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VOLUNTARY SELF-DISCLOSURE TEMPLATE
ITAR |  EAR
22 CFR § 127.12 |  15 CFR § 764.5
	ATTORNEY-CLIENT PRIVILEGE
Prepare this document under the direction of legal counsel to preserve privilege. Do not distribute outside the company without counsel approval. Retain in the legal/compliance privileged file.



Select applicable regime:
	☐
	ITAR
Submit to: DDTC / DTCC
ddtc_vsd@state.gov
22 CFR § 127.12 | Full disclosure: 60 days
	☐
	EAR
Submit to: BIS / OEE
bis_vsd_intake@bis.doc.gov
15 CFR § 764.5 | Full disclosure: 180 days



	STAGE 1 — INITIAL NOTIFICATION (Submit immediately upon discovery)



Submit as soon as possible after discovery — before the investigation is complete. The initial notification establishes the voluntary and timely nature of the disclosure. It does not need to be complete.
	Date of Notification:
	

	Company Name:
	

	ITAR Registration No. (REG-):
	

	Address:
	

	Point of Contact (name, title, tel, email):
	



General description of the apparent violation — nature and scope (need not be complete at this stage):
	



	Approximate date(s) of violation:
	

	Date of discovery:
	

	Authorizing senior official:
	Name: ___________________________ Title: ___________________________



	ITAR — Required statement in initial notification (22 CFR § 127.12):
"[COMPANY NAME] submits this initial notification pursuant to 22 CFR § 127.12 of an apparent violation of the International Traffic in Arms Regulations. A full disclosure will be submitted within 60 calendar days of this notification. This notification is made with the full knowledge and authorization of senior management."



	EAR — Required statement in initial notification (15 CFR § 764.5):
"[COMPANY NAME] submits this initial notification pursuant to 15 CFR § 764.5 of an apparent violation of the Export Administration Regulations. A full narrative account will follow. This notification is self-initiated and is submitted before OEE has commenced an investigation into the same conduct from another source."



	EMPOWERED OFFICIAL / SENIOR OFFICER


Signature


Printed Name  |  Title


Date
	
	LEGAL COUNSEL — REVIEWED


Name  |  Firm


Date




	STAGE 2 — FULL DISCLOSURE (ITAR: within 60 days  |  EAR: within 180 days of initial notification)



The full disclosure must provide a complete factual account in sufficient detail to allow the government to assess the nature and gravity of the violations. Address every element below.
	A.  COMPANY IDENTIFICATION



	Legal Company Name:
	

	Principal Address:
	

	ITAR Registration No. (if applicable):
	

	Empowered Official / Senior Officer:
	

	Legal Counsel (name, firm, telephone, email):
	

	Internal Case Reference:
	

	Date of Initial Notification:
	

	Date of This Full Disclosure:
	



	B.  COMPLETE FACTUAL DESCRIPTION



Describe all apparent violations in complete detail. Cover all parties, all items, all destinations, and all key dates.
All parties involved:
	Role
	Name / Entity
	Country

	Exporter / USPPI
	
	

	Purchaser / Buyer
	
	

	Intermediate Consignee (if any)
	
	

	Ultimate Consignee
	
	

	End User
	
	

	Other:
	
	



All items involved:
	Description
	ECCN / USML Category
	Quantity
	Value (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



All destination countries and end users:
	



Key dates:
	Date(s) of violation(s):
	

	Date of discovery:
	

	Authorization used (if any) — license no. / exception / NLR:
	

	Purpose and commercial context of the transaction(s):
	



Narrative description — how each transaction was conducted and why the violation occurred:
	



	C.  ROOT CAUSE IDENTIFICATION



Identify the root cause(s) of the violation. Regulators closely review this section — be candid.
	Root cause category:
	☐ Process failure   ☐ Knowledge / training gap   ☐ Classification error ☐ Screening failure   ☐ System / IT error   ☐ Other:

	Isolated or systemic:
	☐ Isolated incident   ☐ Pattern / systemic issue — describe below



Root cause narrative:
	



	D.  CORRECTIVE ACTIONS



Describe all corrective actions already taken to stop the violation and prevent recurrence, and all planned actions not yet implemented. This section is critical — regulators give significant mitigation credit for prompt, concrete, verifiable corrective action.
Actions already taken:
	



Actions planned but not yet implemented:
	



	E.  MITIGATING FACTORS



Address each applicable mitigating factor explicitly. These directly affect the government's penalty determination.
	
	Factor
	Describe / Confirm

	☐
	The violation was unintentional — not the result of deliberate disregard of export control requirements
	

	☐
	The transaction would have been authorized had a proper license been requested — no reason to believe authorization would have been denied
	

	☐
	The company had an existing export compliance program in place at the time of the violation — describe its quality and scope
	

	☐
	The company has no prior violation history with DDTC (ITAR) or OEE / BIS (EAR)
	

	☐
	This disclosure is voluntary and timely — self-initiated before any government investigation was commenced into the same conduct
	



	F.  FIVE-YEAR LOOKBACK REVIEW  (EAR significant violations)



For EAR significant violations (one or more aggravating factors present), BIS/OEE requires a recommended five-year lookback review covering all related transactions where violations are suspected. Document the scope and results of the lookback here. For ITAR disclosures or EAR minor/technical violations without aggravating factors, mark N/A.
	Lookback applicable?
	☐ Yes (EAR significant violation — complete below)   ☐ N/A (ITAR or EAR minor violation)

	Period reviewed:
	

	Transactions reviewed (no. / description):
	

	Additional violations identified:
	



Summary of lookback findings:
	



	G.  SUPPORTING DOCUMENTATION



Attach copies of all relevant documents. Do not submit originals. Both ITAR and EAR require supporting documentation to accompany the full disclosure.
	
	Document
	Included ☐

	☐
	Export license or authorization (or evidence of absence of license)
	

	☐
	Commercial invoice and purchase order for affected transaction(s)
	

	☐
	Airway bill / bill of lading
	

	☐
	AES/EEI filings and ITN (or evidence of filing failure)
	

	☐
	Restricted party / denied party screening records
	

	☐
	Export compliance checklist (24-Export Compliance Checklist) for affected shipment(s)
	

	☐
	Internal incident report (39-Internal Incident Report)
	

	☐
	Corrective Action Plan (41-Corrective Action Plan)
	

	☐
	Internal emails, instructions, and other communications relevant to the violation
	

	☐
	Other (describe): _________________________________________________
	



	H.  PRIOR DISCLOSURES AND RELATED PROCEEDINGS



	Any prior VSDs to DDTC or BIS/OEE within the past 5 years?
	☐ Yes — describe below   ☐ No

	Any related U.S. Government investigation, subpoena, or inquiry?
	☐ Yes — describe below   ☐ No

	Details if Yes:
	



	CERTIFICATION



	CERTIFICATION BY EMPOWERED OFFICIAL / SENIOR OFFICER
I certify, to the best of my knowledge and after reasonable inquiry, that all representations made in this voluntary self-disclosure are true and correct. I understand that this certification is required by both 22 CFR § 127.12 (ITAR) and 15 CFR § 764.5 (EAR), and that knowingly making a false statement may result in additional civil and criminal penalties under U.S. law.



	

Signature


Printed Name


Title


Company Name


Date
	
	LEGAL COUNSEL — REVIEWED


Name  |  Firm


Date



	STAGE 3 — GOVERNMENT RESPONSE (No submission required — company waits)
ITAR (DDTC may respond with): Warning letter | Follow-up questions (respond promptly) | Proposed charging letter → settlement and civil penalty | Referral to DOJ for criminal prosecution (rare in disclosure cases).
EAR (OEE may respond with): No action | Warning letter | Proposed charging letter → Settlement Agreement and civil penalty | Charging letter (if no settlement) | Referral to DOJ (most egregious willful cases). Respond promptly to any OEE follow-up requests.
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