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<Co-op Agent Name and address block>

Dear <Co-op Agent Name>,

I am very happy to be working with you on the <street name/address> deal!  

To keep my <buyers/sellers> well-informed and ensure a smooth transaction, I will need to provide them with an update on the following pending items:  

1. <item #1, e.g., description of the deliverable, person(s) responsible, due date, etc.>
2. <item #2, e.g., description of the deliverable, person(s) responsible, due date, etc.>
3. <item #3, e.g., description of the deliverable, person(s) responsible, due date, etc.>

I appreciate your feedback on these time-sensitive items.  If you could provide me with an update by <email, phone> no later than <insert date here>, I would very much appreciate it.  

Regards,

<Your name/address/phone/email address here>
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