
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

WXII News  

[News Station Address]  

[City, State, Zip Code]  

Dear WXII News Team,  

[Opening paragraph: Briefly introduce yourself and the purpose of your 

letter.]  

[Body paragraph: Provide details, support your main point, and share your 

thoughts or experiences.]  

[Closing paragraph: Summarize your main points and express any desired 

outcome or hope for future communication.]  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Contact Information] 


