Self-Assessment Checklist[endnoteRef:1] [1:  Adapted and modified from: “Audit Module: Self-Assessment Tool,” U.S. Department of Commerce, Bureau of Industry and Security (BIS), Office of Exporter Services, Export Management and Compliance Division, July 2011, <https://www.bis.doc.gov/index.php/forms-documents/doc_view/10-emcp-audit-module-self-assessment-tool>.] 


ELEMENT # 1: Management Commitment to STC Compliance
[Within the self-assessment columns, “Y/N/U” stands for Yes/No/Uncertain or Indeterminate.]
	ELEMENT 1: Management Commitment to STC Compliance
	Y
	N
	U
	Initials ______ Date ____________ Comments

	Is management commitment communicated on an ongoing basis by:
· Enterprise publications?
· Enterprise awareness posters?
· Daily operating procedures?
· Other means, e.g., bulletin boards, in meetings, trainings, etc.?
	
	
	
	

	Does management issue a formal STC Policy Statement (hereafter, the “Statement”) that communicates a clear commitment to strategic trade controls?
	
	
	
	

	Has a person been assigned the responsibility for issuing the enterprise’s policy statement?
	
	
	
	

	Is the formal policy statement distributed to all employees and contractors?
	
	
	
	

	Who is responsible for distribution of the Statement?
	
	
	
	

	Is there a distribution list of those who should receive the Statement?

Have the following departments received the Statement?
           __ All Senior Management
	__ Sales
	__ Order Processing
	__ Customer Service
	__ Purchasing
	__ Finance
	__ Accounting
	__ Legal
	__ Engineering and Field Services
	__ Export Administration
	__ Shipping
	__ Traffic
	__ In house Travel Agency
           __ [Others]
	
	
	
	

	What method of communication is used (letter, email, intranet, etc.)?
	
	
	
	

	Does the distribution of the Statement include employee signed receipt and personal commitment to comply?
	
	
	
	

	Is the Statement from current senior management communicated in a manner consistent with management priority correspondence?
	
	
	
	

	Does the formal Statement explain why corporate commitment is important from your enterprise’s perspective?

	
	
	
	

	Does the Statement indicate that no sales will be made contrary to national STC laws and regulations?
	
	
	
	

	Does the Statement convey the proliferation and diversion risk of the items to be exported?
	
	
	
	

	Does the formal Statement emphasize end-use/end-user prohibitions?
Proliferation activities of concerns:
· Nuclear?
· Chemical and Biological Weapons?
· Missile?
· Military-related?
	
	
	
	

	Does the formal Statement contain a description of penalties applied in instances of non-compliance?
· Imposed by your national authorities?
· Imposed by your enterprise?
	
	
	
	

	Does the formal Statement include the name, position, and contact information, such as: e-mail address & telephone number of the person(s) to contact with questions concerning the legitimacy of a transaction or possible violations?
	
	
	
	

	What management records will be maintained to verify compliance with procedures and processes (including the formal Statement)?
· Who is responsible for keeping each of the management records?
· What is the period of retention? 
· Where will the records be maintained? 
· In what format will the records be retained?

	
	
	
	

	Are adequate resources (time, money, personnel, training, high-level support, and technical expertise) dedicated to the implementation and maintenance of the ICP? 
	
	
	
	

	Is management directly involved through regularly scheduled meetings with empowered compliance personnel?
	
	
	
	

	Is management involved in the auditing process?
	
	
	
	

	Has management implemented a team of ICP managers/officers who meet to review challenges, procedures and processes and who serve as the connection to the employees with compliance responsibilities?
	
	
	
	

	Does the Statement describe where employees can locate the ICP Manual (on the enterprise intranet or specific person and location of hard copies)?
	
	
	
	

	Are there written procedures to ensure consistent, operational implementation of this Element?
	
	
	
	

	Is a person designated to update this Element, including the Statement, when management changes, or at least annually?
(Note in comments the name of the individual).
	
	
	
	

	If the primary person is unable to perform the responsibilities, is a back-up person designated?
(If not, is a procedure in place to eliminate vulnerabilities of an untrained person proceeding with tasks that could lead to an STC violation?)
	
	
	
	

	Do employees understand their role in maintaining STC compliance and where they fit in the overall internal compliance system?
	
	
	
	

	Is the message of management commitment conveyed in employee training through:
· Orientation programs?
· Refresher training?
· Electronic training modules?
· Employee procedures manuals?
· Other?
	
	
	
	

	Is management involved in ICP training to emphasize management commitment to the program?
	
	
	
	

	
	
	
	
	

	
Determination:
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