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INTERNAL INCIDENT REPORT
Export Control Apparent Violation
15 CFR § 764.5 (EAR)  |  22 CFR § 127.12 (ITAR)  |  31 CFR § 501.604 (OFAC)
	ATTORNEY-CLIENT PRIVILEGE:  Prepare under the direction of legal counsel. Do not share outside the compliance/legal team without counsel approval. Retain in privileged legal file.



	1.  INCIDENT IDENTIFICATION

	Date Incident Occurred:
	
	Date Discovered:
	

	Reported By:
	
	Department:
	

	Immediate Supervisor Notified:
	
	ECO Notified (date/time):
	



Apparent regime(s) involved — check all that apply:
	☐
	ITAR  (22 CFR Parts 120–130)
	☐
	EAR  (15 CFR Parts 730–774)
	☐
	OFAC  (31 CFR Parts 500–598)



	2.  DESCRIPTION OF APPARENT VIOLATION



Describe what happened — factually and concisely. Address: what was exported or transferred, to whom, where, and why it may be a violation. Do not speculate on intent.
	



Category of apparent violation — check all that apply:
	☐
	Export without required license or authorization (EAR/ITAR)

	☐
	Use of inapplicable license exception or ITAR exemption

	☐
	Export to a denied, restricted, or sanctioned party or destination

	☐
	Failure to file or inaccurate EEI/AES filing

	☐
	Failure to include required Destination Control Statement (DCS)

	☐
	Unauthorized deemed export — disclosure of controlled technology to a foreign national without authorization

	☐
	Unauthorized re-export or re-transfer by foreign consignee

	☐
	OFAC sanctions violation — transaction with sanctioned party or country

	☐
	Recordkeeping failure — required records not retained

	☐
	Other (describe):



	3.  TRANSACTION AND ITEM DETAILS



	Transaction / Order / Shipment No.:
	

	Item(s) Description:
	

	ECCN / USML Category / EAR99:
	

	Quantity:
	

	Value (USD):
	

	Country of Ultimate Destination:
	

	End-User / Consignee:
	

	Authorization Used (if any):
	

	AES ITN (if filed):
	



	4.  PARTIES INVOLVED



	Role
	Name / Entity
	Country

	Exporter / USPPI
	
	

	Consignee / End-User
	
	

	Intermediate Consignee
	
	

	Freight Forwarder
	
	

	Other:
	
	



	5.  HOW DISCOVERED



Check how the apparent violation was identified:
	☐
	Internal compliance review / audit
	☐
	Employee self-report

	☐
	Routine transaction screening
	☐
	Customer / foreign party notification

	☐
	Post-shipment verification by government
	☐
	Government inquiry or subpoena

	☐
	Other (describe):
	
	



	6.  TIMELINE OF KEY EVENTS



	Date
	Event

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	7.  IMMEDIATE ACTIONS TAKEN



Check all actions taken immediately upon discovery:
	☐
	27-Transaction Hold/Stop Order issued — transaction stopped pending investigation

	☐
	All relevant records and communications preserved (investigation hold issued)

	☐
	Export Compliance Officer notified

	☐
	Empowered Official notified

	☐
	Legal counsel retained / notified

	☐
	Further exports of the subject items suspended pending review

	☐
	Other (describe):



	8.  PRELIMINARY ROOT CAUSE  (Complete to the extent known — to be finalized in VSD)



	Preliminary root cause category:
	☐ Process failure     ☐ Training / knowledge gap     ☐ Classification error ☐ Screening failure     ☐ System / IT error     ☐ Unknown — investigation continuing

	Isolated or potentially systemic?
	☐ Appears isolated     ☐ May be systemic — further review required



Preliminary root cause notes:
	



	9.  VSD AND ESCALATION DETERMINATION



To be completed by the Export Compliance Officer and legal counsel.
	VSD DECISION — Check one:
☐  VSD to be filed — apparent violation meets disclosure threshold.  Use 38-VSD Template.  Submit initial notification to [DDTC / OEE] by: _______________
☐  VSD under assessment — investigation continuing.  Target decision date: _______________
☐  No VSD required — legal counsel confirms apparent violation does not meet disclosure threshold or no violation occurred.  Basis documented below.



	Basis for VSD / No VSD determination:
	

	Legal counsel assessment:
	

	Initial notification filed (date):
	

	Full disclosure target date:
	



	10.  SIGNATURES



	REPORTED BY


Signature


Printed Name  |  Title  |  Date
	
	EXPORT COMPLIANCE OFFICER


Signature


Printed Name  |  Date



	EMPOWERED OFFICIAL


Signature


Printed Name  |  Date
	
	LEGAL COUNSEL


Name  |  Firm


Date




39-Internal Incident Report  |  Rev. 1.0  |  [INSERT COMPANY NAME]  |  Export Compliance Program
PRIVILEGED & CONFIDENTIAL — Retain in privileged legal file — Minimum 5 years.  15 CFR § 762.2  |  22 CFR § 122.5.
PRIVILEGED & CONFIDENTIAL — ATTORNEY-CLIENT COMMUNICATION	Page 1	[INSERT COMPANY NAME]
