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Draft Operations Manual Outline

1. Introduction

11 Objectives

This manual defines the operational procedures for ongoing cooperation between registries,
the International Transaction Log (ITL) and Supplementary Transaction Logs (STLs) under
the Kyoto Protocol. It defines mechanisms and procedures for the coordination of activities
during the implementation phase of emissions trading.

12 Guiding Principles

The following principles have guided the development of these operational procedures and
should be referenced as they are implemented.

Minimize interruptions in registry operation;

Ensure accuracy and quality of data;

Promote fairness and transparency of registry, STL and ITL operation
Ensure proper operation of registries

Ensure responsibilities and burdens proportionate to the benefits and level of activity
associated with each registry;

All operating activities of the Parties and UNFCCC in support of GHG trading will be
documented and presented to the SB or COP, on an periodic basis; and

Ensure efficient and timely processing of transactions.
13 ReferenceMaterials
Data Exchange Standards for Registry Systems under the Kyoto Protocol (DES)
ITL Technical Specification
COP Decisons
Rules for Regiona Trading Schemes (relative to STLS)
14 Summary of Roles and Responsibilities
This outline assumes that the broad responsibilities and authorities for managing and
overseeing the proper operation of registries and the ITL have been defined within an agreement on
the cooperation among registry administrators. Thiswould involve a structure involving amain

committee and workgroups for specific areas. The following sections define the general
responsibilities which are the basis each procedura area addressed below.
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14.1 Registry Administrators
Registry Administrators designated by a party would have the following responsibilities:

Coordination with ITL administrator;

Coordination with other registry administrators;

Technical responsibilities (in accordance with the Registry's System Operations
Manual); and

Security (in accordance with the Registry's Security Plan).

142 |ITL Administrator

The ITL Administrator and the ITL host selected by the ITL administrator would have the
following responsibilities:

Communications for most workgroup activities relative to all interested parties,
Coordination with registry administrators;

Coordination with STLs;

Coordination with Compliance Committee under the Kyoto Protocal;

Coordination with CDM Executive Board and Article 6 Supervisory Committee;
Technical responsihilities (in accordance with the ITL System Operations Manual);
and

Security (in accordance with the ITL's Security Plan).

TheITL could serve asthe central repository for decisions, activity tracking and documents,
including, but not limited to, change management, public information, and test protocols. The ITL
administrator would administer these aspects of the ITL responsibilities.

2. Reconciliation Procedures

This chapter will define the organization and procedures for completing reconciliation
between registries and the ITL. Reconciliation ensures that the records at the I TL are consistent with
each registry, by comparing key data sets on aregular basis.

21 Roles and Responsibilities
The Reconciliation Workgroup could have responsibility for :

--  Development of detailed procedures, as described below;

--  Oversight of process, to ensure that reconciliation is occurring on the required
frequency and that inconsistencies are resolved as quickly as possible;

--  Genera scheduling; and

-- Reporting to the wider group of administrators.

The ITL Administrator could have responsibility for:

-- Day-to-day scheduling;
-- Initiate Reconciliation actions;
-- Coordination with Registry administrators and STL administrators;
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2.2

--  Manud intervention;

--  Documentation/report to the Reconciliation workgroup;

--  Technica assessment/analyses; and

--  Change management proposals identified as a result of reconciliation problems.

The Registry Administrator could have responsibility for:

-- Coordination with ITL administrator;

--  Manual intervention;

--  Technical assessment/analyses; and

--  Change management proposals identified as a result of reconciliation problems.

Procedures

The following detailed procedures will be developed by the Reconciliation Workgroup. As
an outcome of the technica assessment and analysis conducted by the group, these procedures
would be reviewed and revised to ensure data quality and accuracy and to make the process as
efficient and cost effective as possible.

Minimum frequencies. A minimum frequency for al registries should be agreed to,
for example, daily or weekly. Frequencies for conducting specific phases of the

reconciliation process may also be established.

Criteriafor determining initial frequency for al registries. At the outset it is expected
that every registry would reconcile with the ITL on aweekly bass.

Criteriafor determining standard frequency for each registry: For example, a matrix
could be used to assign valuesto the following items. Scores in defined ranges
would be associated with frequency levels ranging from weekly to bi-annual.

-- #of transactions;

-- # of transactions discrepancies,

-- #of unitsin transactions,

-- # of past reconciliations resulting in inconsistencies and intervention; and
--Prior reconciliation resulting in inconsistency and intervention.

Analysis of reconciliation results. The Reconciliation Workgroup should define
methods and periodically assess the results on the reconciliation process to determine
if modifications to the frequency or scope of reconciliation are necessary. The
workgroup will also assess the causes of inconsistencies and, if appropriate, make
recommendations to the Change Management workgroup to modify the DES to
prevent inconsistencies.

Procedures for requesting reconciliation. For example, aregistry may be aware of
potential data risks relating to a unscheduled shutdown or significant upgrade to the
software that could be assessed through the reconciliation process.

Criteriafor triggering unscheduled reconciliation: For example, reconciliation
inconsistency at one registry involving an external transfer of units to another

registry.
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3.2

3.3

Procedures and required documentation for manual intervention. Although the DES
reguires records of manual intervention, it is expected that the Reconciliation
workgroup could find it beneficial to standardize the content or format of manua
intervention reports.

Procedures for further action if aregistry is repeatedly unable to complete a
successful reconciliation or failsto participate in the manual intervention process.

Change M anagement Procedures

DES Requirements
The DES defines the overall objectives of the change management process and requires the

establishment of a change management process between registries and the ITL. These
procedures are defined in this section.

Process for Requesting Changes

Any Registry, ITL or STL Administrator may submit a Change Proposal to the ITL
Administrator. Thisindividual or party is the Proposer.

The ITL Adminigtrator could record the receipt of the request, assign a number,
identify sponsor(s) and initiate tracking. (ITL administrator or workgroup staff). The
ITL Administrator notifies the chairperson of the Change Management Workgroup
and others. The ITL Administrator would develop a plan and schedule for
consideration of the request and forward this plan as a recommendation to the
workgroup chairperson.

Considering the recommendations of the ITL Administrator, the Workgroup could
assign persons and determine a schedule for impact assessment  Where appropriate,
the proposer could be assigned to the assessment team or could be invited to
participate in the process at the workgroup review stage. The workgroup chairperson
would aso determine the "level” of review commensurate with the scope and impact
of the proposed change.

The ITL Administrator could assist the chairperson in implementing the plan, by
distributing information, etc.

The ITL Administrator could inform the proposer of the plan and schedule for
consideration.

In an emergency the proposer could request expedited action to address a critical
problem, and the workgroup chairperson has the discretion to modify the process
described below to act on this basis.

Content of Change Proposal

The change proposal would be sent to the ITL Administrator as follows:
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3.6

Be in awritten or electronic format.
Must explicitly identify the request as a Change Proposal.
Contain the following minimum elements:

Statement of need;

Justification of the need,

High level functional description; and
Recommended priority or timeframe

Impact Analysisfor Proposed Changes

Assigned workgroup members could be responsible for assessing the content of the proposal,
including:

Justification;

I mpact/scope;

Feasibility; and

Congtraints.
If appropriate or necessary, the assessment workgroup could consult other technical experts,
request additiona information from the proposer or other parties, or propose aternative
solutions to the identified problem.
A brief assessment report, including arecommendation, could be sent to the workgroup.

Approval of Change M anagement

The workgroup could consider the assessment report and recommendation and determine
whether the proposed change will be approved or disapproved.

As part of an approvd, the workgroup could determine:

Conditions of approvd,;

General implementation timeframe and strategy;
Method and timing for communication,;
Document revision process; and

Additional next steps.

As part of adisapproval, the workgroup could:

Inform the proposer and other registries; and
Share the assessment report, recommendations and reasons for disapproval.

Development of Implementation Plan

If approved, the workgroup could assign persons to develop an implementation plan for the
change. For significant changes involving all administrators, the implementation schedule
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3.7

3.8

4.1

and approach should be circulated in draft to all affected partiesand finalized only after
consensus has been reached. This plan would include:

Schedule;

Technical Specification;

Testing Requirements;
Communication plan;

Version determination/assignment; and
Other dependencies.

Implementation

It would be the responsibility of the Registry, ITL and STL Administrators to adhere to the
schedule and conform to the technical specifications for the change. As appropriate, each
registry could test and deploy according to the implementation plan requirements. The ITL
Administrator could also test and deploy the ITL changes, support al registry testing and
provide other types of support or information. A key objective should be to minimize
downtime and reduce the risks associated with the upgrade process.

Monitoring and Reporting
The Workgroup chairperson, in consultation with the ITL Administrator, could be responsible
for monitoring the completion of each change management request and its resolution. This
could include providing information to the public and reporting to the Board on a periodic
basis.
Ongoing Testing Procedures
This chapter would define the organization supporting and procedures for assessing the
capability of aregistry to participate in emissions trading and communicating with the ITL on
an ongoing basis. This assessment and testing could occur following the initialization of a
registry to communicate with the ITL and any further testing required as part of a Change
Management process.
Rolesand Responsibilities

The Testing and Assessment Workgroup could have responsibility for:

--  Deveoping methods for ongoing testing and assessment, including methods,
frequency and criteria for selection;

-- Reviewing testing and assessment report and recommendations from I TL
administrator; and

--  Selecting appropriate level and priorities for testing registries.
Registry Administrators could have responsibility for:

-- Assigning staff to respond to and participate in any testing or assessment
activities;
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-- Coordination and scheduling of activities related to ongoing testing or
assessment;

-- Providing information and participating in any required supplementary tests
requested by the Workgroup or the ITL Administrator;

--  Documenting al test results; and
-- Identifying significant upgrades or software changes at the registry.
The ITL Administrator could have responsibility for:

-- Assigning staff to work with each registry for ongoing testing and assessment of
registry capability;

-- Participating in testing sequences defined for the ongoing testing of aregistry;

-- Reviewing al documents or other data provided by the registry as part of the test
and assessment process,

--  Documenting al test and assessment results;

--  Tracking dl testing and the status of al registries with respect to completion of
the test and assessment process;

-- Reviewing dl required documents,
--  Recommending follow -up steps to Workgroup;
--  Documenting and reporting assessment results and status to the workgroup; and
--Publishing results, upon approva by the workgroup.
4.2 Procedures

Detailed procedures could be developed by the Testing and Assessment Workgroup. Asan
outcome of the ongoing assessment and analysis of the process conducted by the group, these
procedures could be reviewed and revised to make the process as efficient and effective as
possible. These procedures could include:

Scheduling requirements and practices; including recommendations about how
process can be completed within predictable timeframes;

Requirements for the tracking of registry assessment results, including the level of
detail, formats, and technical mechanisms;

Procedures and standards for Document management, including document formats
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5.1

Procedures for recommending followup steps including recommendations to the
Board relating to ongoing Registry operations, and conditions;

Procedures for publishing results (particularly negative results) and for
communicating results to participants and other registries;

Development of methodol ogies for ongoing assessment and testing of aregistry. The
methodol ogies should take into account the following factors:

-- Registry size and level of activity;

-- Registry history of both discrepancies and inconsistencies; and

-- Recommendations or finding of the Article 8 Supervisory Committee.
Development of criteriafor selecting Registries for testing and ongoing assessment;

Development of requirements for assessment report format and content; and

Coordination with the Article 8 Supervisory Committee.

I ssue Resolution Relating to Ongoing Cooper ation

This chapter could define the organization and procedures that would be implemented to
ensure that the day-to-day communications and coordination between registries and the ITL is

effective. When disagreements or issues arise, these procedures could be used to resolve
them as in a consistent and timely manner.

Roles and Responsibilities

A party, as represented by the Registry Administrators (or others?), and the ITL
Administrator could have the following responsibilities:

--  Document issue or problem

--  Submit request for resolution to responsible body;

-- Asrequested by the responsible body, respond to issues by providing
information, data and by participating in discussions designed to resolve them.

The Issue Resolution workgroup could have the responsibilities in two discrete aress.
the development of processes and guidance to avoid the development of significant
issues; and participation in arbitration or facilitation activities to resolve specific
disagreements.

The responsihilities relating to criteria and prevent would include:

--  Deveopment of procedures for assessment and resolution of issues raised;

--  To consider and recommend methods for parties to resolve issues or problems
without requiring intervention by the workgroup;
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-- To evaluate processes resulting in a high level of issues or problems to determine
improvements that will reduce opportunities for misunderstanding or
disagreements; and

-- To consider and recommend steps to prevent significant disagreements or
unresolved problems;

The responsibilities relating to problem resolution could include:

--  Totrack issues and their resolution;

-- Toassst partiesin the resolution of issues raised, by assessing information
provided, convening meetings or other forums for communication between the

parties, and by recommending solutions or compromises;

--  To communicate information about issues and their resolution to parties and the
public.

52 Scope of Issue Resolution Process

The issue resolution process could include the following types of issues and problems:

Transfers between registries. For example, when a rejection of an externa transfer by
an acquiring registry is not understood or is challenged as inappropriate.

Resolution of reconciliation inconsistencies involving more than one registry. This
process would be used only when the parties involved in the manual intervention are

unable to agree upon the appropriate changes to data to achieve data consistency with
the ITL.

Resolution of issues relating to the receipt of a notification from the ITL or the
interpretation of transactions intended to address the notification.

Resolution of problems (or perceived problems) related to security risks or the failure
of aregistry to address known security risks.

It is expected that the process would not extend to conformance of aregistry with Kyoto rules
unrelated to transaction processing.

53 Proceduresfor | ssue Resolution
These procedures followed to assist in the resolution of issues or problems could include:
One or more parties could submit a written request for assistance in the resolution of
a specific problem or issue. This request could include detailed information about the

isste, including parties involved, facts, and impacts.

The Chairperson could assess the time criticality of the request and determine an
appropriate schedule and approach.
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The Chairperson could notify other parties and requests information and/or response
to specific questions.

The Workgroup could consider information provided in meeting(s) and recommend
solution(s). Parties could request or be invited to participate in the meetings.

The Chairperson could document recommendation and communicates to parties.

6. Suspension of Communication with ITL

The failure of aregistry to meet the standards for operation implicit in the Data Exchange
Standards may result in the suspension of privileges to communicate with the ITL, either for
someor al processes. This chapter could address the conditions and procedures that might

result in suspension of a communication privileges with the ITL.

6.1 Rolesand responsibilities

A workgroup could have responsibilities in two discrete areas.  the devel opment of
processes and guidance relating to communication privileges and standards and
criteriato maintain these privileges; and evaluation of registry activitiesin relation to
the standards and criteria

The Workgroup could have the following responsibilitiesrelating to procedures,
standards and criteria:

--  Development of criteria for suspension;

--  Development of a process for suspension;
--  Development of a process for reinstatement;
--  Development of communication plan;

The workgroup could have the following responsibilities relating to registry actions
and capability to conform to the necessary standards.

-- Evduate suspension and reinstatement recommendations; and
--  Implement suspension and reinstatement decisions; and

--  Recommend cessation of communications to the Board; and
--  Provide documentation and other information to the Board.

The ITL Administrator could have the following responsibilities:

-- Toidentify critical operational failure by aregistry to institute an emergency
suspension process; and

--  Toimplement suspension of aregistry upon the direction of the Board
Chairperson.

With the exception of emergency suspension, the main committee could have the
responsibility to consider the recommendations of the workgroup with respect the
capability and actions of a specific registry.
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6.2

6.3

6.4

Procedures

Suspension or reinstatement procedures could include the following steps.

ITL Administrator could request consideration of suspension or reinstatement action;

Chairperson could consider time sensitivity, type of request and schedules
assessment, coordinates with registry forum;

Chairperson and workgroup could consider request;
Chairperson could document results;

Chairperson could communicate results and required actions to other registries and
ITL administrator;

Chairperson could communicate decision to registry (including specific criteria for
reinstatement, if appropriate);

Chairperson could provide information to public; and

Chairperson could provide information in report to COP.

Criteriafor Action

The following criteria could apply to registry suspensions:

Emergency suspension:

-- Communicationsto ITL compromise ITL data or datain other registries; and
-- Regigtry actions threaten credibility of ITL and/or Registry

Normal suspension:

-- Regigry alowstransfers without I TL confirmation;

-- Registry dlowstransfers which are inconsistent with Kyoto requirements,

-- Demonstrated and recurrent risks addressed by registry (such as failure to backup
dataor falure to impose or follow security plan);

Criteriafor Leves of Suspension

Two levels of suspension could be implemented: partial suspension and full suspension. Full
suspension would result in no communication with the ITL; partial suspension would result
in limited communication (for example, reconciliation or atype of transaction only). The
determination of the appropriate type or level of suspension could depend upon criteria
developed by the workgroup. These criteria could include:
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Potential or known risks to dataintegrity at the ITL or registry; and

Whether or not reconciliation or allowed transaction types would correct or
demonstrate correction of problems resulting in suspension.

Criteria for Reinstatement

Successful testing;
Proof of other technical corrections; and
Successful reconciliation.

Other Areas of Cooperation

Cooperation could involved other activities, including both information sharing and other
forms of cooperation and support. For example, the cooperation could oversee effective
sharing of information about operational status, scheduled downtimes, registry staffing. Also,
the cooperation could support the development of information and resource sharing
mechanisms that could facilitate registry development and operation. These resources could
include, for example, the development of a Best Practices guide, and similar materials.
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