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Most Common Reporting Errors
With the conclusion of each reporting year, the California Registry staff provides feedback to members and verifiers on common reporting errors. The purpose of this feedback is to help members improve their reporting over time. Over the years the California Registry has made various improvements to the General Reporting Protocol (GRP) and CARROT but these changes are not always relayed to the appropriate member representative or they come at a time when members are not thinking about building their inventory. 
With the 2008 reporting season upon us, the California Registry staff has compiled a list of common reporting errors from this last reporting season. Please keep these items in mind as you develop your 2008 inventory of GHG emissions.  
The private CARROT Report is made up of eight basic components: Entity Information, Verified Emissions Information, Direct Emissions, Indirect Emissions, De Minimis Emissions, Movement Report, Optional Emissions/Statements, and Source-level Details. Below common reporting errors have been divided among these eight categories in addition to general reporting items. At the end of this document we are also including feedback on completing the PUP Report. 

General Reporting Items

· If you are reporting non-CO2 gases, the non-CO2 gases must be reported for all facilities and all applicable sources. For example if you are reporting CO2, CH4, and N2O, you must report CO2, CH4, and N2O for ALL sources within your organizational boundaries where these emissions occur. 

· If any of the required GHGs (e.g., CO2, CH4, N2O, HFCs, PFCs, and SF6) are included in your inventory, they must be reported as part of the verifiable report (e.g. Direct, Indirect, or de minimis). Only biogenic CO2 or optional emissions should be reported in the optional category.

· Do NOT enter emissions in CARROT as CO2e. Emissions should be entered as CO2, CH4, N2O, HFCs, PFCs, or SF6. CARROT will then convert your data into CO2e or CO2 equivalent.

· If you enter multiple GHGs for a particular source (i.e., CO2, CH4, and N2O), verify that the fuel-use amounts and units are consistent across all GHGs for that source.

· Any California Registry member who is subject to mandatory reporting under AB32 can use the emission factors included in the California Air Resources Board (ARB) Mandatory Reporting Regulations instead of or in addition to those in the GRP.

· Typically your Direct and Indirect Emissions TOTAL summaries will display only one TOTAL line. If you are reporting under equity share AND management control then CARROT will display two TOTAL summary lines for direct and indirect emissions. If you have two TOTAL summary lines for both emission categories and are NOT reporting under equity share AND management control, then you have probably entered equity share information for one or more of your facilities.  
· If you are reporting under equity share, please confirm that if other share holders are reporting to the California Registry, all of you are reporting in a consistent manner. 

· If you create a facility in CARROT but no emissions occur at this facility for a particular reporting year, please include a brief note in CARROT about why no emissions are included at that facility. 
Entity Information

The information included in this section is not subject to verification but the California Registry strongly recommends that each member that the time to include/update/revise data in this section as appropriate.

· Many members lease office space for which they do not receive the utility bills. In these situations, the member must estimate their indirect emissions from purchased electricity. Chapter 6 of the GRP provides approved alternate methodologies for estimating indirect emissions, but the GRP also stipulates that “members using an alternate estimation methodology must disclose publicly in CARROT that they are unable to obtain their electric bills and are estimating their emissions” (GRP 3.1, Chapter 6, Section III.6.2). Many members only included this disclosure at the emission-source level which is not public. Estimation disclosure statements must be included in the Primary Calculation Methodologies field (located on the second screen of the Entity Information tab in CARROT). 

· CARROT has a few fields under the Entity Information tab, including “Organizational Structure Disclosure”. It is not required that members complete this, but it is strongly recommended for members that report using the organizational boundary option of equity share. These members should include a statement about their equity share portion as well as the identity of other equity share holders. 
· A best practice for members with a 2211 NAICS code, that will also be using the Power/Utility Reporting Protocol (PUP), is to include their emissions efficiency metrics from the PUP Report in the Primary Calculation Methodologies field.  

Verified Emissions Information

· The Reporting Protocol field is automatically filled in by CARROT according to the reporting year selected and the GRP in use for that reporting year. In some instances a member may be reporting a prior year but using a more recent version of the GRP. If this situation applies to you, please call the California Registry Programs Team (213) 891-1444 ext.2 or email help@climateregistry.org and request that the GRP version for a particular reporting year be updated.

· If you report using the GRP and the PUP, the California Registry must attach the PUP to your Reporting Protocol field. If the PUP does not appear in your Reporting Protocol field, please call or email and request that the PUP be added.

· Another new feature of CARROT is the Reporting Boundaries field (located on the second screen of the Entity Information tab). Experienced members who have been reporting to the California Registry for a couple of years should take a moment to complete this new required field.
· If your organization chooses to select a Direct and Indirect Baseline Year, please take a moment to determine if your current reporting year results in a +/-10% difference in either the Direct or Indirect emissions as compared to the baseline year due to structural changes. (NOTE: Direct and Indirect emissions should not be added together when comparing to the baseline year. Please see How_to_Complete_Movement_Report.pdf located on the Members-Only webpage for more information.) If a +/-10% difference due to structural changes does occur, a baseline adjustment may be required. NOTE: It is optional to select a baseline year for either your direct or indirect emissions, but if you chose to do so please remember that your emissions inventories should be created so that they are comparable to the baseline year. Consistency over time is integral for comparison of emissions data!   

· A baseline year should only be applied to a year which is publicly available in CARROT. If you select a prior year as your baseline year, all intervening years must also be publicly available. If your organization is reporting multiple years during one reporting season and one of those years is selected as the baseline year, then the California Registry cannot accept any of the other years until the baseline year has been accepted.

· Direct and Indirect Emissions can have different baseline years.

Direct Emissions

Direct Emissions includes Stationary Combustion, Mobile Combustion, Process Emissions, and Fugitive Emissions. Many California Registry members are now reporting for their 4+ year or are choosing to begin reporting with more than just CO2. For accurate reporting of non- CO2 gases please keep the following guidance in mind.
Stationary Combustion

· The combustion of fuels to produce electricity, heat, or motive power using equipment in a fixed location. This includes utility equipment, small generators, portable generators, hand-tools, welding torches, and any other item which is not capable of self-powered movement should be labeled as stationary combustion.
· If your inventory includes emissions from leased office space AND this office space is directly metered for its natural gas usage, then the emissions from natural gas usage at this office space should be included in the inventory as stationary combustion. However, the more common scenario for leased office space is that it is NOT directly metered and property managers can only provide information on the building’s total natural gas consumption. In this situation the member should NOT include estimated natural gas usage from the leased office space under stationary combustion. Instead the member has the option to include this information under the Optionally Reported category of CARROT. No member of the California Registry should report estimated direct emissions as a part of the verifiable inventory. All publicly reported direct emissions should be based on directly-measured data sources. 
Mobile Combustion

· If you are using GRP version 3.0 or 3.1, you should be applying the emission factors from that GRP to your vehicles. Unless your entire inventory is created using a prior version of the GRP, you should not be applying older GRP emission factors to your vehicle’s fuel consumption.

· Forklifts, ride on lawn mowers, snow mobile, etc. should be labeled as mobile combustion.
Process Emissions

· Fire extinguishers should be labeled as process emissions. Fire extinguishers are typically used for the express purpose of putting out a fire and thus these are intentional emissions and not unintentional or fugitive emissions.
· Cold flaring or venting should be labeled as a process emission.

· Oil & Gas members should review the Natural Gas Transmission & Distribution Protocol for guidance on reporting emissions from source types not included in the GRP.
· Landfill and Wastewater Treatment facilities should review the Local Government Operations Protocol for guidance on reporting process and fugitive emissions.
Fugitive Emissions

· R-22 (Freon) is an HCFC and should not be reported as an HFC. Only the following HFCs should be reported: HFC-23, HFC-125, HFC-134a, HFC-143a, HFC-227ea, HFC-236fa, HFC-4310mee.
· Refrigerant blends such as R404A, R407C, or R507 should be reported in CARROT as the individual gases that make up each of these blends. For example, if you are using R404a you would report the emissions in CARROT as three distinct sources, since R404A is a blend of HFC-125, HFC-134a, and HFC-143a. The source name for all three sources could be “R404A Use” and then the HFC-125 line would correspond to 44% of the fugitive emission, the HFC-134a source would correspond to 4%, and the HFC-143a source would correspond to 52%. 
· HFC emissions should not be reported in CARROT as CO2 or as only one of the HFC chemical species, if reporting for a refrigerant blend. Please see GRP, Chapter 11 for more information.
· Do not report other HFCs in CARROT as other required HFCs. If you would like to disclose emissions from use of non-required HFCs, please do so in the narrative section of the Optional Reporting tab of CARROT.

· Air conditioning emissions from vehicles should be labeled as a fugitive emission, not mobile combustion.

· Oil & Gas members should review the Natural Gas Transmission & Distribution Protocol for guidance on reporting emissions from source types not included in the GRP.

· Landfill and Wastewater Treatment facilities should review the Local Government Operations Protocol for guidance on reporting process and fugitive emissions.

Indirect Emissions

· If you are estimating your electricity usage, i.e. are not directly metered, then you must use one of the GRP approved alternate methodologies AND provide a public disclosure statement about including estimated indirect emissions.
· If you purchase electricity from a utility that is also a California Registry member, then it is more accurate to use that utility’s electricity deliveries metric (available through the utility’s public CARROT report and in the Members Only section of the website). If you use a utility-specific metric to calculate your indirect emissions from purchased electricity, then you must continue to do so for future reporting years, i.e. you cannot revert to using the eGRID default. Remember consistency is extremely important! If the utility’s prior reporting year is not yet public when you are creating your inventory, then use the utility’s most recent available data.
· The category “Purchased Heating and Cooling” applies to organizations that receive heat (or steam) from a co-generation plant. This category should not be applied to natural gas use as this is considered stationary combustion since you are burning the natural gas at your location. 

De Minimis Emissions

For all members using GRP versions 3.0 and above, it is required that you report all de minimis emissions in CARROT. We realize that this may be labor intensive but this practice greatly improves the transparency of your inventory report. The purpose of the de minimis category is to minimize the reporting burden and maximize the benefit of standardized GHG emissions data.
· A best practice for assigning emissions as de minimis would be to select small sources and/or gases for which you do not have complete supporting documentation, for example vehicle mileage information. Develop and document a methodology for estimating these emissions and apply this methodology/assumption consistently across reporting years. NOTE: every four years you will need to re-calculate the emissions from your de minimis sources.
· Sources and/or gases may be moved in and out of the de minimis category based on the availability of supporting documentation and the cost-effectiveness of compiling this information. If you have supporting documentation and the resources to compile data for small sources and/or gases then you should not move these sources and/or gases into de minimis. Consistency across reporting years is imperative in order to understand how your emissions change over time. This is especially applicable for members who select a baseline year. 

· The trend for de minimis emissions should be that while you are developing your data management systems, your de minimis emissions will comprise a higher portion of your inventory than in subsequent years. As these data management systems become incorporated into your organization’s daily activities your percentage of de minimis emissions will go down. NOTE: the threshold for de minimis emissions is 5% of your total inventory.
Movement Report 

As more members report for their 2+ year to the California Registry, we are noticing the importance of having each member complete their movement report (located on the second screen of the Entity Information tab in CARROT). NOTE: information included in the movement report is private and usually un-verified, but this information greatly aids in the review of your inventory.
· If this is your first year reporting to the California Registry, select first year reporting as a factor and enter ZERO for the emission amount.

· If your company experiences any structural changes and/or organic growth/decline please include a factor to describe this change from year to year in your movement report.

· If your calculation methodologies change this should also be included in your movement report. For example if you use the eGRID defaults to calculate your indirect emissions one year and then change to utility-specific metrics this should be documented in the movement report.

Optional Emissions/Statements 

CARROT enables members to include optional narratives, reports/documents, and emissions in their public reports. This optional information is not verified by the third-party verification firm but is reviewed by the California Registry for appropriateness. 

· Optional narratives can be included in any of the following categories: Emissions Efficiency metric, Emissions Management Programs, Emissions Reduction Projects, and Emissions Reduction Goals. Optional narratives should not refer to “negative emissions”, “off-setting emissions” (unless these are emissions that your organization has purchased to off-set its own emissions), or advocating the use of non-California Registry approved protocols to develop an inventory accepted by the California Registry. If you have a question about an optional statement your organization would like to include in your CARROT report, please call the California Registry for guidance.
· Non-California Registry approved protocols should not be attached to your CARROT report as publicly available reports and/or documents.
· All California Registry members reporting under the GRP and the PUP must have a publicly available PUP Report attached to their CARROT report.

· The CARROT software enables members to include optionally reported emissions as a part of their report. This emissions category however should NOT be used to report international data. Specifically you should not include international data under the Optionally Reported category of a U.S. based facility in CARROT. International emissions are optionally reported through the California Registry’s program but we cannot accept international emissions into the public database. All public CARROT reports should ONLY include U.S. emissions. CARROT reports including worldwide emissions are ONLY for internal use.

Source-level Details
The California Registry-Member Services Team allocates time and resources to conducting a final review of each verified CARROT Report. Source names and their corresponding notes help us to understand your report and determine if members are reporting in a consistent manner. Verifiers only see their client’s reports but the California Registry staff sees each and every CARROT report, so we are in a unique position to help maintain the integrity of the entire database. 
· Entering a meaningful source name will aid you in data entry but will also help us confirm that you have entered all GHGs for a particular source as well as determine if other members in a similar sector are reporting the same types of sources.

· If you are creating your inventory off-line (pre-calc) or are using site-specific emission factors, please take a moment to include a brief note explaining your methodology, source, etc. in the additional fields provided at the source-level. This information is private and greatly aids us during the final review process.
PUP Report
The PUP Report should be completed by every California Registry member that is reporting under the GRP and the PUP. 

· The PUP Report must be a publicly available document that is attached to your CARROT report.

· PUP Reports should be converted and attached as PDFs and not as EXCEL files.

· All California Registry members must use the most recent version of the PUP Report which has been created and distributed by the California Registry.

· Take a moment to confirm that the basic information in the PUP Report matches the information in CARROT, including baseline selections.

· The blue section of the PUP Report should match your CARROT summary of direct, indirect, and de minimis emissions exactly. 

· The Fossil Generation (net) line item in the green section of the PUP Report should be approximately equal to the CO2 input for Total Stationary Combustion-from Electric Power Generation, T&D Activities (blue section) of the PUP Report.

· Information entered in the Purchased Generation Total (Net) section of the PUP Report should only include power that is purchased BUT NOT consumed by the reporting entity. Information in this section should only reflect power that is purchased to meet a load-based demand.

· Indirect emissions from transmissions and distribution losses should be reported in CARROT as well as the blue section of the PUP Report. 

· If you are reporting for your 2+ year under the GRP and PUP, please confirm that your PUP Report is completed in a consistent manner to prior reporting years. If a source is sold, closed, discontinued, shut-down, or purchased for the first time, please include information about this change in your movement report! Consistency across PUP Reports for a member is also very important, especially if you are a utility that reports an electricity deliveries metric that other may use.
· A new question appears in the PUP Report which asks “Do you deliver power to an end-user/retail customer?”. Only answer YES to this question if you delivery power to a true end-user and not a utility which will distribute this power to other customers, if you own transmission and distribution lines, AND if you purchase power to meet a load-based demand.

· Take a moment to review the Instructions tab in the PUP Report workbook.
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