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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to the Human Resources Department.

1.
POLICY

It is the Policy of Advanced Sciences and Technologies, LLC (AS&T) to encourage employees to attend selected seminars, meetings, conferences, and training courses which will mutually benefit the employee and the company.

2.
ELIGIBILITY
The employee must be a full time employee of the company payroll on the date the seminar, conference or training course begins and ends.

3.
PURPOSE
Seminars, conferences, and training courses for employees are used to accomplish various objectives including:

3.1 Development of an in-house expertise in state-of-the-art methods, or an operational skill category.

3.2 Enhancement of an employee’s professional knowledge/skill in a particular job related discipline.

3.3 Representing AS&T in providing company exposure to technical groups, customer groups, and other participants of conferences.

4.
CRITERIA

Selection of employees to participate will be determined and justified by the employee’s manager and the President/CEO. Considerations in selecting an employee to attend include:

4.1 The employee should have demonstrated aptitude for the material being presented, and the course material must relate to his/her present or future job assignment with the company.

4.2 The educational opportunity must provide the employee’s contribution to the company and the employee’s growth potential.

4.3 The resulting benefits to AS&T must be of sufficient magnitude to warrant the size of the investment.

5.
PROCEDURE
5.1 Within two (2) weeks of the registration deadline, the employee will complete and forward a Seminar, Conference & Training Request/Authorization Form along with a completed Purchase Requisition to his/her manager and the President/CEO who, upon indicating approval, will forward the two forms to the Human Resources Department.

The required approvals will ensure that the costs incurred are prudent and justified in relationship to the overall operational goals of the division.

5.2 The Human Resources Department, after reviewing the Seminar Conference & Training Request/Authorization Form and Purchase Requisition, will forward the fully approved package to the Administrative Assistant.

5.3
The Administrative Assistant will issue a Purchase Requisition number and enroll the employee in the Seminar, Conference or Training Course with the vendor providing the event.

5.4 The Accounting Department will process the Purchase Requisition for  

      payment.

5.5 After successful completion of the Seminar, Conf​erence or Training Course, if a Certification/Confirmation is provided, the employee will forward a photocopy of the document to the Human Resources Department.

6.
EXCEPTIONS

Exceptions to this Policy require prior approval by the President/CEO.

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

· Seminar Form

· Purchase Requisition
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