Joe Smith

IT Manager / Network Support

<Business Partner Name>

5010 Business Park Drive

New York, NY 11111

Dear Joe, 

Thank you for meeting with me earlier today.  I believe the time was well spent for both <Business Partner Name> and Lotus.

You confirmed that your primary critical issue is the complexity of the migration path with high degree of exposure.  You said this issue was mostly a result of not having the proper migration tools available, the lack of an equipment roll-out plan, limited skills to support network administration of systems and the period of coexistence necessary during migration.

You said if there were a way that throughout migration, your analysts had a way to use a single work station-based tool to read the appropriate "from" file associated with a particular end user file, click a button and have the new "to" file automatically populated; be provided with templates which address the degree of infrastructure readiness, designs, migration plans, coexistence issues, deployment strategy, business needs and requirements; augment your IT staff with the experience, knowledge, and documentation skills necessary; and after implementation, your analysts could continuously access support offerings and services to continue growth of skills and knowledge while having the ability to communicate among disparate systems using coexistence tools to maintain information flow for users during the transition period, then you could minimize your degree of exposure.

You agreed to take a serious look at Lotus.  You also said that if we succeed in proving to you that we can provide you with these capabilities that the next step would be to present our findings to Ben Daily, your CIO.  You mentioned that his business efficiencies are greatly effected by this migration path complexity.

I have arranged for you to visit with Larry Watkins, IT Manager at <Business Partner Name> so he can show you how his people have experienced successful migration projects.

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

Sincerely,

<Business Partner Name> Sales
