T&D Authorized Document Development Process
Stakeholder Review Checklist

Use this checklist tv review T&D avthorized documents and their corresponding
implementationplans. The checklist is nrganized insections that correspond to the
required elemems of the 1mplementatmnplan, Use the checklist to determine the
guality and tharoug hness of the implemenationplan Check “W™ it there are any
defliciencies.

Each sectionemds with a summary question. Answer these questions to dfmnmr‘m
satisfactionwith the quality and detail conained inthe documens under review, 11
additional work is necessary, docament the concern inthe Review Summary at the etnl
of the checkdist.

Returnthis completed farmto the project coordinator of the document development
e,
Stakeholder Involvement/Expert Review

Y N NA
L= = Are safety concerns adequately identified?

2. # =¥ {f pecessary, bas the Safety, Health, and Claims department reviewed and
signed nff?

300 %% Are legal requirements adequately identified?

4.0 o I ecessary, bas the Law dedm"nf*n‘r reviewed and signed off?

5. F % Are rates and avconnting issues adequately identitied?

6. I pecessary, have the Rates, Accounting, o1 Tarifl depantments reviewed
ard signed off?

o0 % Are labor-agreement issues thoroug hly identified?

8. * % I necessary, have the IBEW, the ESC, or the Industrial Relations
department reviewsd and signed off?

G ##% Are the technical experts and users identified?

10, == Are the departments responsible for implementation idetified?

11, *** Arethe m 15 of the Stakeholder Review Team idemilied

120 ** % Are the peopleddepartments responsible for inplementatinn included nn
the Stakeholder Review Team?

#%%  Tioes the document and implementation plan adequately identify
stakeheclders and impacts, and include the apprepriate experts and
users?
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T&D Authorized Document Development Process
Stakeholder Review Checklist

Change-Managemeni Approach

13, # %% TNipes the impactresistance scoving seem appropriate farthe
document and inplementatio n plan?

Roles and Responsibilities for Implementation

14, === Dges the iplementation plan specilically idenify who is responsible
for each actinn needed te carry out the implemetation plan?

15, #** Arethose responsible for providing training identified? Is the training
apnrmmllx identitied?

e prganizations and penple responsible for monitoring the

m‘mctiwﬂ}e&s of the document identified?

** %  [pes the plan adequately address the roles and responsibilities for
implementation?

fimpact and Resource Assessment

17, #%* Arethe specific processes or practices that are being changed included
inthe plans

18, *** Are organizations impacted by the documen’s requirements clealy
identified?

19, =& * A)‘E the impacts onemplovees included inthe plan®

20, %= » Arethe specific r‘mplm ee classifications that will performthe reguired
rew ot revised actions locluded inthe plan?

210 2% Are requited new materials or tools identified? Are they available and in

the budg et?
220 %% Are any reguired mew computer or data-manag ement systems identified

and adequately described?

22, %= #* Does the planindicate whether required computer o1 data-manag e et
systenss are available, and are the assoriated costs included inthe
budg et?

24 4 » Has the Information Techmlogy Advisory Commites (ITAC) approved
these systems? s the appreval date provided?

25, %% % Is the impact onthe resources and cost structures of the affected
arganzations theroug hly described, including the effect on standard
rates, productivity, and worklnad?

26, ## % [gthe imcremental, anmial, cost increase stated?

27, ** = [es the plan address incorperating resources and expenses into the
anmal resource and fimancial plans?

28, %% Are potetial unionissues amd strategies to resolve or address them
included in the plag?
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Stakeholder Review Checklist

##%%  Are the impacts and resources required to implement and perform
the document requirements adequately identified? Are the related
issues addressed?

Communication Plan

28, #*# = Dnes the communication plan provide an adequate explanatinn of the peed
for the decument, including the business andior operatinnal
ustitications or comditions being addressed?

3. ¥ Doesthe communicationplan clearly indicate the various audiences that
will receive communication about the documenis?

21 #*# % Tes the plan specify how the document or revisinn will be
communicated ta each group of affected employees?

22, # =¥ Does the plan clearly identity who is responsible for commmnicating the
changes to the affected employers?

5
33, =@ there are potential problems swith the informationbeing received by
non-targ eted audiences, does the plan include steps to mitigate those
problems?
34, = # % Dwes the plan specily the comtents of the communication package
including the justification?
Are the talking points for general inplementation developed, and are they
included inthe plan?

Lt
ot
23
3
s

# % Will the communication plan effectively provide the needed
information to all affected parties?

%% % Ix there a schedole for distribution of the documem?
* Are the nrganizations and people whi must get a copy of the document
spacitically idemified?
* Does the distributionplan explain how the documen will be delivered?
** Has it been determined that a targeted distribution is necessary, and, if so,
hivwe will it he done?

SRS
]
2L
>3

a3
fans]
%
23
%

2
]
&
%
¥

e Wil the distribution plan result 1o receipt of the documents by all
emplovess who need thent
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Stakeholder Review Checklist

Training Plan (by Job Classification}

40, * * % s the necessary training idemified?

41, %= s the responsibility for developing and providing the traiving
specifically idemtified and assigned?

2% Ave the types of training materials described?

43, %% Are the time [rames for development and delivery of the training clearly
indicated?

44, %= * s the anwunt of training time required per each employves and affected
group determined and included inthe plan?

45, % ** Does the plan address if and how the traiming for this document pug ht be
added to existing training prog rams?

46, ¥ *#* Does the plan address how each conponet of the training will be
funded?

47, *** {ines the plan address budg eting and scheduling the training ?

A8, *** Has it beendetermined if training codes forthe training server will be
reeded awd, i so, are they available?

48, %= #* Does the training plan address the timing requirements of the document
and how the timing inpacts the training plan

SO0 % * Have any ongoing traiving or cetification requirements heenidentified,
anel are they adequately described?

Will the training plan effectively educate all empleyees who have
responsibilities related to this decumeni?

Follow-up Plan (Measurement of Implementation Effectiveness)

63, *** Are the experted results nf the document adequately described amd
corresponding measures identified?

64, *** Have adequate compliance measurements o1 means to monitsr compliance
been idemified and developed for inplementation?

65, = * Are the orgamizations and personnel responsible for momtoring and
measuring compliance specifically identified?

G F Are the dntervals for monitoring and measuring conpliance established?

67, =¥ lothe method for verifying inplemenation of the documen estalilished?

68, ** ¥ Is the dorument owner established?

69, “=* Isthe feedback loop for this decument fully described?

A *# Y gthe ustification for the document’s long term review schedale
estahlished?

*oR B

Will the metries and measurement methodology accurately reflect
the implementation and perfermance of the document
requirements?
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Implementation Schedule

71, ** % [wes the implementation schedole address mandated conpliance
deadlines?

720 # s the document approval date established?

Wk Does the schedule desoribe the implementation date and when the

document will become effective?

74, **# nes the established schedule provide salficien time betweenthe
authnrized and effective dates to performall the inplementationtashs?

5. ## % s the training schedule included inthe plan?

i, ¢ = * s the schedule for the conmunication and distribution plans specifically
established?

Dises the implementation schedule provide sulficient time for all
implementation tasks ta be completed before the dorument
becomes effective?

Review Summary

Based onassessing the document and each sectivn of the inplementation plan, explain
inthe spare below any issues, concerns, or deficiencies, Returnthe completed
checldistio the praject coordinator even if ne changes or additinns are necessary.

L,
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