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The information in this document is based on the requirements set forth in the Climate Commitment Act
(CCA), Chapter 70A.65 RCW, and the CCA Program Rule, Chapter 173-446 WAC (collectively referred to as CCA
Requirements). If there is any apparent conflict between this document and the CCA Requirements, the CCA
Requirements shall control.



Overview of CITSS Entity Account Application Process

If you are working on behalf of an entity to participate in the Washington cap-and-invest
program, your first step is registering in the Compliance Instrument Tracking System Service
(CITSS). CITSS is the platform that implements Washington’s cap-and-invest program, as well
as the programs of other jurisdictions including California, Québec, and Nova Scotia. There
are two steps to registration. This manual describes the second step: registering for an entity
account in CITSS. The CITSS New User Registration and User Profile Management Guide
walks through the first step: registering yourself as an individual user in CITSS.

Once Ecology approves your user registration in the CITSS, you may begin to add entities you
will represent. Once approved, Ecology will assign accounts for holding, trading, selling, and
retiring emissions allowances to your entity.

Entity accounts from Emission Trading Systems (ETS) in other jurisdictions cannot be used.

The Washington cap-and-invest program is separate from California’s Cap-and-Trade
Program and the Cap-and-Trade System of Québec (which are linked), and the Nova Scotia
cap-and-trade program (which is not linked with another jurisdiction). Your entity needs to
create a new account in CITSS for Washington, even if your entity already has an account
in CITSS registered for California, Québec, and/or Nova Scotia. Your entity cannot transfer
allowances between entity accounts in Washington and other jurisdictions.

NOTE:
You must complete and submit your own user
registration in CITSS. Do not submit user registration
for others. The CITSS user terms prohibit disclosure of
your CITSS User ID, password, and security questions
information to anyone.

A general overview of the process is shown in the flowchart on the next page.


https://apps.ecology.wa.gov/publications/summarypages/2202039.html

Ecology Approves Your
User Registration

You fill out your Online
Account Application in CITSS

You Complete
Forms 1, 2, 3

You Submit to

o You Revise your
Ecology Digitally

Application

Ecology Requests
Changes

Ecology Approves

All Entites Covered and Opt-In Electric and Natural Gas Utilities

Holding Account Compliance Account Limited Use Holding Account

Fig 1. Simple flowchart of the account application process
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Account Types

Ecology will assign the appropriate allowance accounts to your entity. Depending on your
entity type, you may not have certain accounts.

Holding Account

All entities will be given a holding account (general account in CITSS). This account holds
compliance instruments that may be bought at auction, saved for future use, or transferred
between CITSS entities.

Compliance Account

Covered and opt-In entities will be given a compliance account. Entities transfer compliance
instruments into this account to meet compliance obligations.

NOTE:

Limited exemptions can allow a covered or opt-in
entity to store additional allowances in its compliance
account if its compliance obligation exceeds the
standard holding limits.

NOTE:

Once you place allowances in your compliance account,
only Ecology can remove or transfer them. They are no
longer available for trading with other entities.

Limited Use Holding Account (LUHA)

Electric and natural gas utilities, whether covered, opt-in, or general market participants,
will be given a limited use holding account (LUHA). Electric utilities and natural gas utilities
can transfer their no cost allowances to the limited use holding account for consignment
to auction.



Entity Types

Covered Entit

Covered entities are companies that must participate in the cap-and-invest program because
they exceed a threshold of annual GHG emissions (covered emissions). Covered entities

are required to meet a compliance obligation by transferring compliance instruments they
acquire to their entity’s compliance account in CITSS.

Ecology will provide additional information on compliance prior to the first compliance
deadline in November 2024.

In CITSS, all covered entities will be given a holding and compliance account for allowances.
Covered electric and natural gas utilities in the program also receive a Limited Use Holding
Account (LUHA) where they receive no-cost allowances from Ecology.

Covered entities may participate in auction and Allowance Price Containment Reserve
(APCR) sales.

Covered entities must associate at least one facility with their CITSS account. Ecology
encourages covered and opt-in entities in Washington’s cap-and-invest program that are in a
direct corporate association with unified ownership to apply for a CEA.

Opt-in Entity
Opt-in entities emit greenhouse gas (GHG) emissions below the threshold, but voluntarily
choose to enter the program. Once registered in the cap-and-invest program, opt-in entities

must meet compliance obligations.

In CITSS, all opt-in entities will be given a holding account and a compliance account.

NOTE:

While opt-in entities may participate in auctions and
Allowance Price Containment Reserve (APCR) sales,
per the statute and regulation, opt-in entities do not
receive allowance allocation, and cannot participate in
price ceiling sales.




TIP:

All covered and opt-in entities must associate at least one facility
with their CITSS account. CITSS uses the term “facility” to refer
to suppliers and first jurisdictional deliverers of electricity, as well
as facilities. In Washington, each covered entity or opt-in entity

is a separate facility, supplier, or first jurisdictional deliverer of
electricity.

Adding multiple facilities creates a Consolidated Entity Account
(CEA). CEAs are helpful for entity management: they allow multiple
covered and opt-in entities to hold allowances for compliance with
aggregate emissions obligations. CEAs also reduce the need for
determining shared holding and purchase limits. See Appendix D:
Direct and Indirect Corporate Associations for more information.

General Market Participant

General market participants (GMPs) are market participants that are not covered entities nor
opt-in entities in the program. GMPs intend to hold allowances and voluntarily participate in
the program. GMPs do not have compliance obligations.

GMPs can be organizations or individuals. Individuals must have primary residence in the
United States and entities must be located in the United States.

The following types of entities are not eligible to register as General Market Participants (GMP).
e Individuals who are officers or employees of covered or opt in entities
» Offset verifiers
* Offset project registries

e Emissions reporting verifiers

In CITSS, GMPs will be given a holding account for allowances. Electric and natural gas utilities
qualifying as GMPs will also be given a LUHA to hold no cost allowances.

CITSS does not allow GMPs to associate facilities with their account.

GMPs may only participate in auctions and cannot participate in APCR sales.



Table 1: Summary table of entity information

Entity Type :::L?:Zi:?:t Accounts in CITSS | Facilities in CITSS | Auctions

Covered Required gs::ipr:gnce, LUHA* Yes Auction and APCR
Opt-in Voluntary gsrr;erjl?;’nce, LUHA* Yes Auction and APCR
g:ﬂ?;?a'\:f(rgﬁp) Voluntary | Holding, LUHA* No Auction

*For electric and natural gas utilities only

Consolidated Entity Accounts (CEA)

Entities with covered entity or opt-in entity account types in CITSS can create a Consolidated
Entity Account (CEA). CEAs allow multiple covered and opt-in entities with unified ownership to
hold allowances for compliance with aggregate compliance obligations. A CEA simplifies facility
management and unifies an entity’s holding and purchase limits and auction participation:

* Purchase and holding limits are automatically generated for a CEA in CITSS, and no further
action is required from the entity in order to establish the limits.

e Auction participation for a CEA is simple, as it only requires the CEA account holder
to initiate event participation and submit auction documentation.

Ecology encourages covered and opt-in entities in Washington’s cap-and-invest program that are
in a direct corporate association with unified ownership to apply for a consolidated entity account.

CEAs are created by adding multiple facilities to a covered or opt-in entity account in CITSS.

* The applicant must be able to demonstrate that it has the controlling ownership or
authority to act on behalf of all members of the CEA.

* The applicant must provide signed attestations from the officers or directors of each facility
confirming interest in joining the CEA. For entities with unified ownership, the officers and
directors may be the same.

* The applicant cannot be subsidiary to or controlled by another associated entity within the
direct corporate association.

Entities that control multiple facilities are not required to create CEAs and can choose to manage
them under separate CITSS accounts. This may make compliance obligations and holding limits
more difficult to manage. See the next section on Corporate Association Groups.

Entities that create account applications in CITSS as a General Market Participant are not able
to add facilities or other General Market Participants to their account, and so cannot create a
Consolidated Entity Account in CITSS.
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Corporate Association Groups (CAG)

Ecology will create a Corporate Association Group (CAG) for entities in direct corporate
association, including those under unified ownership.

e Entities in direct corporate association, that are not part of a CEA, will be required
to determine percent shares of purchase and holding limits for each entity in the
CAG and submit that information to Ecology using the Corporate Association and
Structures Disclosure Form.

e All members of a direct corporate association must independently confirm the
allocation of holding and purchase limits by separately submitting forms to Ecology
with matching holding and purchase limits.

* When entities in a CAG wish to change the purchase and holding limit shares, they
will need to submit updated forms to Ecology.

Auction participation will require each entity account to initiate auction participation and
submit auction documentation.

CAG vs. CEA

Corporate Association Groups refer to multiple entities
grouped together due to corporate associations

Consolidated Entity Accounts refer to a single entity
having ownership over more than one facility.

You may be a member of a CAG and have a CEA!

Table 2: Summary table differences between single entity accounts, CEAs, and CAGs

Single Entity Consolidated Corporate Association
Account Entity Account | Group (CAG)
(CEA)

Holding limit (Total Full holding Full holding Your entity shares
amount of allowances you | limit for entity limit for entity | standard holding limit
can hold in your account) with other entities
Purchase limit (Total Full purchase Full purchase Your entity shares
amount of allowances limit for entity limit for entity standard purchase
you can purchase in limit with other entities
each auction)
Changing your holding n/a: entity n/a: entity All entities in CAG
limit or purchase limit has full limits has full limits must agree to changes




Entity Account Application Package

Your complete Account Application Package will include the following. You will see links to
download the three forms after submitting your user registration in CITSS.

* Online CITSS Entity Account Application
e 3 Forms:

e Form 1 Account Application Checklist (for your reference)

e Form 2 Account Application with Attestations Form

e Form 3 Corporate Associations and Structure Disclosure Form

Ecology encourages electronic signatures on CITSS registration forms. See Appendix C:
Examples of Acceptable Electronic Signatures for more information.

Ecology requires all documents submitted electronically using one of the following methods:
e Complete, sign, and submit using DocuSign (recommended).
* Upload completed and signed forms to Box.com.

* Email completed and signed forms to RegistrarCCA@ecy.wa.gov.
(Ecology recommends users password protect the file and encrypt the email).

See the Account Application Checklist for more information. Ecology will not accept physical
paper copies of Entity Account Application Packages.

If you have questions or need assistance submitting your Entity Account Application
Package, please contact RegistrarCCA@ecy.wa.gov.

Ecology Review and Deadlines

You will not be able to access your entity accounts in CITSS until Ecology has received,
reviewed, and approved your Entity Account Application Package. Please allow up to 2
weeks from receipt of materials for Ecology to make a decision. In winter of 2022, Ecology
may have extended processing times.

Covered Entities required to participate in the program must submit online user registration
in CITSS, user forms, online entity account registrations in CITSS, and entity forms within 40
days of receiving notice to register from Ecology.

Opt-in entities and General Market Participants do not have a CITSS registration deadline.
However, you must have active and approved user and entity accounts in order to initiate an
auction application. Auction applications are due no later than 30 days prior to an auction.

All entities must submit changes to entity account information, corporate association
disclosures, and/or PAR and/or AAR of an entity to Ecology no later than 40 days before an
auction or APCR sale. Failing to update this information by the deadline will result

in disqualification from the upcoming auction or ACPR sale.
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CITSS Online Entity Account Application

The online registration process begins at www.wci-citss.org. This site can be accessed 24/7
unless there is scheduled maintenance or a sudden outage.

Take note of the information in the GUIDELINES FOR USE section of the CITSS home page:
* Do not use your browser’s back arrow.
* Do not switch between English and French.
* Use a compatible web browser. (Microsoft Edge, Firefox, Safari, Chrome, and Opera)
» Storing CITSS user names and passwords in your browser weakens account security.

e Using “autofill” functions may result in improper data entry and return errors.

English - Frangais

You must log in to CITSS. In order 10 Jeg in, wou must have a User 1D and a password. If you need to créate a User |D and password, procead to the Liser
Registration page.

Contact Us

User Registration
Your password i5 case-sensitve

Notice: CITSS is for use by authorized users. Use is monifored sndior may be resiricled & any time. Conlfidential infarmation may not be scoessed or used
without suthonzation. Unauthonzed or improper use of this sysfem may resul in administrative, civi, anddor crimingl penaibies. Lise of tis sysiem, authorzed
or unauthonzed, constiutes consent fo mondonng and information rafneval. By accessing this Systen you ane acknowiedging and consenting to these lems
and condifions. Leave this site immediately .f)"clll are nol an authonzed vser or do not agree 1o the condiions in is notice.

User ID: s
Password: n

| Sign In |

Forgol passworg?

Fig.2: CITSS login page

Enter your user ID and password, and select SIGN IN. The user home page will appear.

Once logged in, select ACCOUNT REGISTRATION from the left menu to begin account application.

English - Frangais - LOGGED INAS: usemame

welcome to WC' ClTSS Last successtul login: 2022-08-29 105230 EDT

Contact Us My Accounts

My User Profile You do not have access fo any accounts.

Account Registration

Glossary

Fig.3: CITSS user home page



http://www.wci-citss.org

Jurisdiction and Account Type

Select Washington State as the jurisdiction. Next, select your ENTITY TYPE from the drop down.

&

English - Frangais - LOGGED INAS: usemame

Account Application: Jurisdiction and Account Type

Home
Contactlis Creating an account 1o hold compliance instruments in CITSS is a multiple-step process that includes electronic registration and mailing required infarmation
My User Profile and altestations to the Jurisdiction Registrar. An account mus! have st least two regresentatives, the Primary Account Representalive (PAR) and an Altemale

Account Raprasentative (AAR). These indviduals must ba registered users in CITSS.

After completing the electronic Account Application, your information will be elecironically submitted to the Junsdiction Registrar. The electronic submission
must be supportad by printad copies, signed by the PAR and sach AAR, and additional documents that are mailed to tha Registrar for approval. You will be
provided instructions and additional forms to complete the submittal of the electronic account application

Account Registration

Glossary
The Jurisdiction Registrar will approve or defy acoount applications based upon réview of the account application, certificates of representation for the PAR

and AAR. and any other decumentation required by the account application process.

- | CITSS support information is available at: Mips Mwo-nt orglolss-2eppor

Select the appropriate information below to begin the Account Application process

Jurisdiction * [ Washington State v |
Entity type * |~ Seleci - |
Continue Coverad Entity, Coverad Source, of Opt-in Entity

General Market Participant - Individual
General Market Participant - Organization

Fig.4: Account registration start page

Covered and Opt-In

Entity Information

Review the information on the page. Enter the entity legal and operating name (Fig. 5):

* LEGAL NAME refers to the name on record with the Washington Secretary of
State. Please enter your legal entity name using the search tool found at
WWW.S0S.wa.gov/corps/.

* OPERATING NAME refers to the name used when reporting greenhouse gas emissions.
Find information on registering and reporting GHG emissions on the Ecology

greenhouse gas reporting webpage.


http://www.sos.wa.gov/corps/
https://ecology.wa.gov/Air-Climate/Climate-change/Tracking-greenhouse-gases/Greenhouse-gas-reporting
https://ecology.wa.gov/Air-Climate/Climate-change/Tracking-greenhouse-gases/Greenhouse-gas-reporting

English =« Frangais - LOGGED INAS: usemame

== FEE P P P R e B PP P

Log Out

Home
Contact Us Covered enlities and opt-in antities are required 1o create an account in CITSS in ordar to be assigned compiance and holding accounts. Users can stan a
My User Profile new CITSS account application from this page

Covered entities are facilities, supplers, and first jurisdictional deliverers with greenhause gas emissions and compliance obligations coverad uncer the
Account Registration Climate Commilment Act (Chapter T0A 65 RCW and Chapter 173-445 \WAC).

Opt-in entities are not a covered entity, but voluntarity participate in the Climate Commitment Act cap-and-invest program, as authorized under RCW
Representative Reports T0A55.090(3).

Each facdity, supplier, of first jurisdictional deliverer Serving as an alectricity mportar, is & separata covered antity. Howewer, if covarad of opl-in entities ane
Glossany members of a direct corporale association with cenfrolling ownership, or authority te act on behalf of all members of a direct corporate asseciation, they may
appdy for a consolidated entity account. To 9o 50, identify @ach associated entity on the Facility Management page

IMPORTANT: Before creating a new account, please ansure that an account for your facility, business, or organization hasn't already been created
by another user.

[ e

Ender the legal name that is on record with the Washington Secretary of State. Legal names can be found at: hifps /¢
Operating Name | Trade Name of Entity

)5 W3, QOV/COIDS/,

Enter the name of the entity that is used for reporting of emissions of greenhouse gases to Washington State under Chapler 173-441 WAC, if applicable.
Sleps to register your facility and report your greenhouse gases may be found on the Ecology greenhouse gas reporing wabpags.

If the legal name and the cperatingtrade name are the same, enter that name in both fialds

Entity Information
Jurisgiction Washington State
Entity Type Covered Enfity, Covered Source, or Opt-in Entity

Start a new Covered Entity, Covered Source, or Opt-in Entity.

Legal Name | ]
| ]

Operating Name . [

Continue Back

Fig.5: Covered Entity, Covered Source, or Opt-In entity information page

Entity Identifiers

Review the information at the top of the page (Fig. 6), then complete all information marked
with an orange asterisk (*).

* ID NUMBER ASSIGNED BY INCORPORATING AGENCY: If the entity is not incorporated, enter a
zero as the ID Number Assigned by the Incorporating Agency.

* WASHINGTON UNIFIED BUSINESS IDENTIFIER NUMBER (UBI): While not denoted with an orange
asterisk (*), companies conducting business in Washington are required to provide
their Washington Unified Business Identification Number. A UBI number is sometimes
called a tax registration number, a business registration number, or a business license
number. Information about the UBI may be found on the Washington Department of
Revenue website.

Select CONTINUE when ready.


https://dor.wa.gov/open-business/business-licensing-and-renewals-faqs
https://dor.wa.gov/open-business/business-licensing-and-renewals-faqs

English +« Frangais - LO [ INAS: usemame

T T T T T T E T

fre— Account Application: Identifiers

Log Out

Home

Contact Us Entifies are required to dentify the Country and the Stale or Province where incorporated, the Date of Incorporation, and the |0 Number Assigned by the
My User Profile Incorporating Agency. If the antity is incorparated outsida of the U_S. or Canada, salect the Country from the dropown manu and enter the subnational

location (State. Province, Territery. efc.) in the Region field. If the entity Is not incorporated. identity the Country and the Province or State (or Region) whese
the entity is located, the current date_ and a zero a2 the ID Number Assigned by the Incorporating Agency.

Account Registration
Entilies are required to provide a Govemment Issued Taxpayer or Employer dentification Number (EIN). Comganies dong business in Washingion should

= provide the unified business identifier (UBI) number assigned by a Washington state agency. A UBI number is sometimes called a tax registration number, &
Representative Reporis |y cinees regisiration number, or 8 business icense numbe. Information about the UBI may be found on the Washingion Department of Revenys websie

Additienal guidance is available in the CITSS User Guides at: woww ecology.wa gov/CCA/Buctions. Additional CITSS support information is available at
hiips (Awcking orglcites-suppod.

Glossary

Rl <o rromator

Jurisdiction ‘Washington State

Entity Type Covered Entity, Covered Source, or Opt-in Entity
Legal Name Legal Mame

Operating Name Operating Namse:

Identifiers and Registration Codes

Entity Identification

Incorporation Country * |- Selec - ~

Incorporation Province or State = | = Select - e

Incorporation Region — if not a |

Canadian Province or U.5.
State

Date of Incorporation . 29 w || August W || 2022 w

Government Issued Taxpayer * |

of Employer ldentification
Number

1D Number Assigned by . |:|

Incorporating Agency

Washinglon Unified Busingss I:I

Identifier Number (UBI)
(required, if applicable)

DUNS Number |

Continue Back

Fig.6: Entity identifiers page

Entity Contact Information

Enter the contact information, including the physical and mailing addresses, telephone, and
email, for the entity.

Review for accuracy and select CONTINUE when ready (Fig. 7).

We recommend that you double check your
information for accuracy. Inaccurate information
may result in a delay in entity account approval.

— 13—



English =« Francais < LOGGEDINAS: usemame
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===\ Account Application: Contact Information

Log Out
Home -
Contact Us ik
My User Profile
Entity Informiation
Account Registration
Jurisdiction ‘Washington Stale
Representative Reports Entity Type Covered Entity, Covered Source, or Opt-in Entity
Legal Name Legal Name
Glossary Operating Name Operating Name
Physical Address

If applicable, pleass use the same physical address of the entity used for reporting GHG emissions
u Addreas Lina 4 O

City = [

Province or State “ [« Select = v
Counity :

Mailing Address
Enter the address that you would like mail correspondence sent 1o

Is the mailing address the
same as the physical address?

Address Line 1

Address Line 2

City

Province or State

Postcode or Zip Code

Country

Entity Contact Information
Enter any additional contact infarmation here for the entity,

— N —
Telephone Extension l:l
Mabile phone :I
Facsimile Number i )

Email Address g :I
Website Address [:\

!. Continue Back |

Fig. 7: Entity contact information page

— 14 — Pub. No. 22-02-040



Facility Information

English - Frangais - LOGGED INAS. usemame

- P P P P e P P e P e P P P P P e P P E e e P
Account Appllcatlon' Faclllty Management
Log Out

Contact Us
My User Profile

Each coversd entity must identify 3 least one facility 1o be managed under their CITSS dccount. Some enliies may manage multiple faciliies. Selecting the
“Add Facility” button will allow the user to enter information about the facility or facilities that will be managed under their CITSS account. If the enfity will
manage a facility that is already in CITSS, selection of the “Facility is in CITSS™ box will alert the CITSS Regisirar lo identify the CITSS facility or facilities
using the information in the submstted hardeepy account apphcation foms.

Account Registration
For Washington State Users: CITSS uses the term aciity” fo cover suppliers and firs! jurisdictional deliverers of electricity, a5 well a5 facilties: In

Washington, each covered entity or opl-in enlity is a separale facility. supplier. or first jurisdictional af
Representative Reports
The Washington Stale Depariment of Ecology encourages covered and opl-in entiies in Washinglon's cap and invest program that are in a direct corporate
association with unified ownership 1o apply for a consolidated antity account. To apply for a consolidated entity account: add multiple facilities 1o a single
L CITSS account

Upon reaching this screen, you have the ability to switch between the key pages required to complete account registration. The pages, represented by the six
u buttans below, are Entity Data, Contact Information, Facility Managemeni, Representatives, Auction, and Review and Submil. CITSS will automalically

progress fo each page, but the butions allow you to go back or skip fonward as may be needed lo complele or comect information. CITSS will show compleled
status (V) s you compiele the information on each page.

Al this point, you may exit the account application process and your information will be saved, bul nol submitied 1o the Registrar. This allows you fo refum al a
later Bme 1o enter i prinit itation, and submit the completed apphcabon 1o the Registrar. Once the apphication has been submitied
fo the Regisirar, it cannot be modified until the Registrar has acted upon the application

Entity Data Contact | [Facility | Representatives. Auction Review and
» Information > Management > » > Submit
. |
« Requied Data o Riequired Dia A facility is reguires FAR Riquired Auction a5 RElesve Sie
Compae Commpigte AR R rdormation Dmp
Fegured

Entity Information

Jurisdiction Washinglon State

Entity Type Covered Entity, Covered Source, or Opé-in Enfity
Legal Name Legal Hamea 4

Operating Name Operating Name 4

Facility Information for Facility Management
Facility Mame Operating Name GHG Emissions Reporting ID | Physical Address m

| Add Facility |

I the facility or facilities that will be associaled with this accouni are already in CITSS, check the box below. The Regisirar will assign existing facilities fo the
new account when the application is approved. Caution: Entering information for a facility that already exists in CITSS creates a duplicate racord.

Facility is in CITSS ]

Continue

Fig.8: Facility management page

Review the information at the top of the page.

Washington’s definition of ‘facility’ is different than other jurisdictions. “Facility” refers to
suppliers, first jurisdictional deliverers of electricity, as well as facilities. In Washington, each
covered entity is a separate facility, supplier, or first jurisdictional deliverer of electricity.

Covered and opt-in entities must associate at least one facility with their CITSS account, either
as a new facility or by selecting the box to indicate your facility already exists in CITSS.

— 15— Pub. No. 22-02-040



NOTE:

Ecology is strongly encouraging the creation of
Consolidated Entity Accounts (CEA) for covered and
opt-in entities in a direct corporate association
with unified ownership over facilities. To apply for a
consolidated entity account: add multiple facilities
to a single CITSS account. Please refer to the CEA

section for more information.
|

Adding a New Facility

Add information about the facility or facilities you manage (Fig. 9). Review the information at
the top of the page and complete all fields marked with an orange asterisk (*).

If your entity and facility share the same information, you may select USE ENTITY DATA to
populate the name and contact information fields.

I E——
NOTE:

Confirm your facility does not already exist in CITSS
before adding a new facility. Skipping this step may

result in duplicate facility entries in CITSS.

EPA OR WASHINGTON GREENHOUSE GAS REPORTING ID: this is the same as that used to report
emissions to Ecology. If you are unsure of your GHG reporting ID, contact the GHG reporting

helpdesk ghgreporting@ecy.wa.gov.

FACILITY GHG REPORTER CONTACT: the agent, designated representative, or alternate designated
representative who submits GHG reporting data to Ecology.

NAICS CODE: Washington is not collecting NAICS codes, select not applicable from the
dropdown menu.

Select SAVE at the bottom of the page.

Adding an Existing Facility

If your facility already exists in CITSS, you may select the FACILITY IN CITSS checkbox. You will
be required to provide information on the Account Application with Attestations Form on the
facility you would like Ecology to associate with your entity account. Ecology will associate the
appropriate facility when approving your entity account.
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Entity Information

Jurisdiction
Entity Type
Legal Name
Operating Name

Facility Information for Facility Management

Name

Operating Name

Physical Address

Address Line 1
Address Line 2
City

State/Province

Postal Code
Country

Mailing Address

Is the mailing address the
same as the physical address?

Address Line 1
Address Line 2

City

State/Province
Postal Code

Country

Facility Identifiers

MNAIC 5 Code

EPA or Washington
Greenhouse Gas Reporting ID

Facility GHG Reporter Contact

Contact First Name

Contact Last Name

Contact Job Title

Contact Phone Mumber

Contact Mobile Phone Number

Contact Email Address

N

2

v |
|
| |
| |
| |
[= Select - v |
| |
- Selact — b

Fig. 9: Facility information page
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Facility Management

Upon successfully adding a facility, you will be returned to the FACILITY MANAGEMENT page and
should see the added facilities in the FACILITY INFORMATION FOR FACILITY MANAGEMENT table.

Fig. 10: Facility Management page after adding multiple facilities to create a
Consolidated Entity Account. Facilities that are part of the CEA are shown in
the green box. The option to add an existing facility is shown in the blue box.

Engish + Francais * LOGGEDINAS username

——— Account Application: Facility Management

Liog Out
Home
Contact Us Each coverad enlity must identify 8 leas! one facility 1o be mansged under e CITSS sccount. Some entifes may manage multiple taclties. Salecing the
My User Profile “Add Faciity” bution wil allow the user o enlber informabion about the Taclity o faciiSes thal vl be managed under feir CITSS account. H the entity wil
marage a facikty hal is aiready in CITSS, selecion of the “Facilly is in CITSS™ box will alen S CITSS Fegisiar o mentfy the CITSS Taciity of Tacites
uing the infrmaton in the subeified hardeogy sccount appiicalion forms
Acount Regiatration
Fes Washington Saate Usars; CITSS ysas e term Tacily” 1o cover suppliers and fral jurisdaSonsl delverers of slecincity. s wall s lacillies. In
‘Washingion, each coversd snity of opl-n enbly is a separaie facllty, suppler, or first uraaiciional delverer of slecincity.
Repieaantaineg Reports
The Washinglon Stale Depariment of Ecology encourages oovered and opl-in enliies in VWashingion's cap and irest program Mal are in a dinect comporate
B with Lnifid Fap 1o Apply for & cofiobdaned eftly sotount TS Apgly B3¢ & Condohadlnd enlly Aol B mulghy TaiBet iy & anghe
Gilowsary
CITSE actonnt
Upon reaching s screen, you Bave the ability b swilch belween The kiy Dages reduined to complels accounl regisiration. The pages, represenbad by the s

H bumens Below, se Entiy Date. Contasl Infsrsation, Faciity Manigemest Flapesentates, Sushon, and Fleview asd Submil CITSS vil sutsrsatiealy
[HOQIEss B2 each page bul e bufions M you 1o o Back of Skp Tofuard &8 May bé Resdes 1o Complele o comect informaton CITSS val show Somgeted
ALatun () B9 you rrplets the informason o sach page
A this poanl, you may it the scoount spplcalion process and your Rformation will be saved, bul ol submitled 5 the Regatrar This allows you 10 retem al 8

laber time fo ender addional information, prind documentaton, and ssbm the compleled applcation fo T Aegesirar Once he appication has been sebmiSed
fio e Rapiiar it cannol be modifed unill the Regairar kas acted upon the spplic aton

Enisty Dala Contact Representatves A Rice Reviewe and
» Indermartion = » = » [y )

o Ragwsred Dons o Ragerns Ds & Pl Cata PaF Asgeres Boator g Fadatvl T
Coepeta ooyt [ A Racpsrue e Dt
Angured

Entity Informathon

Jurisdiction ‘Washanglon Habe

Exility Type Cervarad Enlity, Covtrnd Sourts, of Opl-in Entiy
Legal Hame Legal Hame

Dperatirg Mame Dparalieg Hame

Facility Information for Facility Management

Facility Hama Oiperating Maims GHG Emidtions Repoting D Phryabcal Addiess Achons
Legal Hame Cperateg Name 159 1XMSEETY. Clty WA BT [Fee==
Lozl Hame2 Operabeg Name2 145 1256579, Cotu, WA, SENT | e

Addd Facility

e facility or faciities Bal will e basccisled vwith This sotound are aresdy in CITSS. check the bax below. The Regiviar wil d5on exsting licllies io e
nesv accound whan the appication is approwed. Caution: Ensiering indormation for a faclity that akready sxists in CITSS creales a duplcale recoed

Facility is in CITSS

Coantinas
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You can make edits to facility information by clicking on the FACILITY NAME.
You can remove a facility from your account by selecting REMOVE in the right column.
Select CONTINUE when finished associating facilities with your CITSS account.

General Market Participant — Organization

Additional Information

* LEGAL NAME refers to the name on record with the Washington Secretary of
State. Please enter your legal entity name using the search tool found at
WWW.S0S.wa.gov/corps/.

* OPERATING NAME refers to the name used when reporting greenhouse gas emissions.
Find information on registering and reporting GHG emissions on the Ecology
reenhouse gas reporting webpage.

+ Francais - LOGGED INAS: usemame
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Log Out

Home

Contact Us General Markel Participant accounts can be opened for a facilty, business, organization, or natural persen who are nol covered entities. Before creating a
My User Profile new account, please ensure that an account for your faclity, businass, arganization, or natural parson hasn't already been created by another user,

Account Registration
Entity Information
Representative Reports
Jurisdiction ‘Washington State

Glossary Entity Type General Market Farlicipant - Qrganization

Legal Name of Organization +

]

Operating Name =

L ]

Type of Organization =

O Academic

O authorized Project Designes

O Brokeragenvestment Firm

O Charitable Trust

O Clearing Service Provider

Q Company

O Corporation

(O Early Action Offset Program

() Early Action Ofiset Praject Operator
(O General Partnership

O Government

) Limited Partnership

) Mon Gavemmantal Organization
O Mon-Frofit

(O Offset Project Operator

) (iffset Project Registry

O Verification Body

O Otmer (Please specity Delow)

]

Continue | | Back |

Fig. 11: General Market Participant - Organization additional information page
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Entity Identifiers

English = Francais = LOGGED INAS: username
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R Account Application: Identifiers

Log Out

Home

Contact Us Entities are required 1o identify the Country and the State or Province where incorporated, the Date of Incorporation, and the ID Number Assigned by the

My User Profile Incorporating Agency. If the entity is incorparated cutside of the U.S. or Canada, select the Country from the dropdown menu and enler the subnational
locabien (State, Province, Territery, etc.) in the Reglon field. f the entity is not incorporated, identify the Country and the Province or State (or Region) where
he antity is localed, the cument date, and a 2ero as the 1D Number ASSiIGNed by this INCONPOTILND AQINCY.

Account Registration

Enfities are required io provide a Government Issued Taxpayer or Employer Identification Mumber (EIN). Companies doing business in Washington should
i provide thee unified business identifier (UBI) number assigned by a Washington state agency. A UBI number is sometimes called a tax reglstramn number, &
Representative Reports | pycingss regisiration number, or 3 business icense numbsr, Information about the UB! may be found en the Washinglon Depariment of

Addtional guidance is avaiabie in the CITSS User Guides al www ecalogy wa gow/CCA/auctions. Additional CITSS suppon information is availabile at
hites [hwek-ine orpieitss-sugnort.

R

Glossary

Jurisdiction ‘Washington State

Entity Type General Market Participant - Organization
Legal Name Legal Name

Operating Name Cperating Name

Identifiers and Registration Codes

Entity identification

Incorporation Country ' | - Sedect — w
incorporation Province or State * [ Select— v
Incorporation Region — if not a | . l

Canadian Province or U5,

State

Date of Incorporation * 1 V;'-SENEI'HMIV (2022 w

Government Issued Taxpayer  *

or Employer |dentification

Number

1D Humber Assigned by = | |
Incorporating Agency

Washington Unified Business I:I

Identifier Number (UBI)
frequired, if applicable)

s e I

Continue Back

Fig. 12: General Market Participant Organization Identifiers page

Review the information at the top of the page (Fig. 12), then complete all information marked
with an orange asterisk (*).

ID_ NUMBER ASSIGNED BY INCORPORATING AGENCY: If the entity is not incorporated, enter a zero as
the ID Number Assigned by the Incorporating Agency.

WASHINGTON UNIFIED BUSINESS IDENTIFIER NUMBER (UBI): While not denoted with an orange
asterisk (*), companies conducting business in Washington are required to provide their
Washington Unified Business Identification Number. A UBI number is sometimes called a

tax registration number, a business registration number, or a business license number.
Information about the UBI may be found on the Washington Department of Revenue website.

Select CONTINUE when ready.
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Entity Contact Information

Enter the contact information, including the physical and mailing addresses, telephone, and
email, for the entity.

Review for accuracy and select CONTINUE when ready.

English + Francais = LOGGEDINAS. usemame
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Account Application: Contact Information

Log Out
Home
Contact Us
My User Profile
Entity Information
Account Registration
Jurisdiction ‘Washinglon State
Representative Reports. | ENtity Type General Market Participant - Organization
Legal Name Legal Hame
Glossary Operating Mame Cperating Name
Physical Address

Iif applicable, please use ihe same physical address of the enbity used for reporting GHG emissions.
~ Address Line 1 :

—— I
e g —

Province of State © [~Seett - |
Postcode or Zip Code "
Country *  [-Selecl- v

Mailing Address
Enter the address that you would like mail comespondence sent o

M

Is the mailing address the
same as the physical address?

. g —
— R
City "

Province or State * [ Selm ] |
N —
Country . - Select-- v

Entity Contact Information
Enter any addtional contact information here for the enlity

— g —
Telephone Extension I:l
Mebile phone

Facsimile Numbser |:|
Email Address 5 |:|
Webaite Address [—J

|_ Continue | Back

Fig. 13: General Market Participant Organization contact information page
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General Market Participant - Individual

Additional Information

Select whether the account is for commercial or personal use.

Next, select your classification from the list. If other, please specify.

English +« Francais - LOGGED INAS: uwsemname

Account Application: Additional Information

Log Out

Home

Contact Us General Market Participant accounts can be opened for a facility, business, organization, or natural person who are not covered entities, Befiore creating a
My User Profile new account, please ensure that an account far your facility, business, organization, of natural parson hasnl already baen created by another user

Account Registration

Entity Information
Representative Reports

Jurisdiction Wazhinglon Stale
Glossary Entity Type General Market Participant - individual
What is the purpose of this account? »

O Commercial use

e -

How would you classify yourself? »

O awthorized Project Designes

) GHG Reporting Verifier

O Individual - member of the pubiic
O Individual Broker

© offset Project Operator

() OMset Project Verifier

O Dther (Please specify)

]

Fig. 14: General Market Participant individual additional information page

Entity Contact Information

Enter the contact information, including the physical and mailing addresses, telephone, and
email, for the entity.

Review for accuracy and select CONTINUE when readly.

We recommend that you double check your
information for accuracy. Inaccurate information
may result in a delay in entity account approval.



English -+ Francais - LOGGEDINAS: usemame

Account Application: Contact Information

Log Out
Home
Contact Us
My User Profile
Entity Information
Account Registration
Jurisdiction ‘Washington State
Representative Reports Entity Type General Market Participant - Individual
Legal Name John Doe
Glossary
Physical Address
If applicable, please use the same physical address of the enfity used for repodiing GHG emissions.

) ™ | [[—]'
Address Line 2

Province or State © [ St - |
e —
Country i

Mailing Address
Enter the address that you would like mail comespondence sent 1o

Is the mailing address the O
same as the physical address?

Address Line 1 B
Address Line 2
o o —

Province or State ¥ [ Selact~ =
e R E—
Country : - Select - w

Entity Contact Information
Enter any additional contact information here for the entity

Telephone . [—]
rore e E—
Mo e —
Facsimile Numbser l:l
Email Address . I:I
Website Address I:I

| Continue | | Back |

Fig. 15: General Market Participant individual entity contact information page
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Account Representatives

All entities are required to have:
* 1 Primary Account Representative (PAR) and
e 1 Alternate Account Representative (AAR) {may have 4 total AARs}

* Individual General Market Participants (GMP) are required to designate 1 PAR, but
may add up to 4 AARs as desired.

NOTE:
Covered and opt-in entities have Washington residency
requirements for account representatives that can be
satisfied in three ways:

1. The PAR has a primary residence in Washington State;
2. Atleast one AAR has a primary residence in Washington State; or

3. The entity has a registered agent who resides in Washington.

TIP:
Consider registering more than one AAR for your entity.
Many CITSS actions require two users, including trading
allowances and meeting compliance obligations.
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Entity Information

Jurisdiction ‘Washington State

Entity Type Covered Entity, Covered Source, or Opt-in Entity
Legal Name Legal Name

Operating Name Operating Name

Account Representatives

Primary Account Representative (Required)

Current Representative

Assign Primary Account
Representative

()1 am the Primary Account Representative (PAR)
() Select a different registered user as the Primary Account Representative (PAR). Enter the User ID Application Reference Code below.

User ID Application Reference
Code for PAR

Alternate Account Representative(s)

Current Representative(s)

Assign Alternate Account 1 am one of the Alternate Account Representatives (AAR).
Representative (I have indicated additional Alternate Account Representatives below.
)1 am an individual account holder and do not wish to add an Altemate Account Representative.

Add additional Alternate Account Representative (AAR) by entering the User 1D Application Reference Codes below,

User ID Application Reference : I |
Code for AAR #1

User ID Application Reference

Code for AAR #2

User ID Application Reference I |
Code for AAR 23

User ID Application Reference :l

Code for AAR #4

Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARS will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related to this account.

Contact First Name
Contact Last Name

Contact Position I |

Contact Mobile Number I |

Contact Email Address

| Continue

Fig. 16: Account representative information page
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In order to select a different user for PAR, or add an AAR, you must
have the user’s unique 12-character user reference code. Users can
find this information under MY USER PROFILE. It is the first item under
PERSONAL INFORMATION (see the green box in Fig. 17).

Select CONTINUE when ready (Fig. 16).

English - Francais - LOGGED INAS: usemame
Last successiul login: 2022-08-29 15:35:10 EDT

Edit Change Password Change Jurisdiction

My User Profile This screen shaws the cument user information in the system. Users may press the Edit button at the top of the screen to make changas to the information or
the Change Password bution to update their password. i the user has proposed a change to a eld that requires Registrar approval, that field is identified
N with a ", The change must be approved by the Regisirar before the change is final. Pending changes are listed in the right column. A pending change thal is
LR 2 blank valus means that the previously entered information was deleted and a new value was not proposed for that opbianal field.
Representative Reports | = Dala requires jurisdiction approval before it is final

Glossary
Personal Infermation

User Reference Code N4HXSNYH432Y

Salutation M.
First Name

Midcie Name

Last Name

Fig. 17: User Reference Code (green box) in My User Profile page
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Auction and Allowance Price Containment Reserve (APCR) Sale Information

You may agree to share your entity’s information with the Auction Administrator and Financial
Service Administrator for the purposes of facilitating participation in upcoming auctions or
APCR events by selecting yes, or you may deny by selecting no.

NOTE:
You can change your selection once your entity account
has been approved. You may opt in or out of sharing
your information at any time. In order to be eligible to
participate in an upcoming auction or APCR event, you
must opt-in to share your entity information no later
than 31 days prior to auction.

You must still initiate participation and submit an auction application in order to participate
in an auction. This section merely indicates your interest in auction participation. Auction
applications will be reviewed and approved by Ecology. See the Auction user guides for more
information, available on the CCA auctions and trading webpage.

Auction and Reserve Sale Information

Auction and Reserve Sale
Information

® Yes, | agree to share my entity's information with the Auction and Reserve Sale Administrator and the Financial Services Administrator for the purpose
of facilitating participation in an upcoming auclion or reserve sale.

O Mo, do not share my entity's information with the Auction and Reserve Sale Administrator and the Financial Services Administrator for the purpose of
facilitating participation in an upcoming auction or reserve sale.

Continue |

Fig. 18: Auction and Reserve Sale (Allowance Price Containment Reserve) information selection

Select CONTINUE after making your auction information selection.
Account Application Review and Submit

Review the information for accuracy and make any changes as necessary. Select
SUBMIT APPLICATION when ready.



https://ecology.wa.gov/Air-Climate/Climate-Commitment-Act/Cap-and-invest/Auctions-and-trading

Account Application Terms and Conditions

Review the Washington Account Application Terms and Conditions. Type in your password and
select SUBMIT APPLICATION.

If your account application is successfully submitted, the ACCOUNT APPLICATION SUBMITTED page
will appear. Record your unique CITSS Entity ID at the top of the page.

Do not exit out of CITSS

T T T e e R R irs

@-\CHM ' I I SS English - Frangais - LOGGED INAS usemame

 EE—

Account Application Submitted
Log Out
Home
Contact Us ﬂ Account apphcation submilted successhully. An emall confirmation has been sent for your submitied application
My User Profile

ks Sampliance Instrument Account has been alacironically submitied 1o the Washingion Registrar. Your application has baen
igne@ CITSS Entity 1D WA4ITT Biease keep this number in a safe place as it is the unique identifer of your account application.

Registerng as a Participant under Washington's Cap and Inwest Program is a multiple-step process that includes both the online CITSS Account Application
Glossary submission that you just complated and submitting required infarmation to the Registrar. To finish Participant Registration, submit the Account Application
Checkist, the Account A 1 with Al Form and the od C i and Structure Disclosure Form fo the
Jurigdiction Regisirar by following the instructions on the forms. Please ensure thal your CITSS Entity 1D is on each document. If the information provided is
inaccurate or incomplebe, your account apphcalion will be denied

Account Registration

~ Thi foliowing butions open 8 new browser window or [al with the forms thad must be submitied fo the Junsdiclion Regisirar. Dovnioad each of thesw forms
Aftgr s@ving, you shoukd ciose the window / lal (nof your broviser) fo retum (o this page

1. Account Application 2. Account Application with 3. Corporate Associations
Checklist Attestations Form and Structure Form

Should you have any queslions reganding your Actount Application, CITSS fuppon information is avalable at Mips lwi-ing orgleitss-cuppod

Upon review of the submitted materiats, the Jurisgiction Registrar will send an email to the email address you have registerad in CITSS notifying you of
approval, denial, of pending status of your account application. Please allow at least bwo weeks for review following receipt of the requined matenals.

Important Reminder: To complete your account application, you must
complete, sign, and submit the Account Application Checklist, the
Account Application with Attestations Form and the Corporate
Associations and Structure Form.

Fig. 19: Successful Account Application submitted page.
Forms to be completed (green box) and unique Entity ID (blue box)
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CITSS Forms

Upon submitting your entity account application, you will be prompted to download forms
from three hyperlinked buttons (Fig. 19). Do not close the CITSS Account Application
Submitted page until you have downloaded all three of your forms.

The forms will open in a new tab or page of your browser. You will need to sign and
electronically submit the Account Application with Attestation Form and Corporate
Associations and Structure Form to Ecology to complete your Entity Account Application
Package. The Account Application Checklist provides instructions for submitting your forms.

Record the CITSS ENTITY ID.
Form 1 Account Application Checklist
The Account Application Checklist details information you need to submit to complete your

Entity Account Application Package and provides instructions for submitting the forms to
Ecology. This form is for your reference - you do not need to submit it to Ecology.

Form 2 Account Application with Attestations Form

This Account Application with Attestations Form is generated by CITSS with the entity
information you entered in CITSS. Your unique CITSS Entity ID is listed at the top of the form.

NOTE:
Tribal governments should contact Ecology by emailing
RegistrarCCA@ecy.wa.gov for a version of the Account
Application with Attestations Form that includes
attestations specific to Tribal governments.

Section 1.0

This section is pre-populated with the entity account information you entered in CITSS,
including entity information, entity identification, addresses, facility information, and
account representatives.

NOTE:
If you indicated that the facility or facilities that will be
associated with your account are already in CITSS, you
will need to complete the Facility Identification section
on the form before submitting it to Ecology.
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Section 2.0

This section applies to covered and opt-in entity accounts. Covered and opt-in entities must
indicate if the PAR or AAR has a primary address in Washington. If not, the entity must
have a registered agent who resides in Washington, or previously filed a foreign registration
statement pursuant to RCW 23.95.510. See the Washington Secretary of State website for
information on registered agents.

General Market Participants can select “not applicable.”
Section 3.0

Confirm that the PAR name and user reference code are accurate. Read the attestation for
being a PAR. Enter name, date, employer name, title, and sign.

Section 4.0

Confirm that the AAR name and user reference code are accurate. Read the attestation for
being an AAR. Enter name, date, employer name, title, and sign.

Section 5.0

This section must be completed by a Director or Officer of your organization. They must enter
their name, date, employer name, title, and sign.

Review the entire form for accuracy and sign and submit electronically to Ecology. The
Account Application Checklist provides instructions for submitting your forms.

Form 3 Corporate Associations and Structure Disclosures Form

Use the Corporate Associations and Structures Disclosure Form to submit required
information to Ecology on corporate associations, cap-and-invest consultants and advisors,
and employees with knowledge of market position. Entities also use this form to submit
updates to information to Ecology.

Refer to the Guide for Corporate Associations and Structure Disclosures Form for guidance
on completing this form.

See Appendix D: Direct and Indirect Corporate Associations for more information.
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Ecology Review and Decision

You will not be able to access your entity accounts in CITSS until
Ecology reviews and approves your Entity Account Application Package.
Please allow up to 2 weeks from receipt of materials for Ecology to
approve your account or contact you with next steps. In winter of 2022,
Ecology may have extended processing times.

If your account application is approved by Ecology, you will receive
email confirmation. You will also see these accounts as active in CITSS.

If Ecology requests revisions, we will be in contact with next steps for
your account application.

If your account application is denied by Ecology, you will receive
email notification.

For next steps after account application denial, or if you are
unsure how to revise your application appropriately, please contact

RegistrarCCA@ecy.wa.gov.

Application Revisions Requested

If Ecology returns your application and requests revisions, you will
receive email notification.

You may log in to CITSS and access the in progress application from
the home page under ACCOUNT APPLICATIONS.

Select the hyperlinked name of the entity. You will be returned to
the REVIEW _AND SUBMIT page of the application (Fig. 24). Review the
comments left by Ecology at the top and make necessary changes.

Submit the application again after making changes.
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CITSS

English

Francais + LOGGED INAS: usemname
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Log Qut

Home

Contact Us

My User Profile

Account Registration

Representative Reports

Glossary

Contact Us
My User Profile

Account Registration

Representative Reports

Glossary

re— Welcome to WCI CITSS

Last successful login: 2022-02-20 14.54.05 EDT

My Accounts
Operating Name | Account Type Aceount Number : Actions
LegalMame  Operating Name Ganaral WA43T7-5556 Washington State  Active Viawr
Legal Mame  Operating Name: Compliance: WA43ITT-5557 Washington State  Active | View
Legal Name Operating Name Limited Uise Holding WA43TT-5558 Washingten State Active Vidkwr
3 records
Account Applications
Name Entity Type Jurisdiction Entity Status I
John Doe General Market Participant - Individual Washingten State Revisions Requested
1 recard

Pending Transfers

You do not have any pending transiers 10 review.

Revisions Requested

Fig. 20: Both in progress and applications awaiting revisions can be
accessed from the user home page under Account Applications (green box).

Panding
Regisiration in Progress

Upon reaching this screen, you have the ability to switch batween the key pages required to complete account registration. The pages, represented by the
five butions below, are Entity Data, Contact information, Representatives, Auction, and Review and Submit. CITSS wil automatically progress 1o each page
but the bubions allow you to go back or skip forward as may be nesded 1o complete or corect information. CITSS will show complated status () as you

complete the infarmation on each page.

Al theg poind, you may el the sccount application process and your information will be saved, bul not submitied o Ihe Regesirar, This allows you 1o return gt 3

later trme 10 enler additional information, primt documantation, and submit the completed

o
~ to the Regestrar, it cannot be modified until the Registrar has acted upon the application.

110 the

g Once the

has been

Fig. 21: Comment from Ecology for requested revisions on account application (green box).
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Resource Links

Guides & Checklists

CITSS Entity Account Application Checklist
CITSS User Registration Guide

CITSS User Registration Checklist

Forms
CITSS Account Application with Attestations Form

Example only, form generated in CITSS
CITSS Corporate Associations and Structure Disclosure Form

Online Resources

CITSS Homepage

CITSS Support Webpage

WCI Auction Platform

Ecology Climate Commitment Act (CCA) Webpage
Ecology CCA Auctions And Trading Webpage
Publication Summary Page

If you have additional questions about user
registration, please contact us at
RegistrarCCA@ecy.wa.gov or 360-407-6296.



mailto:RegistrarCCA@ecy.wa.gov
https://apps.ecology.wa.gov/publications/summarypages/2202039.html
https://apps.ecology.wa.gov/publications/SummaryPages/ECY070683.html
https://apps.ecology.wa.gov/publications/summarypages/2202042.html
https://apps.ecology.wa.gov/publications/SummaryPages/ECY070680.html
https://apps.ecology.wa.gov/publications/SummaryPages/ECY070684.html
https://wci-inc.org/citss-support
cca.wa.gov/Auctions-and-trading
https://apps.ecology.wa.gov/publications/summarypages/2202040.html
https://www.wci-citss.org/
https://www.wci-auction.org/
cca.wa.gov
https://apps.ecology.wa.gov/publications/SummaryPages/ECY070685.html

Appendices

Find additional information in the appendices below.
Appendix A: User Roles

Users with Primary Account Representative (PAR) and Alternate Account Representative
(AAR) roles represent entities in CITSS and act on behalf of the entity in a number of
capacities, including:

* Applying for entity accounts,

e Editing entity information,

* Proposing to change representatives,
* Participating in auctions, and

* Transferring compliance instruments.

The PAR and AAR roles can perform the same functions for entity accounts in CITSS. An
entity must have one PAR and may have up to 5 AARs.

Users with Account Viewing Agent (AVA) roles have read only permissions and can view the
entity registration, account holdings, and transfer data in CITSS, but do not have authority to
take actions on behalf of an entity. An entity may designate up to 5 AVAs.

Table 3: Role permissions PAR, AAR, and AVA

CITSS Action Ac:;:.mta Igep. A(:?:Ict)ﬁ:';a;(;p. Vier?rf;l,lAr‘gtent
View allowance holdings and past activity Yes Yes Yes
Transfer allowances (two users required) Yes Yes No
Edit entity information Yes Yes No
;’X;p/oAs\; change/assign/swap to PAR/ Yes Yes No
Remove PAR/AAR/AVA Yes Yes No
Participate in Auction/APCR Sale Yes Yes No
Edit facility information Yes Yes No
Ir\:Ijarl?og:S:]a;;!ities and entity-facility Yes Yes No
View compliance data and information Yes Yes Yes
View representative reports Yes Yes Yes
\é)l(zvr\;lgzléjrl]r;g limits and limited Yes Yes Yes
View CAG members and purchase limits Yes Yes Yes
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Appendix B: Electronic Submission of Forms

Ecology requires all documents submitted electronically using one of the following methods:
* Complete, sign, and submit using DocuSign (recommended).
* Upload completed and signed forms to Box.

* Email completed and signhed forms to RegistrarCCA@ecy.wa.gov. (Ecology
recommends users password protect the file and encrypt the email).

Ecology encourages users to submit forms using DocuSign. If a user chooses not to
use DocuSign, Ecology encourages users to complete and sign forms electronically.

Acceptable formats for forms submitted via Box and email include:

e Aform that is completed and signed electronically and submitted as a pdf (or as the
same file type as the original).

e Aform that is printed, completed and/or signed in hard copy, scanned, and saved as pdf.

See the Account Application Checklist for further instructions.

NOTE
Forms completed by hand may create delays due to legibility.
Ecology will not accept photos or image files of completed forms.

If you have questions or need assistance submitting your User
Registration Package, please contact RegistrarCCA@ecy.wa.gov.
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Appendix C: Examples of Acceptable Electronic Signatures

Ecology accepts electronic signatures that meet the Washington State Office of Chief Information
Officer Electronic Signature Guidelines, which includes the following electronic signature types:

Digitized signature
A TIFF, PNG, or JPG of your signature. These can be created using the Fill and Sign tool in Adobe
Acrobat or Adobe Online, or from a scanned image of a signature. Examples include:

Fig. 21: PNG image of signature Fig. 22: Adobe Acrobat “Fill and Sign” tool

B &£ @

John Doe )

9&@ Lse

= a»

Digital Signature
Digital version of your signature with a signing key. These can be created in Adobe Acrobat
Certificates tool and in DocuSign. Examples include:

Fig. 23: Adobe Acrobat “Certificates” tool Fig. 24: DocuSign digital signature adoption

Sign as “John Doe" x

Adopt Your Signature

Appearance  Standard Text ~ Create
Confirm your name, initials, and signature.

Joh Digitally signed -

by John Doe John Doe s
D Date 20220823 SELECT STYLE DRAW UPLOAD
o€ 13:28:15 -07'00 preview
O Lock document after signing View Certificate Details SRR 8
5 Jod Doe 4o
Review document content that may affect signing Review AGIABAAERTO34EC..

By selecting Adopt and Sign, | agree that this mask wil be the &
recicients of electronic docurments | sign will be able 10 se
Back m

ADOPT AND SIGN CANCEL

Print and Scan Signature
Print a hard copy version of your forms, sign the forms, and scan the signed forms to your computer.


https://ocio.wa.gov/policy/electronic-signature-guidelines
https://ocio.wa.gov/policy/electronic-signature-guidelines
https://www.adobe.com/acrobat/online/sign-pdf.html

Appendix D: Direct and Indirect Corporate Associations

Direct Corporate Associations (DCA)

An entity has a direct corporate association with another entity when any of the following are true:

One entity holds more than 50% of any class of listed shares, the right to acquire such
shares, or any option to purchase such shares of the other entity

One entity holds or can appoint more than 50% of common owners, directors, or officers
of the other entity

One entity holds more than 50% of the voting power of the other entity
One entity holds more than 50% of the interest of the partnership

In a limited partnership, one entity holds more than 50% of the control over the general
partner, holds more than 50% of the voting rights to select the general partner

In a limited liability corporation, one entity holds more than 50% of the other entity
regardless of how the interest is held

A publicly owned electric utility that is the operator of an electricity generating facility in
Washington has a DCA with:

* The operator of another electricity generating facility in Washington if the same entity
operates both

* An electricity importer if the same entity operates the generating facility in Washington
and is the entity importing electricity

Two entities are connected through a line of more than one direct corporate association

* For example, two entities that share a corporate parent and have a direct corporate
association with that parent will also have a direct corporate association with one
another.

If any individual with shared roles is an employee of a registered entity for which the
individual has a shared role, all registered entities for which the individual has the shared
role will have a direct corporate association.

Indirect Corporate Associations

An entity has an indirect corporate association with another entity if:

The two parties do not have a direct corporate association

The controlling entity’s percentage of ownership over the other entity is more than 20%
but less than or equal to 50% (after multiplying the percentages at each link in the chain
of corporate associations)
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Appendix E: Cap-and-Invest Consultants and Advisors

A “cap-and-invest consultant or advisor” is an individual or party that is not an owner or
employee of an entity, but is providing services in relation to the cap-and-invest program or
the GHG reporting program to the entity.

Entities must disclose information about consultants and advisors as part of the Entity
Account Application, including name, contact information, address, employer, and type of
service provided. If a consultant or advisor has knowledge of the market position of multiple
entities registered in CITSS (for example, they are an account representative (PAR or AAR)
on multiple entity accounts in CITSS), those entities will have a direct corporate association.
Entities are not automatically considered part of a direct corporate association when a
consultant or advisor is an Account Viewing Agent (AVA) on the entities’ accounts in CITSS.

Individuals who provide cap-and-invest consulting services and register as General Market
Participants must disclose to Ecology all parties for which the individual is providing
consulting services. If an individual GMP is serving as a consultant or advisor and has
access to another entity’s market position, the individual GMP must submit a notarized letter
from the associated party providing the cap-and-invest consulting services stating that it is
aware of the individual’s plans to apply as a general market participant in the cap-and-invest
program and attesting that it has a conflict of interest policies and procedures in place that
prevent the individual from using information gained from the relationship with the party for
personal gain in the cap-and-invest program.



Appendix F: Account Terms and Conditions

By clicking the Submit Application button, | certify under penalty of perjury under the laws of
the state of Washington that:

| was selected as the primary account representative or an alternate account
representative, as applicable, by an agreement that is binding on all parties who have
an ownership interest with respect to compliance instruments held in the account.

| have all the necessary authority to carry out the duties and responsibilities
contained in chapters 70A.65 RCW and 173-446 WAC on behalf of such parties and
that each such party shall be fully bound by my representations, actions, inactions, or
submissions.

| am authorized to make this submission on behalf of the party that owns the
compliance instruments held in the account.

| have personally examined, and am familiar with, the statements and information
submitted in this document and all its attachments.

Based on my inquiry of those individuals with primary responsibility for obtaining the
information, the statements and information submitted to Ecology are true, accurate,
and complete; and

| am aware that there are significant penalties for submitting false statements and
information or omitting required statements and information, including the possibility
of fine or imprisonment.

By clicking the Submit Application button, | also certify under penalty of perjury under the
laws of the state of Washington that either:

OR

| consent to the jurisdiction of Washington state, its courts, and the pollution control
hearings board for purposes of enforcement of the laws, rules, and regulations
pertaining to chapters 173-446 WAC and 70A.65 RCW. All parties who have an
ownership interest with respect to compliance instruments held in the account shall
be fully bound by any order or decision issued to me by Ecology or a court or the
pollution control hearings board regarding the account.

I am acting on behalf of a Tribal government, and the Tribal government on

whose behalf | am authorized to make this submission has entered into a written
agreement, negotiated on an individual basis between Ecology and the Tribal
government, that establishes a dispute resolution process and/or other compliance
mechanisms in order to ensure the enforceability of all program requirements
applicable to the Tribe in its role as an opt-in entity or a general market participant, as
applicable.



Appendix G: CITSS Glossary

The CITSS platform was developed for California’s Cap and Trade Program. California terms
are the default in CITSS. The table below provides the Washington State equivalent of terms
you will come across in the CITSS platform.

Terms as found

Equivalent in

Table 5: CITSS glossary table of definitions.

Definition

in CITSS

Washington State

Account Application

Account Application

Process of applying through CITSS
and Ecology to establish an entity
account in CITSS.

Allowance

Allowance

An authorization to emit up

to one metric ton of carbon
dioxide equivalent. Used to meet
compliance obligations.

Allowance price
containment reserve

Allowance price

containment reserve (APCR)

An account with allowances
available for sale through
separate reserve auctions at
predefined prices to assist in
containing compliance costs for
covered and opt-in entities in the
event of unanticipated high costs
for compliance instruments.

Alternate account
representative (AAR)

Alternate account
representative (AAR)

Represents entity in CITSS.

The AAR can perform the same
functions in CITSS as the Primary
Account Representative (PAR).

Auction reserve price

Auction floor price

Lowest price in an auction for
which allowance bids will be
accepted. Bids below this price
will not be accepted.

Auction settlement price

Auction settlement price

The price for all successful bids
at auction. One price for current
vintage auction and another price
for future vintage auction.

Bid guarantee

Bid guarantee

Cash, letter of credit, or bond.
Used to determine auction
bidding limitations.

Bid lot

(Auction) lot

Units of allowances. One lot
equals 1,000 allowances.
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Terms as found
in CITSS

Equivalent in
Washington State

Definition

Compliance instrument

Compliance instrument

Allowance or offset credit issued
by Ecology. Equal to one metric
ton of carbon dioxide equivalent.

Corporate association

Corporate association,
including direct corporate
associations and indirect
corporate associations

See WAC 173-446-105 for
requirements for direct and
indirect corporate associations.

Corporate
association group

Corporate
association group

Corporate association groups
have shared purchase and
holding limits across multiple
CITSS accounts.

Covered entity

Covered entity

Each facility, supplier, or first
jurisdictional deliverer serving
as an electricity importer is

a separate covered entity, as
specified in WAC 173-446-030
or WAC 173-446-060.

Entity

A covered entity, opt-in
entity, or general market
participant. Entities

in a direct corporate
association with unified
ownership may apply

for a consolidated entity
account in CITSS.

Parties participating in the
market.

Facility

Facility, supplier, or first
jurisdictional deliverer
serving as an electricity
importer.

An entity that reports emissions
under Chapter 173-441 WAC
determined as covered emissions
under Chapter 173-446 WAC.

General Account

Holding Account

An account for holding allowances
before they are retired for
compliance obligation or
transferred to another account.
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Terms as found

in CITSS

Equivalent in

Definition

Washington State

Jurisdiction

Jurisdiction

Washington, California, Québec,
Nova Scotia.

Mandatory reporting
regulation (MRR)

Chapter 173-441 WAC,
Reporting of Emissions of

Greenhouse Gases

Regulation requiring reporting of
greenhouse gas emissions.

Opt-in

Opt-in entity

A party responsible for
greenhouse gas emissions
that is not a covered entity but
voluntarily participates in the
program.

Price containment
reserve allowance (PCRA)

Allowance price
containment reserve
allowances, (APCR)

Allowances for sale during APCR
sale events.

allowances
Receiving account Transferee Entity with account that receives
allowances.
Registrar Registrar Ecology CITSS user responsible

for registration related actions in
CITSS.

Reserve sale

Allowance Price
Containment Reserve

Ecology holds separate auctions
for allowances from the APCR.

(APCR) Sale Refer to WAC 173-446-370 and
the auction manual for more
details.

Retirement Retirement Process of removing compliance

instruments in order to meet a
compliance obligation.
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Terms as found Equivalent in Definition
in CITSS Washington State

Transferring Account Transferor Entity sending compliance
instruments (e.g., allowances) to
another entity.

User Registration User Registration Process of applying through CITSS
and Ecology to establish a CITSS
user account

— 43 — Pub. No. 22-02-040



Acknowledgements

Washington State Department of Ecology wishes to
thank the following organizations for their guidance,
assistance, and contributions in developing this guide:
California Air Resources Board, Québec Ministry of
the Environment, Nova Scotia Climate Change Unit,
Western Climate Initiative, Inc. (WCI), and GDIT.

— 44 —



	Structure Bookmarks
	CITSS Entity Account Application Guide 
	Table of Contents
	Overview of Entity Account Application Process
	CITSS Online Entity Account Application
	CITSS Forms
	Ecology Review and Decision
	Resource Links
	Appendices





