Sample Welcome Letter Copy:

<Date>

Dear Attendee:

Welcome to the IBM and <Business Partner Name> e-learning solutions seminar. 

By taking the time to be here, you are showing your interest in developing and deploying a comprehensive e-learning infrastructure.  IBM Lotus Learning Management System can help you deliver training, education and communications to your workforce, channel and customers. It is especially valuable when you need to keep large and geographically dispersed groups of people in the know. And you can design an e-learning system using multiple methods of delivery: self-paced, collaborative and virtual online classrooms, using a broad selection of content or course modules you create or purchase.

We're excited about the benefits that IBM Lotus Software can bring to your organization immediately and well into the future. We are confident that by the time you leave here today, you will be too.

In today's seminar, you'll learn about IBM’s four-tier learning model and how you can use it for business advantage.  We’ll also explore how easy it is to create and deliver course material without costly IT resources or administrative overhead.  

Some of the benefits of e-learning can include: 

· Helping to reduce travel related expenses  for delivery of learning and training initiatives 

· Helping to achieve a more informed workforce and improved customer service   

· A standards approach to e-learning that lets you take advantage of knowledge in your field

We'll also answer questions and address any concerns you might have as you embark on your decision making process.  As an IBM Business partner specializing in Lotus software we....  

<Partner specific information here>

We'll show you the possibilities and discuss how other companies are benefiting today from having e-Learning applications integrated with their business systems. Then we'll talk about how <Business Partner Name> and IBM can custom-tailor a solution for you.

Thanks for your time - we know how valuable it is!

