
**WZZM Letter Style Guide Template** 

--- 

**Letterhead** 

- WZZM Logo  

- Address 

- Contact Information 

--- 

**Date** 

[Month Day, Year] 

--- 

**Recipient's Name** 

[Title] 

[Organization] 

[Address] 

[City, State, Zip] 

--- 

**Salutation** 

Dear [Recipient's Name], 

--- 

**Body** 

- **Introduction:** [Brief opening statement] 

  

- **Main Points:**  

 - [Key point 1] 

 - [Key point 2] 

 - [Key point 3] 

  

- **Conclusion:** [Final statement or call to action] 

--- 

**Closing** 

Sincerely, 

[Your Name]  

[Your Title]  

WZZM  

--- 

**Enclosures** 

- [Optional: List any enclosed documents] 

---  

**Footnotes/Additional Notes** 

- [Any additional information or notes relevant to the letter] 

--- 


