Memorandum

From:  David Brandt

To:    Barbara Jones
Date:  March 20, 2005

Re:    Vanguard Airbag Response Letter Changes
___________________________________________________________

Overview: Customer Response Letter Changes

The purpose of this memo is to go over changes made to the customer response letter. Furthermore, additional information was included in order to insure the safety of our customer. Similarly, contact information was also included to help guide the customer to the proper procedures in order to have an on/off switch incorporated in their vehicle.    

Plan of Action: Changes made and why

The overall feel for the document has changed in order to make it more reader friendly. The letter was originally intended to be read thoroughly because people often skim through documents. Due to this the addition of more bullets made the document easier to read.

The first section immediately informs the reader of those at risk of injury. In this area the document uses bullets to categorize those at risk. Any other person that does not fit into this category is not eligible for an on/off switch. It also informs the reader of how to obtain an on/off switch.

The next section offers those that are unsure if they fit into the categories listed above strategies to make their car air bag safe. This area informs the reader they are safer with an airbag and instructs them how to move their seat in order to meet the proper requirements.

Child safety is also a problem that is addressed in this letter. If people are unsure about their child’s safety it is addressed in this final section before the closing.

The closing thanks the customer and informs them they are welcome to contact us with further questions.

