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Instructions
This form is to be used by the primary or alternate account representative (PAR or AAR) of a participant registered under the Climate Change Mitigation and Low Carbon Economy Act, 2016 to request Director approval for the following actions taken in the Compliance Instrument Tracking System Service (CITSS):
•         changing the primary account representative (PAR) of the participant’s account; 
•         adding a new alternate account representative(s) (AAR) (also includes switching an existing AVA to an AAR); and
•         adding a new account viewing agent(s) (AVA) (also includes switching an existing AAR to AVA). 
The following actions do not require Director’s approval and will be accepted once they are submitted in the CITSS:
•         removing an existing AAR; or
•         removing an existing AVA.
Note: Only individuals recognized as an account agent in the CITSS pursuant to Section 45 of Ontario’s 
Cap-and-Trade Regulation may be designated as the PAR, AAR, or AVA. These individuals are approved CITSS users.
Auction Eligibility: Any account representative change(s) must be submitted to the Director at least 40 days preceding an auction in order for the participant to be eligible to participate in that auction.
Mail the completed form with original signatures and any required documents to the Director at:
Ontario Cap and Trade Program
Ministry of the Environment and Climate Change 
Program Management Branch
40 St. Clair Avenue West, 4th Floor
Toronto, ON  M4V 1M2
Upon receipt and review, the Director will send an email to the PAR and AARs notifying them of approval or denial status of the proposed change(s).
For any questions regarding this form, please contact the Ontario Cap and Trade Help Desk by email at CThelp@ontario.ca or by phone at 1-888-217-3326.
Fields marked with an asterisk (*) are mandatory.
Section 1 - Participant Identification
Please indicate the purpose of this submission (check all that is applicable) *
Section 2 - Change Primary Account Representative (PAR)
Please complete this section if you are proposing any changes to the primary account representative (PAR) of the participant’s account.
Instructions for Changing the PAR
1. The current PAR or AAR for the participant's account proposes the change(s) in CITSS by carrying out the appropriate action below:
a.         To retire the current PAR and designate an approved CITSS user who is not already associated with the participant as the new PAR, select the “Change” button beside the current PAR under the Representatives page and provide the CITSS User Reference Code of the new PAR.
b.         To designate an existing AAR as the new PAR and retain the current PAR as an AAR, select the “Swap with PAR” button beside the existing AAR under the Representatives Page.
c.         To designate an existing AVA as the new PAR and retain the current PAR as an AVA, select the “Swap with PAR” button beside the existing AVA under the Account Viewing Agents Page. Note: once the PAR swaps position with an AVA, the PAR will no longer be able to carry out actions in CITSS on behalf of the Participant. 
2. The current PAR or AAR completes the sections below accordingly to reflect the change(s) proposed in CITSS.
3. Submit a signed Account Representative or Viewing Agent Attestation (Appendix A) form each approved CITSS user being added as a PAR or changed to an AAR or AVA along with this form.
Note: If you are adding a new PAR or you are designating an existing AVA as the new PAR (action 1c above), and have not already done so, please submit a letter prepared by the chief officer or a resolution of the board of directors of the participant attesting that the individual has been duly designated to act on behalf of the participant as an account representative for the purposes of Ontario’s Cap-and-Trade Regulation. A notary or lawyer must certify the authenticity of the letter of authorization. A template letter is available on Ontario’s Cap-and-Trade website business section.
First Name *
Last Name *
CITSS User Reference Code*
Description of Change *
Attestation attached  
Notarized Letter of Authorization attached or previously submitted 
Current PAR
First Name *
Last Name *
CITSS User Reference Code*
Description of Change *
Attestation attached *
Notarized Letter of Authorization attached or previously submitted *
New PAR
The PAR must reside in Ontario. Please provide below the primary address in Ontario of the new PAR.
Address
Section 3 - Change/Add Alternate Account Representative (AAR)
Please complete this section if you are proposing to either:
•         designate an approved CITSS user who is not already associated with the participant as an AAR under the participant’s account in CITSS; and/or 
•         switch an existing AVA to an AAR. 
Instructions for Adding a new AAR
1.         The current PAR or AAR for the participant’s account proposes the addition of a new AAR in CITSS by entering the CITSS User Reference Code of the approved CITSS user under the Representatives page and selecting the “Add” button.
2.         The current PAR or AAR completes the sections below accordingly to reflect the addition(s) proposed in CITSS.
3.         Submit a signed Account Representative or Viewing Agent Attestation (Appendix A) for each approved CITSS user that is being added as an AAR along with this form.
Instructions for Switching an AVA to AAR
1.         The current PAR or AAR for the participant’s account proposes the switch in CITSS by carrying out the following actions:
a.         Remove the account agent as an AVA by selecting the “Remove” button beside the individual’s name under the Account Viewing Agents page.
b.         Add the account agent as an AAR by entering their CITSS User Reference Code under the Representatives page and select the “Add” button.
2.         The current PAR or AAR completes the sections below accordingly to reflect the switch proposed in CITSS.
3.         Submit a signed Account Representative or Viewing Agent Attestation (Appendix A) from each approved CITSS user that is being switched from an AVA to an AAR along with this form.
Note: If you are adding a new AAR or switching an AVA to an AAR, and have not already done so, please submit a letter prepared by the chief officer or a resolution of the board of directors of the participant attesting that the individual has been duly designated to act on behalf of the participant as an account representative for the purposes of Ontario’s Cap-and-Trade Regulation. A notary or lawyer must certify the authenticity of the letter of authorization. A template letter is available on Ontario’s Cap-and-Trade website business section.
Item No.
First Name *
Last Name *
CITSS User Reference Code *
Description of Change *
Attestation attached *
Notarized Letter of Authorization attached or previously submitted *
Note: 
If the participant is a company, you must designate at least one (1) and up to four (4) AAR(s). 
If the participant is a natural person, they are permitted (but not required) to designate up to four (4) AARs.
Section 4 - Add Account Viewing Agent(s) (AVA)
Please complete this section if you are proposing to either:
•         designate an approved CITSS user who is not already associated with the participant as an AVA under the participant’s account in CITSS and/or 
•         switch an existing AAR to an AVA.
Instructions for Adding an AVA
1.         The current PAR or AAR of the account proposes the addition of an approved CITSS user who is not already associated with the participant as a new AVA in CITSS by entering the CITSS User Reference Code of the approved CITSS user under the Account Viewing Agents page and selecting the “Add” button.  
2.         The current PAR or AAR completes the sections below accordingly to reflect the addition(s) proposed in CITSS.
3.         Submit a signed Account Representative or Viewing Agent Attestation (Appendix A) from each approved CITSS user that is being added as an AVA along with this form.
Instructions for Switching an AAR to AVA
1.         The current PAR or AAR of the account proposes the switch in CITSS by carrying out the following actions:
a.         Remove the approved CITSS user as an AAR by selecting the “Remove” button beside the individual’s name under the Representatives page
b.         Add the approved CITSS user as an AVA by entering their CITSS User Reference Code under the Account Viewing Agents page and select the “Add” button.
2.         The current PAR or AAR completes the sections below accordingly to reflect the switch proposed in CITSS.
3.         Submit a signed Account Representative or Viewing Agent Attestation (Appendix A) from each approved CITSS user that is being switched from an AAR to an AVA along with this form.
Note: If you are adding a new AVA or switching an AAR to an AVA, and have not already done so, please submit a letter of authorization prepared by the chief officer or a resolution of the board of directors of the participant attesting that the individual has been duly designated to act on behalf of the participant as an account viewing agent for the purposes of Ontario’s Cap-and-Trade Regulation. A notary or lawyer must certify the authenticity of the letter of authorization. A template letter  is available on Ontario’s Cap-and-Trade website business section.
Item No.
First Name *
Last Name *
CITSS User Reference Code *
Description of Change *
Attestation attached *
Notarized Letter of Authorization attached or previously submitted *
Section 5 - Authorization for Changes
Active PAR or Active AAR Attestation
The Active PAR or Active AAR of the participant identified under Section 1 of this form must attest to the following:
I certify that:
1.         I have been designated to act as the primary account representative or as an alternate account representative on behalf of the Participant for the purpose of Ontario’s Cap-and-Trade Regulation;
2.         I have personally examined, and am familiar with, the statements and information submitted in this document and all its attachments;
3.         I certify that the statements and information submitted to the MOECC are true, accurate, and complete;
4.         I am aware that it is an offence under the Climate Change Mitigation and Low-Carbon Economy Act, 2016  to submit false statements and information or to omit mandatory statements and information; and
5.         On behalf of the Participant, I consent to the information being disclosed by the MOECC to authorities in designated jurisdictions when necessary for the administration and enforcement of the Cap-and-Trade Regulation or the corresponding regulation of designated jurisdictions.
Account Role *
Chief Officer Attestation or a Resolution of the Board of Directors
Please provide either:
a) The name and signature of the chief officer of the participant in the space below attesting to the following terms; or
b) A resolution of the board of directors to the same effect.
I certify that:
1.         I am the Chief Officer and that I am responsible for the conduct of the participant’s account representatives and account viewing agents;
2.         I have personally examined, and am familiar with, the statements and information submitted in this document and all its attachments;
3.         Based on answers provided by the individuals with primary responsibility for obtaining the information, I certify that the statements and information submitted to MOECC are true, accurate, and complete;
4.         I consent to the disclosure of the information by the MOECC to authorities in designated jurisdictions when necessary for the administration and enforcement of the Cap-and-Trade Regulation and the corresponding regulation of a designated jurisdiction; and 
5.         I am aware that it is an offence under the Climate Change Mitigation and Low-Carbon Economy Act, 2016 to submit false statements and information or to omit mandatory statements and information.
Appendix A: Account Representative Attestation
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Appendix A: Account Representative or Viewing Agent Attestation
Current Account Role *
New Account Role *
I certify that:
1.         I have been designated to act as the primary, alternate account representative, or account viewing agent, as the case may be,  on behalf of the participant for the purpose of Ontario’s Cap-and-Trade Regulation;
2.         I will comply with the Climate Change Mitigation and Low-Carbon Economy Act, 2016 and the Cap-and-Trade Regulation;
3.         I have personally examined, and am familiar with, the statements and information submitted in this document and all its attachments;
4.         I consent to the disclosure of the information submitted in this document and any of its attachments by the MOECC to authorities in designated jurisdictions when necessary for the administration and enforcement of the Cap-and-Trade Regulation and the corresponding regulation of a designated jurisdiction; and
5.         I am aware that it is an offence under the Climate Change Mitigation and Low-Carbon Economy Act, 2016  to submit false statements and information or to omit mandatory statements and information.
Are you currently, or are you in the process of becoming designated by any other participant as an account representative or as an account viewing agent for the purpose of Ontario’s Cap-and-Trade Regulation or as a person authorized to perform similar functions under the regulations of a designated jurisdiction? *
If you checked Yes, then please identity the other participant(s) in the table below:
Item No.
CITSS Entity ID
Legal Name
Operating Name
Telephone No. (including area code)
E-mail
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