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123 Anywhere Road 
San Luis Obispo, CA 93407 
 
October 10, 2020 
 
Sheila Jones, CEO 
Sony Corporation 
456 Anywhere Else Road 
Paso Robles, CA 93444 
 
Dear Ms. Jones:  
 
Please allow me to alert you to the number of consumers who have called 
me with concerns about our DVD Player 2000 user guide. At least 20 people 
per week since its release have called with questions or complaints. Below, I 
will outline the specific problems. 
 
Problem 
Our customers would like us to fix the following: 

• The font size of the graphics—some labels are printed in 8 point font 
• The confusing terminology— . . . . (and so on) 
 

Solution 
To increase the satisfaction of our customers, we should send the user guide 
to the technical communication staff for the following revisions: 

• All font reset to 12 points minimum 
• All terminology regularized, specifically . . . (and so on) 
 

Conclusion 
Making the above changes to our user manual will help improve our 
reputation and reduce the chances of our involvement in a lawsuit. Please 
consider relaying these concerns to the technical writing department. 
 
Sincerely, 
 
 
Taylor Smith, Customer Service Rep 


