Working with the media 101:

Letters to the editor

The Letters to the Editor section is the most widely read section after the front page.  Published letters to the editor are almost always a response to a published article, opinion piece, or current news.  Thus, the letter must be timely.  Remember the five Cs when composing a letter to the editor.  Be:

· Current-Do not wait more than one day after the publication of the article to write a letter to the editor.  For best results, e-mail or fax your letter the same day the article appeared.
· Concise-Make sure to keep the letter short (under 250 words) and to the point.
· Controversial-Question another’s position but avoid personal attacks.
· Contagious-Send your letter to several newspapers but be sure first to check their policies on multiple submissions.  For example, if the New York Times agrees to publish your letter, make sure you haven’t sent it to any other newspaper.  In addition, encourage others to write letters to the editor.
· Include contact information.  The newspaper may need verification or more information before it publishes your letter.  
