Example Follow-up Letter Copy:

Joe Smith

Director Human Resources and Chief Training Officer

<Prospect Company Name>

5010 Business Park Drive

New York, NY 11111

Dear Joe, 

Thank you for joining us at the seminar for the IBM Lotus Learning Management System.  I believe the time was well spent for both <Business Partner Name> and <Prospect Company Name>.
You confirmed that your primary issue is the ongoing necessity to keep your employees current regarding regulatory compliance provisions without exceeding your training and travel budget. Improving communication and skill levels in your widely dispersed workforce without having to travel would have a beneficial impact on your budget.  You said the current lack on an e-learning system was mostly a result of the business environment and limited skills to support course development.

You noted that access to courses prepared by experts would almost certainly improve compliance and employee satisfaction. You also commented on the positive sales impact good training would have on your dealer network.  It appears that the capabilities of IBM Lotus Learning Management System could also help reduce expenses in a number of cost areas such as,  IT and administrative resources, time spent traveling to training events and the human cost hiring and training new employees.

You agreed to take a serious look at the capabilities of IBM Lotus Learning Management System and how it can:

· help lower training costs and improve the quality of classes you deliver. 

· register and track attendance of students electronically 

· provide a compliance record keeping system. 

· And much more…

You also said that if we succeed in proving to you that we can help you implement these types of solutions then the next step would be to present our findings to [NAME, CIO].  You mentioned that [his\her] goals are greatly affected by the project currently under consideration and the overall return on investment.

I have arranged for you to visit with [Name], a Group Manager at [Business Partner Name] so [he\she] can show you how his people are planning to integrate real-time e-learning capability into the applications for some other upcoming projects.

I am confident you will like what you see and help us introduce IBM Lotus Software to the rest of the organization.

Sincerely,

<Business Partner Name>

 Sales Manager

