123 Dallas Avenue
Portland, OR 99000

February 16, 2018

Mr. Doug Jones
Widgets Inc.
890 Straight Road
Grass field, OR 57433

Dear Sir:

CHANGED CONTENTS FROM THE ORIGINAL DOCUMENT
[bookmark: _GoBack]I am writing this memo as a confirmation that I have received and edited an original document pursuant to your request. The document was without form and completely disorganized. From my observation, the document was not intended to serve any professional or academic requirement due to its original form. But the content was aiming to serve academic need though for a wrong direction and composition. You requested that I read the document and understand, making necessary changes to meet academic threshold as per the instructor’s directions. The following are the elements that have been added or edited in the original document.
1.    Headings and subheadings. The original document had no single heading and these were included based on the contents found in the Paragraphs. 
2.    Paper formatting. There was no acceptable format for the paper of the document. As requested, I have formatted the paper in APA style which includes running head as the heading, page number and identification names.
3.    Referencing page. The reference page was included to provide the source materials for the contents.
4.    Table of content. Having included paragraph topics, the table of content was necessary to give the reader the location of a certain topic.
5.    Grammar mistakes. I passed the document in grammary to erase all grammar mistakes.
6.    Sentence constructions. I have changed some sentences, revising their meaning, construction, and general composition without changing the original meaning.
I believe I have done my best within the level of my professionalism. 

Thanks for this opportunity to serve you

Yours faithfully

T. S 
Tom Smith
