CORRECT ADDRESSES,
PROPER SALUTATIONS,
AND CLOSINGS continued

GOVERNOR
TheHonorable (full name)
Governor of Texas

State Capitol

PO. Box 12428

Austin, Texas 78711-2428

Dear Governor (last name):

LIEUTENANT GOVERNOR
TheHonorable (full name)
Lieutenant Governor of Texas
P.O. Box 12068

Austin, Texas 78711-2068

Dear Lt. Governor (last name):

STATE SENATOR
TheHonorable (full name)
Texas Senate

P.O. Box 12068

Austin, Texas 78711-2068

Dear Senator (last name):

STATE REPRESENTATIVE
TheHonorable (full name)
TexasHouse of Representatives
PO. Box 2910

Austin, Texas 78768-2910

Dear Representative (last name):
COUNTY OR MUNICIPAL OFFICIALS

Call your County Clerk or local League of
Women Votersoffice.

FAXES AND
E-MAIL MESSAGES

When timeistoo short for |etter writing, consider
faxing or e-mailing your message. It is not the
preferred method of communication, however, so
do not overuseit. Aswith writing, be sureto email
or fax your representative or official and identify
yoursdlf by digtrict, county, or city.

Tofind fax numbersand e-mail addressesfor each
office, usethesewebsites;

President and Vice-President:
www.whitehouse.gov

United Sates Senators:
WWW.senate.gov

United States Representatives:
www.house.gov

Governor:

WWW.gover nor.state.tx.us
Lieutenant Governor:
www.senate.state.tx.us

State Senators.
www.senate.state.tx.us

Sate Representatives:

www.house.state.tx.us

Tofind out who representsyouinthe U.S. Congress
and in the Texas Senate and House,
visit: www.capitol.state.tx.us/fyi/fyi.htm. The
League of Women Voters of Texas website,
www.lwwtexas.org, includesmorelinksto citizen
resources.
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REMEMBERTO...

o Writelegibly; typeif possble.
o Becourteousand reasonable.

» Besureyouarewritingto anelected officia
who can help solveyour problem.

» Writetoyour representativeor officid,
not onefrom another stateor district, unless
you arecommunicating with membersof a
committee holding hearingson your issue.

o Addressyour elected officia properly.

o ldentify yoursdlf by indicating thedidtrict,
county, or city inwhichyou areavoter.

« Persondizeyour |etter; form|ettersare not
Very persuasive.

« Know theissueand makeyour pointinone
page.

e |dentify abill by number and popular nameif
possible,

« Writeto say you approve of actions, not just
to complain or oppose.

« Writeearly inthelegidativeor congressiond
session beforeabill hasbeenintroduced if
you haveideasabout issuesyouwould like
incorporatedinlegidation.

o Writewhiletheissueishot.

League of Women Voters of Texas Education Fund

DO NOT...

« Beginyour letter, “ Asacitizenand a
taxpayer...”

« Beginwith, “ | hopethis gets by your staff ...”

 Apologizefor takinghisor her time.

» Userudeor threatening language. It will get you
nowhere.

» Usevaguelanguage. Instead, let your elected
official know what you want.

o Becomeachronicletter writer.

 Sendformletters. A thoughtful, sSincere, personal
noteisbest.

 Adopt acondescending attitudetoward staff.

« Forget tothank your el ected officiasfor their
timeand efforts.

CORRECT ADDRESSES,
PROPER SALUTATIONS,
AND CLOSINGS

For thenames of your elected officials, call
your County Clerk or the L eague of Women
\oter inyour area, or visit www.capitol.
state.tx.us/fyi/fyi.htm.

Except for the President, thefollowing letters
closewith* Sncerely yours,”

PRESIDENT

The President
TheWhiteHouse

1600 PennsylvaniaAvenue, NW
Washington, DC 20500

Dear Mr. President:
Very respectfully yours,

VICE PRESIDENT
TheVicePresident
United States Senate
Washington, DC 20510

Dear Mr. Vice President:

U.S. SENATOR
TheHonorable (full name)
United States Senate
Washington, DC 20510

Dear Senator (last name):

U.S. REPRESENTATIVE
TheHonorable (full name)
House of Representatives
Washington, DC 20515

Dear Mr. or Mrs. or Ms. (last name):
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