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User Guide: Denied Party Review

The following outlines the minimum sales requirements for customer review to the Denied Party (DP) list.

Reference “Red Flags” as outlined in SM050 (List of Red Flags).

International Review

Denied Party Review must be performed by a CSR or AE at the quoting stage or commercial review stage of Contract Review (SM1005) prior to the Order Entry process (SM1030) for orders received:

· Where the end user information is not located in the BSD (End user information is required for all International orders).

· Where the customer has not ordered within 90 days
· Exporters and Resellers
· In addition to the above, ALL orders for China, Russia, India, Middle Eastern countries, UAE and Malaysia are to have denied party checks performed. 
Sales is to initial and date the contract, identifying DP review has been performed (Ex:  DPL – initials – date).

Domestic Review

Denied Party Review must be performed by a CSR or AE at the quoting stage or commercial review stage of Contract Review (SM1005) prior to the Order Entry process (SM1030) under the following circumstances.

· The customer is a new customer and the Bill To address of the order received is not in the BSD.

· The customer is in the BSD but there has been no order placed in 90 days. 
· Exporters and Resellers
Review is not required for the following:

· Government facility, Public University, or Fortune 500 Company in the U.S

Sales is to initial and date the contract, identifying DP review has been performed (Ex:  DPL – initials – date).

Repair Review 

Repairs are to be considered as orders.  Prior to reshipment of repaired or replacement items, DP review is to be performed following the International and Domestic review process. Questions surrounding licensing should be directed to the Export Manager.

How to check DP List

The Denied Party list may be accessed from the Department of Commerce website: 
https://www.trade.gov/data-visualization/csl-search

Enter the name of the company in question in the NAME block
· “Fuzzy Name” should be on.

· Enter the street information in “Address” block.  

· The complete address, less Country, should be entered for the location.  

· Entering the Country information in the “Countries” line is optional. 
· If results come of the initial search adding in the country may limit the results and allow for quicker view of the remaining hit results. 
· When information is entered, hit “Search”

· If there are hits to information provided, try entering additional information (eg.more of the street name) to limit returned hits. 
Search Result Storage

Search Results will be stored on the BSD. 
To save results:

· Right click on the screen and then click on “Print”

· Select PDF Creator Printer Option and then Click Print button
· In Document Title, enter document identifiable information in the following format:

· Your initials, PO Number, EU Name, ST Name, BT Name, date
· Separate checks should be done for End user (EU), Ship To (ST), Bill To (BT) as needed and that name should be noted properly in the file name to confirm who was searched during that particular search. 
· Click on Save

· If there were no hits to the search results, data is saved on network to R:\Sales\Denied Party Review\Accepted\calendar year

· If there were hits to the search results:

· Advise Export Manager of results

· Data is saved on network to R:\Sales\Denied Party Review\Denied\calendar year.

If it is determined that the order is a match to an entry on the DP list, the order is not processed.  It is forwarded to Export Manager or Legal.  

At any time Sales may perform Denied Party Review.

Questions and/or “Red Flag” concerns are to be directed to the Export Manager.

Red Flags consist of anything out of the ordinary which are not common in the order process.
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