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ENVELOPE ETIQUETTE 
 

Some basic information on how to create your list: 
 

The most formal and traditional manner in which to address a wedding invitation envelope is the use 
of black ink.  Of course, if you prefer colored ink,  

we do offer that option. 
 
 

The use of outer and inner envelopes leaves little room for interpretation and eliminates confusion as 
to who is invited.  The outer envelopes are addressed to the head of the household while the inner 
envelopes are addressed to the head of the household and any other members of the family who are 
invited.  

 
Outer envelope: 

Mr. and Mrs. John Smith 
Address 1 
City, State 

Zip 
 

Inner envelope: 
Mr. and Mrs. John Smith 

David and Rachel 
 
 
 

If you do not plan on using inner envelopes, the use of “and Family” on the outer envelope is 
strongly discouraged.  It is suggested to indicate the children’s names on the line below the head of 

the household. 
 

Mr. and Mrs. John Smith 
David and Rachel Smith 

Address 1 
City, State 

Zip 
 

If you would prefer to use “and Family,” please note this  
and we will follow your instructions. 
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Please note that the use of the word “and” between two adults implies marriage.  For unmarried 
couples living together, the proper way to address the envelope is: 

 
Mr. John Smith 
Ms. Jane Doe 

Address 1 
City, State 

Zip 
 
 

For married couples with different last names: 
 

Mr. John Smith 
Ms. Jane Doe 

Address 1 
City, State 

Zip 
 
 

For married couples and one is a doctor: 
 

Dr. and Mrs. John Smith 
OR 

Dr. Jane Smith or Mr. John Smith 
 
 

For married couples who are both doctors: 
 

Drs. John and Jane Smith 
OR 

Drs. Smith 
OR 

The Doctors Smith 
 
 

For single women: 
 

Miss Jane Smith 
OR 

Ms. Jane Smith 
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For a woman who is a widow: 
 

Mrs. John Smith 
 
 

In the case of judges, clergy, political figures, and those in the military, please use their full title when 
possible.  However, abbreviations are acceptable when titles tend to get very long. 

 
When inviting a single man or woman and allowing them to bring their own guest, the outer envelope 
should not say “and Guest.”  This should be lettered on the inside envelope.  If no inside envelope is 
used, try to get the name of the guest to be lettered on the outer envelope.  If this cannot be done and 

you prefer to have “and Guest” lettered on the outer envelope, please note this and we will follow 
your instructions. 

 
 
 

For additional questions, please do not hesitate to contact me directly.  
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