CWA Member-to-Member
Letter Writing Kit

Tips for Collecting Letters from CWA Members

· Have all your materials on hand.  Keep a box, briefcase or satchel ready with all the materials you need and bring it with you to collect letters.  See the checklist below.
· Allow about 5-10 Minutes to Write a Letter: It takes this much time to write a personal letter, so plan accordingly when you approach a letter writer.

· Start with People You Know: As you gain experience and achieve success, ask others 
· Recruit a Partner:  You can work independently or together, and people can see that you are engaged in a collective effort.
· Collecting Letters in the Workplace: 
· Lunch breaks and other breaks: Sit at a table with materials on hand.  This approach will  people a seat and a surface to write on.  If you are working with a partner, one can assist writers and one can recruit writers.  

· Work garages: Arrive early to ask people as they get their work orders for the day.   Make sure you bring clipboards or some portable surface to make it easier to write the letters.
Checklist of Suggested Letter Writing Materials 

· Clipboard to hold your materials and give someone a hard writing surface 

· Sheets of white paper with lines

· Pens 

· Copies of the sample letter 

· Information to help identify a person’s legislator

· CWA Letter Writer Sign-in Sheets (in this Kit) to track who writes letters
· Folder or clip to keep the written, collected letters secure in one place
· Card table for certain events

Collect the Letters
· To make sure that the letters are written, stay nearby while the person writes it.  

· Collect the letters immediately, make sure to have the writer fill out the sign in sheet.

· Deliver  the letters and the sign-in sheets to the person designated by the Local

Sample Letter – 
for CWA Members who Work for CenturyLink (former Embarq)
Instructions:  This letter is a sample. In your letter, use your own words and draw on your own experiences.  Follow the outline below to make sure the key points get made, especially the “Asks” in paragraph 3. In paragraph 2 write your own story to make the letter unique, as this will have the most impact. 

Date

Dear Governor/Rep. __________:

(Paragraph 1 – Introduction. Try to use your own words. This is just a sample. Please do not copy it word for word.) 

I live in [name of your town] and a member of the Communications Workers of America.  I’m writing today to alert you to concerns I have about the proposed merger of CenturyLink and Qwest.  I work for CenturyLink in _[town and state]___.
(Paragraph 2 – The problem.  Briefly describe a personal work-related experience – make sure to  focus on the impact to service quality and customer service.)

I know from experience that integrations of telecommunications companies is not easy.  I work for CenturyLink and was an employee of the former Embarq company.  Right now we are having difficult problems converting to CenturyLink systems, and employees and consumers are bearing the brunt of the troubles.  We are provided faulty work orders, and so are unprepared when we reach a residence or business that needs our service.  Customers tell us stories of waiting on the phone for long periods of time in order to request service or repairs.  Some of us have been put on mandatory 6-day workweeks as management tries to deal with all the problems that have arisen.  It appears that the provisioning and assignments offices were unprepared for the volume of work that the merger with Embarq entailed.  The complications of transitioning to new systems are enormous.  I cannot imagine how CenturyLink can take on another, even larger integration when it merges with Qwest. 

(Paragraph 3 – The Asks; use the specific words written below)

Please do what you can to make sure the merger does not degrade service quality or cause a reduction in jobs in our state.  This merger should not cause those of us in __(state)___ to miss out on the potential opportunities of 21st century telecommunications services.  
(Paragraph 4 – Closing. Try to use your own words. This is just a sample.)

Thank you for your support.  

Sincerely,

Your Signature

Print Clearly

Your Name 

Your street address, city, state and zip code

Your email address
 CWA Letter Writer Sign-in Sheet

Date of Activity ____________ Location of Activity ___________________ CWA Local Number ____________________________

Name of CWA Member Conducting Activity _________________________  Phone number of CWA Member ________________________
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