[Senders Name]
[Address line]
[State, ZIP Code]

[Letter Date]
[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional-
Dear [Recipients Name],

I hope you are well. I am Joann Hobbes. I would like to recommend my colleague Ms. Cora Bailey as she is seeking an apartment and I thought that the one you are renting out would be perfect for her.

Cora works as an administrative officer for our company Media Inc. She also performs the same duties for Station Zero. For these, she receives considerable compensation and is thus accomplished by paying her rent and utilities on time. Cora is also a diligent and organized young woman. That shows in her workspace and in her current residence, which I have visited. She also needs a place that is near our head office and that allows pets.

I am sure you will have no problems renting out your apartment to someone like her. I also believe she will appreciate your apartment very much. If you have any questions, please contact me. My phone numbers and e-mail addresses are indicated below.

Sincerely, 

[Senders Name]
[Senders Title] -Optional-

[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional-
