TIPS FOR WRITING A LETTER TO THE EDITOR
Writing a letter to the editor is a great way to get your voice heard.
A letter to the editor is a briefly stated opinion generally written in response to a current issue or a previously published article.

Tips on creating your letter
• If a publication receives multiple letters on the same subject, the editor will choose one that says something in a new
way or presents a fresh point of view.
• Focus your letter so it isn’t confusing. State your point early in the letter and support your point with facts.
• Cite a specific story and mention the headline and date. Sum up the previous letter briefly to refresh readers’ memories.
Then point out facts that were left out, or refute or support facts that were stated.
• Be clear and concise. Shorter is better. Most papers want letters of 250 words or less.
• Keep it simple. Technical information and long, multi-syllable words are often not appropriate for a general audience.
• If appropriate, mention your motivation or expertise in writing. For example, “Here’s what my experience has been …
That’s why I believe.”
• Know and follow the policies and specifications of the publication to which you are submitting your letter.
• Always include your name, address, and daytime telephone number. Include exactly one e-mail address in the To: field.
Don't send to editors via Cc: or Bcc:. Send your letter in the body of the e-mail message, not as an attachment.
• Don't submit a letter to a paper that has already run another of your letters in the past month or two.
• If your letter ran in a publication, save a couple of print versions of the letter with the front page banner of the paper’s
name. If you can save the link and a pdf version it’s helpful to use to show others who want to write letters (We are
interested in tracking these and promoting on our website so let us know!)

A Letter to the editor (LTE) can be submitted by anyone.
Requirements:
250 words or less; no attachments; writers are asked to limit themselves to 1 letter a month.
email to :
capletts@capgaznews.com
or mail to:
The Capital 888 Bestgate Road, Suite 104, Annapolis, MD 21401
fax: 410-268-4643
Include full name, address, phone number for verification purposes only
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