Board Package: Sample Personal Referral Letter 

Date

Board of Directors

New York Cooperative Corporation

New York, NY

Dear Board of Directors:

It gives me great pleasure to recommend Mr. and Mrs. Buyer for purchase of an apartment at _________. I have known Mr. & Mrs. Buyer for many years. Mrs. Buyer is a co-worker of mine and she and Mr. Buyer, with their children, shared a summer cottage with me several years ago on alternate weekends.

Mr. and Mrs. Buyer have always demonstrated a high degree of financial integrity and responsibility. Both of them are highly competent and respectable lawyers in Manhattan. They are cultured individuals whose personal qualities match their professional ones. Mrs. Buyer, whom I know best, is honest, considerate, generous and unfailingly respectful of others needs.

As owner of an upper East Side cooperative apartment, I am very much aware of the qualities looked for in a prospective cooperative tenant. Mr. and Mrs. Buyer have these qualities in abundance. I believe they would be attractive and valuable members of your cooperative community.

Please feel free to contact me if you should have any questions.

Sincerely,


