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Tips for Writing Effective Letters to  
Elected Officials 

 Use plain white paper. Make sure that the writer’s complete name and street address appear 
on the letter. 

 Letters may be typed or written in longhand. Keep in mind that letters written in longhand 
are every bit as effective, if not more so, than typed letters, as long as they are legible.  

 Remember to keep your writing brief and polite. Ask a friend to proofread your letter for 
spelling and grammar before you send it. 

 The purpose of the letter must be clearly stated. The best letters are concise, direct, and 
straightforward. Do not beat around the bush.  

 Above all, be polite. Never threaten or attempt to intimidate. Kindness and tact pay off big. 

 Never fail to say, “Thank you for your time and attention.” 

 The correct letter closing for all correspondence is “Sincerely yours,” 

 
 
 

Example of a  
   good letter  

Your Program’s Letterhead 
 
 
Today’s Date 
 
My Name 
My Program 
My Address 
 
The Honorable (Name of Official) 
(Title of Official) 
P O Box _____ 
City, State Zip Code 
 
Dear Mr./Ms. (Last Name), 
 
I am writing this letter to request your presence/that you 
please consider/to inform you about etc. 
 
[Do not forget to explain the importance and relevance of the 
event in a concise format.] 
 
Thank you for your time and attention to my request. 
 
Sincerely yours, 
 
Signature 
 
Printed Name & Title 

 
 


