
[Your Name]  

[Your Position]  

[Your Organization]  

[Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: EHR Implementation Proposal  

I hope this letter finds you well. I am writing to discuss our upcoming 

Electronic Health Record (EHR) implementation project and outline the 

necessary steps for a successful rollout.  

[Briefly describe the purpose of the implementation and its benefits to 

the organization.]  

We have identified a timeline that includes the following key phases:  

1. Project Planning  

2. System Selection  

3. Configuration and Customization  

4. Training and Education  

5. Go-Live and Support  

[Include any pertinent details such as team members, budget 

considerations, or key stakeholders involved.]  

I would like to schedule a meeting to further discuss this initiative and 

address any questions or concerns you may have. Please let me know your 

availability for the upcoming weeks.  

Thank you for your attention to this important matter. I look forward to 

your response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


