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TO ALL DIVISION MANAGERS 

Gentlemens .

As most o f you r e a l i z e ,  t h e r e  h as been  a con sid er able  in c r e ase  in  the 
number o f l i t e r  can s o f F lu id  used w ith in  th e o i l  in d u st r y  and by o u t sid e  lab o r a t o r ­
i e s ,  Cu r ren t ly , a ch eck i s  be in g made on sh ipm en ts t o  c e r t a in  p o in t s. However, in  
order  t h a t  we may have c lo se r  co n t r o l over a l l  sh ipm en ts and u se o f F lu id  in  t h is 
form , th e fo llow in g procedure i s  to  be ad op ted :

1» The M an ufactur in g Department w i11 sen d n o t ic e s o f sh ipment o f 
F lu id  in  l i t e r  oans in  d u p l ica t e  to th e d iv isio n  o ff ic e s fo r  F lu id  
sh ipped t o  p o in t s w ith in  th e r e sp e c t iv e  d iv is io n s,

2 , At th e t im e o f each  q u a r t e r ly  b len d in g p lan t  in sp e c t io n  (where 
F lu id  in  lab o r a t o r y  oan s i s  u sed  a t  th e in sp ec t io n  p o in t ) p le ase  check 
th e name o f th e in d iv id u a l t o  whom F lu id  sh ou ld  be sen t  and n ote
th e name on th e  fao e  o f t h e  q u ar t e r ly  in sp ec t io n  r ep o r t . Th is sh ou ld 
be typed  d i r e c t ly  un der "Where ar e  can s st o r ed " under lab o r a t o r y  

. se c t io n , .

3 , In sp ec t io n s sh ou ld  be made on o u t sid e  lab o r a t o r ie s a t  r eason ab le  
t im e in t e r v a ls ,  suoh  in t e r v a ls n ot  t o  exceed one y ear . The q u a r t e r ly  
in sp e c t io n  r e p o r t  form  oan  bo u sed  as a method o f re p o r t in g t h ese  
in sp e c t io n s,

, 4 , As p a r t  o f t h e  in sp e c t io n s p rocedu re, p le ase  make an e f fo r t  t o
t r a c e  th e movement o f  th o F lu id  from  t h e  t im e i t  roach es t h e  
Rece iv in g Department a t  an y p a r t ic u la r  lo ca t io n  u n ti l  t h e  t im e i t  
r each es th e in d iv id u a l t o  whom i t  h as been  con sign ed . Th ere i s  
ev iden ce t o  show t h a t  ce r t a in  d e lay s may ensue and th ereb y  r e su l t  
in  p o t e n t ia l  m ish an d lin g o f F lu id ,

5 , New u se r s o f Flu id  w i l l  be in v e st iga t e d  In d iv id ua l ly  as in  
t im es p a st . I f  you and we approve sh ipm en t th e fo r ego in g p rocedu re 
i s  t o  be put in t o  e f fe c t  a s i t  may ap p ly ,

6 , When F lu id  i s  n o lon ger  r eq u ir ed  a t  an y p o in t  t his  in form at ion  
sh ou ld  be n oted  on th e in sp e c t io n  r e p o r t , th e rem ain in g F lu id  sh ou ld  
be d isp osed  o f an d a d e sc r ip t io n  given  o f the methods u sed  fo r  suoh  
d isp o sa l ,
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7, At your n ext  r e gu la r  con tact  a t  lab o r a t o r ie s u sin g F lu id , 
p lease  in d icate  on the r ep o r t  form the est im ated  number o f l i t e r  
cans o f Flu id  to  be used fo r  the en su in g p e r iod  o f a y e ar . Th is 
cst im ato  can  bo shown under Laboratory  se c t io n  on th e l in e  under 
"Empty Cans P roper ly  d est r oy ed ,"'

Very t r u ly  yours

0 . B. LEWIS
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