
**Template Example for WKRC Letter Writing** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Today's Date]  

[Recipient's Name]  

[Recipient's Title]  

WKRC  

[WKRC Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

[Introduce the purpose of your letter. Clearly state your main point or 

request.]  

[Provide supporting details or examples to strengthen your argument or 

request. Be concise and clear.]  

[If applicable, mention any previous correspondence or relevant 

information.]  

Thank you for your time and consideration. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Job Title (if applicable)]  

[Your Contact Information] 


