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TO ALL DIVISION MANAGERS 

Gan t lam en t

There i s ev idence t h at  some conf usion s t i l l  ex i sts i n  the minds o f  

v ar i ous d i v i si on  managers as to  what they  should be doing on our saf ety  pro­

gram at  t h i s t i m e. This conclusion ar i ses f rom the f ac t  t h at  weekly l e t t e r s 

f rom and concerning our f i e l d  rep resen tat i v es i n  many cases show th at  h i t  or  

miss contacts are being made to co l l ec t  data on organi zat i on resp o n si b i l i t y , 

tankage, e t c . ,  among our customers and j obbers. We endeavored to  be as spe­

c i f i c  as possi b l e i n  our l e t t e r  of  June 12, w herein we stated  t h at  we con­

si dered our primary problem at  t h i s time to  be the co l l ec t i o n  of  i nf orm ati on 

showing the organi zati on char t o f  eaoh company so th at  we might ev entual l y  

know and contact every  i nd i v i dual  i n  each company who has au thor i ty  to  ap­

prove the entrance o f  men i n to  storage tank s f o r  cl eaning or r ep ai r . This 

work has progressed rap i d l y  i n  cer tai n  d i v i si ons, but i n  o thers i t  appears 

th at  f i e l d  rep resen tat i v es have been to l d  merely  to  go out and get as muoh. 

i nf orm ati on by contacti ng bul k  p l an ts and j obbers as i s  possi b l e# The l a t t e r  

procedure i s c er tai n l y  not what we want a t  t h i s time#

We have studi ed car ef u l l y  repor ts of  a l l  d i v i si ons as to  how best 

approach our problem and f rom our study  o f  a l l  the data a t  hand, i t  appears 

th at  our f i r s t  im portant poi nt o f  contact i s  a t  the main o f f l oe of  each cus­

tom er. A t t h at  po i n t our rep resen tat i v es should contact any ex ecuti v e i n  

whose department storage tank s are a m atter  o f  r esp o n si b i l i t y . I n the l arg er  

companies, t h i s r esp o n si b i l i t y  may l i e  w i th any one or  more o f  f i v e depar t­
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m ents,-  namely, M anuf acturing, Sal es, Terminal , Saf ety  and Engineeri ng, I n 

the sm al l er companies many o f  these departments may be l ack i ng, w i th one or  

more i nd i v i dual s a t  the head of  a l l  ac t i v i t i es.  I n any ev ent, i f  you have 

not al ready  done so, wo w ant you to  contact every  customer company whose head 

o f f i ce i s i n  your d i v i si on  and seoure the f ol l ow i ng i nf orm ation:

1, HAKTJFACTOBII?(r: The name of  every  ref i n ery  super i ntendent and assi stan t  

at  any ref i n ery  operated by the company,

2, SALES* The name o f  every  branch manager and assi stan t  a t  any branch 

sal es o f f i ce*

3, TERMINAL* The name o f  any term i nal  manager and assi stan t  at  any l arge 

(p i p el i n e or w ater ) term i nal ,

4, SAFETY: The name o f  every  branch saf ety  manager o r  assi stan t  at  branch 

o f f i ce po i n ts*

5, SUGIHEERIEG* The name o f  any engineeri ng manager and assi stan t  a t  r ef i n ­

er i es, term i nal s or  branch sal es o f f i ce po i n ts*

6, A statem ent complete as possi b l e, as to  w hat the general  p o l i c i es o f  the . 

company may be (a t  l east  what the head o f f i ce considers to  be t h e i r  general  

p o l i c i es),  regarding the methods, type o f  employee, p er i o d i c i ty , au tho r i ty , 

etc * , i n  handl ing tank  cl eaning and r ep ai r  problems*

7, A general  repo r t  as to  w hether the company operates term i nal s, bul k  p l an ts, 

etc« , or se l l s en t i r el y  to  j obber customers*

I t  i s  im perati ve th at  t h i s i nf orm ati on be" secured and t ransm i t ted  to  

the Hew York o f f i ce j u st  as soon as conv enientl y  possi b l e. Much of  i t  i s on
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hand i n  your o f f i ces at  t h i s  t im e, and we would l i k e you to  begin sending i t  

i n  to  us immediately* Don’ t  w ai t to  co l l ec t  i t  on a l l  custom ers,— send i n  

what you have and as you get i t  complete f o r  each customer.

Tfiien we recei v e from you these ref i nery  and branch organ i zat i on  

l i s t s ,  we w i l l  immediately  break  them down by our own d i v i si ons and send them 

to  the d i v i si o n  o f f i ce w herein the ref i n ery  o r  branch i s l ooated w i th the 

l east  possi b l e del ay . A r eal  i n v est i g at i o n  ef f o r t  must then be put f o r th  to  

go on down the l i n e f rom the r ef i n ery , branoh sal es o f f i ee, o r  term i nal  po i n ts, 

u n t i l  you have made up a l i s t  o f  every  i nd i v i dual  i n  every  customer company 

who has the resp o n si b i l i t y  to  author i ze tank  cl eaning o r  r ep ai r .

A t these l a t t e r  poi nts o f  au th o r i ty , we w i l l  f i n d  the i nd i v i dual s 

who are most im portant to  us. They are the ones who should recei v e f rom us 

our most ex acti ng descr i p t i on  o f  the reasons why our tank  cleaning i n st ru c t i o n s 

should be f ol l ow ed, as w el l  as copies o f  the i n st r u c t i o n s, and they  must be 

sol d on the necessi ty  o f  no t i f y i ng  us every  time they  author i ze the entranoe 

i n to  storage tank s.

Tie th i n k  you w i l l  f i nd  th at  the l a st  group, which f o r  want o f  a 

b et t er  name we sh al l  c al l  the “ au tho r i ty  men” , w i l l  not he qu i te as numerous 

as we may guess at  f i r s t  hand. Our b i ggest job now i s  to  get a record of  

every  one o f  them and to  gain t h e i r  cooperati on 3 0  t h at  they  w i l l  send us n o t i ­

f i c at i o n  o f  each proposed tank  entrance.

(T ihi le we want you to  send i n  a l l  o f  the organ i zat i on  data on r ef i n ­

ery  and branoh personnel  l ocated anywhere i n  the U ni ted States, there i s no 

reason why eaoh d i v i si on  should not go r i g h t  ahead w i th i t s  contacts o f  such 

ref i nery  or branoh o f f i ce personnel  w i th i n  th at  d i v i si o n .)

During each contact w i th those " au tho r i ty  men" whose duty  i t  i s to  

author i ze tank  entrances, you should see th at  they  have a supply  o f  post cards*
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Request th at  these be used when su f f i c i en t  time ex i sts to  gi v e us adequate 

noti ce p r i o r  to  a proposed tank  entrance, "Where su f f i c i en t  time does not ex ­

i s t ,  author i ze the i nd i v i dual  to  w i re o r  phone c o l l ec t  to  our superv i sory  d i ­

v i si on  o f f i ce#

-fte to l d  you i n  a former l e t t e r  t h at  w hi le we consi der our problem 

o f  the smal l  j obber a v ery  d ef i n i te one, we are more i n ter ested  at  t h i s time 

i n  organi zi ng oursel v es w i th r ef i n er s, p i pel i ne companies, and the l arge job­

b ers. So, p l ease do not occupy the time o f  y our men i n  contacti ng sm al l er 

j obbers throughout the country  now* We are not r eal l y  i n  a posi t i o n  to  prop­

er l y  educate them or  tab u l ate the i nf orm ati on which we expect to  recei v e when 

a complete j obber survey has been made# •

A t a l a t e r  date, we w i l l  supply  you w i th forms which should be used 

i n  your contacts w i th the ’’ au tho r i ty  men“ . A t p resen t , we are prepari ng sug­

gested forms f rom inf orm ati on many o f  you have al ready  subm i tted. You w i l l  r e­

cei ve these f o r  your study  and suggesti on i n  the nex t few days. (DonH w ai t 

f o r  the forms how ever,- go ahead w i th your c o n tac ts.)

I n conclusi on, vre r eal i ze t h at  many o f  you have the program descr i bed 

herei n  w el l  under way. I f  you are not engaged i n  fol l ow ing t h i s procedure a t  

the present t im e, p l ease be governed accordingl y#

Time i s rath er  im portant i n  f ol l ow i ng these i n st r u c t i o n s, and we ask  

t h at  you acknowledge reoei p t  o f  t h i s l e t t e r  as w el l  as your f u l l  understanding 

th ereo f , or  acknowledge i t  a t  once and ask  any questi ons you have i n  mind*

V ery t r u l y  y ours,

m/ r

c c j  l î r . O.B. Lewis 
Dr. R.A. Eehoe
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