[Insert date]

Mr. Joe Giddis, Director

Office of State Procurement

Department of Finance & Administration
1509 West 7" Street, 3™ Floor

P.O. Box 2940

Little Rock, Ar 72203-2940

Dear Mr. Giddis:

The [Insert department or office name] would like to consider the implementation of a
new Energy Savings Project at [Insert facility name]. 1t is anticipated that Qualified
ESCOs will address a full range of energy services for [the entire facility, a subset of the
facility’s buildings]. [Insert name of project manager] will be responsible for the
implementation of the process and can be contacted at:

ABC Facility

123 XYZ Street

Your City, PA 12345
999-999-9999
username@email.pa.us

The energy conservation measures to be considered, but are not limited to, include
[Insert the major improvements that you are considering]. The annual cost of the
energy and utility requirements of the involved buildings have been compiled and are
estimated to be $000,000.

We wish to expedite the implementation of this program and will appreciate your help
and consideration in doing so. Requests for Letters of Interest are currently being

compiled.

Questions should be addressed to [Insert name of project manager]

Sincerely,



