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OFFICE OF PRIME RESPONSIBILITY

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

1.
PURPOSE
The purpose of this policy is to assure accurate control of Company computer property and Government Furnished Equipment (GFE).

2.
POLICY
It is the policy of Advanced Sciences and Technologies, LLC (AS&T) to:

2.1 Assure that AS&T’s property is maintained in a designated location.

2.2 Assure that GFE property is maintained in a designated location.

2.3 Avoid any commingling of AS&T’s property, GFE and AS&T’s employee personal property.

3.
PROCEDURES
3.1 An annual inventory will be conducted by the Corporate Administration Department. All physical inventory will be logged in by facility.

3.2 After the physical inventory is conducted, any movement of AS&T’s computer property or GFE must be precipitated by a “Request for Transfer of AS&T’s Property/GFE Form”.

3.3 The Request for Transfer of AS&T’s Property/GFE Form must be submitted to the Administration Department for approval.

3.4 After the signed form is returned, the property can then be transferred to the new designated location.

3.5 All new inventory must be logged in, given an AS&T’s inventory number and assigned a physical location before the equipment is put into service. This must be administered through the Contracts Department.

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

· Request for Transfer of AS&T’s Property/GFE Form
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