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OFFICE OF PRIME RESPONSIBILITY

Questions or suggestions regarding this policy should be directed to the Director of Contracts and  Administration.
1.  
PURPOSE
1.1
The purpose of this policy is to safeguard the innovation and proprietary information of the company and to prevent its wrongful or inadvertent disclosure to unauthorized sources.

1.2
To clearly delineate to affected employees what their obligation is, and what their rights are, regarding their involvement with company proprietary information and innovative concepts.

2.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) that an Employee Innovation and Proprietary Information Agreement be signed by all employees as a condition of employment.

2.  
AGREEMENT FORM

AS&T’s Employee Innovation and Proprietary Information Agreement will be used (see attached).

3.  
PROCEDURE AND RESPONSIBILITY

4.1
The Director of Human Resources will include the Employee Innovation and Proprietary Information Agreement in the new hire orientation package and will obtain the new hire’s signature and witness the signature.

4.2
Provide the employee with a copy and file the original in the employee’s personnel folder.

4.3
If the prospective hire refuses to sign the agreement the Director of Human Resources will immediately notify the Director of Contracts and Administration and jointly resolve the conflict.

5.
EXCEPTIONS

Exceptions to this policy and the guidelines contained herein require prior approval of the President/CEO.

The following form is incorporated into this policy by reference and can be found in the forms section:

· Procurement Integrity Act/Certification
2014
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