Suggested form for a letter recommendation of introduction to a landlord

	These are only guidelines. Your letter’s organization will reflect your story and your life situation. 

	Your name
Street Address
City, State Zip Code
Area code and phone number
Date (The date should be recent. You’ll want to update it when you apply for a unit.)
Salutation (To whom it may concern; Dear prospective landlord, etc.)
First paragragh(s)
Explain that you are interested in renting the available unit and want to give the landlord more information than the rental application contains. Answer the following questions: who will live in the unit; what are all the prospective occupants’ relationships to you (i.e., husband, child, mother-in-law).
Following paragraph (s)
Describe your life circumstances—for example: Where do you work; where do your children go to school; what are your interests and your activities. 
Why are you interested in this unit? What ties you to the area?
Following paragraphs
If there is unfavorable information about you on your credit report, or in your rental or legal history, take an opportunity to explain that information and to demonstrate that you have turned things around. If you are currently in a transitional housing program, explain how that program has helped you turn things around.
Explain that you have carefully reviewed your income and expenses and feel confident that you can afford the unit. Mention that your budget is included. 
Tell the landlord why you will be a good tenant. If you are including letters of recommendation in your portfolio, let the landlord know who has written letters on your behalf and what their relationships to you are.
Closing paragraphs.
Let the landlord know that he or she can contact you. Give your phone number. Also give the phone numbers and credentials of the references you listed on your application. 
Closing
Sincerely,
Your Name


