Instructions: 
Thrivent Builds Homes Letter to the Editor—volunteers needed! 
Thank you for helping publicize your Thrivent Builds Homes project with this easy-to-submit letter to the editor of your local paper! 
To use this template: 
1. Read “some basic points about letters to an editor” below.

2. Determine the optimum time to use this template.  Need volunteers immediately?  This template can help advertise that fact.  Have a community fundraiser scheduled?  This template is one additional way to get the word out.

3. Fill in the variable fields in the letter, as indicated.
4. Distribute according to the directions below.

Some basic points about letters to an editor: 

1. Be sure to include your contact information.  Oftentimes, newspaper staff will call to confirm that you have actually written the letter.

2. Letters to the editor need to state a point of view.  In this case, the letter states that the community “needs decent, affordable housing” and the local affiliate “needs their help.”
3. Letters to the editor must be concise.  The attached template is already at a little more than 200 words, an outer limit for such submissions, so keep your additions as short as possible.

4. Make sure any numbers or facts you insert are accurate.  Letters that are factually incorrect are either not printed or the author is regarded as someone who is not “detail oriented” and may not be given a second chance.

5. Proofread:  Ask another party to proofread your letter before you submit it.  We often don’t see our own mistakes.

6. Don’t worry if your letter is not printed.  Each paper has only so much space.  Try again when it seems appropriate.
How to distribute your letter to the editor:

1. Remember to delete these instructions before sending to the media.
2. You can e-mail, fax, mail or hand deliver your letter to the editor. If emailing it, copy the content of the completed letter (do not copy the instructions) and paste it into the body of your email.  Read through and correct any formatting changes that occurred in the copy process.
3. If you print the letter, use Thrivent Builds or Habitat affiliate letterhead.

4. Send the letter to the editor at each newspaper in your community
5. If your local paper asks you to submit the content of your letter to the editor on-line, simply copy and paste the content of the completed letter into the space provided on their Web site.  Correct any formatting changes that occurred in the copy process.  Provide all other information requested and click “submit.”
Dear Editor,
In these difficult economic times, our community needs decent, affordable housing more than ever before.  Habitat Affiliate Name is looking to the community to help it make the most of an important affordable housing opportunity.
We’ve been granted substantial support from Thrivent Builds with Habitat for Humanity, a partnership between Thrivent Financial for Lutherans and Habitat for Humanity International.  This support will make possible the construction of XX (spell out numbers 1-9) additional home(s) in City/CountyName this year.  We couldn’t be more excited!  
Thrivent Builds has already resulted in more than 2,700 Habitat homes across the country and around the world since 2005.  Thanks to its 2.5 million members who own financial products with the organization, Thrivent Financial for Lutherans is able to contribute to the improvement of communities like name of city where new home is located.  The partnership also engages volunteers—members of Thrivent Financial, members of area Lutheran churches and members of the community at large—to work alongside the partner families to build these homes. 
Your readers are the stalwarts of this community and we need their help. We are inviting them to take part in a specific fundraiser/sign up to volunteer/attend volunteer orientation/come to an event/etc.  They can contact us at XXX-XXX-XXXX for more information on how they can use their time, talents or treasure to support this effort.
Sincerely,

Habitat Affiliate Representative, Title
