
 

 
 

 
Writing a Letter to the Editor  

Key Tips to a Successful Letter to the Editor  
 

1. You must take a position. If you are referring to a previously published letter, a news story or 
column, identify it by its headline and the date it was published. 
 

2. Cut to the chase. Choose two or three of your strongest points and develop them. 
 

3. Be clear and concise.  Write short, punchy sentences, group in no more than two or three 
paragraphs. 
 

4. Your letter must stand on its own.  Do not assume all readers will have seen the original article.  
 

5. Proofread. Spell check the letter, and have a friend read it to make sure it makes sense and serves a 
purpose. 
 

6. Be polite. Don’t launch a personal attack on the columnist/reporter or other writer. Instead, offer a 
counter opinion backed by facts. 
 

7. Target one publication at a time. Don’t send copies of your letter to a whole host of publications. 
Tailor your letter to the publication you really want to publish it. 

 
8. Follow-up. If your letter doesn’t appear within a week of submittal, send a polite and brief email 

asking whether it is being considered. Include the date you sent it and attach a copy of the original. 
 

9. Have more to say? Consider submitting a guest column if you have more to say than the letter 
permits. 
 
 

General guidelines to remember: 
 
• Include your first name, middle initial and last name. Letters without names are not used. 
• Include the township, city or village you live in as well as a complete mailing address and 

day/evening telephone numbers for verification purposes. Only your name and community you 
live in are published. Newspapers are more likely to use letters from residents within their 
circulation area. 

• Most newspapers limit writers to one published letter per month. 
• Letters are subject to editing. Don’t save your best point until the end. If your letter is going to 

be shortened, it will usually be the final paragraphs. 
• Follow the limitations and details outlined on the editorial page for the newspaper. 

 


