Pacific Gas and Utitity Procedure: TD-4001 P-01
JHe/q Electric Company. Effective; February 2010

Summary This uiifity procedure provides the steps that ndididuals must follow when
deesloping or updating gas dacuments.

Pacific Gas and Electric Company (the Comipany) develops and updates gas
documents to help emplovess and supervisors conduct work in accordance
with alt applicable government rodes, Company standards, manufactarer’s

nztructions, and mdustry best practices.

Altachment 1 "Cas Docurpent Development and Update Process Flewchar”
gutlnes the steps Company personnel follow when developing or updating a
gas document, The Frovedural Steps starting on Page 2 of this docament are
the detafled structions t fnlow i conjunction with the fowchart steps in
Atdachment 1.

Targat Audience Individualk who develop or update gas docunients.
Salfety Conduct this procedure In accordance with Utllity Standard Fractdes {USPY 23,

“Catety and Mealh Program.”

Befors Starting Personal protective equipment {FPE}R None requied.

this Procedure
Training: Emplovees us g this procsdure must be frahed onthe steps @ this
procedure. Untralned emplovess must work with the assistance ola trained
[RTE O,

Tools: Standard Company word processing, spreadshest, and flowcharting
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Utility Procedure: TD-4001P-01
Effective: February 2010

Procedural Steps

1. Needs 11 Assess the need for developing or updating a gas document, and
Assessment understand the purposs the docomentation must wifil. Gas

documentation needs can osiginate fom a varisty of sourees, some of
which are lsted below

»  Busmess imperalives, goal, ormeirics.

»  Introduction of new products, ook, or technology,

+  Changes in applcable govesroment codes orregulatio

»  Changes n Company standards of requirements.

i

*  Changes & Integrty Management Program procedures.,

=

«  Zhanges brsuppliers o existing products {e.g.. absolkscence],

—

«  Changes b manufacturers’ matenance and opesrations (&
mstructions.

«  Changes in cost drivers {e.g., repak versus replacement, life
extensions, assed oiilizationd,

» Audits resuls,
«  Information ganesd fram neoidenis.

*  Required changes resulfting fran Material Problem Reponts
{MFRs1,

«  Requests fom third parties,
»  dentification of best practices,
* Emplovee  sugzestions.
«  Heed to clarfly o correct text o lustrations.
*  HMeed to lmprove readabilivy.
1.2 Submit gas document recommendations to the appropriate gas

technical team.

Mote: Gas techniral team opsrations are described i Uiilily Procsduss
T0-4001 7 65, Gas Technkal Team Proceduzes,

1.3 Uihtain approval from the appropiate gas technical team o validate that
the needs are & high prioviye before Didatihg work on a gas document,
IF the changes bvoke mplemeniing a nevw ool ar techaolagy,
THEN, kb the steps i ihilty Frocedore TD-40D1P 04, "Mew Gas
Product Avproval”
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Utility Procedure: TD-4001P-01
Effective: February 2010

IFthe changes mvulke significant inpacts on the Company’s traiing
curricy im development resourcss,
THEM, ensure that the gas fechnical team & made aware of this

stuation and foreard the request for training curticulum assistance 1o
the Gas Standards Steering Commiltee o priovitize this need.

2. Dacument 2.1 Ceneral Rformation
Developmeni
and Updates A1 Choose the proper ¢as docament o update or dacument vpe 1o
develop a new document, based on direction from gas standards
personnel

212 Complete the document template by foflowing the Company’s guidance
documents applicable o that docwment tepe (See LEER Standand
RG0S, “Cas Standards Documentation Regulsments ™ and is
associated procedures).

2153  Review and mcmpmate the applicable requirements o the document,
as wqunsd by Uiy Standard Practice (LB F1 4, "Record Reisntion and

4 Dewelyp the document fiom the user's perspective, using concise,
direct action steps.

BAE Tdeniify the fmpact the docament has on Company personne] other than
the document’s farget audience (wsuallk design, construction,
maintenance, and operations persmmeli.

2.8 Address any issues with atfscted personne! befoe releasig the
document.
The follwing are sxamples of Company activities that could be affected
by @ new process:
o Traiing programs and materiak.,
¢ Cperator qualificatinn (003 programs,
+  Integriy management programs.
+  Auditing processes.
»  Strategle souring processes (materdal codes .
*  Estimating pro ses (8.2, Fast Flow Estimating [FFETL
«  Computer programs (e, the Integrated Gas Information
Svstem D515
*»  Development of an effective communicatinn plan,
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Utility Procedure: TD-4001P-01
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3. Approval

2.7 Commitments ; Mentife any special commiments that the Zompany
has made with a government regulator by superscripting the
approgriabs section, paragraph, or sentenee wih the gas ansmission
and distrbution (T&D) commitment number. The commitment number
B in the format of CTD-wee-axs, where yyyy hdicates the vear and yxx
represents the number ofthe commiment assigned by the section thar
maintains the departiment’s commiment nunbers, Do not change
procedurs sectipns thal have commiiment numbers withowt seninr
diector-le vel approval

2.2 Procedures

Frsure that all gas MED forns provide spaces o record the follywing
eniries for the person pertorming the maddenancs and the reviewing
supsrvis or, when required:

2

i

»  The el printed name, proded indtials, or printsd LAN 1.

*»  The smplove scripted nitlal o signature.

«  The mantenance of review date.

233, Specily the fequency for performing tepetitive processes with the
follorwing Janguage:

. tod of time:, not to exceed <maximum perind of
time, tothe date.”

Fear example, “Ferform inspections annually, not to exceed
15 manths, o the date.”

- E . |
2.3 Job Alds
Eosoee that alt gas job aids relerence the appropriate gas standard, numbered
document, o procedure,
RBroate gas decuments for approval i compliance with applicatle Coanpany
standards and procedurss or department direction.

For dacuments approved by gas husiness und emplovess, routs the final
documents Jor approvals as follows:

o~

Tub aids address Company commitments rothe CPUC detailed in e Goreler 13, 2008 letter wan smitting the
Company’s responsge tothe CPULZ oo the Apdl 710, 2008 Topock Andit (MIAA~2
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Bultetins
Ui Standards  faciltator
21 Authorissobject matter expert (SRIEY
33 Approver

47 Tiector i charge of integrity management and technical support

Procedures
Ui Standards  facilbator
27 Anthoess ME
31 Others. as appropriate

43 Appmver

L

1 Dirsctor in charge of mtegrity management and technical support

Standards
1i5tandards  facilbator

23 Autho /s ME

()

1 hers, as appropriate
47 Dirsctor n charge of integrity management and technical suppont

5% Senio diects i charge of gas engheering

4. Pubdication Collaborate wih Company personnel responsble for posting documents o the
Teeobmdcal Information Lbrary (T and producing sther media (CD o paper

documentationd o publish the approved docament at the direction of assigned
gas standards personnel

% Communication 5.1 Jse an effective communication methud, as directed by the gas
technical team. based on the importance lvel althe new nformation
fexamples provided in Tabl 1. Page G
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Utility Procedure: TD-4001P-01

Effective: February 2010

Tabde £.
Rocumentating

Methods of Communicating Availability of Mew Gas Standards

Change COmImURICation Documentatinn
Level Methods Examples
Minor Fam ail.

+ Updae ofmaterial codes,

* Finor procedural changes.

Mid-fewel |+ Email

+ Conference call with a ffected
SUReTCInars.

« Unling web-based waming
classes {gs apprgriae b

Inredy ction of procedural
changes 1o existing processes,

Ma jor » Famail,

» Conlerence calls or mestngs

= Superviser rullent of changes
w target andiences with
verificaion,

* Unling  web-based waming
classes with verification of
understanding by users,

froad shows ) with superasars,

 dnvoduction of new mannal

+ Rollont efmajor new
rocedure,

* Imsuance ofmajr new touls or
a majer pece of new
echnology.

Verify that target audiences and thek direct supervisors recefve

5.2
notification of new or changed dorumentation.
5.3

Notily gas standarnds personne] to snsure that the ne st poblication of

the gas manual iicldes the updated documentation.

apleme niation dividuals wsbg this wili
Responsibilities heredn., Gas technical teams are
diapproving of documents,

dure are s
responsihle

bed foocare ont the steps

for directing and approving or

Governing

This document is governed by Uity Stendard TD-4001 8, Cas Standards

Authority Borumentation Kequiternents,”
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Utility Procedure: TD-4001P-01
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Reference Liilty Frocedures:
Mocumenis

o TR0l P03, “Gas Technical Team Provedures”™

o TRAGC P04, Mew Sas Produst Anproval”

Vil Standard T 40005, 95 s Standards Deumentation Begubsments ™

Dhilite Standard Practiee (USSP 4 Record Bewention and Disposal”

LSE 2% “Safeiy gnd Health Frosram”™

Attachiments Attachment 1, "Cas Docament Develyument and Updste Process Flowehart”
Document This ulility procedwre supersedes Wiy Proceduwre TR-UIP 01, "“as
Recision Cocument Development and Update Process,” dated Tannary 2010
Definitions CPUC: Califmrnia Fublic Uiilitles Do s fon.

Gas docoment: A formal docoment that provides nstructions to Company
personne] for desioning, bolding. mainaming, andfor aperating gas facilities or
tools. Esamples of such documents inchide the fnllwing:

»  Das numbered docaoments (desizn and construction standards i,

«  Gas utility standards (for M&D activities).

¢ Gas procsdurss,

+  Enginesring material specifications.

« Training  materials.

» Manuals.

« ol aids,

Gas document developer: A subject matter expert, gas standards smploves,
of ather emplaves who is developing o updating a gas dooumeni

Cas standards personnel: Emplovees assigned to ensure that Company gas
documents are reviswed and apdated i a time b fashion.
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Utility Procedure: TD-4001P-01
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as technical eam: A cross-functional tearn repiesenting stakeholders for a
specific subjsct matter. At a mindmum, teams must be composed of subject
matter experts and feld stakehalders,

LEME: Leaming Management System.

MEP: Methods and procedurss,

SME: Subject matter exprit,

Approved By I

Principal Supemising FEogineer

Document OGwner -
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