How to Write a Letter to the Editor 

· Make one point (or at most two) in your letter. State the point clearly, ideally in the first paragraph.

· Include a name, address and daytime phone number. Editors like to call to confirm that the letter was actually written by the person whose name appears on the letter. The signers personal contact information will not be published.

· Keep your letter short and to the point — 250 words maximum. Type it whenever possible.

· Limit the number of points you make and stay on a single subject.

· If talking points are available use them as the basis for your letter.  It is important to stay on message. However, do not use the same talking point verbatim in multiple letters. Each letter should be customized to be unique and express the perspective of the individual signer.

· Be as factual as possible without being dull. 

· Avoid rambling sentences and big words.

· Localize your letter — explain how the issue will affect the targeted publication’s local area or personalize the letter by mentioning people in the signer’s own life or community who will be affected.

· Accentuate the positive. When you criticize, also propose a solution to the problem or a better alternative, if possible.

· Not every letter will get printed. Newspapers get many letters every day and can't print all of them. Most papers won't print the same writers over and over again. Therefore, if a signer has had a letter published recently, try to get an alternate to sign the next one. Have a number of activists submit a letter on the same topic at the same time. Editors are more likely to print letters on 'popular' issues.

· Please sign your letters as an individual or representative of a community group, not as a member of a particular organization.

· Don't be afraid to ask for action — tell readers what you want them to do. This includes your elected representatives; you can be sure they read the letters to the editor. By asking for action, you will get their attention.


Below is a sample letter to the editor in support of the Neighborhood Investment Program. Please feel free to modify the content to reflect your organization and the services that you provide.

If you need assistance personalizing your letter or submitting it to your local media, please contact Jessica Wintz-Adams at 304-982-6050 or jwintz@orion-strategies.com.

Sample WV NIP Letter to the Editor 

(INSERT organization name) relies on generosity of individuals and businesses whose giving allows us to keep the lights on and serve our community.  However, like many other nonprofits, our organization has found it challenging to raise funds due to the restrictions associated with COVID pandemic making it vital for the legislature to continue and expand the Neighborhood Investment Program (NIP).

The NIP is one of the few programs that have provided support at a time when West Virginians have needed us the most, especially during the COVID-19 pandemic.  The NIP is the only state incentive for charitable giving and the program impacts at least 200 nonprofits and serves more than 600,000 people (about one third of the state’s population) in all 55 counties.

The West Virginia Nonprofit Association has conducted a survey that found that 90% of the state’s nonprofits have either been unable to hold fundraising events or have had to cancel revenue generating programs, resulting in significant declines in income.  As uncertainty grows about whether when and if we can continue these events in 2021, nonprofits across West Virginia are looking to the NIP with an increase in the available credits to help soften the blows that revenue losses have caused.

We ask Governor Justice and the West Virginia Legislature to renew the Neighborhood Investment Program and expand the maximum tax credits certification in any state fiscal year to $5 million.  This expansion of the credit is desperately needed during these unprecedented times. 

Help us continue to help others in need.

