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TO/TOP Matrix Task Audit Worksheet

COM-002-4 – Improve Communications for Operating Instructions

Audited Transmission Owner: 


Compliance Assessment Date:
[bookmark: _Toc330463552]


TO Subject Matter Experts
Identify Subject Matter Expert(s) responsible for this Reliability Standard.  (Insert additional rows if necessary)
Registered Entity Response (Required): 
	SME Name
	Title
	Organization
	Requirement(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _GoBack]
Requirement R2
[bookmark: _Toc330463553]Each Balancing Authority, Reliability Coordinator, and Transmission Operator shall conduct initial training for each of its operating personnel responsible for the Real-time operation of the interconnected Bulk Electric System on the documented communications protocols developed in Requirement R1 prior to that individual operator issuing an Operating Instruction.

R2 Tasks, Audit Questions and Evidence of Compliance
	Assigned or Shared Member TO Tasks
	PJM Tasks
	Audit Questions
	Evidence of Compliance 
(What auditors will be looking for)

	Each Member TO shall conduct initial training for each of its Member TO System Operators responsible for the Real-time operation of the interconnected Bulk Electric System on the documented communications protocols developed in Manual 1 Section 4 prior to that individual Member TO System Operator issuing an Operating Instruction.
	Offer initial training for Member TO operating personnel responsible for the Real-time operation of the interconnected Bulk Electric System on the documented communications protocols developed in Manual 1 Section 4.
	Did you conduct initial training for each of your System Operators responsible for the Real-time operation of the interconnected Bulk Electric System on the documented communications protocols developed in Manual 1 Section 4 prior to that individual operator issuing an Operating Instruction?
	Initial training records for each certified System Operator showing training on the documented communications protocols developed in Manual 1 Section 4 prior to that individual operator issuing an Operating Instruction.



TO Narrative Response (Required): 
Describe, in narrative form, how you meet compliance with this Assigned or Shared Task. 





TO Evidence Provided and Reviewed (Required): 
	Provide the following for all evidence submitted (Insert additional rows if necessary):
	File Name, File Extension, Document Title, Revision, Date, Page(s), Section(s), Section Title(s), 	Description (Insert additional rows if necessary)

	File Name
	Document Title
	Revision
	Date
	Page / Sections 
	Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




PJM Auditor Comments: 



Requirement R4.1
Assess adherence to the documented communications protocols in Requirement R1 by its operating personnel that issue and receive Operating Instructions, provide feedback to those operating personnel and take corrective action, as deemed appropriate by the entity, to address deviations from the documented protocols. 

R4.1 Tasks, Audit Questions and Evidence of Compliance
	Assigned or Shared Member TO Tasks
	PJM Tasks
	Audit Questions
	Evidence of Compliance 
(What auditors will be looking for)

	At least once every 12 calendar months each Member TO shall adhere to the documented communications protocols in Manual 1 Section 4 by assessing each of its operating personnel that issue and receive Operating Instructions, provide feedback to those operating personnel and take corrective action, as deemed appropriate by the entity, to address deviations from the documented protocols.
	 

	Did you at least once every 12 calendar months assess adherence to the documented communications protocols in Manual 1 Section 4 by each of your operating personnel that issue and receive Operating Instructions, provide feedback to those operating personnel and take corrective action, as deemed appropriate by the entity, to address deviations from the documented protocols?
	Records that show that at least once every 12 calendar months an assessment of adherence to the documented communications protocols in Manual 1 Section 4 by each of your operating personnel that issue and receive Operating Instructions, provide feedback to those operating personnel and take corrective action, as deemed appropriate by the entity, to address deviations from the documented protocols.



TO Narrative Response (Required): 
Describe, in narrative form, how you meet compliance with this Assigned or Shared Task. 





TO Evidence Provided and Reviewed (Required): 
	Provide the following for all evidence submitted (Insert additional rows if necessary):
	File Name, File Extension, Document Title, Revision, Date, Page(s), Section(s), Section Title(s), 	Description (Insert additional rows if necessary)

	File Name
	Document Title
	Revision
	Date
	Page / Sections 
	Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




PJM Auditor Comments: 



Requirement R6
Each Balancing Authority, Distribution Provider, Generator Operator, and Transmission Operator that receives an oral two-party, person-to-person Operating Instruction during an Emergency, excluding written or oral single-party to multiple-party burst Operating Instructions, shall either: 
• Repeat, not necessarily verbatim, the Operating Instruction and receive confirmation from the issuer that the response was correct, or 
• Request that the issuer reissue the Operating Instruction. 

R6 Tasks, Audit Questions and Evidence of Compliance
	Assigned or Shared Member TO Tasks
	PJM Tasks
	Audit Questions
	Evidence of Compliance 
(What auditors will be looking for)

	Each Member TO operator that receives an oral two-party, person-to-person Operating Instruction during an Emergency, excluding written or PJM All Call (oral single-party to multiple-party burst Operating Instructions), shall either: 
• Repeat, not necessarily verbatim, the Operating Instruction and receive confirmation from the issuer that the response was correct, or 
• Request that the issuer reissue the Operating Instruction. 
	 
	Did your operators that receives an oral two-party, person-to-person Operating Instruction during an Emergency, excluding written or oral single-party to multiple-party burst Operating Instructions: 
• Repeat, not necessarily verbatim, the Operating Instruction and receive confirmation from the issuer that the response was correct, or 
• Request that the issuer reissue the Operating Instruction?
	Examples of your operators that receives an oral two-party, person-to-person Operating Instruction during an Emergency, excluding written or oral single-party to multiple-party burst Operating Instructions: 
• Repeating, not necessarily verbatim, the Operating Instruction and receiving confirmation from the issuer that the response was correct, or 
• Requesting that the issuer reissue the Operating Instruction.



TO Narrative Response (Required): 
Describe, in narrative form, how you meet compliance with this Assigned or Shared Task. 





TO Evidence Provided and Reviewed (Required): 
	Provide the following for all evidence submitted (Insert additional rows if necessary):
	File Name, File Extension, Document Title, Revision, Date, Page(s), Section(s), Section Title(s), 	Description (Insert additional rows if necessary)

	File Name
	Document Title
	Revision
	Date
	Page / Sections 
	Description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




PJM Auditor Comments: 
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