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On 1 January 2017, the Book and Claim supply chain model is integrated into the RSPO'’s
traceability system RSPO PalmTrace!, where RSPO Credits can be traded. This manual
explains how independent smallholders can offer RSPO Credits in RSPO PalmTrace.

If you have any questions about RSPO PalmTrace, please do not hesitate to contact our
support team at palmoil.support@utz.org or call us at +31 20 820 8968.

Before you can start offering RSPO Credits, you need to

Be a member of the RSPO

Be registered in RSPO PalmTrace (‘Palm Oil Registration’)?

Be RSPO certified

Be licensed in RSPO PalmTrace by your certification body

Fill in the set-up form for RSPO credit sellers to request access to Book and Claim;
and

Send the set-up form along with a letter from your bank confirming your company’s
bank account number to palmoil.support@utz.org.
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1 Previously known as RSPO eTrace. The existing functionalities of RSPO eTrace will remain the
same in RSPO PalmTrace.

2 Users who already made an account in RSPO eTrace do not have to register again in RSPO
PalmTrace.
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After registration you will receive an email with your user name and password. With this you
can log in to RSPO PalmTrace.
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Before you can offer RSPO Credits or register off market deals, you need to allocate your
certified volume to RSPO Credits. Through allocating, you make your RSPO Credits
available for trading, but you do not yet place an offer on the market. This needs to be done

in a separate step.

With the license requested by your certification body, you can enter the Member Area of
RSPO PalmTrace.

In the Member Area, go to the tab ‘Trading&Stock’. Here you find the certified volume for IS-
CSPO, IS-CSPKO and IS-CSPKE as given to you by your certification body.
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In order to make your certified volume available as RSPO Credits, click on the ‘Allocate

Credits’ link.
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Indicate the volume you want to allocate to RSPO Credits and confirm by clicking on OK.
The allocated RSPO Credits can now be offered on the market or an off market deal can be

registered.

Allocate back to physical volume

If you have allocated RSPO Credits, but rather sell your certified volume as physical to a

certified mill, you can allocate credits back to physical.
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Click on the link ‘Allocate back to physical’, indicate the volume you want to make available

for physical sales and confirm by clicking on OK. You can now trade the volume as physical
to a certified buyer.

Book and Claim in RSPO PalmTrace

When you have allocated RSPO Credits and want to trade them, go to the Book and Claim
section in RSPO PalmTrace. To enter Book and Claim, you have two options.

1. Click on the link ‘Credit Trading’ in the Member Area under ‘Trading&Stock’; or
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2. Go to the tab ‘Book and Claim’ after logging in and click on the link to enter.
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When opening the Book and Claim section, you can start offering your RSPO Credits. Please
find below an explanation of the different parts of your start screen

© Trude

N

Switch between the different credit types. See the amount of your allocated credits
and perform activities per credit type.

Overview of your open orders. These are offers for the selected credit type made by
you, for which no match has been made yet.

Place new offers for the selected credit type or register an off market deal. The
currency is US Dollars.

See the latest market information for the selected credit type.

In order to offer RSPO Credits on the market, first choose the credit type you want to sell.
Make sure you have allocated enough RSPO Credits.
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In the ‘Offer’ section of the selected credit type, please enter the amount of credits you want
to sell on the market and indicate the price per credit you would like to receive.

At best — You will sell the RSPO Credits for the best price that is currently offered on
the market by credit buyers. An immediate match will be made (unless there is
currently no demand for this type of RSPO Credits).

Limited — You can set the price per credit you would like to receive. An immediate
match will be made if a credit buyer is currently offering the price you have indicated.

If no immediate match with a credit buyer can be made, your offer will appear under ‘Open
orders’. Once a credit buyer offers the price you have indicated, a match will be made. In
case other credit sellers have placed an offer before you, a ‘first in first out’ rule applies.

Click on ‘Offer’ and confirm it. All bids and offers placed on the market are anonymous. Only
once a match is made, you will know the identity of the credit buyer.

If you have made an off market deal with your preferred credit buyer, either you or the buyer
needs to register the off market deal in RSPO PalmTrace.
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In order to register an off market deal, first choose the credit type you have sold to your
preferred buyer.

In the ‘Offer’ section of the selected credit type, choose ‘Off market deal’. Enter the amount
of credits you have sold and the price per credit you have received. Then, please enter the
RSPO PalmTrace Member ID of the credit buyer. You can use the search function to look up
the buyer by e.g. their company name.

Click on ‘Offer’ and confirm the off market deal. The buyer will now receive a request that
they can accept or deny.

Until the buyer has accepted or denied the off market deal, you have the possibility to cancel
it. You find the transaction under your ‘Open orders’. By clicking on the cross you can cancel
the pending off market deal.

In case the credit buyer registers the off market deal, you will see a request in your ‘Open
orders’. You can accept or deny the off market deal.
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If you have made an offer but want to cancel it, you can do so before a match with a buyer
has been made.

Accmunts @ @ [+]

In order to cancel an offer, go to your ‘Open orders’ and click on the cross of the order you
would like to cancel.

Upon a match with a buyer, and upon accepting an off market deal, the invoice for the credit

buyer is created. The buyer needs to make the payment within 14 days to UTZ, the provider

of RSPO PalmTrace. Once the payment has been received, UTZ will transfer the money for

your RSPO Credits to you. The credit buyer will receive your RSPO Credits in their Book and
Claim account and can claim them.
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Select the credit type you want to see your trading history or transactions for.
Trade History — Complete overview of all trading activities performed, including
cancelled orders. By clicking on the arrow of a specific trade, you will find more
detailed information, e.g. the credit buyer.

Transactions — Overview of your incoming (allocated) and outgoing (sold) credits.

Transactions (Billing overview) — Financial overview of your credit sales.
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Under ‘Profile’, you can view the details of your account. Here you can choose the email
notifications you want to receive. By default, you will receive all email naotifications, but by
unticking the boxes you can disable certain email types.
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If you have questions regarding the usage of RSPO PalmTrace, you can send a message to
our support team via the Support form.
Alternatively, you can reach the support team via email or telephone (+31 20 820 8968).
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