
[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Federal Communications Commission  

[Division/Office Name]  

[Office Address]  

[City, State, Zip Code]  

Subject: Annual Report for [Year]  

Dear [Recipient's Name/Title],  

I am writing to submit the annual report for [Your Company/Organization 

Name] as required under [specific FCC regulations or guidelines]. This 

report covers the period from [start date] to [end date].  

Overview:  

[Provide a brief overview of the company and the services provided.] 

Key Metrics:  

- [Metric 1]  

- [Metric 2]  

- [Metric 3]  

Program Highlights:  

[Briefly describe key programs or initiatives undertaken during the 

reporting period.] 

Challenges and Solutions:  

[Discuss any challenges faced and how they were addressed.] 

Future Plans:  

[Outline plans for the upcoming year.] 

Attached Documents:  

[List any attached documents, e.g., financial statements, data reports.] 

We appreciate the opportunity to provide this information and remain 

committed to compliance with FCC regulations. Should you have any 

questions or require further information, please do not hesitate to 

contact me. 

Thank you for your attention to this matter. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Title]  

[Your Company/Organization] 


