
LETTER PLATES

These instructions refer to push in sprung letter plates with 2 bolt fixings, not lift up gravity flaps or 
plates with more than 2 bolts.

Unless you are lucky enough to find an exact match for your existing letter plate, you will have to 
undertake some joinery work to fit a new one. This is one of the more tricky processes you are 
likely to encounter when fitting any pieces of ironmongery. If you are not confident in carrying out 
joinery work, you should get a professional to fit it for you.

If you are replacing an existing plate there are a couple of things to consider:-
1. you can only replace it with a plate of the same size or larger. You cannot downsize your letter 
plate.
2. if you want a larger letter plate, you must choose one which has an aperture width greater than 
the distance between the existing bolt centres.

1. The easiest way to start is by creating a template:
Turn the new letter plate upside down and draw 2 rectangles. One around the outside of the plate 
and one around the flap and spring mechanism. You should also mark the position of the 2 bolt 
sockets. The template should look something like this:-

* Note that the inside rectangle is offset to the top to accommodate the spring mechanism.

It is important that this template is as accurate as possible so that the plate will sit square 
on the door and the flap can open freely.

Cut out the template around the edge of the outside rectangle so it matches up with the plate. 
Check that the template matches the underside of the letter plate. If it does not, start again.

2. Copy the template onto the surface of the door with a pencil and check that the edges are 
square with a spirit level. The easiest way is to mark the corners and join them up with a ruler. The 
external rectangle is very important. You must carry out all drilling and cutting within this 
boundary.

3. Drill 4 x 6mm holes at the corners of the inside rectangle. Be careful that you do not drill outside 
the lines of the external rectangle. If the top 2 holes seem close to the top edge, drill a little bit 
down from it.

4. Now you need to join up these 4 holes by sawing between them. The easiest way to do this is 
with a jigsaw. You may need to widen the holes slightly to get the jigsaw blade in. Again, it is very 
important to take care to not stray outside the external rectangle when doing this as any cuts would 
show around the plate after it is fitted.
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5. If all has gone to plan, you should now have a rectangular hole in the door. Hold the letter plate 
against this and push the flap in - it should move freely but without too much room to spare. Again 
check that the rectangular aperture is square - you can still correct mistakes now but will not be 
able to after drilling the bolt holes.

6. Where you have marked the bolt socket positions, drill 2 x 6mm holes straight throught the door. 
It is important that you drill through the centre of these and not the inside or outside edge. Again, 
you should double check the distance between the bolt centres on the letter plate matches your 
markings on the door.

7. The hard work should now be done. Fix the plate to the door by inserting the bolts into the 
sockets on it's underside and tighten them up. If the bolts feel a little strained when you slide them 
in to the two holes, you can widen the holes slightly but by no more than 1mm.

8. To tidy the appearance of the inside of the door, it is sensible to fit an inner flap.

The processes above may seem simple on paper but they demand accuracy. If you are unsure of 
your abilities to create an accurate template and to drill and jigsaw precisely, you should contact a 
joiner or carpenter to do the work for you.

We cannot be held liable for any damage done to doors or personal injury as a result of reading 
this article. 


