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The follgowing action for the P,V.& L. Laboratories’ contact with Suppliers has been
reviewed, and is distributed to the P,V.& L, Laboratories and the Company®s Purchas-
ing Department with the approval of Director of Purchases and Technical Director,

"Our basic Company policy is to accord a prompt and courteous receptiom to any out-
side representative; with certain limitations which are outlined below, Many of the
Purchasing Departments have definite calling hours, for example in Cleveland the
hours for Suppliers' calls are from 9300 to 11:00 o'clock A.M. and 1:30 to 3:30
o'clock P,M. with emphasis on appointments, but never turning down anybody at other
hours unless it is just impossible to see them.” '

/s/ R. F. Hennig
7-8-63

I. LABORATORIES' RBQUESTS

A. For the purpose of exercising control (progress on various reports, etc.)
of Company Policy with respect to purchases, the P,V.& L. Laboratory
personnel are requested to clear through the Purchasing Department, re-
quests for samples, Technical literature, invitations to Suppliers to
meet laboratory persomel, and similar requests,
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II. CONTACT FERMISSION

A. The Purchasing Department does not want %9 leave the impression that
Laboratory personnel is not pqi'mi'b‘l’,ed_t,ﬁ interview or invite Suppliers
who make direct contact with the Iaboratories, but the Purchasing De-
partment cannot control or restrict such contacts when they are initiated

by the Suppliers' Sales or Technical personnel,
III. SUPPLIERS' CALLS

A, The Purchasing Department's policy is to encourage Suppliers! Technical
men to call on ocur Laboratories for the purpose of introducing any of
their new products, improvements on old preoducts, exchange of Technical
information, and similar subjeots of discussiom,

B, APPOINTMENTS

The Purchasing Department advises the Suppliers to send their represen-
tatives to see the Laboratory personnel by prearranged appointment acceptable
to P,V.& L, Laboratory personnel, This permits the Laboratory to accept or
reject the appointment,

C. REJECTABIE CALLS

Any “good will" call op the part oi' the Suppliers, with no specific purpose
in mind, should be disgouraged,

IV, ACCEPTANCE OF SUPPLIERSY CALL

A, It is further noted that the Laboratory personnel are under no obligatiom
to see such Suppliers! repregentativeag whem they call unamnounced at the

Laboratories. It is eptirely wp to the Labopatory personnel to accept or
reject the call,

V. SAMFPLES

A, It is further noted that the Labhoratory personnel should not be expected
to receive Suppliers' representatives when their only mission is to check
on samples that have been submitted to the Company and are under test.

Such Suppliers! representatives should be told to consult with the Purchas-
ing Department for all such reports,

VI. DISCLOSURE ON COMPOSITION & QUANTITIRS:

A. Laboratory personnel are resinded further, that the percentage of the
Suppliers! materials or other components used in the Company's products,
or the contemplated volume required for production of the Company's

IMPORTANT product, should not be given to the Supplier, Also, that the total con-
sumption for an individual Plant or the total institutional consumption,
or any information as to the extent of that Supplier's participation in
our purchases, should pever be divmlged,
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VII. PRICES

A, Prices from the Supplier are necess~ry information to Laboratory per-
sonnel, but the Laboratories are czutioned not tr attempt entrance into
price negotiations, Further, Laboratories are not to divulge Suppliers!
competitors' quotations or the prices that we actually pay.

B. A1l price negotiations are strictly the province of the Purchasing De-
partment, as established by the Company's Management,

REDACTED FOR
PRIVILEGE

\" &

HJLCottonstcs Technical Co or

Directed to: P.V.& L. Laboratory Directors
cc: RFH CFT ECB HOL LR JCW HES ABH WHP DAH WDR DAK EWF REG WAH FEB WLH RJR TJMcD
VWG
WCF
RHH & SATES MGRS.
JSP & PLANT SUPTS.
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Addendum No. 1

1/5/67

RAW MATERIAL SAMPLES for SUPPLIERS

N

Occasionally suppliers become aware that we are using a
competltor s product and as a favor they may request that the
laboratories supply them with samples,

No request of this nature should be honored without
first obtaining clearance from the Purchasing Department,
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