Jaret Basden

1700 Summit Ave. 

Seattle, WA 98122

Natasha Jones

Technical Writer

Bigtown Housing Authority

1234 Main St. 

Seattle, WA 98122

Dear Mrs. Jones:

I am writing to you in regards to my comprehensive edit of a portion of the Bigtown Housing Authority handbook that you wrote. I wanted to discuss with you the changes I made to the document and encourage you to respond back to me with any questions, feedback, or concerns you have related to the editing changes I made. 

First of all, you handed me off a document that was off to an excellent start before I performed my edit. As it my job to address the purpose of the document and how it relates to the user, this analysis was the reason for my biggest changes. The handbook is designed to be more accessible to the public housing residents compared to the more formal lease. Therefore, users need to quickly scan the document to find the information they need, so I rewrote the first level headings of every section in the form of a question to preview the content of the associated section as well as make these headings the largest of all the headings.  I also combined sections into one section where appropriate, split sections into second and third levels, and moved information around to a different section where the information fit better. Additionally, I removed the majority of the capitalization and bolding to make the document easier to scan and feel less commanding, and I used different font sizes and types along with white space to show hierarchy and obvious sections.
 I also reworked sentence structure and content a bit. First, I reduced the number of subjects in the document to make the document more coherent for the reader and removed disposable words for the purpose of concision. I also tried to vary sentence length a bit, but kept the majority of the sentences shorter while combining sentences where appropriate. The users of this document are likely to have a lower level of education so the sentence structures needed to remain simple. I also included comments where I felt that more information would make the document clearer and pointed out where the document appeared vague or where I felt confused about the content. I am asking that you examine these comments and contact me about any needed changes or where you disagree with my observation. 
Second, I made the user subjects in many sentences using second person tense for the purpose of making the user feel more engaged with the document and build a more cordial tone. I also built a cordial tone by taking away verbs and nouns in sentences that made the document sound too commanding. I also reworked the sentences so new information appears at the end of the sentence for emphasis and the most important ideas of a sentence are placed in the first independent clause of the sentence instead of appearing in relative and subordinate clauses.

I also found instances where punctuation was inconsistent within the document. For example, BHA appears with and without periods after each letter so I built a style sheet to keep track of and keep consistent these occurrences and I used the Chicago Manual of Style for all other changes.  

Please do not hesitate to contact me to discuss the changes I have made and I look forward to meeting with you to discuss the changes I made. Have a wonderful day. 
Sincerely, 

Jaret Basden

