
[Your Name]  

[Your Position]  

KTVB  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: [Subject of the Announcement]  

We are pleased to announce that [briefly state the announcement, e.g., 

"KTVB will be launching a new program," or "a significant partnership has 

been formed with..."]. This initiative aims to [state the purpose or goal 

of the announcement].  

[Provide additional details about the announcement, including any 

relevant dates, locations, and key individuals involved. Highlight any 

benefits or reasons for the announcement].  

We invite you to [mention any actions you want the recipient to take, 

e.g., attend an event, respond to the announcement, etc.].  

Thank you for your attention to this exciting news. We look forward to 

your support and engagement.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

KTVB 


