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PROCESSING CASES AND TARGET TIMES

If you are e-mailing to enquire how your application is progressing, please be aware that we have the following processing targets in which to provide a substantive response:

Rating enquiries - 10 working days, unless we have to consult other Government Advisors, in which case the target is 20 working days.

SIEL applications - 20 working days in 70% of cases.  We currently achieve this target in over 80% of cases, unfortunately some take longer than that due to the sensitivity of goods and/or destination. 

For OIEL applications, we normally recommend that you allow 6 months for the issue of the licence.

All applications are being progressed on SPIRE.  If your application is within the target times set out above, a further update will not be provided.  Online tracking for exporters is now available.  Please also note that the above target times do not include any time taken to receive additional information that we have requested from the applicant or documents that have been sent by the applicant by post that we are still waiting to receive.

For any OGL registrations that you have submitted, you will receive an acknowledgement from us in due course but this is a formality and you can use the OGL from the moment you submit the registration.  Just remember to keep all the required records and ensure you meet all the terms and conditions.

PROVIDING ADDITIONAL INFORMATION 

Any information relating to an application needs to be provided on SPIRE. In response to a request for further information that we have sent to you, the contact for the application needs to click on the 'Acknowledge Notification' link for the relevant case, provide the information required and then click on the submit response button at the bottom of the screen. If it is additional information you wish to provide, you should click on the 'Update Application' link, provide the information and then submit that to us.

You should not send additional information to the SPIRE inbox as this will not allow us to progress the case.  If you speak to a case officer over the phone and provide the required information that way, you will still need to click the 'Acknowledge Notification' link and submit a response so that SPIRE knows this request is completed and we can then progress the case.  Whilst a request is outstanding with you, we cannot continue processing.

You will know that a response has been submitted to us as the 'Acknowledge Notification' option will not appear next to a case in the application contacts workbasket.
REGISTRATION

If you have created a logon account but have not yet received a temporary password, it is likely that the e-mail is being blocked by your e-mail account.  Please contact your IT support team and ask them to check that automatic e-mails from SPIRE are not being blocked.

IF YOU HAVE SUBMITTED A COMPANY REGISTRATION, BUT OTHER NOMINATED USERS HAVE YET TO RECEIVE A PASSWORD…..

Anyone who wants to use SPIRE needs to have an individual account.  Users should click on 'New Account Registration' link on the SPIRE homepage and then complete the requested infromation and click on 'Register'.  A temporary password will be sent to the e-mail address entered.  When you go back into SPIRE, enter this information and you will then be prompted to change the password.  Once you have done this, you will be taken to your workbasket and will have access to applications made on behalf of your company up to the level of access awarded to you. 

You will also need to make sure that anyone nominated as a contact in an application has that level of access specifically allocated in your registration.

UPDATE MY DETAILS

If there is a change to any of your details (including your e-mail address), please do not create another account on SPIRE, but instead go to 'Update My Details' option on the left hand side.

HOW TO VIEW APPLICATIONS AND LICENCES THAT HAVE BEEN SUBMITTED BY OR ISSUED TO YOUR COMPANY

Anyone who is added as a user to a registration will be able to access the applications made on behalf of the company up to the level of access awarded to them.  If you are having difficulty seeing shared applications, you should make sure that the details you entered when you created your account match those entered by the person who initiated the registration.  If there is a discrepancy, please let us know.  If the details are correct, you may have to alter the filters on your workbasket to view the applications.  You can view requests for further information and any letters/licences issued to you by using the 'Search Applications' screen.  Anything we send to you can be found in the 'Notifications' link for a particular case.

LICENCES ISSUED TO FORMAL REGISTERED ADDRESS

Under SPIRE, all licences will be issued to the company’s formal name and address (as recorded at Companies House).  This is due to the fact that the licence should be issued to the legal entity responsible for ensuring that all terms and conditions are met and this is as per the details at Companies House.  'Trading as' names will not be included unless they are part of the formal company name and the site from which the goods may be exported is also not going to be noted on the licence.  All companies should therefore ensure that any commercial documentation adequately makes clear the link between the entity on the licence and that which may appear on invoices etc.  For your information, HMRC are aware of 'trading as' names.

GOODS DESCRIPTION IS AS DESCRIBED ON LICENCE APPLICATION 

The goods description which appears on the licence is that which is entered onto the application into the goods description field.  If your goods description needs to contain a part number, this needs to be included in this field.  The part number can also be put into the part number field for reference purposes, but any information entered in this field will not appear on the licence.

HOW TO DEAL WITH ELECTRONIC LICENCES

If you are exporting goods to a country outside the EC, you should reference your licence number on the SAD declaration made (either by you or on your behalf).  SPIRE will have sent the licence details to CHIEF at the time of issue.  All HMRC officers have access to SPIRE and can look at the licence to ensure the proposed export is covered by that licence.  The licence will not be decremented as it is now as there will not be a paper licence which can be annotated.  Exporters will therefore need to keep their own records and if necessary can request a transaction report from CHIEF.  CHIEF will automatically keep track of the shipments made under a certain licence and will prevent shipments which would go beyond the value or quantity permitted by the licence as issued.

If you are exporting goods to an EC Member State, your current arrangements with HMRC should stand.  If HMRC accept a copy, you can print this from SPIRE.  One of the new conditions on SPIRE licences is that the exporter keeps records of intra-EC movements and has to present these records whenever the licence copy is presented to HMRC.  HMRC will have access to SPIRE and can check the legal version of the licence (this will also be how they check the licence if they require an original).  Once the licence is exhausted, you will have to notify ECO that this has happened.  At the moment, the functionality to do this is not implemented.  As soon as it is, we will notify you on how to do this, but in the meantime, please keep a note of the licence numbers as you exhaust them.

You should also be aware that the conditions on licences have been updated so these need to be read very carefully.

POP-UPS AND VIEWING DOCUMENTS

If you cannot open a document, it is likely that pop-ups are blocked on your internet browser.  Please see additional guidance on the SPIRE homepage on how to change this or ask your IT support team to assist.  

If you are having trouble opening any pdf documents that we have sent to you and have made sure that pop-ups are enabled, please check that you are running an up to date version of Adobe Acrobat.  If you are still having problems, you should contact your IT support team who should be able to provide further assistance.

EC3s

EC3 documents are required if you are exporting firearms to an EC Member State.

FOR FURTHER INFORMATION, PLEASE CONTACT:

SPIRE 

Export Control Organisation

Department for Business, Enterprise & Regulatory Reform

3rd Floor, 
1 Victoria Street, 

London. SW1H 0ET
Tel: 020 7215 4594

E-mail: eco.spire@berr.gsi.gov.uk
http://www.berr.gov.uk/europeandtrade/strategic-export-control/spire/index.html
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