
[Your Name]  

[Your Title]  

KXAN News  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

We are pleased to announce [briefly explain the announcement, e.g., an 

event, new initiative, partnership, etc.]. This [event/initiative] aims 

to [describe the goal or purpose of the announcement].  

Details of the [event/initiative]:  

- **What**: [Description]  

- **When**: [Date and Time]  

- **Where**: [Location]  

- **Who**: [Participants/Speakers/Partners]  

We encourage the community to [call to action, e.g., attend, participate, 

share the news, etc.]. Your support and engagement in this 

[event/initiative] will play a significant role in [positive outcome or 

impact].  

For media inquiries, please contact [Media Contact Name] at [Media 

Contact Email] or [Media Contact Phone Number].  

Thank you for your attention, and we look forward to your involvement!  

Sincerely,  

[Your Name]  

[Your Title]  

KXAN News 


