How to Write a Letter to the Editor

Letters to the editor are an excellent way to increase public awareness about important issues, correct
inaccurate statements, and connect the work of the UN to local concerns and current headlines. Use
these guidelines to help you get your letter to the editor published:

e BE BRIEF. Your letter should be short, concise, and to the point. State your argument as briefly
as possible in the letter’s introduction. Check the word limit of your local paper; otherwise try
not to exceed 150 words.

e BE TIMELY. The goal of your letter is to increase public awareness about a recent issue raised in
a national or local newspaper. Respond to the article in the newspaper within two to three days,
and no later than seven days, of the article’s publication so you’ll have greater chances of
getting it published.

e BE SPECIFIC. Focus only on one issue or subject per letter at a time.

e CITE. Be sure to cite the title and date of the article you are responding to within your first two
sentences. Include facts and striking statistics to support your argument.

e GET LOCAL. When writing about global issues think about how your local community is tied to
and affected by the issue you are raising.

e PROOFREAD. Make sure your letter is organized in a logical manner. Check for spelling,
grammar, and punctuation errors. Avoid personal attacks or clichéd language.

e PROVIDE CONTACT INFORMATION. The newspaper may need to contact you to make sure you
wrote the piece, so be sure to include your name, address, e-mail, phone number, title or
tribal/membership affiliation, and signature at the bottom of your letter. Only your name and
town will be printed in the paper unless otherwise specified.

e TRYTO VIEW THE LETTER FROM THE READER’S PERSPECTIVE. The terms used should be familiar
to the average reader.

e WRITE IN YOUR OWN WORDS AND GET YOUR POINT ACROSS; the letter does not have to be
perfect.

e DO NOT BE DISCOURAGED if your letter is not published, the more you write the greater the
likelihood your thoughts will be printed.

e CONSIDER SUBMITTING LETTERS TO YOUR LOCAL FREE DAILY OR WEEKLY PAPER.

e SUBMITTING YOUR LETTER BY FAX could increase the chances of it being published; editors
would rather receive a hard copy of the letter than be overwhelmed with e-mails.



