
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Subject: VHF Radio Report 

Dear [Recipient Name], 

I am writing to provide a report on the VHF radio communications 

conducted during [Event/Date]. Below are the details of the operations 

and observations. 

1. **VHF Channel Used:** [Channel Number] 

2. **Date and Time of Communication:** [Date & Time] 

3. **Participants:** 

 - [Your Call Sign/Name] 

 - [Other Call Signs/Names] 

4. **Summary of Communication:** 

 - [Brief description of the communication exchanges] 

 - [Any significant messages relayed] 

5. **Issues Encountered:** 

 - [List any problems or challenges faced during communication] 

6. **Recommendations:** 

 - [Any suggestions for improvements] 

Please find attached any additional relevant documents or logs. 

Thank you for taking the time to review this report. Should you have any 

questions, feel free to contact me at your convenience. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Call Sign] (if applicable)  

[Contact Information] 


