
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

KXAN News  

[Station Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

writing to [briefly state the purpose of your letter, e.g., share a story 

idea, express concern about a recent news report, etc.].  

[In the following paragraphs, provide more detailed information about 

your purpose. Include any relevant facts, personal experiences, or 

context that supports your request or story idea. Be concise but 

thorough.]  

Thank you for taking the time to consider my [request/story idea]. I 

appreciate the important work KXAN News does for our community. I look 

forward to the possibility of discussing this matter further.  

Sincerely,  

[Your Name] 


