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Foreword

This is the first published version of the user guide for Verification Bodies for the Clean Fuel
Regulations’ Credit and Tracking System (CATS). This document provides guidance to Verification
Bodies and their Authorized Agent users on using CATS for the purpose of conducting their verification
activities under the Clean Fuel Regulations (CFR).

This second version of the CATS platform for CFR will allow an organization’s Authorized Agent to
create an account in CATS; and create and submit a registration report, including a copy of their
accreditation certificate. More functions for Verification Bodies are planned for future releases, including
adding additional users to the organization account. Questions should be addressed to Environment and
Climate Change Canada at the following email addresses: cfsncp@ec.gc.ca (regulations related) or
cfscats-scscnep@ec.ge.ca (CATS related).

NOTE: Although numbered as Version 2.1, no prior version of this document was released for
Verification Bodies. The first digit (2) refers to the second release of CATS platform. The first release
enabled Primary Suppliers, Registered Creators and Foreign Suppliers to create an account in CATS;
create and submit a registration report; and create and submit the following applications: recognition of
COse-Emission-Reduction Project, Approval of Carbon Intensity, and Approval of New Pathway.

Disclaimer

This document does not in any way supersede or modify the Canadian Environmental Protection Act,
1999 or the Clean Fuel Regulations, or offer any legal interpretation of those Regulations. Where there are
any inconsistencies between this document and the Act or the Regulations, the Act and the Regulations
take precedence.

The full text of the Regulations and associated documents are available on ECCC’s website:
www.canada.ca/clean-fuel-regulations.

Should you have questions about the Clean Fuel Regulations, please send them to:
Email: cfsncp@ec.gc.ca
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Reference Documents

In addition to the Clean Fuel Regulations: Credit and Tracking System User Guide for Verification Bodies
- Version 2.1, the following supporting documents for the use of CATS are available to users.
References to these documents, if any, in the User Guide apply to the most current versions. You
may find these documents on the Clean Fuels Regulations web page, otherwise, click on “Contact
us” hyperlink at the bottom of the page to request copies of technical presentations pertaining to
the Regulations and supporting documents.

Title and description

Credit and Tracking System (CATS)
Clean Fuel Regulations: Credit and Tracking System User Guide for Primary Suppliers, Registered Creators and Foreign
Suppliers - Version 2.1
Clean Fuel Regulations: Credit and Tracking System User Guide for Verification Bodies - Version 2.1
Regulations and Regulatory Impact Analysis Statement
Clean Fuel Regulations
Regulatory Impact Analysis Statement — Clean Fuel Regulations
Verification and Certification
Methods for Verification and Certification
Fuel LCA Model
Specifications for Fuel LCA Model CI Calculations
Clean Fuel Regulations Data Workbook
Quantification Methods
Quantification Method Development Guidance Document

Quantification Method for Low-Carbon-Intensity Electricity Integration

Quantification Method for CO2 Capture and Permanent Storage
Quantification Method for Enhanced Oil Recovery with CO2 Capture and Permanent Storage
Generic Quantification Method

Quantification Method for Co-processing in Refineries
Quantification Method for the integration of low-carbon-intensity hydrogen (will be available in winter 2023)
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Definitions

Account means a dedicated space in CATS! for a Primary Supplier, a Registered Creator, a Foreign
Supplier and a Verification Body to perform applicable transactions.

Authorized Agent has the same meaning as section 1(1) of the CFR? and for the purpose of CATS use
has full Account permissions including onboarding of all other Users to the Account. Only one User per

Account may be assigned this role.

ECCC means the Department of the Environment that is also referred to as Environment and Climate
Change Canada.

Foreign Supplier has the same meaning as section 1(1) of the CFR.

Minister means the Minister of the Environment.

Primary Supplier means a person as defined in section 1(1) of the CFR.
Registered Creator means a person as defined in section 1(1) of the CFR.

User means

a. a Primary Supplier, a Registered Creator or a Foreign Supplier or their Authorized Agent, an
Authorized Administrator, a Read/Write user, or a Read-Only user.
b. or a Verification Body or their Authorized Agent.

Verification Body has the same meaning than in section 1(1) of the CFR. A Verification Body is
mandated by a Primary Supplier, a Registered Creator or a Foreign Supplier to conduct verification
activities.

L CATS is the Credit and Tracking System for the Clean Fuel Regulations
2 CFRis the Clean Fuel Regulations, available from the Canada Gazette, Part Il website
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1. Introduction

1.1. General Overview

The Clean Fuel Regulations (CFR), a key component of Canada’s 2030 Emissions Reduction Plan,
require producers and importers of gasoline and diesel, called primary suppliers, to reduce the lifecycle
carbon intensity of the gasoline and diesel they produce or import in Canada.

The Regulations use a performance-based lifecycle approach and establish a credit market that will incent
the use of a broad range of low-carbon-intensity fuels (e.g. ethanol, biodiesel, renewable diesel), energy
sources (e.g. hydrogen and electricity) and technologies (e.g. carbon capture and storage).

According to subsection 164(1) of the Clean Fuel Regulations (the Regulations), any report or notice that
is required to be submitted, must be sent electronically in the form specified by the Minister and must bear
the signature of the Authorized Agent. In addition, according to subsection 164(3) of the Regulations, a
carbon intensity calculation must also be submitted electronically in the form specified by the Minister.

The Clean Fuel Regulations’ Credit and Tracking System (CATS) is the specified electronic form for
these submissions. It is a secure, web accessible platform being developed to enable registration,
reporting, credit creations, credit transactions for primary suppliers and registered creators. Foreign
suppliers and verification bodies also register in CATS. CATS is accessible at the following web link:
https://marchescarbone-carbonmarkets.canada.ca/en/Welcome.

CATS is a platform that has a shared, common access point with the federal Output-Based Pricing System
and Canada’s GHG Offset Credit System. Separate accounts are required in order to register with each
program (the same email address can be used between programs, but only one email address is allowed
within CFR). This manual is specifically for users accessing the Clean Fuel Regulations’ (CFR) section of
CATS, referred to as “CATS” in this document.

1.2. Purpose of this manual

This is a first published version of the user guide for Verification Bodies for the Clean Fuel Regulations’
Credit and Tracking System (CATS). This document provides guidance to organizations accredited as
verification bodies and their authorized agents on using the Credit and Tracking System for the purpose of
conducting their verification activities under the Clean Fuel Regulations.

This second version of the CATS platform for CFR will allow an organization’s authorized agent to create
an account in CATS; and create and submit a registration report, including a copy of their certificate of
accreditation. More functions for Verification Bodies are planned for future releases, including adding
additional users to the organization account. Questions should be addressed to Environment and Climate

3 |f it is impractical to submit reports or notices electronically in accordance because of circumstances beyond a
person’s control, the report or notice must be sent on paper, signed by an Authorized Agent, and in the form and
format specified by the Minister. In this event, please contact Environment and Climate Change Canada, at cfscats-
scsenep(@ec.gce.ca for guidance.
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Change Canada at the following email addresses: cfsncp@ec.gc.ca (regulations related) or cfscats-
scsenep@ec.ge.ca (CATS related).

The user guide for Primary Supplier, Registered Creator, and Foreign Supplier users is available as a
separate document. Refer to

Reference Documents section for more information.

NOTE: Although numbered as Version 2.1, no prior version of this document was released for
Verification Bodies. The first digit (2) refers to the second release of CATS platform. The first release
enabled Primary Suppliers, Registered Creators and Foreign Suppliers to create an account in CATS;

create and submit a registration report; and create and submit the following applications: recognition of
COse-Emission-Reduction Project, Approval of Carbon Intensity, and Approval of New Pathway.

2. Introduction to CATS

2.1 Designating the Authorized Agent

The first step of creating an account in CATS for the Clean Fuel Regulations consists of designating an
Authorized Agent to act on behalf of the Verification Body.

As defined in the Clean Fuel Regulations:

Authorized Agent means,

(a) in respect of a corporation, any officer of the corporation who is authorized to act on its behalf;

(b) in respect of an individual, that individual or any person authorized to act on behalf of that
individual; and

(c) inrespect of any other entity, any person authorized to act on behalf of that entity.

The Authorized Agent is someone who meets the definition above, and is the first user to register in CATS
by creating an account.

Refer to section 3.4 for further information and requirement on documents to submit upon registration.

2.2 Accessing and Logging in to CATS

The latest versions of browsers such as Firefox, Microsoft Edge, Google Chrome, and Safari support
CATS; however, Internet Explorer does not.

If you have not created a CATS account for CFR, follow the registration steps in section 3 to create a CFR
account.

If you already have a CATS login credentials for CFR but the registration has not been completed (i.e. full
access to CATS has not been granted, due to documents not submitted and registration report information
not completed), follow the registration steps starting in section 3.1, step 10.

Otherwise, for approved and active accounts, follow the steps below to log in to CATS.
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1. Navigate to CATS via this link: https://marchescarbone-carbonmarkets.canada.ca.

Select Login (Figure 1).

el GEmsr e woma legn s

Credit and Tracking System (CATS)

Clean Fuel Regulations (CFR)

Cte Mot H2205-49 a5 Canadi

Figure 1: Login for CATS existing users

2. On the Choose a Secure Sign-In Method page, choose the same option as initially selected upon
the account creation (Figure 7).

Each user must use their own sign-in method and credentials must not be shared.

3. Enter the Two-Factor Authentication Code sent to your email on file (or by SMS) and select
Sign-In (Figure 8):

= The two-factor authentication code is valid for 3 minutes. After that time users will have
to select Resend Code.
= Ifthe code is not received, please refer to section 9.2.

2.3 User Roles and Permissions

Within CATS, various user roles have different permissions associated with them. Organizations authorize
and onboard their own users, and must ensure to assign the correct role for individuals acting on their
behalf.

NOTE: In the current version of CATS, Authorized Agents for Verification Bodies do not have the ability
to onboard any additional users. This function will be allowed in future releases of CATS.

2.31. Authorized Agent

The Authorized Agent acts on behalf of the organization and has the full account permissions. This
is the main user role and the first role that is created for an organization upon the first instance of
registration. There can only be one Authorized Agent representing the organization.

For Verification Bodies, this user role has the ability to:
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=  Submit registration reports.
= Request to cancel an account (organization withdrawing from CFR).

The Authorized Agent is the only user that must go through the identity authentication process,
providing the identity verification document. This step is part of the registration process. When the
registration report is submitted in CATS, the Authorized Agent must also upload a letter of
authorization before requesting participation in CATS. More information on these documents is
available in appendixes Appendix A: Identity Verification Document and Appendix B:
Authorization Document.

The letter of authorization and identity verification document must be submitted prior to approval
for full access to CATS.

2.4 Communicating with ECCC
One of the following options will be used by ECCC to communicate with users:

=  Automated CATS notification emails that send administrative information or notices from CATS
o Email address: scscnepasrepondre-catsnoreply@ec.gc.ca

o Please add to safe sender list
o DO NOT REPLY

= CFR Operations Office for communications with ECCC about using CATS
o Email address: cfscats-scscnep@ec.gc.ca

o Please add to safe sender list
o 1-833-849-9160

2.5 Usability Tips
In any of the screens in CATS, users can zoom in by pressing CTRL + or zoom out by pressing CTRL -.

Where the content does not fit the page, scroll bars will appear on the right-hand side of their browser, as
well as at the bottom of pages.

3. Creating an Account in CATS and submitting Registration
Reports

This section applies to new users who do not have a CATS account for CFR and for existing users who
have not completed their identity authentication and registration, and received full access to CATS. For
existing users, return to section Accessing and Logging in to CATS for information to log in to CATS.

Before opening a CFR account in CATS, ensure that:
= Organization is eligible to act as a verification body for the Clean Fuel Regulations;
= Organization holds a valid accreditation as per subsection 138(1) of the Regulations;
=  User has been authorized to act on behalf of the organization as an Authorized Agent;
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= Authorized Agent has obtained or initiated the process of obtaining the Authorization Letter and
Identity Verification Document.

3.1. Creating an account in CATS

The following steps must be performed for registering in CATS as a Verification Body.
Only the Authorized Agent should register an organization account.

Note: An email address cannot be associated with more than one account in Clean Fuel Regulations-
CATS.

To create an organization account in CATS, the Authorized Agent must perform the following steps:

1. Navigate to CATS via this link: https://marchescarbone-carbonmarkets.canada.ca
2. Select Open a CFR Account in CATS (Figure 2).

| R e Homn  logn  Fngas

Credit and Tracking System (CATS)

Carbon Markets

Dule Mo 020548 Aok EATS Canadi

Figure 2: CATS Home Page

3. Select the Verification Body organization role option as illustrated below (Figure 3).

Steps for Primary Supplier, Registered Creator, and Foreign Supplier option can be found in a
separate User Guide listed in

Reference Documents section.
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Figure 3: Selecting Verification Body Organization Role

4. Enter the requested information in the next screen (mandatory fields are marked by an asterisk
*)(Figure 4):

= QOrganization information, including postal/mailing address.

Business Registration Number (CRA BN) is not required to be obtained but is highly
suggested in order to accelerate the organization approval process.

*  Authorized agent contact information.

*  Authorized agent postal/mailing address

If applicable, the user has the option to select Same as Organization Address? box and avoid entering
the same information again.

NOTE: If some sections become greyed out and user is unable to continue entering the information, click
on/off the Same as...? boxes in different sections on the same page.

= Select Proceed to Next Step at the bottom of the page.
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Figure 4: Verification Body Account Registration

5. After proceeding to the next step, the user will be prompted to verify that the entered email address is
accurate and does not contain errors. Verify the email address as it will be associated to the account
being requested for the organization (Figure 5).

Figure 5: Verification Body Account Email Confirmation

6. The user now has the option to Continue with the registration process or close the page and complete
the registration process within the next 24 hours by clicking on the link provided in the email (Figure
6).

Clicking on the link after it has expired will generate a new one. In case of any issues, user must
communicate with ECCC (section 2.4).
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Figure 6: Secure Sign-In

7. Choose the preferred method of secure login (Figure 7)

The chosen method will be used each time the user logs in to CATS. Ensure to keep record of it.

= Use a Sign-In partner or GCKey.

O

Sign-In Partner: uses the same sign-in information used for other online services
(e.g. online banking). None of user’s information will be shared with CATS.

GCKey: requires users to create an account, password and recover questions. The
GCKey can be used to access multiple Government of Canada online enabled
services. More information on this service can be found here.

To proceed with the GCKey option, select Continue to GCKey > Sign Up and
follow the instructions on the screen.

NOTE: Each user must use their own sign-in method and credentials must not be shared.

| L Il

Dts actad 2225545

Py Mode

e Canadii

Figure 7: Selecting Secure Sign-In Method
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8. Enter the Two-Factor Authentication Code received by email and select Sign In (Figure 8).

The two-factor authentication code is valid for 3 minutes. After that time, users will have to select
Resend Code option.

Bl S S

ol ey o Legn P

[ Canadil

Figure 8: Two-Factor Authentication Code

9. Accept the Conditions of Use (Figure 9)
All users must read and accept the Conditions of Use before the access to CATS is allowed.

= To accept, select Accept. A success message will be displayed.
= To refuse, select Log out. Users will not be able to perform any actions in CATS.

Conditions of Use

Please read and accept our Conditions of Use before proceeding:

Figure 9: Accepting Conditions of Use

10. Partial access to CATS
Once the Conditions of Use have been accepted and the Success message displayed (Figure 10), the
user has partial access to CATS. The on-screen information indicates that the following steps must be

completed before accessing CATS:
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= Creation of the Registration Report (section 3.2)

=  Submission of the Registration Report (section 3.3)

= Uploading of required identity documents (section 3.4)

= Requesting Participation in CATS as a Verification Body (section 3.5)

Upon completion of all the required steps by the user, Environment and Climate Change Canada will
review the registration report and uploaded documents before granting full access to CATS.

Success
Conditions of Use accepled successfully

x

Figure 10: Partial access to CATS
3.2. Creating a Registration Report

The creation of a Registration Report consists of following four on-screen steps prompting the user
to:

= enter organization information;

= select technical scope(s) of accreditation;
= provide accreditation details; and

= enter authorized agent’s information.

1. Select Create a Registration Report (Figure 11).
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Figure 11: Create a Registration Report

2. STEP 1: Enter organization information and click Proceed to Next Step button (Figure 12).

Certain information is already automatically transferred from the initial account creation step.

At any stage during the creation of the registration report, the user may select Save as Draft and
logout of CATS. Upon logging in, the user will have the ability to continue the process.

Figure 12: Entering organization information

3. STEP 2: Select technical scope(s) of accreditation for the verification body, and click Proceed to
Next Step button (Figure 13).

Click on Info bubbles for more information on technical scopes.
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Figure 13: Selecting technical scope(s)

4. STEP 3: Provide accreditation details by performing the following steps (Figure 14):
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Figure 14: Accreditation Details

a) Select Add Accreditation button and enter the required information on the screen.

b) Accreditation Body: from the drop-down menu select one of the options:
= Standards Council of Canada (SCC);
= ANSI National Accreditation Board (ANAB); or
= QOther (When this option is selected, the user must indicate the Accreditation Body
upon uploading the required documents in the Proof of Accreditation section).

¢) Select the period of validity of accreditation of the most recent accreditation:
=  From field must contain past or current date (no future dates);
= To field must contain only future dates.

d) Proof of Accreditation step requires the user to upload:
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i.  Certificate of Accreditation (indicate the Accreditation Body in the Comments
section).
ii.  Technical scope(s) of accreditation.

Depending on the Accreditation Body, i) and ii) above could either take the form of a single,
or of two separate pieces of documentation. As CATS requires both document types to be
uploaded, in the event of a single document being available, ensure to upload it twice.

Uploading of documents can be achieved by selecting Upload Document (Figure 15) blue
button or by selecting specific Upload Document link to a document type. OTHER document
type option is available from the drop-down menu for any other relevant documents to be
uploaded.

NOTE: As the documents are being uploaded and scanned by the system, a loading icon will
be displayed until the upload is completed.

Upload Document

Figure 15: Upload Proof of Accreditation documents

Once the documents have been uploaded, select Proceed to Next Step (Figure 16).
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Figure 16: Proof of Accreditation documents uploaded
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5. STEP 4: Enter the information for the Authorized Agent (Figure 17).

Certain information is already automatically transferred from the initial account creation step.

Figure 17: Registration Report: Authorized Agent Information

3.3. Submitting the Registration Report
As this is the last step of the registration report process, select Submit Registration Report button.

A success message is displayed and a green check mark indicates that the first requirement has been
completed (Figure 18).

Figure 18: Registration Report Submitted
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3.4. Uploading Authorization and ldentity Documents

The second requirement upon registration in CATS requires the authorized agent to upload two
documents:

= Identity Verification Document (Appendix A: I provides further instructions).

This Identity Verification Document allows Environment and Climate Change Canada to verify
the identity of the authorized agent designated by the Verification Body organization. Only the
provided form in this document is accepted to verify the identity of the authorized agent.
Individual pieces of ID (Passport, driver’s licence, etc.) will not be accepted by ECCC directly.

=  Authorization document (Appendix B: Authorization Document provides further instructions).

The Authorization document is a letter of authorization issued by the Verification Body
organization, clearly stating the user as the Authorized Agent. The document must be printed on a
company letterhead.

To upload the required documents, proceed as follows:

1. select Upload Documents under Requirement 2: Upload Identity Documents (Figure 18).
2. On the next page (Figure 19):

= select Upload Document and browse to select the file;
= ensure that the file name is clearly identifying the Organization and contains the
Authorized Agent name.

Uploading of documents can be achieved by selecting Upload Document blue button or by selecting
specific Upload Document link to a document type. OTHER document type option is available from
the drop-down menu for any other relevant documents to be uploaded.

NOTE: As the documents are being uploaded and scanned by the system, a loading icon will be
displayed until the upload is completed.

Figure 19: Uploading Identity Authentication and Authorization Documents
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3. Once both documents are uploaded, select Save and Close to move to the next step (Figure 20).

In case the user has uploaded the wrong document, Actions drop-down menu allows to delete it and
the user can upload a new document by selecting carefully the correct Document Type.

Figure 20: Deleting uploaded document or Proceeding to Next Step

4. Upon selecting Save and Close, the green check mark will be displayed indicating the completion of
Requirement 2: Upload Identity Documents (Figure 21).

Figure 21: Requesting Participation in CATS

3.5. Requesting Participation in CATS

Upon the successful submission of the Registration Report (Requirement 1) and the upload of Identity
Documents (Requirement 2), the user is now ready to complete the registration process.

1. Select Request Participation in CATS button (Figure 21).

2. A success message is displayed on the screen (Figure 22).
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3. The user will receive an email confirming that the Verification Body account application has been
submitted.

Figure 22: Requesting Participation in CATS Success Message

3.6. Pending Account Registration

No further action is required from the user at this stage. ECCC will review and accordingly, approve,
reject, or request more information. Until the account registration is approved, the user cannot perform
any other activities in CATS.

Account is approved:
= User will receive a notification email indicating that the application for a CFR account in CATS
has been approved and that the account has been activated.
= User may log in to CATS to view available features. Refer to section 4 to explore CATS features.

Account is rejected:
= User will receive a notification email indicating that the application for a CFR account in CATS
has been rejected.
= User can contact ECCC for further details. Refer to section 2.4 for ECCC contact information.

Approval requires more information:
= User will receive a notification email indicating that the application for a CFR account in CATS
requires more information before it can be approved. The email will include the comment from
ECCC.
= DO NOT REPLY to automated emails.
= User will need to log in to CATS to address the comment.

4. CATS Features

4.1. Account Overview

Clean Fuel Regulations: Credit and Tracking System User Guide for Verification Bodies — Version 2.1 23



CATS account for a Verification Body allows the Authorized Agent to access three main tabs. User can
view information and perform available actions in the current version of CATS.

Available options are briefly explained below and in more detail in each major section (Figure 23).

Figure 23: User Approved (Active) — User Account Overview

1. Welcome: drop-down menu allows access to My Profile and Select New Login Credentials. My
Profile is the first area to be accessed once the account has been approved by ECCC.

2. Home: tab gives the user an overview of CATS. User has the ability to perform certain actions
and view tasks and recent activity.

3. Users: tab allows to view all users registered to the organization and access to other functions for
managing users. Verification Body accounts will only contain authorized agent information in the
current version of CATS.

4. Activity Log: tab tracks all account activity associated to the organization profile.

5. Contact Us: displays contact information for CFR Operations Office also available in section 2.4.

6. Conditions of Use: displays the conditions of use content accepted by the user. All users must
accept CATS conditions of use in order to access and use CATS.

Any amendments to the Conditions of Use will trigger displaying the Conditions of Use content
upon user login and prompting user acceptance. The new content will then be available in this
section.

7. Privacy Notice: displays the privacy notice on personal information being collected by ECCC.

8. About CATS: displays the list of supported browsers.

4.2. Welcome Menu

The Welcome menu allows access to My Profile and Select New Login Credentials.
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4.21 My Profile

Once the CATS account has been approved by ECCC, the user is required to navigate to My Profile area
(Figure 24) and complete the missing information.

The user also has the ability to select the preferred method for receiving the Verification Code (Email or
SMS) and must select Submit. A success message will be displayed and user redirected to the Users tab.
The user will also receive an email confirmation notice indicating that the information in user’s CATS
profile has been updated. Please refer to section 9.2 for any issues related to receiving the verification
code.

The User Role section of the screen displays the user role, associated account and the status.

The Documents section lists the Identity Verification Document(s) submitted to ECCC, displaying the
status and the time stamp. The Actions drop-down menu options allows to download the document.

Authorized agent’s information must be modified in the registration report, please refer to section 6. To
update the email or name, the authorized agent must communicate with ECCC (section 2.4).

Figure 24: My Profile

4.2.2 Select New Login Credentials

Once the user has selected the option Select New Login Credentials from the drop-down menu, select
OK to proceed to the next step. The user will be prompted to select between the Sign-In Partner or
GCKey as during the initial registration steps. Follow the instructions on the screen.

4.3. Home Tab

The Home tab consists of three sections listed below (Figure 25):
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Figure 25: User account overview

1. Actions menu:
a) View Registration Details
This section provides multiple information to the user (Figure 26).

= OQOrganization ID

= Account History

=  Organization Role(s)

= Registration Report Details

The actions drop-down menu on the latest version of the registration report marked as
active allows to:

o Edit the registration report (section 6)

o Request Authorized Agent Replacement (section 8)

o Request Cancellation (section 7)

= Assigned Users

= General Information

=  Documents
Displays the authorization document and allows the download of an already submitted
document.
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Figure 26: Home Tab - View Registration Details

b) View User Guide
Selecting this option prompts the user to download the latest version of this User Guide,
available in both official languages upon toggling to the other language in the upper right
corner.

¢) Contact Support
This options displays the contact information for the CFR Operations Office, same
information as displayed at the bottom of CATS screens.

2. My Tasks:

Any pending tasks will be displayed in this section of the Home tab. Select the task to access the
Take Action button.

3. Recent Activity:

This section displays five more recent activities for the organization account. If more information
on activities is required, the user can navigate to the Activity Log tab.

4.4. Users Tab

This tab (Figure 27) allows to view all users registered to the organization and also to create new user
profiles. However, the current version of CATS does not allow the Verification Bodies to add users to the
account.
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Figure 27: Users tab

In case of a high number of future records, users will have the ability to use filters, sort and export the
data. The search field may also be used to search for specific information.

Filters Sort Actions
= Role = Name = Export to Excel
= Status * Email = Export to PDF
= Actions = Mobile Phone

= Status

= Last Successful Login
The View option in the View column allows to access more information for each user and allows updates.

=  Authorized Agent: to update information, proceed to section 6 and update the registration report.
This section allows only updating the method for receiving the verification code (SMS or email).

= The User Role section of the View screen allows to access Actions drop-down menu where a
future user, other than an Authorized Agent, could be Deactivated or Discarded.

o Deactivate: User loses access and can be restored.
o Discard: User is removed from the system.

4.5. Activity Log

The activity log tab tracks all account activity related to the specific organization profile (Figure 28).
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Figure 28: Activity Log Tab

In case of a high number of records, users have the ability to use filters, sort and export the data. The
search field may also be used to search for specific information.

Filters Sort Tools
»  Organization Role = Activity Date = Export to Excel
* Organization Name *  Action Performed By = Export to PDF
*  Credit Class * Details
*  Action Performed By = Activity Type
= Activity Type *  Organization Name
= Date Range * Organization Role
= Tools * Province
= Etc.

5. Need More Information

Upon submitting the participation in CATS request or submitting documents/information by the users,
ECCC may require more information in some cases. Users will be notified by either automated or direct
emails from ECCC.

To address the Need More Information comments, users should log in to CATS and perform the following
steps:
1. Navigate to the Home tab.

2. Select the task under My Tasks section.
3. Select Take Action button.

The example below illustrates a Need More Information screen (Figure 29) regarding the initial
registration process. After entering the response in the Respond to Admin Comments section,
the user will have to select Request Participation in CATS.

NOTE: If uploading new documents or updating the registration report is required, please ensure
that these actions are performed before selecting Request Participation in CATS button.
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Figure 29: Need More Information - User response (Request Participation in CATS example

6. Change of Information (Updating Registration Report)

Upon the submission of the initial registration report, the Verification Bodies do not have the ability to
update the information during the pending ECCC approval process. If any information does require
modification, users can communicate with ECCC.

Once the account is approved, most of the information contained in the registration report can be
modified. The Authorized Agent must perform the following steps:

L.
2.
3.

Navigate to the Home tab.

Select View Registration Details.

From the Registration Report Details section of the screen, locate the most recent approved
registration report. The status will show Active.

From the Actions drop-down menu, select Edit.

By updating some specific information in the registration report, such as modification of technical
scope or accreditation details, the registration report once submitted to ECCC will require
approval.
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Figure 30: Change of Information (Updating Registration Report)
Navigate through the active registration report pages and select Proceed to Next Step.

If the address information has been modified, ensure to check off and on again the Same as...
checkbox for the information to be reflected correctly in the greyed out area.

Once the modifications have been completed, continue selecting Proceed to Next Step until the
last step where the Update Registration Report button will become available to be selected.

The success message will be displayed and the new version of the registration report will be
displayed showing the Active status under the step #2 above.

NOTE: Communicating with ECCC will be required for any changes related to the name or email of the
Authorized Agent.

7. Registration Cancellation

An organization may request to cancel their registration for one or multiple roles, however, this request
may only be performed by the Authorized Agent and by proceeding as follows:

1.
2.
3.

Navigate to the Home tab.

Select View Registration Details.

From the Registration Report Details section of the screen, look for the most recent registration
report. The status will show Active.

From the Actions drop-down menu, select Request Cancellation (Figure 31).
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Figure 31: Request Cancellation

5. Select the box I accept the cancellation of my registration report with regards to my
organization account and select Submit Cancellation Request (Figure 32).

Figure 32: Request Cancellation — Accept cancellation

6. A confirmation message will be displayed. Select OK.
7. A success message will be displayed and an email notification confirming submission to ECCC

will be sent to the Authorized Agent.
8. The cancellation request will be approved or rejected by ECCC. The user will receive an email

notification.

8. Authorized Agent Replacement

An Authorized Agent replacement process is initiated by the current Authorized Agent of the organization
once the full access to the account is granted by ECCC.

If the Authorized Agent is unable to perform the replacement process, the organization must communicate
with ECCC.
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The new Authorized Agent may be:

= auser already registered in CATS under another user role within the same organization, or
= auser not registered in CATS.

Only the second option (user not registered in CATS) will apply to Verification Bodies in the current
version of CATS and is described below.

Figure 33: Request to Replace Authorized Agent

8.1. User to become Authorized Agent - Not registered in CATS

To request the replacement of the Authorized Agent by an organization user not registered in CATS,
follow the steps below:

Navigate to the Home tab.

Select View Registration Details.

Navigate to Actions drop-down menu of the latest active version of the registration report.

Select Request Authorized Agent Replacement prompting the new window to display.

Enter the Email address of the new Authorized Agent.

Enter the Reason for Requesting the Change.

Select Submit Request to ECCC.

A success message will be displayed confirming that the request has been submitted successfully to

P NN WD =

ECCC and the Actions drop-down menu associated to the active registration report will now indicate
View Authorized Agent Replacement Request.

Upon ECCC approval, the new Authorized Agent will receive an email notification with a link to
complete the registration process.

The new Authorized Agent must:

9. Complete the required information (Figure 34).
10. Select Proceed to Next Step.
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Figure 34: Request to Replace Authorized Agent - Registration in CATS

11. The user will be directed to secure Sign-In pages.

In case of any error messages during the process, refer to step #5 of section 9 to initiate the account
recovery process.

12. The new Authorized Agent must log in to CATS to complete My Profile information and upload the
Authorization Document and Identity Verification Document (Appendix A: Identity Verification
Document and Appendix B: Authorization Document) in order to complete the process.

13. Once the documents are uploaded, select Request Participation in CATS (section 3.5). The user will
receive an email notification confirming the reception of the request by ECCC.

14. After ECCC has approved the submitted documents, the current and the new authorized agent will
receive an email notification informing them that the Authorized Agent Request has been accepted.

This completes the Authorized Agent replacement process.

9. Troubleshooting steps for CATS

9.1. Login Issues

If the user is experiencing login issues in CATS, please follow the steps below:

1. Confirm using a compatible browser
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CATS is supported by the latest versions of Edge, Firefox, Chrome and Safari. Internet Explorer
does not support CATS.

2. Confirm using the correct URL for CATS

Navigate to CATS via this link: https://marchescarbone-carbonmarkets.canada.ca.

= [fthe user is an Authorized Agent and has not created the CATS account yet, follow the steps in
section 3. Creating an Account in CATS and submitting Registration Reports.

= [fthe user already has an account, select Login from the CATS home page and refer to section
2.2,

3. Trying to log in to CATS while logged in to (or timed out of) ECCC’s Single Window, or
another Government of Canada secure website that uses GCKey or Sign-In Partner

= User must ensure being logged out of any other secure Government of Canada websites when
logging in to CATS.

= (Closing all browser windows and starting fresh can help, and

= In some cases, using an InPrivate or Incognito window when logging in to CATS.

4. After attempting steps 1-2-3 above, user is still getting an error message

Figure 35: Login error message

The above error message can occur if the user is trying to use a GCKey or Sign-In Partner credentials that
are:

= valid but not linked to the CATS profile: login again using the same credentials used on the initial
account creation. If user does not remember the credentials, select Recover your account option
as illustrated above and follow the on-screen steps.
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= already associated with another CATS User: it is mandatory for each CATS user to have their
own unique profile and login credentials. If user suspects that others may have the same
credentials, use Recover your account process.

5. CATS Account Recovery Process

Users with an existing CATS account being unable to log in are encouraged to attempt the Account
Recovery Process prior to contacting the CFR Operations Office.

= Select Recover your account (Figure 35);
= Enter the email address associated with the CATS user account for CFR to be reset.
=  CATS will send an email to that address with a special recovery link.
= Ensure to log out of any other secure Government of Canada sites.
= QOpen a fresh browser (Chrome, Edge, Firefox or Safari).
= Copy and paste the recovery link from the email into the browser.
= Select the preferred sign-in method.
o For GCKey, select Continue to GCKey. If new credentials are needed, select
Sign Up (instead of Sign-In) and follow the on-screen instructions to create a new
GCKey username, password and recovery questions. Make note of the new
GCKey as this will be used for each login to CATS going forward.
o Once new GCKey is set up, user should receive the CATS Two-Factor
Authentication code, and then be logged into CATS.

If these steps do not resolve the issue, proceed to section 2.4 and contact ECCC.

9.2. Verification Code not received

CATS Two-Factor Authentication Code is sent to users by EMAIL or SMS.
Upon the initial account creation, the verification code is defaulted to being sent by email. Once the full

access to the account is granted by ECCC, the user will be able to select the SMS method in My Profile
(section 4.2.1).

9.2.1 Verification Code sent by Email

If the verification code is not being received by email:

Users attempting to register in CATS:

Please verify that the email address associated to the file is accurate. If not, communicate with ECCC
Operations Office (contact information in section 2.4).

Registered users in CATS:

If your organization is using cloud security services (could be delaying emails), please ensure to add our
CATS automated email address (SCSCnePasRepondre-CATSnoReply@ec.gc.ca) to the list of trusted
emails in your cloud security services account.
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If the cloud security services do not seem to cause the issue, please communicate with ECCC Operations
Office (contact information in section 2.4) to set the reception of the verification code to SMS (mobile
number associated to the account) instead of email.

9.2.2 Verification Code sent by SMS

If the verification code is not being received by SMS, communicating with ECCC Operations Office
might be required to ensure that the mobile number on file is accurate and respects the CATS format
including the country code (e.g. 1-234-567-8910).

Ensure that the CATS number is not on the list of blocked numbers:

= Canada users: 1-647-691-0916
= United States users: 1-833-668-1951
= QOther countries: a number ID or “Notice” text will be displayed instead of a telephone number

as for Canada/US. The example below illustrates the SMS code received by a user located in
London, UK.

Figure 36: SMS displayed for users located outside of Canada/US
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Appendix A: Identity Verification Document

Identity Verification Document is available in the ‘Attachments’ tab (paperclip icon) in the left navigation
pane. Please download this user guide to your computer and open it in the PDF format if your web
browser does not display the ‘Attachments’ tab.

4
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Appendix B: Authorization Document

Authorization document for Authorized Agents is available in the ‘Attachments’ tab (paperclip icon) in
the left navigation pane. Please download this user guide to your computer and open it in the PDF format
if your web browser does not display the ‘Attachments’ tab.

4
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Clean Fuel Regulations: Identity Verification for Authorized Agents
Instructions to Trusted Referees

Purpose
This document provides guidance to trusted referees for the purpose of verifying the identity of a
person identified as an authorized agent, who has the authority to act on behalf of a primary

supplier, a registered creator or a verification body under the Clean Fuel Requlations for the
purposes of performing their obligations in the Credit and Tracking System (CATS).

Background

Environment and Climate Change Canada’s Credit and Tracking System (CATS) is an online
platform that manages registration, applications, reporting and the creation and use of compliance
credits under the Clean Fuel Regulations.

For the purpose of using CATS, primary suppliers, registered creators and verification bodies
must designate an authorized agent to act on their behalf with full account permissions to perform
their obligations in CATS.

In order to access CATS and create an account, the authorized agent must have their identity
verified by a trusted referee and must submit a completed Identity Verification Form to
Environment Climate Change Canada as part of the registration process in CATS.

If an authorized agent has engaged you to complete this form as their trusted referee, please
follow the instructions outlined in the next section.

Instructions
This form must be completed by the trusted referee.

Section 1: Complete Section 1 by providing information requested about your identity (as
trusted referee)

Section 2: Complete Section 2 by providing the information requested about the authorized
agent and the organization for which they are authorized to act on behalf of. The
authorized agent is identified in an Authorization Document by a person with
signing authority. The authorized agent must provide a copy of this document for
your inspection, for the purposes of validating the name in the Authorization
Document against the identity documents provided to you for identity verification.
Environment and Climate Change Canada is not asking you to confirm the role and
authority of this person identified as authorized agent nor the confirmation of the
role of the person with signing authority for that primary supplier, registered
creator or verification body.
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Section 3: Complete Section 3 by indicating which 2 pieces of evidence of identity the
authorized agent provided to you. The pieces of evidence must include at least one
foundational evidence of identity from a relevant authoritative source and the
other may be a supporting evidence of identity.

Section 4: Complete Section 4 by signing, dating, and, where applicable, providing your seal to
confirm:

= That the evidence of identity they presented to you is accurate and
acceptably matches the assertion by the authorized agent regarding their
identity and all instances of evidence of identity presented were from an
authority with the relevant jurisdiction; and

= That you consent to your personal identifying information being provided to
Environment and Climate Change Canada for the purpose of confirming the
identity of the authorized agent (see privacy notice in the next section).

Identity is confirmed if the evidence of identity is accurate and acceptably matches the assertion
by the authorized agent regarding their identity and all instances of evidence of identity
presented were from an authority with the relevant jurisdiction. By confirming identity, you
ensure:

e All overlapping identity information between the two instances of evidence of identity
match.
e A foreign government issued photo identification document that is used as a supporting
evidence of identity is equivalent to a Canadian document.
e Identification documents issued by municipal governments, Canadian or foreign, were not
accepted.
e Photo identification documents:
- indicate the individual's name;
- include a photo of the individual;
- include a unique identifying number; and
- match the name and appearance of the individual being identified.

If face-to-face meetings are restricted, follow the guidance of your professional association to
undertake this verification.

Privacy Notice

Your identity information is being collected as the trusted referee, verifying the identity of the
authorized agent representing a regulated or voluntary party or a user of the CATS-Clean Fuel
Regulations portal under the Clean Fuel Regulations. Your personal information will not be used
for any other purpose. Your personal information is being collected under the authority of the
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Canadian Environmental Protection Act and the Clean Fuel Regulations. Personal information is
protected in accordance with the Privacy Act. You have a right to access your personal
information, held by ECCC however, you will need to inform us which regulated or voluntary party
you acted in your role as the trusted referee. Any questions or comments regarding this privacy
notice may be directed to Environment and Climate Change Canada’s Access to Information and Pr
ivacy Division at ECATIP-ECAIPRP@ec.gc.ca. If you are not satisfied that we have adequately
respected your privacy, you have a right to file a complaint. You may contact the Office of the
Privacy Commissioner of Canada by calling their information center at 1-800-282-1376 or by
visiting their contact page at www.priv.gc.ca.

Definitions

trusted referee means a lawyer in good standing with the law society of a province or territory or
a notary or notary public in a province or territory.

authorized agent has the same meaning as section 1(1) of the Clean Fuel Regulations (CFR) and for
the purpose of the Credit and Tracking System (CATS), has full account permissions including
onboarding of all other users to the account. Only one user per account may be assigned this role.

primary supplier means a person as defined in section 1(1) of the CFR.
registered creator means a person as defined in section 1(1) of the CFR.
verification body has the same meaning than in section 1(1) of the CFR.

evidence of identity means a record from an authoritative source indicating an individual's
identity. There are two categories of evidence of identity: foundational and supporting.

foundational evidence of identity means evidence of identity that establishes core identity
information such as given name(s), surname, date of birth, sex and place of birth. Examples
are passports, records of birth, or immigration and citizenship from a vital statistics agency
or immigration authority. This does not include drivers license; and records of marriage, or
name change originating from a jurisdictional authority.

supporting evidence of identity means evidence of identity that corroborates the
foundational evidence of identity and assists in linking the identity information to an
individual. It may also provide additional information such as a photo, signature, or
address. Examples include drivers license; and records of marriage, or name change
originating from a jurisdictional authority.
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Identity Verification Form

Section 1: Identification and contact information of the trusted referee completing the
form

Title First Name Last Name
[T Mr.
_I Ms.
L Other
Trusted referee: | Identification or permit number and name of Law Society or other
L Lawyer accreditation body

|| Notary

L Notary Public
Business Name

Business Address
Number Street City Province/Territory | Postal Code

Telephone number Email Address

Section 2: Identification and contact information of the person names as Authorized Agent

Title First Name Last Name

L Mr.

LI Ms.

| | Other

Business Address of Authorized Agent

Number Street City Province/Territory | Postal Code
Telephone number Email Address

Legal Name and Physical Address of Primary Supplier, Registered Creator or Verification Body
that the Authorized Agent is names to act on behalf of
Legal Entity Name

Number Street City Province/Territory | Postal Code
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Section 3: Authorized Agent evidence of identity

Check below which 2 pieces of evidence of identity from an authority with the relevant
jurisdiction the authorized agent provided to you and which you validated. Note: the pieces of
evidence must include at least one foundational evidence of identity.

Foundational Evidence of Identity

1 Passport

['1Birth certificate

| Record of immigration or citizenship issued
_l Other (Specify type of evidence)
Supporting Evidence of Identity

_ Driver’s license

_ Record of marriage or name change

| | Other (Specify type of evidence)

Section 4: Declaration by notary or lawyer

| declare the authorized agent Signature of the notary(and/or fix seal) or lawyer
named on this form presented
two pieces of evidence of
identity to me, that the evidence
presented acceptably matches
the assertion by the applicant
regarding their identity, and all
instances of evidence of identity
presented were from an
authority with the relevant
jurisdiction. Location of Signature

City Province/Territory/State | Country

| consent to my personal
identifying information being
provided to Environment and Date

Climate Change Canada for the Year Month  Day
purpose of confirming the
identity of the authorized agent.

Personal information is being collected to assure ECCC of the identity of the authorized agent representing the regulated or
the voluntary party, enabling these representatives to open an account in the CATS-Clean Fuel Regulations portal. Personal
information is collected under the authority of the Canadian Environmental Protection Act and the Clean Fuel Regulations
and is protected in accordance with the Privacy Act. Personal information for the trusted referee is used only to ensure the
credibility of the trusted referee. More details about the departmental handling of your personal information can be found
at www.infosource.gc.ca. You have a right to access your personal information and, where required, to correct inaccurate
personal information. Any questions or comments regarding this privacy notice may be directed to ECCC’s Access to
Information and Privacy Division at ECATIP-ECAIPRP@ec.gc.ca. If you feel that your personal information is being handled in
appropriately, you have the right to file a complaint to the Office of the Privacy Commissioner by calling their information ce
ntre at 1-800-282-1376 or by visiting their contact pages at www.priv.gc.ca.
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Clean Fuel Regulations – Credit and Tracking System (CATS)

Instructions for Designating an Authorized Agent

Purpose 

This document provides guidance to a primary supplier, a registered creator, a foreign supplier or a verification body on how to authorize an individual to act as the authorized agent on their behalf for the purposes of the Clean Fuel Regulations’ Credit and Tracking System.

Background 

Environment and Climate Change Canada’s Credit and Tracking System (CATS) is an online platform that manages registration, applications, reporting and the creation and use of compliance credits under the Clean Fuel Regulations. 

For the purpose of using CATS, a primary supplier, a registered creator, a foreign supplier or a verification body must designate an authorized agent to act on their behalf, with full account permissions, to perform their obligations in CATS. 

The authorized agent must be a person who meets the definition of authorized agent as defined in subsection 1(1) of the regulations:



authorized agent means,

(a) in respect of a corporation, any officer of the corporation who is authorized to act on its behalf;

(b) in respect of an individual, that individual or any person authorized to act on behalf of that individual; and

(c) in respect of any other entity, any person authorized to act on behalf of that entity. (agent autorisé)



In order to access CATS and create an account, the authorized agent must submit an Authorization Document, have their identity verified by a trusted referee and submit a completed Identity Verification Form to ECCC as part of the registration process in CATS.

The Authorization Document must clearly demonstrate that the individual named as authorized agent meets the definition of authorized agent under the regulations and has the authority to act on behalf of a primary supplier, a registered creator, a foreign supplier or a verification body. The Authorization Document Template below may be used to produce an Authorization Document. 





Instructions 

1. Draft a document (the template below may be used) that clearly identifies the individual that is the authorized agent and affirms they: 

a. meet the definition of authorized agent under the regulations

b. have authorization to act on behalf of a primary supplier, a registered creator, a foreign supplier or a verification body; 

c. have the authorization for full account access and to carry out all obligations in CATS.



2. The document must include the name, title, and contact information of the authorized agent. The authorization document must also include the organization’s physical address either in the organization letterhead or within the body of the letter.



3. Have the document signed and dated by a person with the signing authority to confirm the authorized agent to represent the organization. If multiple signatures are required affirm an authorized agent on behalf of the organization (e.g., board of directors), repeat the signature, printed name, job title, and signature date for each party.

 

4. Ensure that the person with signing authority has read the Privacy Notice below, and is aware that their personal identifying information is being shared with Environment and Climate Change Canada. A statement indicating that the person has read and is aware of Environment Climate Change Canada’s  Privacy Notice quoting the text itself, must also be included in the Authorization Document.



5. Present the signed Authorization Document to the lawyer or notary completing the authorized agent’s Identity Verification Form so the lawyer or notary can take note of the name of the authorized agent for the purposes of identity verification.



6. Upload the signed and dated document to CATS when submitting the application to register in the Credits and Tracking System. 

Definitions

account means a dedicated space in the Credit and Tracking System (CATS) for a primary supplier, a registered creator, a foreign supplier and verification bodies to perform applicable transactions. 

authorized agent has the same meaning as section 1(1) of the Clean Fuel Regulations (CFR) and for the purpose of CATS use has full account permissions including onboarding of all other users to the account. Only one user per account may be assigned this role. 

foreign supplier has the same meaning as section 1 (1) of the CFR. 

primary supplier means a person as defined in section 1(1) of the CFR.

registered creator means a person as defined in section 1(1) of the CFR.

verification body has the same meaning than in section 1(1) of the CFR. A verification body is mandated by a primary supplier, a registered creator or a foreign supplier to conduct verification activities.

Questions?

[bookmark: _Privacy_Notice]If you have questions about this request, please contact Environment and Climate Change Canada at cfscats-scscncp@ec.gc.ca or call 1-833-849-9160. 



[bookmark: _GoBack]

Privacy Notice

Personal information is being collected to assure ECCC of the identity of the authorized agent representing the regulated or the voluntary party, enabling these representatives to open an account in the CATS-Clean Fuel Regulations portal. Personal information is collected under the authority of the Canadian Environmental Protection Act and the Clean Fuel Regulations and is protected in accordance with the Privacy Act. More details about the departmental handling of your personal information can be found at www.infosource.gc.ca. You have a right to access your personal information and, where required, to correct inaccurate personal information.  Any questions or comments regarding this privacy notice may be directed to ECCC’s Access to Information and Privacy Division at ECATIP-ECAIPRP@ec.gc.ca.  If you feel that your personal information is being handled inappropriately, you have the right to file a complaint to the Office of the Privacy Commissioner by calling their information centre at  

1800-282-1376 or by visiting their contact pages at www.priv.gc.ca. 




[bookmark: _Authorization_Document_Template:]Authorization Document Template:[Insert letterhead] 

[Insert physical address of the primary supplier, registered creator, foreign supplier, or verification body if not included in the letterhead]



[Insert date the letter is drafted]

I/We, [Insert name of person with signing authority], hereby authorize [Insert name of authorized agent (title, physical address, and email address)] to act on behalf of [Insert name of primary supplier, registered creator, foreign supplier, or verification body] as the authorized agent under the Clean Fuel Regulations. 

I/We confirm that [Insert name of authorized agent] meets the definition of authorized agent according to the definition in subsection 1(1) of the Regulations.   I/We also grant [Insert name of authorized agent] full access to [Insert name of primary supplier, registered creator, foreign suppliers, or verification body]’s Clean Fuel Regulations – Credit and Tracking System (CFR-CATS) account for the purpose of carrying out the applicable administrative functions and obligations of the Clean Fuel Regulations. 

I have read and am aware of Environment Climate Change Canada’s Privacy Notice as copied below and am aware that my personal identifying information is being shared with Environment and Climate Change Canada.



Organization authorizer name (Print): [Insert Text]

Organization authorizer job title (Print): [Insert Text]

Contact information of the organization authorizer: [Insert Text]

Date: [Insert date]

Signature:



ECCC Privacy Notice

Personal information is being collected to assure ECCC of the identity of the authorized agent representing the regulated or the voluntary party, enabling these representatives to open an account in the CATS-Clean Fuel Regulations portal. Personal information is collected under the authority of the Canadian Environmental Protection Act and the Clean Fuel Regulations and is protected in accordance with the Privacy Act. More details about the departmental handling of your personal information can be found at www.infosource.gc.ca. You have a right to access your personal information and, where required, to correct inaccurate personal information.  Any questions or comments regarding this privacy notice may be directed to ECCC’s Access to Information and Privacy Division at ECATIP-ECAIPRP@ec.gc.ca.  If you feel that your personal information is being handled inappropriately, you have the right to file a complaint to the Office of the Privacy Commissioner by calling their information centre at 1-800-282-1376 or by visiting their contact pages at www.priv.gc.ca. 
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Clean Fuel Regulations – Credit and Tracking System (CATS)

Instructions for Designating an Authorized Administrator

Purpose 

This document provides guidance to a primary supplier, a registered creator or a foreign supplier on how to authorize an individual to act as the authorized administrator on behalf of the primary supplier, a registered creator or a foreign supplier for the purposes of the Clean Fuel Regulations’ Credit and Tracking System.

Background 

Environment and Climate Change Canada’s Credit and Tracking System (CATS) is an online platform that manages registration, applications, reporting and the creation and use of compliance credits under the Clean Fuel Regulations. 

For the purpose of using CATS, the authorized agent of a primary supplier, a registered creator or a foreign supplier may assign an authorized administrator to their CFR-CATS account to act on their behalf for submitting reports or notices and for administration purposes within CATS. The authorized administrator has similar account permissions as the authorized agent, including managing obligations of the entity they represent and onboarding of read-write and read-only users to the account. This role may be assigned by the authorized agent to one or more users per account.

As part of the registration process in CATS, the authorized administrator must submit an Authorization Document in which a person with signing authority designates them as an authorized administrator.  The Authorization Document must clearly demonstrate that the individual named as authorized administrator has been granted authority to act on behalf of the primary supplier, registered creator, or foreign supplier. The Authorization Document Template below may be used to produce an Authorization Document for the authorized administrator. 

Instructions 

1. Draft a document (the template below may be used) that clearly identifies the individual designated as an authorized administrator and affirms they: 

a. Have been granted authorization to act on the behalf of a Primary Supplier, a Registered Creator or a Foreign Supplier; and

b. Have the authorization to carry out the applicable administrative functions and obligations in CATS.



2. The document must include the name, title, and contact information of the authorized administrator. The authorization document must also include the organization’s physical address either in the organization letter head or within the body of the letter.



3. Have the document signed and dated by the person with the signing authority to delegate an authorized administrator to represent the organization. If multiple signatures are required to authorize an authorized administrator on behalf of the organization (e.g., board of directors), repeat printed name, job title, signature and date for each party.



4. Ensure that the person with signing authority has read the Privacy Notice below, and is aware that their personal identifying information is being shared with Environment and Climate Change Canada. A statement indicating that the person has read and is aware of Environment Climate Change Canada’s Privacy Notice quoting the text itself, must also be included in the Authorization Document.



5. Upload the signed and dated document to CATS when submitting the application to register in the Credits and Tracking System. 

Definitions

account means a dedicated space in the Credit and Tracking System (CATS) for a primary supplier, registered creator, foreign supplier or verification bodies to perform applicable transactions. 

authorized administrator means an individual, a corporation or any other entity who is authorized to act on behalf of a Primary Supplier, a Registered Creator and/or a Foreign Supplier in CATS. Authorized administrator has similar Account permissions as the Authorized Agent, including managing obligations of the entity they represent and onboarding of Read/Write or Read-Only users to the Account. This role may be assigned by the authorized agent to one or more users per account. Given that an authorized administrator has the ability to sign and submit reports, applications and credit trades as per the Regulations, they must meet the definition of Authorized Agent.

authorized agent has the same meaning as section 1(1) of the CFR and for the purpose of CATS use has full account permissions including onboarding of all other users to the account. Only one user per account may be assigned this role. 

primary supplier means a person as defined in section 1(1) of the Clean Fuel Regulations.

registered creator means a person as defined in section 1(1) of the Clean Fuel Regulations.

foreign supplier has the same meaning as section 1 (1) of the Clean Fuel Regulations. 







Questions?

If you have questions about this request, please contact Environment and Climate Change Canada at cfscats-scscncp@ec.gc.ca or call 1-833-849-9160.



[bookmark: _GoBack]Privacy Notice

Personal information is being collected to assure ECCC of the identity of the authorized administrator representing the regulated or the voluntary party, enabling these representatives to carry out their obligations in the CATS-Clean Fuel Regulations portal. Personal information is collected under the authority of the Canadian Environmental Protection Act and the Clean Fuel Regulations and is protected in accordance with the Privacy Act. More details about the departmental handling of your personal information can be found at www.infosource.gc.ca. You have a right to access your personal information and, where required, to correct inaccurate personal information.  Any questions or comments regarding this privacy notice may be directed to ECCC’s Access to Information and Privacy Division at ECATIP-ECAIPRP@ec.gc.ca. If you feel that your personal information is being handled inappropriately, you have the right to file a complaint to the Office of the Privacy Commissioner by calling their information centre at 1-800-282-1376 or by visiting their contact pages at www.priv.gc.ca. 
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Authorized Administrator Authorization Document Template:[Insert letterhead]

[Insert physical address of the primary supplier, registered creator, foreign supplier, or verification body if not included in the letterhead]

[Insert date the letter is drafted]

I/We, [Insert name of person with signing authority], hereby authorize [Insert name of authorized administrator (title, physical address, and email address)] to have access to the CATS account for [Insert name of the primary supplier, registered creator or foreign supplier] and to act as an authorized administrator for the purposes of carrying out the applicable report or notice submissions, administrative functions and other obligations in the Clean Fuel Regulations - Credit and Tracking system (CFR-CATS).  

I have read and am aware of Environment Climate Change Canada’s Privacy Notice as copied below and am aware that my personal identifying information is being shared with Environment and Climate Change Canada.



Organization authorizer name (Print): [Insert Text]

Organization authorizer job title (Print): [Insert Text]

Contact information of the organization authorizer: [Insert Text]

Date: [Insert date]

Signature:

ECCC Privacy Notice

Personal information is being collected to assure ECCC of the identity of the authorized administrator representing the regulated or the voluntary party, enabling these representatives to carry out their obligations in the CATS-Clean Fuel Regulations portal. Personal information is collected under the authority of the Canadian Environmental Protection Act and the Clean Fuel Regulations and is protected in accordance with the Privacy Act. More details about the departmental handling of your personal information can be found at www.infosource.gc.ca. You have a right to access your personal information and, where required, to correct inaccurate personal information.  Any questions or comments regarding this privacy notice may be directed to ECCC’s Access to Information and Privacy Division at ECATIP-ECAIPRP@ec.gc.ca.  If you feel that your personal information is being handled inappropriately, you have the right to file a complaint to the Office of the Privacy Commissioner by calling their information centre at 1-800-282-1376 or by visiting their contact pages at www.priv.gc.ca. 
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