INTERNAL CONTROLS FOR DISTRIBUTION OF DESC LOGO ITEMS AND PROMOTIONAL ITEMS 

1. Furnish appropriate justification to IMPAC holder or Contracting Officer for purchase.  Appropriate justification includes a description of the item, its cost and why it is being purchased (e.g., to award to selected DESC employees for special acts, service, or achievement, to present to guest speakers at DESC conference).

2. Retain items in secure, locked cabinet.  

3. Distribute items only after logging the item out in the logbook and receiving proper justification or explanation from requester.  Maintain copy of justification with logbook or separately labeled file.

a.  For awards to DESC employees, distribution of item must be accompanied by full documentation, equivalent to the kind needed to support a cash award.    

LOG BOOK FOR DESC LOGO AND PROMOTIONAL ITEMS
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