
 

How to Write a Letter of Support

What is a Letter of Support?

A supporting letter is a personally written document that explains the writer's support
for a person, cause or idea. You might write a letter of support for one of these
reasons:

Where Do I Start?

Before writing your letter of support, it is important to understand the specific
purpose it will accomplish. For example, you might want your reader to
support an organization or policy. 

Identify Your Purpose1.

Once you are confident you understand the purpose of your letter, think about
the audience. Consider what kinds of information they are likely to find
convincing. Writing with a specific audience in mind can help you
communicate more persuasively.

   2. Know Your Audience

Think about the details you want to include in your letter of support. Consider
using anecdotes, data or other persuasive information such as how this issue
has impacted you personally.

   3. Brainstorm

A person or organization might have requested a letter of support from you
and provided you with information you need. 

You volunteer to write one if a person or organization stands out in your
mind as worthy.



 

 
 

Put the correct salutation in your letter. Research to find out if
they go by Dr., Mrs., Mr. or Ms., and address them with "Dear
_________."

Salutation
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Structuring a Letter of Support

Start the letter of support by including a heading on the top-left
side of the letter. Here you can include the writer’s name,
institution, and the date of writing, the recipient’s name and
contact information.

The Header

First you'll want to introduce yourself. Who are you, and why
should the reader care? State your case and highlight your
relationship with the organization or cause. 

Introduction

The body of the letter should clearly answer the question,
"Why?" Why should they care or support your cause? This
should address any big questions the reader may have.

The Body

The ending of your letter should summarize your key points and
restate the value of their support, while offering any final details
that could sway the reader. 

Conclusion
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maytumc@ash.org
Contact: Carol Maytum

*Other example letters of support are available by request:

EXAMPLES OF LETTERS OF SUPPORT
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