Board Package: Sample Business Letter 

Date

The Board of Directors

New York Cooperative Corporation

New York, NY

Re:

Dear Board of Directors:

I am writing this letter of professional reference at the request of Mr. Buyer in connection with his proposed purchase of an apartment at Central Park West.

I have known and worked with Mr. Buyer since mid-1987 when we worked together on a transaction representing different clients. In early 1988 I was delighted to arrange for the Buyer to join our firm as an associate. His performance at our firm was outstanding, so much so that nine months after his arrival he was invited to become a partner.

Since Mr. Buyer became a partner of our firm in the fall of 1988 he has contributed a tremendous amount to the firm’s practice. He has developed several new clients for the firm, clients who value his counsel greatly. Last year the firm, through Mr. Buyer was retained to work on one of the largest, highest profile transactions in its history. Last year also served on the firm’s management committee. He continues to contribute to the 

firm’ s management and development in numerous ways.

Mr. Buyer is also one of our most diligent partners in training associates, by working with them one-on-one as well as by running the firm’s continuing legal education program for associates. Indeed, he is well respected among our associates as someone who will lend a hand, or an ear or take time in some other way to make an associate feel at home, nurtured and valued here.

Throughout my relationship with Mr. Buyer first as counsel representing different clients, then as an associate at our firm, and finally as my partner, I have found her to be extremely talented and professional. He has made many significant contributions to our firm and I look forward to having ___________   as my partner for years to come.

Sincerely,

