UMD Export Request Form
This form should be utilized anytime a UMD employee needs to ship or carry hardware/material, other than laptops or phones (see Travel), outside of the US or anytime a researcher needs to provide proprietary technical information to a foreign person (including students, staff, or faculty). The department is ultimately responsible for making the determination of whether or not a license is required.  It is extremely important to make this determination prior to export due to the substantial penalties that can be levied against both the institution and the individual for a violation.  The Export Compliance Office (ECO) will assist departments in determining whether or not a license is required for the shipment and, if required, obtaining the required license.  IMPORTANT NOTE: Export licenses can take several months for preparation and processing time.  It is critical to make the license determination as soon as possible to avoid program delays.  
Part I:
Contact and Contract Information (to be completed by PI or other department contact):

1.  Principal Investigator or other contact person for shipment/technical transmittal: _________________________________________________________________________

Telephone No:  ______________________

E-Mail:  __________________________
Department/College/School:  __________________________________________________

Title/position: ______________________________________________________________

2.  Proposal ID, contract number, or FRS account:  ____________________________________

Part II:
  Information about Equipment/Materials/Proprietary Technical Information 
1.
Select one: ___Hardware/Material or ___Proprietary Technical Information* 
* Technical information is defined as “Specific information necessary for the development, production, or use of a product”.  If the information is in the public domain, this form is not required.
2. 
Common name: ________________________________________________________ 

3. 
Technical name:  ____________________________________________________________

4.
Manufacturer, Model #:  ______________________________________________________

5.
General function and use:  ____________________________________________________ 

       _____________________________________________________________________________

6.
Dollar Value (N/A for technical information):________________________________________

7. 
URL where specifications may be found or send copies of specs or other information by email:

       _____________________________________________________________________________
8. 
Has the vendor indicated that the equipment or technical information is export controlled (this may be written on the document, invoice, packing list, or other marketing literature)?___Yes or ___No

If “Yes” please send a copy of any export controlled marking to the ECO.

Part III: Information about Purpose of Transmittal/Shipment and Recipient 
1. 
Intended end user(s):  List entity, individual and nationality:  ________________________________________________________________________________
2.
Method of shipping or transmittal (i.e. freight, hand-carry, email, etc.):_________________________
3. 
Ship to address (N/A for transmittals): ________________________________________________

_____________________________________________________________________________
4. 
Intended use of information/hardware/materials by recipient:  _________________________________​​​​​​____________________________________________
________________________________________________________________________________
________________________________________________________________________________
5.   Will the University train foreign national end users how to use the equipment/materials?  ___Yes or ___No.  Explain: ______________________________________________________________________
6.    Deadline for shipping equipment/materials:  _______________________________

Submitted by:  _______________________________ Date Submitted ____________________

(Name of PI or other department contact person)

Part IV: Submit the Request.  The PI or other department contact person should submit the completed request by email to the Export Compliance Office: export@umd.edu.  
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