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Procedures for Reviewing, Updating, and lTracking (:as Documentation

Summary This procedurs provides steps that Pactlic Gas and Ebetrie Campany {the
Companyi must follow Insrder to review, update, and frack gas mahtenance,
vperations, and emergency response documentation to ensure comp Hance
with Code of Federal Regulations (CFRY Tiths 49, Pan 192, 38 603, “Geoeral
provisions,” and 805, “PFrocedural manuad bor operations . maidenance, and

These regulations require that documents covering zas maitenance, notmal
operations, smergency mwsponse, and abnormal operatisns {(for transmission
lnes ) be reviewsd and updated as necessary at mfervals of at least nnce sach
calendar veas, nol exceeding 15nanths, o the date.

This procedure also contams steps o condudt gas document reviews and
update plans using the Company's compliance document tracking system
known cumrently as the Enterprise Compliance Tracking Svstem {ECTS The
FCTE fulfills a 2008 Company commimmen 1o the California Public Dtiliiss
Commiss den (2P UC) to track document revisws and updates.

Level of Use: Wformation Use

Target Audience Persmnel who review and update gas documents or manual. TS refers to
these individuals as document comrdibators and dacupient stewards.

Aosecondary targel andience holudes these Ddividuals superelsars,
superintendents, managers, and directars.

Safety Use this procedure b aceordance with Uiy Standand Practice
“alkeby and Health Frogram™

Before You Start PPE: Mone required.

Training: Fersonnel usihg this process must regelve training on the steps n
this procedure. Untrained personne] must work wih the assistance ofa rained
[ rsnn.

Tools: Standard Company word processing, spreadshest, and Bowchartibg
software. For document reviews, use the Company™s compliance document
fracking svstem, which i cwrrertly the ECTS application.
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Precedure Steps

1.1

Goperal nformation

The followihe Company manual are subject to the requirements of OFR Tite 458, Part 182
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¢ Gl

o Das Emereency Plan,

o Cops Distribution Malntenones Manugl

rirulinn Coomtions Monupal

+ as Transiodssion Stanslards,

«  Oiher manuals that contain qualifeing documents,

The document coordinator assigned to manage the updates o the manuals lsted
above must ensure that the Company condacts an acceptabk review and, Foesded,
provides updates of applicable manual sections.

The docoment coordmator must ensare that each de
regquirements of CFR Titde 49, Part 192, §4 503 and

manualk and reviewed by the document steward.

wment, subject tothe
s lecloded i the list of

The documsnd coordbator maitamns a list ofthe docoment stewards assigned 1o
gach document and notes when the SBE reviews the document for changes.

1.5 If changes are needed, the document comrdinators farilbats and frack the progress of
the updates. The supervisar ofthe gas standards se provides two times per
year a report on the review and update status for each document within the manuals
to seniy management.
1.6 This report contains, at a minmuam, the following fems:
+  The Ist of requirements of CER Title 45, Fart 192, €% 503
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L6 (continued)

»  The list of
pequirement,

srapany documents subject o review and update lnked to each extemnal

+ The document steward assizned o each Company document,
o The date each Company document must be reviewed for compliance,
*+  The actal date gach document i reviewsd.,
+  The date sach document is planned o be updated for compliance.
+  The actual dale gach document & updated.
1.7 Updates o the manuals are published coce each calendar vear, not o excesd 15-months, ta
the date. The fetter that accompaniss each manoal update nctodes the Compan

vertification that the docamentis were reviewed In the previous wvear, and any changes ready
for publication are nclided i the update.

1.8 The supervbor for gas standards retains the annoal report provided to senior management
and the cenifivadon letters that accompany the manual updates Jor 3-vears,

P4 Document Review
| The document review process s essential to maintaining regulatory compliance for

5%
Company documents. During the review, specific tasks must be performed to ensure
review consktency across the Company, To conduct a eview on a gas document,
oo the s teps below i order,

2z The gas technical team sponsw s responsihle forreviewing the progress of
docwment reviesws and opdates o ensure that docoment stewards complets reviews

and updates tinel.

23 Personne! assigned 1o mondor regulatory code changes maltaih a database that
rross references gas documesnts with regulatory code sections,

2.4 Az shown n Attachment 2. Cas Stapdands Maparement Highdevel Process Flow 7the ECTS
stern automativally initiates docoment reviews based on the ruks for reviewing documents,
views on an od Ave basis,

The docoment coordiator can als o indtlate docwment re

25 Upon mweeling a docwment review request, the document steward must confinm the
assignment.

IF the docunment steward is not the appropriate person to review the document,
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L (wontinued)

THEN the document steward does not accept the assignment AND notifies the
document comrdinator, who arranges for the appropriate document steward tn
conduct the revisw,

ENE Dnce a dorument review s initated, the document steward prepares the document review
plan, assigns sublasks as needed, and completes the doowment review within the allotied
time Fame wiforming the steps helow hegining I Paragraph 2.7 through tothe end of
Section 2 based on elther an annual or Svear review,

27 Steps toreview a procedire due on an annoal review seheduale:
1. Read the dpcoment.
Cheek I any changes to any applicable federal oo state code sections by
reviewing the Gap Anabsl ~ Code v, POSE Standard database {Consulbhg
WINDCT wr the minst recent copy afthe rode can akn be done.)
3 Feview the Regoltory Sopport & Analkesis spreadsheet (WINDot Update
wxw el for PHMEA advios bulletins or notices applicable to any pants of the
document,
4, Beview the Regulatory Support B fnalvsis spreadshes! Dooomoxx
CremmimentLog. s for any neyw eutemal and ndemal commitmenis thal
appls tothe docuwmen.
b Feview any recvent applicablh BER« for changes that may need to be
included for the nest draft.
6. Contact, as needed, appropriate personnel who may have knowledge of
svatems and processes that affect the subject matter area {for mpl the
G5 programmer for the baks area, ar the parchaser ofthe material o the
sowrcing department.)
ks Input all rtegquired fields on the docuwment review formn, as shown in
Aftachment 1 "Cas T&D Decumesnd Manasement User Suide”
LA Steps booreview a procedore due oo a Seovear review schedoaly (checlmark the
placeholler to the right of the step upon completion )
1. Eead the docament.
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2.8 (vontinued)

2, Check for any changes to any applicable federal or state code sections by
reviewing the t”;ap i’mahf%ia - l”;:lds’ v’s PGAE Standard database
; ; D nde 20 %527
o1 the most recent

Hltnnh ”lo[“s U umuhmv WINLY
copy of the rode ran alo be done.)

3 Review the Regolatory Sapport B Analvsis spreadsheet for PHBMSA adeisory

bullbtins oraotres applicalids to any ap i 5 tothe document, R
4, Review the Regulatory Support & Analesis spreadsheet for any new extermal

andlfer nterna] commiiments that apply tothe docament. e
h. Revirw any revent gpplicable RMERS for changes that may need to he

included foor the next dyae.
£, Consider and document i ECTS darabase the follvwing additional reasons 1o

change the document:

»  Changes fo bushess Imperatbees, goals, ormetrics.

s The mtroduction of new products, tool, or technolog

+  Changes i other Company standards or requirements.

+  Changes i

ntegrily management program procedures.,

«  Changes i supplisrs or exBting products {e.g., obsolscence)

+  Chapnges I manufactwers’ maidenance and operations (ME4)
mstructions o product adwisories,

=

«  Changes in cost drivers {e.g., repair versus replacement, life
pxtensions. asset utilization).

«  Address audit resubs,

o nformation gaimed from incidents.

*  Hequesis by thid parties,

o dentitication of best practices.

*  Personnel suggestions.

s Clanify or comrect text or ilustrations .
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2.8 (vontinued)
s miprove readabiliy.

+  Adminktative changes.

7 act, as pesded, appropriate personnel who may have knowledge of
systems and processes that affect the subject matter area (for example the
IGIS programmer for the keaks area. or the purchaser ofthe material b the
saurcing department.y
2, Input all required fields on the document review fonn, as shown In
Attachiment 1, *Cas TED Deocument Manasement ser Guids.”
3 PBocument Update Plan
3.1 Document stewards ereate document update plans when they complete a document mview
plan. The ECTS system fracks update plan target dates and sends remiiders to the document
ateward beginning 90-days prior to the target date,
NOTE
Docament update plans may exceed a Loyear
thme frame if extens ve revisions are required, or i
thers B the ntent to hoomporate updates Into the
next mamual and priority aflows i
3.2 To mitfate a document update plan (checkmark the placeholder tothe right ofthe
step upon completiony
1, Fead the review plan.
2. Consul with the gas standards facilitater and the gas technizal team to
deterntine realistic Jdates to heorporate any changss,
3. Input all required fields on the document update plan form as shown in
Attachment L “Cas TED Docuyment Management User Cuide™> 0
4 Assign subtasks as necessary to ensure document can be updated as
required.
3.3 Update a Document:
1. Revipgw the update plan to ensure proposed changes are approgriate.
N Obtain editable version of the document and processes changes, using the process
oatinsd i Uity Procedures TR0 P 81, “Uas Document Development and Updats
FPiocess,”
END of Insitructions
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Definitinmns Documeni coordinater: The gas standards person assigned to a decwment o
ensure that Company gas standards pocedures are followed, inntuding
assisting in decmant reviews and updates,

Document review: Steps taken to check a document for any needsd updates
ol corrections,

Document steward: The gas personns] (for example, a subject matier expsrt)
assigned foa decoment to ensure that document reviews and updales are
ronducted as necessary.

Document update plan: A series oftasks develsped to moomporate necessary
chamges te g dooument,

Fnterprise Compfliance Tracking Syvstem (ECTSE The system created by
Assurk that the Company uses to track compliance commiments,

Gas docoment: & formal document that provides nstructions 1o Dompany
personnel for designing. buiding, maintaining, andfor sperating gas facilitiss or
foak., Exampls of such documents nchide the bllvwing:

« Gas numbemd documents {design and construction standardsy,

+  Cas utilite standards {for MEQ activities).

v Das work procedures.

s FEngmeerimg material specifications.

+  Bulleting.

+ Manuals,

* Jab aids,
Gas techoiral team: A cross-functisnal team representing stakeholders fora
specific subject matter. A g wivinum, sach tsam st be compased ofsubject

matter experts and feld stakeholders. The team & spunsored by a manager o
superitendent appropriate for the subject matter

Subject matter sxpert (SME ) Gas pers annel who have demonstrated
sufficient knowledge and sound judgoment oo a topic,

haplementation Individuals using this wtilty procedure are sxpected to carry out the steps in
Hesponsibilities this provedore,
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Supervis ors, managets, amd directors are 1o ensure all required docuwment
revipws are completed by the compliance due dates.

The gas standards section will ensure that new or untrained personnel get
frained on this procedure and o usmg the ECTS system, The gas standards
section controls the wsers that ave added fo the ECTS svstem,

Goveming Uity Stapdand T-40015 . Gas Standards Doonpentation Begquiremsats ™
Drocument governs this procedurs,

Compliange ER Thie 459, % 157 605, “Ceneralproviions ™

Require meni/

Regulatory CFR Tide 48, § 193.80%, “Procedural mavual e operations, mabtenance, and

Commitment pipsrgensles”

September 29, 2008 PO&E Besponge to 2008 CPUL Gas MEG Plan Audit.

Reference Developmential References
Bocuments
Cozs Tdsprizatinn Mamtenoncs Sdoppsl

oy Dhstribution Choemdons Maosoasl

has Fmergency Plan,

Gias Transmission Standands.

ity Proveduge TRGOTP O, “Das Dovament De el

Process.”

cpient and Update

USE 22 “Safeiy and Heall Frogmo”

Supplemental References :

Appendices MA
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Attachmenis

Dacument
Racision

Approved By

Attachmeni 1 "CGas T&D Document Managesmwent User Guade”

Attachioent 2 "Das Stargdands Mangesment High-Level Process Flow ™

Attachment 3. %5as TAD Gas Stamdards Dooment Beview and Updsts
Program Pusiness Begundements”

Thi document cancels and supesedes Wity Procedurs TI-4001 F-02,
“Procedures for Reviewing and Updating Sas Manuals,” ssued Janvary, 2000,

Document Dwners _

Fagineer

Contact
Analyst
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Revision Notes

Where? What Changed?

Sanmunary and Proceduns Sdded introductary statement fw tracking documents, Hevised
Steps procedural steps (o be more specific o reviews and updates, Wrote
new procedurs for tracking documents.

Frocedure Steps Chrganized the sieps Wto these major parts:
1y General nfomation, mostly focused oo manual updates.
i Document review procedure
21 Document update plan procedure
47 Document update process
Swectivn 2 and 3 arg mew and implement, for the first time, the ECTS
steps o recarding document revisws and updates.

Attachments All three attachments are new and assist In inplementing the ECTS
SRR
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