Business letters

Letters to Politicians

1. General information and guidelines NO EXAMPLE

http://mo.essortment.com/writingsenator_pjc.htm
Complete the information requested below:

List six (6) reasons people write to their Congressmen.

The two (2) most common reasons are:

 1)__________________________________________________

 2)__________________________________________________

Other reasons include:

3)  __________________________________ event

4) ___________________________________ flown over the Capitol

5) ___________________________________ for a friend or relative

6) help with an appointment ___________________________

Tips to remember when writing your representative

1) use your own ______________

2) use ______________________,   _____________________ language

3) do not use ________________ or partisan “_________   ____________”

4) While you do not need to know much about politics in order to write, if you are writing about some upcoming legislation you should include the ________ of the bill.  However, before you write you should check with the Library of ___________ and use their service called _____________ that allows you to check on the status of the bill or how your congressman has voted in the past.

5) If you are writing about a particular issue, you must ______________ it in detail.  More than likely your congressman will copy your letter  and send it to the agency that handles the situation.  You should also include any 

_________________ that you have had with the agency.

6) If you are writing about an issue that involves Social Security, the military, Medicare, Medicaid benefits , or a ___________ problem be sure to include your __________________

Structure of your letter:

First paragraph

State _________________________________

Be sure to be specific about what kind of ______________________

If you are writing on behalf of (for) someone else you will need ______________

Your congressman probably will have a __________________form.

Some Do’s and Don’t’s

Do use your Congressman’s  ______________ address.

Don’t write to a congressman who ___________ represent you.

Do ___________ your letter.

Do include your address on both the ________________ and _______________

(including your phone is _______________)

Do use ______________ paper.  

Do not use staples or paper clips but use a _______________________ instead.

Sample Letter to elected official

Please note that this document contains a typographical error.

http://4h.unl.edu/citizenship/unicameral/writesenator.htm
Format of your letter

First, in the upper ___________-hand corner put ___________

Several lines below that put ____________________

Several lines below that block of text put _______________

Several lines below that put the greeting or ______________

Note: the correct punctuation for the greeting is not a comma but a ___________

Several lines below that starts the _____________ of the letter.

Several lines below that comes the _______________ followed by a comma.

Then below that is where you put your ___________________

As an option you may include your ___________________ at the bottom of the letter.

TIPS AND SAMPLE LETTER FOR  State Official

http://www.kasb.org/legis_letters.pdf
Some of the notes contained on this page have previously been listed on other sheets.  You do not need to relist them here.

Five items that are mentioned on this page that have not been mentioned previously are: 

1) try to make your letter ____________________________

2) remain ________________ do not ________________ or cajole

3) Be ______________.  Sometimes letters do not arrive at the right time.

4) Send a second letter _____________________________________

5) The Title of Address to use on the envelope is ________________

Another Sample Letter +tips

http://www.kycage.org/WritingTips.html
Tips not previously mentioned include the following:

Do not send _____________ letters or letters that contain multiple  _________________.

Content of the letter

Your letter should be __________. Identify yourself as a __________________

State your opinion in __________________________________

Do not threaten ______________________________________

You should assume that your legislator ________________________________

You should offer __________________________________________

The letter should be on only _____________ _____

Tips for Children in writing to Congressmen

http://www.unicefusa.org/advocacy/handbook_4.html
This document recounts four items that HAVE been previously mentioned so these items must be important.

As a quick review, list them here:

Limited ___________ or in other words ______________________________

__________________ typed on letterhead and signed

__________________there should be only one _____________-per letter

__________________write a letter in your own words.

Content of the Letter

First paragraph—ask that a ________________________________________

Second and Third paragraphs ___________ the bill and _____________ why you are taking this position.

Next, ask ____________________________ and request a ______________

Finally, _____________________________

Follow-up:

You should write __________________________ when __________________

Tips for writing

This site is useful for locating federal level senators and representatives.

http://www.writingproject.org/Resources/dcupdate/tips.htm
At this time there is no assignment here.

Go on to the next page

 Tips for writing State Senator

http://www.njcaic.org/pdf/cando_senator.pdf
Some tips have already been discussed but new tips include the following.

1) you should not use ______________ stationery.

2) a reason that you should use your own words is that jargon, form-letter language, and overused phrases carry less ____________ with your State Senator.

3) explain to your representative how an issue impacts _________, ________ and _______________

4) If you don’t receive a response immediately you should ________________

5) Keep a copy of ________________ in case you ______________________

Tips for writing state and federal officials

http://www.cboss.com/lwv/Write2.html
Most of the tips are duplicates of information already collected.

However, there are some bits of new information.

Regarding your name and gender, the point the information makes is that you should _______________________________________________________________

The document suggests that you not begin on a “righteous note” which means not to include phrases such as ___________________________

While the document says that you should not write to a representative from another district because you disagree with your own representative, the document did identify an occasion when writing a representative, other that your own, is appropriate.  The occasion to write someone else occurs when the representative ___________________________________________________

_____________________________________________________________________________

How to find your Congressman

Primarily used for federal representation but does contain links for state

You will need to know the 9 digit Zip address but has link to determine that as well

http://www.vote-smart.org/index.phtml
1) Go to the above site.  

2) Find the link on the left side of the screen that says, “Find Your ZIP+4”

3) Click on the link “Zip Code Lookup”

4) Supply the required information and “Submit”

5) Write the nine digit zip code here _____________  --  ________

6) Enter the nine digits into the “Find Your Candidates and Elected Officials” on the left side panel.  Then click “GO” button.

7) Identify the person representing you for each of the elected offices below:

Governor:

 
______________________

U.S. Senate:

District Senior Seat:

______________________

District Junior Seat:

______________________

U.S. House of Representatives:

District ________

______________________

Arizona Senate:

District ________

______________________

Arizona House of Representatives:


_______________________





_______________________
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