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Perry Johnson Registrars Carbon Emissions Services, Inc.
Procedure for Information Management
This procedure describes PJRCES’s method of management of information with respect to PJRCES’s validation and/or verification/certification processes. 
This procedure also describes the scope of information to be disclosed to public by uploading on PJRCES’s web site and the information that needs to be preserved as confidential. 
Approved by:
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Date:

08.02.2013
AMENDMENT RECORD

	Date
	Details
	Rev Level

	14/03/2011
	a. First issue: Procedure revised as per new requirements of CDM Accreditation Standard and revised Quality Management System
b. This procedure has been derived from earlier procedure PRO-12cdm
	1.0

	11/05/2011
	Revised based on findings of document adequacy check audit
	1.1

	02/09/2011
	Logo and name of the organization has been changed from PJRCDM to PJRCES
Version of the Accreditation standard has been changed from Version 2.0 to latest version
	1.2

	09/09/2011
	Revised to elaborate on confidentiality of information and who is responsible to disclose such information
	1.3

	08/02/2013
	Aligned with UNFCCC Accreditation standard Ver 4.0
	1.4

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PROCEDURE FOR INFORMATION MANAGEMENT
1.0 General
1.1 Purpose: To describe PJRCES’s method of management of information for:
1.1.1 Validation /Verification/Certification processes (V&V)
1.1.2 Information on V&V activities which needs to be publicly made available.
1.1.3 Information to be preserved as confidential 
1.1.4 Information to be made available to CDM EB
1.2 Scope:
All information related to PJRCES’s validation and verification /certification activities at Central and all sites offices.
1.3 References:
1.3.1 CDM Accreditation Standard, Latest Version
1.3.2 
PJRCDM-QM
1.3.3 
PRO-09 – Quality Management System
2.0 Category of information for management:
2.0 Information relating to V&V processes to be web hosted:
2.0 Sectoral Scope accredited
2.0 Sub Sectors where Technical expertise is available

2.0 Locations where PJRCES conducts V&V
2.0 List of Projects completed / in progress for V&V  
2.0 Accreditation to Voluntary GHG – ER programs

2.0 List of projects registered under voluntary programs

2.0 Procedures relating to provision of V&V services, allocation of responsibilities within PJRCES and procedure for complaints handling.

2.0 Any other information not covered above

2.0 Information related to V&V activities in progress:
2.0 PDDs for Global Stake holder’s comments as per the latest version of Procedures for Processing and Reporting on Validation of CDM Project Activities.

2.0 Validation/Verification reports
2.0 Monitoring Reports

2.0 Certification reports

2.0 Information used to determine Additionality as defined on paragraph 43 of Decision 3/CMP.1 and paragraph 37(c) of the same for environmental impact assessment.

2.0 Information obtained from CDM/GHG-ER PPs marked as proprietary or confidential is securely preserved with all the information related to V&V activities other than listed in 2.1 and 2 .2 and will not be disclosed without CDM PPs’ permission.
2.0 Incase, any such information regarding the PP needs to be made available to third party, SPM/GPM shall obtain a written consent form the client before making it available.

2.0 Incase, any such information is required to be disclosed by the law, the client would be informed about such disclosure by SPM/GPM.
3.0 Responsibilities

3.0 Quality Manager (QM) supported by Global Program Manager (GPM) is responsible for determining which information related to V&V activities should be disclosed. 

3.0 GPM or Site Program Manager (SPM) or validation and verification team is responsible  for contacting CDM Project Participants to obtain a written permission of disclosing information to public if necessary, providing scope of information and procedure of disclosure with CDM PPs.
3.0 Validation team shall submit the same to GPM or SPM for their review.
3.0 GPM or SPM is responsible for obtaining final approval from Quality Manager to disclose information permitted by CDM PPs when information is not included in the scope of disclosure defined in the Section 1.3.

3.0 Global Program Executive (GPE) is responsible for ensuring uploading information listed in 2.1 and 2.2 to PJRCES website.

3.0 The GPE or designated SPM is responsible for uploading any information to PJRCES’s website when it is decided that the information is disclosed via the website.
3.0 GPM is responsible for ensuring that information on PJRCES website is correct and updated.
4.0 Procedure

4.0 Controlling Information
4.0 All information
 with respect to V&V activities is preserved with other data and records in individual project folder in hard copies and/or electronic files.
4.0 List of all CDM project activities on PJRCES website, contains PDD or Monitoring Report, or at least has a link to concerned UNFCCC website.
4.0 Uploading PJRCES’s information relating to V/V/C activities
4.0 When information listed in 2.1 is to be uploaded, the requester will send the information to GPM with F-06.18.
4.0 GPE requests System department to upload requested information to PJRCES website and follow upload to ensure completion of the process.
4.0 GPE informs the requester regarding completion of process so that the requester can confirm that the information is correctly posted on website.
4.0 Uploading Information from CDM PPs to PJRCES Website
4.0 GPM or SPM or validation and Verification team sends information to be uploaded, with a written permission from CDM PPs and an approval from Quality Manager if applicable, to GPE with F-06.18 “Web-Uploading Request”.
4.0 GPE requests System department to upload requested information to PJRCES website and follow upload to ensure completion of the process.
4.0 GPE informs GPM or SPM of completion of the process so that requester can confirm that the information is correctly posted on website.
4.0 Information to be made available to EB
4.0 PJRCES shall prepare an annual CDM activity Report as per Annexure C of Accreditation standard.
4.0 This report shall cover the activities during the period from 1st July of the preceding year to 30 June of the current year.
4.0 The contents and length of the report shall be in line with the requirements specified in Accreditation standard’s Annexure C.

4.0 The annual report shall be signed by the President and shall be submitted not later than 30th September.
4.0 PJRCES shall submit annually, to UNFCCC CDM secretariat, organizational structure, names, qualifications, experience, terms of reference etc. of key senior management personnel.
5.0 Records:
5.0 Annual CDM activity report
5.0 F-06.18 Website uploading request
Annexure – 1

Information that needs to be submitted to UNFCCC for validation and verification

Information that is submitted to UNFCCC during validation and verification may include following: 
1. Project Design Document (PDD) with required additional annexes, if any

2. Validation report

3. Valid letter of approval/authorization (HCA)

4. Modalities of communication

5. Registration request form

6. If it is a bundled project, Form “CDM-SSC-Bundle
7. Proof of payment

8. Spread sheet containing emission reduction calculations 

9. Monitoring report
10. Verification report

11. Certification report

12. Signed request for issuance

13. Any other additional documents required on project to project basis
� http://cdm.unfccc.int/EB/043/eb43_repan12.pdf


� List of documents attached as Annexure - 1
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