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User Guide: State Dept. License

State Department License

In accordance with the International Traffic and Arms Regulations (ITAR) and Section 121, the U.S. Munitions list, an export licensed issued by the U.S. Department of State is required:

· For export or re-export of EAR99 products that have undergone fit, form, or function modifications specifically for use in military applications.

· Product that has specifically developed for military applications. 

· Consultation with the Export Manager will determine the need for a State Department License.

Required documents

The following documents are to be obtained and submitted with a State Department license.

· An introductory letter identifying the license request. (prepared by PCB)

· Form DSP-5, State Department license. (prepared by PCB)

· A copy of the order from the PCB’s direct office or distributor to PCB-Depew (provided by distributor).

· Prices are to be in US Dollars

· This figure will match that provided on DSP-5.

·  No longer required for PCB license requests.Specification sheet

· Outline Drawing

· Specification sheet

· Original, end-use certificate on customer company letterhead (provided by the customer), is to include the following information:

· Contract number 

· Products 

· End use

· Application

· Name and Title of customer representative
·  signed (it is preferred but not required that the forms be signed in blue ink).

A separate “Letter of Explanation” may be provided upon request from the licensing officer.   This letter, on PCB letterhead, provides specific details of the product and usage.  It serves as an aid to the processing officer in understanding of the products and application and expedites processing.

Submittal
The State Department License is refered to as a DSP-5 form.  It is processed electronically. 

Electronic filing of Department of State licenses through the ELLIE system is recommended as it expedites processing. The Export Manager’s computer is set-up to process State Department licenses electronically.

All documents outlined above should be provided to the Export Manager prior to filing.  Information provided on the DSP-5 should be completed as follows.  (See the Export Manager for Electronic Filing instructions).
Completing Form DSP-5 (State Department License)

A) Obtain transaction ID from the Export Manager.  (this is a PCB internal tracking code)

B)  Enter …xxx……    (Contact Export Manager for number)

1. Date prepared:  mm/dd/yyyy

2. Enter Registration Code:    M-9258
3. Enter country of final destination

4. Enter Port of Exportation

5. Enter Application Name:  

Check manufacturer and Subsidiary

i. Under NAME

Fill in: 
MTS Systems Corporation, 14000 Technology Drive, Eden Prairie, MN  55344

Attention and Contact info should be of who to be contacted at PCB regarding the license.
ii. Under Subsidiary,

1. click on Add Subsidiary Information

a) Enter PCB Piezotronics, Inc., 3425 Walden Ave, Depew, NY 14043

b) Fill in contact info.

6. Government POC – someone within government that is familiar with product.

                (This can be left blank)
7. Enter PCB Export Manager and Title

8. Enter n/a

8a)  Check ONLY Completely New Shipment

8b)  Click on Edit Related License Numbers and enter license numbers that previously authorized export of product of this request.
8c)  Leave blank

            8d)  Check appropriate block, which is normally “not applicable”

8e)   Check NO

9. Enter quantity of individual lines and unit type (scroll down block)

10. Enter Commodity:  Ex   PCB Pressure sensor Model xxxAxxx

   PCB Accelerometer Model xxxAxxx



        Under Defense Article Type, click on Hardware from the drop-down block.
11. Must check the US Munitions list for what the SME goods are classified.

11a) PCB Accels are USML Category of XII(D)

11b) If products are accelerometers, Is DSP-83 attached,  Leave Blank.  A DSP-83 is no longer needed.
11c) If products are not accelerometers, Is DSP-83 attached, click NO.

(See Export Manager if there are any questions)

Enter this value on each line item entered.

12. Enter single piece price as shown on distributor order (or customer order) to PCB

Enter Total End user purchase price in U.S. Dollars.

13. This will automatically populate after Section 12 is complete.  The value should be very close to the line item order amount. (Cents are rounded to nearest dollar)
14. Enter address of Foreign end user as it appears on end-user PO.

15. Check Manufacturer.  Enter “Same as Block 5”.

16. Enter address of Foreign Consignee, which is who provided the order to PCB(normally the distributor).
17. Enter “Same as block 15”.

18. Enter Foreign Intermediate consignee.  This information is dependant on the transaction.  Often there is none. If the order was placed by PCB Europe for a European distributor, this would be the name and address of the European distributor.
19. Enter ”Same as Block 15”.

20. Check “Other”
-Enter description of final end use (this info is the same or similar to information supplied on the required end use form supplied by the customer).

21. Enter shipper. [PCB normally ships licenses via Federal Express out of Memphis, TN]
22.  Do not type in Signature block.  This will be populated automatically.

       Under *22 CFR 126.13, check first entry

 Under *Compliance with 22 CFR 130, check first entry.

Attach Documents;
        -  For electronic filings, the documents notes within “Electronic Documents” should be attached as noted 


in the DSP-5 electronic filing process

See required documents
DO NOT click on “*Signature” until DSP-5 has been complete and all documents have been attached to the request.  Clicking on “*Signature” finalizes license and prepares it for submittal.  It can not be changed.  
23. This can be left blank for electronic submittals.       
When all documents are attached and information is complete, click on “*Signature".  This electronically signs the license and prepares it for submittal.

License submittal

Prior to submittal , print a copy of the DSP-5.

Hit “Submit” (A submittal receipt, returned electronically immediately after submitting an electronic license, is to be printed.  One copy of this receipt should be stored in the hardcopy and electronic license folder).

Completion of DSP-83  (This is no longer needed for most PCB licenses.  In the event it is requested by State Department, below are completion instructions).
DSP-83 is a form that verifies final end us of the product.  It is preferred, but not necessary, to be started by PCB’s Export Manager and forwarded to the distributor for distributor.  Some distributors start the form at their end.  In either case, the form should be completed as follows: 

- Block 2 - Show the name of the U.S. person submitting the application to the U.S. Department of State (Default is MTS Systems Corporation.)
-    Block 3 – enter name of final end user

-    Block 4 – enter country of ultimate final end use

-    Block 5

·    enter quantity

·    enter description,

·    leave value (U.S.) blank 
· Block 6 – This section is to be signed, stamped or sealed, and dated by the company that places the order with PCB-Depew.  It could be PCB Europe.  If the order comes directly from a distributor, this block should be completed by the distributor.
· Block 7 – This section is to be signed, stamped or sealed, and dated by the final end user of the goods.

· Block 8 – does not have to be completed.

· Block 9 – This section is to be signed, stamped or sealed, and dated by PCB’s Export Manager.  It is the last signature on the document.  Other information on the document can not be altered once the signatures are obtained,

· A completed and signed document is supplied with the license submittal or upon request.  Orignal documents are to be maintained with the Export Manager’s file of the account.

Direct Electronic Commerce or State Department License Submittal

All State Department licenses (DSP-5) and associated documents are submitted electronically. This is a limited access, password protected process.  See the Export Manager for details surrounding complete electronic license submittal.  One needs to be registered with the State Department to have access for license submittal.
State Licensing Notes
The principal supporting document is the order received from the customer or distributor to PCB.  This normally comes from the Distributor. The valued of this order, in U.S. funds, is the value which is being sought for the license.
The value shown on the license cannot exceed what is expected to be shipped.  It is acceptable for shipment prices to be lower than licensed priced.  
Multiple orders from the same customer may be combined simultaneously on one DSP-5.

State Department licenses are valid for a period of 48 months from the accepted date.  Complete order shipment or partial shipments may be made during this timeframe.  The quantity of items shipped towards the license, per line item, may not exceed the number of items, per line item, of the license.  It is not necessary to ship all line item quantities over the 48-month period.  Licenses cannot be amended. Additional quantities require a new license.  

Question surrounding Department of State licensing should be directed to the Export Manager.

Internal Order and License Documentation Flow 

· Order is received.
· Order is entered into BSD.

· All documents are forwarded to the Export Manager for review.

· Export Manager maintains all documents until license is submitted.

· After submittal:

· Order documents are forwarded back to Sales.
· The Export Manager maintains a license folder that holds copies and original documents relevant to the license submittal.
· After license is received;

· The license is forwarded to Sales for processing.

· Sales enters the export license number into the order BSD (User defined field, Exp. License).

· Export Manager places copy of license, and any other relevant material, in license folder.

· Export Manager’s license folder is stored to Export Manager’s file cabinet.

· After shipment:

· Courier’s shipping documents are received and placed with the order file.

· The closed file is moved for long term retention.  Documents are maintained for 10 years (Ref  CS002).

· Any verbal conversation between Sales and the Courier regarding the above export process MUST be reiterated and confirmed via fax or e-mail and placed in the order file.

· A copy of license is also attached to the shipment documents.
Destination Control Statement on Department of State Licenses

Pursuant to ITAR 123.9(b), the destination control statement on all invoices, bill of lading, airway bill, and other shipping documents for shipment of munitions classified product, those requiring a Department of State License for export, are to contain the following statement:

As of 11/06/12, the destination control statement has changed to.  

 ''These commodities are authorized by the U.S. Government for export only to [country of ultimate destination] for use by [end-user]. They may not be transferred, transshipped on a noncontinuous voyage, or otherwise be disposed of, to any other country or end-user, either in their original form or after being incorporated into other end-items, without the prior written approval of the U.S. Department of State.''

This note is automatically applied to documents when the license number is added into the BSD.
	
	State Dept. License User’s Guide
	SM1067

	
	                                    PAGE 1 of 5
	REV D


CS001 User’s Guide Template Rev. NR 10/30/08

