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Below is an internal memorandum from Chairman to all staff.

m Read the following memo and answer the questions.

MEMORANDUM

_To All staff
From Chairman
Date August 18, 2024

Subject Visit of Mr. Samuel Jackson and Colleagues from Bando Technology

e I would like to inform you that Mr. Samuel Jackson from Bando Technology, along with three

 of his colleagues, will be visiting our company on August 21st and 22nd, 2024. Bando Technology
 has been one of our largest customers for the past ten years. While Mr. Dan Brown,

~ our factory manager, will be accompanying the visitors, it may be necessary for individual
staff members to assist Mr. Brown in answering questions or explaining our production processes |

. in their respective sections. Therefore, | kindly request all staff to extend a warm welcome to
Mr. Jackson and his group and to be as helipful and informative as possible during their visit.

' Mym for your cooperation.
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iswers for each of the questions about the memo
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To: VP-HR Date: May 19, 2024
From: CEO
Subject: Company Outing Coordination

Imﬁﬁamhuﬁrﬂammﬂlhd
employees. The purpose is to thank employees for
their hard work and provide a good opportunity for ~ Memo @
employees to get to know one another. Can
wuhubmnu&bmmnﬂmmﬁnpm To CEO

outing, such as place, time, duration, and budget? . VP-HR

Please let me know when you can amange a meeting ... May 30, 2024
to discuss these.

Subject A meeting to discuss this year's
company ouling

Please find attached the outing programs from three
companies. For additional details, including time,
duration, and budget, I will provide a presentation.
Consequently, I would like to invite you to attend
a meeting with the outing committee. The meeting
is scheduled for Thursday, June 5, 2024, at 9:30 am.
in Presentation Room II.
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