CORPORATE EXPORT COMPLIANCE 

POSITIONS/RESPONSIBILITIES

DUTIES AND RESPONSIBILITIES:  Director, Corporate Export Compliance 

1. Manage the day to day operations of the Corporate Export Compliance Group with emphasis on directing the efforts of several analysts in managing classification, licensing, compliance training/auditing and export clearance of COMPANY goods and technology.  

2.  Maintain a current, comprehensive knowledge of the U.S. Departments of Commerce 

     and  State regulations as well as the policies and practices of these and other      

     Government agencies involved in export regulation.  Serve as COMPANY's sole authority 

     in interpreting these regulations and promoting worldwide compliance.

3.  Develop and implement appropriate policies, strategies, and procedures to enhance 

     COMPANY’s export compliance program and to implement new regulatory requirements

4.  Serve as COMPANY’s primary interface with U.S. Government agencies involved in export 

     regulation, assisting these agencies with requests for information, investigations, or 

     disclosures.  Also, represent COMPANY in contacting government agencies on matters of 

     concern to COMPANY business units.  

5.  Lead Corporate Export Compliance group efforts to develop effective strategies to 

     cost-effectively integrate U.S. Government export compliance requirements into COMPANY 

     business unit manufacturing and marketing programs.

6.  Plan and implement process improvements required to keep pace with the U.S. 

     government’s move to paperless export documentation processing.  He/she will be 

     responsible for coordinating requirements and process developments with COMPANY 

     exporting facilities and systems developers.

7.  Direct COMPANY’s program of developing and administering export compliance training to 

     COMPANY business units worldwide.  

8.  Direct COMPANY’s program for auditing the export compliance programs of COMPANY business 

     units and support the conduct of audits by U.S. Government agencies.

9.  Manage the process for providing regulatory compliance guidance and assistance to 

     all COMPANY corporate entities.

10.Monitor procedures used by other U.S. and overseas COMPANY manufacturing facilities 

     and vendors to assure compliance with U.S. and other governmental export 

     regulations.

11. Manage the Corporate Export Compliance Group’s Strategic and Annual Plan 

      objectives and budgetary requirements. 

12. Provide advice to COMPANY BU contract managers and attorneys on the integration 

      of export compliance language/responsibility into new contracts.

13. Coordinate BU export compliance programs, issues and investigations with COMPANY 

      BU attorneys

14. Lead/conduct investigations pertaining to BU compliance with applicable export 

      laws.  

15. Manage COMPANY's program for complying with U.S. Antiboycott Laws, to include 

      submission of quarterly reports to the U.S. Department of Commerce.

16. Select and engage outside counsel to advise COMPANY on complex legal questions 

      pertaining to its compliance with applicable U.S. export laws.

17. Advise COMPANY BUs/attorneys on export compliance matters pertaining to COMPANY 

      mergers and acquisitions.

18. Assist COMPANY BUs/individuals on specialized trade matters and associated training 

      requirements such as use of trade terms, letter of credit requirements and so 

      forth.  

DUTIES AND RESPONSIBILITIES:  Export Education Analyst
1.  Responsible for Export Compliance (EC) Education Program

a.  Develop training materials for sessions conducted by CEC and assist field  

     personnel by providing EC materials for their local training

b.  Conduct formal EC "train the trainer: workshops for Export Compliance Managers 

     (ECM) worldwide and present EC awareness training to various targeted 

     audiences in Dayton

c.  Maintain the CEC website with continually updated information

d.  Manage information placed on the COMPANY Distributor EC website which is accessed 

     via the COMPANY Portal  

e.  Write and distribute "heads up" announcements on current topics such as 

     regulatory, program or product changes (24 sent in 2001) 

f.  Deliver training via distance learning tools (NetMeeting and RoundTable)

g.  Develop tools such as the computer-based training module, the WCS Manager's 

     EC Handbook and the EC pocket card

h.  Preparation and presentation of EC materials require (1) a through working 

     knowledge of export regulations and guidelines, COMPANY organizations, products, and 

     processes; and (2) excellent written and verbal communication skills

2.  Manage ECM network 

      a.  Monitor individual assignments to ensure continuity in approximately 100 

           COMPANY locations worldwide; evaluate performance of individual ECMs; and 

           encourage reassignments when necessary

      b.  Periodically review and recommend changes as necessary for Internal Control 

           Program Manuals (written EC process document) maintained at all appropriate 

           COMPANY organizations

      c.  Provide orientation support for new ECMs

      d.  Supply location-specific information on current EC topics

      e.  Respond to requests for information and assistance from ECMs

      f.  Hold ECMs responsible for compliance programs; proper program documentation; 

           and timely responsiveness to required activities and improvement plans

3.   Audit

      a.  Develop EC compliance audit module for corporate auditors

      b.  Train all corporate auditors to conduct EC audits

      c.  Prepare ECMs for on-site corporate audits of their local EC programs

      d.  Respond to inquiries from auditors before and during audits

      e.  Review all corporate audit reports; provide feedback to ECMs on the review of 

           their EC program; define corrective plan to bring deficient programs into 

           compliance; and monitor performance of the plan 

4.  Process Issues

      a.  Determine what COMPANY organizational changes impact EC (reorganizations, 

           acquisitions, etc.)   

      b.  Contact relevant personnel; provide EC awareness training as needed; and pro-

           actively work toward deployment and maintenance of a compliant local program

5.  Miscellaneous:

      a. Assist the Director, CEC in managing COMPANY's antiboycott program.  Related actions 

          include advising COMPANY offices on antiboycott questions, and filing quarterly reports 

          with the U.S. Department of Commerce.

      b. Provide ad-hoc advice to BUs as needed on daily issues that arise.

DUTIES AND RESPONSIBILITIES:  Export Technical Analyst
1.  Maintain a comprehensive knowledge of the Export Administration Regulations, with 

     emphasis on those portions pertaining to the technical classification and export of 

     computer, telecommunications and encryption products.  Advise the Director, CEC 

     and others on compliance issues germane to COMPANY product technical characteristics.

2.  Advise COMPANY product managers and others involved in the procurement and export of 

     COMPANY products on the appropriate classification of such products.  Related actions 

     include:

     a.  Develop and maintain classification tools for use by COMPANY PMs to classify products 

          for export.

     b.  Monitor COMPANY product classifications when products are entered into COMPANY's 

          product databases and coordinate with PMs on questionable classifications.

     c.  Consult with government technicians on questions by COMPANY or the government on 

          COMPANY's classification of its products.

3.  Advise Director, CEC and others on the export of encryption products.  Related 

     actions include:

     a.  Monitor encryption regulations and advise COMPANY BUs on relevant changes.

     b.  Set up and maintain program to correctly license the export of encryption products.

     c.  Compile and submit to the U.S. Department of Commerce a semi-annual report 

          of COMPANY's encryption exports.  

     d.  Assist overseas offices in encryption discussions/licensing actions with their 

          respective governments.

4.  Provide advice to COMPANY exporters on license requirements for exports

5.  Assist COMPANY BUs on technology transfer issues involving the hiring of foreign 

     nationals by COMPANY within the U.S.

6.  Provide ad hoc export advice to BUs on issues that cannot be handled at local BU site

7.  Represent COMPANY on the Bureau of Export Administration's Information Systems 

     Technical Advisory Committee (ISTAC).

8.  Assist the Director, CEC and the training analyst is developing training materials and 

     process improvements to facilitate BU compliance with export regulations.

