
 

Gail Packwood’s Tips 
for Letter-Writing Advocacy  

 
Advocacy – Broad Strokes 
Keep in mind: 

• Your intention is to inform your audience about an issue that they may not be familiar with—provide 
background information—know your facts 

• The person you are writing is busy and tracking many different issues—they don’t have time to do their 
own research. You must provide it 

• You need to provide a capsule version of the key points and considerations about an issue 
• Be polite! 

Your letter should be: 
• Brief!! 
• Short—do not go over a two-page limit for a letter 
• Concise—make every word count 
• Clear—keep it simple 
• Reliable—your information MUST be accurate 

There is strength in numbers, but even a single voice can make a difference 
Structure 
Three main sections: 

• The purpose of your brief (issue, topic) 
• Summary of the facts 
• Conclusion (or recommendation) 

Breaking that down further: 
• Issue (topic or purpose)—state your issue 
• Background—what details does the reader need in order to understand the situation? 
• Current Status—who is involved? What is happening now? 
• Key considerations—a summary of the important facts: what do they need to know? 
• Be informed and informative—content and presentation can make or break your case 
• Be respectful—courtesy is very important (you catch more flies with honey than vinegar …) 
• Conclusion and/or Recommendations—sum up what you want to happen. Make sure the 

recommendation is clear, direct, and substantiated by your research and information provided 
• Be appreciative of their time—remember to let them know you value their time and effort. Say thank 

you. 
Be sure you are clear about: 

• WHY are you writing this? Make it personal. 
• WHO are you writing to? 
• WHAT does that person most need to know? 
• WHAT are the key points you are going to make? 
• HOW will you structure your information? 


