GENGRAL PURCEASIIG DEPARTIENT
Cleveland

Bulletin YNo. 16, Addendun 3 : | Jme 9, 1959
(Complete Reissue) -

Subject: Sarple Reports - Forms 28A27 and 28A28

This bulletin is revised to establish a new Sample Repart, form 20428, to be used
by the Cleveland Generzl Purchasing Departrent. These iz no change in form 20A27,
which is to be used by Factory Purchasing Departments,

The purpose of this Sample Report form is a standard means of transmitting sarples
to the Laboratories; the exscuted report by the Laboratory becomes Purchasing De-
partrentt!s official mcoxﬂ_for quality approval or rejection,

The nevw form, 28A28, for use by the Cleveland General Purchasing Departrent, con-
sists of 7 papes — identified in the "box" at the bottom of each page as follows.
These froos are pre-mmbered using the prefix "A®,

CRIGINAL —- Retwrn to General Purchasing Dept., Cleveland
DUPLI CATE - To be retainsd by laboratory (as their file copy)
TRIPLICATE - If thls report is submitted to Cleveland Tech,

Service Dept., this copy 1s to be destrayed,
If subritted to a laboratory other than Clave-

land, this copy with lasboratory report is to be
sent to local factory Purchasing Dept.

QUADRUPLICATE «- If this report is submitted to Cleveland Tech.
Service Dept., this copy is to be destroyed.

If submitted to a laboratory other than Cleve-
land, this copy with laboratory report to be
sent to Cleveland Tech, Servics Dept.

QUINTUPLICATE -~ This copy to be retained in Gemeral Purchasing
Dept.'s mmerical £ile,

SEXTUPLICATE -~ If this report is submitted to Cleveland Tech.
Sexrvice Dept., this cony is to be destroyed.

If subritted to a laboratory other than Cleve-
land, this copy to be retained bty the local
factory Purchasing Dept. as their file copy.

SEFIUPLICATE — File Comy

FmZBAZ?—usedimenFactowhmhasingDeparbmnbmtesample—cmm
of 7 pages ldentdified in the "bax" at the bottom of each page as follows:

ORIGINAL == Return to General Purchasing Dept,, Cleveland
DUPLICATE — To be retained by Labaratery (as their file copy)
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TRIPLICATE — This copy with laboratory report to be returned
to the local factory Purchasing Dept,

QUADRUPLICATE - This copy with laboratory report to be sent to
' Cleveland Tech, Service Dept.

QUINTUPLICATE - Factory Purchasing Dept. to forward this copy
to General Purchasing Dopt., Cleveland, when
original is sent to local Tech. Service Dept,

SEXTUPLICATE ~— TFactory Purchasing Dept. to forward this copy to
Cleveland Toch, Service Dept. when original is
sent to local Tech, Service Dept,

SEPTUFLICATE -~ File Copy

These forms are pre-mmbered using the letter prefix as shown below for factorles
submitting thz:-se reports,

A -~ Sample Report subritted by the Cleveland Purchasing Department
" " Chicago
Detrolt
Gibbsbaro
Dayton
Newrark
OaXland
Los Angeles
Dallas

It is the Purchasing Department's responsibility to £il11 in all the captions under
EXPLANATORY DATA, whenever that information is zvailable; also t0 explain in the
space devoted to PURCHASING DEPARTMENT COMMERTS reasons for submitting the sample.
If this information is not filled in to the satisfaction of the laboratory, the
laboratoary persomnel 1s priviliged to return the forms to the Purchasing Department
originating the report for the required data,
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A few general camments and suggestions pertaining to the mammer in which this form
is to be used and responsibilities of the Purchasing Departments at Cleveland as
well as at a2ll the factory points follow:

1. REQUEST F(R SAMPIE CRIGINATING FROM LABORATORY,

Purchasing Department will comply with such requests without question,
Samples will be referred to the laboratory with this form, directed
to the individual who originated the request. In some cases the lab-
oratory may request sample for a long term research job, and in such

a ca.:, it is not always advisable or necessary to submit a sample
report.

2, REQUEST FOR SAMPLE FOR EVALUATION ORIGINATING FRC!! THE PURCHASING DEPARTIENT.
This is usually prompted by our desire to —

(a2) Develop additional source of supply, especially in cases where wo
are currently limited to one supplier,

(b) Investigate product which appears to be camparable to owr
standard, but is offered at a lower price.
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(c) Check suppliers' claims of superior quality at ‘l'.he sama
price or investipate any new development.

This is intended primarily to keoep the Labaratories’
informed of such developments, particularly from the
standpoint of quality. In these cases the supplier -
is to be requested to submit complete technical data,
descriptive literature, their recormendations as to
suggested usage, otc., and any other technical infor-
mation wiich right be of value to our laboratories
including a completo chemical analysis, In this cate- .
cory it is especially important to indicate clearly
under PURCHASING DEPAITITENT COIENTS our reasons for
subritting the sample,

3, UISOLICITED SAMNPIES

The buyers are to screen these offerings carefully amd refer to the lab.
oratories only those materials which in the buyer'!s opdnion warrant in-

vestigation., The laboratories are not to be burdened with the investi-

gation of samples which represent materials in wvhich we have no definite
byying intaresto

Generally speaking, all sarples from suppliers are to be sulxntted to the Purchasmg
Department from vhere they will be directed to the laboratories with the accom-

panylng sample report forms, This is the estabhshed procodure for Cleveland and
all factory locations,

' Sarmples arranged for by the Cleveland Purchasing Department and referred to the
laboratories other than at Cleveland are to be directed to the Buyer at the

factory location (not dx.rectly to the laboratory) for proper direction to the
laboratory.

If a sample is submitted as a proposed match or as an alternate sugpestion for a
reqularly used material, the supplier is to furnish specific information as to how
this offering complies in detall with our specification and/or standard,

/8/ Re F. Hemg
Director of Purchases

R. F. HBemnig:dug

ce: VT-IM»IHGAHJSPABHENSFCCGRRASJCWRCHJVHE'Z'FRGFWHEIIVGHWIHBEABRFS
HED WAMcI DAK JAA HES MVL KRB FHT RRH SJVC RAM HWS GMO'N SRB RVD GWB IFK JTS
ESSIEHANCSHJHI}BQFC'%PEHHASJKWHHIBJBCBHGGSH SEL BJH JFH JAH CLn

- JVL WRC CRW OXS IF JSC BD WO RGL GIG RFH AJl! WD} WIT DCJ WHP EBC WHJ RWP
CEF DIC REKC JWG VIA RAH GHM RWM
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