We just got a letter, we just got a letter, we just got a letter, wonder who it’s from…

From Your Syllabus

· 3)  Correspondence:  The purpose of this exercise is to gain expertise on a particular policy issue, and to familiarize you with your role as a constituent.  You will write a letter to a state or local officials stating your position on proposed or desired legislation, or your opinion on an issue that is currently being considered. Your choice of issues and your opinions are your own and are confidential; you will be graded on your knowledge of the issue and your presentation of your opinion.  You will provide me with copies of all documents or web pages used in researching your issue, and a blind copy of your letter.  Your letter is due March 22nd.
What should I write about?

· A State or Local level issue! Something your state or local government deals with, not something at the federal level.

· Education is tricky

· Law Enforcement is tricky

· Transportation is tricky

· All of these have state and local (and federal) components

· Something the person you are writing can actually do something about or respond to.

· Figuring this all out is part of your assignment!

· Last but not least:  Something you care about, and that will motivate you to write a good letter.

Some options for finding an issue

· Newspapers

· Time, Newsweek, US News

· Cable News

· The Evening News

· Web News

· The Web!!!

· Your friends who care about this stuff. 

· What have we talked about in class that perked up your ears?

· Your parents or grandparents

· BUT – it is up to YOU to do the research!!!

Web news sources:

· Arkansas Democrat Gazette http://www.ardemgaz.com/ShowIndex.asp 

· Daily Citizen

· http://www.thedailycitizen.com/ 

· For my fellow geeks: 

· Arkansas Times:  http://www.arktimes.com/  

Who should I write to?

· An elected, state or local level official
· You may choose whether to write to someone from your home or your “adopted” home 

· Again, if you write to someone from another state, use your return address there or explain why you are in Arkansas

· Your governor, the folks in your state legislature, your mayor or county executive, your alderman or county board member

Research your issue!

· You will have to do a LOT of work to write a a fairly short letter.  Read multiple articles, get more than one perspective.

· Brevity in writing is actually harder than length!

A word about plagiarism…

· Don’t

· You may NOT cut and paste someone else’s words without attribution.  

How do I start a letter?

· Date

· Their address:

· Title, Name

· Organization

· Box and Street

· City, State and Zip-Code

· Salutation

· Dear_______:(Colon for business form)

What goes into the body of the letter?

· A (absolute, rock bottom, this only guarantees that you don’t get an F, doesn’t mean you’ll get an A kind of minimum) minimum of three full paragraphs.

· Identify yourself

· as a constituent (Especially if you are writing from Searcy to a House Member from Colorado…)

· As a voter or volunteer

· Do you have anything in common?

· State your purpose

· Support your proposition or theory

· Summarize what action you want to see from the recipient

· Be gracious
How do they know where to respond?

· Because you told them so! They may or may not have the envelop handy, so include your information in the body of the letter.

· Sign off with:

· Title, Name

· Organization

· Box and Street

· City, State and Zip-Code

Tools and templates

· WORD has a letter wizard

· Tools

· Letters and Mailing

· Letter Wizard

· Fill in all the tabs!

