Letter-writing 101:

Writing letters, especially by fax (or e-mail), can be an effective way to lobby policy makers.  Mailed letters once had more impact.  However, today with lengthy protective delays in paper mail actually being delivered to legislators, it is better to hand deliver your letters to the people in power or to send them by fax.

1. Be brief and succinct.  A short, one page letter will have far more impact than a letter that goes on for ten pages.  State your main point in the first paragraph, and discuss only one issue.  State clearly what you want from your elected official.  Remember to make sure that your letter speaks briefly to the five Ws:  who you are, what you are writing about, why it is important, what you want the policy maker to do, and where you can be reached.  For background, you can also include a one page fact sheet that presents more information on the issue.
2. Ensure that the policy maker receives your letter.  
3. Follow up.  Make a quick call to confirm receipt of your letter.  You can simply say to the receptionist:  “I’m calling Senator Dunwrong to make sure he received my letter about Global HIV/AIDS funding.”  Leave your name and phone number.  Continue to call or write until your receive acknowledgement of receipt of your letter.
