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Export Control Audit Survival Guide

How to Prepare, Perform, and Protect Your Business

Introduction

In today’s global market, businesses must comply with export control laws to safeguard
security and prevent the proliferation of sensitive technology. Export control audits assess
your operations, policies, and records to ensure compliance with regulations such as the UK
Export Control Order, EU Dual-Use Regulation, and other relevant international controls.
With proper preparation, an audit can be manageable and even offer valuable insights.

Part 1: Pre-Audit Preparation
Build a Documented Compliance Program
A strong compliance program is your first line of defence in an audit.

It demonstrates that your business takes export controls seriously and has systems in place
to manage risk.

e Develop a formal Export Control Manual
Create a written manual tailored to your business, referencing relevant regulations
such as the UK Strategic Export Control Lists, the EU Dual-Use Regulation, or the US
EAR/ITAR, as applicable. Include your company’s policies, procedures, and
responsibilities.

e Assign a Compliance Officer or Team
Choose someone, or assemble a group, who will be responsible for managing export
compliance. Their responsibilities must be clear, with authority to enforce policies
and escalate issues.

e Implement Regular Training
Schedule mandatory training sessions for all relevant staff (e.g., sales, logistics,
procurement). Keep records of attendance, training materials, and dates to
demonstrate ongoing awareness.

e Document Internal Procedures
Clearly outline how your business handles:



o Customer and transaction screening (e.g., against the UK Sanctions List or US
Denied Persons List)

o Licence determination and application processes

o Escalation protocols for red flags or uncertain transactions

Organise Your Records
Auditors will expect to see well-maintained, accessible documentation.
Start by creating a centralised, secure repository—digital or physical—with the following:

e Export Licences and Permits
Include all current and expired licences, with clear links to the transactions they
cover.

e End-Use and End-User Certificates
Retain signed declarations from customers confirming the intended use and final
destination of controlled goods.

e Product Classification Records
Maintain documentation for each item’s classification (e.g., UK Strategic Export
Control List entries, ECCNs, Schedule 3 codes).

e Commercial Invoices and Shipping Documents
Ensure these are complete, accurate, and linked to the relevant licences and
screening logs.

¢ Screening Logs and Internal Communications
Keep records of denied party screenings, including date, method, and outcome. Save
any internal emails or notes related to compliance decisions.

¢ Retention Policy
Store all records for a minimum of 5 years from the date of export, in line with UK
and international requirements.

Conduct an Internal Audit

Before conducting the official audit, simulate the process internally to identify and address
any gaps.

e Sample Past Transactions
Select 10—-15 recent exports across various products, destinations, and customers.
Review them for documentation completeness and compliance.

o Verify Classifications and Screening
Double-check that product classifications are accurate and that screening logs are
complete and up to date.



Simulate an Audit Walkthrough
Role-play an audit scenario: have someone act as the auditor and walk through a
transaction from start to finish.

Document Findings and Actions
Record any issues found and the corrective steps taken. This shows auditors you are
proactive and committed to improvement.

Strengthen Your Digital Infrastructure

Your website and digital systems should support compliance, not undermine it.

Label Products with Export Classifications
Clearly display export control classifications (e.g., “UK Control List: PL9002”) on
product pages where relevant.

Use Structured Data and Alt Text
Implement schema markup for product data and ensure all images have descriptive
alt text. This supports accessibility and audit transparency.

Secure and Organise Digital Records
Use encrypted cloud storage or secure servers. Implement consistent folder
structures and naming conventions (e.g., “2025_Q1_Export_Licence_ABC123.pdf”).

Part 2: Behaviour During the Audit

Be Transparent—Not Defensive

Auditors are not looking for perfection—they are looking for honesty and improvement.

Acknowledge Gaps Openly
If something is missing or incorrect, explain what happened and what you have done
to fix it.

Focus on Process, Not Blame
Avoid pointing fingers. Emphasise how your systems are evolving to prevent future
issues.

Share Internal Audit Results
Present your pre-audit findings and the steps you have taken. This demonstrates
diligence and good faith.



Know Your Program

Confidence and clarity go a long way in building trust.

Appoint a Lead Spokesperson
Choose someone who understands your compliance program and can speak clearly
and calmly.

Prepare a Business Overview
Have a short, plain-English summary of your company’s operations, export activities,
and compliance structure ready.

Use Real Examples

[llustrate the application of your policies by detailing a recent export transaction.

Show, do not Just Tell

Auditors want to see evidence—not just hear about it.

Have Records Ready
Whether digital or printed, ensure documents are accessible and complete.

Use Consistent Structures
Organise files in a logical, easy-to-navigate format. Label folders clearly (e.g.,
“Denied_Party_Screening_Logs_2024").

Respond Promptly
If asked for a document, retrieve it quickly. Delays can raise red flags.

Treat the Auditor Like a Partner

A respectful, collaborative tone sets the right atmosphere.

Offer a Tour
If appropriate, show how your compliance systems work—whether it is your CRM,
screening tools, or digital filing system.

Be Courteous and Open
Listen carefully, answer questions honestly, and welcome constructive feedback.

Avoid Excessive Jargon
Use plain language unless the auditor is clearly familiar with technical terms.



Take Notes & Ask Clarifying Questions

Capture everything and do not be afraid to seek clarity.

Assign a Note-Taker
Designate someone to document the auditor’s comments, questions, and any
requests.

Clarify Ambiguities
If feedback is vague or unclear, ask for examples or elaboration.

Confirm Next Steps
Before the audit ends, review any outstanding items, timelines, and expectations.

End Strong

Leave a positive final impression.

Part 3:

Include Senior Management
Have a director or senior leader join the closing meeting to show top-level
commitment.

Express Gratitude
Thank the auditor for their time and insights, even if the process was challenging.

Offer to Follow Up
Proactively suggest sending any additional documents or clarifications post-audit.

Post-Audit Follow-Up

Respond Promptly to Findings
Address any issues raised in the audit report within the specified period. Provide
written responses and evidence of corrective actions.

Document All Actions Taken
Document each action, specifying who performed it and the time it occurred. This is
essential for future audits and internal accountability.

Update Your Compliance Materials
Revise your manual, training slides, and procedures to reflect any changes or lessons
learned.

Schedule a Follow-Up Internal Audit
Within 3—6 months, conduct another internal review to ensure improvements have
been implemented and are working.



