
 
 

Tips for Writing a Letter to the Editor (LTE)  
 

Updated June 25, 2026 
 
Lawmakers and their staff closely monitor constituent interests and concerns via local and regional 
media outlets, making them an effective avenue for reaching federal, state, and local leaders.  
 
Guide Includes:  

1) Tips for Writing a Letter to the Editor (LTE) – Page 2 
2) Letter to the Editor Template – Page 3  

 
For assistance with any content in this guide, please contact Shanelle Oliver, soliver2@cityyear.org. 
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Tips for Writing a Letter to the Editor (LTE) 
 
Letters to the editor (LTE) are widely read not only by members of Congress and their staff, but also the 
general public, newspaper editors and reporters, and other opinion leaders. An LTE that speaks to a 
broader audience, and underscores AmeriCorps’ vital importance to the local community, is a great way 
to get your legislator’s attention and garner more public support. 
 
Below are tips for writing and submitting a Letter to the Editor. Refer to Page 3 for a template 
LTE. 
 

• Respond to recent news: Often, LTEs respond to a specific article that recently ran in the 
paper, so monitor any news regarding appropriations, AmeriCorps, local programs, and/or 
community service more generally for an opportunity to respond. If you’re responding to an 
article, the faster you can submit your LTE the greater likelihood it will be accepted. If there isn’t 
a specific article to respond to, you can still submit an LTE highlighting AmeriCorps and its 
impact in your community.  
 

• Stay local: Consider submitting it to a smaller local paper, not just the nearest big city paper. 
You’ll have a better chance of getting published and still get noticed by your members of 
Congress. 

 
• Keep your letter short, focused, and interesting. Stay focused on one (or, at the most, two) 

main point(s) - in this case, the impact AmeriCorps has in local communities and/or the need for 
AmeriCorps funding. Include interesting facts, relevant personal experience, and any local 
connections to the issue. Wrap your letter up by explaining what you think needs to happen and 
making a call to action. If you are trying to influence a legislator(s), refer to them by name. 

 
• Stick to word limits: Papers have a word limit, and you must stick to it. Look up the word limit 

for your intended publication (google the name of the publication and “letter to the editor 
submission”) prior to drafting. Be clear and concise – many only allow about 150 words. 

 
• Submitting your LTE: You can find the email address for submitting your LTE on the 

newspaper’s website. Paste your letter into the body of your email – do NOT include it as an 
attachment. 

o Many newspapers require that letter writers submit contact information with their letter. 
Phone numbers won’t be published. This is just to verify your identity. 
 

• Keep us posted: Voices for National Service is available to help edit your LTE and/or provide 
advice on placement, if needed. Please also let us know once your LTE is published, so we can 
pass it along to your members of Congress and amplify it on our social media channels. Contact 
Shanelle Oliver, soliver2@cityyear.org, for assistance. 
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Letter to the Editor Template 
 

Below is an LTE template that you can customize with your story and insights, and to fit your local 
paper’s guidelines. 
 
Subject: [City or State Name] is Stronger Because of AmeriCorps 

Dear Editor, 

AmeriCorps has empowered more than a million Americans nationally to serve their communities - 
rebuilding homes after disasters, mentoring students, and helping veterans access care. They are the 
“people power” behind many of [name of city/state]’s nonprofit and faith-based organizations - including 
[x, y, and z]. 

This critical federal investment supports [#, or hundreds/thousands of] “boots on the ground” in our 
[community/state].  

AmeriCorps is a fiscally responsible investment that yields strong returns - $17 in economic value for 
every federal dollar. It builds workforce skills, strengthens local nonprofits, and unites Americans 
through shared purpose - and has received strong bipartisan support for decades.  

As our congressional delegation votes on funding for AmeriCorps, I urge them to recognize the 
importance of this beloved program and ensure it remains a priority.  

 
[Name] 
[Title, Organization] 
[City, State] 
[Email] 
[Phone number] 
 

 


