How-To-Write A Letter or Email to the Editor
The fact that reading the editorial page can be considered a form of participation in current events indicates its value as a forum for the public expression of ideas. After reading this article, if you are not motivated to write to your hometown paper perhaps you will appreciate these who do write. 

Studies show that letters from readers are among the most widely read features in daily newspapers. When a letter of yours appears on the editorial page, you probably have the largest audience you will ever address. 

Here are some suggestions which can help you to write the kind of letter or email that is most likely to receive favorable consideration on the editorial desk:

1. Use a computer and double space lines. Write on only one side of the paper.
2. Plan your first sentence carefully. Try to make it short and interesting. If you begin with a reference to a news item, editorial or letter in the paper addressed, your letter immediately has added interest for the editor. If you write to criticize, begin with a word of appreciation, agreement or praise. 
3. Deal with only one topic in a letter. It should be timely and newsworthy. Be sure your meaning is clear. Use simple and short words, short sentences and paragraphs. Your letter will be easier to read. 
4. Avoid violent language or sarcasm. A calm, constructive presentation of your thought is more persuasive than ranting. It is possible to be both frank and friendly. 
5. Help supply facts. You can render a valuable service to the public by presenting views that may ordinarily be given little or no attention by the press. 
6. Don’t hesitate to use a relevant personal experience to illustrate a point. When presented well, it can be persuasive. 
7. Bring moral judgments to bear upon issues confronting the nation and the world. Appeal to readers’ sense of fair play, justice and mercy. 
8. Try to be hopeful and practical. Out of fear and despair, people may avoid the most pressing issues of the day. But they may take action when given a possible response and reason to believe that there is hope for a solution. 
9. You can make appropriate changes in your letter or email and send it to editors of newspapers in other cities. When doing so, always send first copies, never carbons or photocopies. 
10. Always sign your name and add your address and telephone number. You can use a pen name or initials for publication, but the editor must know the source of the letter. According to the NCEW, letters are most frequently rejected for lack of identification. 
11. Don’t give up looking for your letter too soon. It may not appear for ten days or even longer. Don’t be discouraged if your letter is not printed. You have given the editor the benefit of your thinking. If one letter in ten is accepted you have reached an audience large enough to make your effort worthwhile. (But your score will probably be better than that!)
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