Material Redacted

5
Q
Q
m
0
=
<
=

GTR0009221



Material Redacted

Pacific Gas and

1 Electric Company.

T&D Document
Development Handbook

Technical Document Management

April 2002, Revision 1
Review Date: June 2002

Copyright 2001, Pacific Gas and Electric Company
All rights reserved.
For Company internal use only.

GTR0009222



Material Redacted

Table of Contents

Introduction 1
PUIPOSE ...ttt st st s se e 1
When Does This Handbook Take Effect?...........cc.cccccvveuvvnrvennne.n. 1

The New Document Process 1
Criteria for InClUSION ............cooevviieeiirieccecceeece e 2
Documents That Do Not Meet the Criteria Listed........................ 2

The Document Development Process 3
FIOWChAIS .....ceeviiieiicicreccctt et et 4
Needs, Input, and Planning ...........ccccoooeveieeeveieeecreeeee e 9

The Annual Document-Development Plan ............... . . C e e .9
Identifying Document Needs . .......ccooovviiies o ciiiee e e, 9
Checking the Document Needs Analysis Web Page .. ........coccveeeee 10
The Document Needs Analysis (T&D DNA) . ......coeviieiceies e, 10
Posting the T&D DNA to the Document Needs Analysis Web Page.... 11
Checking the Annual Document-Development Plans... ...  ............. 11
Adding the Proposal to the Approprate Document-Development

Plan ..ot it v ns e e e, 11
Presenting the T&D DNA to the UO Standard Commuttee..... ........... 11
UO Standard Commuttee Review of the T&D DNA.... ............... ... 11
Getting Outside SUPPOIt.......c.cccoees  wr corvviviees « ceeerveeriresins ot e e 11
Fimishing the T&D DNA ...occccoiis ottt et e e et et e e e 12
Approving the Final T&D DNA .. ... i e, 12

DEVEIOPIMENL.......ccoeeiririiiiriinte s 12
NotifyIng TDM ... .cooivieiiiiiniiiieies et e rtrreieees seneiae severeererneseessnns 12
TDM's Init1al DULIES ........ccoovivriieien ceeieee et e e 13
Creating the Draft Document ............cccc. cos et vt ceveieieeeeeceeee v 13
Developing the Implementation Plan (IP).............cocecevevies + cevevivinneee 13
Stakeholder REVIEW .........cccooiiiies ot i et e e .14
The Comments Database..............ccoccccvees oo oeiiiiiice o e 14
Fimshing the Draft ...........ccoovviiiiiiei o et iccieces oo 14
UO Standard Committee Review of the Draft, IP, and TP ............ ..... 14
T&D Standards and Comphance Board and Directors' Review ........... 14
Preparing the Final Package ............. .. . coooeiiiis s« .. 15
Approval, Implementation, and Publication..............ccccecveuenenenn. 15

Signing the Document..........cccoccever + corrvreennnne C e e e 15
TDM Storage and Publication Duties .. .......... cccooevvveiieveevicrcvenirennn 15
Implementing the DocUMeNt .............ccvmiuneeeieerinmeninriins corereierreseseenes 15
Overseemng the IP ........c.cccceeeiviiiiiiiiie it e e - eerrenens 16
Monitoring the Published Document.........cccccoveve voverevevieenns vvverennnnas 16

GTR0009223



Material Redacted

Development Process for Documents Originating Outside

Of E&P and OM&EC .........couiiece et 16
Roles and Responsiblities 17
The T&D Standards and Compliance Board .................coooueuu..... 17
The UO Standard COmmittee ...........ccevvumrurerieveiverierierrisiierennene 17
The Document Development Team.............ccoevvvvveneeivieeeeene. 17
The Stakeholder Review Team ..........cccoeeeveevevreceeiniiieievereenee. 18
TDM...occcee e ettt sate e nnesanr e 18
The T&D SPOnSOr ......ccccvviieiiiceeeee e e 18
The Project Coordinator ............cceeveeeereveeeieieeeiireeee e 19
The Document OWIET .........ccooevieecreemenreresee et 19
Information Sources 20
Technical Information Library .........cccoceveeeivceneveecececnecenen 20
Document-Development Web Pages ........cccc. v voeeveevevvvenieccie s 20
Related Policies, Standards, and Author Tools.......... . .cccovevvievnnnnen. 20
Discussion Forum Folders...........ccccouumeveinriciinreneceeereeiecee 21
Forms 22
T&D Document Needs Analysis (T&D DNA) (for T&D
Documents Only).......cccocovininiiiiiinrcccece e 22
General INfOrmation ......... . .ccveornicieeies cn verreieeneer e e 22
1. Objectives......... et errereee teneeieeneate e b e eereeeeeeeneeene o 22
2 Impacts and COSES ........cccveees vuvverremrenssies ceresnresssessssssssesenes ooe .22
3 New Processes, Procedures, or Technology . ... ... ............... ... ..23
4. Background ..........ccccveiint vrveevinninies th e v e 23
5. Business Risks and Consequences . ......... cooeeeee veeerivveveeinennae .23
6. Duplication of Documents.............. Ctreestenies eeeene seeeseentens ceasen .23
7 Subject Matter EXperts........ ... coveveiee v cevvrvveieeenne, e e e .23
8. The Stakeholder Review Team ....... ...cccocees vt e« e 23
9. DUE DALeS.....cocoivis it e e e e e e 23
10 Total Traming Costs. ... . ccecvecivciies civiecrececeeiireceens eeeeseenens 23
11. Annual or Perodic Traimmng..........c.. .. veuveveievennneneeesenenns cenene 24
12. Labor ISSUES ..... . oot et e s 24
13. Deliverables... ........ccc. vviiiiriiiiennns s e 24
14. Non-T&D DIrectors ..........coooovmeeeeeeereiieeoeeeeeeee e, 24
Implementation Plan 24
Implementation Analysis Part of the IP Form..........c... . vveveveveeennnnee. 25
1 Stakeholder Involvement/Expert Review ............c. covcovveceiess eeee e 25
2. Change-Management Approach............. .. .. o vcvieiee s o 25
3 Roles and Responsibilities for Implementation ..... ... . oo ceveeeeee. 26
4. Impact and Resource ASSESSMENLt ... ......cccoeeeverreirvnerinneieineeeeseeaennane. 27
5. Communications Plan ..........ccceioiven veviecviieieniiiiens cen veeee + e 27

GTR0009224



Material Redacted

6. Dastribution Plan . ...t et e 28
7. Traming Plan (by Job Classification)......... woeeeeviieveerveees vernvieneinen 28

8. Follow-Up Plan (Measurement of Implementation
EffeCtVENESS).........ooocieuiieiiiiis et et e e 30
9. Implementation Schedule. ...... ..ccccocvvet vines v 30
Implementation Action Plan Part of the IP Form. .........ccccerenrnennennn. 30
1. Pre-Implementation Action Plan......................ooooo 31
2. Communication, Distmbution, and Training Action Plan..... . ......... 31
3. Follow-Up Action Plan.. ..o o coint e+ e 31
Talking Points SUmmary ............cccceeeveeverieneiieceiieieeeeeeeceeeve e
Target AUIENCE . .......ccooiiiiiiiiciicceire et et et see e 32
Mandatory Requirements .. ...... ...cco. « coverrininencin o eeveeieieee e 32
New or Revised Document ........... . cccceeer eveenreneennne. ¢ eeree—— 32
Implementation Date....... et erevieieieieiees oe e+ e e e 32
OBJECHIVE ...ocvereiriireeciiitere e eriees + ceeteniees ceireeseeiene oeenen e sosrenns 32
Methods of Implementation ............. . o et e o e e 32
Checklist for Technical Information Library ............cc..ccccoece......
Contact Information ........ ...... e, © reeerereenneeearnenns 33
Document Information .........ccooveevees o ve s vee e et o e 33
Web Pages ..o .ot e e e e e 33
FOr TDM Use Only ....cccooviiiiiiiiices ot et cvrvreeerererees e aevrevaeenns 33
Owner Information............ ettt rn e ceste sreeeereeeereestaerraeene 33

Attachments

1. T&D Document Needs AnalysiS.......ccccceevevevvneeveeieieinieiinene
2. Implementation Plan (for T&D Documents Only) ...................
3. Talking Points Summary ............ccoouveerinrevrneeeercceeeereeereneens
4. Checklist for Technical Information Library.............cccecvevnen.
5. T&D Standards and Compliance Board Charter.......................
6. Stakeholder Review Checklist ..........ccoevvireveeeenerieicnienrcieneen

7. How to Use the Document Comment Tracking and

Resolution Database ........oceeeevvvveeveeeeeeeeeiesiisreereesesissrsseessessssnnns

GTR0009225



Material Redacted

Introduction

Purpose

This handbook provides a set of procedures for developing or revising Transmission and
Distribution (T&D) documents. These procedures apply only to the Operations,
Maintenance, and Construction (OM&C), and Engineering and Planning (E&P)
departments of the Utility Operations (UO) business unit. The procedures apply to all
T&D policies, standards, guidelines, manuals, bulletins, and engineering design standards
that meet the criteria listed on Page 2.

For the purposes of UO OM&C and E&P only, this handbook replaces the UO Standard
Developer’s Handbook.

(Note: The term “T&D” is used throughout this handbook. However, the procedures
apply to all groups reporting to the vice presidents of E&P and OM&C. They do not
apply to any groups outside of E&P and OM&C.)

When Does This Handbook Take Effect?

This handbook takes effect 1-1-02. Documents already under development will be
“grandfathered” if they meet the following criteria:

e Policies, standards, or guidelines with Preliminary Needs Analyses approved by
the UO Standard Committee before 1-1-02 that will be completed or implemented
before 3-31-02.

e All other documents or revisions submitted to Technical Document Management
(TDM) before 1-1-02 that will be completed or implemented before 3-31-02.

The New Document Process

This handbook provides a new process for developing documents. The new process has
two tracks.

e The first track covers documents that have significant impacts on safety,
compliance, financial costs, training, and field practices. To determine what is a
“significant impact,” see “Criteria for Inclusion,” on Page 2. See Page 3 for the
procedure used to develop these documents. The new development process is
more rigorous. It requires greater stakeholder involvement to provide a more
thorough review and improved implementation.

e The second track is for documents with a lesser impact. Use the existing
procedures in UO Standard S0500, “Processes for Authorized Documents,” to
develop these documents.
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' If proposals for new or revised documents onginate outside of E&P and OM&C, check
the following.

e  Will there be an impact on E&P and OM&C?
e Does the impact meet the “Critena for Inclusion” shown below?

If these documents meet the T&D triggers, they must go through the T&D development
process The T&D members of the UO Standard Commuttee are responsible for bringing
these documents 1nto the process.

Criteria for Inclusion

Review the following cniteria. If a proposed new document or revision meets any one of
the following triggers, the procedures in this handbook must be followed.

¢ New documents or revisions that implement new safety regulations and impose new
safety procedures. Failure to develop and implement the document effectively (in
other words, following the existing document or practice) would cause regulatory
violations

® New documents or revisions that implement new procedures or processes associated
with legal requirements. Failure to develop and implement the document effectively
(in other words, following the existing document or practice) would result in

' violating a law or regulation.

® New documents or revisions that create new expenditures for T&D that will exceed
$500,000 annually.

® New documents or revisions requiring new procedures, tools or systems that will
significantly change current field processes.

¢ More than 1 hour per employee 15 required for training and the total non-productive
field tramning exceeds a cost of $200,000.

o New ongoing, annual required training 1s created by the requirements within the
document.

Documents That Do Not Meet the Criteria Listed

For new documents or revisions that do not meet the criteria listed above, follow the
existing processes in UO Standard S0500.
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The Document Development Process

There are three stages in the document development process. They are:

1. Needs, input, and planning.
2. Development.
3. Approval, implementation, and publication.

Each stage has scveral essential steps. There are flowcharts provided for each stage on
Pages 4 through 8. Explanations for each step in the flowcharts begin on Page 9.
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Needs, Input, and Planning

This section of the handbook covers the following items:

¢ How to determine 1f a new document or revision is needed.
¢ How to propose a new or revised document.
¢ How to plan a new document or a revision.

The Annual Document-Development Plan

All manager-level workgroups within E&P and OM&C that have document maintenance
and development responsibilities prepare a document development plan Each
November, they submut their plans to the T&D Standards and Compliance Board. The
plan includes descriptions and proposed priorties for documents and revisions. The
workgroups’ director is responsible for the plans.

The T&D Standards and Compliance Board reviews the workgroups’ plans. If necessary,
the board may direct the workgroups to change prionties.

TDM posts the workgroups’ document development plans. See the “2002 Document
Development Plans” web page under “T&D Document Development” in the Technical
Information Library (TIL) web site.

‘ If proposals are not part of an annual document-development plan, they may be added to
a plan during the year.

(See Box 1 of the flowchart on Page 4.)
Identifying Document Needs

Any employee may suggest an 1dea for a new or revised document. However, 1t will not
be submitted without the support of a “T&D sponsor ” A T&D sponsor must be either a
manager or supermtendent (PL2 management level or higher). The sponsor determines 1f
the proposal meets the critena listed on Page 2 of this handbook, and leads the project
until it is approved for development.

Possible triggers for issuing new or revised documents may include (but are not limited
to) the following;

There is a safety concern.

New regulations or laws have been passed.

The Company is not in compliance with an existing law or regulation.
New technology 1s introduced

Existing policies, practices, or procedures are not adequate.

Failure to revise an existing policy, practice, or procedure will result 1n
substantial costs

e There are organizational changes within the Company.

. (See Box 2 of the flowchart on Page 4.)
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Checking the Needs-Analysis Web Page

The T&D sponsor checks the “Document Needs Analysis” web page found under “T&D
Document Development” in the TIL. This web page lists all E&P and OM&C documents
currently under development. (See Box 3 of the flowchart on Page 4 )

The T&D sponsor notes if there 1s a document dealing with the same purpose. (See Box
4 of the flowchart on Page 4.) If so, the process ends here, because someone else 1s
already working on the 1ssue. (See Box 5 of the flowchart on Page 4.)

The T&D Document Needs Analysis (T&D DNA)

10

If there are no documents dealing with the topic, the T&D sponsor fills out the T&D
Document Needs Analysis (T&D DNA) form (See Attachment 1, “T&D Document
Needs Analysis,” and the T&D DNA 1nstructions on Page 22.) Then, the sponsor sends
the form to TDM.

A T&D DNA 1s required for all documents included in this procedure. The T&D DNA
includes the following information:

The proposed title

The type of document needed

The sponsoring officer (for standards only)

The issuing department

The T&D sponsor

The document owner

The applicable member of the UO Standard Commuttee

The project coordinator

The objective

Anticipated impacts and costs

Proposed new processes, procedures, tools, systems, etc., and their impact 1n
the field

The driving need(s) for the document (safety, regulatory reasons, etc.)
Business risks and consequences

Duplication of other documents and, 1f so, alternatives to developing a
document

Names of the subject matter experts

Members of the Stakeholder Review Team who will participate 1n the
document development team

Time sensitivity, authorized due date, and effective due date

Total training costs, by categories shown

Training requirements

Annual or periodic tramning needs

Any impacts on union agreements, and how to handle these impacts
Deliverables

Any non-T&D directors who will need to review the document

e o o o ® & ¢ & & o ¢ o o o o

(See Box 6 of the flowchart on Page 4.)
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Posting the T&D DNA to the Needs-Analysis Web Page

TDM assigns a number to the T&D DNA and posts it on the “Document Needs Analysis”
web page under “T&D Document Development” in the TIL. (See Box 7 of the flowchart
on Page 4.)

Checking the Annual Document-Development Plans

Once the T&D DNA is posted, the T&D sponsor checks to see if the project is in the
appropriate workgroup’s annual, document-development plan. If it 1s, the sponsor
schedules a time to present the T&D DNA to the next UO Standard Commattee meeting.
If 1t 1s not included, the sponsor sends the T&D DNA to the T&D Standards and
Comphiance Board to review. (See Box 8 of the flowchart on Page 4.)

Adding the Proposal to the Appropriate Document-Development Plan

The T&D Standards and Compliance Board reviews the T&D DNA. After Board
approval, the appropnate workgroup adds the document to its development plan. The
T&D sponsor then schedules a time to present the T& D DNA to the UO Standard
Commiuttee.

(See Box 9 of the flowchart on Page 4.)
. Presenting the T&D DNA to the UO Standard Committee

The T&D sponsor (or delegate) gives a presentation about the T&D DNA to the UO
Standard Commuttee. (See Box 10 of the flowchart on Page 4)

UO Standard Committee Review of the T&D DNA

The UO Standard Commuttee reviews the T&D DNA. It venfies and/or determines the
following items:

What type of document 1s needed

The scope and impact of the proposal

The resources needed for implementation (including any non-T&D resources)
The stakeholders

The Document Development Team members

(See Box 11 of the flowchart on Page 5.)
Getting Outside Support

If resources from outside of T&D are required, the T&D sponsor contacts the director(s)

of the organization(s) that have these resources. The sponsor requests their buy-in and
assistance. (See Boxes 12 and 13 of the flowchart on Page 5.)

11
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Finishing the T&D DNA

The T&D sponsor edits the T&D DNA to include any changes requested by the
reviewers. The sponsor ensures that all the necessary information has been entered 1n the
form. (See Attachment 1, “T&D Document Needs Analysis,” and the T&D DNA
mnstructions on Page 22.)

When the T&D DNA is finalized, the T&D sponsor submits it to the T&D Standards and
Compliance Board.

(See Box 14 of the flowchart on Page 5.)

Approving the Final T&D DNA

The T&D Standards and Comphance Board reviews the T&D DNA. The board may
request changes. The board verifies and/or determines the available resources needed to
develop the document, and the type of document needed

The board also reviews and approves the following personnel.

¢ The Document Development Team members (which must include those
nominated by the UO Standard Committee, if apphicable)
The Stakeholder Review Team members
The process owner (typically, the manager whose functions are most applicable to
the proposal)

e The project coordinator

Then, the board approves the final T&D DNA and notifies the T&D sponsor The project
18 now chartered. The T&D sponsor provides a copy of the final T&D DNA to the
Document Development Team.

(See Box 15 of the flowchart on Page 5 )

Development

This section of the handbook covers developing the document from board approval to
final approval.

Notifying TDM

12

The T&D sponsor contacts TDM when the document 1s ready for development. The
sponsor sends TDM a copy of the board-approved T&D DNA. TDM posts the updated
T&D DNA on the “Document Needs Analysis” web page under “T&D Document
Development” in the TIL (See Box 16 of the flowchart on Page 6.)
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TDM’s Initial Duties

[f the document 1s a policy, standard, or guideline, the TDM clearinghouse manager
assigns a document number. The TDM clearinghouse manager also serves as the TDM
project lead for policies, standards, and guidelines.

For manuals and other documents, the TDM Design Unit supervisor assigns and
schedules TDM resources (TDM resources include a project lead [if applicable],
technical writers, and graphics and computer-support personnel.)

The TDM clearinghouse manager or project lead holds a meeting with the project
coordinator to schedule the development tasks. The Document Development Team
works with TDM to finalize the document. The project coordmator fills out the TIL
Checklist required by TDM. (See Attachment 4, “Checklist for Technical Information
Library,” and the TIL Checkhst instructions on Page 33.)

(See Box 17 of the flowchart on Page 6.)
Creating the Draft Document

The Document Development Team works with TDM to develop a draft document Thus

may take several revision cycles. The cycles are part of the schedule developed by TDM

and the project coordinator. TDM technical writers edit the text to ensure it is correct,

casy to read, and targeted to the audience. TDM’s completed draft includes the text,
‘ graphics, and formatting.

Further revisions may be required based on the comments of additional reviewers. (These
include the Stakeholder Review Team, the UO Standard Committee, the T&D Standards
and Complhiance Board, and affected directors.) The Document Development Team
records these additional comments in the new “Document Comment Tracking and
Resolution (DCT&R)” database. The DCT&R database 1s currently being developed and
will be available beginning the second quarter of 2002.

(See Boxes 18 and 19 of the flowchart on Page 6.)
Developing the Implementation Plan (IP)

While the document 1s being wnitten, the Document Development Team also writes the
[P (See Attachment 2, “Implementation Plan,” and the IP instructions on Page 24.) The
[P includes the following topics:

Document title and number (1f applicable)
Document type

Project coordinator

Stakeholder involvement/expert review
Change-management approach

Roles and responsibilities for implementation
Impact and resource assessment
Communication plan

Traning plan (by job classification)

13
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e Implementation schedule

The Document Development Team also prepares talking pownts (TP). (See Attachment 3,
Talking Points Summary,” and the TP instructions on Page 32 )

TDM edits the IP and the TP

The Document Development Team sends all the completed documents to the Stakeholder
Review Team and the T&D sponsor.

(See Box 20 of the flowchart on Page 6.).
Stakeholder Review

The Stakeholder Review Team reviews the documents. If the team approves the
documents without any changes, 1t passes them back to the Document Development
Team. If the team requests changes, the project coordinator arranges for the revisions.
The project coordmnator ensures that all comments are entered into the DCT&R database
and resolved

To see what must be reviewed, refer to Attachment 6, « Stakeholder Review Checklist.”
(See Box 21 of the flowchart on Page 7.)

The Comments Database

The project coordinator ensures that the Stakeholder Review Team’s comments are
entered 1n the DCT&R database. A resolution must be recorded for each comment (See
Box 22 of the flowchart on Page 7)

Finishing the Draft

The project coordinator notifies TDM to make any requested changes. TDM posts the
edited IP and TP in the Discussion Forum (see Page 21) for review by the UO Standard
Committee If the document 1s a policy, standard, or guideline, TDM also posts the final
draft document. (See Boxes 23 and 24 of the flowchart on Page 7.)

UO Standard Committee Review of the Draft, IP, and TP

The UO Standard Committee reviews the IP and TP. If applicable, the committee also
reviews the posted draft document. If the committee requests changes, the project
coordinator arranges for the revisions. The project coordinator ensures that any
comments are entered in the DCT&R database and resolved. (See Box 25 of the
flowchart on Page 7.)

T&D Standards and Compliance Board and Directors’ Review

Following approval by the UO Standard Commuttee, the T&D Standards and Compliance
Board and any affected directors review the draft document, IP, and TP. The director(s)
sign off 1n the applicable space on the IP form. They notify the T&D Standards and
Compliance Board when they have completed their review(s). The board then notifies the
project coordinator.

14
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‘ If there are any requested changes, the project coordinator arranges for the revisions The
project coordinator ensures that all comments are entered and resolved.

(See Box 26 of the flowchart on Page 7.)
Preparing the Final Package

TDM makes any final changes to the document, IP, and TP. TDM then prepares a
signature package containing the final draft, the IP, the T&D DNA, and a cover letter.
TDM sends this package to the project coordinator. The coordinator routes it to the
appropriate person, as follows:

e UO standards: The approprtate vice-president of E&P or OM&C.
Manuals and guidelines: The appropriate director within E&P and OM&C.
Policies: The sentor vice-president and chief of UO.
Bulletns. The applicable manager or designated responsible party.
Engineering design standards. The assigned engineer.

(See Boxes 27 and 28 of the flowchart on Page 7.)

Approval, Implementation, and Publication

Thus section of the handbook covers the final approval, implementation, and future monitoring of
the document or revision.

' Signing the Document

The new or revised document and the IP are approved when signed by the authorized
person. (See the step immediately above for a list of the appropriate people.) After
signing, the signer notifies the project coordinator and TDM The project coordinator

sends TDM the signature package, including the original, signed document. (See Box
29 of the flowchart on Page 8.)

TDM Storage and Publication Duties

TDM stores and archives the original, signed documents.

TDM publishes the documents as provided 1n the IP. After the documents are published,
TDM removes the T&D DNA from the “Document Needs Analysis” web page under
“T&D Document Development” 1n the TIL.

(See Box 30 of the flowchart on Page 8.)

Implementing the Document

The project coordinator notifies the T&D Standards and Compliance Board when the

document has been signed. The board then reviews the IP. The board ensures the
following 1tems:

15
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. e The IP tasks are done per the IP’s requirements.
o A specific schedule is set
* The appropriate resources are allocated and needed personnel are assigned.

(See Box 31 of the flowchart on Page 8.)
Overseeing the IP

As previously stated, the T&D Standards and Compliance Board 1s responsible for
ensuring that all the IP steps are completed properly. In addition to scheduling and
resource allocation, this includes the following items:

e Ensuring that the IP’s quality-assurance measurements are taken, recorded, and
reviewed

¢ Venfying when the IP’s requirements for publishing have been met.

e Notifying TDM at least 1 week 1n advance of the desired publishing date.
Turning over responsibility to the document owner when the IP is complete.

(See Boxes 32 and 33 of the flowcharts on Page 8.)
Monitoring the Published Document

The document owner 1s responsible for:

e Momnitoring the effectiveness of the document.
. ¢ Monitoring the DCT&R database for field feedback and comments. The
document owner 1s responsible for ensuring comments/issues are resolved.
¢ Imtiating revisions.

(See Box 34 of the flowchart on Page 8.)

Development Process for Documents Originating
Outside of E&P and OM&C

If proposed new documents or revisions originate outside of E&P and OM&C, check the
following:

e Will they have an impact on E&P and OM&C?
¢ Do they meet the criteria shown on Page 2?

If both of these conditions are met, use the same procedure as for other documents. (See
the procedures starting on Page 3.)

16
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Roles and Responsibilities

This section lists the roles and responsibilities of commuittees and individuals in the
document development process.

The T&D Standards and Compliance Board

See Attachment S, “T&D Standards and Compliance Board Charter,” for the board’s
roles and responsibilities.

The UO Standard Committee

The UO Standard Committee’s roles and responsibilities include the following items:
e Reviewing and approving T&D DNAs

> Venfying or deciding the type of document needed
» Checking that the scope and impact are described adequately
> Venfying that the necessary resources for development are listed, including
any non-T&D resources
. » Nominating members to the Stakeholder Review Team
» Nominating members to the Document Development Team

¢ Reviewing and approving documents posted in the Discussion Forum
> IPs
» TPs
» Policies, standards, and guidelines

The T&D members of the UO Standard Commuttee are responsible for identifying non-
T&D documents that will have a significant impact on T&D. They must ensure that these
documents also go through the T&D development process.

The Document Development Team

The roles and responsibilities of the Document Development Team include the following:

¢ Working with project coordinators and TDM to write the document

Writing the IP (See Attachment 2, “Implementation Plan,” and the IP instructions
on Page 24.)

e Wrnting the TP (See Attachment 3, “Talking Points Summary,” and the TP
mstructions on Page 32.)
Sending the documents to reviewers

¢ Entering the comments from reviewers in the DCT&R database

e Resolving 1ssues from comments and entering the resolutions in the DCT&R

‘ database
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The Stakeholder Review Team

The roles and responsibilities of the Stakeholder Review Team include the following:

e Reviewing the draft document, IP, and TP
¢ Sending review comments, as applicable, to the project coordinator

See Attachment 6, “Stakeholder Review Checklist,” for a list of items the team needs to
check when reviewing documents

TDM

The roles and responsibilities of TDM include the following:

¢ Posting the workgroups’ document-development plans to the “2002 Document
Development Plans” web page

e Assigning numbers to T&D DNAs and posting new and finalized T&D DNAs
to the “Document Needs Analysis” web page

¢ Assigning numbers to policies, standards, and guidelines
Working with project coordinators to set document development schedules

¢ Working with project coordinators and Document Development Teams to

write and edit documents, including graphics and formatting

Editing IPs and TPs

Posting edited TPs, IPs, and, 1f applicable, draft policies, standards, and

guidelines to the UO Standard Commuittee’s Discussion Forum

Preparing signature packages and sending them to project coordinators

Storing and archiving original, signed documents

Publishing documents per the requirements of their IPs

Removing T&D DNAs from the “Document Needs Analysis” web page after

the associated documents have been published

o o

The T&D Sponsor

The roles and responsibilities of the T&D sponsor include the following

¢ Deciding if the proposal for a new document or revision merits submission
Determining if the proposed document meets the criteria for submission

¢ Checking the “Document Needs Analysis™ web page to see if anyone else is
working on the same issues raised in the proposal
Researching and preparing information for the T& D DNA
Filling out the T&D DNA (See Attachment 1, “T&D Document Needs
Analysis,” and the T&D DNA instructions on Page 22.)

¢ Sending the T&D DNA to TDM for posting on the “UO T&D Document
Needs Analysis” web page

* Checking if the content of the T&D DNA is included in the appropnate
workgroup’s document development plan

18
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. ¢ Sending the T&D DNA to the T&D Standards and Compliance Board if 1t 1s

not in the document development plan
Presenting the T&D DNA to the UO Standard Commuttee for review
Contacting outside directors for support, if necessary
Submutting the T&D DNA to the T&D Standards and Compliance board for
review

¢ Updating and editing the T&D DNA after the UO Standard Committee and
T&D Standards and Compliance Board reviews

¢ Sending the finalized T&D DNA to TDM for posting on the “Document
Needs Analysis” web page

¢  Working with the project coordinator to ensure that the development process
1s on track

The Project Coordinator

The roles and responsibilities of the project coordinator include the following,

Working with TDM to set the document development schedule
Filling out the TIL Checklist (see Attachment 4, “Checklist for Technical
Information Library,” and the TIL instructions on Page 33) and sending it to
TDM

¢ Coordinating the efforts of the Document Development Team

. ¢ Working with the Document Development Team and TDM to write the draft

document, IP, and TP

¢ Arranging for revisions based on comments from reviewers (the Stakeholder
Review Team, the UO Standard Committee, and the T&D Standards and
Compliance Board)

¢ Ensuring that reviewers’ comments are entered in the DCT&R database
Ensuring that all comments are resolved and the resolutions entered in the
DCT&R database

¢ Routing the signed signature package to the appropriate signer
Retuning the signature package with the signed, original documents to TDM
Notifying the T&D Standards and Compliance Board when the document has
been signed

The Document Owner

The roles and responsibulities of the document owner include the following:

¢  Monitonng the effectiveness of the document per the quality-assurance
procedures required by the IP
¢  Monitoring the DCT&R database for field comments and issues
Ensuring that resolutions to comments in the DCT&R database are recorded
¢ Imitiating revisions as necessary
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Information Resources

Technical Information Library

All resources and web pages referred to in this handbook are 1n the Technical Information
Library (TIL) in the Company Intranet (http.//www/techlib/). The TIL contains the most
current version of every document and form. Always use the most current versions.
Refer to the following documents or tools:

Document-Development Web Pages

Go to_http //wwwi/techlib/. Click on “T&D Doc Development” in the left column of the
TIL home page to access the “T&D Document Development All Plans” page. There are
five options, as follows:

#2002 Document Development Plans”
“Document Needs Analysis”
“Responsibihty Lists”

“TDM 2002 Document Project Schedule”
“TDM Document Development Handbook”

Related Policies, Standards, and Author Tools

20

Policy 4.1, “UO Standard Development”
http //wwwedm/cgi-bin/getdocEDM asp?itemid=972410035

Policy 4 1 provides UO document definitions It also gives the roles and responsibilities
of employees involved 1n developing standards.

S0500, “Processes for Authorized Documents”
http //wwwedm/cgi-bin/getdocEDM.asp?itemid=003689771

Author Tools
http //www/techlib/htm/author tools htm

This page includes the following forms and job aids required by the procedures 1n this
handbook.

T&D Document Needs Analysis (for T&D documents only)
Implementation Plan

Talking Points Summary

Checklist for Technical Information Library

Stakeholder Review Checklist

Templates for standards, guidelines, and bulletins

Process flowchart (for standards)
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Also included on this page are the following tools used for documents not covered in this
handbook.

UO Standard Developer’s Handbook
Preliminary Needs Analysis
Implementation Analysis

Bulletin Developer’s Guide

® o o o

Discussion Forum Folders

The UO Standard Commuttee uses the Discussion Forum feature of the Microsoft
Outlook or Exchange mail services. The Discussion Forum folders provide a central
place to discuss documents. The TDM clearinghouse manager maintains the folders and
grants permussion to use them. Only the UO Standard Comnuttee may use them. Access
the Discussion Forum by following the path shown below.

@ @ Public Folders
@& Favorites
@ & All Public Folders
2 ®& C&TS
' & Asset Management
¢ ATS
& Budget
<& Budget and Planning Initiatives
m & C&TS-NPG
& DDT
& DHCP Project
@ & Discussion Forums
& Application Development
& Budget
& Correspondence to Affiliates
@ & Policies Standards and Guidelines
@ & Utility Operations
<& CGT - 1n Progress
& Minutes
& 80462
<& 80500 Update
80501
& S1000
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Forms

The TIL always contains the most current versions of forms. Always use the most
current version This handbook includes the forms and instructions for completing them.

T&D Document Needs Analysis (T&D DNA) (for T&D
Documents Only)

The T&D sponsor must prepare a T&D DNA before a new document or revision may be

developed.

See Attachment 1, “T&D Document Needs Analysis

Use the following list of comments and questions as a guide to filling out the T&D DNA

form-

General Information

1. Objectives

Title of Proposed UO Document Enter the full title.

Type of Document. Enter the type of document, such as standard, manual,
policy, etc.

Sponsoring Officer (standards only). If the proposed new or revised
document 1s a standard, enter the name and title of the sponsoring officer.
Issuing Department. Enter the full name of the issuing department.

T&D Sponsor (Manager/Superintendent). Enter the full name and title of
the T&D sponsor.

Document Owner. Enter the full name and title of the document owner.
(The document owner will monitor the document’s results after it 1s
implemented.)

UO Standard Committee Member. Enter the name and title of the member
of the UO Standard Commuttee who represents the 1ssuing department
Project Coordinator. Enter the name and title of the project coordinator.

What will be accomplished by implementing the document? List all of the expected
results. What are the mandatory requirements?

2. Impacts and Costs

Describe how this document will impact the resources and cost structure of the affected
organizations. Describe how it will it affect standard rates, productivity, and workload
Will the requirements cost the Company more than $500,000 annually, over and above
the present process costs?
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3. New Processes, Procedures, or Technology

Describe any new processes, procedures, tools, systems, etc., that will change field
practices of the impacted organizations. Explain what will be changed.

4. Background

Why is the document necessary? What 1s the driving concern(s)? Describe any safety
issues or incidents. Describe any new regulatory requirements or legal 1ssues. Describe
any financial or other business reasons

5. Business Risks and Consequences

What are the business risks or consequences 1f this document 1s not implemented?
Describe any safety violations or risks. Describe any penalties, fines, or habilities
resulting from non-complhiance with laws or regulations, or failure to document consistent
work practices. Describe any negative financial consequences.

6. Duplication of Documents

How does the document affect other documents? List any documents that will be
duplicated or impacted. If there are duplications, what alternatives are there to
' developing this document?

7. Subject Matter Experts

Who will serve as subject matter experts to help develop the document? List all of their
names and titles.

8. The Stakeholder Review Team

Who will serve on the Stakeholder Review Team? List all of their names and titles.

9. Due Dates

In what ways 1s this document time-sensitive? What is the authorized (approval) date?
What is the effective implementation date? Is the ime between the authonzed and
effective dates sufficient to perform all the implementation tasks?

10. Total Training Costs

Does the total training cost exceed $200,0007 Will the imitial training require more than
1 hour per employee? How many hours per employee will be needed? Itemize the costs,
as follows:
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¢ Curriculum development
¢ The number and types of employees being trained

¢ Dehivery costs: travel, lodging, facilities, tools, training materials, tramners’
expenses

¢ Total, non-productive cost of the training to the impacted orgamizations

11. Annual or Periodic Training

Will this document require annual or periodic training or recertification? Describe the
training requirements.

12. Labor Issues

What are the impacts on union agreements? How will these impacts be handled?

13. Deliverables

What exactly will be produced? List the document itself, appendixes, the Implementation
Plan (IP), training matenals, compliance measures, etc.

14. Non-T&D Directors

Which non-T&D directors need to review the document? List their names and titles.

Implementation Plan (IP)

The Document Development Team completes the IP form. Each section of the form must
be filled out. The IP must accompany the document throughout the development and
implementation processes. This ensures that implementation 1ssues are consistently
reviewed at each step.

Implementation planning consists of two phases:

¢ The Implementation Analysis
¢ The Implementation Action Plan

The implementation analysis phase should be started at the beginning of the document
development process. This helps ensure that the necessary resources are identified 1n
advance. It also helps 1dentify any implementation 1ssues so they may be handled
efficiently. After the draft document is developed, the implementation analysis should be
reviewed and revised, as necessary, to reflect the document’s requirements. The
information developed 1n the analysis phase 1s then used to establish the specific actions,
responsibilities, and schedules provided in the action plan.

The implementation action plan phase 1s used to organize and record:

® The specific actions that need to be performed
¢ The individuals responsible for performing each action
¢ The date each action is scheduled to be completed

See Attachment 2, “Implementation Plan.”

24

GTR0009249



. Use the following questions and comments as a guide to filling out the IP:

Implementation Analysis Part of the IP Form

1. Stakeholder Involvement/Expert Review

Stakeholder involvement and expert review ensure that the document will be developed
with help from the most qualified persons: technical experts and those directly affected
by the document.

Last the subject matter experts who will be consulted Include experts both inside and
outside of the Company.

Fill in the “Review Dates” column when the experts and stakeholders have completed
their review and nput.

Questions

e List any safety concerns Will the document need review by the Safety,
Health, and Claims department?

e List any legal requirements. Will the document need review by the Law
department?

¢ List any issues related to rates. Will the document need review by the Rates,
Accounting, or Tariff departments?

e List any labor-agreement 1ssues. Will the document need review by the

' IBEW, the ESC, or the Industrial Relations department?

e Technical review: Who are the technical experts? Who are the users? Who
is responsible for the implementation? Have they reviewed the document?

¢ Stakeholder review: Who are the members of the Stakeholder Review Team?

2. Change-Management Approach

Describe the Document Development Team’s philosophy toward helping the affected
E&P and OM&C groups incorporate the changes into their day-to-day business practices.
Answer the following questions on a scale of { to 5:

How much of an impact will this standard or change have on the organization?

Minor Moderate Major
1 2 3 4 5

How resistant 1s the organization likely to be towards this change?

Minor Moderate Major
1 2 3 4 5
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Using the answers to the previous two questions, check the appropriate box 1n the matrix
below.

Resistance/Impact Matrix

R
E 5
S
‘ 4
1
S
3
T
A
N 2
C
1
E
1 |2 |3 |4 |5
IMPACT

The score on the matrix indicates the amount of work required to effectively implement
the document. A score of 1/1 indicates a minimum level of effort. Conversely, a score of
5/5 indicates significant effort will be necessary. Approprate action, such as additional
tramning or detailed communication, must be taken when there 1s high impact and/or high
resistance. Consider the degrees of impact and resistance when answering other IP
questions

3. Roles and Responsibilities for Implementation

Define individual and group roles and responsibilities for implementing the document.
List the specific expectations for each department, group, and individual listed in the
process. (For further guidance, see the “Roles and Responsibilities” section of this
handbook, starting on Page 17.)

Questions

¢  Who 1s responsible for each of the deliverables listed 1n this IP?
e Who 1s responsible for providing training?
¢ Who 1s responsible for monitoring the effectiveness of the document?
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4. Impact and Resource Assessment

Evaluate how the document or revision will impact employees and organizations.
Describe the resources available to develop and implement the proposal. Determine 1if the
resources are adequate.

Questions

What specific processes or practices are being changed?

Which organizations are impacted by the document’s requirements?

What is the impact on employees? What employee classifications will
perform the new or revised actions required by the document? Describe the
actions

e What new matenals or tools are required? Are they available? Are they in the
budget?

¢ Are new computer or data-management systems required? Describe them.
Are they available? Are they in the budget? Has the Information Technology
Advisory Commuttee (ITAC) approved them? If so, give the date.

e Describe how this document will impact the resources and cost structure of the
affected organizations. Describe how it will 1t affect standard rates,
productivity, and workload. Will the requirements cost the Company more
than $500,000 annually, over and above the present process costs?

. e Are the resources and expenses required by this document incorporated into
annual financial and resource plans?

¢ Describe any possible union issues that will need to be resolved Are union
positions affected? Is the union(s) aware of the document’s requirements?

5. Communication Plan

Explain how the document will be communicated to all the affected employees. Include
the reason for the new document or revision.

Questions

e  Why is the document necessary? What 1s the driving concern(s)? Describe
any safety 1ssues or incidents. Describe any new regulatory requirements or
legal issues. Describe any financial or other business reasons.

What organizations and job classifications need to know about the document?
¢ How will this document or revision be communicated to each group of

’ affected employees? (Holding tailboard meetings for electric crews is one

example.)
Who 1s responsible for communicating the changes to the affected employees?
What problems, if any, might occur if non-targeted employees read this
document or revision? Will it create confusion?

¢ What will be included 1n the communication package? The plan must include
the reasons why the changes are necessary.

. e What are the main talking points needed for general implementation of the

document?
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6. Distribution Plan

Explain how the document will be delivered to the affected organizations and to any other
interested parties.

Questions

In what ways 1s the document time-sensitive?

Who must get a copy of the document? When must they get 1it? Is anyone
outside of the OM&C and E&P?

How will the document be delivered? Is there a mailing or email list?

Will a special, targeted distribution be necessary, or may the document be
issued by a TDM update?

7. Training Plan (by Job Classification)

28

Identify the necessary training. Make sure that adequate resources and time are allocated
for both development and training, especially if there 1s a new traiming program.

Use the “Information Change Matrix” on Page 29 to help determine the appropriate levels
of traming.

Questions

What training 1s needed? Who will develop it? Who will provide 1t?

What kinds of training matenals are needed? Describe them.

How much time 1s required for training development and delivery?

What 1s the amount of training time required per each employee, and for the
affected groups?

Can the training for this document be added to existing training programs? If
50, how?

How will each component of the traiming be funded?

How 1s the training being budgeted and scheduled?

What are the codes for the Training Server? Are they presently available?
In what ways 1s the document time-sensitive? How does this affect the
traimng?

o Will this document require annual or periodic traimng or recertification?
Describe the training requirements.
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Information Change-Management Matrix

Risk to Company and or Required Behavioral

Change

(Consequences of Failure)

Minor

Moderate

Major

Intervention to
Support Change

Talking Points

Talking Points

Talking Points

Informational Informational
Presentations Presentations
Targeted Training Targeted Training
Qualification
Testing
Periodic
Requalification,
Testing, or
Training
Implementation Short Short to Medium Long
Time
' Action Groups Developer Developer Developer
Learning Services: Learning
Analysis and Services:
Development Analysis,
; Development
User Delivery (and ; ’
Test) Delivery, and Test
Documentation None Depends on Scope Training Server
or Consequences
(i.e. None or Training
Server)
Funding Source | None Department Company
for Intervention Generating the
Requirement
Cost Minimal Minimal to Moderate | Moderate to
Significant
Audit Informal 50% Random Formal | 100% Formal
Follow-Up Audit Audit
Consequences Verbal Verbal/Written Direct PMP or PD
Reminder Consequence

Material Redacted
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8. Follow-Up Plan (Measurement of Implementation Effectiveness)

Describe the follow-up plan, which is designed to ensure that the objectives of the
document will continue to be met. The follow-up plan starts at least 6 months after the
document has been approved and implemented.

Questions

What are the expected results of the document? How can they be measured?
What measures or controls are needed to monitor compliance? Are they
developed?

Who 1s responsible for monitoring and measuring? How often are monitoring
and measuring done?

How will the implementation be verified?

Who 1s the document owner?

Describe the feedback loop for this document.

Is the document’s long-term review schedule adequate? Describe why.

9. Implementation Schedule

The implementation schedule starts when the document 1s signed. List the schedule for
implementing the document. Give the due dates for approval and for implementation.
List any dates that must be met.

Questions

Describe how the schedule meets mandated compliance deadlines.

What 1s the approval date?

What is the effective implementation date? Is the document considered
effective only after all employees are trained?

Is the ime between the authorized and effective dates sufficient to perform all
the implementation tasks?

Is the training schedule in place? Have all the training resources been
developed? List the training schedule. Who 1s responsible for the training?
Describe the schedule for the communication and distribution plans List any
exact dates. Who 1s responsible for these plans?

Implementation Action Plan Part of the IP Form

30

Fill out the Implementation Action Plan part of the form after analyzing what 1s necessary
to successfully implement the document’s requirements. Each step includes the necessary
actions, the persons responsible for performing them, and the dates by which the actions
must be performed.
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1. Pre-Implementation Action Plan

“Pre-implementation” includes any actions that must be taken before the document may
be introduced to the field for traiming and other implementation steps. For example, 1f a
new piece of equipment 1s being introduced, 1t must be evaluated, approved, ordered,
assigned a matenal code, and be in stock.

Questions

* What specific actions need to be taken before entering the implementation
phase?

e Who 1s responsible for each specific action? Give exact names and titles.

¢  When must each specific action be completed? Give exact dates.

2. Communication, Distribution, and Training Action Plan

! “Communication” includes all actions that must be performed to effectively communicate
! the document’s requirements to all impacted employees.

‘ “Distribution” includes all actions that must be performed to fully distnbute the document
to all employees who need 1t.

“Training” includes all actions that must be performed to thoroughly train all employees
impacted by the document

‘ Questions

e What specific actions need to be taken to communicate the document’s
requirements?
| e What specific actions need to be taken to fully distribute the document?
’ e What specific actions need to be taken to thoroughly train all impacted
employees?
: ¢ Who 1s responsible for each specific action? Give exact names and titles.
‘ e  When must each specific action be completed? Give exact dates

3. Follow-Up Action Plan

} “Follow-up” includes all actions that must be performed to evaluate the effectiveness of
‘ the document and the IP.
Questions

¢ What specific actions need to be taken to evaluate the effectiveness of the
document and the IP?

Who 1s responsible for each specific action? Give exact names and titles.
When must each specific action be completed? Give exact dates.
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Talking Points Summary

The Talking Points Summary provides a short overview of the specific changes required
by the document or revision. The Document Development Team 1s responsible for
prepanng the Talking Points Summary.

The Talking Points Summary accompanies the document or revision and the IP during all
reviews. It 1s 1ssued along with the document during the implementation process.

See Attachment 3, “Talking Points Summary.”

Use the following questions and comments as a guide to filling out the Talking Points
Summary. Refer to the T&D DNA and the IP for the information.

Target Audience

Which employees will be affected by this document? List the work groups and job
classifications

Mandatory Requirements

What are the mandatory requirements? List any specific, new work processes or
procedures that are required by the document

New or Revised Document

Is this a new or revised document? If it 1s revised, what changes are being made? List all
the changes.

Implementation Date

When will this document be implemented? Give the exact, scheduled date. Is the
document considered implemented only after all employees have been trained?

Objective

What will the document or revision accomplish? List each of the intended results.

Methods of Implementation

How will the document be implemented? Brefly describe the communication,
distribution, training, and follow-up methods.
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Checklist for Technical Information Library

The TDM web team uses the information on this required checklist when placing
documents online The project coordinator 1s responsible for filling out and sending this
form.

See Attachment 4, “‘Checklist for Technical Information Library.”
Contact Information

For the purposes of this form, the “contact” 1s the project coordinator. Enter the project
coordinator’s name, corporate ID, department, and PCC number.

Document Information

Fill 1n this information as applicable. List any documents that are being canceled as a
result of the new or revised document. In the case of updates, this includes the previous

document.
Web Pages
Documents are listed on the 1ssuing department’s functional web page. Identify other
. groups that will be using the document and TDM will add it to their web pages. To view
the documcnts, click on the department name listed in the left column of the TIL home
page.
For TDM Use Only

Project coordinators may 1gnore these boxes.

Owner Information

For E&P documents, provide the name, corporate ID, and department of the document
owner.

33

Material Redacted GTR0009258



Attachments

1. T&D Document Needs Analysis

2. Implementation Plan (for T&D Documents Only)
3. Talking Points Summary

4. Checklist for Technical Information Library

5. T&D Standards and Compliance Board Charter
6. Stakeholder Review Checklist

7. How to Use the Document Comment Tracking and
Resolution Database
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T&D DOCUMENT NEEDS ANALYSIS

Title of Proposed UO Document:

Type of Document.

Sponsoring Officer (standards only)

Issuing Department:

T&D Sponsor (Manager/Supt.):

Document Owner:

UO Standard Committee Member:

Project Coordinator. Phone.

1 State the objective of this document. Describe what the document intends to
accomplish and the expected resullts.

2. Describe the impact this document will have on resources in the organizations impacted
by the requirements Describe the impact this document will have on standard rates,
productivity, and ongoing workload. Will the requirements cost the Company more than
$500K annually over and above the present process costs?

3. Describe the anticipated new processes, procedures, tools, or systems that will require
field organizations to change their present methods.
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. T&D DOCUMENT NEEDS ANALYSIS

4. Why 1s the document necessary? Are there new regulatory requirements, legal issues,
incidents, etc.? Specifically define the drivers. Describe the business reasons. Describe
the safety issues and the legal requirements.

5. What are the business risks or consequences if this document is not written or revised?

Describe the penalties, fines, liabilities for not having documented and consistent work
processes?

6. How does this document affect or duplicate any existing policies, standards or other
. documents? What are the alternatives to developing this document?

7. Who will serve as subject matter experts in developing this document?

8. List the members of the Stakeholder Review Team — Personnel with implementation
responsibilities who will review and comment on the feasibility and content of the
document, the implementation plan, and compliance measures.
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. T&D DOCUMENT NEEDS ANALYSIS

9. What are the time-sensitive requirements of this document? When must this document
be implemented? Make sure there is enough time between the authorized date and the
effective date to complete the IP.

10. Will the total cost of initial training exceed $200K? 1. What is the cost for curriculum
development? 2. Which classifications and how many employees need to be trained?
3. What is the cost of training delivery, including tools, travel and lodging, and facilities?
4 What is the total non-productive cost to organizations to train employees on the
requirements of this document? 5. Will the requirements of this document require more
than 1 hour of initial training per employee?

11. Will this document require annual or periodic training or recertification? Describe this
requirement

12. How are union agreements impacted by the requirements of this document? Describe
how the impacts will be handled.
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. T&D DOCUMENT NEEDS ANALYSIS

13. List the deliverables for this document development effort including the: 1. The
document itself and appendices, 2 The Implementation Plan, 3. Compliance measures,
etc.

14. List the non-T&D directors who must provide their consent to the final document and
implementation plan prior to officer approval

‘ Submitted by: Date:

Reviewed by: Date:
(UO Standard Committee Member)

UO Standard Committee Approval: Date:

T&D Standards and Compliance Board Approval. Date
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UO Document Title (and #)

Document Type

Project Coordinator

T&D IMPLEMENTATION PLAN

IMPLEMENTATION ANALYSIS

Stakeholder
involvement/expert review

Change-management
approach

Impact and resource
assessment

Communication plan

Distribution plan

Training plan (by job
classification)

Follow-up plan
(measurement of
implementation
effectiveness)

Roles and responsibilities
for Implementation

Implementation
schedule/Effective date

See next page

GTR0009264



UO Document Title (and #)

Document Type

Project Coordinator

T&D IMPLEMENTATION PLAN

Implementation Action Plan

Pre-Implementation Action Plan

Material Redacted

Action Responsible Party Scheduled Date
Communication, Distribution, and Training Action Plan
Action ' Responsible Party Scheduled Date
Follow-Up Action Plan
Action Responsible Party Scheduled Date
See next page
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‘ UO Document Title (and #)

Document Type

Project Coordinator

T&D IMPLEMENTATION PLAN

STAKEHOLDER/SUBJECT MATTER/TECHNICAL EXPERT REVIEW
(OF THE DOCUMENT)

Name Department Phone # Review Dates
UO STANDARD COMMITTEE REVIEW
(OF THE IMPLEMENTATION PLAN)
Date presented for review
Date approved by committee
IMPACTED DEPARTMENT APPROVAL
(OF THE DOCUMENT AND IMPLEMENTATION PLAN)
Director Name Department Approval Dates

Material Redacted

T&D STANDARDS & COMPLIANCE BOARD REVIEW
(OF THE DOCUMENT AND IMPLEMENTATION PLAN)

Date approved by Board
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TALKING POINTS SUMMARY

Whom does this document
affect?

What are the document'’s
mandatory requirements?

Is this document new or revised?
If this 1s a revised document,
what will change?

When i1s this document to be
implemented?

What will this document

‘ accomplish?

How 1s this document going to be
implemented?
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Checklist for Technical Information Library

. Work requests for the Technical Information Library require information about the documents being added or
updated Ths file should be completed for all types of documents, and submitted by email or hard copy to the

appropriate Technical Document Management team member

Document type. Check what applies.

Contact Information Web Pages
Name Specify the UO Group andlor Tech Lib section where
the document will appear. Check all that apply.
Corporate ID —————
Department Electric Distribution
PCC ECCO
Electric Estimating

- Electric Mapping

Document Information Electric Substation

Electric Transmission

O Bulletin California Gas Transmission
(| Emergency Plan Gas Distribution
O Form Gas Estimating
Od Guideline Gas Mapping
O Manual Construction
O Policy Business & System Support
O Procedure Customer Metering Services (other)
O Standard Electric Metering
O Other document (specify): Gas Metering
Field Service and Dispatch
General Services
Document number (if applicable) and title Miscellansous

Specific section being updated (if applicable)

New BusinessiService Planning
Rates and Account Services
Vegetation Management

O00000000000004a00000o0

Specific sub-number and sub-title (if applicabie)

New or update?

Other documents to be canceled because of this
document

Effective-date (MMIYY)

If this is a joint document, provide the joint

For TDM Use Only

EDMS document ID number(s) and file name(s)

If update, old title and EDMS ID #

If this document is cross-referenced In another
document, list all other occurrences.

department Owner Information
L Name
Corporate ID
Department

Attach4 doc

Material Redacted

If this is an E&P T&D document, provide the name and

corporate ID of the owner (manager).

12/12/2001
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T&D STANDARDS & COMPLIANCE BOARD CHARTER

(This charter applies to document development and implementation activities only)

PURPOSE

The T&D Standards and Comphance Board’s
purpose 1s to provide direction, oversight, and
compliance assurance in the development and
implementation of standards and other
authorized documents within T&D.

OBJECTIVES
The objectives of the T&D Standards and
Compliance Board are to
¢ Ensure that the T&D authorized document
development process is effective.
¢ Ensure that any new documents, or changes
to existing documents, that impact T&D are
necessary.
¢ Ensure that each authonzed document has
an effective implementation plan
e Ensure compliance with authorized
documents.

AUTHORITY

With the concurrence of the T&D Board, the
T&D Standards and Compliance Board has
controliing authority over all T&D authorized
document development activity. The T&D
Standards and Compliance Board approves all
proposed authorized documents and
implementation plans for officer review and
approval. The T&D Standards and Compliance
Board has authority to nitiate compliance
measurement/monitoring activities.

TEAM MEMBERSHIP

Sponsors of the T&D Standards and
Compliance Board will include a minimum of
two T&D directors: one from E&P and one
from OM&C. Additional director-level
participation on this board is at the discretion of
the T&D Board. Supporting board membership
includes representation from each of the OM&C
operating areas and departments and each
functional E&P department.

Material Redacted

ROLES AND RESPONSIBILITIES

The T&D Standards and Compliance Board’s
role 1s to provide high-level management
direction and oversight to the development and
implementation of standards and other
authorized documents within T&D. Its
responsibilities include, but are not limited to:

¢ Develop, approve, implement, and manage
annual plans for authorized document
development

¢ Own and manage the T&D authorized
document development process, including
controlling, revising, updating, and
changing the process and 1t supporting
documentation as necessary to ensure
effectiveness.

¢ Approve individual T& D Document Needs
Analyses and to charter document
development efforts.

e Ensure that appropnate, cross-functional
mnvolvement and review occurs within the
document development process.

¢  Momtor compliance with the T&D
document development process and ensure
that appropriate rigor 1s applied to the
various steps in the process.

e Approve final documents for
implementation.

e Review and accept documents from non-
T&D departments before tmplementation.

¢ Momtor execution of implementation plans.

¢ Measure compliance with recently
implemented authorized documents.

e Review and approve communication and
implementation plans for routine revisions
and distribution of procedures, guidelines,
manuals, and similar authornized documents

¢ Commussion annual QA reviews of the
authorized document development process

e Review compliance data sources, e.g., QA
systemic reviews, work-method
assessments, audit findings, etc., to
determine ongoing authorized document
training requirements, by using risk/benefit
analysis.

(Continued next page)

[
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T&D STANDARDS & COMPLIANCE BOARD CHARTER

(This charter applies to document development and implementation activities only)

DECISION-MAKING

Due to the impact of authorized documents on
the organization, consensus decision-making 1s
the preferred approach for developing
authorized documents. The T&D Standards and
Compliance Board supports the consensus
process by arbitrating resolution of issues or by
redirecting the development team as needed.

N
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o T&D AUTHORIZED DOCUMENT DEVELOPMENT

PROCESS
Stakeholder Review Checklist

Use this checklist to review T&D authorized documents and their corresponding
implementation plans. The checklist is organized in sections that correspond to
the required elements of the implementation plan. Use the checklist to determine
the quality and thoroughness of the implementation plan. Check “N” if there are
any deficiencies.

Each section ends with a summary question. Answer these questions to
document satisfaction with the quality and detail contained in the documents

. under review. If additional work is necessary, document the concern in the
Review Summary at the end of the checklist.

Return this completed form to the project coordinator of the document
development team.

Stakeholder Involvement/Expert Review

Y N NA

1. 0O O O Are safety concerns adequately identified?
. If necessary, has the Safety, Health, and Claims department
reviewed and signed off?
Are legal requirements adequately identified?
If necessary, has the Law department reviewed and signed off?
Are rates and accounting issues adequately identified?
If necessary, have the Rates, Accounting, or Tariff departments
reviewed and signed off?
Are labor-agreement issues thoroughly identified?
If necessary, have the IBEW, the ESC, or the Industrial Relations
department reviewed and signed off?
Are the technical experts and users identified?
Are the people/departments responsible for implementation
identified?
Are the members of the Stakeholder Review Team identified
Are the people/departments responsible for implementation
included on the Stakeholder Review Team?

oOkrw

© ~
OO0 OO0 00 oOoooo 4d
OO0 00 OO0 Ooooo O
OO0 00 00O oOooOooo O

a
a
O

Does the document and implementation plan adequately
identify stakeholders and impacts, and include the
appropriate experts and users?
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® T&D AUTHORIZED DOCUMENT DEVELOPMENT

PROCESS
Stakeholder Review Checklist

Change-Management Approach

13. O 0O 0O Does the impact/resistance scoring seem appropriate for the
document and implementation plan?

Roles and Responsibilities for Inplementation

14. O O O Does the implementation plan specifically identify who is
responsible for each action needed to carry out the
implementation plan?

15. O 0O 0O Are those responsible for providing training identified? Is the
training specifically identified?

16. O 0O 0O Are the organizations and people responsible for monitoring the
effectiveness of the document identified?

0O O O Does the plan adequately address the roles and
responsibilities for implementation?

Impact and Resource Assessment

‘ 17. O 00O Are the specific processes or practices that are being changed
included in the plan?

18. O 00O Are organizations impacted by the document’s requirements
clearly identified?

19. 000 Are the impacts on employees included in the plan?

20. DO 00O Are the specific employee classifications that will perform the
required new or revised actions included in the plan?

21. 0O 00O Are required new materials or tools identified? Are they available
and in the budget?

22. 0O 0O0O Are any required new computer or data-management systems
identified and adequately described?

23. O 00O Does the plan indicate whether required computer or data-
management systems are available, and are the associated costs
included in the budget?

24, 000 Has the Information Technology Advisory Committee (ITAC)
approved these systems? |s the approval date provided?

25. O 00O Isthe impact on the resources and cost structures of the affected
organizations thoroughly described, including the effect on
standard rates, productivity, and workload?

Is the incremental, annual, cost increase stated?
Does the plan address incorporating resources and expenses into
the annual resource and financial plans/?

N
~l
oo
oa
oag
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@ T&D AUTHORIZED DOCUMENT DEVELOPMENT

PROCESS
Stakeholder Review Checklist

28. O O O Are potential union issues and strategies to resolve or address
them included in the plan?

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

Communication Plan

29. 0 O O Does the communication plan provide an adequate explanation of
the need for the document, including the business and/or
operational justifications or conditions being addressed?

30. 0O 0O O Does the communication plan clearly indicate the various
audiences that will receive communication about the documents?

31. O O O Does the plan specify how the document or revision will be
communicated to each group of affected employees?

32. 0O 0O 0O Does the plan clearly identify who is responsible for
communicating the changes to the affected employees?

‘ 33. 0 00O If there are potential problems with the information being received
by non-targeted audiences, does the plan include steps to
mitigate those problems?

34. 0O 0O O Does the plan specify the contents of the communication package
including the justification?

35. 0O 0O 0O Are the talking points for general implementation developed, and
are they included in the plan?

0O O O will the communication plan effectively provide the needed
information to all affected parties?

36. O 0O O Is there a schedule for distribution of the document?

37. 0O 0O 0O Are the organizations and people who must get a copy of the
document specifically identified?

38. 0O O O Does the distribution plan explain how the document will be
delivered?

39. 0O 0O O Has it been determined that a targeted distribution is necessary,
and, if so, how will it be done?

O 00O Will the distribution plan result in receipt of the documents by all
employees who need them?
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T&D AUTHORIZED DOCUMENT DEVELOPMENT

PROCESS
Stakeholder Review Checklist

Training Plan (by Job Classification)
40. 0O O O Is the necessary training identified?

41. 0O 0O O Is the responsibility for developing and providing the training
specifically identified and assigned?

42. 0O 0O O Are the types of training materials described?

43. O 00O Are the time frames for development and delivery of the training
clearly indicated?

44, O 0O 0O Is the amount of training time required per each employee and
affected group determined and included in the plan?

45. 0O 0O O Does the plan address if and how the training for this document
might be added to existing training programs?

46. O 0O O Does the plan address how each component of the training will be

funded?
47. 0O 0O O Does the plan address budgeting and scheduling the training?

48. 0O 0O 0O Has it been determined if training codes for the training server will

be needed and, if so, are they available?

49. 0O 0O 0O Does the training plan address the timing requirements of the
document and how the timing impacts the training plan?

50. 0O O O Have any ongoing training or certification requirements been
identified, and are they adequately described?

O O O Will the training plan effectively educate all employees who
have responsibilities related to this document?

Follow-up Plan (Measurement of Implementation Effectiveness)

63. O 0O O Are the expected results of the document adequately described
and corresponding measures identified?

64. O O O Have adequate compliance measurements or means to monitor
compliance been identified and developed for implementation?

65. 0O 0O O Are the organizations and personnel responsible for monitoring
and measuring compliance specifically identified?

66. O 0O O Are the intervals for monitoring and measuring compliance
established?

67. 0 0O 0O Is the method for verifying implementation of the document
established?

68. 0O 0O O Is the document owner established?

69. 0O 0O O Is the feedback loop for this document fully described?

70. OO0 O Is the justification for the document’s long-term review schedule
established?
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T&D AUTHORIZED DOCUMENT DEVELOPMENT

PROCESS
Stakeholder Review Checklist

O O O Will the metrics and measurement methodology accurately

reflect the implementation and performance of the document
requirements?

Implementation Schedule

71, 0O O O Does the implementation schedule address mandated
compliance deadlines?

72. O O O Is the document approval date established?

73. 0O 0O 0O Does the schedule describe the implementation date and when
the document will become effective?

74. 0O O O Does the established schedule provide sufficient time between
the authorized and effective dates to perform all the
implementation tasks?

75. 0O O O Is the training schedule included in the plan?

76. O O 0O Is the schedule for the communication and distribution plans
specifically established?

O O O Does the implementation schedule provide sufficient time for
all implementation tasks to be completed before the
document becomes effective?

Review Summary

Based on assessing the document and each section of the implementation plan,
explain in the space below any issues, concerns, or deficiencies. Return the
completed checklist to the project coordinator even if no changes or additions are
necessary.
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How to Use the Document Comment Tracking and
Resolution Database

Introduction

The Utility Operations Transmussion and Distribution (UO T&D) Document
Comment Tracking and Resolution (DoCTR) system is an online tool 1n the
Technical Information Library (TIL). Its purpose 1s to allow T&D stakeholders to
provide online feedback on an existing T&D document or to documents under
development. By providing the feedback loop, errors or omissions can be caught
early 1n the document development process, thereby saving rework and reducing
musinformation in the field. This system also allows for better buy-in by field
employees for new or modified work practices because 1t provides an opportunity for
them to be a part of the development process.

The feedback is stored 1n a database, and email is automatically sent to the document
contact when a comment 1s logged. The document contact or designee 1s responsible
for recording a resolution in the database. The DoCTR system automatically notifies
the comment provider of the resolution.

Document Types

The document types 1n the DoCTR database include

e Standards

e Gudelines

e Manuals

e Electric Design Standards
e Gas Design Standards

e Bulletins

e Safety Procedures

e Document Needs Analyses

Process

First Time Users

When users enter the DoCTR database for the first time, a Security Warning window
appears.
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This warning is associated with running the DoCTR application’s spell checker.
Click the Yes button to enable the spell checker.

‘ Submitting a Comment
Comment providers can enter comments in the T&D Document Comment Tracking
and Resolution Database for numbered documents by selecting an envelope icon []
associated with the document in the TIL. When the envelope icon [*] is selected, an
input screen for the system appears. Comment providers fill out the screen. The
comments are emailed to the document contact (with a copy to the document owner)
and a confirmation is emailed back to the comment provider.

Before entering a comment in the system, search the DoCTR database to see if the
issue has already been addressed (see “Creating Reports™).

To submit a comment to the T&D DoCTR Database:

1. Find the document you want to comment on in the TIL.
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ORDER A MANUAL 4 LIBRARY HOME

30 - Pipelines

A31
A311
A32
A321
A322
A323
A324
A33

| A34

A341
A342

A6
A36.1
A36.2
A7

i A37.4

A372
A373
A37.4
A375

. AYB
| A37T

A381

| A392
| A9

s IR R
Examples for Use of Blowdown Time Curve
Blowdown Time for Pipelines Thraugh 40% Area Plug Valves
Drain Tube on 2" 10 6" Pipelines and Sample Tube on All Pipeline Sizes
Drain Tube Installation for 8" to 34" Pipelines in Senvice
Top Tap Drain Tube & Bottom Tap Drains for New or Out-of-Senice Pipelines
Drain for Inaccessible Crossings
Welker Sampler Probe
Gas Lines on Bridge Structures
Piping Design and Test Requirements
G | Requil ts for Work Reportable to the California Public Utilities Commission
Uprating Procedure - Low Pressure to High Pressure
Design and Test Requirements for Assemblies and Equipment
Design and Construction Requirements Gas Lines and Related Facilities
Splitting Stesl Pips
PLCS Live Insertion
Hydrostatic Testing Procedure
Pipeline Test Head
Sample of Hydroslatic Test Sketch
Filling and Sizing Instuction for Pipeline Sphere
Hydrostatic Test - Sample for Filling
Hydrostatic Test Manifold (Hairpin)
Hydrostatic Test - Sample Set Up for Squeeze
Hydrostatic Test - Sample for Dewatering
Procedure for Purging Gas Facilities
Installation and Operation of Air Movers UPDATED 12/81
Prepurging Pracedure for 2° Plastic Pipe
Procedure for Work on ar Around Cast lron Pipe

BX

3K

BB

Click the envelope icon [ to the right of the document Description. The
Enter Comment for Documents screen appears:
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S
~ DOCUMENT COMMENT TRACKING AND RESOLUTION

Enter Comment for Documents

Please use this form to tell us what you think about the Technical Library Documents.
We welcome all of your suggestions and problems.

Doc #-  A-34.1 - General Requirements Work Reportable to the California

Title: Publi

Last —

Name [ First Name I

E-Mail TEGO gggpegny 8-|_‘|__
Comments: E

. Note: The fields that have red titles are mandatory. You must fill them in
order to submit your comment.

3. Type your Last Name,

4. Type your First Name.

5. The E-Mail field is autofilled with the LANID of the person who is
logged onto the system.

6. Type your Company Phone number (optional).

7. Type your Comments.
Note: The system automatically tags the comment record with the current
date.

8. Click the Spelling button to check for spelling errors.
Note: To clear the form and start over, click the Clear Form button.

9. Click the Submit Comment button to create the comment record in the
database and to send your comments to the document owner and the
document contact. The Feedback Confirmation screen appears:
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ﬁ DOCUMENT COMMENT TRACKING AND RESOLUTION

Feedback Confirmation
Thank you for your feedback

Your comment on A-34.1 - General Requirements VWork Reportable to the California Public

Utilities Commission has been sent tomnd is now posted to the Document
Comment Tracking and Resolution Database. You will be notified by email when a resolution is
e provided.

You may check on the comment # 78 for status of the resolution

The status of the comment is now “Open.”

Notification to Document Contact

From: [comment provider]

Sent: [date/time]

To: [document contact]

CC: [document owner]

Subject: Comment #/[comment number] for document [document title] .

You are receiving this e-mail because you are the T&D Document Contact
of the [document title] - [document type]. As the contact for the Document, you
must provide a resolution or oversee that a resolution to the comment
is provided into the Document Comments Tracking and Resolution
Database.

If you are the owner of the document, you are a CC on this e-mail
notification.

Listed below is a comment from [comment provider], [LANID], [phone number]

Below is the comment:
[text of the comment]

To enter a resolution to this comment, click on [hyperlink]

An e-mail notification to the comment provider will be sent after you
enter the resolution. The comment will not be closed until you change
the status to closed so you may enter more information to the
resolution at a later time.

If you have any questions on the ownership, contact the document owner.
If you have any questions on this process, contact
at Technical Document Management.
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. Submitting a Resolution
The document contact must enter a resolution for the comment in the database or
forward the comment to a designee for resolution. The resolution may consist of
preliminary or interim remarks that do not necessarily close the issues raised by the
original comment. The system automatically sends email to the comment provider
(with a copy to the document owner) whenever a resolution is entered in the database.

To submit a resolution for a comment in the T&D DoCTR Database:

1. Click on the link in the comments notification email message. The Enter
a Resolution for the Comment screen appears:

]Hlv Document Comment Tracking and Resolution - Microsoft Internet Explorer provided by PGRE

g
el DOCUMENT COMMENT TRACKING AND RESOLUTION

Enter a Resolution for the Comment

g“m”‘e"‘ 88 Comment Date: 3/14/02

Doc Type: Gas Engineering Drawing

Doc Title:  General Requirements Work Reportable to the California Publi
Doc # A-341 Comment Provider LAN:

Comments: This is a test comment.

Last Name -— First Name -
emMal | Resolution Date: 3/14/02

Resoluton: frhis is a test resolution.| =

|

Note: The fields that have red titles are mandatory. You must fill them in
order to submit your resolution. The E-Mail field is autofilled with the
LANID of the person who is logged onto the system. The system also
autofills the Resolution Date.

2. Type your Last Name,

3. Type your First Name.
‘ 4. Type your Resolution.
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5. Click the Spelling button to check for spelling errors.
Note: To clear the form and start over, click the Clear Form button.

6. Click the Submit Resolution button to create the comment record in the
database and to send your comments to the document owner and the
document contact. The Feedback Confirmation screen appears:

2 7D Document Comment Tracking and Resolution - Microsoft Internet Explorer provided by PGRE

"
ezl DOCUMENT COMMENT TRACKING AND RESOLUTION

Resolution Confirmation

Thank you for entering a resolution.

Your resolution has been sent to“nd is now posted to the Document
Comment Tracking and Resolution Database.

To Close the Comment, Select the Close Button below:

Close Comment |
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Notification of Resolution Entered to Comment Provider

From: [document contact or designee]

Sent: [date/time]

To: [comment provider]

CC. [document owner]

Subject: Resolution for the Comment #/comment number] for document [document
title] entered by you.

A resolution has been posted to the Document Comments Tracking and
Resolution Database for comment # [comment number], [document title], [document
type]. The resolution for your comment may not be complete; you will be
notified when the resolution is closed.

Below are the details of the resolution:

Resolved By: [documentowner or document contact]
Resolution Dt: [date]
Resolution: [text of resolution]

***%x* For document contact or owner use only: ****x

If you believe that this Comment is completely resolved and yvou would
like to close it, click on [hyperlink]

To search the Document Comment Tracking and Resolution Database and run
a report, click on the following link /hyperlink]
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Closing a Comment
Only the document owner or the document contact can close the comment. The
system sends email automatically to the comment provider (with a copy to the
document owner) when the comment is closed.

To close a comment:

1. Click on the link in the comments notification email message. The Close
the Comment screen appears:

N’
u DOCUMENT COMMENT TRACKING AND RESOLUTION

Bl ciose comment Close the Comment
- Help Are you sure you want to close the following comment? If yes, click on "Close Comment”.
: Comment# 76 Comment Date 3/1/02
. § heas Dac Type: Gas Engineering Drawing
! o Doc Title: General Requirements Work Reportable to the California Publi

Doc # A-341 Comment Provider LAN: -

Comments:  THIS IS A TEST COMMENT.

2. Click the Close Comment button. The Comment Closed Confirmation
screen appears:

Comment Closed Confirmation

The comment is now closed.

has been informed that the comment is closed and is also posted to the
ocument Comment Tracking and Resolution Database.
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. Closed Resolution Notification to Comment Provider

From: [document contact or designee]

Sent: [date/time]

To: [comment provider]
CC. [document owner]
Subject: Closed status on Comment #[comment number] for document [document

utlef .

Resolution(s) has/have been posted to the Document Comments Tracking
and Resolution Database for comment # 76, General Requirements Work
Reportable to the California Public Utilities Commission, Gas
Engineering Drawing.

The comment status is now closed.

To search the Document Comment Tracking and Resolution Database and run
a report, click on the following link [hyperlink]

Creating Reports
Users can retrieve information from the database by creating online reports  Users
may retrieve data by any combination of the following search critenia:

Comment Provider LANID
Document Owner LANID
Document Contact LANID
Document Type, Title, or Number
Date Comment Entered

Date Comment Closed

Document Status

Document Lead Dept

Users may select the sort order, either ascending or descending, by the following

1tems:

Material Redacted

Comment Provider LANID
Document Owner LANID
Document Contact LANID
Document Number

Date Comment Entered
Date Comment Closed
Document Status
Document Lead Dept

10
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To create a report:

1. Nawigate to the T&D Document Development section of the Technical

Information Library.

Electric
Gas
OM&C

UO Groups

UO Palicies
Standards

Guidelines

Bulletms

Manuals

Emergency Plans
Safety

T&D Doc Development

Searches
Subscriptions

T&D Document Development
All Groups

2002 Document Development Plans

Document Needs Analysis

Responsibility Lists

TOw 2002 Document Project Schedule

T&D Document Development Handbook

Daocument Tracking and'Resolution Database Reports 1

2 Select “Document Tracking and Resolution Database Reports.” The
Report - Specify Search Criteria screen appears: -

11
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N
“ DOCUMENT COMMENT TRACKING AND RESOLUTION

Transmission and Distribution

| Report -épcclfy Searc Crltrln : 4

LAN ID:

Coem Prodo 3

Doc Owner LAN ID: | 13” SEMCLAN l

Select one of the & DocType [All v T
following: ¢ DocTitle

Doc Type, Doc Title

or Doc#

© Doc#

Date C & From (mm/dd/yyyy) HI-———-—- B N
Entered: I | To (mmiddfyyyy):

Date C From (mm/ddyyyy) | I—

Closed: I | To (mm/ddAyyy):

Document Status: IAII :]

Deocument Lead Dept:

Descending @ Ascendng©

Gancel Search | Search | Reset |

3. Perform one or more of the following steps:

(a) Type the Comment Provider LANID.
(b) Type the Doc Owner LANID.

(c) Type the Doc Contact LANID.

(d) Select one of the following option buttons:

e Document Type
e Document Title
e Document Number

(e) If you selected one of the option buttons in the previous step, select a
specific document type, document title, or document number from the
dropdown list.

(f) Type the Date Comment Entered range (both From and To must be
filled in) in [mm/dd/yyyy] format.

Note: If this field is left blank, the default dates are the beginning and
end of the current quarter.

(g) Type the Date Comment Entered range (both From and To must be
filled in) in [mm/dd/yyyy] format.

Note: If this field is left blank, the default dates are the past month.

12
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. (h) Select the Document Status from the dropdown list. The default

value is All.

(i) Select the Document Lead Dept from the dropdown list. The default
value is All.

() Select the Sort By criterion from the dropdown list. The default
criterion is Comment #.

(k) Select either the Ascending or Descending option button. The default
option is Descending.

7. Click the Search to create the report.
Note: To clear the form and start over, click the Reset button.

The Search Results screen appears:

Return To Search I

Date Comment|Doc Status:

Comment Doc Title Provider |Contact Close

Entered LAN ID N D Date
86

gGeneral Requiremernts NN @3 | 2
3/14/02 |A-34.1 iWork Reportable to the
|Califo
. General Requirements
85 3/13/02 |A-34.1 |Work Reportable to the
|Califo
|General Requirements
84 3/12/02 |A-341 Work Reportable to the
|Califo

 |General Requiré'riﬁér;t;
83 3/12/02 |A-34.1 [Work Reportable to the
|Califo
|General Requirements
8l 3/5/02 |A-34.1 [Work Reportable to the
|Califo
fGeneral Requirements
) 3/4/02  |A-34.1 |Work Reportable to the
|Califo

Gas E&P |3/13/02

Gas E&P |3/12/02

Gas E&P |3/5/02

Retirn To Search.

8. To print the Search Results screen, do the following:
(a) On the Windows Explorer menu bar, click File, then click Print. The
Print dialog box appears:

13
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" General | Optons | Layout | Paper/Gualty |

— Select Pinter
|| 123m-11DE... Acrobat Acrobat HP DeskJet
| onGO212 Distiller PDFWriter  1220C Printer |
[ Y |
|
Status  Ready [T Punt to file i
Location e
Comment Find Printer | :
=Page Range ==
Al Number of copies I1 E:'
O Selesfiom (O Cunent Page
) Pages 1 | Il Calate ij—_l @
Enter either a single page number or a single Iﬂ
page range For example, 5-12

][ _coreet [[_eoe |

(b) Click the Print button.

9. To email the Search Results screen, do the following:

(a) On the Windows Explorer menu bar, click File, move the cursor to
Send, then click Page by E-mail. An Outlook window opens:
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. 2 Searchdatabase.htm - Message (Righi el =101 x|

lElle Edt Vew Insert Farmat Tools Actions Help |
=) send | oo BB Ry $joptons.. W <L ?

[0 This message has not been sent, I

Subject: rSearchdatabase.htm

€] =
Searchdatabase.ht
m

(b) Select recipient(s) in the To field
(c) Click the Send button.

’ 10 To view a comment, click a comment number. The T&D Document
Comment Tracking and Resolution Report screen appears:
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Date Comment

Entered: 3/14/02

Comment #: 87

Status: Date Comment 2/14/02
Closed:
Doc #: 4-34 .1

General Requirements Work Reportable to the California
Public Utilities Commission
Comment Provider LAN omment Provider
1D: ame:

Doc Contact LAN ID: oc Contact Name:
Doc¢c Owner LAN ID: Doc Owner Name;
Doc Lead Dept:
Comment:

This is a test comment.
Resolutions:
Resolved
By LAN
ID

Doc¢ Title:

Resolution
Date

3/14/02  [This is a test resolution.
3/14/02  [This 1s another test resolution.

Resolution

. 11. To print a report, do the following:
(a) On the Windows Explorer menu bar, click File, then click Print. The
Print dialog box appears:
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Material Redacted

" General }’6&&?]’1&6&] Paper!l}ualltyl

|
|
|
|

—Select Punter
123M-11DE... Acrobat Acrobat HP DeskJet
__onGO212 Distiler PDFWriter  1220C Printer
KT Y
Stalus  Ready [Cl Prnt to file
Location e e
Comment H Find Panter
=Page Range 5 S —
© Al ' | Number of copies |1 :EEJ
© 8elesfion ) Current Page
s 17 CHEHGH
Enter either a single page number or a single
page range For example, 5-12

I‘ En;ﬂ —I “ Cancel ”r Lpaly

(b) Click the Print button.
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