
 
 

 
 

Media Materials 
 

The documents in this section are to guide NARFE 
members in reaching out to the media and provide 

templates for media advocacy efforts 
 



 

33 
 

How to Write and Submit a Letter to the Editor (LTE) 
 
Writing a letter to the editor of your local newspaper is a great advocacy tool and 
helps create awareness of the need to protect federal retirement and health 
benefits. A letter to the editor (LTE) is just that — a letter written to a newspaper 
by a reader in order to respond to a previous article or to offer a newsworthy 
opinion. 
 

Step #1: Choose when to submit an LTE.  
 

LTEs are most often placed when they are written in response to an article/editorial and 
either point out an alternate perspective, or highlight/strengthen the piece. In some cases it 
may make sense to submit an LTE that does not relate back to a particular article, but 
rather highlights a recent local event (e.g., the introduction of proposals to cut federal 
employee benefits). 
 

Step #2: Choose what to write in an LTE.  
 

LTEs should be able to stand on their own and make sense to readers who may not have 
read the original article to which it is responding. 
 

Step #3: Write your LTE.  
 

LTEs should be focused and direct.  Trying to cover several topics and making too many 
points reduces the impact, so try to keep to one subject if possible. 

 
Step #4: Keep it brief.  
 

Newspapers and online outlets have different word count requirements for LTEs, but, in 
general, it is best to keep them as short and succinct as possible (usually between 150-250 
words). 
 

Step #5: List your info.  
 

Always include your credentials and contact information, as most publications will require 
verbal or written verification that you have authored the piece. As with op-eds, timing is 
everything.  News goes stale very fast, so submit LTEs as quickly as possible. 
 

Step #6: Follow up after you submit.  
 

Most newspapers have areas online where you can post comments to articles. If your LTE 
does not get placed, consider going online and adding your letter as a comment to a story. 
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Sample Letter to the Editor 
 

We Need Our Federal Employees 
 
Sadly, there is a growing sentiment in America, on the airwaves and in town halls that 
our country can make do without a strong federal workforce. As a [Former/Active] 
federal employee and a proud American, I want to set the record straight: America 
needs our federal employees. 
 
The indifference toward federal employees might stem from a misunderstanding of who 
these Americans are and what they do for each of us. So let’s start there. 
 
Today, more than 84 percent of federal employees work outside the Washington, DC, 
metropolitan area – including [Insert Number Of Federal Employees] in [Insert State].  
On average, they are paid 20 to 35 percent less than they would be in the private 
sector, yet they still go to work every day in every state to protect and drive the 
progress of our country. 
 
Our federal employees ensure that our most basic needs as a society are met – from 
the safety of the food we eat to the quality of the air we breathe. Some spend their 
days thwarting the spread of infectious disease while others raise the alarm whenever a 
storm is coming.  
 
Federal employees work on America’s behalf. Let’s not get in their way. 
 
[Name] 
[Former/Current Position] 
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Sample Letter to the Editor 
 

Refute Federal vs. Private Pay Argument 
 
Sadly, there is a growing sentiment in America, on the airwaves and in town halls that 
our country can make do without a strong federal workforce. 
 
Part of this sentiment stems from reports that federal employees are paid more than 
their private-sector counterparts. 
 
Some of these reports are faulty and unfounded, but others recently released by 
reputable sources reflect reality. The Federal Salary Council (FSC), based on non-
partisan data from the Bureau of Labor Statistics, determined that today’s federal 
workers are paid 34.6 percent less than their private-sector counterparts. 
 
Meanwhile, another study by the nonpartisan Congressional Budget Office (CBO) shows 
a more mixed picture. It says America’s most experienced and educated federal 
workers are greatly underpaid, while the less experienced and educated workers are 
overpaid once benefits are factored in. 
 
I’m not going to argue with the CBO, but it is worth noting that it makes sense that the 
starting salary of an administrative assistant at the CIA is slightly higher than that of an 
administrative assistant at a top law firm. 
 
[Name] 
[Former/Current Position] 
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How to Write and Submit an Op-Ed 
 
Writing an op-ed for a local newspaper is an influential way to insert NARFE’s viewpoint 
into an ongoing conversation, or one you want to generate in the community.  An op-ed 

is a newspaper article that expresses an opinion about an issue in the news. The name 
op-ed comes from its usual location in the paper, opposite the editorial page.  
 

Step #1: Choose when to submit an op-ed.  
 

Op-eds are most likely to be placed when there is a public debate or coverage of a particular issue, 
perhaps occurring around cutting the deficit or raising the debt limit. In some cases, they may also be tied 
to events. However, those pieces are generally more difficult to place if they do not have a strong and 
relevant news hook. The biggest rule about when to submit is to submit before it’s too late — news goes 
stale very fast. 
 

Step #2: Choose what to write in an op-ed.  
 

Many regional newspapers receive pieces with a national angle from newspaper syndicates, so it’s best to 
emphasize a local/regional angle, if possible (e.g., a personal story, local statistic about the largest local 
federal agency, and/or a local event). 
 

Step #3: Write the op-ed.  
 

Op-eds should clearly articulate the problem at the beginning of the piece (e.g., federal employees in this 
state have become the scapegoat for the nation’s budget problems). Then narrow the arguments down to 
a very regional point (e.g., we can’t afford to lose services like food safety inspection that federal 
employees in our state provide to us).  Conclude with a clearly defined call-to-action (e.g., when voting on 
solutions to our national deficit, our representatives in Congress must acknowledge the will of their 
constituents and recognize that our federal employees do to protect and move America forward). 
 

Step #4: Choose who should ‘sign’ an op-ed.  
 

Consider regional figureheads who support your issue and determine if it might be more advantageous to 
ask them to sign, or cosign, the piece once it is written.  Remember that the op-ed’s byline might not 
always be the same person that actually wrote the words. 
 

Step #5: Check your word count.  
 

Newspapers and online outlets have different word count requirements for op-eds, but, in general, it is 
best to keep them between 650 to 700 words. Check the outlets’ websites for information about word 
count requirements, as this information is usually listed in their editorial section.   
 

Step #6: List your info.  
 

Always include your credentials and contact information, as most publications will require verbal or written 
verification that you have authored the piece. 
 

Step #7: Follow up after you submit.  
 

If you have not heard back from the publication within 24 to 48 hours, it’s usually a good idea to follow up 
via phone or email. If you receive a “no,” then you should consider submitting to another local paper or 
online outlet. If there are no alternatives, consider posting your piece on a blog. 
 

Step #8: Posting your piece on a blog.  
 

There are limitless blogs that you can post your opinions on. Some blogs, like the popular TPM Café 
(http://tpmcafe.talkingpointsmemo.com/), require you to sell them on the idea in the same way you must 
convince a newspaper to print your op-ed.  Other blogs, like BuzzFeed (http://www.buzzfeed.com) allow 
you to simply post your piece directly. 


