
[Your Name]  

[Your Title]  

KXAN News  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

[Introduction: A brief opening statement about the purpose of the press 

release.]  

[Body: Detailed information regarding the news/event, including relevant 

quotes, statistics, or background information.]  

[Conclusion: A closing statement summarizing the key points and any next 

steps or calls to action.]  

For more information, please contact:  

[Your Name]  

[Your Title]  

KXAN News  

[Email Address]  

[Phone Number]  

Sincerely,  

[Your Name]  

[Your Title]  

KXAN News 


