[Sender Name]
[Sender Title]
_______________________________________________________________
		TO

[bookmark: Text10][Receiver Name]
[bookmark: Text16][Receiver Title]

[bookmark: Text11]ADDRESS: [Receiver Address]

[bookmark: Text12]EMAIL: [Email Address]

[bookmark: Text13]PHONE:  [Home Phone]




FROM

[bookmark: Text14][Sender Name]
[bookmark: Text15][Sender Title]
































Sub: Rental Approval Letter
Dear [NAME]
Thank you for taking the time to submit a rental application for the above property and congratulations! After reviewing your application and the supporting documentation you provided, we are excited to let you know that your application has been approved. 

Above are the basic terms of the lease for which you have been approved. At this time, we would like to schedule a time for you to come to the office to sign the lease agreement. In addition, at that time you will also be required to make the following payment(s):

☐- Security Deposit: $
☐- First Month’s Rent
☐- Last Month’s Rent
☐- Pet Fee: $
☐- Other: 

[bookmark: Text1]All payments are required to be made by[NAME]. Please contact me by phone at [PHONE] or email me at [EMAIL] to schedule a time to sign your lease agreement and make the above payments. We ask that you please provide a response by [NAME]. If we do not hear from you by then, it will be assumed that you are no longer interested in renting the property and we will move forward with the next qualified tenant.

If you have any questions or concerns, please do not hesitate to contact me. I look forward to your response and even more to having you as a tenant. 

Sincerely
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