
[Your Name]  

[Your Title]  

KTVU  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Announcement]  

I hope this message finds you well. We are excited to announce [brief 

description of the announcement/event]. This [event/initiative] will take 

place on [date] at [location] and aims to [state the purpose and 

significance].  

We believe that [mention any partnerships, collaborations, or community 

involvement]. We invite you to [provide specific call to action or 

invitation].  

For more information, please feel free to reach out to us at [contact 

information]. We appreciate your support and look forward to seeing you 

there.  

Sincerely,  

[Your Name]  

[Your Title]  

KTVU 


