Letter Writing Tips
These tips apply to regular mailed letters and email.  Before sending an email, contact the legislator’s staff to see if they frequently use email and if a letter sent via email is as effective or appreciated.

1. Send letters to the representatives of your district and your senators.  Always mention that you are a constituent.

2. Keep the letter simple.  Only discuss one issue per letter.

3. Address the letter properly. (See below)
4. List your credentials, full name, and contact information.

5. Give the bill number as well as the popular title.

6. Be factual and use examples when possible.  Personal experiences are important and legislators want to hear them.
7. State what you want done or recommend a course of action.

8. Keep the letter short.  One page is the best length.

9. Do not demand a response.

10. Be polite.

11. Personal letters carry more weight than form letters or bulk postcards.

12. Time the letter arrival.  Send the letter while the bill is still in committee or close to a vote on the floor.

13. Write a letter of encouragement or support for something they have done.  

Layout:

First Paragraph

· Introduce yourself as a constituent in their district or state.

· Briefly introduce the reason for the letter including your position.

· Include your credentials and practice site.

Second (& Third) Paragraph

· Explain the importance of the issue.

· Give facts and provide personal stories if applicable.

· Explain the bills potential impact on the profession.

Final Paragraph

· Request a specific action.  Do not demand their support.

· Thank your legislator for their time and consideration.

· Offer to provide further information or answer questions regarding this and other issues involving pharmacy.

· Hand sign the letter.

Addressing Letters:

To a Senator


The Honorable (full name)


U.S. Senate


Washington, DC 20510


Dear Senator (last name)

To a Representative


The Honorable (full name)


U.S. House of Representatives


Washington, DC 20515


Dear Representative (last name)

 If the legislator is a committee chair or Speaker of the House, they can be addressed as such.


Dear Mr. Chairman or Madam Chairwoman


Dear Mr. Speaker or Madam Speaker

