
A standard C4 envelope measures 324mm x 229mm.
This is designed to fit unfolded A4 paper. 

Postal cost: (Weight up to 100g - 16 sheets)

National:                2.10
Europe:                  3.50
Rest of the World:   5.00

A standard Size 10 padded envelope measures 340mm x 435mm.
This is designed to fit unfolded A4 paper. 

Postal cost: (No weight limit)

Choose your envelope wisely...

Before posting your letter please check if recipient has DX number!

These are the costs of postage for different envelopes. 

DL
Private and confidential
Mr Joe Soap
Title
Company Name
Any Street
City
County
DX 00

00 Month 2020

Our ref:

Your ref:

Re: Type subject here

Dear Mr Soap,

Delete type where appropriate, insert individual details, type letter here in Arial, 11pt,
justified left and right. Rename and “Save As” to your own directory.

Insert five (5) returns between “yours sincerely” and senders name/title. Use Arial,11pt,
bold for senders name and title.

Under no circumstances is “Yours sincerely” to be the first line of a subsequent page, if
the main text of the letter finishes at the end of a page the last paragraph should move
on to the next page along with “Yours sincerely”.

Yours sincerely,

Mary Soap
Title

A4 Paper
(folded in thirds)

Compliment Slip

DL Envelope

C5
Private and confidential
Mr Joe Soap
Title
Company Name
Any Street
City
County
DX 00

00 Month 2020

Our ref:

Your ref:

Re: Type subject here

Dear Mr Soap,

Delete type where appropriate, insert individual details, type letter here in Arial, 11pt,
justified left and right. Rename and “Save As” to your own directory.

Insert five (5) returns between “yours sincerely” and senders name/title. Use Arial,11pt,
bold for senders name and title.

Under no circumstances is “Yours sincerely” to be the first line of a subsequent page, if
the main text of the letter finishes at the end of a page the last paragraph should move
on to the next page along with “Yours sincerely”.

Yours sincerely,

Mary Soap
Title

A4 Paper
(folded in half)

A5 Paper

C5 Envelope

C4
Private and confidential
Mr Joe Soap
Title
Company Name
Any Street
City
County
DX 00

00 Month 2020

Our ref:

Your ref:

Re: Type subject here

Dear Mr Soap,

Delete type where appropriate, insert individual details, type letter here in Arial, 11pt,
justified left and right. Rename and “Save As” to your own directory.

Insert five (5) returns between “yours sincerely” and senders name/title. Use Arial,11pt,
bold for senders name and title.

Under no circumstances is “Yours sincerely” to be the first line of a subsequent page, if
the main text of the letter finishes at the end of a page the last paragraph should move
on to the next page along with “Yours sincerely”.

Yours sincerely,

Mary Soap
Title

A4 Paper

C4 Envelope

Size
10

Padded
Envelope

Private and confidential
Mr Joe Soap
Title
Company Name
Any Street
City
County
DX 00

00 Month 2020

Our ref:

Your ref:

Re: Type subject here

Dear Mr Soap,

Delete type where appropriate, insert individual details, type letter here in Arial, 11pt,
justified left and right. Rename and “Save As” to your own directory.

Insert five (5) returns between “yours sincerely” and senders name/title. Use Arial,11pt,
bold for senders name and title.

Under no circumstances is “Yours sincerely” to be the first line of a subsequent page, if
the main text of the letter finishes at the end of a page the last paragraph should move
on to the next page along with “Yours sincerely”.

Yours sincerely,

Mary Soap
Title

A4 Paper

! The postage cost of A4 envelope 
is 2x more expensive than DL or C5.

A standard DL envelope measures 110mm x 220mm.
This is what most people consider a "letter envelope" and
fits A4 paper folded into thirds. 

Postal cost: (Weight up to 100g - preferable 8 sheets)

National:   1.25
International:   2.20

A standard C5 envelope measures 162mm x 229mm.
This is designed to fit A4 paper folded in half, or 
A5 paper unfolded. 

Postal cost: (Weight up to 100g - 16 sheets)

National:   1.25
International:   2.20

Updated on March 2022.

National:                  3.80
Europe:                    8.00
Rest of the World:   11.00

 


