 Board Package: Sample Personal Referral Letter 

Date

Board of Directors

New York Cooperative Corporation

New York, NY

Dear Members of the Board:

It is an uncommon pleasure for me to be able to furnish this letter of reference and recommendation on behalf of Mr. and Mrs. Buyer.

I have known Mr. and Mrs. Buyer since the time they attended an interview in connection with their purchase of their apartment at Address. I was at that time President and a member of the Board of Directors of, and have continued to serve in those capacities continuously through the current date. During the many years since I first met Mr. and Mrs. Buyer, I have had the opportunity to become acquainted with them in a social context and as a co—tenant/shareholder. I know them to be charming and discreet, meticulous in meeting their commitments and obligations and cooperative in those ways which are important to the operation of a co-op building in New York City.

I am truly sorry that Mr. and Mrs. Buyer are obliged to leave for the larger space afforded in their new apartment. I will miss them at the building, but intend to continue the social relationship. They are exceptionally well qualified in all respects and I recommend to you their approval without qualification or condition whatsoever.

I shall be pleased to respond to any specific questions if a member of your Board finds it useful to call me at my telephone number (212) 000-0000.

Very truly yours,

