[Your Name]

[Your Street Address] ( [Your City, State and Zip Code]
[Your Phone Number] ( [Your Email Address]

 [Date: Month, Day, Year]
[Name of Recipient]
[Title of Recipient]
[Name of the Recipient’s Company or Organization]
[Street Address]
[City, State and Zip Code]
Re: [Optional subject line]
Dear [Mr./Ms. Recipient]:
[The first section of the letter should explain what prompted you to write this letter. Include the date, place and circumstances of the incident. Are you writing in response to a blog post or a news article, a speech or an interview? Or are you writing because of an upcoming event, such as a fundraiser, conference, or vote?] 
[What is the main point you want to make? That the person you are writing to made a statement and you agree or disagree with it? That he/she gave wrong information? That you would like him/her to do something? Or that you really admire him/her?]
[Explain why the person’s statement, incident or action is important. The bottom line is that according to the National Diabetes Statistic Report 2014, diabetes was the 7th leading cause of death in the United States in 2010, and it affects the lives of millions of people. How does the issue you are writing about relate to that?]
[Give evidence to back up your statement and its importance. If you can quote an authority your reader recognizes, all the better: ‘According to the Centers for Disease Control and Prevention, more than 29 million people in the United States have diabetes.”]

[Say what you want the person to do. Are you writing to ask him/her to introduce a new law, change his/her mind, or attend an event you are planning? Explain how that action will contribute to the issue. Or repeat how much you admire what he/she already does!]
[End with thanks. Even if you disagree with the person, thank him/her for reading your letter, considering your opinion, and (you hope) changing his/her mind or taking action. Explain that you are available if the person has questions or wants to discuss this further. 
Sincerely,

[Your Name]
The Advocacy Letter Explained

There may come a point in your life when you want to advocate for yourself or others with T1D. You might see a blog post that says something really outdated or just plain wrong about T1D and want to respond. You might see a video of someone speaking on the subject of T1D and want to connect with that person in order to grow your network of people with T1D, to influence someone to take action, or to volunteer your own help.
Since the reasons for an advocacy letter can be so different, this sample letter isn’t as detailed as the other sample letters. Instead, think of it as a shell to organize your thoughts and say what you want to say as clearly as possible. Remember that the person reading it may not have much time, so be short and to the point.
The format of the letter matches formal business usage. You can adapt it for an email, too.

The letter also uses a formal business style. This is the best way to show courtesy to the person you are writing to and the best way to make sure that the person will read what you have to say with respect.
1. Heading information: Make sure your contact information is up to date. Use a professional-sounding email address. Be sure to get the recipient’s information right, too.
2. Subject Line: This is optional, but it can help a busy reader quickly see what you are writing about. An example might be “Your speech at the June JDRF meeting.”
3. Greeting: You can find the correct honorary title for officials by searching “how to address [a member of Congress, the head of a committee] online.
4. Content: What you say in your letter is up to you. Stick to a business format.
· Open by connecting the letter to something the reader knows (usually, what made you write).
· Make your most important point and explain why it is important.
· Offer evidence and details to back up your position or argument.
· Point out the action or next step you want the reader to take.
· Close by thanking the reader.
5. Style: It is very important to present yourself politely and professionally, even if you disagree with the person you are writing to. Using a formal style gives you credibility if you are trying to change someone’s mind, correct misinformation, or encourage someone to act. If you don’t treat the reader respectfully, he or she is unlikely to give your letter any respect in return.
6. Closing: Again, it is very important to present yourself professionally. Think of signing an advocacy letter just the way you would a letter to your employer. Use something official and polite, like “Sincerely,” or “Thank you for your consideration.”  
7. Signature: If your letter will be sent electronically, be sure to include an electronic signature if you have one. If you are mailing it, sign it formally in ink.
