
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

KTVU News  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to announce an upcoming 

event that we believe will be of great interest to the KTVU audience.  

**Event Title:** [Insert Event Title]  

**Date:** [Insert Date]  

**Time:** [Insert Start Time] to [Insert End Time]  

**Location:** [Insert Venue/Location]  

**Description:** [Briefly describe the event, its purpose, and its 

significance.]  

We would be thrilled to have KTVU cover this event or participate in any 

capacity. We believe it aligns with your commitment to community 

engagement and informative programming.  

Please let us know if you would be interested in covering this event or 

if you require any additional information. We look forward to the 

possibility of collaboration!  

Thank you for your consideration.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


