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Summary This procedure describes how to write, review, approve, cancel, and
communicate all guidance decuments (policizs, standards, procedures, and
kulleting, unless documents are specifically exempted from this frarmework ")
issled by PG&E Corporation and its affiliates and subsidiaries, including
Facific Gas and Electric Company {together, PG&E).

Level of Use: |Information Use

Target Audience This procedure applies to anyone who writes andfor maintaing PG&E guidance
decuments.®

Safety MA

Befare You Start Eefore wrltmg a guidance document, first read and understand {50/ -50015
siganne Doclinaniy Slangsed” and attend Guidance Document Author
trammg or be working at the direction of someone who has completed the
training.

" Thig procedurs does not apply ta docurnents issued by the nuclear generation arganization, which are
structured to address Muclear Regulatory Commission license requirements.

* Guidance docurmnents produced by specific departments for limited audiences are nof exempl. Authors of such

decurmnents also must follow the instructions provided in this procedure.
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Procedure Steps
1 Getting Started

11 Guidance documents typically are created or updated whan processes or tasks need
to be completed in a specific way, usually to ensure compliance, or to communicates
to a broad audience “what4e-do” or “how-to-do-it" informatian.

1.2 In some cases, gquidance documents are presented together in a manual or with other
supporting documents. Such manuals are nat considered “guidance documents”™ subject to
this procedure. and may include job aids, numbered documents, forms, drawings, andfor
specifications. While they are not considered “guidance documents”, manuals may bhe
numbered as noted in GOA 2000 T G Sauidans, Dotgmant Mumusddag Froedun

1.3 Job aids, however, due to their widespread use across the enterprise, are subject to SpECIfIC
reqmremerﬂs as ﬂcted in the Deﬂmtlons saction of this procedure and GOA-Z00IF -GG "o

1'31

_‘f‘-t.'- t-'.at.l,r ffﬂ-"‘#-'

14  The process owner is the persen who has the ultimate responsibility for a process and has the
authority and ability to make necessary changes to that process.
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1.5 The process owner identifies the need for a guidance documeant and assigns the guidance
document author {auther). The process owner may or may net be the guidance document
owner {Dwner} or gmdance document approver (approver). (See Auscungd 1 of

AN Thaeddanisa Docyrmaets Sandzg o determing the minimum appraval level for

each type of gundance document}

1.6 The Guidance Document Develocpment Process Map, Appendix 1, provides a broad overview
of the process for writing, reviewing, approving, and issuing guidance docurments.

2 Revisions

2.1 Minor Revisiens: A minor revision genarally is limited to administrative changes
including changes to format, spelling, dates, references, code numbers, forms,
department names, or document contact or document owner information.

1. The author and owner determine how much stakeholder involvement is needed for
Finar revisions.

2. The ariginal approver approves, or may delegate authority ta approve. minar revisions.

3, The author and owner determineg if the minor revisions need to be communicated to
other organizations within PG&E, and how that communication should take place.

22 Major Revisions: Any revision that is beyond the scope of a minor revision is
considerad to be a major revision. & major revision changes the intent, scope, or
application of an existing guidance document, and usually ifnvolves new, modified, or
deleted content. Major revisions include significant changes to content that affect
safety. health, compliance, or raliability.

1. A guidance decument undergoing a major revision must be updated as if it were a new
guidance documeant, following the process steps detailad within this procedure.

3 Analysis

31 The author first completes SO0 2000 H-FRG “aoidgine Documen! Aaaiess Fogi
{GOA), with input as nesdad from any Sl.leEGt matter expert (SM E]l anda’nr the
decument owner, before starting to write the first draft of the guidance doecument.
This will help the author adequately consider all aspects of the guidance writing
process and the impact the document may have on the target audience and the
company.

3.2 A GDA iz not required when writing bulletins,
3.3 The author updates the GDA as needed throughout the writing process and

circulates the GDA along with drafts of the guidance document during stakeholder
reviews.
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4 Selecting a Guidance Document Type

4.1 The author chooses the type of document that best suits the content he or she
wisheas to provide. {Review the definitions of pelicy, standard, procedure, and bulletin

provided in Adiachmant 1 of GOV S "danes Poninems SDlandand )

NOTE

In some cases, it may seem easier to wiite a bulletin or a narrowly written,
department-centric procedure just to "get something out there " Kaap in mind,
though, for tasks or processes that alzo ocour in other areas of PG&E, it may be
mora efficient in the long run to write a single guidance document that addresses the
neads of multiple organizations.

5 Initial Stakeholder Discussions

5.1 The author contacts potential stakeholders and key management personnel” to
discuss the following:

. The proposed scope and content of the guidance document,

. The target audience,

. The reasons for writing the guidance document angd what impact it may have,

" Others who should be involved in the precess (EMEs from substantially affected

organizations), and
. How the guidance docurent will be communicated and enforced.

To ensure consistency among policies, Compliance and Ethics is a key stakeholder during the
development of any PG&E policy sponsored by an officer or officer governance forum,

52 The author finalizes the stakehalder group based on these discussions and updates
the GDA accordingly.

3 Key management persennel are sUpenisars, managers, directars, andfor officers whose organization or
business functions will be substantially affected by the guidance document.
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6 Development

8.1 The author determines what level of management must approve the guidance

6.2  The author sends the GDA to the approver with a copy to key management
personnel, as approprigte. This allows the approver and any key managament
personnel to intervene if necessary, e.g.. when the proposed guidance document is
too narrow in scope or if its implemeantation will be cost prohibitive.

8.3 After receiving the approver's authorization to proceed, the author circulates the
G0 to the stakeholder group for comment.

6.4 The author then uses the approved template and guidance provided in

G ZOOTEOS MGuesiancs Doccnand Wakios Bivle Procedurs” to write the first draft

of the guidance document.
NOTE

Templates may not be modified or customized in any way.

6.5 The author wses RO 200 P-00 "Huiclanos Doatinest Muraberivs Procedurg” to

________________________________________________________________________________________

6.5 If needed, the author usas (012004 - R0, "udsnee Doowmend Taiband Fomn”

to write an employee communication describing the guidance docurment and its
effect on the arganization.

87 The author sands (or posts on a central SharePoint site) the draft guidance
document, the updated GDA, and the draft Guidance Decument Tailboard (if used),
for stakehalder group review and comment. Comments may be captured using “track
changes” features or other suitable maeans. To ensure the template macros are not
corrupted through inexpert editing, the author may retain a *"master’ copy of the draft
and anter only acceptad edits on the master. Another altermative is to sand or post
cnly a pdf format {Adobe) copy of the draft for review.

g8 The author cantinuss to refing the draft until a reasonable consensus among the
stakeholders is achiaved.

* Use of PG&E's Five Minute Maeting template is restricted to communications coordinated through Comorate
Affairs.
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T Stakeholder Responsibilities

7.1 Stakeholders are responsible for speaking on behalf of the interest{s) they represent.
Members of the stakeholder group review the draft and supporting decuments and
comment whether:

. The GDA is complete, thorough, and accurate. documents a thorough review of other
documents to ensure consistency, and specifies reascnable controls to monitor
compliance.

. The draft guidance document is clear, concise, and provides meaningful, correct. and

needed infermation to the target audience.

. The draft Guidance Document Tailboard {if used) adequately explains the guidance
decument and reazonably anticipates questions that the target audience may have.

72 Members of the stakeholder group provide all comments to the author.
3 Key Management Review

81 The author warks with the stakeholder group te ensure the final draft guidance document and
supporting documents are reviewsd with key management personnel.

8.2 The author considers all feedback and revises the quidance document as needed.

9 Final Approval

8.1 The author ensures the final guidance document and supporting dosuments are
routed ta the owner and approver for approval. Authors may use PGAE's elactronic

document routing system (EDRS) to route the documents.

9.2 If the guidance document is a policy, the following additional review procedurss

apply:

1. The author sends the policy to Compliance and Ethice (CAE) before final officer
approval.

2. C&E reviews all policies and associated GDAs to ensure policies continue ta confarm

to the termplate and other requirements of this standard. C&E completes this review
within five business days of receipt of the palicy and provides guidance to the guidance
decument author about the remaining steps necessary for approval.
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3 Upan approval by an officer or officer governance farum. the Chief Risk and Audit
Officer, or hig or her designee, communicates the policy to officers and their chiefs of
staff. This is intended to inform the officer team of the new or revised pelicy and the
interests that were represented during policy development. Officers are not
responsible for formally reviewing and approving the policy details. I wider
communication of the policy is needed, the approver then implements his ar her
sommunication plan to the wider audience.

10  Posting

101 The author ensures the final guidance document and the Guidance Document
Tailhoard {if used) ars postad in Guidance Document Library on the PGEE Intranst
within five busingss days of being approved (see SO0 2001 F -G "Pusling Gondancg

1 Publication Date

11.1  The effective date of the guidance document is the same date as the publication date
unless otherwise stated in an accompanying Guidance Document Tailboard or GDA,

11.2  Once the guidance decument is effective, the guidance document owner or his or her
designes ensures the communicaticn plan listed in the GDA Is implemented and
bkegins monitering for compliance.

12 Maintenance

121 The document owner sats the review period for the guidance decument. This review
period must be at least once every five calendar years, not to excead 63 months to
thz date the guidance document was last posted.

12.2 Al attachments and appendices referenced in the guidance decument must be
revigwed either before or at the same time as the scheduled review date of the
guidance document itself. The guidance document approver is responsible for
appraving any changes to attachments and appendices associated with the
guidance document.

12.3 I the guidance document is a bulletin, the document owner (or hig or har designee)
ensures the information is placed inits permanent location by the date specified on
the bulletin.

13 Cancelling a Guidance Dogcument

131 Before a guidance document is sancelled, the document swner, or his or her
deszignee, identifies impacted documents and processes and notifies affected parties
as needed.

13.2 The document owner, ar his ar her designes, ensurss the guidance document is
removed from the Guidance Document Library.
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13.3  If the guidance docurment is a policy and the sponsoring officer or officer governance
forum determines that the policy is no langer needed, with the concurrence of the
approving officer, the pelicy’s authar notifies appropriate stakeholders, including
CA&E, of the intent to cancel the policy. Absent any ohjactions. the Chief Risk and
Audit Qfficer. or his or her designee, communicates the policy cancellation to officers
and their chiefs of staff.

13.4  The sponsoring officer and policy's author determine to what extent formal
communication of the palicy cancellation is needed, and work with the apprapriate
parties to develap any such communication.

13.5 CA&E coordinates removal of the policy from the Guidance Document Library and
ensures a copy of the canceled policy is retainad.

14 When One Guidance Document Supersedes Angther

141 The authar may use EDRS to send a copy of the old superseded guidance document
and a copy of the new guidance document to the approver. Once the approver
approves the new document, the old one is effectively cancelled, except as
described below.

14.2 A quidance document approved by one level of management cannot be cancelled by
a lower level of management. For example. if an officer approved a standard. a
director rnay not cancel it. The director may approve the new dosument, but the
afficer must authorize the cancellation of the prior dosument.

EMND of Instructions
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Definitions Attachmeant: A separate document referred to in a guidance document that
must be published in its native format, may be revised independent of the
guidance document (for example, a job aid or form), may be shared by multiple
decuments, or may need to be stored separately for some other reason.

Appendix: Supplemental information that is included at the end of a gquidance
document, embeddead within the same file. Typically, the information in an
appendix i2 needed whensver the guidance document iz used; the information
usually does not change more frequently than the guidance document itself.

Form: A prnted or typed document with blank spaces for insertion of required
o requested information.

Guidance Document: A generic term for one of the four types of documents
that provide instruction about specific subjects, processas, or work activities.
The faur types of guidance documeants are "policies." "standards.”
"procedures,” and “bulleting,” each of which goes through a formal
development and approval process.

Guidance Document Analysis: A form the quidance document author uses in
the planning stages of writing a2 guidance document. The form is intended to
ensure that the author carefully considers all azpects of writing and issuing the
guidarce docurment befora beginning to write.

Guidance Document Tailboard: The approved document used to
communicate a new or revised guidance document to a target audience.

Jobr aid: A device or toal {(such as instruction card, memory jogger, wall chart,
or pictorial representation) that provides quick access to information needed to
perform a specific, single task. A job aid never is a "stand-alone™ resource. It
=upports and is formally associated with a standard, procedure, or manual; it
illustrates or elaborates on a step or set of steps within. It does not summarize,

Manual: A collection of guidance information and associated decumentation
packaged together, which includes a table of contents.

Numbered Document: Specific minimum construction or engineering
ingtruction, practice, and/or bast practice method required to meat requlatory
reguirements and Company policies. Numbered Documents refer to
documents such as electric engineering censtruction documents and gas
standards and specifications, but do not include engineering standards and
design standards that are created and maintained by the Substation
Engineegring and Electric Transmission Line Engineesring departments.
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Sponsoring Officer: The officer whose area of responsibility most closely
aligns with a policy subject. He or she designates a policy author and
shepherds the policy through the approval process and implemantation.

Implementation Process owners are responsible for ensuring guidance documents are written
Responsibilities and maintained in accordance with this procedure.

Guidance document authors are responsible for writing guidanse documents in
accordance with this procedurs.

Governing
Document
Compliance MA
Requirgment/
Requlatcery
Commitment
Reference Develocpmental References:
Documents
[ Fa
Supplemental Referenceas:
RN BN "nidenes Dneomant Mombaring Srpoadipe
T 200n P, aidene Dosiangnt Mitog Bnee Mrocedure”
|'|."a b:’r_
WA ARG, Tlon A el Prociguig”
GOV 2001008, Poting Sultanie Documants Freteturs’
LR Do hevshrens
LT bdmmee Docgment Taithoar
Slndanio? DOUaiEhl SNy and ledEs mylesehiive @5 Ao Tos
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sauhon of e Duidance Dotumient Library

Appendix Appendix 1: Guidance Document Development Process Map

Attachments MA,

Document NA
Recision

Approved By Stephien Cairns, Vice President, Internal Audit & Compliance, PG&E
Corporation

Document Owner  Megan Janis
Director, Campliance and Ethiss

Document
Contacts Manager, Compliance and Ethics

Compliance Consultant, Compliance and Ethics

Revizion Notes

Where? What Changed”
MA This is a new document.
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APPENDIX 1: GUIDANCE DOCUMENT DEVELOPMENT PROCESS MAP
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