EMPOWERED OFFICIAL (EO)

APPOINTMENT LETTER TEMPLATE

(On organization letterhead)
DATE:
Today     



FROM: 
General Manager/President (most senior individual) 

TO:
Individual(s) Appointee(s) [copies to each EO]


SUBJECT:  
Empowered Official(s) Appointment

In accordance with the International Traffic in Arms Regulations (ITAR), Part 120.25; the following individual(s) is/are designated as Empowered Officials (EOs) for (Name of organization). 

[Individual(s) Full Name], (Complete Title) (list the most senior person first)

You must maintain currency and understanding of the various US Government (USG) provisions and requirements of the export and import control statutes and regulations, the criminal and civil liabilities, and administrative penalties for violating the Arms Export Control Act, the ITAR, the Export Administration Act and Export Administration Regulations and other USG guidance related to international trade.  As part of our comprehensive International Trade Compliance Program, you must attend regular training as specified by (Name of organization).  You are to act on my behalf in stopping any trade transaction or refusing to approve any action that you believe is not in total accordance with the applicable regulations, laws and our (Name of your organization’s Corporate Code of Conduct).  I will support you in these matters and your decision will not be subject to any inappropriate influence or recriminations.

You will act with full and independent authority in all matters concerning global trade, export/import administration, compliance and related issues.  As an EO, you have a direct line of authority from me in these matters.  You will bring any concerns in this area to me without hesitation.  You will inquire into any aspect of a proposed export, temporary import or other trade related request to verify the legality of that transaction and accuracy of all information submitted. 

If any changes are made in our EOs, we are required to prepare a revised EO Appointment Letter within five working days of any such change.

(Signed)

Cc:  All Salaried Employees   
Applicable Organization Internet(s) and Intranet(s)
 














