
How to address an envelope
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Address of Recipient
This is where you write the name of the individual or company receiving the letter. 

Address of Sender 
This is where you write your name and address. This ensures the letter will be returned to you should the address 
of the recipient be incorrect. 

Stamp
You must purchase a stamp to send your letter. You place the stamp here prior to sending in the mail. Stamps can 
be purchased at a number of locations including the post office, convenience stores or online.
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John Doe
123 Main Street
Washington, D.C. 20001

Church World Service/IRP 
P.O. Box 645280
Cincinnati, OH 45264

Sample envelope with CWS address


