                  Employment Reference Letter for Apartment


[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 this finds you well. My name is Claire Clarks. I currently work as a Branch Manager at the South Branch of XYZ Bank. Incidentally, I am also closely acquainted with one of your prospective tenants, Ms. Jean Janes. We used to be colleagues at another branch of the same bank before she decided to build her own business in retailing.

It has come to my attention that Ms. Janes has expressed her interest in renting one of the apartment units in the property that you manage. I would, therefore, like to take this opportunity to inform you that as far as I know, there should not be any problems from her end concerning this arrangement. Her business has been growing steadily and, as her friend and personal financial adviser, I can say that she always has responsible and reliable, whether regarding handling money or maintaining professional connections. I would, therefore, like to vouch for her in this regard.

Should you need more information, please feel free to call me at 555-5555. Thank you very much, and I wish you all the best.
Sincerely, 

[Senders Name]
[Senders Title] -Optional-






