Office of Transportation and Air How to Associate your Company with an Attest
Quality Fuels Registration Auditor
(OTAQREG) v

This job aid is designed to provide a high-level overview of this task so that you can start using the attest auditor

functionalities as quickly as possible.

Before you begin: Skip to instructions for:

JOb Ald You must have a Central Data Exchange (CDX) How to Update your Company’s Attest
account Submission Requirement

You must be logged into the CDX OTAQREG How to Associate to an Attest Auditor

program service

You must have the following user roles in OTAQREG
on behalf of the regulated party

Company Editor or RCO
Part 8o/1090 Report Submitter
n For help with these steps, see the documentation on EPA’s
Fuels Registration, Reporting, and Compliance Help
\" website:
https://www.epa.gov/fuels-registration-reporting-and-

compliance-hel

EPA-420-B-23-013
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https://www.epa.gov/fuels-registration-reporting-and-compliance-help

How to Update your
Company’s Attest
Submission Requirement

1. Click the Company ID for the appropriate
regulated party

2. Select Edit Program Types and Activities

Show 10 ~  entries Filter Companies: | 1801
ompany |D 1= Company Name Address My Roles
1601 - Renswable Fuel Producer - Test 123 Main 5t, « RCO
Fairfax, VA 22030, US :
View Company Information A ' « Company Editor
Edit Roles
S Manage User Associations |5 total entries) Previous Next

dit Company Information
Edit Program Types and Activities I
o
Manage Facilities

QAP Associations
RCQ Update Request

Steps continue on next slide...
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Program Type and Business Activilies

HOW to U pd ate you r Are you required to submit Engineering Reviews (ER) via ER Webform and/or documents via DCFuels in > Yes @ Mo
order to register your company activities? If you have already had your company activated, select No and

Com pa ny’s Attest select the appropriate company type below.
SU bm ission Requ i rement Are you an independent third party that will conduct audits of renewable fuel production under the Quality O Yes @® Mo

Assurance Plan (QAP) Program?

Are you an independent third party that conducts surveys on behalf of other companies under 40 CFR Part O Yes @ Mo
. 10907
3. Onthe Program Type and Business
ACtiVities Screen, CliCk Save & continue J::_tﬂonl;;: independent third party that conducts attest audits on behalf of other companies under 40 CFR O Yes @ Mo
Do you produce or impeort Gasoline, Reformulated Gascline, Pentane, Ethancl Denaturant, or Oxygenates; or O Yes ® Mo

do you blend Oxygenates?

Do you produce or import Diesel fuel that is used to power highway vehicles andier non-road engines and O Yes @ Mo
equipment?
Do you produce, impert, export or otherwise handle Renewable Fuels or Bicintermediate Products as defined ® Yes (O Mo

under the Renewable Fuel Standard Program?

Business Activities For Renewable Fuel Standard Program Type

Biointermediate Producer @ Mo
Foreign Undenatured Ethanol Producer & Mo
PADD Importer {(Renewable Fuel Importer) @ Mo
Renewable Fuel Producer @ =l

Renewable Fuels Exporter @ Mo
Renewable Fuels Importer & Mo
RF 5 Pathway Petition Submitter (30.1416) @ Mo
RIN Owner Only (Blenders, Marketers, Traders) @ L
Small Blender (Blenders in 40 CFR 80.1440) & Mo

Steps continue on next slide...

Save & Confinue M
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How to Update your
Company’s Attest
Submission Requirement

/. Onthe Foreign Bond Information screen,
click Save & Continue

Foreign Bond Information

Does your company own or operate any foreign facilities? #* O Yes @ Mo
Foreign Bond Determination

Gasoline

Renewable Fuel standard [ % No ]

4

Save & Continue M

Steps continue on next slide...
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How to Update your
Company’s Attest
Submission Requirement

5. On the Attest Submission Information
screen, you will be asked the question "/s
this company required to submit one or
more annual attest audit reports?”

Select Yes
Attest Submission Information

6. Click Save & Continue

Is this company required to submit one or more annual attest audit reports? #*

Save & Continue M

Steps continue on next slide...
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How to Update your
Company’s Attest
Submission Requirement

7. Onthe 40 CFR Part 79 Company
Information screen, click Save &
Continue

8. On the Facility Management screen, click
Save and Review

Facility Management

Add Facility
Show | 10 « | entries Filter Facilitias
1D 1= Name Type Status Location Actions
OTAQREG10024928 EAST TEXAS « Gas/Ethanol Active 12942 FM2767 »  View
RENEWABLES, LLC TYLER, TX 75708 “ View Reporting IDs
@ Edit
@ Delete
Showing 1to 1 of 1 entries Previous n Mext
. . 8
Steps continue on next slide... % Save | Save and Review N
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How to Update your
Company’s Attest
Submission Requirement

Reqguestad Changes

Company Attest Submission Requirement changed from false to frue

Reason for Change: *

. Other (e Engineering Review) -
screen, under section Requested [ ]

Comments: #*

9. Onthe Company Program Type Request

Changes:

Mew Facility {(with Engineering Review)
Click on the Reason for Change drop- Facilily ownership change (new Enginesring Review)
down menu and select *Other (No Facility ownership change (carry over Engineering Review)
Eng ineeri ng Review)” Three Year Update Engineering Review

Facility Update (with Engineering Review)

10.Enter details into the Comments section " __ :
{Mo Engineering Review)

Raquasted Changes

Company Aftest Submission Requirement changed from false to true

Reason for Change: * | gyher (No Engineering Review) -

Comments: % Updating Attest Audit requirement

Steps continue on next slide...
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How to Update your
Company’s Attest
Submission Requirement

171. Review the Company Program Type (CPT)
Request

If you are the RCO of the company:

12. Click Sign and Submit and proceed with the
eSignature steps

The request will appear in the My Requests
section of your home page with the status
Awaiting Initial Review

If you are not the RCO of the company:

13. Click Submit and Notify RCO

The request will appear in the My Requests
section of your home page with the status
Awaiting RCO Signature

> NOTE: The CPT request will need to be
activated by EPA before you will be able to
proceed to the next steps.

Company Program Type Request

Request Information

Request ID: CPT-26233 Created On: 01/31/2023
Request Type: Update Company Program Type Modified On: 01/31/2023
Request Status: Draft Requestor ID: RCOLIMNDA
Company Name: Renswable Fusl Producer - Test [1601] Requestor Name: Linda Kim

Submission: Initial

Requested Company Program Types and Business Activities

Edit Company Programs and Business Aclivilies

Program Types and Business Activities

Renewable Fuel Standard
Renewable Fuel Producer

Foreign Bond Information

Gasoline: Mo
Renewable Fuel standard: Mo

Attest Submission Information

I5 this company required to submit one or more annual attest audit reports? es

40 CFR Part 79 Company Information

Is this company reguired to submit fuel andfor fuel additive information to comply with 40 CFR Part 797 Mo

12

M Home Page ® Cancel Request I Sign and Submitel I

1 3 .
® Cancel Request { Submit and Notify RCO>
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How to Associate to an

Attest Auditor

Show 10 ~  entries Filter Companies:
Company 1D 1= Company Name Address My Roles
. 1961 - Attest Auditor Inc 123 Main St, « Part 80/11090 Report Submitter
1/4.0n the OTAQREG homepage, click the Fairfax, VA 22030, US . Company Editor
Company ID for the appropriate 14
| d Renawable Fuel Producer Inc 123 Main St, « Part 80/1090 Report Submitter
regulated party Fairfax, VA 22030, US » Company Editor
15.Select Manage Attest Auditor
L Showing 1to 2 of 2 entries Previous Next
Associations
“* NOTE: If you do not see this option in the drop-
down menu, you will first need to submit an
Update Company Program Type (CPT) request
to update your company’s attest submission
requirement: How to Update your Company’s
Attest Submission Requirement
Once EPA has activated your CPT request, you
may then proceed with the steps above. ‘?

Steps continue on next slide...
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How to Associate to an
Attest Auditor

16.Click Create New Association

Attest Auditor Associations for Renewable Fuel Producer Inc [1965]

Create Mew Association

Show | 10 + | entries Filter associations
Auditor Company (ID) 1:  Start Date End Date Actions
There are no Associations to display.
Showing 0 to 0 of 0 entries Previous | Next

Steps continue on next slide...
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Attest Auditor Association Information

Auditor Information

8
Select the Auditor Type: # l Search For Attest Auditor Company |

@® Independent Auditor () Certified Internal Auditor

How to Associate to an
Attest Auditor

Company Name and Location

17.Select the appropriate Auditor Type

C 1D:
* Independent Auditor ompany
1961
*  Certified Internal Auditor [ compony nome

Attest Auditor Inc

If you select Independent Auditor: Street Address:
123 Main St

18. Click Search for Attest Auditor Company

Street Address (Line 2):

19.Enter Company Name and Location details

20.Click Search o StatelProvinee:
Fairfax Select a State... VI
21.Click Select
Postal Code: Country:

** Proceed to step 22 (next slide) | UNITED STATES -]
If you select Certified Internal Auditor:

Show| 10 w  entries Filter Companies
o i
< Proceedto Step 22 (neXt SlldE) Company Id 1: Company Name Address Actions

1961 Attest Auditor Inc 123 Main St Select
Fairfax, VA 22030
Showing 1to 1 of 1 entries Previous - Next
Steps continue on next slide...
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22

HOW to ASSOCiate to an Auditor Association Date Information
Atte St AUd itor Provide an association start date # Provide an association end date
[ 120112022 = =
| Su Mo Tu We Th Fr Sa
22 .Enter Auditor Association Date E o 3
Information details s sl[ & 7| 8| sl 10
11 12/ 13| 14| 15 16| 17
* Association Start date (required . ; e bai .
( q ) 18| 19 20/ 21| 22/ 23l 24 procedures (if any) for which the auditor is being engaged:
* Association End date (not required) 25 26 27 28 29 30 31

273.Select the appropriate Company Audit
Procedures

Steps continue on next slide...
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HOW to ASSOCiate to an Audit Procedure Information
Attest Auditor

Company Audit Procedures

Please select all company-level audit procedures (if any) for which the auditor is being engaged:
» RFS Obligated Parties
2/ .Click Add Facility
215.Select the appropriate facility from the Facility Audit Procedures

Add FaCIIIty d rop-down menu Please identify all facilities at which audits are being conducted and select all the audit procedures for which the auditor is

being engaged at each facility:
26.Click Add
Add Facility

&

TEST FACILITY EXAMPLE (OTAQREG1000...

Steps continue on next slide...

How to Associate your Company with an Attest Auditor | February 2023 13



How to Associate to an
Attest Auditor

27.Select the appropriate Facility Audit Facilty Audit Procodures

Procedures
Please identify all facilities at which audits are being conducted and select all the audit procedures for which the auditor is

28 .Click Save and Continue being engaged at each facility:

Facilitv Name: TEST FACILITY  Program ID: OTAQREG10001234
XAMPLE

Facility Audit Procedures: #

RFS Obligated Parties -
RFS Exporters

RFS RIN Generators

RFS Others Owning RINs
RFS Independent Auditors

RFS NTDF Recertification

28

M Back I Save and Continue M |

Steps continue on next slide...
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How to Associate to an
Attest Auditor

20 .Review the Attest Auditor Association
(ATT) request

If vou are the RCO of the company:

30. Click Submit and Notify Auditor and
proceed with the eSignature steps

The request will appear in the My Requests
section of your home page with the status
Awaiting RCO Approval

If vou are not the RCO of the company:

31. Click Submit and Notify RCO

The request will appear in the My Requests
section of your home page with the status
Awaiting RCO Signature

“* NOTE: Both the RCO of the requlated party
and the RCO of the Attest Auditor company
will need to approve the request before the
association becomes active.

Request Information

Request ID: ATT-32444

Request Type: New Attest Auditor Association
Request Status: Draft

Company Name: Renawable Fuel Producer Inc [1965]

Submission: Initial

Auditor Information

Auditor Type: Independent Auditor
Company Details
Company 1D: 1961
Company Name: Attest Auditor Inc

Street Address: 123 Main St
Street Address 2:

Responsible Corporate Officer (RCO) Information

Created On: 01/13/2023
Moadified On: 01/13/2023
Requestor ID:  USERNAME
Requestor Name: Jane Smith

Auditor Association Date Information

Start Date: 12/01/2022 End Date: No End Date Provided

Company Audit Procedures

Please select all company-level audit procedures (if any) for which the auditor is being engaged:
+  RFSRIN Generators

Facility Audit Procedures

Please identify all facilities at which audits are being conducted and
select all the audit procedures for which the auditor is being engaged at
each facility:
Facility Name: TEST FACILITY EXAMPLE Program ID:  OTAQREG10001234

RFS RIN Generators

RCOCDXUserID: RCO_USER Request History

RCO Name:  John Johnson

RCO Title: CEQ Show | 10 W entries Filter History
vaer e © bescipuon
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01/13/2023 10:08 AM Request Status changed from NONE to Draftby ~ USERNAME

Showing 1to 1 of 1 entries

30

W Home Page X Cancel Request I Submit and Notify RCOi |

Previous Next

1
‘ M Home Page & Edit Request ¥ Cancel Request I Submit and Motify Auditori |

15
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