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Sample Letter: Legislator
Letterhead
(or just type your name and address)

 
Date

Name of the Reader
Title of the Reader (if he/she has one)
Address of the Reader

Salutation:

1st Paragraph - State who you are and any affiliation.  State your reason for writing and what you want the person to do for you.

2nd Paragraph - State the most important facts that support your cause. You want this paragraph to explain the most compelling reasons for action.

3rd 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.

4th 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) 

Simple Instructions

· State clearly what you would like your reader to do. 

· Explain briefly why you think he/she should do this. Help your reader understand the need for action on his/her part, but avoid giving so much detail that you bore or annoy him/her. 

· If the action you are requesting would require the reader to contact you, provide your telephone number, fax number, and/or e-mail address.
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