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1. Be polite. 

2. Be specific. Don't assume the reader knows what you're talking about: Tell them.

3. Stick to one topic. Deal with one issue, article or speech in one letter.
4. Use facts and figures to back up your arguments. Quote other experts who commented on the same subject, especially if the news article did not mention them.

5. State your qualifications, if useful to the letter. (For example, you’re a student at…)

6. When possible, compare and contrast. 

7. Be concise. Short letters are more likely to be printed than lengthy screeds.

8. Be original. Don't sound like everyone else. Use your own voice.

9. When appropriate, use humor.

10. Be grammatically correct. 

11. Be positive when appropriate. 

12. Read your letter out loud. Does it sound good? Does it make sense?

There are many places to express your opinion, not just letters to the newspaper. There are weekly and monthly magazines. There are internet web sites, blogs, Usenet newsgroups, and chatrooms. Express yourself, in friendly terms, in conversations with friends or in social situations.
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