&2 ENVELOPE ADDRESSING GUIDE & TEMPLATES

How to address names and titles

Recipients Everyday

One adult Priya Shah

Married couple Priya and Daniel Shah
Different surnames Priya Shah and Daniel Ortiz
Family The Shah Family

Doctor Dr. Emily Chen

Two doctors Drs. Emily and Mark Chen
Judge Judge Ana Ruiz

Military officer Capt. Alex Kim

Follow the recipient’s preference where known.

Notes
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Formal

Ms. Priya Shah

Mr. and Mrs. Daniel Shah / Mr. Daniel and
Mrs. Priya Shah

Ms. Priya Shah and Mr. Daniel Ortiz
Mr. and Mrs. Shah and family

Dr. Emily Chen

The Doctors Chen

The Honorable Ana Ruiz

Captain Alex Kim, U.S. Army



