
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

KXLY Broadcasting  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well.  

[Opening Paragraph: Introduce yourself and the purpose of the letter.]  

[Body Paragraph 1: Provide background information or context related to 

your inquiry or proposal.]  

[Body Paragraph 2: Detail your main points or requests. Explain why they 

are important and how they relate to KXLY.]  

[Closing Paragraph: Thank the recipient for their time, express your 

hopes for a positive response, and provide your contact information for 

follow-up.]  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


