


CO-OP BOARD REFERENCE LETTER TIPS + SAMPLES 

 Ideally, you want to ask three professional contacts, three personal contacts, your
landlord or property manager, and your employer for letters. Then you’ll have a
good number to choose from when it comes time to submit the application.

 Each letter should mention the length of time the writer has known you, how
they met you, and what they think of you, with a focus on personal details that
illustrate your suitability as a neighbor.

 Along with the content, the board will consider the source of the
recommendation: your boss enthusing about your friendly nature and willingness
to pitch in carries a lot more weight than your doorman (read: the guy who's
counting on your holiday tip) gushing about, well, almost anything. Bonus points
for getting a letter from someone who lives in the building or serves on a board in
a similar building.

 While there’s no rule on length, you want the letters to be substantial enough
that they look like the writer put in an effort, but probably no more than 1.5
pages.

 Make sure they’re typed and free of grammar and spelling errors.
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