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Chapter 1 

 
General Operation 

 
The Letter Opener model 3015 is a high-speed cutting letter opener, capable of opening up to 400 

envelopes per minute depending on the length and thickness of the envelope. The Letter Opener model 

3015 opens envelopes one at a time by cutting through one side of the envelope with out cutting through 

the whole envelope. The envelopes are separated by a separation wheel, which is placed under the track 

cover. After separation and cutting the envelopes are stacked into the receiving tray, which is placed at 

the end of the letter opener. The letter opener can be feed continuously with stacks of envelopes, 

whiteout having to stop the machine. 

 

Getting Started 

 
After you unpack the letter opener you need to get the machine situated. Inside the box you will find the 

feeder ramp, receiving tray, and power cord. The letter open is placed on an even and level surface. The 

receiving tray is placed approximately 5 inches (130mm) from the letter opener to ensure that the large 

envelopes have enough space to fall into the tray without problems. The envelope feeder ramp is placed 

in a position, which allow the envelopes to feed smoothly. 
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Chapter 2 
 

Operator’s Area 
 

Before starting your model 3015-letter opener, make sure that there are no obstructions in the feed area. 

 

Start / Stop 

 
Plug in the power cord. Turn the power button to the on position  

( I ). To turn to the off position press the power button to ( 0 ). 

 

Cutting an Envelope 

 
The factory setting of the cutting blade should be satisfactory but the cut on an envelope can be adjusted. 

We also recommend that you test the cut after adjustment using only a few envelopes. It is also 

recommended that the cut be as small as possible to protect the contents of the envelopes. 

 

Adjusting the Cut 

 
If the cut is unsatisfactory it can be adjusted.  

This is for testing only. This is the only time you can leave the power on when not using the 

machine to open envelopes. 

 

1. To adjust the knife you need to remove the track cover by pulling      

    up on both sides. This will deactivate the micro-switch and the        

    machine will stop running. 

2. You will need to activate the micro-switch by using a screwdriver   

    or allen key. You do this by depressing the micro-switch in the left    

    hole which the track cover go into. 

4. You will need a 4 mm Allen key. Loosen the screw in the ball     

    Bearing right above the cutting knife. After it has been loosened  

    use your fingers to turn the star nut in front of the ball bearing. 

    DO NOT DO IT SO TIGHT SO THAT THE KNIFE MOVES THE BEARING.  

    THIS WILL DAMAGE THE KNIFE. 

5. Test one envelope. Check to see that the knife only cut on side of  

    the envelope. If it cut completely through the envelope the knife  

    is too tight. 

6. After the knife is set make sure that the Allen screw has been re-tightened.  

    Remove your screwdriver from the micro-switch and replace the track cover. 

7. You can now operate the machine. 
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Envelope Feeding 

 
Prepare your envelopes before opening. You get the best result by turning the envelope flaps (closed 

side) up and out. Take the envelopes and tap them against a table to align the long edge, and fan the 

envelopes gently before placing them on the feeder ramp. 

The feeder ramp can be moved for best position. Make sure that the envelopes are feed from the bottom 

of the stack. 

 

Separation of Envelopes 
 

The envelopes are pulled forward by the feed belts and are separated by the separation wheel so that 

only one envelope is pulled forward at a time. The separation wheel can get worn at one side and 

traction will be lost. If the traction is lost you need to turn the separation wheel in order to regain it. 

 

1. Turn power off. 

2. Unplug power cord. 

3. Remove track cover by pulling up and out. 

4. Loosen screw on front of separation wheel. 

5. Turn wheel and re-tighten screw. 

6. Adjust screw on top so that the separation wheel is 5 mm above feeder plate. 

7. Tighten nut so that separation wheel is fixed and cannot move up. 

8. Place track cover back on. 

9. Plug the power cord back in and you can start the machine. 

 

Envelope Jam 

 
If the letter opener gets an envelope jam you must clear the jam. 

 

1. Turn the power off. 

2. Unplug power cord. 

3. Remove track cover by pulling up and out. 

4. Gently pull the envelopes through and out of the letter opener in the same direction the belts run. 

5. Place track cover back on. 

6. Plug the power cord back in and you can start the machine. 

 

Thick Envelopes and Flats 

 
The model 3015 Letter opener can open a variety of envelopes, up to a maximum thickness of ¼ “ 

(6mm). 
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Maximum Speed:     22,000 envelopes per hour 

Maximum Envelope Thickness:    0.25” / 6mm 

Dimensions: (H/W/D)    9”x19”x10” / 230x480x270 mm 

Shipping Dimensions:  (H/W/D)   14”x23”x11” / 365x580x385mm 

Net Weight of Opener:    28 lbs / 13 kg 

Net Weight of Receiving Tray:   4 lbs / 1.7 kg 

Shipping Weight:     36 lbs / 16 kg 

Power Supply:      115V-60 Hz  /  220V - 50 Hz 
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PRODUCT:   Letter Opener 

MAKE/MODEL:  Model 3015 

DESCRIPTION:  Electrically Driven Letter Opener 
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