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UNITED STATES 
FRANZ P. SCHNEIDER, OF CHICAGO, ILLIN 

1827,375 
i 

PATENT OFFICE 
OIs, AssIGNOR TO TRANSO ENVELOPE COMé: 

... PANY, OF. CHICAGO, ILLINOIS, A CORPORATION OF DELAWARE 
GUIDE CARD 

Application filed June 9, 1928. Serial No. 284,057. 
The present invention relates more par 

ticularly to a guide. card for indicating the 
r proper position for address, place to fold 
and/or for arranging printed or analogous 

E 5: matter on forms and letters that are to be 
"placed and mailed in window: envelopes. 

The use of window, envelopes has grown 
into such an extent they are now used exclu 
isively in many of the largest industries and 

10, a great many different sizes are used. ... In the 
use of these window envelopes the Post Office 
Department has issued instructions to the 

is effect that they object to matter other than 
the address showing through the window. 

* That is, in the interest of efficiency and to 
is avoid confusion and mistake, the Post Office 
... Department has ruled that nothing shall be 
ivisible through the window of the window 
envelope except the name of the addressee, 

20 the address, which may include the street 
address or post office box and city and State. 
To comply with this post office ruling care 

must be exercised in applying the address to, 
or folding, the letter or other form that it '' will be rightly placed when the sheet or form 
is folded to exhibit through the window only 

...the address. Where a user utilizes a large 
quantity of window envelopes of different 
sizes it will be appreciated that a greatamount of skill and concentration is required in order 
that the address will be properly placed on 
the sheet or form for each of the different 
sizes of window envelopes, and that such 

as form will be folded at the proper place. 
' 'I have given considerable thought to the 

problem of devising a means whereby the 
sprinted or analogous matter on forms to be 
placed in window envelopes can be accurately 
arranged on the form so that only the desired printed matter will be visible through the 
window, which device will be applicable to 
the arranging of this printed matter cor 
irectly for all of the different sizes of window 
envelopes, or at least those sizes, most fre quently used, which means could also be 
utilized to indicate the proper place to fold. 
As a result I have devised a guide card for 

indicating the proper and exact position for 
the address, the proper place to fold and/or for arranging said printed or analogous mat 

f. 

?ter correctly and accurately, regardless of the 
is size of the envelope in which it is to be placed. . . 

The utility of the invention as well as ob 
jects and advantages will behereinafter made 

In the drawings, Fig.1 is a plan view of , 
"t the guide card of the presentinvention. 
; Fig.2 is a cross sectional view taken on-line 
st 2-2 of Fig. 1. . . . . . . . . . . . . . . Fig 3 flustrates the application of the oo 

... guide card to a form to be placed in an en 
velope of a predetermined size. . . . . . 

Fig. 4 is a plan view of a letterhead illus 
...trating a series of dots placed thereonto in 
- 'dicate proper position for the address while G5 
the guide card was being applied to the sheet 
illustrated in Fig. 3. . . . . . 

Fig. 5 illustrates a blank form showing in 
Elton form the opposite ends of the win 
COW. . . . . . . : . . . . . . . . . . 

Fig 6 is a plan view of a window envelope 
with the address printed on the form visible 
Agh the window, and no other data being 
Referring more in detail to the drawings, I to designates a relatively stiff cardblank-taking 

if the form generally of a rectangle having the 
sides 2, 3, 4 and 5. Adjacent the upper edge 
2 and opening toward-the edge: 5the card 

::maybe provided with a series of spaced right:80 
is angle notches forming edges 6, 7, 8 and 9 
parallel with the upper edge 2. Below each 
of the edges 6, 7, 8, and 9:-the cards carries identifying data to with an arrow indicating 

is the size for which any of the edges 2,6,7,885 
1 and 9 may be used. The lower-edge 4-is-also 

a provided with an inwardly cut away right 
angle notch opening to the edge 5 forming an 

s: edge 11 parallel with the edge 4. . . . . . . . . 
Intermediate its edges the card may be 90 

provided with one or more cut outs.12 which 
s may be curved on their outer edges to simu 
late inform the curved semi-rounded ends of is a window in a window envelope. Adjacent 
the inner edges of the cut outs 12 the card may 95 

a have imposed on its surface spaced shortlines 
13. . . . . . . . . . . . . . . . . . . . . . 
In the utilization of the guide card, first de 

: cide what size envelope it is desired to use. 
... The guide is then placed in the upper left 100 
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corner of the form so that the notch indicated 
by the size of envelope desired is flush with 
the top of the form, while at the same time 
the left edge 5 of the guide is flush with the 

is left edge of the form. Then a pencil may be 
drawn lightly around the curves of cut outs 
12 to form curved outlines 16 and along the 
bottom edge of the guide that is indicated by 
the size of envelope desired, that is, if enve 

0 lopes of size 9 and 10 for instance; are used, 
a line 14 can be drawn with the edge 4 as a 
guide, whereas, if envelopes of a size 6A, 634. 
7, 7A, and 8 are used, the line 14 can be drawn 
with the edge 11 as a guide, the lines 14, in 

ls either case being the line of fold of the form 
st suitable for the respective groups of the sizes 
of envelopes. The shortlines. 13 indicate the 

... proper position for the address, there being 
three-spaced dashes shown, the top one being 

a 20 for the name of the addressee, the middle one 
is being for the street address, post office box or 
otherinformation, while the lower line is for 

tithe designation of the city, and State. In 
place of outlining the cut outs 12, if the form 

2.is being arranged for a typewriter, three 
s: Small dots, 13 may be printed on the for na; in 
the exact position indicated by the lines 13. 
The use of the device should be apparent 
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blank sheet of the same size as the sheet O 
which the letterhead is to be printed is taken 
and the guide card placed thereon, as illus 
trated in Fig. 3, first having predetermined 
the size of the envelope in which the sheet is to 
be placed. With a pencil or the like, the ends 
of the window, as indicated by the cut outs 
12 is marked on the blank sheet, as illustrated 
in Fig. 5 at 16. The printer in arranging the 
letterhead takes this form and arranges all 
of the matter going into the heading in such 
a manner that it does not conflict in any way 
and comes outside of the area defined by the 
curved window.simulating marks 16. After 
he has once arranged his data on the sheet so 

...that it will not conflict and his form is set up, 
the letterheads: can be printed and at no time 

: will there...be any portion of the letterhead ex 
: posed through the window. 15. 

'Where a machine is used which simultane 8 
ously, prints the addressee's name, street ad 

it dress and city, it may be necessary only to use 
- the guide: card on the first form, after which 
the machine, by manipulation; may be: ar 

i ranged so that the printing is done in exactlygie 
s: the right places. . . 

i. While I have illustrated the guide card as 
provided with two spaced notches 12 simu 

from the foregoing description and the illus-lating the opposite curved ends of a window 
80;tration in the drawings... Assume, for ex-envelope, it is to be understood that the cut is 

ample; that it is desired to typewrite the outs 12 might be continued inwardly until 
name, sheet address and city and State on the they meet, or, in other words, the card may 

: letterhead shown in Fig. 4. ' Assume further be entirely cut out to present a cut out of the 
that it is, desired to place this letter in size exact size and contour of the window 15. 

8, 10 envelope. The guide is placed in the up- It is to be also understood that while I have Sl 
spec left corner of the letterhead with the edge illustrated the upper, edge of the card as pro 
2 flush with the upper edge of the letterhead vided with four notches and the lower edge 
and the edge 5 flush with the left handside with one notch, and also while I have illus 
edge of the letterhead, as illustrated in Fig. 3...trated the sizes most used, that the guide card 

30 Dots 13% are then made, for; instance; by a of the present invention is universal in its: 
pencil opposite: the lines; 13 in the space al- is use from the Smallest size of window envelope 
lowed by the cut outs 12, and a short dash, used to the largest. The upper edge 2 may 
, or dot made along the edge 4, after which 

: the form is removed. The letterhead is then 
4.inserted in the typewriter. and the address 

l, placed in the proper position indicated by 
: the dots: 13. Upon removal from the type 
: Writer the letterhead is folded along the line. 
14, the balance of the letter being folded in 
such a manner so that, when it is placed in 

... the envelope illustrated in: Fig. 6, only the is 
address correpsonding to the dots 13 will be. 
visible through the window:15. 

If the letter is, to be placed in an envolpe 
of a different size...as heretofore described, 

‘the guide is placed in the upper left conner 
so that the notch or edge indicated by the 

is size of envelope desired is flush with the top . 
of the form and the left, edge 5 of the guide. 
is flush with the left edge of the form. 
The guides card of the present-invention is 

be provided with any number of notches and 
corresponding data 10, and the same- is true 
with the lower, edge. 

I claim as my invention: ... ' 
1. A guide card for the purpose described, 

comprising...a flat substantially rectangular 
blank having one corner, cut away to form a 
Series of right angular steps, whose alternate : 
edges are parallel to the adjacent side edges 
of the card respectively, and having a cutout 

... within the body, of the card for indicating 
the position of a window to be placed on a 
window, envelope, the position of the cutout 
With respect to the right, angular steps. On 
one, corner being similar to and defining the 
position of the window relative to the edge of 
the envelope. - - 

2. A guide card for the purpose described 
comprising a flat substantially rectangular 

also of utility in the printing of letterheads... blank having one-corner, cut away, to form a 
- In order that the letterheads (such as illus-, 
trated at 1 in Fig. 4) may be so placed on ar. 
form that it will not run into the address, a . 

series of right angular steps whose alternate 
edges are parallel to, the adjacent side edges 
of the card respectively, and having a cutout 



as: 1,827,875 
within the body of the card for indicating the 
position of a window to be placed on a win 
dow envelope, the position of the cutout with 
respect to the right angular steps on one cor 
ner being similar to and defining the position 
of the window relative to the edge of the 
envelope, there being a mark carried by said 
card adjacent said cutout for indicating the 
correct position for printed matter. 

to In testimony whereof. I affix my signature. 
FRANZ P. SCHNEIDER. 
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