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EASTERN MICHIGAN DISTRIBUTORS,

5937 CONCORD AVENUE DETRO!T 11, MICHIGAN

5 : WAIlnut 1-2190 o

RULES AND RECULATIONS GOVIRNING THE [WORK AND CONDUCT OF

DRIVERS AND WAREHOUSENMEN EMPLOYED BY RASTERN MICHIGAN

DISTRIBUTORS, INC. AND EASTERN METAL MOULDINGS INC;
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Section I--Perscnal Conduct

a.

Employecs are to follow company regulations as

to ringing time cards.

s o & _ b. Employees are to be at all times polite and
2 T helpful to all customers and other company

“‘“apQISGPncl whether on company premises or in
nauxno‘dolzv “1cs

= fa=

¢, The company will allow ﬁne (1) “coffee break”

-+ of 10 minutes in any eone day to—each employee,
this te be staUr red amongst the employees
between the heurs of 9:30.A.M. and 10:30 A, M.
Any other purchase, to evade this rule,
carrying sandwiches, milk, coffee
any purpose other L‘ar the regular
on company premises will not be

ar ‘of
ete., for
lunch period
tolerated.

d, Company telrﬂdu“{g areamet b0 be-used for

‘incoming or outgoing calls except

and prrmission must b
this purpose,

in emergency

o

e. Tte company asks that it not he involved in
employees personal or financial probl

such instances be. held to a minimum,
f. The company asks that employees plecase refrain
from requesting cash advances oxr loans,

g. Any examinaticn of company rccords,
*or compahy business
pernitted to do so,

to immediate discharge,

matters by any employee not

\ ‘“FOR BETTER SERVICE'" — TURN TO EASTERN

‘*WHOLESALERS TO THE BUILDING INDUSTRY"’

INC.

lems and that

correspondence

said employee will be subject

& osar mms

e obtained frem the office for

NATIONALLY ADVERTISED PRODUCTS

SUSPENDED CEILINGS "EMCO’" TRIMS

ALCOA ALUMINUM SIDING - NU-ALUMINUM SIDING - GLOBE ALUMINUM SIDING

COIL STOCK =~ REYNOLDS OR ALCOA SOFFIT SYSTEMS - PAINTED ALUMINUM GUTTER
LANITE PRECAST STONE

— PANEL-ROC ALUMINUM STONE = GLATEX
FRY ASPHALT ROOFING - GLOBE ASPHALT ROOFING

-~ GLOBE |INSULATING SIDING
ALL NECESSARY ACCESSORIES FOR ROOFING OR SIDING

""BEAUTY BRICK"
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+¥ 5937 CONCORD AVENUE DETROIT 11, MICHIGAN

WAlIlnut 1-2190

SECTION II--Work Rules -
Lol h uLes

o

<
5]

ged in

The company expeets its employe ngag
o the following;

warehecuse or driver work te do

o

ting time-=to report for
anc to do the work appointed to
you by this office. Failure to repert for
work on time or to ring cards properly will
be subject to penalty

a, At yorr “ork star
work on time a

*b. To always keep in mind that we must get loads
on the road in order to maintain business and

— : to ¢give improved service,
"-..\_. X
s
i t. That the ¢tompany expects all warchouse and
£ X - -
“mdflv cr personnel to woerk at maintaining a clean
z

and orderly warehouse. This means that any man
having free time must Keep busy to accomplish
this purpose. Loafing viotTations to this rule
+will be noted and penalties™invaked.

* ,d. Drivers leaving on a run will ming nut their i
depart ‘ng time and their complecticrn time of
the run, also the "put™ and "in" mileage for
ecach run on the face of our warehouse loading
tickets and on the face of the charge tickets
he is carrying for his run,

| ; Vibad . ; :
‘ p/1; The company wants most materinls Heldé delivered. .
i to be placed off the rornd and to be covered,

i Materials should be p otected thenever and
wherever possihle

-

L
g1
Tro

f. Drivers shorld net go up drivewsys with truvcks
& | or unload on lawns withovt speéial permission,
:; : and only then when to do so the amount of hazard
2 : has becn considered,

g. All deliveries of materials are to be put in garages
whenever possible, otherwise at rear of house in a
specified location, Deliveries should not be "side
walk deliveriesy there are several reasons for this
rule, This rule is to be followed at all times unless
the customer specifically requests otherwise,

‘’FOR BETTER SERVICE'’

L

— TURN TO EASTERN
""WHOLESALERS TO THE BUILDING INDUSTRY"*’

NATIONALLY ADVERTISED PRODUCTS
“'BEAUTY BRICK" SUSPENDED CEILINGS “EMCO"
i ALCOA ALUMINUM SIDING = NU-ALUMINUM SIDING =  GLOBE ALUMINU?.IO STS['}:‘g
| COIL STOCK - REYNOLDS OR ALCOA SOFFIT SYSTEMS - PAINTED ALUMINUM GUTTER
| , LANITE PRECAST STONE - PANEL-ROC ALUMINUM STONE GLATEX
FRY ASPHALT . ROOFING -~ GLOBE ASPHALT ROOFING —- GLOBE INSULATING SIDING
ALL NECESSARY ACCESSORIES FOR ROOFING OR SIDING
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a 5937 CONCORD AVENUE DETROIT 11, MICHIGAN
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SECTION ITI--Nork Rules Cont'd

L7

G. Drivers makin uel

cn
i

1 v s}'.r:-uld be aware t
any times resi s at the delivery address
may be at*.,cm':t'ng o gather Anfnrrmt}nn from
them regarding quality of materials, their

| 3 = 2 .

! contractior, price information, ete. The handling
! of such situations
{

demands only normal ability

and thinking. In general, if sueh questioning

should lead the driver to believe that it is

out of line he should politely inform the person
. that he is not qualified to answer and that

E Y S person sheculd contsct

4+ k3o
Litd o

his contractor or our oftice,

«..h. The company wants drivers making deliveries

'-K‘“—H',a_t_ have any problems as to addresses,
collection of C.0,D.~m monigs (EST-DATED CHECKS
SHOULD NOT DE" ACCEPTED) ot questions invelving
the disposition of materials to call this office,

i 1. The company wants all materdials picked up by y
its drivers as credit material teo he duly noted
as to the item, quanti and condition of such

’ ic
are not ours or thnt

t s

materials. Materials that
have not been purchased from or thru us should

17

NOT be accepted for credi

(e Sidick . BT gy e i
woh L e Lome LR T e

| o

v
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i \ ‘"FOR BETTER SERVICE'" — TURN TO EASTERN
| ""WHOLESALERS TO THE BUILDING INDUSTRY""

NATIONALLY ADVERTISED PRODUCTS

""BEAUTY BRICK" SUSPENDED CEILINGS "“EMCQ’" TRIMS
ALCOA ALUMINUM SIDING - NU-ALUMINUM SIDING - GLOBE ALUMINUM SIDING
COIL STOCK - REYNOLDS OR ALCOA SOFFIT SYSTEMS - PAINTED ALUMINUM GUTTER
LANITE PRECAST STONE - PANEL-ROC ALUMINUM STONE - GLATEX
FRY ASPHALT ROOFING = GLOBE ASPHALT ROOFING - GLOBE |[NSULATING SIDING
ALL NECESSARY ACCESSORIES FOR ROOFING OR SIDING
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i SECTICN III-Care of Eauinment and Propeorty

i a. Drivers.and warchousemen will be held responsible
for the cleanliness of our equipment,

2 b. Each driver is to look over the picce of

i equipment he is to take on a delivery run. Check

g tire conditieon, gas, o0il; water etec. Upon

: completion of a run he is to fil} up gas, oil,

§ water and review condition of equipment., -If any

i discrepancy is detected he is to make a written

! repart, properly dated, and give it to the dispatcher.
[ ¢c. Drivers and warehousemen must always report any

g accident or damage to equiprent, property or materials
i whether it be on our premises or awey from our premises.
1 This must be done by making a written report.

!

ALWAYS GFT THFSE FACTS:

i 1. Time of day

# 2, Name or names of persons involved,

i 3, License numbers (vehicle and driver's)

g 4, Insurance Comuany

e 5. Witnesses

o 6. Make sketch of accident

Jo This report must be made to eur office., Failure to

§ report accidents, property or material damage, either
) on our premises or elsewhere, will be subject to

ﬁ penalty,

; d, ~Upon completion of a run drivers shtall return the

¢ equipment in their possession to our warehcuse

i . ; Fo i ST

) 3 (unless S;‘:Cf?lflf‘.::}ly permitted 1o do nthery ,.:e,.

§ The equipment will be parked inside the premises,

| all keys turned into the office and any doors to the
i premises must he loeked,

E EASTERN MICHIGAN DISTRIBUTORS . INC.
b ?
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i ""FOR BETTER SERVICE" TURN TO EASTERN
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“"WHOLESALERS TO THE BUILDING INDUSTRY'”
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NATIONALLY ADVERTISED PRODUCTS

E

i “BEAUTY BRICK" SUSPENDED CEILINGS "EMCO" TRIMS

g ALCOA ALUMINUM SIDING - NU-ALUMINUM SIDING ~ Gi.OBE ALUMINUM SIDING
i COIL STOCK =~ REYNOLDS OR ALCOA SOFFIT SYSTEMS ~ PAINTED ALUMINUM GUTTER

; LANITE PRECAST STONE - PANEL-ROC ALUMINUM  STONE =~ GLATEX

" FRY ASPHALT ROOFING ~ GLOBE ASPHALT ROOFING - GLOBE [NSULATING SIDING
ALL NECESSARY ACCESSORIES FOR ROOFING OR SIDING
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e have discussed many times the
Proeper procedure to follow whenever w
AlY ortside scnree, whether by carrie

cocseity AR Hawvineg o
Necessity ol raving a

reeeive merchandise from

P
r ¢r by our own piclkup,

Tﬁcre STems to be au assumpiion that truecling companics oy

employces of other supplicrs do not make mistakes, "THIS IS NOT So"

From now on these rrles must bhe follawed by any employee receiving

materials;

1. De sure the raterianl is charged to th
ie, Eastern NMichigan Distw:}
bMouldings,

<. De sure the material being delivered or picked up is
material which we have ordered.

! Do hot accept any materials being retvrned for credit
via highwny carriers withont an COK from the office,

4. Le sure the iten
tally sheet. If
and gmounts on b i3 ol i
and the time and date of receiving

ities agrce with the shipment
tnlly sheet, list all items
111 and sign ycur name

5. Demaged materials or siiortages 2re a constant scurce of
trovble, In order to rid curselves of this make the
following checks at the time of Teceiving

a. Leok for any visible damacge,

h, Lock for concealeddamage, If necessary open any
packaces where you have reascn to su spect
e

concenled damac

¢. If th%e damage is minor, make note of it on all
copies pertaining te the shipment and have the
celivering driver sicn Tor it. MAEE SURFE IS
S TOMNATTIDR e C"_"]’“l’ o
L hdNen o o N iy ol ¥ e S

d, If the domage is major, consult the office as
whether the ship i

£ S o e.,ruy ent
or damage and dnly nated,

T D0 SUmmarige--lot ks ala protect this enmnany
in its right to purchase and receive materials
in A-1 condition,




V.

LACH driver must make a personal check of the load that he
is taking for delivery., This must be done glong with

_ Charles Popz,uiim:sJ oR- WiLye ‘TUNF'};..J

This check will be your verification that the quantities showun
on the delivery tickets are correct, *

When unloading at delivery addresses cach item must be checked
as to the correct item and correct amount,

Responsibility for improper deliveries, lost materials or
damagec materials will rest with the driver.
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; ! : % Care must be taken in handling Soft Siding and Asbestos Slding
b S T when maknng deliveries or warehousing, The ends of Soft Siding material,
{ Tt ; .
e e R very fragnle, thus |t should always be pa!ed flat==never stood on
fooo] @ - ; %
Bagatar b ' ‘ends or jammed v
ey --."_ % Asbestos Siding should be handled in a lnke manner and in add|tuon wed
1 : B i “must be piled on boards or pallets to keep it off the ground or cement
' T LY i
e b A lf Asbes:os Siding gets damp or wet it is subject to mildewing and must
. a " N
b R R always be covered ‘with a waterproof coverlng.
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EASTERN MICHIGAN DISTRIBUTORS, INC.

5937 CONCORD AVENUE DETROIT 11, MICHIGAN
WAIlnut 1-2190

December 9, 1971

CEEIl &E BERESS
MEN: Knock about pants, denims, etc. are not acceptable.
Dress trousers or sports trousers are o.k.

Shirts must be worn with tie. Turtle neck, semi-turtle neck, or
sports shirts buttoned are o.k.

We want our employees to present a neat, well groomed appearance
at all times. We do not object to hair style but good grooming
is the essence.

WOMEN: Dress pant suits were approved this past year as optional and
occasional attire.

Slacks are not good office grooming.

We do not feel that we are asking too much of our employees to
meet these requirements. ~

Most offices today require suits and ties (no sports attir-f’and
most cases do not allow women to waaf/pants suits of any ALype.

We feel that our employees are ygﬁ?g;entative of the cq
not of the customers they servé -- regardlegs
be or do. p e

JMQ/F - ‘/

‘“FOR BETTER SERVICE' —~ TURN TO EASTERN
“"WHOLESALERS TO THE BUILDING INDUSTRY‘"

NATIONALLY ADYERTISED PRODUCTS

SUSPENDED CEILINGS “"EMCO’’ TRIMS

ALCOA ALUMINUM SIDING - NU-ALUMINUM SIDING = GLOBE ALUMINUM SIDING

COIL STOCK - REYNOLDS OR ALCOA SOFFIT SYSTEMS - PAINTED ALUMINUM GUTTER
LANITE PRECAST STONE - PANEL-ROC ALUMINUM STONE - GLATEX

FRY ASPHALT ROOFING = GLOBE ASPHALT ROOFING - GLOBE INSULATING SIDING

ALL NECESSARY ACCESSORIES FOR ROOFING OR SIDING




