Board Package:  Sample Personal Referral Letter

Date

Board of Directors

New York Cooperative Corporation

New York, NY

Dear Board Members:

With greatest pleasure, I highly recommend my close friends Mr. & Mrs. Buyer as potential cooperative tenants in your building.  I have known Mr. Buyer for more than 25 years since we went to University and Law School together.  And I have had the good fortune of knowing Ms. Buyer since she came into Mr. Buyer’s life almost 10 years ago.  Indeed, one of the happier occasions of my life was the honor of being the best man at their wedding in 1993.

Since my wife, two sons and I are neighbors at West End Avenue and my wife serves on our coop board, I am confident that Mr. & Mrs. Buyer and their charming daughter, are precisely the kind of family you want in your building.  Caring, considerate and responsible, Mr. & Mrs. Buyer will be the first to help a neighbor.  Their quiet but good humored way will make your collective homes just a little bit warmer and cheerier.  And, even a short elevator ride with their daughter will simply brighten your day.

Both Mr. & Mrs. Buyer are extremely hard working and of the highest integrity.  For Mr. Buyer who is head of operations large Trading Group, his word is his bond and always has been.  Mrs. Buyer has excelled in her work for Super Company.  At the  same time both are even more devoted to their family and close friends.

In short, my family would love to have Mr. & Mrs. Buyer live next door.  I am extremely confident you will too.

Sincerely,

Good Friends

