
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: RFID System Rollout Announcement 

We are pleased to announce the upcoming rollout of our new Radio 

Frequency Identification (RFID) system, designed to enhance our 

operational efficiency and improve tracking capabilities across our 

organization. 

The implementation of the RFID system will commence on [start date] and 

is expected to be fully operational by [end date]. This initiative is a 

key part of our commitment to leveraging technology to streamline our 

processes and deliver better service to our stakeholders. 

As part of this rollout, we will conduct training sessions for all 

relevant personnel on [training dates]. Your active participation will 

ensure a smooth transition to the new system and help maximize its 

benefits. 

If you have any questions or need further information regarding the RFID 

system rollout, please do not hesitate to reach out to [Contact Person's 

Name] at [Contact Person's Email] or [Contact Person's Phone Number]. 

Thank you for your support and cooperation during this transition. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company/Organization]  

[Your Phone Number]  

[Your Email Address] 


