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User Guide: Commerce Dept. License

Commerce Department license

An export license issued by the U.S. Commerce Department, Bureau of Industry and Security (BIS) may be required for export or re-export of product subject to the provisions of the U.S. Export Administration Regulations (EAR).  This includes:

· Products controlled under the EAR with ECCN numbers other than EAR99
· Licensing, if any, should follow the requirements of the specific ECCN.

· Licensing, if any, should follow other application or customer restricted guidelines as noted within within the U.S. EAR. 

· ECCN are identified in PCB’s BSD and SM1008 New Model Introduction 

· There are concerns as outlined with the U.S. EAR Section 736.2, General Prohibitions, 1-10.
· “Red Flags” regarding the end-user or details of the transaction are noted by Sales and Sales determines it would be best to receive approval by the U.S. Department of Commerce prior to export.
· PCB products would not be available for export, even with a license, to N.Korea, Cuba, Syria, Sudan, Iran, or the Crimea region of the Ukraine.  The license request would be returned rejected.

Submittal

Commerce Department license submittal and license tracking is done electronically through the internet.

Commerce Department licensing may submitted and tracked using Commerce Departments on-line system, STELA (System for Tracking Export License Applications).  To use the STELA system, the user must register and have a Customer Identification Number (CIN) with Department of Commerce.  To obtain a CIN, go to https://snapr.bis.doc.gov/snapr/ , click on “Register on-line for a SnapR account”.

Once registered, a license request, BIS-748, may be submitted.

Completion of the on-line system is outlined below..  See the Export Manager for information leading to access to the Stella system.   Completed licensing information may be obtained from the Commerce Department web site: https://www.bis.doc.gov/index.php/licensing
To Track a submitted license:
Licenses may be tracked on-line version using the Commerce departments System for Tracking Export License Applications (STELA) system. Simply go to:

a)  https://snapr.bis.doc.gov/stela
b) enter the 7-digit Application Control Number, beginning with “Z”, located on the application

Questions are to be directed to the U.S. Department of Commerce at 202-482-4811. 
Documentation provided for electronic submittals include:

· An introductory letter identifying the license request.  (Generated by PCB)
· Form BIS-748P, the U.S. Commerce Department license.  (Generated by PCB)
· Form BIS-711 Statement by Ultimate Consignee and purchaser.   (Generated by PCB and then provided to the  Ultimate Consignee, purchaser, and PCB for signature, date, stamp)

· Product specs and drawings.   (Generated by PCB)

Completing the BIS-748P (Commerce Department License). 

Reference EAR Supplement to No. 1of Part 748, pages 1-5, for clarification to requirements of each line instructions.
How to access SnapR Commerce Department licensing Site

https://snapr.bis.doc.gov/snapr/
Company ID = P388535

Password = XXXXX  (See Export Manager as Password is reset by the Export Manager every three months)

User ID = P388535

The BIS-748P is to be completed by PCB as follows:

1. Provide name of PCB contact.

2. Provide phone number of PCB contact.

3. Provide fax number of PCB contact.

4. Provide date of application.
5. Check appropriate box of type of export.

6. Check boxes of additional information supplied with application.

7. Check documents on file with applicant.

8. Complete only if submitting the application for Special Comprehensive Licensing (SCL).

9. Leave blank. Not required for PCB products.

10. If license application is for previous RWA license, enter application control number.

11. Enter license number of previously supplied same items to same applicant, if applicable.

12. Enter N/a, unless Box 5 is labeled “Reexport”.  If Re-export, enter license number or other authorization under which the items were originally exported.

13. Enter end-user country and number of Import or End User Certificate.

14. Enter PCB Piezotronics’ address plus:  EIN = 161503703.

15. Enter address of second party, other than PCB, who is to receive license.  Leave blank if there is no second party.

16. Enter complete address and contact information of Purchaser.  If Purchaser is also ultimate consignee, enter complete address.  Leave blank if there is no second purchaser.

17. Enter address of intermediate consignee (PO Box not acceptable).  Multiple intermediate consignees should be noted in Box 24.

18. Enter complete address and contact information of ultimate consignee.  (Banks, freight forwarders, forwarding agents are not ultimate consignees).

19. Leave blank unless the party of Box 18 is not the ultimate consignee.  Enter complete address and complete contact information of ultimate end-user.  If there are multiple end users, complete form BIS-748P-B.  

20. Leave blank unless the license is for the reexport of items previously exported, in which case enter the ultimate consignee’s complete address and contact information.

21. Enter detailed, specific description of the final end use.   This information is required for at time of license submittal.

22. The following should be completed:

a. Product ECCN number.  Located in BSD item master or see Export Manager.

b. To be completed only if the item for export involves a digital computer.

c. Enter correct Model Number.

d. Enter CCATS number if formally classified (see Export Manager) (leave blank if no CCATS number).

e. Enter quantity.

f. Enter units (PCB Products will be each).

g. Provide the single piece US List price.

h. Provide the extended US List price.

i. Provide manufacturer name:  PCB Piezotronics, Inc.

j. Provide a technical description of the items.  If the products are not EAR99, provide technical specs identified in applicable ECCN of the EAR.

23. Enter total application value, in USD.

24. Enter additional information pertaining to the application.  Do not include information of box 22.

25. Signature, name, and title of individual authorized to sign application.  
How to apply attachments to License requests, known as “Work Items”.

List work items (Left hand column) identifies status of work items

· Click on desired work item

To apply attachments to work item.
· Click on - View and Manage Supporting Documents

· This can also be used to adjust/delete current documents

· Click on – Upload supporting documents

· Click on Browse

· Attached desired document from License project folder

· Title – enter what it is.  Keep it simple;  Specs and Drawing, Introductory letter, etc.

· Author name – enter your name

· Document type – choose from drop down box

· Document creation date – enter current date in mm/dd/yyyy format  (Four digits for year)

· Keywords – leave blank

· Hit submit

· For additional items, click on Work items ……..

· Scroll to bottom of form

· Repeat steps above for all attachments

· When all desired attachments are attached,

· Click on “Back to work item …………”

· Check for errors

· Verify addresses in work item to submit

· Preview work items to submit

· One can modify or recheck form per instructions provided at this point

· Submit

· Sign Form

· Signer name…Enter name  (in format (F.M.Last NAME or F.Last NAME)  no spaces
· Signer title…..Enter title

· Signer e-mail    Enter e-mail

· When complete, check box “I understand that once work item is submitted, it can no longer be modified”

· Check Cancel if additional work needs to be done

· Check “Submit work item” if desire is to submit request.

Completing BIS-711 (Statement by Ultimate Consignee and Purchaser)

Form BIS-711 is required when Box 6 or 7 on the application, BIS-748P, is checked.  The form is to be forwarded to the Ultimate consignee for completion.  Information is to be typed or legibly printed.  Instructions for Completing form BIS-711 are located in Supplement No. 3 to Part 748 of the EAR, and include:

1. Identify the Ultimate Consignee.

2. Check the appropriate box covering disposition of product.

3. Identify the nature of the business of the Ultimate Consignee. 

4. Identify additional information not contained on the form: other end users, other material facts.

5. Identify others that have helped in the completion of the form.

6. Ultimate consignee is to complete the requested information and sign in blue ink.

7. Purchaser (Distributor or if direct order end use customer) is to complete and sign in blue ink.  (This is not the ultimate consignee).

8. Signed by exporter (PCB) certifying that no corrections, additions or alterations have been made subsequent to the signature of blocks 6 and 7.  (Signed by Export Manager or Legal department).
Note:  An end use statement on customer company letterhead should be provided by the end-user.  This is for PCB records only.  It is not necessary to include this end use statement with the Commerce Department license submittal.

Commerce licenses have a standard validity of 24 months from issuance, unless noted otherwise on the license.  Extended deliveries may be requested, but must be approved by BIS.  A customer does not have to take delivery of all items within the order/license during this time.
Question surrounding Commerce Department licensing should be directed to the Export Manager.
Internal Order and License Documentation Flow 

· Order is received by the divisions.

· Order is entered into BSD.

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

· Export Manager maintains 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.

· Prior to Shipment;

-     Sales contacts the Courier to assign export documentation responsibility for such items as, but 

      not limited to, AES, Shippers Letter of Instruction, additional order documentation listed on the order.

- 
Effective  December 22, 2015, the lodging of a license with US customs is no longer required (per US Customs).
· Export Manager’s license folder is stored to Export Manager 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.
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