Unit 7
Memos & Reports




Conversation: Operating manual —

msisyug
@ Listening and Speaking
Listen to the conversation.

4 Conversation

https://eqrco.de/a/NsIN9j

1 <

Did you inspect the chemical A 2
plant yesterday? Yes, | did. (&)
: Feedback

Yes, | found many.

| Were there any safety hazards? [§ T

2
4
Like what? (Rl 3G
—=11r% The emergency exit was | | T
: 88 | : locked with a padlock.
Oh, that’s dangerous. When [ K ¥ ——] i y
L& = s

will you write the safety | ‘ 1 5
inspection report? ==l — .4 N U'll write and finish it by
R |- tomorrow moming.

o5
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https://youtu.be/O_oedagjyrQ
https://youtu.be/O_oedagjyrQ

Vocabulary and Useful

Expression

af

NM5nNa1Es report (518911) aziinmsliseaziBeniieatu report levang3s dail

® szyuiiaved report tngyAuNsenednamtind report 1wy safety report (5189MuLAEIRY
ANUYABANY), inspection report (S1891UNTATIVEDU), safety inspection report (51891
N19A5IEaUANNUARALY), technical report (189TUMUIWNATIAY, sales report (189TUMUNTUE)

® 58y report filevifetuerls ToglaiAynun on/about/at Wt a report on safety hazards
(eemuienfuanudewnadaens) reports on the situation (emuieniuaaiunised),
a report on technical problems (TeauAgafulgmmsnumadia)

D ¥y report ytuluseusravnala wu daily report (57897UU5£3171), weekly report (578974
U3zdndum ), monthly report (318971UUsEAGD), quarterly report (S189uUszAlasuna),
annual report /yearly report (51891uU5310)
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Thomas is a safety officer. He is talking to Arthur,
who is a visitor to the factory. Listen to their >
conversation and find out what they are talking about. -

sunad Ji 3

g G'I'homas

ra 'h L7 ] | heard you went to inspect an engineering workshop. Wﬂmwﬂ;;w
p C‘“CQ e con VQPSQ“OI‘\. When did you go there? s %
| went there on 7 November. LY o

@ e Thomas
W  How was it? Can you describe what you saw?

&) Arthur oy
Well, there were two findings. First, there was | "1
© Thomas some liquid on the floor in the workshop.

W  What kind of liquid? O Arthur @

I'm not sure, some kind of synthetic chemical.

- .~ | @ @ Thomas _
_|\a - e —— W What was the other finding? & Arthur @
- |1 4 — = There was some food on the machines. .1
_ I @ Thomas
— w Oh, someone must have brought food in the workshop. -

Yes. l'll put all my findings in the safety inspection report.
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https://youtu.be/w4p1csDOfgM
https://youtu.be/w4p1csDOfgM

Pronunciation

Pronunciation

Past verb endings

An3enlugy Past tense LAy -ed Wy talked,

/ad/ heated, started, lifted,
played, walked, liked 135n1500n1d83 -ed loaded, connected
19 3 \d@easiatl Ldea /od/ 1dea /d/ uasides /t/ /d/ displayed, cleaned,
installed, repaired,
) =
dol _asy entered
msISuug /t/ checked, worked, fixed,
attached, finished

~

S

/.

h\L,

https://egrco.de/a/CqsH3W
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https://youtu.be/lBLxK8Yj_RQ
https://youtu.be/lBLxK8Yj_RQ

Pronunciation: Listen and practice.

fad' /df Y /t]

@ opened o ¢ O
© talked O O
© collided y © O
© dropped o O ¢
© cleaned O ¢ O
O 1ooked o O [
@ suspended y © O
© rlayed S A
© practiced o O {
@ dented y © O
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Pronunciation: Listen and practice.

Check (v') the correct pronunciation of the following verbs.

faw /df Y It/

O
O

@ launched

@ controlled

€8 produced
@ linked
€D pressed
O cracked
%) changed

@ wasted

@ scratched

OO0 IQ|IO|O|O0] 0K
ol|ololRlR|R]|R| O]

O
O
O
O
O
O
v
O
v

@ unloaded
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Reading: Vocabulary preview

7 : : :
"Exercise 7 Complete the following sentences with the words on the list.

®| permit o A permit f) is required to install an elevator.
® | capacity 9 The abbreviation of ‘maximum’ is max
® mspection e The fuel tank has a capacity of 35 liters.

| permissible

o Whatisa  permissible  Jevel for vehicle exhaust emissions?

® revoked _ o
0o e He made an  inspection of the elevators in the building.

o certificate o Tadano is the largest manufacturer  of cranes in Japan.

® boiler o A certificate 1s an official document that gives information.
e manufacturer © Etach machine has a serial number  on it.

o withdrawn

® expiration

o Bob's license was ~ withdrawn  for driving fork-lift trucks.
@ This factory has a boiler for boiling water that 1s part

® serial number
of a steam engine.
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Reading strategy

r 1
Reading strategy: Important information from certificates or permits

gunsal A3833NS VUM TR ANUNTIHAEADINIUNTA TIEDUA periodic inspection
/ periodic examination (NMIMTIVADUANTOUITLHLLIAT) LAYUSIINHIUNIIATIVEDU A2AN1T09N
certificate (luFus09) %38 permit (luaygwlildnu)

UoyadAEDUAISHUNAN certificate %30 permit LakA date of inspection (JunsIveeU)
<> expiration date (Jununengy) <> location (NAsTEIRUNIAINONATIEDU)

wonanis é’aﬁ%’m&a?ﬁu 9 ﬁgﬂuﬁayamwwwmqﬂﬂﬁﬂ Ww30ednsiiu 4 wu type (wilaviseusveam
msldnuvasgunsal 1A3esdns) <> Max Capacity (A1N9gsAAY3DSEAUNSUSTYNGIER) <>
Serial number (VLNELAULATE) <> permissible load / load permissible (ﬁﬂﬁﬁﬂﬁiﬁﬂﬁﬂﬂlﬁ)
L<> allowed pressure / pressure allowed (Pauiianansnsea¥uls) <> manufacturer (é’mﬁm)

a a a a e as A « a & o as
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Example of Elevator Permit

a Exercise 8
Tveununlsawn i Read the document about the

State of California elevator permit. Have you
Department of Industrial Relations
Division of Occupational Safety & Health

ever seen an elevator permit
in an elevator? Share your

Elevator Type: Passengg Date of inspection: experience-with Briends.
04/04/2021
5Uﬁﬂ30930UQUﬂSﬂj Location: 888 Vanowen St xpiration Date: An ‘elevator inspection SRV lf'l nun ﬁ:
North Hollywood 01605 03/04/2022 Rerfificatel alsh known.as soosuldgodn
ap s+ qt0r permit 1s
PViseerfacturer: Mitsubishi ~ Serial No. MITSU23RAB= a certificate or permit
duninsovdougunsni Load Permissible: g===""Max Persons: 20 g t‘hat shay hether

.....

2,000 kilograms a periodic examination
Director, Inspection and Technical Services or not. The elevator permit
Department of Industrial Relations 1s usually in the form

Arsld QMW of A4-size paper, a card
Division of Occupational Safety & Health, State of California or sticker. Elevator permits

: ; are normally displayed
This permit shall be posted on the conveyance. el i S eoitr pas

by being displayed on
the elevator wall.
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{fususoonisnsoonndounoiu

Read the passage. ' Jaonnuyoonoloun

BOILER
CERTIFICATE
OF OPERATION Boiler Number: BX888000
Inspection Type: Manufacturer:
High Pressure WORCESTER BOSCH
Date of Inspection Manufacturer’s Serial Number:
November 19, 2022 456¢def
Certificate Expiration Pressure Allowed:
November 19, 2023 150 psig
LOCATION: This described boiler 1s authorized to operate
63/21 Rattanathibet Road, Bangkrasor, = until the expiration date shown unless
Muang, Nonthaburi 11000, Thailand sooner withdrawn or revoked for cause. .

Mokavred Seloh

A e,
A % TR,
< \«*‘ ; 7 CERTIFICATE NUMBER: 20221119018
’;ﬁ?\} G’}\ Mohamed Salah, Nonthaburi governor s
;“':;" \ \\\\\ o
AN P ~—
Ak i - e
Py:
‘ @ fundues uBi dniinRanilaaiu 4"m~ﬂJ -




Phrasal verbs

Phrasal verb (A1n38178) %38 two-word verb
Av NuAMYImThmilauAn3en wavsenauly
MEANTENNAUIEATYNUN WIBANNTENILAYR]

@Y turn on, turn off, put on, take off, set off,
look after

TPLEACM N135lY phrasal verb

® Plumbers turn off the water when they
repair a leaked pipe. (Fr9UsyUDmimou
Andeuviod)

® He sat on the chair to take his stee-toe
boots off. (wtfiuwiBiieTinznendaii
WundnvouvI00n)
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A15219 phrasal verb ¥ilaaa 935 Ao
Language Focus @ 213380 weNIINAIYNUN ASBAINTEN
Al WY switch the torch on, turn the
machine off, switch it on, switch it off
@ 1adnien Taglduenandiynun wie
ANNSETLAWA] WU switch on the torch,

turn off the machine

aefansns1ulunsang phrasal verb Tunsdal
pronoun (AMAITWUIY) AU it, them 2219
phrasal verb TudnwugkenINAYUNUN AI0
AnSeiteal fiu pronoun Winths SanaRnden
loglalugnanarynun wseMnsendiasal fu

pronoun

v turn it on / turn them on/ turn it off/
turn them off
¥ turn on it/ turn on them/ turn off it/

turn off them
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Phrasal verbs: Listen and practice.

dolasy

msiSvug

Exercis Listen to these phrasal verbs and sentences
Ixercise 10 @
and then notice how the phrasal verbs are used.

o take off/turn on: Take off the old tires and put on the new tires.

etmsﬂfmmo.ﬂﬂmc%

e take away: Lower the car and take away the jack.

e switch on: To start operating this machine, switch on the power.

o switch off: I switched off electricity to stop operating these machines.

22222

o strip off: The paperhanger 1s stripping the old wallpaper off the walls.

o turn off/pull out:  After you turn off the power at the switch, please pull out the plug.

e shut off: Shut off the water supply before installing a washing machine.

H\ Q 10,10 PM ,
e put up: -

X 9

Eric put up a new fence around his garden last week.

a a ‘ a e e as A « a & o as
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https://youtu.be/z6O90Qypt2U
https://youtu.be/z6O90Qypt2U

Writing: Memo

Memo %39158n0981910UN19A157

Memorandum 79 Uunvan &y 9 /)\ \ To:
Ngnideuduiivedeansluseanne o = From:
meludinauvsaodAns Tesla, Inc. 0.
- Subject:
Note
Memorandum

(®) memos (Hugilnynaeey memo

d7 memorandum udaLfiuuas

ﬁT?]memo

- & o 1
l'_1UUqQLHHJwﬂTN memo fA1171

subject NVITANMILAE re W70 ) . o
Memo \Jun1sdearsnieluasdns (internal office

communication) AISITEUTDANUAU NIzAU amsale
AMNTUMans wag Bildunianislanuaniunsaitiu <

Re Wvulf 14U Re: Annual

maintenance, re Annual

maintenance
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Example of a Memo

Receiver = WSuU

/,\ To: All crane opemtors/

=\ From: Factory Managere— Sender = do
Tesla, Inc.

Subject: Crane Mainlenance
Memo Topic = HoUo

vunndoanou

Body of a memo =
siva:1dunvaovunn
Jond W

a a ‘ a e as A « a & o as
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“Exercise 12 Complete the memorandum that refers to Bitkub Capital Group Holdings

will visit the Top Gun Company with the three groups of sentences (1-3).

Read and write a Memo. 1 Y_our coopera_tion in this matter will be

highly appreciated. MEMORANDUM
b) Although Jackson Wang, our Vice
President of Engineering will escort him, A To: Al staff
it might be necessary for individual staff — From: CEO
members to help Mr. Wang answer Top CGun
7 questions or explain our production process Compaiv e Date: 9 February 2023
- m their section. Therefore, I would like all :

Q staff to give Mr. Jirayut and his group Subject: Bitkub Capital Group Holdings

Su | won | TUE | wE | a warm welcome and to be as helpful and ~ Visil

| 3 informative as possible.
9 |10

16| 17
23

w

Please be informed that Mr. Jirayut
Srupsrisopa of Bitkub Capital Group
Holdings and two of his colleagues will be
visiting our factory during the period from

1)
14 to 16 September 2022. Bitkub Capital Q
Group Holdings 1s the owner of Bitkub,

which 1s Thailand’s largest cryptocurrency 3 £ Please be informed that..
exchange platform and has been one of our
largest customers over the past three years.

=Tl

Chief Execulive Officer

a a ﬂ' a e as A « o & 8 &
@ AVANEVDY USEN AMUNWANLBNWUE INA




Report (378471)
n13@8u report (318911) daidunisdeansidrfyuwuunidununalulagenaivnssy

ar

HSsumsAnesUuuuNMsfeusenulunwdangy sl

Writing: Report

E—
Report

Date (Yuil):

To (BglAs): Header information (518az1d8nduiives

From (a1nlAs): SRIING))

Subject (#:384);

Wauanie Purpose (Inguszasd) ua

Introduction (,nFuL") sazRyaUowuNEITURINIEEIEUD
(i)

Main Body ‘Uudhuesilovmdnveshidelsos amnsa

(evnunan) wualuihdenmeaziBeniydeudeans

Main heading (#8)
Main heading (#1%9)
Main heading (#11®)

1hlaue L Statistical Data Way Description
\Uugiu

Conclusion (@3U) asllamudidgueaiien lavduaus
UseiAudAty 9 wazaansald Suggestion

(Torausuug) uAule
Towanuzionadulszlont e1gmneld

Suggestion (YaLauUDILUL)

1w Main body %#38lu Conclusion lalaufiu

e ‘ -~ - -~ « - f e A
L) Avansuas USEM Ainailaawus q’mn]




Examp|e Of a Repor'. Date: 11 November 2022

To:Chief Executive Officer

From: Mr. Kraiwan Sripratak

Subject: Periodic Inspection of Existing Cranes

Introduction

The purpose of this report is to provide information on this year’s periodic inspection of existing cranes in our factory.
Statistical Data and Description

Double girder Columbus Well-maintained and in excellent condition
overhead crane McKinnon with all good functional operating mechanisms

Double girder Columbus ]
overhead crane McKinnon 1 Someloose bolts and rivets were found

2 In good condition, overall

Grab bucket Sumitomo

overhead crane 1 Already reached an age limit for this

cranec

2 Excessive wear on brake system parts

Double girder Columbus : Improper performance and noncompliance
overhead crane McKinnon with applicable safety requirements

Conclusion & Suggestion
In summary, there is one crane that has reached its life expectancy and another that has almost reached its age limit. It is
recommended that two new cranes should be purchased for the safety reasons.

a a G{ a . s a & « aw o 8 A
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Technical word focus: Reporting damage and loss

Reporting damage and loss
Get into groups of three. Imagine that each group is a team who is
investigating and reporting the damage to a car. Analyze each damage
(a-i) on the list and match it with the numbers (1-9) in the picture.

Exercise 15

© dented bonnet

2 @ missing offside wing mirror 4 D ¢
3 @ windscreen missing .

a @ dented roof

5 @ broken front side window

6 @ bent rear aerial

7 @ bent rear bumper

8 @ Punctured rear tire

e scratched rear door

a a ‘ a . s a & « a € o A
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