 (name),

I’ve already approved your application but my records show that you have not completed all of the steps to the new partner orientation.  

We still need to complete the following items before I can send you any leads or help you generate any proactive promotions: 

1) Orientation. A quick walkthrough of the partner portal, the sales materials, and program, and where we will discuss the margins and different levels as well as how to place an order.
2) Product Demo. This is a quick demonstration of Acme. Where you will learn the top reasons prospects should consider the Acme products. 
3) First 90 day goals. Discuss three things that we will do proactively to help promote the product each month.  
4) 90 day promotion. Plus, I'll discuss the 90 day promo where you will earn extra margin (to compensate for the time to get up to speed).

Please e-mail me with three times that will work for you for this orientation meeting and we'll get going!

If at any time you have any questions, feel free to contact me.  I look forward to chatting soon.

Regards,

[your name]
[your title]
[your e-mail]
[your phone]
[company website]

