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OFFICE OF PRIME RESPONSIBILITY

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

1.
POLICY
Advanced Sciences and Technologies, LLC (AS&T) requires a “Lost Business Report” to be filled out whenever a solicited proposal has been rejected and an award is made to another offer.

2.
PURPOSE

This procedure outlines a system for reporting lost business and for distributing reports to the proper Division and Staff personnel for analysis and appropriate follow-up action.

3.
PROCEDURE
3.1 Whenever a solicited proposal representing a firm offer has been submitted to a customer for evaluation and is subsequently rejected and an award is made to an offer other than AS&T, the appropriate Division Marketing activity, which submitted the proposal, will initiate a Lost Business Report. (See attached Exhibit).

3.2 A Lost Business Report will be prepared and distributed within 30 days after it has been determined that a proposal has been lost (the award made or to be made to an offerer other than AS&T. A separate Lost Business Report will be initiated for each proposal, which has been lost. A multiple submission proposal to different customers is considered to be one proposal for purposes of lost business reporting and will not be considered lost if one of the proposals has been accepted and an award made.

3.3 A Lost Business Report will be distributed as follows:

a. Distribution within the Division as determined by each Division Director, Marketing.

b. One copy each to:

(1) President/CEO 

(2) Contracts Administrator

4.
EXCEPTIONS

Exceptions to the above policies can be made only by the President/CEO 

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

· Lost Business Report
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