










George Rodriguez

Edward Mike Davis
Suite 1500
Five Greenway Plaza East
Houston, Texas 77048
(718) 826-5556
______________________________________________________________________
MEMORANDUM
______________________________________________________________________
TO:

To Whom it May Concern
FROM: 
Mr. Davis 
RE: 

My Money, My Company, My rules
DATE: 
January 13, 1978
---------------------------------------------------------------------------------------------------------------------
As the proud owner of Tiger Oil Company of Houston Texas, I would like to consider this company a successful and profitable organization running with a clean environment and honest workers. I have spent much time and important resources into building this Company into what it is now. Cutting to the chase, a large percentage (twenty percent) of expenses appear to be fraudulent in regards to employee expenses.
Employees of Tiger Oil Company must not waste the organizations money for their own personal reasons. Examples of the fraudulent activity are as followed:
1. Fabricate expense accounts
2. Purchasing beverages and food
3. Using the Companies phone-line for personal purposes.
Lastly, if an employee does not comply with the set rules then he/she would face an immediate termination of their employment status. 
Sincerely,
_____________
Edward Mike Davis
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George Rodriguez
To start off, I decided to remove all the negative energy from the original memorandum. Negative energy such as "sons of bitches", suggesting the employees to quit, and comparing the company to an army, etc. I substituted the names of the specific employees with a general approach such as: "to whom it may concern". The new memorandum has a smooth yet short texture that quickly cuts to the chase. 
I improved the document by removing the horrible 3-D outline surfaced around the original. Next, I proceeded with removing the Logo of the company. I believe the logo is a distraction to the reader and might just bring them to a different conclusion. Finally, I altered the old-school style of a memorandum into a formal legal document type of memorandum. The sentences are lined all throughout the document and looks professional rather than the original with too much emotions covering the proper outline.
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