
Mailing and Assembling Invitations

Mailing Invitations: As a general rule of thumb,  invitations should be mailed six to eight weeks
before the event date.  However, if the event date falls on a long weekend (Labor Day weekend, for exam-
ple), they should be mailed eight weeks before the event date since people tend to make their holiday
vacation plans far in advance.  You might even consider sending “save-the-date” cards.  Before applying
stamps, one completely assembled invitation should be inspected and weighed by the post office to
determine the correct amount of postage.

Assembling the invitation ensemble: The diagrams below illustrate the proper assem-
bly of an invitation ensemble.  When inserting a foldover invitation into an envelope, the fold goes into the
envelope first.  The insertion order is as follows: Invitation, reception card and respond set. The respond
card should be placed face up on top of the respond envelope which is face down, with its flap overlap-
ping the respond card (see diagram 3).  Accessories are never inserted inside a foldover invitation. Inner
envelopes are inserted into outer envelopes so that when opening the outer envelope, the inner envelope
immediately shows the guests’ names (see diagram 4).

Diagram 4:  The proper insertion of an
inner envelope into an outer envelope

(when double envelopes are preferred).

Diagram 3:  The proper placement
of a respond set into an envelope.

Diagram 1:  The proper insertion of 
a foldover card into an envelope.

Diagram 2:  The proper insertion
of a foldover card and

accessories into an envelope.
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CHECKERBOARD LTD.

216 West Boylston Street • West Boylston, Massachusetts 01583
Telephone 800-735-2475  •  Facsimile 508-835-4355

http://www.checkernet.com/


