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	§ 1
	PURPOSE AND SCOPE



1.1  This License Administration Plan ("Plan") establishes the procedures and internal controls by which [INSERT COMPANY NAME] ("Company") manages, tracks, and administers export licenses and other authorizations issued under the Export Administration Regulations (EAR, 15 CFR Parts 730–774) administered by the Bureau of Industry and Security (BIS), the International Traffic in Arms Regulations (ITAR, 22 CFR Parts 120–130) administered by the Directorate of Defense Trade Controls (DDTC), and applicable sanctions authorizations administered by the Office of Foreign Assets Control (OFAC).

1.2  This Plan applies to all licenses, license exceptions utilized, Technical Assistance Agreements (TAAs), Manufacturing License Agreements (MLAs), and other authorizations obtained by or on behalf of the Company.  It covers the full license lifecycle: application, receipt, review, shipment administration, amendment, expiration, and archiving.

1.3  All Company personnel involved in export transactions — including sales, logistics, finance, engineering, and export compliance — are subject to the requirements of this Plan.  Questions about this Plan should be directed to the Export Compliance Officer.





	§ 2
	ROLES AND RESPONSIBILITIES



	Empowered Official (EO)
	•  Approves all license applications and amendments before submission to BIS or DDTC.
•  Reviews and signs all certifications required in license applications.
•  Has final authority to authorize or deny export transactions.
•  Ensures this Plan is reviewed and updated at least annually.

	Export Compliance Officer (ECO)
	•  Owns and administers this Plan on a day-to-day basis.
•  Maintains the License Register (§ 4) and monitors license utilization, expiration, and balance.
•  Reviews all incoming licenses for proviso compliance before authorizing shipments.
•  Coordinates license amendments, renewals, and re-applications.
•  Provides training to relevant personnel on license conditions and this Plan.

	Logistics / Shipping
	•  Confirms ECO clearance before releasing any shipment associated with a license.
•  Records shipment data (date, quantity, value, consignee) in the License Tracking Log.
•  Ensures Destination Control Statement citing the license number appears on export documents.

	Sales / Contracts
	•  Notifies ECO of any new transaction that may require a license or involve an existing licensed item.
•  Does not commit delivery dates or accept orders for licensed items without ECO confirmation of available license authority.

	Finance / AR
	•  Does not process invoices, payments, or letters of credit for licensed transactions without ECO authorization.
•  Flags any transaction associated with an active Hold / Stop Order (27-Transaction Hold_Stop Order).




	§ 3
	LICENSE APPLICATION AND RECEIPT



3.1 Pre-Application Review
Before submitting a license application, the ECO must confirm:
(a).  The export classification (ECCN or USML Category) has been determined per the Order of Review (7-Internal OOR).
(b).  A license determination has been completed per the License Determination Process Flow (17-License Determination Flow) and no applicable license exception or ITAR exemption exists.
(c).  A restricted party screening has been conducted within 30 days of the anticipated application date.
(d).  An End-User Statement or Blanket End-User Statement (10-Blanket End-User Statement) has been obtained from the foreign consignee.
(e).  For DDTC agreements (TAA/MLA): a TAA/MLA Transmittal letter (22-TAA_MLA Transmittal) has been prepared.

3.2 Application Submission
•  EAR license applications are submitted via SNAP-R (snapr.bis.doc.gov).
•  ITAR license and agreement applications are submitted via DECCS (deccs.state.gov).
•  OFAC specific license applications are submitted at licensing.ofac.treas.gov.
•  The application reference number, submission date, and estimated processing time are recorded in the License Register (§ 4) on the date of submission.
•  The ECO notifies the relevant sales/logistics personnel of the pending application and expected processing timeline.  Shipments must not be committed until the license is received.

3.3 License Receipt and Review
Upon receipt of a license or authorization, the ECO must complete the following review before any shipment is authorized:
(a).  Confirm the license was issued as requested; note any differences in authorized parties, quantities, values, items, or conditions from the application.
(b).  Read ALL provisos and conditions.  Create a proviso summary and attach it to the License Register entry.  Use the Proviso Tracking Log (30-Proviso Tracking Log) for licenses with multiple or complex provisos.
(c).  Confirm the authorized items, ECCN/USML, quantities, values, end-users, destinations, and expiration date match Company records and open orders.
(d).  Notify relevant personnel (sales, logistics, finance) of the license receipt, authorized parameters, and any conditions affecting their functions.
(e).  File the original license in the physical compliance file and record it in the License Register.
(f).  For ITAR licenses: verify no § 126.1 country or proscribed party is involved; confirm deemed export review (12-Deemed Export Review Form) is completed if foreign nationals will have access.


	§ 4
	LICENSE REGISTER



4.1 The ECO maintains a License Register — a running inventory of all active and recently expired export authorizations.  The Register must be updated within two (2) business days of any change in license status (receipt, shipment, amendment, expiration).

4.2 The License Register includes the following minimum data elements for each authorization:

	Field
	Example
	Notes

	License No.
	BIS-2024-xxxxx / DSP-5-xxxxx
	Assigned by BIS or DDTC upon approval

	Authorization Type
	BIS License / TAA / DSP-5 / MLA
	

	Application Date
	15-Jan-2025
	Date submitted to BIS/DDTC

	Issue Date
	15-Mar-2025
	

	Expiration Date
	14-Mar-2027
	Alert at 90, 60, 30 days

	Authorized Items
	Widget XYZ (ECCN 3A001.a)
	Include all USML/CCL references

	Authorized End-Users
	ABC Corp, Germany
	All consignees listed on license

	Authorized Destination(s)
	Germany
	Country of ultimate destination

	Authorized Qty / Value
	100 units / $500,000
	Per license face

	Shipped Qty / Value
	45 units / $225,000
	Running total from shipment log

	Remaining Qty / Value
	55 units / $275,000
	Calculated: authorized minus shipped

	Key Provisos
	DCS required; no re-export w/o prior approval
	Summary — full text in file

	Status
	Active / Expired / Suspended / Returned
	

	File Location
	Physical: Drawer A; Digital: [path]
	



4.3  The License Register is reviewed by the ECO weekly and by the EO quarterly.  The EO review is documented in the compliance audit record.


	§ 5
	SHIPMENT ADMINISTRATION AND LICENSE UTILIZATION



5.1 Pre-Shipment Authorization
For every shipment under a license, the ECO or designated compliance reviewer must confirm all of the following before goods are released:
(a).  The specific items, quantities, and values in the proposed shipment are within the remaining authorized parameters of the license.
(b).  The consignee and destination match those authorized on the license face or a named annex.
(c).  All provisos applicable to the shipment have been reviewed and are satisfied (e.g., end-use certificate received, prior written consent obtained for re-export, reporting completed).
(d).  The license has not expired and has not been suspended or revoked.
(e).  A current restricted party screening (within 30 days) has confirmed no match for the consignee, end-user, and freight forwarder.
(f).  The 24-Export Compliance Checklist has been completed and signed off for this shipment.

5.2 Shipment Log
For each shipment under a license, the Logistics team records the following in the Shipment Log (maintained as an appendix to the License Register entry or in the compliance system):

	Field
	Example
	Notes

	Shipment Date
	15-Jun-2025
	Date of export per shipping documents

	Shipment Reference / AWB No.
	AWB 123-456-7890
	

	Consignee
	ABC Corp, Munich, Germany
	Must match license

	Items Shipped
	Widget XYZ × 10 units
	Description per license

	Quantity Shipped
	10 units
	

	Value Shipped (USD)
	$50,000
	Invoice value

	Cumulative Qty Used
	55 of 100 units
	Running total

	Cumulative Value Used
	$275,000 of $500,000
	Running total

	AES ITN
	X20250615123456
	Filed in AES with license number

	DCS Confirmed
	Yes
	On invoice and AWB

	ECO Authorization
	[Initials / Date]
	Pre-shipment sign-off



5.3 Shipment Documentation Requirements
•  Destination Control Statement (DCS): Every invoice, airway bill, and bill of lading must include the EAR DCS (15 CFR § 758.6) and/or ITAR license citation (22 CFR § 123.9(b)) referencing the license number.
•  AES / EEI Filing: The license number must be cited as the license code in the AES filing.  The ITN must be obtained and recorded before goods are released.
•  Proviso Compliance Records: Any proviso-required reports, prior approvals, or acknowledgments must be completed and filed before or at the time of shipment, as required by the license.


	§ 6
	EXPIRATION MONITORING, RENEWAL, AND AMENDMENT



6.1 Expiration Alerts
The ECO maintains automated or manual calendar reminders for all active licenses at the following intervals before expiration:

	90 days before expiry
	ECO reviews remaining authorized balance and open orders.  If renewal or amendment is needed, initiates application process.

	60 days before expiry
	ECO notifies sales and logistics of upcoming expiration.  No new commitments under the license for deliveries after expiration without confirmed renewal.

	30 days before expiry
	Renewal or amendment application must be filed (if not already done).  ECO escalates to EO if renewal has not been initiated.

	On expiry
	License is immediately deactivated in the License Register.  No further shipments may be made.  Goods in transit under a valid pre-expiry shipment may complete delivery per applicable rules.



6.2 Renewal
•  EAR licenses may be renewed by filing a new application in SNAP-R before the current license expires.  The License Register entry is updated with the new license number upon receipt.
•  ITAR licenses are renewed via DECCS.  For TAAs and MLAs, review the agreement terms — some auto-renew, others require amendment or re-application.
•  License renewals do not carry over unused quantities from the expired license unless the new license expressly authorizes the additional quantity.

6.3 Amendment
•  Amendments to BIS licenses are filed via SNAP-R (for value, quantity, end-user, or commodity changes).
•  Amendments to DDTC licenses and agreements are filed via DECCS.  Material changes (new parties, new items, increased value) require prior DDTC approval.
•  The ECO documents the reason for the amendment, the specific changes requested, and the EO's approval in the License Register and the compliance file.
•  No shipments relying on the amended parameters may proceed until the amendment is approved.


	§ 7
	PROVISO AND CONDITION COMPLIANCE



7.1 Every license and authorization may contain specific provisos (conditions).  Failure to comply with a proviso is itself a violation of the license and applicable export control law.  The ECO is responsible for ensuring all proviso obligations are tracked and satisfied.

7.2 Common proviso types and required actions:

	Destination Control Statement
	Cite license number on all invoices and bills of lading.  Verify with Logistics before each shipment.

	Re-export Restriction
	Consignee may not re-export without separate BIS/DDTC approval.  End-User Statement must include this restriction.  Use 29-End-User License Condition Acknowledgment.

	End-Use Certificate
	Obtain signed End-User Statement before first shipment.  File original; provide copy to consignee.  Retain for 5 years.

	Semi-Annual / Annual Report
	Schedule in compliance calendar.  Submit to BIS/DDTC by required date.  Record submission date and confirmation in License Register.

	Prior Approval for Re-export
	Consignee must obtain BIS/DDTC written approval before any re-export.  Advise consignee at time of shipment.  Document in Proviso Tracking Log.

	Part 130 Reporting (ITAR/SME)
	File Part 130 report (23-Part 130 Statement) at required milestone.  Record in License Register.

	Post-Shipment Verification
	Cooperate fully with any BIS or DDTC post-shipment verification (PSV).  Notify ECO and EO immediately upon PSV notice.

	Other Provisos
	Document in Proviso Tracking Log (30-Proviso Tracking Log).  Set calendar reminders for any deadline-based obligations.



7.3 The Proviso Tracking Log (30-Proviso Tracking Log) is used for all licenses with more than two proviso obligations or any proviso with a reporting deadline.  The ECO reviews the Proviso Tracking Log monthly.


	§ 8
	RECORDKEEPING



8.1 The Company retains all license-related records for a minimum of five (5) years from the date of the last export under each license, or five (5) years from the expiration date of the license, whichever is later.

8.2 Records to be retained include:
•  The original license and any amendments
•  License application and all supporting documents submitted to BIS or DDTC
•  Proviso compliance records (End-User Statements, reports, prior approvals)
•  Shipment log and all associated export documentation (invoices, airway bills, AES ITNs, DCS)
•  Restricted party screening records for each shipment
•  End-User Statements and Blanket End-User Statements
•  Internal review and authorization records (signed off 24-Export Compliance Checklists)

8.3 Records may be retained in electronic form, provided the electronic system meets the requirements of 15 CFR § 762.6 (EAR) and 22 CFR § 122.5 (ITAR): records must be readily producible in a usable and legible form upon request, and the system must have adequate backup and audit trail capability.


	§ 9
	TRAINING



9.1 All personnel with responsibilities under this Plan — including Sales, Logistics, Finance, Engineering, and Export Compliance — must receive training on license administration before being assigned license-related responsibilities and at least annually thereafter.

9.2 Training must cover: the purpose and key requirements of this Plan; how to read a license and identify provisos; pre-shipment authorization procedures; shipment log requirements; and how to escalate concerns.

9.3 Training records are maintained by [HR / Export Compliance] and retained for a minimum of five (5) years.  Completion of required training is a prerequisite for access to the License Register and authorization to process licensed shipments.


	§ 10
	INTERNAL AUDIT AND PLAN REVIEW



•  The ECO conducts an internal audit of license administration procedures at least annually.  The audit reviews: License Register accuracy; shipment log completeness; proviso compliance; expiration monitoring; and recordkeeping.
•  Audit findings are reported to the EO and, if material, to senior management.  Corrective actions are documented using the 41-Corrective Action Plan template.
•  This Plan is reviewed and updated at least annually and upon: receipt of a new or amended license with unusual provisos; a change in key personnel; an identified compliance gap or violation; or a significant change in Company licensing activity.
•  The EO approves all revisions to this Plan and documents approval in the Revision History table on the cover page.


	§ 11
	VIOLATIONS, ESCALATION, AND VOLUNTARY DISCLOSURE



11.1 Any employee who discovers or suspects a violation of this Plan or of applicable export control laws must immediately notify the ECO and EO.  Suspected violations are treated as described in the 27-Transaction Hold_Stop Order and, where applicable, the 38-VSD Template.

11.2 The ECO and EO, in consultation with legal counsel, will assess whether a voluntary self-disclosure (VSD) to BIS (15 CFR Part 764) or DDTC (22 CFR § 127.12) is appropriate.  Timely voluntary disclosure is a mitigating factor in penalty determinations.

11.3 No employee will be retaliated against for good-faith reporting of potential export control violations.
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