
**WXPN Letter Style Guide Template** 

--- 

**[Date]** 

**[Recipient's Name]**  

**[Recipient's Title/Position]**  

**[Organization/Company Name]**  

**[Street Address]**  

**[City, State ZIP Code]** 

Dear [Recipient's Name], 

**Opening Paragraph:**  

[Introduce the purpose of the letter. State your main point clearly and 

concisely.] 

**Body Paragraphs:**  

[Develop your argument or message. Use clear, concise language and 

paragraphs. Include any necessary details or supporting information.] 

**Closing Paragraph:**  

[Summarize your main points. Include a call to action or next steps if 

appropriate.] 

Thank you for your attention to this matter. I look forward to [next 

interaction or response]. 

Sincerely, 

**[Your Name]**  

**[Your Title/Position]**  

**WXPN**  

**[Your Contact Information]**  

**[WXPN Website or Social Media Links]** 

---  

**Notes:**  

- Use a professional tone throughout.  

- Ensure proper formatting and alignment.  

- Maintain consistency in font style and size.  

- Proofread for grammar and spelling errors. 


