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Introduction

Postcards have long been a simple yet powerful way to share a moment, a thought, or a greeting with someone far

away. Whether you’re sending a quick note from a sunny beach, a heartfelt message to a loved one, or a business

promotion to potential clients, knowing how to fill out a postcard correctly can make all the difference. In this

comprehensive guide, we’ll walk through every detail—from the basic layout and address placement to creative

writing tips and postal etiquette—so you can confidently compose and send postcards that leave a lasting

impression.

Understanding the Postcard Format

The Front Side: Visual Appeal

The front of a postcard is its visual centerpiece. It usually contains a photograph, illustration, or graphic that

captures the essence of the message you want to convey. While the image is important, it’s equally crucial that the

front remains uncluttered so the recipient’s attention is drawn to the key elements.

The Back Side: Where the Message Lives

The back side is divided into three main sections:

•  Address Block – The recipient’s address and return address.

•  Message Area – A space for your personal note.

•  Stamp Placement – A small square where the postage stamp goes.

Each section has specific formatting rules that vary slightly by country. In the United States, for instance, the

address block is typically left �aligned, while the message area sits below it. Knowing these conventions helps avoid

delays or misdelivery.

Size and Orientation

Standard postcards in the U.S. are 4.25 × 6.5 inches, but sizes can differ internationally. Orientation (portrait vs.

landscape) should match the image on the front for visual harmony. Always check the postal service’s guidelines for

your region before printing.

Step �by �Step Guide: How to Fill Out a Postcard

1. Gather Your Materials

1.  Postcard – Printed or hand �crafted.

2.  Pen or marker – Preferably a blue or black ballpoint for clarity.

3.  Stamp – Ensure it’s the correct denomination for the destination.

4.  Envelope (optional) – For added security, especially if the postcard is fragile.

2. Address the Recipient

Write the recipient’s address in the top right corner of the back side. Follow these guidelines:

•  Use the full legal name if known.



•  Include street address or P.O. Box.

•  Write the city, state (or province), and ZIP/postal code on separate lines.

•  Place the address block left �justified to the top of the card.

3. Add Your Return Address

Position your return address in the top left corner, directly above or beside the recipient’s address. This is essential

if the postcard is undeliverable; it ensures it can be returned to you.

4. Position the Stamp

Place the stamp in the bottom right corner, slightly above the edge. In the U.S., the stamp must be in the lower right

corner; other countries may have different requirements.

5. Compose Your Message

The message area is where your creativity shines. Keep these tips in mind:

•  Length – Postcards allow for a brief note, typically 2–4 sentences.

•  Tone – Match the occasion: casual for friends, formal for business.

•  Clarity – Use short sentences and avoid complex jargon.

•  Personal Touch – Mention a shared memory or a unique detail.

Example:

“Hey Maya! The sunset here is breathtaking—just like we imagined. Can’t wait to show you the photo when I get

back. Sending sunshine and smiles!”

6. Review and Proofread

Before sealing, double �check for spelling errors, address accuracy, and stamp placement. A single mistake can

cause delays or misdelivery.

7. (Optional) Use an Envelope

For added protection, slip the postcard into a clear, plastic envelope. This is especially useful when traveling or

when the postcard contains delicate items.

Tips for a Polished Postcard

Choose the Right Writing Instrument

Use a fine �point pen or marker that dries quickly to avoid smudging. Avoid fountain pens or gel pens that might

bleed through the cardstock.

Maintain Legibility

Write in a clear, consistent handwriting or type the message if you’re printing. Avoid overly decorative fonts that can

be hard to read.

Consider Color Coding

Use a color that contrasts with the background but remains easy to read. For example, dark blue on a light

background often looks professional and clean.

Keep the Design Balanced

Leave enough white space so the postcard doesn’t feel cramped. A balanced layout ensures the recipient’s eyes

naturally move from the image to the address to the message.



Use Postcard Templates

Many online services offer customizable postcard templates that automatically format the address block and stamp

area. These templates can save time and reduce errors.

Common Mistakes to Avoid

•  Incorrect Stamp Value – Check the current postal rates; underpayment leads to return.

•  Misaligned Address – The USPS requires the address block to be left �aligned and the stamp in the lower right 

corner.

•  Using the Wrong Language – If mailing internationally, consider using the local language or at least the 

English version of the address.

•  Leaving the Postcard Unsealed – Without an envelope, postcards can be damaged during transit.

•  Overcrowding the Message – Too much text can overwhelm the reader and reduce the postcard’s impact.

Postcard Etiquette and Cultural Nuances

While postcards are universally appreciated, certain cultures have specific expectations regarding content and

presentation.

United States

Postcards are often informal and friendly. Including a small joke or a personal anecdote works well.

United Kingdom

British recipients may appreciate a slightly more formal tone, especially for business postcards. Avoid overly casual

slang.

Japan

Japanese postal rules require the recipient’s name in the family name first format, followed by the given name. The

address should be written in Japanese characters if possible.

Australia

Australian postcards often use the Australia Poststamp in the lower right corner, similar to the U.S. The message

area is typically left �aligned.

General Tips

•  Always include a return address.

•  Use polite greetings and closings.

•  Respect local customs—avoid controversial or sensitive topics if you’re uncertain.

Digital Alternatives and Modern Twists

While traditional postcards remain popular, digital versions offer new opportunities for creativity and interactivity.

ePostcards

Many postal services now provide electronic postcards that can be sent via email or social media. They preserve

the postcard aesthetic while reducing paper waste.

QR Code Integration

Embed a QR code on the front or back that links to a photo gallery, video, or website. This adds a modern twist



while keeping the postcard’s tactile charm.

Custom Printing Services

Online platforms like Vistaprint, Canva, and Moo allow you to upload your own images and text, then print and ship

postcards worldwide. These services often provide templates that automatically format addresses and stamps.

Frequently Asked Questions

1. How much postage do I need for a postcard?

In the U.S., a standard postcard requires a first �class stamp(currently $0.63). International rates vary by

destination.

2. Can I use a regular stamp on a postcard?

Yes, as long as the stamp’s denomination covers the postage cost. The stamp should be placed in the lower right

corner.

3. Is it okay to write a postcard in a different language?

Yes, but include the address in the destination country’s language to ensure proper routing.

4. What happens if I forget the return address?

The postal service may return the postcard to the sender or hold it for pickup. It’s best to always include a return

address.

5. Can I send a postcard with a handwritten note and a printed image?

Absolutely! Many people combine a printed photo with a handwritten message to add a personal touch.

Conclusion

Filling out a postcard is a deceptively simple task that, when done thoughtfully, can convey warmth,

professionalism, or creativity in a single, tangible package. By mastering the layout, respecting postal rules, and

adding a personal flair to your message, you’ll ensure your postcards reach their destination promptly and leave a

memorable impression. Whether you’re sending a quick hello from a vacation spot or a marketing note to a client,

the steps outlined above will guide you every time you pick up a pen and a postcard.
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