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OFFICE OF PRIME RESPONSIBILITY

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

1.
PURPOSE
The purpose of this policy is to establish the procedures and offices of approval governing temporary work assignments and relocation authorization, as well as travel approvals that approach or exceed thirty days duration.

2.
DEFINITIONS
2.1 Normal Travel (Policy 7001)
Normal travel is a trip of four weeks or less. The reimbursement of expenses is normally on an actual and reasonable basis, but may at times include a per-diem rate.

2.2 Temporary Work Assignment (Policy 8002)
A temporary work assignment is a full-time assignment of not less than four weeks and normally not more than one year. Expenses are reimbursed on an actual and reasonable/per-diem basis.

2.3 Permanent Relocation (Policies 8003 & 8004)
Permanent relocation is a full-time assignment of more than one year. Expenses are reimbursed on a fixed, actual and reasonable, and per-diem basis.

3.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to require written approval authority for temporary work assignment and relocation, as written support for travel that approaches or exceeds thirty days duration.

4.
RESPONSIBILITY
It is the responsibility of the employee and his/her manager to become familiar with the guidelines of the following policies and standard practices of AS&T:

a. 8002 – Temporary Work Assignment within the Continental United States.

b.
8003 -
 Permanent Relocation of Newly Hired Employees within the
 Continental United States

c. 
8004 – Permanent Relocation of Existing Employees within the 


 Continental United States

d.
7001 – Normal and Extended Business Travel for the Continental United 


 States and Overseas.

5.
GENERAL
The procedures and offices of approval for temporary work assignment and permanent relocation assignments are shown in Figure 1. Justifying documentation shall be required for extended travel whenever such travel exceeds 60 percent of an employee’s time at the away-from-home office site for four consecutive weeks.
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