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How to write a letter to the editor

Letters to the editor are an effective way to bring your concerns to the attention of a newspaper and its readership. The more individual letters on a subject that can be generated, the more impact you will have. Even if only a few get published, letters increase the likelihood of the issue being addressed at all.

· Tie the letter to an article published in the newspaper. The majority of letters that get published are written in direct response to pieces that ran in the newspaper the day before. 

· Make one clear argument. The piece should be in favour of, or critical of a particular position taken by the paper or described in an article or letter.
· Keep it short and send it quick. No more than 200 words is ideal. And do your best to send your letter before noon. Also, check the newspaper’s website to see if they have an online form for submitting letters. 

· Don’t send attachments. The subject line should refer to the article you are commenting on and the text of the letter should be pasted into the body of your email.

· Be specific. The letter should focus on a specific issue that was raised in an article or opinion piece.
· Avoid union jargon. Words like “local” and “component” as well as internal acronyms make letters hard to understand and are less likely to be published. 

· Include your contact information. Often newspapers will call you to verify your identity before publishing your letter. Include your address and a phone number where you can be reached during the day. 

· Don’t go it alone. Find others to write letters when possible. This will show that other people are concerned about the issue too. 

· Follow up. If you have sent your letter to the editor and have not heard anything within a week, make a follow-up call to check on its status. Be aware that editors receive hundreds of letters and may not immediately respond to you.
· Don’t forget the comments section. Most newspapers include comment sections in their online editions. Post your responses online and organize your friends and allies to do the same.
