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56 B9 1 EARIE R o
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F—1 BEESE SRR

EEEXMWEE, XABLEEHFULHN, AUERIESEN B BB E AT H KA A
R, ARFERNXRL S AR R LA T FE T B EXEHEZRRAET AR
5 WAL AEM A R Y b BT R A TR R, AT PR R R B, M EELT S FH
KECEBRAEMINEERRZ, HABFENE EE K, 2 4 K% (Courtesy) | % ¥ (Com-
pleteness ) . 7% # ( Clarity ) . f&i7 ( Consideration) . i j& ( Conciseness ) | £ {& ( Concreteness) . IE #
(Correctness) 3£ 7 W E K AR “TC” N

1. #L5% ( Courtesy)

ARG EXRAEEF LHERAAFNWAE, Ee kA PHALELRE, FEFERAF L foxtF
RAENER, L F RS2 IRy K R & 4 & fo k& 1k, 7] 0 your good company, your es-
teemed director ¥ %, M ARARAEHNA LHFEAHWEX, WELEEXF, flaw:Do
you think you could send us the correct stowage factor? M 5 T - T & X A iF By & Bk 46, 7 &
Z.# 7 Do you think you could X N KRB T REWRAEEA , B THREATRANE
B EEGHWATREXRTHANREROAET , EXLFEATHER, BRI FE A
Would you please advise us the correct stowage factor? ¥ F &zt & — A EF KB KFK, I 4
KRN EXRFEN T EEEENTRELARS,

FREtF&HFEMAKER B L HRR S E R, LA E R, TR
BXRAFRNXHNFERMTHAFTR, ERAFN TR EAARNR AR, EMEXEFDR
OB TS TRAE X AR EET & fRAN K, 5oy Ut 7 AT 2
o 4t 5t AR SR A AR AR R, i B REHF SAN R E A, Bl fr 8 KE P R 1E
B, Fl XXX SAN 1] 4t 77 %k 7~ B4k b fl Dear XXX 2K B| EAF W R, R ER FALHH, X
FiiZ#% R F ZE X %, Bl 4 could/would l TR 7 HFEHM EANFER, REATAK
REHARFE RS AZE,E T ZIEEF & EKMHRHFMA, %A could/would
AU FTREEFENS  AHTLUEATIRIEM. RHEEXN T LEA RN EEA
R B TFIERE LR ZREEHGTENEE, ERSHFRT AT 6 N4k B 7
BMERAHBEANSEE,ETUEEFY TEEE2KE, EAMMBENNES, —AE R
o E@EmtF,

2. % ( Completeness)

N EFRLETEHREAFELINEER NS, BT A EAN W fu— A “H” R
¥, 3 When(ft 4 B 8]) ,Where(f+ 4 3t &) , What( f+ 4 # 1) , Who( & i % % & ) , How to
do(BHEH)., L REFHNZXAFE VI EMEBERZEFFESHMAENAS, K457
AEMETHLII RN FTREXEIRE FFWNNER, fln, XA4E & E L E R MR
7~ Proceed to Fremental after unload, iZ A% #t K M ( #t # 48 % ) L # %| Fremental /& K | T 84 &
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O, BT AR AR AR T (2 SEBR AR R E R AR AR B An® K 8y Fremental 3%, iz b b, A A
MAT3 R4 KA ZRM, B LR 6 RN IMB AT 6 RSk, MAEFMB KT
o RAnAFIRAE AR T PR P R o It B (R n ® K ) Fremental 3 ) , 23 A il 42 3 2
A 7R 09 45 R B R A R #E — F B F T — E M Fremental 7, | B Mk B 54 DL &0,

3. 7% (Clarity)

EMEREREY AN EAGHNZAAMEAELEZNER, SAAMER T WiA4GH
BT U HEFA TN ER BAAA G REENXRHAERWINE G, AT EEUT
F o

(DHAELWELHF, MEXEFALE L EFHAR, LAWK -—BEXTENEFTR
R, EET I SURE R T 35 0 & b IR o g B3 R £ B R £ R R IE AR il 3B
PEARENS L, XBHFERIEMERAREERE N, EHEEARTHELANER, 7
Y ;R W MK ik 7E A B — AR stem — 3R], (B R AE R Hfluk R € 7 B 37] 4p order \book
purchase buy %% , MR A G # H b Y F R\ ZEWH MY &, T AR

()BT ERNHEMNE, AEIHAEBENMNEF Y, TEANEEA 2T 4E -2
5, B W5 v B R 4B 8 By A AT AL B, ] 4o Not all cargoes to be discharged at this port. 1 All
cargoes not to be discharged at this port. X # 4] i P 26 | 6 5 18] #) — £ , " — 1 [B] B & not K 7E
TARWMEE , I—HRERTFAE AN KRB EZENR, W - EN LTI AERY
HAERANE, WHERETHATRE AL,

4. {Fiz ( Consideration)

HRERAMEY WAL F T A ARERE N7 H B, 3£ X7 L3 98 DU 7 8y
W RA PR ARYE X g B ARR kB Tk, RAIXH, 537 i Wl A4 8 -
FEANEENE MELFFETHAESR , A4 FFZHFEEL B ER LMW, 4 X
FHAAHRERE , NG AEMALEN T NAA NG THE R EEZEEL  AEELER
LR, B R AR K SR R AR T R I R E AR T T IR X
EXAEAENNEERERNF, MHEHE LENES, BHET RSN THETAN
BR, —RERIAHNTNEELES AN T REBXNETETRENF, AR ARG L, #E L
A Pl R E T — MR AR T A A ZRA AT AT A, o AT
don’ t think your proposal will be accepted. ” {E °f fit. & 15 X, “ Your proposal were rejected. ” —
BAKE TAHRB R, B —MRETRRAR T LR LR, EHEHEE TR, F =
AT ANRETRALEFEAA T RAEET T, X7 EENTRERINELS, B ER
BERREW 45, EEZMBRN XA M TERTTRNEE, UBAHAL T EITT HWER
R RIRAEAARCEFFATNEE, B AL AREXRSLALERS ERF, H it E
&M R R Rl BB gty AL Ot R | 3 AR BT TELAE R, A RO O B R AL R A
R arRRE,

5. @& ( Conciseness)

HERBELRCE AEARNART  ARTH IO XFHFERLEL WA %, 1L
3



HMLRERREEFE S ZER MEBEXEY - BRAFEATHEE, HENER®E
FARL. EANEFR . ZEREA. THEY, MERE S FHRE, IS FRFEEH T EEARA
2, EERGHALTAER NTRHHER L, —#AK EH S FLRELFEEAN
FEHAUATE —RARIA KRR, EEZRAWMOECEE, B EEANE L AT
W, HEWERLEHEUT A,

(HHERAFRNFEE, A EAEAEA AL, XERLCAT LT, TREANERAA
ET,XANMENREGEEERARMERSLSN T AR AB ETMHEEERIREFHN
RRE/TK, MEAMEEHTREM, L ZABEAY LN 2R, BAEAABIEHE L
2 Wy #4715 49 . We will endeavor utilize chemical to clean holds on approximately March 15,50
we place this order of 5 drums. X HEAREE, MEEZIIRZME, EEARER T AN EHH
17 , # endeavor i try {X # , approximately / about X # , utilize | use {t # , place this order of
Fl order X & M XA ER A ZEME T . FEB — 3 & o P, £ K3k 4800 & SUeE 573k F A BB
HE , FlimFE ATEE T goods have been sent,iX E goods £ &k 7“4 W EE, IPAEE E R W
BERT BT ohiE R R B A goods, T f # Al cargoes, commodity, & U it 4 5l £ F L EHE
i,

Q)R EaR, AAAKEL MEXEEYFERE LA EZLHEN, R
WHARKREMERWHA NAEGEMRRTRIIRRM, MATNLRESERTLFE
S RER AN ZRERERAAKRE LN HATHA —LFH 2K T, A and,but,
however,consequently X it 4] F R/ LK Wi #H , F E R FRA B E/EFE A ML I, b4
FTREGEEBWIT KNS X, Bl “HFRS A0 5k EXR, RO FTHERARGEFT S
WA g8 & 7 7 & =~ 7 We send you 5 NTM yesterday according to your requirement on your
letter on May 20 by air. 3 f & i B A % 7k L3k 4 5L, 18 A K% A B0 £ AL ELF 438 1,
{8 4n R B px, Asp your message dated May 20, we express S NTM to you yesterday, ll| £ %% & %
FEVAA-BETHA, BEMERZHAMBRELNEXH LA EFHAHELNA T,

C)HEFLENEL, LENEATURALX VAKX FEEEFEL, BEE, A LEH
FE RINRELEHOARE —FEINEL, AREFTR MEFEEEARTHEZ %, Hik
EREEESRPLABETLENE L, 4. Cargo pre-stowage plan will be ready sooner.
X —H] ¥ ,cargo #t = E £ By, pre-stowage plan K H 2 W R A TR E "W EE, &£z
YR RARY A A TR E K, B XA cargo 3 M iZ & ¥, F 1. We wish to acknowledge
receipt of your letter. 52 4 7] L f We confirm having received your letter. X, # , Enclosed here-
with please find two copies of. .. &4 7 L f Enclosed two copies of. .. % # , % &

6. BE{& ( Concreteness)

A RZHREEEENNREREREAH A HEEFEN T EEXH AR T KA Ff L%
WER, e R AR R EEE, MR THREIEE NT#ELE EHAS D,

7. IE# ( Correctness)

MBREEEEZRFATHRALS HAFHF FULENTERERAEFR,RET
A HWF 5N AT DR YR 7 o R RS B R R, A — AR
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WHEEHRB2 LI RRELLENHA, AR ERENEEH, ERIREREX . F
Vifo bt 5 E#, B ERIEFME REE Y HFHER, UM EAENEHEMR, R
HHARREAEERALBAANNER, FAKBRAE BT E R, ERALREEH
BEEANRFALEL, —EXAFA LA HERGEREWEHEIGCR, B AT A F B R/
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HW sk RS R

AMEFEESENETARI 2, MEFFSEE LS MM B EEETE P A E
FEENAC, AAMMABFNEEZR B P FERMAUSNR S AL F0 17T (F o f
R AAEELNE FHREF)RFLEFRE, IHRKABRCAEAMERLESF, B, M
ERFREEMMASRATRARE AN T E, BRLARNAERNE L, MEHAERRX LA R
BHER,CEUTILFE,

L. it A (To)

Wt A TR AZ WE P A B B A AR, R T B X R A AR AR R TS L,
Gl PR e — AN B e A AR A B B, S PR M R AU TR, RAREENE,
NE A NANEE, R THAAGE  AEF NI EREFARE IHENEFLE R T H
VN F

2. 2 7Jp A\ ( Attention )

EHAANEECHZRALEFARKNLI, BEHRENPANE LR, K ZRH LS4
MR, UTHE,
LR S AR EAR, NEE ERF T,

3. #pi%X 5 (Care of/CC)

VETHRFESZSGNABZAT TR, EAFARAEEAIELEAEN L EF . B
FAlERNE , WREBAMPEFTAE LY, THRLFHKFANERRE NT LB B L HFLHE,

4. KB %S (MSGNO)

BHBERA AR ZERBETHREST. BENALARSANE —HEEHT%
S EHENMEL ST HRK(EALAR) —REFRHEXHLYEFT(BELREGENT M
Rad BOREMAPABEBAEF)ARKTHAESLWER, A THEERFE, LA
MERRANMHEHRTRST TP AT LR E IR E N L EANRE (K2
g —ARREBENA AMAFEC SO MAAT). B E T TUFTEE FEREH T
Fl ¥ % & ot By & W 9] 40 B, C :Regarding this matter, please refer to my MSGNOO051505. ix ##
MHH—FREE , ERARXEALES AIS FHANES HER g REMANEE,

5. %1+ H# (Date)
KA H IR K2R B



6. = i (Object)

FHHBRFTRGEA, FHLAEHRREAAREXRKRAMSTERLNE L, AT LE
TEERETHALNEIEANS, NEFHERNZ MEFNEXBL2KEAEZNEE, KL
PREZIBEH AV ARZE RS FNZHACREF RN LG, —HERLLFEXH
BE AW LR AR BN, B EHRT F

7. FRFEF0 0] 4% iF ( Salutation )

PR & 2Pk 15 A By — AR R, YR du 3l 3t 7 09 1 4 At B B, 7T 4 A Dear Sirs, Dear Sirs
and Madams 4%, N ZFHNEIEN R, S0 B AN KEAST RER, NiZE K7 RS,
TN ZRARNATHN, MEZEFRENTY MEFLELAASOERENESR, § T2
WER,REFEATEBEARKGEANEEAFR -, BEhEMZTEE P EEHNEEEZ
Good day to you( 2% & 5 & GDTU) ,

8. IF 32 (Body of the letter)

EXXToAFL BERER =B FL—HMERENAR HAREMEFiEREH
AMLEEXHEREBMLENERNE; R IEH A ENARE LR F | EHE h ok LHFEF
E—BomNE SRR ET LAY HARARBERARFLIRE, EXHLPAREDR
WS, EREEERENNANEEIREEER,

9. 5% iE ( Complimentary close)

HRERGRGERN —MEEIEE, NZS 5 @R F A AL, #) 40 Mtks and Brgds,
Sincerely, Best Regards, = # Yours Truly % % ,

10. Mt {4 ( Enclosure)

o R L P A, B 2 T A iE WA Encl. 3% Attached , 3 B2 R A A B L 3R W R T4

HERBAZGBH HF EXLEXREELATRONEART L), RO ERTEPHRE
ML —Z 2P HEe s N, R EAMEATRENZRELE LATH,
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I. Cargo Logbook

Once in the berth, it is necessary to record details of starts, stoppages and completions of car-
go work and transfers of cargo handling equipment, along with tonnages and positions of ballast
and fresh water loaded or discharged, soundings observed, and tonnages of cargo advised or cal-
culated. The records should show the times that work started and stopped at each hold and the du-
rations of all surveys and inspections. Tonnages of bunkers taken should be recorded, as should
details of all accidents to ship and personnel.

These records are likely to be kept in the first instance in a notebook in the possession of the
duty officer, or in a cargo logbook, or computer, kept in the ship’ s office or cargo control room.
The cargo logbook, when used, is similar to the bell book: it is the working document in which
full records of all relevant data should be recorded. The use of a cargo logbook providing a com-
plete record of cargo, ballast and associated operations is to be recommended. Times of working
cargo and reasons for stoppages will normally be copied into the deck logbook from the cargo log
or officer’ s notebook at the end of each watch, but the details of the working of ballast will not
normally be transferred. All entries in logbooks and notebooks should be made in ink, not pencil
and corrections should be made by putting a single firm line through the error, writing the correct
version alongside and initialing the entry.

It is most important to ensure that stoppages are accurately timed, and that the reasons for
them are discovered and recorded. This information can be most important for the ship in the event
of a dispute. Draughts should be recorded on arrival and departure and at appropriate times
throughout the port stay. During a discharging operation extending over several days, it is appro-
priate to take draught readings each morning and evening. When loading draught readings should
be taken and recorded at the end of each stage in the loading, i.e. at the end of each pour. The
importance of taking and recording the draughts regularly cannot be overstated. Draught readings
provide the best and simplest warning when the ship is flooding or when the ballasting or cargo op-
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erations go wrong.

The cargo log or personal notebook is a document maintained by a duty officer who may be
working in dirty and difficult conditions. The cargo log will best be maintained in a readable con-
dition if immediate notes are kept in a notebook for transfer to the cargo log on next return to the
ship’ s office or cargo control room. The cargo log and personal notebooks should always be re-
tained, as they will be required as evidence in the event of a dispute and will carry more weight
than a document which has been written up after the event.

Cargo documents: Copies of all cargo documents given to the ship, or presented for signa-
ture, should be retained.

Damage records—damage to ship or cargo: It is vital that full records are kept of damage
which occurs to ship or to cargo during loading or discharge. Some owners and charterers provide
well designed “stevedore damage” forms for such records but others are less suitable and a badly
designed form may fail to provide all the necessary information, even when each space contains an
entry. A well-designed form, when completed, will provide a full record of when, where and
how the damage occurred and will contain a detailed description of the damage sustained.

As with all reports, sufficient information should be given to enable a reader with a profes-
sional knowledge of the subject to form a clear and accurate picture of the circumstances of the
damage. Accurate measurements should be recorded, supported by photographs. In the case of
more substantial items of damage, when likely costs are to be measured in thousands of dollars,
not tens of dollars, extensive detailed records will be required. The Nautical Institute’ s book The
Mariner’ s Role in Collecting Evidence provides full guidance for this situation.

When loading/discharging cargo in a port, the OOW shall perform port-watch and supervise
cargo operations in accordance with the Chief Officer’ s orders. OOW shall prepare the documents
for cargo work, make sure stevedores can, properly and carefully, load, stow, handle and dis-
charge cargo. as per the requirements concerned, record the quantity and apparent condition ( inclu-
ding but not limited to marks, package and quality ) of cargoes received or discharged in detail,
enter the development of cargo work, the actual weather condition of each shift, the time delayed
due to such facts as weather change, dinner and short rest, and the cargo short/long shipped,
damaged or involved in discrepancy, into logbook, and also report the short/long shipment, dis-
crepancy, damage or any incident which may affect the safety of cargoes loaded, the ship or envi-

ronment, to Chief Officer, or directly to Ship Master if Chief Officer is unavailable.

Il. Vocabulary and Expressions

completion n. 7, % % personnel n. A G, T
transfer wi. %%t in the first instance ¥ 4% , & 47/
calculate . & vi. it & similar to % 3L F

duration n. Hf[q] bell book Z 4¥1C 3 &

take bunker  fp i initial »t. ¥ LN EFHELEL



accurately adv. FF# K, w0 LM description n. &t , A

discover . K., K * sustain vt. & ZF A ZF

dispute n. i, %% photograph n. B

overstate vt. 2k, 5 substantial adj. K& ,E KK
readable adj. T, ZEH extensive adj. | {8, A
retain v, 1RF% supervise wut. & vi. MBS
evidence n. iF4E, &£ apparent adj. ¥ & WHy, & W
vital adj. EXEEH discrepancy n. #%, 14
Notes

. Once in the berth, it is necessary to record details of starts, stoppages and completions of

cargo work and transfers of cargo handling equipment, along with tonnages and positions
of ballast and fresh water loaded or discharged, soundings observed, and tonnages of car-
go advised or calculated.

— B 3h, 0 R A AR R A TT 4 4 A e B R B R R A5 B0 B B B B S A8 R UL, AR
THER AR AGEHALE NEE YR ERREES T EREZLEN,

. Times of working cargo and reasons for stoppages will normally be copied into the deck

logbook from the cargo log or officer’ s notebook at the end of each watch, but the details
of the working of ballast will not normally be transferred.

EHELERE, RO EKTNHEAELENREAET RN WEEXERE ANCEARL
BPFMEBEEE L, EXTERAMSK N AN EAF A 2HYEMEL S

. The cargo log or personal notebook is a document maintained by a duty officer who may

be working in dirty and difficult conditions.
BB RENAWIETKAREEEREE R RRAFTREN, MW THEFRETRZEF
Fit JUE i EL I HE B

. A well-designed form, when completed, will provide a full record of when, where and

how the damage occurred and will contain a detailed description of the damage sustained.
MR RANEE, ZXPREERTURBXRTERRENHE ok EE
it Hy TR, B R X AR B A P X R LR A

. As with all reports, sufficient information should be given to enable a reader with a profes-

sional knowledge of the subject to form a clear and accurate picture of the circumstances of

the damage.
HTANREN =, NRERBNE R }M‘ﬂ%iﬁ*ﬁi&%&%ﬂmﬁ’i/\m At s
fib Xt 3 B R A& B AR TS T B — A I B T O R B B R
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IV. Multiple Choice

1. Once in the berth, it is to record details of starts, stoppages and completions of
cargo work and transfers of cargo handling equipment.
A. necessary B. voluntarily
C. vital D. simplicity

2. “Tonnages of bunkers taken should be recorded.” Here “taken” can be replaced by

A. adapt B. intake

C. disposes D. affected
3. Gangway watch records are likely to be kept in a notebook in the possession of

the duty officer.
A. finally
B. in the last instance
C. in the first instance
D. in a lengthy
4. The cargo logbook will provide complete information for following except
A. cargo operation
B. ballast water operation
C. stevedore waiting time
D. cargo space calculation
5. Times of working of ballast will not normally be recorded at
A. deck logbook
B. official logbook
C. bell book
D. none of the above

6. Should cargo work extend over several days, the author of this text would suggest that the

vessel record draught readings a day.
A. once B. twice
C. triple D. quartic

7. A well-designed form, when completed, will provide a full record of when, where and
how the damage occurred and will contain a detailed of the damage sustained.
A. objective B. description
C. operation D. briefing

8. When loading cargo in a port, the OOW shall perform port-watch and supervise cargo op-
erations as per the orders.
A. ship owner’s B. charterer’s
C. Captain’s D. Chief Officer’s

11



9. Which statement is FALSE regarding the operation of a crane?
A. The crane jib is raised and lowered by the luffing winch.
B. The cargo block is raised and lowered by the hoisting winch.
C. The cargo block is raised and lowered by the luffing winch.
D. None of the above.

10. It’ s essential that we cannot any marks mixed or damage to the cargo.
A. agree B. adopt
C. check D. accept

V. Reading Comprehension

Passage 1

To minimise pilferage the vessel’ s security procedures should be followed closely to prevent
unauthorised personnel from gaining access to the vessel. Masters and officers should make every
reasonable effort to ensure that all persons visiting the vessel are suitably identified and have legiti-
mate business on board. Points of access to the vessel should be limited to the minimum necessary
for safe and efficient working of the vessel, and controlled by reliable gangway watchmen who
should have clear instructions concerning their duties. Deck watchkeeping should be enhanced dur-
ing cargo operations, including periodic visits into the holds by duty officers if it is considered safe

to do so, to ensure that the opportunities for pilferage are minimized.

1. The unauthorised personnel refer to those who
A. have legitimate business on board
B. are suitably identified
C. are gangway watchmen
D. are unknown to the ship or have no proper IDs
2. The deck watch during cargo operations is kept by
A. officers

B. gangway watchmen

a

unauthorised personnel

<

masters
5 is not a method to minimise pilferage.
Periodic visiting into the holds

Enhancing deck watchkeeping

0w >

Limiting the points of access to the vessel
D. Gaining access to the vessel

4. It is implied that the pilferage is likely committed by unauthorised personnel
A. in holds
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B. on deck
C. in accommodation areas

D. anywhere on board the ship

Passage 2

The officer in charge of the navigational watch shall take frequent and accurate compass bear-
ings of approaching ships as a means of early detection of risk of collision and bear in mind that
such risk may sometimes exist even when an appreciable bearing change is evident, particularly
when approaching a very large ship or a tow or when approaching a ship at close range. The of-
ficer in charge of the navigational watch shall also take early and positive action in compliance
with the applicable International Regulations for Preventing Collisions at Sea, 1972 and subse-
quently check that such action is having the desired effect.

In clear weather, whenever possible, the officer in charge of the navigational watch shall car-

ry out radar practice.

1. When approaching with a risk of collision, the bearing is most likely to remain
unchanging.
A. a very large ship
B. a tow
C. a ship at close range
D. a general cargo ship at a range of about 6 nautical miles
2. Of the following, is not an act taken to avoid collision.
A. detecting of risk of collision in advance
B. taking early & positive action in compliance with the applicable Regulations
C. checking that such action is having the desired effect
D. reporting immediately the risk of collision to the master of ship
3. Collision is most likely to occur when the bearing of an object is
A. changing with its distance reducing
B. not changing with its distance reducing
C. changing with its distance not reducing
D. not changing with its distance not reducing
4. It is implied that
A. even in clear weather radar should be used
B. radar should be used only in clear weather
C. when approaching a very large ship or a tow or when approaching a ship at close range
radar should not be used

D. in modern times, radar has little use for navigation
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