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REGISTERING TO USE OGELS ON SPIRE

How to register to use Open General Licences (OGLs), including the Community General Export Authorisation (CGEA)

This document is intended to guide users through the process of registering to use OGLs on SPIRE.  Please read through this document in full before starting to register for OGLs as there may be aspects of the process that you have not considered (for example, if you have set up a SPIRE registration for your company, you should wait until that has been approved before you try to register for an OGL or if you haven’t set up a SPIRE registration for your company should you do so first).

· Firstly you must consider which OGLs you wish to register for.  Many companies are registered for OGLs that they do not use, and will probably never use.  This is a good time to consider what OGLs are relevant for the licensable activities of your company, and only register for those licences.  Some companies believe themselves to be registered for OGLs that no longer exist and others are registered for OGLs which have subsequently changed in goods or destination coverage and which may not be applicable now.  

· Once you know which OGLs you would like to register for, you need to check the latest version of all of those licences which are found on our website: http://www.berr.gov.uk/europeandtrade/strategic-export-control/licensing-rating/licences/ogels/index.html 

· All those intending to register for OGLs should ask themselves if they can meet all the terms and conditions of the licence; whether their goods are specified on the licence and if the destinations they want to export/tranship/trade to is permitted by the licence?  

· Having established that you wish to register for one (or more) OGLs, the procedure for doing so is very straightforward.

Registering for OGLs

· Firstly you need to logon to SPIRE.  Full details of this are provided in another guidance note entitled ‘Creating a SPIRE logon account and company registration’.  If you intend to create a company registration, you should wait until this is activated before registering for any OGLs, as it will make the process much easier.  
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· Once you have logged onto SPIRE, click on ‘New Application’ in the left hand banner.
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· Scroll down to the bottom of the screen and click on OGL/CGEA.  A green radio button will appear and you should then select ‘Start Application’ on the right hand side.
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· This screen is where you nominate the OGLs that you wish to register for.  You click on the drop down arrow at the end of the ‘OGL/CGEA Name’ field.  This will pull up a list of all available OGLs.  Click on the one you want.  It will then appear in the field.  If you have selected the wrong one, go back into the drop down and select the correct one.  

· If you want to register for more than one OGL, click on the blue cross to the right of the screen and another OGL/CGEA Name field will appear.  Again, use the drop down arrow and select the OGL you want.  This can be repeated as many times as required. 

· If you add an OGL by mistake, you can remove it by selecting the recycle bin that appears near the blue cross.  
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· The next screen asks for details about the licensee – the person or company who will hold this licence.  Basic information about the licensee is asked for in both options.  If you are an individual applying on behalf of a company, you should select organisation.  If you have created a company registration on SPIRE, you will be able to select the relevant details from a dropdown that appears.

· Complete all the relevant fields.  
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· The next screen asks for contact details.  Here we are asking for details of the person that we should contact to arrange a compliance visit.  For full details about compliance visits, please see our website:  http://www.berr.gov.uk/europeandtrade/strategic-export-control/about-eco/page33802.html
· You should also be given options to pre-load some of these details (using the ‘copy from licensee’, ‘set as my details’ and ‘search previous’ options).

· If your company has set up a company registration on SPIRE, you will need to make sure that you are set up as a user as you may not be permitted to submit the registration unless you are.  

· Once you have completed these details, you will go to a validation screen where any omitted details are highlighted.  You can click on the hyperlink in each case and you will be taken back to the relevant section.  Omitted details will be highlighted with a [image: image7.png]


 symbol to indicate the error.  Once all errors have been removed, you will be able to go to the submit screen.  
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· You will need to select a ‘relationship’ from the drop down.  Most users will indicate that they are an ‘Authorised User registered on SPIRE’ in this field.

· Then type ‘I AGREE’ where indicated and click on ‘Submit Application’.  

· Your application will then be checked by ECO and, providing we have no concerns, we will send an acknowledgement to you notifying you that you have been registered for the OGLs as per the application.  This notification will appear in your workbasket and the final part of the process is that you have to acknowledge the notification.  

· If you have multiple sites and will be keeping records at each site, you will need to complete this process for each site.  If you are going to be exporting/trading/etc from multiple sites but will be keeping all the records at one site, you should provide this information in the application (in the proposed licensee screen as ‘Other Details’).  In this instance, one application may be sufficient.

Export Control Organisation
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