
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[WKVI Radio Station]  

[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 introduce the purpose of your letter, e.g., share a 

story, propose an idea, request information, etc.].  

[In this paragraph, provide detailed information relevant to your 

purpose. Include any necessary context, background information, or 

statistics that support your message.]  

[Continue expanding on your main points in the next paragraph. Use 

specific examples or anecdotes to illustrate your message. If applicable, 

mention how it relates to the WKVI community or audience.]  

I would appreciate the opportunity to [state your request, e.g., discuss 

this further, collaborate on a project, provide feedback, etc.]. I 

believe that [reiterate the importance or impact of your request].  

Thank you for taking the time to consider my letter. I look forward to 

your response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


