 (
Ten Steps to Composing Persuasive Letters
:
) (
STEP 10: 
Send a copy of y
our 
l
etter to
 national office or your local 
c
hapter.
General tips on how to structure the letter:
Letterhead
Type your name and address
Date
Name of the Reader
Title of the Reader (if he/she has one)
Address of the Reader
Salutation:
 
“Dear Prime Minister”. 
1
st
 
Paragraph -
 State what you want the person to do for you.
2
nd
 
Paragraph -
 State the most important facts that support your cause. You
 
want this paragraph to explain the most compelling reasons for action.
3
rd
Paragraph -
 Talk about how the reader can make a personal difference.
 
This paragraph should not just be facts, and should engage the reader in a
 
personal way. You can refer to your request again here.
4
th
 
Paragraph -
 Thank the reader for considering your request, and provide
 
information on how you may be reached.
Closing
Your signature
Your typed name
Your title (if you have one) 
) (
STEP 9: 
Make your m
essa
ge t
imely.
) (
STEP 8: 
Do not exaggerate or l
ie
) (
STEP 7: 
Do not enclose additional m
aterial.
) (
STEP 6: 
Be polite and avoid ultimatums or r
udeness.
) (
STEP 5: 
Personalize your m
essage
) (
STEP 4: 
State (and r
epeat) y
our p
osition.
) (
STEP 3: 
Be brief and s
imple
 (one page)
) (
STEP 2: 
Use proper forms of a
ddress
 
) (
STEP 1: I
dentify y
ourself as a c
onstituent.
)




















[image: http://www.google.co.uk/url?source=imgres&ct=img&q=http://www.improventures.com/bureaufriendly/images/cartoonimages/pile-of-letters.gif&sa=X&ei=ef1RTLikIZWCnQfqp_n9Ag&ved=0CAQQ8wc4AQ&usg=AFQjCNEU9XXbpBqsGkR2Fn5l2U-5HU-_qw]
	
image1.gif
¥\




