[bookmark: _dqblyqy3dt5g]Follow-Up Email Template
For Executive Alignment Presentation


[bookmark: _4ncb3yn0nui7]PRESENTER INSTRUCTIONS (Customize before sending)
Purpose: Maintain momentum, provide promised materials, and secure next steps within 24 hours of your presentation.

Customization Required:

· Replace all bracketed placeholders with specific information
· Reference specific discussion points from your presentation
· Attach customized Executive Summary (PDF format recommended)
· Include Workflow Orchestration Toolkit link or attachment
· Set specific meeting dates/times, not vague "soon"


[bookmark: _jawv9c7zjzcl]EMAIL TEMPLATE
Subject: Project Symphony Next Steps - [Organization Name] Orchestration Framework

Dear [Executive Names],

Thank you for your time and engagement during today's Project Symphony presentation. I was particularly encouraged by [specific positive response/question/comment from the session - personalize this].
[bookmark: _7p6gp969f8eb]Key Takeaways from Our Discussion
Based on our conversation, I heard that [Organization Name]'s primary coordination challenges center around:

· [Reference specific challenge mentioned - e.g., "project handoffs between development and implementation"]
· [Reference another specific challenge mentioned]
· [Note any existing methodology they mentioned - e.g., "your current Agile practices in the engineering team"]
[bookmark: _63kghdscy9bl]Promised Resources
As requested, I'm attaching:

· Executive Summary - One-page framework overview for easy sharing with your leadership team
· Workflow Orchestration Toolkit - Templates for work center mapping and workflow analysis (also available at: [insert website link if applicable])

The Project Symphony Field Guide (Chapter 6) provides comprehensive step-by-step implementation methodology and is available through [insert book reference/link].
[bookmark: _lzwtf56fpxy5]Immediate Next Steps
Based on our discussion, I recommend we move forward with:

1. Executive Sponsor Identification

· Designate a named executive sponsor for this initiative
· Establish regular follow-up cadence for progress reviews

2. Work Center Mapping Session (90-120 minutes)

· Participants: [Suggest specific roles based on your conversation - e.g., "VP Engineering, Director of Operations, Head of Customer Success"]
· Objective: Map your organizational "musicians" and identify coordination opportunities
· Proposed Date: [Suggest 2-3 specific dates within 2 weeks]

3. Current State Assessment

· Document existing workflow patterns and handoff challenges
· Identify 3-5 high-impact work centers for initial focus
[bookmark: _s6ratb7sk466]Timeline Expectations
Based on [Organization Name]'s size and current initiatives, a realistic timeline would be:

· Phase 1 Foundation: [Insert timeframe you discussed - e.g., "4-6 weeks"]
· Phase 2 Implementation: [Insert timeframe you discussed - e.g., "8-12 weeks"]

These timelines can be adjusted based on your capacity and priorities.
[bookmark: _2ud7xrk2vise]Questions from Our Session
I wanted to follow up on [specific question that was asked - e.g., "your question about measuring success across departments rather than within silos"]:

[Provide brief answer or reference to where they can find more detail]
[bookmark: _ct9e1cjs6880]Scheduling Our Next Meeting
I'd like to schedule our work center mapping session within the next two weeks while the concepts are fresh. I'm available:

· [Specific date/time option 1]
· [Specific date/time option 2]
· [Specific date/time option 3]

Please let me know which works best, or suggest alternative times that fit your schedule.
[bookmark: _dmtwe01hjbes]Additional Support
If questions arise as you review the materials or discuss this with your team, please don't hesitate to reach out. I'm here to support your success with this organizational orchestration initiative.

Looking forward to helping [Organization Name] transform from departmental chaos to coordinated harmony.

Best regards,

[Your Name] [Your Title] [Your Contact Information] [Your Company/Organization]


[bookmark: _72mwnmaloa3a]ATTACHMENT CHECKLIST
· Customized Executive Summary (PDF format)
· Workflow Orchestration Toolkit (or link to download)
· Any organization-specific materials you created for the presentation
[bookmark: _fmb2ur4zzco]FOLLOW-UP TRACKING
· Email sent within 24 hours
· Meeting scheduled within 2 weeks
· Add to CRM/tracking system
· Set reminder for follow-up if no response in 5 business days


[bookmark: _plcbwhamleg]ALTERNATIVE VERSIONS
[bookmark: _qj7cel34qdoo]If They Need More Time to Consider
Add this paragraph before "Scheduling Our Next Meeting":

I understand this represents a significant coordination initiative for [Organization Name]. Please take the time you need to review the materials and discuss internally. I'm happy to schedule a brief follow-up call in [1-2 weeks] to address any questions and determine if there's interest in moving forward.
[bookmark: _4kb7r5w4qdgy]If They Showed Immediate Interest
Replace the timeline section with:

Based on your enthusiasm today, I believe we could move quickly on this initiative. [Organization Name] has the leadership engagement and organizational readiness to see meaningful coordination improvements within [shorter timeframe you're comfortable with].
[bookmark: _rajn9noxttkj]If They Mentioned Budget/Resource Concerns
Add this paragraph in the "Additional Support" section:

Regarding the resource questions that came up, the primary investment is leadership time and coordination focus rather than large budget outlays. The Workflow Orchestration Toolkit and Field Guide provide the templates and methodology to guide implementation without requiring external consulting, though I'm available for support as needed.

