{YOUR LETTERHEAD}
{DATE}
{MAIL TO ADDRESS}
Dear Sir:

{XXXXX} is a {XXXXX} providing emergency department services to {XXXX} hospitals. Our hospital system serves {XXXX} patients annually in our emergency department(s). We support the national efforts to develop and implement electronic medical records and intend to take a leadership role in that effort. 

We are committed to an evaluation of emergency department information systems (EDIS) over the next {XX} months.
Accompanying this cover letter is a two part Request for Information (RFI). We ask that you complete and return it to us no later than {XXXXX}. After review of your RFI we may make additional requests to include:
1. Remote internet demonstration of your EDIS product.

2. Technical phone consultation by our Director of Information Technology or designee.

3. Request for visits to operational client reference sites.

4. Request for visit and tour of your corporate offices.

Your company’s participation is appreciated. I look forward to your response.
Thank you.

{Name}
{Title}

{Direct Contact Info & e-mail}
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