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Name: ____________________________________ I.D. ______________ Sec. _____
____________/10
TECHNIOCAL REPORT WRITING  
Incident Report
Assignment 1
You are a technical instructor at Yanbu Technical Institute, Yanbu Al Sinaiyah, Saudi Arabia. One of the trainees under you met with an accident while trying to operate a machine in the mechanical engineering workshop. 
Write an incident report to the safety officer of the institute giving full details from the table given below. Add other details too. Use memo format.
	               Details
	                                Information

	Date and time of accident
	4 February 2018.    10AM

	Place of accident
	Yanbu Technical Institute, mechanical engineering workshop

	Type of accident
	Accident while trying to operate a machine

	Person(s) involved
	A trainee named Ahmed Ibrahim

	Witness(es)
	Other trainees named Faisal Saleh and Ali Mohammed

	Injuries
	Received a cut on the left hand

	Damage to property
	No damage

	Cause of accident
	Defective machine

	Action taken
	Rushed to the campus clinic and then to the Royal Commission hospital

	Preventive action
	Proper maintenance of machines in the workshop
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