
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

KXAN News  

[Station Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. My name is [Your Name], and I am [a 

brief introduction about yourself or your organization, if applicable]. I 

am reaching out to request [specific resources or information you are 

seeking from KXAN News]. 

As part of [describe your project, research, or initiative], we believe 

that the resources and insights from KXAN News would greatly benefit our 

work. Specifically, we are looking for [detail the specific resources, 

articles, interviews, or data you need]. 

We appreciate the valuable journalism that KXAN News provides and would 

be grateful for any assistance you could offer. If there are any forms or 

protocols I need to follow, please let me know. 

Thank you for considering my request. I look forward to your positive 

response. 

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


