KELLEY CAWTHORNE

SHAPING CHANGE

WRITING MEMBERS OF THE STATE LEGISLATURE

When visiting a member of the state legislature, it is always a good idea to supplement the visit with materials
that provide details on the issues you are lobbying. Letters or emails, along with newspaper articles,
organization brochures and publications pertaining to your issue, are an excellent way to underscore the
importance of your visit. The state legislator may not remember everything you discuss or the meeting may
be short, so a letter/email is good for later reference - it is also an excellent way to contact state legislators
if you cannot meet in person.

TIPS TO CONSIDER

= Address only one issue in each letter/email. If you are lobbying on more than one issue, write one
letter/email for each.

= Keep the letter to one page.

= Ifyour letter pertains to a specific piece of legislation, identify it accordingly.

= Ifyouare a constituent, tell the legislator! However, if you are writing a general letter for a lobby day,
make the letter general and mention you are a constituent in your meeting.

= Ifappropriate, use your organization’s letterhead.

= State your reason for writing in the first paragraph.

= Ifyou know how your legislator stands on an issue, acknowledge this position in your letter.

= Explain how the issue would affect you.

= Your personal experience is the best supporting evidence.

= Include a few compelling statistics or facts on your issue, and also include the source.

= Be constructive. If you oppose something, offer a solution. Members are always looking for answers
to questions and solutions to problems.

= Have a friend proofread the letter.

= Make sure to sign the letter.

= A word of appreciation will create a favorable atmosphere for future communications. You should
write a note thanking the state legislator for considering your position.

= Address the letter correctly. On the envelope and in the letter’s heading, refer to the elected official
as “The Honorable” and address the letter and salutation as follows:
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