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MoneyWatch 2010

How to write a Letter to the Editor

Dear Activist,


It is your mission to educate others about campaign finances. Letters to the Editor (LTE) are a great tool, but you may be asking: “How do I write a letter?”

Letters to the Editor should be clear and concise, no more than 200 words. 

Put your most convincing point first.

Support your facts, but remember, keep it concise.

Use short, punchy sentences to help readers follow.
Be interesting and personal.

Verify all of your facts.

Don’t insult people, criticize facts, not opinion.

Don’t alienate your audience by using jargon and unknown acronyms

Use plain text, no extra CAPITALS or bolding.
Proofread, 

While using MoneyWatch or NHCA, please refrain from being partisan.

Format

Today’s Date

Dear Editor,


As an activist, I have chosen one issue for my letter. I will identify myself and an organization I work with (if applicable) and have stated the purpose of the letter. I should cite an article from the paper that happened recently, since it will be fresh in readers’ minds. I have a sentence of background information. Maybe I have a lot, so I will add another sentence. Now, I will state my opinion, and even that could take 2 sentences. But why state a problem and my opinion but not state a solution? Write 1-2 sentences on a solution and encourage others to help! 
Your Name

1234 Marshmallow Lane, City, State

(123) 456-7890
