Appendix D.9
Letters to the Editor Dos and Don’ts

Letters to the editor are a good way to get your position out in the media. However, there are a few dos and don’ts that can help lead you down the road to success. 

Do:

· Write letters in your own words. You should pick one key point to emphasize and write about how that point directly affects your institution’s mission. 

· Describe your connection to the issue at hand. Be sure to maintain your credibility by making realistic statements about the issue and avoiding exaggerations.
· Limit the length of your letters. You can make your point succinctly and clearly in 200-300 words. 
· Letters should be timely. If you are writing in response to a previous article written by the newspaper, it is a good idea to reference the article you are responding to in your letter and to make every effort to get your letter to the newspaper within one week of the original article’s publication. 

· Sign your letters and include your city of residence and a daytime phone number. Most newspapers will call to confirm if they choose to run your letter and will not run a letter that does not include a signature and contact information.

· Consider using technology. Many newspapers now accept letters to the editor via e-mail or via fax. If your local newspaper has a Web site, there may be a location on that site where you can send letters electronically or a listing of newspaper e-mail addresses. Letters sent via e-mail are easy for papers to publish because they do not have to be re-typed into the newspaper’s computer system.

Don’t:

· Write a letter to the editor in response to a letter to the editor. This simply becomes a “war of words” and encourages your critics to continue to write more letters. A better solution is to work with a reporter on an accurate story about the issue, write a guest opinion column, or visit your paper’s editorial board to discuss the issue and request an editorial supporting the library’s position. 

· Try to address every criticism in one letter. Pick one key issue, address it, and keep it short. People are more likely to read short, crisp letters than long diatribes.

· Substitute a letter to the editor for good community outreach and media relations. You need to conduct outreach with your community far beyond what one letter to the editor can do. Be proactive and cover all of your bases.
































