1234, Main Street
Boston, MA 02123

03/16/05

<Recipient Address Goes Here>

Hello.

We will be beginning a very important <describe the type of project> within the next . The problem is, we don't have the skills we need in-house, and don't know of a freelance For example: "writer" or "graphic designer" who we can trust to deliver the work on deadline. I'd like to know if you've used a For example: "writer" or "graphic designer" whom you would recommend.

The project will begin about <starting date> and will need to be complete by <completion date>. If you have used anyone whose work you trust and who would be available for that period, please have him or her call me at <phone number> I would really appreciate it, and I'd be happy to return the favor anytime. Thanks in advance for the help!

Regards,

Robert Anderson

encl: <List of enclosed items goes here>
