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Letter writing can be an effective way of communicating your issue and views. You
can write to a politician to say that you don’t like something, and also to let him/her
know when you support something he/she does, when you feel more action is needed,
or to thank him/her for supporting your view.

A letter may be more effective than meeting face-to-face, as a letter pro-

vides a record of your communication. Even so, it’s always a good idea

to follow-up after sending a letter to ensure it has been received and

interpreted correctly. A sample letter can be found on page 95 of the

Resources and Tools section.

Write a letter

You can send 
letters to MPs for
free —No Postage

Required!

Tips for Writing a Good Letter

• Personalize the letter, don’t send 
generic letters.

• Keep it short, definitely no longer
than 2 pages.

• Always close with a statement
regarding their response or 
comments, e.g. “I look forward to
your response.”

• Keep a positive tone to the letter.

• Write on only one subject per letter.

• Attach other relevant information,
such as a key messages sheet or
newspaper clippings.

• Have someone else, or better yet, a

few people read and edit.

• Include your contact information.

• Follow-up with a phone call.

What to include in your letter:

1. Begin with who you are and why you
are concerned.

2. If you are writing on behalf of a group,
state your name and your role. If you have 
a lot of members or supporters, you can 
also say how many people make up the 
group.

3. State the problem or issue. Be sure to note
its impact on health, the environment, the
economy, or some sector that the official
receiving the letter is concerned with.

4. Discuss the importance of putting this issue
on the public agenda.

5. Include a local example.

6. State what actions you think are needed
and why.

7. Indicate that you look forward to working
with them in taking this action.

8. Finish in a way that encourages a response.
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Plan

Decide what you want to talk about.

What’s your issue?  What aspects of the issue do you want

to address during this meeting?  What do you want the per-

son you’re meeting with to do for you?  What result do you

want?

Decide who you want to talk to.

Who is the best political representative to talk to about the

aspects of your issue that you want to address?  Who can do

whatever it is you want done?  Is your issue best addressed

at the local, provincial or federal level?  Depending on the

issue you’re working on, you may eventually want to talk to

political representatives at all levels. No matter who you’re

meeting with, you’ll be talking about the parts of your issue

that the specific representative can do something about.

Meet with policy makers and politicians

At some point in any activity that involves advocating for policy change —and often
during other kinds of community activity as well —you’ll need to meet with political
representatives. These can be at the municipal, provincial or federal level.

During a meeting, your goal is to make your point quickly,

clearly and memorably. Most politicians meet with a lot of

people and you want this person to remember you and 

support your issue.

Before your meeting, you will need to plan, organize and

prepare.

You can easily find your
political 

representative

This example is for Nova Scotia but can be
adapted for other provinces or territories

Municipal

The Union of Nova Scotia

Municipalities has contact 

information on all of Nova

Scotia’s municipal units:

www.unsm.ca

Click on “Membership Directory.”

Then click on “quick list of

municipal units” for addresses

and phone numbers.

Provincial

You’ll find contact information

for all MLAs at:

www.gov.ns.ca/legislature/

members/Index.html

Federal

Contact information for all MPs

—both in Ottawa and in their

home ridings —can be found at:

www.parl.gc.ca

Click on “Senators and

Members”. Then click on “House

of Commons —Current.” This

page has a handy “Find your MP

using your postal code” feature.
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Find out how to contact the person you want to meet with.

You’ll find how to get contact information for political representatives in the box on

the previous page.

Organize

Make an appointment with the political representative you want to meet with.

You can telephone, write or e-mail. Be sure everyone is clear about the date, time and

place.

Decide who will go to the meeting.

Most people feel better if they have company, but you don’t want to bring a crowd.

Two or three is a good number —you won’t be alone and there will be time for every-

one to have a chance to speak. If you have partner groups working with you on your

issue, bringing representatives from different groups is a good idea.

Prepare

There are two goals in an effective meeting: make your point and make a friend —or

at least make an ally. You want to leave the meeting feeling that the person you’ve

met understands your issue and is on your side. This takes preparation!

Decide what you want to say.

Meetings with politicians usually last about 30 minutes —at the most. You won’t

have a lot of time, so it’s important to know what you want to say and to get right to

the point. A good rule is to pick three points that you want to make and know those

points well. Make a short list or outline of your points and send it to the politician a

few days before your meeting. This gives him or her a chance to prepare too.



Prepare your presentation.

For each point you want to make:

State the issue: Be very clear about how you see

the problem or issue.

Give examples that make it real: Politicians get

elected because people vote for them. It’s very

important to them to know how issues affect

their constituents. Use examples and stories to

show how your issue is affecting the lives of

people in your community.

Offer solutions: Describe the changes you think

will help improve conditions in your community.

Explain why you think your approach will work.

Tell the politician what you want him (or her) to

do. Be prepared to answer questions.

Decide who will do the talking.

Everyone who comes to the meeting should have

something to say. One way to make sure this

happens is to give each person a point to make.

That is, for each of your points the same person

states the issue, gives examples, offers solutions

and answers any questions. Another approach is

to have one person introduce all the points,

another give all the examples or tell their story

and a third offer solutions. Questions could be

answered by whoever feels comfortable doing it.

You should also work out the order of the 

speakers —know who will speak first, second and

so on.

Quick Advice for
Meeting with Policy

Makers

Be prepared, come with fact

sheets or brief notes and leave

them there.

Stay focused, concentrate on

only a few issues (you can go a

little broader with a meeting as

opposed to a letter).

Bring local examples of how a

policy is impacting on your

community.

Be clear about what you are

asking for or want them to do.

Anticipate questions and 

practice responses.

If you can’t answer a question,

don’t panic, offer to send the

information in a follow-up,

and do it.

Arrive early!

Before leaving, summarize

what you want them to

remember.
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After the meeting

Within a few days after the meeting, write a brief letter to the person you met with.

Thank him or her for the meeting and summarize what was said. End the letter by

saying that you look forward to continuing to work together on this issue. This is an

important step because it provides both parties with a written record of what was

said.

This kind of letter is also a handy way to let the rest of your group know what hap-

pened. You can print it in your newsletter or pass copies around to other members

of your group. If you have a meeting place or community center, post copies there

for everyone to read.

Adapted from: Nova Scotia Women’s FishNet, 2002.


