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OFFICE OF PRIME RESPONSIBILITY
Any questions or suggestions regarding this policy should be directed to the Employee Relations Department.

1.
PURPOSE

To establish a policy that clearly identifies and describes the Code of Business Ethics and Employee Standards of Conduct by which Advanced Sciences and Technologies, LLC (AS&T) and its employees will operate and conduct all forms of business activity.
  


To assure that all employees are constantly aware of AS&T’s Government Contractor responsibility of applying the highest standards of business ethics and conduct and assure compliance with all government statutes, regulations and agency requirements

2.
POLICY/CORPORATE RESPONSIBILITY

It is the policy and responsibility of AS&T to:


2.1

Conduct all forms of business activity in accordance with the highest standards of Business Ethics and Employee Conduct and to fulfill Government contracts to the letter and to act in strict conformance with the terms thereof.


2.2

Maintain a constant knowledge and awareness of government statutes, requirements, mandates, etc. regarding AS&T’s Code of Business Ethics and Standards of Employee Conduct and assure total AS&T’s compliance.


2.3

Maintain a company Ethics Officer/Ombudsman to administer, direct and conduct AS&T’s Code of Business Ethics and Employee Conduct program and to provide training.


2.4

Maintain a comprehensive training program on AS&T’s Code of Business Ethics and Employee Conduct, and train all employees.


2.5

Assure total knowledge and understanding of AS&T’s policy and commitment concerning Standards of Business Ethics and Employee Conduct by employees, contractors, subcontractors, government, etc. and ensure compliance.


2.6

Require all employees to certify understanding of AS&T’s Code of Business Ethics and Standards of Employee Conduct Policy, and the Federal Procurement Integrity Act and agree to comply as a condition of employment (See attached Certification Forms).


2.7

Require that the quality of each employee's performance regarding compliance with the Code of Business Ethics and Employee Conduct program, AS&T’s Policies, Compliance Programs, and Agreements be a condition of employment and a major consideration regarding performance appraisals, raises, promotions and bonuses.


2.8

Require that poor performance regarding the Code of Business Ethics and Standards of Employee Conduct program, AS&T’s Policies and Compliance Programs, or violations of the Standards results in immediate disciplinary action, impact on performance appraisal, raises and promotions; or if severe enough, result in termination.


2.9

Assure employee awareness of their responsibility, as a condition of employment, advancement, raises, bonuses, etc. to report any suspected improprieties or any suspected violations of applicable laws, regulations, the code or basic tenets of business integrity or honesty to the Ethics Officer/Ombudsman or the DOD or DOT hotlines per procedures posted at work locations. Such reporting obligation encompasses employees, consultants, contractors, subcontractors, suppliers and government employees.


2.10

Maintain and publicize AS&T’s Ethics Officer/Ombudsman as the single point of contact regarding ethics and business integrity matters and to report ethical conduct problems and violations.


2.11

Publicize the name and telephone number of the Ethics Officer/Ombudsman in each work area posters and memoranda.


2.12

Maintain and publicize a Confidential Ethics Problem/Violation Reporting System for employees to make complaints to the Ethics Officer/Ombudsman without fear of exposure, harassment or retribution.

2.13

Take no adverse action regarding any employee's work or promotion by reason of any reports made by that employee concerning performance under any Government contract or by reason of reporting any suspected violation of the CODE.


2.14

Monitor and audit the CODE of Business Ethics and Standards of Conduct Program and enforce full compliance throughout the company.


2.15

Cooperate fully with investigations of Ethics and Compliance Programs/problems by the Ethics Officer/Ombudsman, AS&T’s management, government representatives, or other authorized personnel. 


3.
RESPONSIBILITIES


Ethics Officer/Ombudsman

3.1

Develop, implement, maintain, monitor and enforce AS&T’s Code of Business Ethics and Standards of Employee Conduct program.


3.2

Maintain a constant knowledge and awareness of government statutes, requirements, mandates, etc. regarding ethical conduct and business integrity and implement changes and new requirements. Communicate such changes to the Board of Directors, the independent Government Contract Oversight Committee, and the Government Contract Management Committee.


3.3

Develop training materials, plans and presentations, which incorporate the requirements of the ethics statutes and mandates, review them with corporate management for completeness, accuracy and effectiveness.


3.4

Organize the ethics and integrity training material by content, complexity, scope of work, job responsibilities of employees, etc. and tailor presentations to best address the compliance requirements of each group in addition to conveying overall policy and dictates to all employees.


3.5

Conduct training presentations, address questions, provide copies of educational/training materials to all employees and obtain certification signatures from them, confirming their understanding and compliance with the material. 


3.6

Perform periodic in depth audits, examinations and evaluations of AS&T’s employees' knowledge, awareness, compliance with ethics and integrity rules and requirements.  Determine if controls are effective.


3.7

Be the single point of contact regarding AS&T’s Code of Business Ethics and Standards of Conduct program matters and be available for the reporting of program problems/violations.


3.8

Advise employees that poor performance regarding the code of Business Ethics and Standards of Employee Conduct program, AS&T’s Policies and Compliance Programs, or related violations will result in immediate disciplinary action, impact on performance appraisal, raises and promotions; or if severe enough, result in termination.


3.9

Assure employee awareness of their responsibility, as a condition of employment, advancement, raises, bonuses, etc. to report any suspected improprieties or any suspected violations of applicable laws, regulations, the code or basic tenets of business integrity or honesty to the Ethics Officer/Ombudsman, to the Ethics Officer hotline, or DOD and DOT hotlines per procedures posted at work locations.


3.10

Publicize the name and telephone number of the Ethics Officer/Ombudsman in work area posters, memoranda and meetings.


3.11

Maintain the Confidential Ethics Problem/Violation Reporting System for employees to report complaints without fear of exposure, harassment or retribution.


3.12

Maintain strict confidentiality of employee(s) reporting problems/violations.


3.13

Perform a complete, timely and comprehensive investigation of all alleged violation(s) of the Code and basic tenets of business integrity and correct/resolve the problem(s) and report/communicate the results to those concerned. Keep a record of all allegations and investigation results and monitor those areas to assure continued compliance.


3.14

Monitor and audit compliance with the Code of Business Ethics and Standards of Conduct Program and enforce full compliance throughout the company.


Supervisor's Responsibilities

3.14

All levels of supervision have a responsibility for the successful implementation of and compliance with the Code of Business Ethics and Standards of Employee Conduct and will be measured by their performance.


3.15

Assure that all current and new employees under their supervision have received a copy of the Code and are fully trained in its meaning, application and compliance.


3.16

Review the knowledge and understanding of this material by employees under their supervision and assure their attendance at all new and refresher training programs.


3.17

Stress to all employees in word and deed the need for a continuing commitment to the Code and basic tenets of business integrity or honesty.


3.18

Demonstrate their own commitment by conducting themselves and managing their departments and the activities of all employees under their supervision in accordance with the Code.


3.19

Maintain a workplace environment that encourages frank and open communication, free of the fear of reprisal, concerning the upholding of the Standards.


3.20

Assure that all employees are familiar with the following:




●
AS&T’s Ethics Officer/Ombudsman's name, location and business telephone number.



●
The requirement that all confidential calls will be protected with privacy to avoid identity exposure, harassment or retribution.




●
Each employee's performance regarding compliance with the Code is a condition of employment and a major consideration regarding performance appraisals, raises and promotions.


3.21

Cooperate fully with investigations of Ethics and Compliance Programs/problems by the Ethics Officer/Ombudsman, AS&T’s  Management, government representatives, or other authorized personnel.


Employee's Responsibilities

3.22

Attend all ethics training courses, participate diligently, learn the code of Business Ethics and Standards of Employee Conduct and comply with its requirements as well as AS&T’s policies, Compliance Programs and basic tenets of business integrity or honesty.


3.23

Certify knowledge and understanding of AS&T’s Code of Business Ethics and Standards of Employee Conduct Policy and agree to comply as a condition of employment.


3.24

Understand that the quality of each employee's performance regarding compliance with the Code of Business Ethics and Employee Conduct Program, AS&T’s Policies, Compliance Programs, and Agreements is a condition of employment and a major consideration regarding performance appraisals, raises, promotions and bonuses.


3.25

Understand that poor performance regarding the Code of Business Ethics and Standards of Employee Conduct Program, AS&T’s Policies and Compliance Programs, or violations of the Standards will result in immediate disciplinary action, impact on performance appraisal, raises and promotions; of if severe enough, result in termination.


3.26

Be aware of employee's responsibility, as a condition of employment, advancement, raises, bonuses, etc. to report incidents of improper conduct and/or violations of the basic tenets of business integrity or honesty, or the DOD or DOT hotlines per procedures posted at work locations. Such reporting obligation encompasses employee, contractors, subcontractors, consultants, suppliers and government employees.


3.27

Be aware of the name, address and telephone number of AS&T’s Ethics Officer/Ombudsman and of his responsibility to receive complaints concerning ethics problems or violations and to investigate them while maintaining complete employee confidence.


3.28

Be familiar with AS&T’s confidential Ethics Problem/Violation Reporting System for employees to make complaints to the Ethics Officer/Ombudsman without fear of exposure, harassment or retribution, utilizing his telephone number.


3.29

Uphold the code and the policies, procedures, and practices that support them as demonstrated by proper daily business conduct.


3.30

Contribute to a workplace environment that is conducive to the maintenance of the Code in daily business activities.


3.31

Seek help from the Ethics Officer/Ombudsman if situations develop where proper ethics action is unclear or unknown to assure compliance with all requirements.


3.32

Remain alert and sensitive to situations, which could result in actions by any employee that are illegal, unethical, in violation of the Code, or their policies and procedures, or are otherwise improper.


3.33

Counsel fellow employees when it appears they may be in danger of violation of the Code or company policies and procedures.


3.34

Cooperate fully with investigations of ethics problems by the Ethics Officer/Ombudsman, AS&T’s management, government representatives, or other authorized personnel.


3.35

Report violations of the Code to the Ethics Officer/Ombudsman via the confidential reporting system.

GENERAL
The AS&T’s Code of Business Ethics and Standards of Employee Conduct requires the compliance of all employees with the following dictates:

4.
Conflict of Interest

4.1
It is essential that all employees avoid any situation or interest, which could interfere with their personal judgment with respect to their responsibilities to AS&T.


4.2
All employees are required to avoid any outside business or financial interest or activity which may interfere with the proper performance of their responsibilities to AS&T or which are contrary to AS&T’s interest.


4.3
No AS&T’s employee may be an employee or consultant with any competitor, customer or supplier, or with any other business or professional enterprise, which interferes with the performance of his or her job responsibilities or which may involve obligations inconsistent with the interests of AS&T. This restriction shall not be construed as a prohibition against participation in industrial, religion, civic, charitable or educational affairs, as long as such activities do not interfere with the performance of an employee's job responsibilities.


4.4
AS&T’s employees are prohibited from obtaining any material financial interest in business enterprises, stock holding, etc., of competitors, suppliers and customers of AS&T without first reporting the planned action to the AS&T’s Ethics Officer/Ombudsman who will investigate the proposed interest arrangement, its impact on the business and ethical interests of both organizations and its compliance with all existing standards/statutes of business ethics and conduct.



The Ethics Officer/Ombudsman will report the findings and recommendations to AS&T’s legal counsel and Board of Directors, and coordinate the generation of an approval or disapproval notice to the employee and those directly involved.


4.5
If AS&T should become involved in a business transaction with a third party in which an AS&T’s employee or an immediate family member of an AS&T’s employee is affiliated or has a material financial interest, the AS&T’s employee must promptly disclose the affiliation or interest to the AS&T’s Ethics Office/Ombudsman who will conduct the same type of investigation and reporting as detailed in the foregoing portion of this section.

5.
Gratuities, Gifts and Entertainment


5.1
Definitions:  



a.
Gratuities:  The giving or receiving of gifts, loans, meals, entertainment, valuable "tips", advantageous purchases, promises of the future, and other services that are greater than nominal value for which the recipient has not paid.



b.
Nominal Value: In accordance with the Procurement Integrity Act, FAR 3.104-4, Subsection (f) (1) (IV), gifts (other than money) with a market value of $10 or less per individual.




Pursuant to dictates of the Office of Government Ethics Rules, set forth in 5 Code of Federal Regulations, part 2635; such gifts shall not exceed $20 per occasion or an aggregate of $50 from a corporate entity (i.e. all its employees) per individual per calendar year.  However, in the interest of added caution in this matter, it is AS&T’s Policy that such gifts shall not exceed $10 per occasion.  (These limits are in effect as of the date of this policy, changes will be immediately communicated to all employees).  



c.
Market Value:  The retail cost an individual would incur to purchase an item.  If the value is unknown, it can be estimated by comparison to the cost of similar items of like quality.



d.
Business Courtesy: A common courtesy/hospitality consideration extended or received during the conduct of business, which does not exceed "nominal" (monetary) "Value" such as;




1.
Modest items of food and refreshment such as soft drinks, coffee and donuts, etc. offered other than as part of a meal.




2.
Items with little intrinsic value such as greeting cards, certificates, etc. which are intended solely for presentation purposes.




3.
Memo pads, pens, or pencils for use at a meeting for participants who lack them.


5.2
It is AS&T’s policy that AS&T’s employees are prohibited from receiving or giving any benefits in this category as follows:



a.
Giving or receiving gratuities



b.
Giving of a gift or business courtesy to a customer or a customer's representative which may have the intentional or inadvertent effect of obtaining a competitive advantage or influencing the customer's business judgment or decisions.



c.
Receiving personally, or through others, a gift or business courtesy which may have the effect of influencing the employee's judgment in the performance of his or her duties.


5.3
Giving or receiving of allowable, nominal value gifts, courtesies, etc. by AS&T’s employees is also prohibited with the exception that in rare business circumstances where such "allowable" gift/courtesy is deemed necessary to avoid embarrassment, serious inconvenience and or hardship to a customer, AS&T, its employees, vendors, etc. such gift/courtesy may be received or extended to others as follows:



a.
Modest items of food and refreshment such as soft drinks, coffee and donuts, etc. offered other than as part of a meal.



b.
Food/snack of less than nominal value at an extended meeting for a participant with a health problem requiring frequent nourishment.



c.
Memo pads, pens or pencils for use at a meeting for participants who lack them.



d.
Items with little intrinsic value such as greeting cards, certificates, etc. which are intended solely for presentation purposes.


5.4
If any of the foregoing actions can be perceived (immediately or thereafter) to have influenced a business decision, the event must be immediately reported/documented to the AS&T’s Ethics Officer/Ombudsman for investigation and appropriate disposition.

6.
PROCUREMENT INTEGRITY ACT

6.1
Definition:



a.
Procurement Official:




An employee, agent or representative of a government agency, prime contractor or subcontractor who procures supplies or services on behalf of the entity represented, AS&T’s employees performing in such capacity are procurement officials.



b.
The Statute/Act:




Procurement Integrity Section 27 of the Office of Federal Procurement Policy Act (41 USC 423) as implemented in Federal Acquisition Regulations (FAR).  Section 3.104, prohibits both federal and contractor employees from committing improper, unethical and/or illegal practices while executing their procurement responsibilities.




Office of Government Ethics Rules 5 CFR 2635 prohibit employees of Government executive agencies from committing improper, unethical and/or illegal practices while executing their procurement responsibilities.



6.1.1
It is the policy of AS&T that its employees be fully knowledgeable and understanding of the following provisions of this Act and that they comply with those that apply to their job responsibilities and to those applicable to government employees that they are required to interface with.



6.1.2
Subsection 27(a) Prohibited Conduct By Contractors or Employees




All AS&T’s employees and consultants acting in its behalf conducting business with any employee of a Government agency are prohibited from knowingly engaging in any of the following:

· Offering, promising, discussing future employment or business opportunity with procurement official(s).

· Offering, promising, giving money, gratuities or anything other than of nominal value to procurement official(s).

· Soliciting or obtaining proprietary or source selection information prior to award.



6.1.3
Subsection 27(b) Prohibited Conduct By Procurement Officials




During the conduct of any Federal Agency procurement Federal Procurement Officials are prohibited from engaging in any of the following:

· Soliciting, discussing or accepting a promise of future employment or business opportunity from a contractor's employee.

· Solicit, accept or agree to receive any money, gratuity or anything of more than nominal value from a contractor's employee.

· Disclose proprietary or source selection information to unauthorized personnel.



6.1.4
Subsection 27(c) Recusal




An eligible Procurement Official who wishes to discuss future employment or business opportunities with AS&T is required to submit to the Head of the Contracting Actively (HCA) a written proposal of disqualification from further participation in any procurement related to AS&T.




●
The Procurement Official shall not engage in discussions of business opportunity with AS&T until authorized in writing by the HCA.



6.1.5
Subsection 27(d) Disclosure to Unauthorized Persons




During the conduct of any Federal Agency Procurement any person who is given authorized or unauthorized access to proprietary or source selection information regarding such procurement is prohibited from disclosing any proprietary or source selection information to any person not authorized to receive such information.



6.1.6
Subsection 27(e) Certification and Enforcement Matters




(for contracts/modifications in excess of $100,000).




Prior to the award of a Federal Agency Contract or Modification in excess of $100,000, both the Contracting Officer for that procurement and the officer or employee responsible for this offer or bid must certify to the following:

· Contractor official must certify that he/she has no information concerning a violation of Subsection 27 (a), (b), (d) or (f).

· Procurement official certifies in writing that he/she is not aware of any violation of subsections 27 (a), (b), (d) or (f).



6.1.7
Subsection 27(f) Restrictions Resulting From Procurement Activities By Procurement Officials.




A former Procurement Official is prohibited from knowingly participating in any manner in negotiations as an officer, employee or consultant of AS&T with respect to a particular procurement.  This restriction also applies to providing advice or information for the specific purpose of influencing negotiation strategies.

7.
PROPER MARKETING, PROPOSALS AND PRICING

These proper practices emphasize the merits of AS&T’s products and services, and focus on providing complete and accurate information which will enable our customers to make informed business and financial decisions.


7.1
It is AS&T’s policy that all marketing, proposal and pricing actions undertaken by employees will comply with all government regulation and statutes in the ethical conduct of marketing activities, proposal preparation and pricing.



AS&T will assure that all employees, particularly those directly involved in proposal preparation, pricing issues and proposal/contract negotiations are fully knowledgeable and compliant with the following:



a.
Cost Accounting Standards/Generally Accepted Accounting Principles (GAP) and FAR.



b.
Truth in Negotiation Act


· Cost or pricing data must be current, correct, accurate and complete.

· Pricing data must be certified by contractor.



c.
Factual information on which estimates and judgments are based.

· Direct labor, overhead and factor rates

· Purchase orders

· Subcontractor proposals


7.2
Contingency Fee

 

7.2.1
Definitions



a.
Contingency Fee: Payment to a third party other than a bona fide agent or AS&T’s employee any commission, percentage, brokerage or other fee contingent upon the success of that party in securing a U.S. Government Contract.




b.
Bona Fide Agency: Person employed by a contractor and is under the contractor's supervision and control who neither exerts nor proposes to exert improper influence to solicit or obtain Government contracts.




c.
Bona Fide Employee: Person employed by a contractor and is under the contractor's supervision and control who neither exerts nor proposes to exert improper influence to solicit or obtain Government contracts. 



7.2.2
It is AS&T's policy that the payment and/or acceptance of contingency fees by employees is prohibited, with the rare exception of use of a bona fide agency or bona fide employee as authorized by FAR, Subpart 3.4, Parag. 3.402 b.  Such exception must be approved by the AS&T’s Board of Directors and receive final approval by AS&T's Ethics Officer/Ombudsman. 


7.3
Kickbacks (Bribes and Payoffs)
 

7.3.1
Definitions




a.
Kickback; (Bribe and Payoff): any  money, fee, commission, credit, gift, gratuity, thing of value, or compensation of any kind which is provided, directly or indirectly, to any prime contractor, prime contractor employee, subcontractor, or subcontractor employee for the purpose of improperly obtaining or rewarding favorable treatment in connection with a prime contract or in connection with a subcontract relating to a prime contract.




b.
Federal Anti-Kickback Act: act designed to prevent and/or punish such actions between subcontractors and subcontractors.



7.3.2
It is AS&T's policy that payment or receipt of kickbacks by AS&T’s employees is prohibited.  Employees knowing of such kickbacks are required to immediately report the information to AS&T's Ethics Officer/Ombudsman.


7.4
Foreign Corrupt Practices Act



7.4.1
Definition (a) Act: Prohibits payments, either directly or through an agent or representative, to a foreign official for the purpose of influencing an official act or decision.

  

7.4.2
It is AS&T's policy that payment to a foreign official under this Act is prohibited and that knowledge of same must be reported to the AS&T’s Ethics Officer/Ombudsman.

 
7.5
Political Contributions



Federal law prohibits corporate contributions either to political parties or candidates.  To ensure compliance with these laws, no AS&T’s funds, AS&T’s services or AS&T’s assets of any kind may be either contributed or loaned, directly or indirectly, to any political party or to the campaign of any person for political office, or expended in support or in opposition to such party or person.  This prohibition is not intended to discourage employees from engaging in political activities on their own time and at their own expense.

8.
PROCUREMENT PRACTICES

8.1
It is AS&T's Policy that the procurement of supplies and services will be conducted in a manner which fosters the highest ethical standards and a quality end product, as well as assuring the continued confidence of customers, suppliers, and the public.


8.2.
Procurement Actions will be consistent with Federal Acquisition Regulations (FAR) as follows:



a)
Fair and impartial selection of capable and responsible sources of supply.



b)
Maximum use of competition.



c)
Selection of most beneficial/cost effective contract types.



d)
Conformance with all applicable laws, regulations, and contractual obligations.



e)
Utilization of effective procurement procedures and management controls to prevent fraud or misconduct.

9.
AS&T’s RECORDS

9.1
All AS&T’s books, time cards, expense reports, accounts records, contract reports, and financial reports must be maintained in an accurate and auditable manner in conformity with Generally Accepted Accounting Principles (GAP) and Federal Acquisition Regulations (FAR).


9.2.
All AS&T employees must ensure that their time cards are completed accurately and on a timely basis.  Failure to accurately record time worked may result in an improper cost allocation and prevents the proper monitoring and control of costs.


9.3.
All labor charges must be made in accordance with AS&T’s Policy 7004, Preparation of Time Sheets.


9.4.
All business expenses incurred in performing AS&T’s business must be documented accurately and completely on expense reports.  When preparing expense reports, employees must distinguish between travel expenses, business meeting/conference expenses and business entertainment expenses to assure that proper identification and accounting is made of charges which are not allowable on government contracts.  


9.5.
All AS&T’s financial transactions and funds must be properly and accurately recorded and accounted for on the books of AS&T and supported by proper documentation.  No false or misleading entries and no payments for any purpose other than as described on the books (and supporting documents) may be made.  No unrecorded fund or asset of AS&T will be established or maintained for any reason.

10.
USE OF PROPERTY AND TECHNOLOGY

10.1
AS&T’s property and technology and that of AS&T's customers which is furnished to AS&T for contract performance, must be used properly and protected by all employees against loss, damage or misuse.


10.2.
AS&T and customer property and technology may not be used for personal benefit by employees.  Both are to be properly used in the performance of job duties, consistent with AS&T's Policy 2014, Employee Innovation and Propriety Information (Restrictions).


10.3.
All AS&T and customer technical and business information is to be disclosed only to AS&T’s employees who have a "need to know" in order to perform their job duties. AS&T or customer technical information is to be disclosed outside AS&T only after a "need to know" has been clearly established and proper authorizations have been received from AS&T's Board of Directors, Government Officials and AS&T's Ethics Officer/Ombudsman.  As noted in Parag. 10.2, AS&T's Policy 2014 applies.

11.
SECURITY

AS&T is committed to complying with all of security regulations which are designed to protect classified or proprietary/confidential information.


AS&T is responsible for properly safeguarding the classified and confidential information under its custody and control, and to fully comply with the dictates of the Industrial Security Manual and with all other applicable security regulations.


All cleared AS&T’s employees are briefed on security requirements, practices, responsibilities and procedures to assure compliance with security requirements and are required to be fully compliant.


12.
QUALITY ASSURANCE

AS&T's products and services must be provided in complete accordance with contractual commitments of our customers.  All employees are required to perform their duties in the highest quality and ethical manner and to perform all quality checks to meet contract requirements.  AS&T’s employees responsible for executing inspection and testing actions and producing related documentation must ensure that they are complete and accurate and are fully compliant with ethical measurement and reporting standards.

13.
AUDITS BY GOVERNMENT AGENCIES

As a government contractor, AS&T is required to undergo numerous audits by a variety of government agencies to assure compliance with contract and government requirements.  Consistent with AS&T’s pro-active approach to matters concerning ethics, all AS&T’s employees are required to cooperate fully with auditors and to provide them with required records, documents, books, etc to assist them in accomplishing their audit tasks.

14.
AS&T’s COMPLIANCE PROGRAM

14.1
In compliance with this Code of Business Ethics and Employee Standards of Conduct, AS&T and its employees with:



1.
Comply with all applicable laws and regulations in the conduct of business.



2.
Maintain the highest standards in conducting its business with the Federal Government.



3.
Maintain this Code of Ethical guidelines and standards for all employees to follow in their business dealings for AS&T.


4.
Maintain a comprehensive Ethics Officer/Ombudsman conducted training program on the Standards of Business Ethics and Conduct and train all employees.



5.
Meet all government contract requirements and act in strict conformance with their terms and conditions.



6.
Maintain employee awareness of their responsibility, as a condition of employment/advancement, to report incidents of improper conduct and/or ethics and business integrity violations to the Ethics Officer/Ombudsman, or the DOD or DOT hotlines per procedures posted at work locations.



7.
Require that poor performance regarding the Code of Business Ethics and Standards of Conduct program or violations of the Standards result in immediate disciplinary action, impact on performance appraisal, raises and promotions.



8.
Require that an infraction by an employee of these Standards, applicable laws or government regulations will subject the employee to immediate disciplinary action which may include a formal warning, reprimand, probation, reduction in compensation, demotion, suspension or dismissal as deemed appropriate.



9.
Maintain and publicize AS&T's Ethics Officer/Ombudsman as the single point of contact regarding ethics and business integrity matters and to report ethical conduct problems and violations.



10.
Maintain and publicize a Confidential Ethics Problem/Violation Reporting System for employees to make complaints to the Ethics Officer/Ombudsman without fear of exposure, harassment or retribution.


11.
Publicize the name of the Ethics Officer/Ombudsman in work area posters and memoranda.



12.
Utilize the Ethics Officer/Ombudsman to monitor and audit the Code of Business Ethics and Standards of Conduct Program and enforce full compliance throughout the Company.


14.2
This written Code of Business Ethics and Employee Standards will be maintained and reviewed on a semi-annual basis by AS&T's legal counsel and updated as required for compliance with statutory and regulatory changes.


14.3
The Code will be distributed to all company officials, managers, employees and consultants along with a certification form for signature stating that they have read the Code, understand it and will comply with it.



New hires will be provided with the Code and certification form as an attachment to their offer letter, as a condition of employment.


14.4
The responsibilities of the Ethics Officer/Ombudsman have been touched on in this section, with a more detailed tabulation in Section 3. 


14.5
AS&T’s Business Ethics and Standards of Conduct Training Program is developed by and conducted by AS&T's Ethics Officer/Ombudsman.



Detailed training course schedules tailored to the training needs of each employee will be prepared and distributed by the Ethics Officer/Ombudsman.


14.6
Course material will include:



a.
Business ethics and standards of conduct for all employees:

· Conflict of Interest

· Gifts and gratuities

· Procurement Integrity Act

· Fraud, Waste, and Abuse

· Time Keeping and Charging

· Maintenance of Records/Accounts, etc.



b.
Specialized courses for employees in unique job families such as:

· Proposals, bids, negotiations, contracts, etc.

· Government/Contract accounting, bid/cost preparation, time keeping, internal and government auditing, budgeting and cost control

· Management/supervisory, administrative personnel, business managers, etc.



c.
All are required to sign certifications of completion for each course.

15.
COMPLIANCE AUDITS

15.1
The Ethics Officer/Ombudsman will conduct Business Ethics and Standards of Employee conduct compliance audits on a continuous basis, both announced and unannounced.  All aspects, subjects and disciplines of AS&T's Code/Ethics program will be audited.  The following is an audit sample addressing time keeping and charging practices:

· Time Sheet "Floor Check"

· Charge numbers vs. work allocations

· Accuracy of time sheet charges

· Travel Authorizations vs. charges paid

· Overtime Authorizations vs. charges Etc.


15.2
Audit results will be reported to the Board of Directors identifying problems, irregularities and/or violations, corrective action will be proposed by and directed/implemented by the Ethics Officer/Ombudsman.

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

· Code of Business Ethics and Standards of Employee Conduct Certification

· Procurement Integrity Certification
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