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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 define allowable office furniture for all levels of employees at Advanced Sciences and Technologies, LLC (Advanced Sciences).

2.
POLICY

It is the policy of Advanced Sciences to:

2.1 Upon hire or promotion of an employee, provide to them their allocated office furniture

2.2 Provide uniform office furniture for all Advanced Sciences offices.

3.
SCOPE

All employees of Advanced Sciences.

4.
DEFINITIONS
4.1 Individual contributors – no supervisor responsibility, only responsible for their own work.

4.2 Third Level Managers – are responsible for one or more individual contributors.

4.3 Second Level Managers – are responsible for one or more 3rd level managers.

4.4 First Level Managers – are responsible for one or more 2nd level managers.

5.
PROCEDURES

The criteria for all employee’s office furniture are as follows:

5.1 First Level Mangers

36 x 72 Desk

Matching Credenza

High-back Chair

2 Side Chairs

Bookcase

File Cabinet

Dry-Wipe Board

Telephone

5.2 Second Level Managers

36 x 72 Desk

Matching Credenza

High-back Chair

2 Side Chairs

Bookcase

Dry-Wipe Board

Telephone

5.3 Third Level Managers

36 x 72 Desk

Matching Credenza

High-back Chair

1 Side Chair

Bookcase

Telephone
5.4 Individual Contributor

30 x 60 Desk

Low Back Swivel Chair

6.
EXCEPTIONS
6.1 Certain jobs require special furniture. The manager of that individual is responsible for acquiring the proper clearance.

6.2 Exceptions to this policy are permitted only with the approval of the President/CEO.
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