  J A Y  S O H

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2



Inner  enve lopes  should read Judge Soh and Mr.  Soh

Indiv idual  Guest  Adress ing

MARRIED COUPLE, WIFE IS A JUDGE

T H E  H O N O R A B L E  L E A  S O H  A N D  M R .  J A Y  S O H

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2

MARRIED, HUSBAND IS COMMISSIONED OFFICER

Inner  enve lopes  should read Colonel  and Mrs .  Soh

COLONEL AND MRS.  JAY SOH

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2



Inner  enve lopes  should read Colonel  Soh and Capta in Lee

Indiv idual  Guest  Adress ing

MARRIED, BOTH COMMISSIONED OFFICERS

C O L O N E L  T O M  S O H  A N D  C A P T A I N  E L L I E  L E E

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2

WIDOW

Inner  enve lopes  should read Mrs .  Levinson

MRS.  SARAH LEVINSON

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2



Inner  enve lopes  should read Ms.  Jones

Indiv idual  Guest  Adress ing

DIVORCED WOMAN

M S .  L Y D I A  J O N E S

1 0 0 0  N O R T H  M O Z A R T  S T R E E T

C H I C A G O ,  I L L I N O I S

6 0 6 2 2


