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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 provide business cards to those employees that require them.

Requirements for business cards are based on the employee’s need to identify themselves as a representative of the Company to an outside business.

Company business cards have been designed to accommodate the Corporate Logo, operating unit name, address, telephone number, facsimile number, and the individual’s name and title. Additional information on the card is not acceptable. Type faces and the specified format are shown on the Business Card Request Form.

2.
MINIMUM ORDER
The minimum card order available is one set of 250 cards. Exceeding this amount must be approved by the cognizant Vice President.

3. 
ELIGIBILITY
Business cards will be furnished upon request to Department Managers and above.

Business cards will be furnished to other regular full-time employees below the Department Manager level when there is an essential need and when approved by the cognizant President/CEO.
4.
PROCEDURES
To permit maximum savings through bulk ordering, all requests for business cards will be typed on the Business Card Request form and sent to the Human Resources Department for review, consolidation, and procurement.

5.
TITLES
Official management or marketing titles will be used on the business cards. Exceptions must be approved by the cognizant Vice President.

6.
NON-STANDARD CARDS
Non-standard business cards are not authorized for use within Advanced Sciences.

7.
EXCEPTIONS

Exceptions to this policy require the approval of the President/CEO.

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

· Business Card Request Form
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