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ATC ENVELOPE TEMPLATE
© 2009, TangleCrafts - www.tanglecrafts.co.uk
For personal use only - please don't copy, sell, or otherwise distribute/profit from this template.  

Print directly onto A4 paper then follow folding directions on page 4



MINI ENVELOPE TEMPLATE
© 2009, TangleCrafts - www.tanglecrafts.co.uk
For personal use only - please don't copy, sell, or otherwise distribute/profit from this template.  

Print directly onto A4 paper then follow folding directions on page 4.
Templates for 2 envelopes below.
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Some useful info, before you
begin
Unfortunately, UK and US 
standard paper sizes are slightly 
different.  Standard UK copier 
paper, A4, measures 210 x 
297mm.  Standard US paper is 
marginally wider but shorter, at 
216 x 279mm.  Being in the UK, 
my samples are worked from A4 
paper, which means that if you 
are in the US, you will get slightly 
different end sizes from mine.  
Trial and error is the best way, if 
you need a particular sized 
envelope.  Increase or decrease 
measurements by 0.5cm or 1cm 
to vary results by small amounts.

Folding and creasing
If you don't feel that your creases 
are sharp enough, but you don't 
own a bone folder, use the edge 
of a credit card or store card, 
instead!

Go to next page 
and make your 
envelope, then 
come back here for 
additional tips!

Are you square?
This folded envelope is worked 
from a square piece of paper.  
However, if you have rectangular 
paper to hand and you can't be 
bothered to cut it, just fold the 
excess paper over and ignore it.  
I actually found the extra 
thickness helped make the 
fastening more secure (begin 
with the folded down side in the 
top right, for best results).

If you don't want to trim or fold 
down a rectangular sheet of 
paper, use origami or scrapbook 
papers, instead.

But what size paper...?
For an ATC sized envelope, you 
will need an 18cm or 18.5cm 
square.

If you begin with an A5 sheet, 
your envelope will be smaller.

If you begin with an A4-sized 
sheet, your envelope will be 
approx. A7 sized.

You can make this envelope out 
of any sized paper you like.  You 
only need to worry about 
measurements if you want a 
particular sized envelope as a 
result.

Extra pockets!
● Use the v-shaped pocket as an 
extra ATC or note holder.
● There is a gap all along the 
bottom edge of your envelope, 
between the actual envelope 
pocket, and the folded-over, 
tucked together corners.  Seal this 
gap with a strip of double-sided 
tape, or line of paper glue.  This 
will eliminate need for further 
reinforcement of the corner-folded 
join.  It will also add an extra 
inner pocket to your envelope!
● N.B.  As you can tell, I'm not an 
origami purist!  No extra glue or 
reinforcement allowed, if you 
want to stick with tradition...

The weak link
If you don't feel that the 
interlocked flaps across the front 
(/back) envelope hold together 
securely enough:
● When you tuck one flap into the 
other, use a dab of glue, or 
double-sided tape to hold it 
firmly in place.
● The 2 corners folded inwards 
actually make a v-shaped pocket. 
 Cut a piece of card to the width 
of the envelope and the height 
from bottom edge to the lowest 
point of the v-shape.  Insert into 
the v-shaped pocket.  This will 
reinforce the join without need for 
glue.

How to  
fold an  
envelope 
in 6 easy steps 
by Su Mwamba 
Instructions,photos &     
 templates © 2009 
Su Mwamba,         
TangleCrafts

I used printed 
giftwrap for my 
envelope, but you 
can use anything, 
from standard printer 
paper to the page of 
a magazine or an 
exercise book.  
This envelope is 
sized to fit an ATC, 
but can just as easily 
be used for gift 
cards, invitations, 
seeds, buttons, 
whatever you like! 

This PDF freebie is 
copyright to TangleCrafts, 
so please don't copy, 
sell, or otherwise 
distribute/profit from 
these instructions.  Feel 
free to link back directly 
to this page/website, 
though - and of course, 
you have every right to 
sell the envelopes you 
make!  



1.  Print template onto paper 
(print on reverse, if one-sided, 
and you want the print/colour on 
the outside of envelope).  
Or just position blank square of 
paper, as shown.

2.  Fold bottom half upwards, so 
that the lower point aligns with 
the upper point, creasing along 
central black dotted line.

3.  You won't currently be able to 
see any printed markings.  
Fold the top layer down again, 
so that the point meets the 
bottom edge, & you will re-
discover the blue dotted line.

4.  Fold the lower right corner 
inwards, creasing along the red 
dotted line (only a small amount 
of this will be visible).

5.  Fold the lower leftt corner 
inwards, creasing along the red 
dotted line.  
The folds made in steps 4 & 5 
will overlap.  
Tuck the point of one folded 
corner inside the other.

6.  Fold top flap down, creasing 
along light grey dotted line.  
That's it!  
Seal with a dab of glue or a 
sticker.  
Don't waste your paper offcuts – 
make a mini envelope family!

How to  
fold an  
envelope 
in 6 easy steps 
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I used printed 
giftwrap for my 
envelope, but you 
can use anything, 
from standard printer 
paper to the page of 
a magazine or an 
exercise book.  
This envelope is 
sized to fit an ATC, 
but can just as easily 
be used for gift 
cards, invitations, 
seeds, buttons, 
whatever you like! 

This PDF freebie is 
copyright to TangleCrafts, 
so please don't copy, 
sell, or otherwise 
distribute/profit from 
these instructions.  Feel 
free to link back directly 
to this page/website, 
though - and of course, 
you have every right to 
sell the envelopes you 
make!  
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