
                                                                         
 
 

LETTER WRITING USER GUIDE 
 

1. ACCESS: Type https://www.compassion.com into Google Chrome or Firefox. IE has issues. 
  

                                                                      
2. LOCATE MY ACCOUNT: 

 
 

 
 
 

3. MY ACCOUNT: Here you will either log in as an existing user or set up for “First Time” user  
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4. MY ACCOUNT NAVIGATION TOOL BAR OVERIVEW:  
 

 
 
 
 

 

                   
 
 

NOTE: 
There are 11 tabs in the My Account Navigation Tool Bar.  
 
Take the time to click on each one and review the information.  
Compassion has done a wonderful job in teaching their service.  
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5. MY SPONSORHSIP: Information on your child/children and all the links to navigate: 
a.  Write a letter electronically. 
b.  Ability for additional giving: Location for Birthday Gifting (instruction on page 8).  
c. View payment options: here you can edit payment plans, your credit card information etc.  
d. Review your giving history 
e. How to visit your child 

 

 
6. WRITE MY CHILD- HOW TO:  

 

 
                                                                                                                                                           

 
                                                                                                                       
 

OVERVIEW: When you click on  
Write My Child in the My Account Navigation Tool Bar you will 
be directed to the Letter Writing Navigation Tool Bar. 
 
a. Compose a letter 
b. My Drafts 
c. My Letters 
d. My Archived Letters 
e. Letter Writing Tips 
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6a. COMPOSING A LETTER- ELECTRONICALLY:   
             

              
 

1. Select a Template: There are 3 types 
a. Letter: Form that allows you to write the most words unless you upload your own. 
b. Card: Less words than the letter form. 
c. Upload: A handwritten vs typed format.  

NOTE: For all three templates, you can upload pictures. If using a letter template only three will be on the  
       Stationary and 4 plus will be on a separate page. 

 
2. Add Photos: Note if multiple they might cover the stationary design on the bottom and only 3 will be 

on the page. Additional get posted on separate page. 
 

3. Preview: Review and if you wish to EDIT click back to #2 Write Letter 
 

4. Send Letter: You will receive a confirmation action before you hit send. 
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Continued: COMPOSING A LETTER- ELECTRONICALLY: 
Note: After you have completed Step 5 (Send Letter) and try to write another, you will get a notice when you 
can send a new one. 
 

 
 
 If you click on the blue SAMPLE QUESTIONS 
 
Write a letter to this child. Space is limited by amount of text & vertical space. Sample Questions 

• What do you want to be when you grow up? 
• What do you like to study in school? 
• What do you do when you go to the Compassion project? 
• What is your favorite Bible verse? 
• What is a national holiday you celebrate in your country? Can you tell me more about it? 

 
 

https://write.compassion.com/letters/7675960/write?Created=01%2F01%2F0001%2000%3A00%3A00&PhotoNum=0&TemplateType=Letter&IsEncourager=False&BeneficiaryId=05620655


     
 
 

 
 
6b. COMPOSING A LETTER - MANUALLY: 

If you choose to compose a letter manually Compassion provides stationary set up in the format where you can write your part and 
where the translator can write their part with the convenience of your coded bar scan and child’s sponsorship number.  
 If you do not use this form and choose to use your own, please REMEMBER to write your child’s full number on the letter.  
See example below.  
     

If you log out of Compassion intentionally or not your letter will be saved in MY DRAFTS 

Excellent place to search all questions you have regarding letter writing. 
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Mail Manual Letters To: 
ATTN: Child Correspondence Dept. 
COMPASSION INTERNATIONAL 
Colorado Springs, CO 80997-0004 
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7. WHEN WRITING A LETTER and GIFTING – Additional Gifting: 
 

Birthday Gift: Up to $100.00 per year. 
Child Gift: Up to $100. Per year. 
Family Gift: Up to $1,000 throughout the year / minimum 
$25.00 

 
Birthday Gift: After writing a letter and you want to send a 
birthday gift; access by My Account then Additional Giving.  
 
Child Gift: important items like clothing, school supplies, other 
necessities. For $60.00 or more you will get a picture of your 
child with what was purchased.  
 
Family Gift: to meet needs within a family’s specific context.  



                  

 
 
Additional On Line Letter Writing Resource: 
https://www.compassion.com/letter-writing/how-to-write-a-letter-to-a-child.htm 
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