
 
SUBMITTING LETTERS TO THE EDITOR AND OP-EDS 

 
A few guidelines on letters to the editor: 
 

✓ While there are some general common denominators in what newspapers want in the 
letters they publish it’s always a good idea to visit the newspapers website – usually they 
will have a “Letters Policy” or some other guidance on how to submit letters on their 
Letters to the Editor page, which can be found in the ”opinion” section of the website.  

 
✓ In general, letters should be 150-175 words, max. Any longer than that and it takes up 

too many column inches, which are the real currency in the newspaper business, and it 
won’t get published. 

 
✓ Most if not all newspapers prefer to receive letters electronically, either via email, or 

through an online form. Either way, do not send your letter as an attachment—simply 
type it into the body of your email or into the online submission form.  

 
✓ Always include your name, mailing address, email, and a phone number. This 

information will not be printed, however, the newspaper will use it to verify you are a real 
person and the author of the letter before they print it (Newspapers will only contact you 
if they intend to publish your letter; if they do, be sure to ask when it will run.) 

 
✓ Newspapers will give first preference to letters that address an article or column that has 

run in their paper within the last seven days. That said they will always consider any 
letters that are of local, topical, and timely importance, are well written, and have a local 
author.   

 
✓ Use the following format: 

Dear Editor 
(Date) 
(“RE:”  XXXX)  if responding to an article use the headline, otherwise treat this like 
the “Subject” line of an email 
(letter text) 
(Sincerely, name, address email, phone) 

 
Guidelines on Op-eds: 
 

✓ Op-eds or guest columns / guest editorials are essentially larger versions of letters to the 
editor, with a few important distinctions (outlined below). Similar to Letters, be sure to 
visit the newspaper’s website to review their guidelines, word limits, and other 
instructions for where and how to submit op-eds. You’ll need to provide a name, email, 
and phone number at minimum. 
 

✓ The main purpose of an op-ed is to express an argument or point of view on a specific 
issue that is both timely and relevant to the newspaper’s coverage area. Your headline 
and first paragraph need to clearly state this argument / point of view right up front (i.e., 



 
don’t build up to it in the 3rd or 4th paragraph – if editors don’t see an argument 
expressed right away, they won’t read any further).  

 

✓ Use the body of the op-ed to provide the proof points and supporting statements that 
bolster your main argument. Be conscientious about citing sources for facts used – be 
sure you can back up any claims or statistics cited, and it’s best to do so in the article 
itself rather than leave it in doubt and hope the editors ask for it - editors can always edit 
it out if they decide they don’t need it. Links are a good way to do this.  
 

✓ The author of the op-ed must be a local voice (except for major daily newspapers with a 
statewide focus – but even then a local author is helpful).  A co-author – or two - may be 
helpful if they lend a great deal of credibility to the piece, but it is not a necessity. For 
every author, be prepared to offer a photo/headshot if they request it.  
 

✓ When submitting the op-ed, it’s a good idea to submit it along with a very brief “pitch 
letter” that follows this format: 
 

“Dear Editor: 

 

“The attached op-ed, [“Title,” (XXX words)] is submitted for your consideration.  This 

issue is important to our community because [state reasons]. I would appreciate your 

consideration on this, and I’d be happy to answer any questions. If you need a photo to 

accompany the piece, I can provide it. Thank you.” 

 
✓ As a general rule, editors will contact you if they are interested in running the op-ed, but 

don’t let that preclude you from a follow up call or email if you don’t hear anything after 
48 hours. Editors receive a huge volume of submissions – they can’t read them all – so a 
little follow up can help get your submission on the top of the pile. 


