
WRITING A LETTER TO YOUR EXCELLENCY

I support the call outlined in this Paper and urge [INSERT NAME of your government] to take concrete steps to support
a strong ATT and the inclusion of a .

It just requires you to follow some basic rules. Write His or Her Excellency, Ambassador full name , on the
first line, if you are writing to a foreign ambassador. References eDiplomat: Addressing Others About the
Author Jody Hanson began writing professionally in to help finance her second around-the-world trip.
Compose another short paragraph, making sure to once again leave a space between paragraphs, and provide
any supporting information. In recent years, some international organizations, such as the Organization for
Security and Co-operation in Europe , or the European Union , have designated their Permanent
Representatives in third countries as Ambassadors, although they do not represent sovereign entities. Check
for spelling and typing mistakes. Edit accordingly. If in doubt, check with the secretary of the ambassador in
question. It is always correct to describe an ambassador by name, adding the country after the name. Write
Embassy of country and follow with the address. Commonwealth High Commissioner A commonwealth high
commissioner in the United Kingdom is accorded the same style and precedence as an ambassador.
Ambassador is the most senior diplomatic rank, and ambassadors are formal representatives of the Head of
State. For example, in the case of Australia, all ambassadors, high commissioners, state governors and the
governor-general and their spouses are entitled to the use of Excellency. The collective term for a group of
diplomats residing in another county is a diplomatic mission. Consuls are based in consulates which may be
within the embassy itself. If in doubt, check with the secretary of the high commissioner in question. Read the
letter aloud and listen for the tone. They are normally ambassadors. Tip Allow the letter to sit for a day
between writing and editing the letter so your eyes are fresh and you can catch any mistakes. The inside
address is what separates business letters from friendly letters, and the address is the same as the one that goes
on the envelope. Like good manners, proper writing skills are expected in diplomatic circles and people are
judged by how well they follow protocol. Leave a space after the date and enter the inside address. Diplomatic
Service: Forms of Address Salutation. In Commonwealth countries, the equivalent of the ambassador is
normally the high commissioner. If, for example, you are writing to ask the ambassador to speak at a
ceremony, provide the time, date and venue details. Use the block format. Any diplomat who heads a
diplomatic mission is known as chief of mission or head of mission. A female ambassador is called
ambassador, and not ambassadress. The Diplomatic Service The diplomatic service The very rigid form of
diplomatic address that was followed in the last century has been replaced by a polite, yet slightly less
deferential, style of approach. This is now largely accepted, and because these Ambassadors rank after the UN
representative in the orders of precedence of representatives of international organizations, the UN coming
naturally first as pre-eminent, the UN Resident Coordinators are now also commonly but informally referred
to in diplomatic circles as ambassadors, although the UN itself does not refer to them in this way. Use
letterhead and leave a space between the address and the date. Leave a space again, and begin the body of the
letter. Explain why you are writing to the ambassador. Leave a space between the final section and the closing.
Rather than indenting, leave one space between each paragraph. Her husband is not accorded any style as
such. Leave a space following the inside address, and then write the salutation. A diplomatic mission headed
by an ambassador is known as an embassy; a diplomatic mission headed by a high commissioner is known as
a high commission. Consequently, if you have any business with an embassy, you will have to write a letter. It
is often granted to the organization's head as well, and to those chiefs of UN diplomatic missions, such as
Resident Coordinators who are the designated representatives of the Secretary-General , who are accredited at
the Head of State level like an Ambassador , or at the lower Head of Government level. This is the accepted
style wherein all text starts flush with the left side of the page.


