COMPUTING FOG INDEX
The following letter is poorly written and suffers from a number of faults.

Your Task: As an in-class project, do the following:

a. Compute the Fog Index for this letter.

b. Revise the letter using proofreading marks (found on page 202 in your textbook). Reduce its length and improve its readability by eliminating redundancies, wordiness, and trite expressions. Use simple, clear words. Shorten sentences.

c. Prepare a clean copy of the revised letter.

d. Calculate the Fog Index for your revision.

Current Date

Mr. Brian T. Sato

1364 Wakefield Circle

Virginia Beach, VA 23455

Dear Mr. Sato:

Pursuant to your request, the undersigned is transmitting to you herewith the attached materials and documents with regard to the improvement of security in your business. To ensure the improvement of your after-hours security, you should initially make a decision with regard to exactly what you contemplate must have protection. You are, in all probability, apprehensive not only about your electronic equipment and paraphernalia, but also about your company records, information, and data.

Inasmuch as we feel you will want to obtain protection for both your equipment and data, we will make suggestions for taking a number of judicious steps to inhibit crime. First and foremost, we recommend that you install defensive lighting. A consultant for lighting, currently on our staff, can design both outside and inside lighting, which brings me to my second point. Exhibit security signs, due to the fact that nonprofessional thieves are often as not deterred by posted signs on windows and doors. As my last and final recommendation, you should install space alarms, which are sensors that look down over the areas that are to receive protection, and activate bells or additional lights, thus scaring off intruders.
After reading the enclosed materials, please call me to further discuss the protection of your business.

Sincerely,

