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Procedure for Drafting, Approval, Revision and Version Control of Program
Standards, Methodologies and Regulatory Documents

I. Purpose and Scope

This document establishes a unified, standardized procedure for initiating, drafting, reviewing,
consulting, finalizing, approving, publishing, updating, and managing all program standards,
methodologies and regulatory documents under the Balkan Carbon Credits Standard. Its primary aim is
to ensure integrity, transparency, legal compliance, and continuous improvement in the
development and maintenance of these foundational documents.

II. Roles and Responsibilities

The Chief Program Officer (CPO) leads all aspects of document oversight, including content accuracy,
version assignment, and quality management. The Head of the Administrative Department
manages registration, archiving, and access to official versions, ensuring that approved documents
are published both internally and externally. The Technical Committee conducts thorough technical
and compliance reviews. Administrative staff support communication and workflow. All individuals are
bound by a code of conduct to manage conflicts of interest and ensure full record-keeping at every stage.

III. Procedure

e Initiation and Planning The process begins with an official written request for a new or revised
document, describing objectives, scope, and justification. A working group is appointed, and a
timeline with key milestones is defined, referenced in a Gantt chart.

¢ Preliminary Research and Drafting The team reviews relevant international standards and
legal requirements, prepares a draft using approved templates with full transparency of data and
assumptions. Technical and quality experts assess completeness, accuracy, and clarity.

e Internal Technical Review The draft undergoes review by the technical committee, with
documented comments and mandatory corrections if needed.

e Stakeholder and Public Consultation The draft is published for at least 30 days for comments
from all stakeholders. All feedback is recorded and analyzed for integration.

e Finalization and Approval The CPO accepts and documents feedback and submits the document
for formal approval by the relevant governing body. Approval records and protocols are archived.

e Publication and Training The document receives a unique version number and effective date.
It is published in the Registry, distributed to all stakeholders, and training is organized if
necessary.

e Entry into Force and Continuous Improvement From the announced date, the document
enters into force. Ongoing monitoring is conducted, and collected feedback may lead to updates
or revisions according to the approved schedule or regulatory changes.

V. Guidelines for Updating and Review

Any party may initiate a revision with written justification. The CPO categorizes changes as:
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e Minor change - corrective, insignificant, not affecting process or content.
o Significant change - affecting operations, processes, or the document itself.
e Critical change - related to compliance.

Updates go through the full review process and are carried out at least once a year.

V. Version Control and Documentation Standards

Each document is assigned a number (Major.Minor.Revision) and registered in the public Registry. A
change log documents edits, author, reasons, and dates. At any given time, only the current version is
active, while previous versions are archived for access.

VI. Roles and Responsibilities (Detailed)

1. Head of Administrative Department

e Organizes the overall document control process, including assignment of archiving, registry
maintenance, and access provision

e Responsible for the operational input and storage of approved versions in public and internal
registers

e Ensures timely publication and distribution of documents to internal and external stakeholders
e Guarantees the administrative implementation of document control procedures

2. CPO / Programs and Projects Expert

e Leads the version assignment process (confirms numbering and edits), controlling technical and
content accuracy

¢ Responsible for final approval of the version before publication

e Develops and advises standards for version control, revisions, and documentation per quality
requirements

e Conducts periodic review and improvement of the document control system

3. Technical Committee

Performs expert review and compliance assessment.

4. Legal Counsel

Ensures compliance with Bulgarian law.

VII. Guidelines for Updating and Reviewing Documents

Any stakeholder may propose a revision with written justification. The CPO classifies proposed changes
as minor (editorial), material (operational), or critical (affecting compliance). Updates pass through the
same rigorous process as original drafting and are reviewed at least annually.
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Minimum Structure and Checklist
Cover Page (Title, Version, Date, Authors, Approving Authority)

Main Text (Purpose, Scope, Definitions, Roles, Responsibilities, Procedure, Version Table,
References, Appendices)

Approval Checklist (initiated, drafted, reviewed, consulted, finalized, approved, published,
implemented, archived)

Version Control

Version numbers are issued by the CPO and entered into the public registry by the administrative
department.

Issued documents are archived, with public access to previous versions ensured.

At any given time, only one active version of each document exists.

Version Numbering System

Semantic format: Major.Minor.Revision (e.g., v4.7, v1.0.1).

Major changes (e.g., 1.0 — 2.0): Fundamental changes affecting methodology/program document
application or core requirements.

Minor changes (e.g., 1.0 — 1.1): Significant updates improving or modifying procedures without
breaking compatibility.

Revisions (e.g., 1.0.1 — 1.0.2): Editorial corrections, clarifications, or minor changes.

XI.

Approved Templates

Concept Note Template
Name, Version, Date, Project Name, Organization, Contact, Country/Region, Project Type, Brief
Description, Climate Benefit Mechanism, Compliance with BCCR Principles, Sectors

Full Methodology Template

Methodology Name, Version, Date, Proponent, Introduction, Baseline Definition and
Justification, Additionality, Quantification, Monitoring Plan, Risk & Buffer, SD/ESG Safeguards,
References

Technical Assessment Form
Title, Reviewer, Date, Scientific Accuracy, Baseline, Additionality, Measureability, Risk, MRV,
Compliance, Stakeholder Engagement, Recommendations

Monitoring Plan Template
Project, Objective, Indicators, Frequency, Methods, Responsible, Reporting, Quality Controls,
Uncertainty

Risk/ESG Assessment Template
Project, Date, Risk Types, Probability, Consequence, Mitigation, Buffer,
Social/Economic/Environmental Benefits and Safeguards
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Mpoueaypa 3a u3roTresiHe, ogo6peHne, akTyasiuaMpaHe U KOHTPOJ1 Ha BepcuuTe Ha
onepaTMBHM AOKYMeHTU Ha BCBK, MeTof0/10rum 1 BbTpeLwHU AOKYMEHTH

I. Llen n o6xBaT

To3Kn NOKYMEHT pernaMeHTupa eaAnHHaTa npoueaypa 3a UHuumMpaHe, paspaboTBaHe, eKCnepTeH
npernen, obwecTtBeHo o6CbXxaaHe, MHTerpupaHe Ha obpaTHa Bpb3ka, 0406peHue,
ny6anKyBaHe, yrnpasneHue u Npernei Ha BCUYKU NPOrpaMHU CTaHAApTU, METOAONOMMU U
perynatopHu AOKYMEHTU B paMKWUTE Ha cucTeMaTta Ha bankaHckusa cTaHaapT 3a BbrepoaHu
KpeanTn, OCUrypsaBanKn HaAEXAHOCT, MPO3pavyHOCT, 3aKOHOCHOO6Pa3HOCT U HEMPEKBLCHATO
YCbBbpLIEHCTBAHE.

2.

Posn n oTroBOopHOCTH

MporpamHuaTt pvkosoanten (CPO)/ ExkcnepT ,MporpamMu n NnpoekTn' oTroBaps 3a
LUSNOCTHUS HaA30p —TOYHOCT Ha CbAbPXXAHMETO, N3rOTBSIHE HA BEPCUM U yNpaB/eHMe Ha
KayecTBOTO. PbKOBOAUTENAT HA aAMUHUCTPATMBHUSA OTAEN ynpasnsea Perncropa,
apXuBMpaHeTo U A0oCTbNa A0 oduuManHUTE BEPCUMN, OCUrypsaBa nybankauumTe 3a
BbTPELIHATE N BbHLWHUTE 3aMHTEPECOBaHM CTPaHN. TEXHUYECKUAT KOMUTET U3BbPLUBA
3aa4bN1604YeHN TEXHNUYECKM NMPOBEPKN U TaKMBa MO CbOTBETCTBMETO. Bemukum nmua
CcnasBaT KoAeKca 3a noBeAeHue C uen ynpasfieHne Ha eBeHTYyaslHU KOHINKTUTE Ha
WHTEpPECU M Nb/IHA OTYETHOCT Ha BCSKA CTbMKa.

Mpoueaypa

MHunumupaHe n niaHupaHe:

MpouechbT 3ano4ysa ¢ oPMLMANHO NMUCMEHO UCKaHEe 3@ HOB MW peBU3NpPAH AOKYMEHT, C
onucaHue Ha uenute, obxeaTta U obocHoBKkaTa. Onpeaens ce paboTHa rpyna un ce
AedurHnpa BpeMeBu rpadumk C KIOYOBU eTanun, pedepupaH B NaHT cxeMma.

NMpeaBapuTenHO NpoyYBaHe U U3rOTBsAHE Ha NPOEKT:

EKnMnbT NpaBu npernea Ha pefneBaHTHU MeXAYHapOoAHU CTaHAAPTM M HpUANYECKU
N3NCKBaHWS, NOArOTBSA NMPOEKT MO YTBbPAEHW WABMOHM C Nb/IHA NPO3PaYHOCT Ha
OAaHHUTE N AoNyCKaHuATa. TEXHUYECKM U KaueCTBEHU eKCNepTU OLEHSABAT 3a NMbJIHOTA,
TOYHOCT U ICHOTa.

BbTpelleH TeXHUYECKU npernen:
MpOEKTHLT NPEMUHABA NpPE3 TEXHUYECKU Npernes oT TEXHUUYECKUS KOMUTET, C
NOKYMEHTUPAHU 3a6eNexKnN U 3aab/IHKUTENIHM KOPEKLINM NPU HYXAa.

KoHcynTaumm cbC 3aMHTEpecoBaHn CTPpaHM U o6LecTBeHOoCT:
MpoeKkTbT ce NybnmMkyBa 3a MMHMMYM 30 AHM 3@ CTAHOBMLLIA HA BCUUKWN 3aMHTEPECOBaHU
CTpPaHU. BCUMUKN KOMEHTapKU Ce perucTpmMpaT U aHanusupaT 3a UHTerpauus.

duHanusupaHe m oqobpeHue:

CPO npuema n onucea obpaTHaTa Bpb3Ka M noaaBa AOKyMeHTa 3a (popManHo
onobpeHMe OT CbOTBETHUSA yNpaB/siBall OpraH. 3anucmuTe 3a ogobpeHne 1 NpoTokonuTe
ce apxuBupar.
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My6nunkyBaHe n obyueHue:

[JOKyMeHTBbT nosly4yaBa yHUKaseH HOMEpP Ha BEpPCUS M BCTbNBalwa AaTa. Nybnukysa ce B
Perncrbpa, pa3npocTpaHsiBa Ce A0 BCUYKN 3aUHTEPECOBAHM CTPaHU U Mpun
Heobx0AMMOCT ce opraHusmnpa obydeHune 3a CTpaHUTe.

Ban3aHe B cMsia n HenpeKbCHaTo noaobpeHue:

OT obsiBeHaTa AaTa AOKYMEHTbLT B/M3a B cuna. lNpoBexaa ce TeKyl, MOHUTOPUHT, a
cbbpaHaTa obpaTHa Bpb3Ka MOXe Aa AoBeae A0 nocnenBalliy akTyanmsaumm nuam
pEeBM3MN NO YTBbPAEH rpadmK MM nNpm NpoMeHn B HOpMaTUBHaTa ypeaba.

Hacoku 3a akTyanusauua v nperneg

Bcska cTpaHa MoXe Aa MHMuMnpa peBusnsa ¢ nucMeHa obocHoBka. CPO kaTeropusunpa
M3MEHEeHUsTa KaTo ,Majnika npoMsaHa" (Kopurnmpaula, HecbLecTBeHa, KOSTO He Bnse Ha
npoueca uan CbAbpPXaHWETO), ,3Ha4YnTeNHa NpoMsHa" (Baunsiewa Ha HauymHa Ha paborTa,
npouecuTe Uan AOKYMEHTA) WIN KpUTUYHA npoMsaHa" (MMalla OTHOLWEHUE KbM
CbOTBETCTBMETO). AKTyannsaunmmTe MMHaBaT Npe3 Lennsa npouec Ha npernea u ce
M3BbPLIBAT NOHE BEAHDBX rOAULLIHO.

KoHTpon Ha BepcuuTe U CTaHAapT Ha AOKYMEHTauMaTa

3a BCekMn OOKYMEeHT ce cb3aaBsa HoMmep (OcHoBHa.Manka.llonpaska) un ce perncrpupa B
nybénunyHua Pernctbp. CBoAKa C NpOMEHUTE AOKYMEHTUpa pefakuunTe, aBTopa,
NPUYNHUTE N AAaTUTE Ha AencTBueTo. KbM AaaeH MOMEHT caMO TeKyllaTa Bepcus e
aKTMBHa (egHa), a NpeaxoAHUTE ca apXMBUPAHW 3a AOCTHI.

II. PONy 1 OTrOBOPHOCTH

PbkoBoautTen agMuH NCTpaTuUBEeH oTaen

OpraHusupa UsfoCTHUS NPOLEC Ha KOHTPO MO AOKYMEHTAUMUATA, BKIOYUTENHO
pasnpefesieHre Ha 3aayum No apxuBmpaHe, NOAAPBHXKKA Ha PErMcTbp U OCUIypsiBaHE Ha
ZOCTbIMHOCT

OTroBaps 3a onepaTUBHOTO BbBEXAAHE N CbXPaHEHME Ha 0406peHUTe BEPCUU B
ny6NnUYHNS M BbTPELLEH PErncTbp

Cnenv cBOeBpeEMEHHOTO I'IY6HVIKYBaHe M npeaocCrtaBAaHe Ha AOKYMEHTU A0 BbTPELWHNTE U
BbHLWHW 3aUHTEPECOBAHN CTPaHN

FapaHTUpa aAMUHUCTPATUBHOTO M3MbJIHEHME Ha NMpoueaypuTe No AOKYMeHTauus

CPO/ekcnepT ,,NporpaMmm n npoektun"™

Boau npoueca Ha Bb3/10XKEHME Ha 3a4a4YnTe, KaTo KOHTPOJSIMpa TeXHUYecKaTa
KOPEKTHOCT U CbAbPXaHUNETO

OTroBaps 3a ogobpeHMeTo Ha oOKOH4YaTenHaTa peaakumsa npean nybnmkyeaHe

Pa3paboTBa 1 KOHCYNTMPa CTaHAApPTUTE 3a KOHTPOJT HA BEPCUN, PEBU3UN U
JNOKYMEHTALMSA B CbOTBETCTBME C U3UCKBAHMATA 3a KauyecTBO
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OcvbluecTesiBa NnepuoanyeH npernes n yCbBbplUeHCTBaAHe Ha CMCTeMaTa 3a KOHTPOS Ha
AOKYMEHTU

TexHU4YeCKM KOMUTET: 13BbPLIBA eKcnepTHa NpoBepkKa, oleHKa Ha CbOTBETCTBMETO.

HOpUCKOHCYANT: rapaHTMpa CbOTBETCTBUE C 6'bﬂrapCKMTe 3aKOHMW.

II1. Npoueaypa

1.

MHuuMMpaHe u niaHMpaHe:
Pernctpmpa ce nHMumaTMBaTa 3@ HOB UM aKTyaausmpaH AOKYMEHT, onpeaens ce
OTrOBOPEH €KUM, AICHO pa3nucaH C KpaliHU CPOKOBE.

AHanus v U3roTBsiHe Ha NMpoEeKT:
N3BbpLUBa Ce CpaBHUTE/IEH W perynaTtopeH aHanus; NpoeKTbT ce NOAroTes No
CTaHAapTM3upaH WabsioH.

BbTpelwleH eKcnepTeH npernea:
EkcnepTuTe aHanusaupaT NpeanoXeHns TEKCT, HaHAcsAT 6enexKn U KopekLunu.

O6ulecTBeHO 06CbXKAaHe:
OdwmumanHo cbbupaHe Ha NMCMEHN CTAHOBMLLA OT 3aMHTEPECOBAHM NMuUa 3a CPOK He
no-kKpaTtbKk oT 30 AHuU.

MHTerpaunsa Ha o6paTHa Bpb3Ka:
B pepakumaTa ce nHTerpupa nonydveHata obpaTtHa Bpb3Ka U YTOYHEHUS.

Opo6peHue:
CPO n CbOTBETHUAT OpraH NOTBbPXXAABAT OKOHYaTenHarTa Bepcus 3a NnybankysaHe m
B/iIM3aHe B cuna.

My6bnukyBaHe n obyueHue:
[JOKYMeHTBT ce Nyb/inkyBa C YHMKANEH HOMEpP Ha BEPCUS, KOMYHUKMPA Ce BbTPELLHO,
npeasuxaa ce obyyeHme npn Heo6xoaMMOCT.

BbBe)xaaHe U TeKyLl, KOHTPOJI:
[JOKYMEHTBT BNM3a B cua; epeKTMBHOCTTA CE KOHTPOIMPa PEAOBHO; NpU
HEO06X0ANMOCT Ce MHULMNPA PEBU3NS.

IV. PbKOBOACTBO 3a aKTyasZM3avpaHe v npernen

Bcsiko nckaHe 3a NpoMsHa WK akTyanusaumsa ce nojasa C NMCMeHa 060CHOBKa U ce
npeMmHaBa Nb/HaTa nNpoueaypa.

NpoMeHUTE ce KaTeropmsanpaTt KaTo HECBHLLECTBEHU, CbLLECTBEHN WU KPUTUYHMN.

OCHOBHUTE AOKYMEHTU MMHABAT Ha roauvlleH npernen oT eKCcrnepTu.

V. KoOHTpON Ha Bepcuurte
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N3paBaHeTo HA HOMep Ha BepcuaTa ce ussbpwsea ot CPO 1 ce BbBexaa B I'IY6J'IML-IHVIFI
pPErMCTLp OT aAMUHNCTPATUBHUNA OTAEN.

N3pnaneHnTe AOKYMEHTU Ce apXMBUPAT, @ AOCTbMBLT A0 NPeaxoAHN Bepcumn e ny6anyHo
OCUTYpEH.

B nageH MOMeHT cbllecTByBa CaMO efHa Aencreawla BEPCNA Ha BCEKUN AOKYMEHT.

VI. CtaHaapT 3a AOKYMEHTAaLMSA U KOHTPOJ1 Ha BepcuuTte

1. CucrteMma 3a HOMepMpaHe Ha BepcumuTe

MN3non3sea ce cemaHTUYHa chopmMma 3a Bepcumn: OcHoBHa.Manka.llonpaska (Hanp.
v4.7,v1.0.1).

OcHoBHMTE nonpaska (Hanp. 1.0 — 2.0): ®yHaaMeHTa IHWU NPOMEHN, KOUTO 3acaraT
NPUIOXXEHNETO Ha METOA0N0rMATa/NPorpaMHNA JOKYMEHT UM OCHOBHUTE U3UCKBAHUA.
Manku nonpaBku (Hanp. 1.0 — 1.1): CbwecTBeHn akTyannsaunmm, KoOMTo
nopobpsaBaT UM M3MEHAT npoueaypute 6e3 NpekbCcBaHe Ha CbBMECTUMOCTTA.
Monpasku (Hanp. 1.0.1 — 1.0.2): PegakTopcKn KOpeKUUn, YTOUHEHUS UK
He3Ha4YuUTEes/IHU NPOMEHU

VII. Opo6peHun wabnoxHm

LLabnoH 3a koHuenTyanHa 6enexka

Nme, Bepcusa, aata, NpoeKT, OpraHn3auns, Mue 3a KOHTaKT, AbpXXaBa/pervoH, Tmn
NMPOEKT, KpaTKO ONMMcaHne, MeEXaHM3bM 3a KIMMATM4YHa Non3a, CboTBeTCTBMe CbC BCBK
CraHpapTa

MbneH wabnoH 3a metogonorus

Nme, Bepcus, pata, nHMumaTop, BbBeaeHne, geduHMpaHe n aprymeHTaumsa Ha 6a3os
cueHapun, 4ONMbAHUTENHOCT, OLEeHKA Ha KOIMYeCTBO, MOHUTOPUHI, puckoese u bydepu,
YCTOMYMBOCT, U3TOUYHULN

dopMa 3a TexXHMYecka oLeHKa
3arnasue, peueH3eHT, gaTa, Hay4yHa ToYHoCT, 6a30B cueHapuin, AONbAHAEMOCT,
M3MepuMOCT, puckoBe, MRV, CbOTBETCTBME, KOHCY/ITaUUK, NMPENOPBHKHU

MOHUTOPUHIOB MnaH
MpoekT, uen, UHANKaAToOpPKU, YecToTa, METOAN, OTFOBOPHU SNLL@, OTYETHOCT, KOHTPOJT Ha
KauyecTBOTO, HECUTYPHOCT

LLlabnoH 3a oueHKa Ha pUCKOBE N YCTOMYMBOCT
MpoekT, AaTta, TMNOBE PUCK, BEPOSTHOCT, nocneamumn, Mepkun 3a 6esonacHocT u b6ydep,
counanHu, NIKOHOMUYECKU U eKOSTOTMYHM NOI3N

Bcuyku 1wabnoHn caeqBa A4a 6bAaT BKIKOYEHN KATo MPUIIOXKEHNS KbM ouLmanHaTa
JOKYMEHTaUMs, MOMb/IHEHN U 1104aBaHN B peaakTupall ce ¢popmart, KakTo U rMocoYeHu B
ny6/AMYHNS PErNCTBP 3@ MPO3PavyHOCT U OANT.



