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Envelope Addressing E T I Q U E T T E  G U I D E



E m i l i m e  D e s i g n s  t a k e s  p r i d e  i n  t h e  f a c t  t h a t  a l l  o f  o u r  d e s i g n s  a r e  u n i q u e l y  c r e a t e d  a n d  

c u s t o m i z e d  f o r  e a c h  c l i e n t .  E m i l e e  w i l l  w o r k  h a n d - i n - h a n d  w i t h  y o u  t o  c r e a t e  t h e  p e r f e c t  

p i e c e s  f o r  y o u r  e v e n t ,  w h e t h e r  i t  b e  h a n d - i n k e d  c a l l i g r a p h e d  e n v e l o p e s ,  h a n d - d r a w n  s i g n s  o r  

b a n n e r s ,  o r  a  f u l l  c u s t o m i z e d  w e d d i n g  i n v i t a t i o n  s u i t e .  A n d  f o r  c u s t o m - r e q u e s t e d  m a t e r i a l s  

l i k e  o u r  w o o d  p r o d u c t s ,  c a n v a s  b a n n e r s ,  a c r y l i c s ,  a n d  c h a l k b o a r d s ,  w e  h a n d  c r a f t  t h e m  h e r e  

i n  o u r  s t u d i o  t o  fi t  y o u r  w e d d i n g  s t y l e .   P l e a s e  f e e l  f r e e  t o  c o n t a c t  u s  w i t h  a n y  c u s t o m  

d e s i g n s  o r  q u e s t i o n s  y o u  m a y  h a v e !

T H E  P R O C E S SAbout

For over the last  10 years, Emil ime Designs has been 

craft ing beauti ful  hand-painted and cal l igraphed 

paper goods, artwork, s igns, chalkboards, decor and 

more for  weddings and special  places in the home. 

Emilee’s  designs have been featured in many styled 

shoots, publ icat ions, social  media outlets  s ince i ts  

beginnings. Pictures of  her twin gir ls ’  nursery even 

went v iral  on Instagram and Pinterest  in 2017! Every  

piece is  made in Emilee‘s  atel ier  (pronounced: 

ada-lee-ay;  French for  ‘an art ist ’s  workshop’) , and are 

al l  hand-painted or inked with Emilee’s  fine art  and 

cal l igraphy.  We sel l  local ly  and ship to the United 

States and Canada as wel l . I f  you are looking for  

something custom, we would love to work with you 

one-on-one to create you something special  and 

perfect ly  unique, just  for  you!!  

Joe l ,  Emi l ee ,  
Pa ige  & Morgan
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Who we are



S T A N D A R D  C A L L I G R A P H Y  F O N T  O P T I O N S

E m i l e e  i s  a l l  a b o u t  u n i q u e  c u s t o m i z a t i o n .  

E m i l e e  i s  a c c o m m o d a t i n g  f o r  f o n t  s t y l e  m a t c h i n g  o r  c r e a t i n g  u n i q u e  o n e s  t o  fi t  y o u r  s t y l e .
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U NIFORM //  FORMAL 

OPT ION S :  WITH  OR  WITHOUT FLOURISHES ,

C OPPERP L ATE  OR  MONOL INE  

MODERN //  ELEGANT //  FORMAL OR  CASUAL

OPT IONS :  WITH  OR  WITHOUT FLOURISHES ,

COPPERPLATE  OR  MONOLINE  

FLOURISHED //  UN IFORM //  FORMAL 

OPT IONS :  WITH  OR  WITHOUT FLOURISHES ,

COPPERPLATE  OR  MONOLINE  

RUS T IC  / /  A IRY  / /  FORMAL OR  CASUAL

NOT AVAILABLE  FOR LETTERPRESS

 (WISTER IA  WOULD BE  A  GOOD ALTERNAT IVE)

V INT AGE //  FLOURIS HED / /  FORMAL OR  CASUAL

OPT IONS :  WITH  OR  WITHOUT FLOURISHES ,

C OPPERP LATE  OR  MONOL INE  



e n v e l o p e  l i n e r

re p l y  c a rd

w a x  s e a ls i l k  r i b b o n

inner envelope or
    lined sending envelope

outer mail ing envelope

*recipient addressing 
+ *return addressing

a 7  i n v i t e

a 2  e n c l o s u re

re p l y  e n v e l o p e
a 6  e n c l o s u re

* re p l y  a d d re s s

*calligraphed
guest names

© 202 1  EM IL IME  DES IGNS  |  W W W . EM I L I M EDES I GNS . C OM  |  W I C H I TA ,  K S

A N A T O M Y  O F  A N  I N V I T A T I O N  S U I T E

E X T E N D E D  E N V E L O P E  C O L O R  C O L L E C T I O N

E M I L I M E  D E S I G N S  H O U S E  C O L O R S

Br igh t  Wh i te Natu ra l  Wh i te Ec ru

Mis t Dus ty  Rose Harves t C la re t V io le t te

Powder  GreenCoo l  Grey True  Grey Mid  Green Coba l t

P l e a s e  n o t e  t h a t  o n  s c re e n  c o l o r s  m a y  n o t  b e  e x a c t .



Fo l l o w  t h e s e  g u i d e l i n e s  w h e n  s u b m i t t i n g  y o u r  a d d r e s s e s  t o  m e .

1 .  T h e  fi n a l  fi l e  s e n t  s h o u l d  b e  e i t h e r  a  M i c r o s o f t  E x c e l ®  fi l e  ( p r e f e r r e d )  w i t h  t h e  r e c i p i e n t ( s ) ’  

n a m e s ,  s t r e e t  a d d r e s s ,  c i t y  &  s t a t e ,  a n d  z i p  c o d e  i n  s e p e r a t e  c o l u m s .  O r  a  M i c r o s o f t  W o r d ®  ( . d o c  

o r  P D F )  d o c u m e n t  i s  a l s o  a c c e p t a b l e  w h e r e  e a c h  a d d r e s s  i s  s t a c k e d  i n  c o l u m n s  e x a c t l y  h o w  t h e y  

s h o u l d  b e  a d d r e s s e d  b y  t h e  c a l l i g r a p h e r ,  l i n e  f o r  l i n e  i n  a  p l a i n  f o n t ,  l i k e  H e l v e t i c a ,  i n  t h e  

j u s t i fi c a t i o n  f o r m a t  ( l e f t ,  c e n t e r e d ,  o r  i n d e n t e d )  t h e y  w i l l  b e  c a l l i g r a p h e d

2 .  E a c h  l i n e  s h o u l d  m a t c h  E X A C T LY  h o w  y o u  w o u l d  l i k e  t h e  e n v e l o p e s  a d d r e s s e d .  D o  n o t  r e fl e c t  

‘ s t y l i n g ’  i n  y o u r  d o c u m e n t ,  o r  a b b r e v i a t e  t h i n g s  s u c h  a s  s t a t e s ,  s t r e e t  t y p e s ,  d i r e c t i o n s ,  e t c .  

Fo r m a l  w e d d i n g  e t i q u e t t e  c a l l s  f o r  E V E R Y T H I N G  t o  b e  s p e l l e d  o u t .

3 .  O n e  fi n a l  t h i n g  t o  n o t e ,  i f  y o u  d o  n o t  h a v e  a n  i n n e r  e n v e l o p e  w i t h  y o u r  s u i t e ,  a l l  o f  t h e  n a m e s  

o f  g u e s t s  f r o m  e a c h  h o u s e h o l d  w h o  a r e  i n v i t e d  w i l l  n e e d  t o  b e  l i s t e d  o n  t h e  m a i l i n g  e n v e l o p e  o n  

a  s e c o n d  l i n e ,  o r  i n c l u d e d  w i t h  p h r a s e s  s u c h  a s  “a n d  g u e s t ”  o r  “a n d  f a m i l y .”

I  c a n n o t  s t r e s s  t h e  i m p o r t a n c e  o f  p r o o fi n g  

y o u r  a d d r e s s e s  o v e r  a n d  o v e r  a g a i n .  I  c l a i m  

n o  r e s p o n s i b i l i t y  f o r  a n y  e r r o r s  a f t e r  r e c e i p t  

o f  y o u r  fi n a l  a d d r e s s e s  a n d  w r i t t e n  a p p r o v a l  

t o  b e g i n  a d d r e s s i n g .  R e s t  a s s u r e d ,  i f  a n  

a d d r e s s i n g  e r r o r  w a s  d o n e  o n  o u r  p a r t ,  w e  

w i l l  r e m e d y  t h e  s i t u a t i o n  a n d  p r o v i d e  a l l  

n e c e s s a r y  c o r r e c t e d  e n v e l o p e s  i m m e d i a t e l y .

O n c e  y o u r  a d d r e s s e s  a r e  fi n a l i z e d ,  p l e a s e  s e n d  y o u r  fi l e  t o  m e  v i a  e m a i l  o r  t h e  fi l e  u p l o a d e r  

o n  y o u r  i n c l u d e d  o n  y o u r  E n v e l o p e  C a l l i g r a p h y  Q u e s t i o n n i a r e  E m i l e e  w i l l  s e n d  t o  y o u .

S U B M I T T I N G  Addresses

P R U D E N T  Proofing

Mr. and Mrs. John Smith 
1234 South Ocean Avenue 

Apartment 4 
San Francisco, California 

94123

Y E S !

M & M John Smith 
1234 S. Ocean Ave, #4 

San Francisco, CA
94123

N O !
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E t i q u e t t e  r u l e s  v a r y  g r e a t l y  w h e n  a d d r e s s i n g  e n v e l o p e s .  B e l o w,  I  o f f e r  y o u  t h e  f o l l o w i n g  s i m p l e  

r u l e s  t o  c o v e r  m o s t  s i t u a t i o n s .  H o w e v e r ,  y o u  m a y  p r e f e r  a  m o r e  c a s u a l  a p p r o a c h  a n d  d e c i d e  o n  y o u r  

o w n  a d d r e s s i n g  r u l e s .  I f  y o u  h a v e  a n y  q u e s t i o n s  o r  c o n c e r n s ,  j u s t  a s k .  

T h e  E m i l y  Po s t  I n s t i t u t e  w e b s i t e  i s  a l s o  a  g r e a t  r e s o u r c e  w i t h  f u r t h e r  e x a m p l e s ,  

s c e n a r i o s ,  a n d  i n f o r m a t i o n .

A D D R E S S I N G  Etiquette 

OUTER ENVELOP E I NNER ENVELOP E I F  ONLY  ONE ENVELOPE

Married couple with 
children under age 13

Mr. and Mrs. Michael Smith

Mr. and Mrs. Michael Smith
(children over 18 may receive their own 
invitation)

Messrs. Andy and Stuart Smith 
Misses Lisa and Mary Smith

(or list each name on sep. line)
Mrs. or Ms. Ann May
Ms. Ann Smith (maiden name restored)

Mrs. John May
Mrs. Lana May (if many years have passed, 
first name may be preferred)

Mr. and Mrs. Smith
Miss Lisa  Smith
Master Andy Smith
(list in birth order only those 
you wish to invite) 

Mr. and Mrs. Smith 
Miss (or Ms.) Lisa Smith 
Mr. Andy Smith

The Messrs. Smith
The Misses Smith
Ms. Smith and Ms. Smith

Mrs. May 
Ms. Smith

Mrs. May

Mr. Steven May, III Mr. Steven May

Mr. and Mrs. Michael Smith 
and Family
or
Mr. and Mrs. Michael Smith
Lisa and Andy
Mr. and Mrs. Smith 
Miss (or Ms.) Lisa Smith 
Mr. Andy Smith

Ms. Lisa Smith 
Ms. Mary Smith 
(list each name on sep. line)

Married couple with 
children over age 13

Brothers or sisters at 
same address

Divorced woman

Widow or separated

The Doctors Smith
Drs. Sherri and Steven Smith
Dr. Sherri Davis and Dr. Steven Smith

The Doctors Smith
Dr. Davis and Dr. Smith

Married couple both 
doctors

Ms. Sherri Davis 
Mr. Steven Smith

Mr. Michael Davis 
Mr. Steven Smith

Ms. Davis
Mr. Smith

Mr. Michael Davis 
Mr. Steven Smith

Two unmarrieds living 
together as a couple or 
roommates

Dr. Sherri Smith and Mr. Steven Smith Dr. Smith and Mr. SmithWife only has title

Ms. Sherri Davis and Mr. Steven Smith Ms. Davis and Mr. SmithWife uses maiden name

Ms. Jaime Smith Ms. Smith and Guest

Judge and Mrs. Smith

Single person and guest

Rear Admiral and Mrs. John SmithMilitary

Pastor/Minister and Mrs. John Smith 
Pastor Jane and Mr. John Smith

The Honorable and Mrs. John Smith

Pastor/Minister

Elected Officials

Uncle John and Aunt AnnMr. and Mrs. John SmithRelatives

Jr., II, III
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Scope O F  W O R K

D o n ’ t  f o r g e t  E m i l e e  a l s o  p r o v i d e s  o t h e r  h a n d - l e t t e r i n g  a n d  c a l l i g r a p h y  s e r v i c e s .

C HA LK BOARDS  / /  ACRYL IC  S IGNS  //  WOOD S IGNS  //  M IRROR S IGNAGE //  CANVAS ART  

WATERCOLOR ARTWORK //  NURSERY ARTWORK //  HOME DECOR 

LOGO D ES IGN &  BRANDING / /  THANK YOU NOTES  //  INV ITAT IONS  //  SAVE  THE  DATES  

MENUS  / /  P ROGRAMS P L ACE  CARDS  //  ESCORT  CARDS  //  SEAT ING CHARTS  //  

C A LL IGRAP HY ENVEL OP E  ADDRESS ING //  HAND-LETTERED ORNAMENTS  &  PUMPKINS

BAS IC  CAL L IGRAPHY //  INTERMEDIATE  CALL IGRAPHY 

BAS IC  WATERCOLOR &  BRUSH LETTER ING

FAUX- L IGRAP HY &  HAND-LETTER ING //  BOTANICAL  DRAWING

Workshops &  G R O U P  C L A S S E S
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Pe r f e c t  f o r  s m a l l  g r o u p  e n t e r t a i n m e n t  g a t h e r i n g s  a n d  p r i v a t e  p a r t i e s !



L E T ’ S  B E  F R I E N D S

w w w . e m i l i m e d e s i g n s . c o m

i n s t a g r a m . c o m / e m i l i m e d e s i g n s

f a c e b o o k . c o m / e m i l i m e d e s i g n s

e j s t u c k y @ g m a i l . c o m

3 1 6 . 8 4 2 . 9 8 0 7
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mailto:ejstucky@gmail.com

™


