Writing to Your Elected Official 

Since much of a legislator’s time is spent in the Capitol or state house, you may have to communicate with your representative by letter. Telegrams and mailgrams also are useful when timing becomes crucial in the action of a bill.

The most effective letter is a personal one. It should be concise, informed and polite. When contacting a legislator about an issue by letter, use the following guidelines: 

· Keep your comments brief and pertinent. Cover only one issue per letter. 

· Letters, whether they are typed or handwritten, should be limited to two pages -- one, if possible. 

· A short letter is better than no letter. Don’t feel as though you need to write a dissertation. 

· Identify the subject in the first paragraph. If you are writing in reference to a particular bill, refer to the measure’s House or Senate bill number and title, if possible. 

· State your reason for writing. Explain how the issue would affect you and the profession of surgical technology. 

· Be reasonable. Don’t ask the impossible. Don’t use threats. Be courteous and respectful in all communications. 

· Be constructive, not negative. If a bill deals with a problem, but seems to represent the wrong solution, propose constructive alternatives. Recognize that you might have to compromise. 

· Take a position. Ask your legislator to state his or her position on the issues in his or her reply. 

· If you support a particular bill, say so. If you are writing in opposition to legislation, include specific examples of how the measure would affect you. 

· If you oppose a particular initiative, suggest an alternative approach, if possible. 

· Include information that is particularly relevant to the issue to help support your case. 

· Avoid stereotyped phrases and sentences that give the appearance of form letters. Personal communications are more effective.

· Ask for comments in response to your letter. Remember that part of the purpose in writing your elected official is to gradually build a good working relationship. 

· Include the name of a contact person, other than yourself if appropriate, for follow-up questions and comments. 

· There are a number of documents that provide background information on the elected official you wish to contact. This information can be particularly helpful in drafting letters. 

· Write to your representative when he or she does something that deserves approval. A word of appreciation will create a more favorable atmosphere for your next communication. 

Time your letter for when the bill is in subcommittee or committee -- before it is approved and sent to the floor for a final vote. 

 

