
How to Write a Letter to the Editor 
 
A letter to the editor. A timeless activist tactic; inspiring change through the power of words.  
 
Creatively named, a letter to the editor is literally a letter written to the editor of a newspaper. It 
is a common tactic for change-makers to communicate with people in their communities. This 
letter is written with the intention of being published, and read by community members. One 
goes about writing this essay-like piece by first honing in on a specific topic, be it about the 
merits of composting, making menstrual products more accessible in schools, or raising 
awareness about implicit racial biases that abound in our society. It is important that your topic 
is not too broad, as it is hard to write a 300 word letter about a grandiose topic. Start small, and 
hopefully this will gradually evolve into a larger campaign.  
 
This piece will be formatted as if you were writing a letter to a friend or family member: start with 
the date, address the editor as Dr., Ms., Mr., etc., provide your city, state, zip code, etc.  
 
Like most high school english papers you have written, you’ll begin with an introduction. Explain 
why you are writing: responding to articles or editorials published via the media outlet, a 
personal experience, or even just an opinion that you have been dying to get off of your chest. If 
you are deeply passionate about the issue, this part of the letter should be a piece of cake! Just 
explain why it is important to you, how you or someone you may know is impacted by it, and 
why the audience and editor should care.  
 
Once telling the reader about yourself, your claim, and why you care about the issue, you 
should state your case. Include facts, references or research to establish a sense of credibility 
and expertise. Remember, this portion is the bulk of the letter; use a multitude of tactics to 
explain your perspective. Use facts, quotes, statistics, reference research, write stories, and 
even reference personal accounts (while keeping a professional voice).  
 
Towards the end of your letter you will need to include a call to action; ask the readers to follow 
up with some action that progresses your campaign. If you are speaking about ending the 
additional taxes on menstruation, urge the reader to contact legislators expressing their concern 
for this issue.  
 
Conclude your letter with a hopeful, strong, positive statement in support of your case. Sign with 
your name and contact information.  
 
While writing your letter, it is important to keep in mind a few crucial things:  
 
 

- Be concise: A letter should be no more than 350 words. A concise, brief article is far 
more effective.  



- Be clear: Make a few main points that connect back to your claim; try not to get too far 
off track. 

- Be accurate: Letters that include misleading or faulty information will certainly not be 
published.  

- Try to avoid personal attacks: Instead of personally attacking the opposing side, try to 
respect their views by proving them wrong using facts.  

- Proofread: If you use proper grammar and it is clear that your letter was written with 
care, it is more likely to be published.  
 

Possibly most importantly, do not worry or fret if your letter is not published. There are a 
multitude of reasons as to why your article may not be published: a similar article has already 
been written, or it may be too controversial, too long, or simply not a good fit for the publication. 
You must remember to trust your instincts and write what you feel is important. This means that 
you have to risk being misunderstood.  
 
Continue to write and work towards change; the world needs more letter writers!  
 
If you are interested in reading more about writing letters to the editor, read some of my sample 
letters that have been submitted to different news media.  


