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THE DOCKET OFFICE –

Forum to File Document

Keeper of the Official Records

Maintain Daily Calendar
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DOCKET OFFICE STAFF

 Experts at reviewing & analyzing 
documents for threshold compliance with 

the law.*

 (*Rules of Practice and Procedure, Commission Decisions, Resolutions, General 
Orders and Rulings, the Public Utilities Code and related State and Federal Court 
Statutes and Decisional law)

 (*Rules of Practice and Procedure are law pursuant to CA Code of Regulation, Title 
20)
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MISSION STATEMENT

 As an Office of the Administrative Law Judge’s (ALJ) 
Division of the Public Utilities Commission, and as 
professionals, we accept full responsibility for our 
performance and acknowledge our accountability for 
the ultimate outcome of all that we do. 

 We strive for continuous improvement, believing that 
competence, reliability, and rigorous adherence to 
process discipline are the keys to excellence. [1]

_________
[1] Adapted from The Quest Diagnostic Company Statement of Vision, Mission & Values
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DOCKET OFFICE STAFF 
PROCESSING STEPS

D.O STAFF checks :
1. Party Status
2. Timeliness
3. Technical compliance, per Rules

a. Format
b. PDF/A compliance
c. Other Requirements, per Ruling/OII/OIR

Document Meets
Threshold Compliance

Document does NOT 
Meet Threshold 

Compliance

If Docket staff has a
substantive question, 
An inquiry is sent to 

Docket Office Advisors 
and Assigned ALJ for

Directives.

Document is Rejected
Filer has 7 days to cure
errors and re-submit 

document
Document is filed.

Document is accepted or 
rejected based 

on directives received.
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SO, LET’S GET IT FILED !

Ms. Taeks

 Avoided only by
“. . . competence, reliability, and 

rigorous adherence to process discipline.”

DON’T COMPOUND MATTERS:
 “DON’T MAKE THE SAME MISTEAK MISTEAK TWICE; INSTEAD, MAKE A NEW ONE” ®
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TOP 10 FILING MISTAKES

 10. Paper Filings only – Insufficient Copies (Rule 1.13); Fee 
Payment missing

 9. Combination Filings (Efile + paper) Cross-reference info is 
missing 

 8. Caption Issues: Wrong or inaccurate caption, wrong 
number, no “U” number 

 7. Title Page Issues: Missing or Incorrect Info
 6. Efile Issue: Not all proceeding #s listed or parties entered 

in tab#1
 5.  Efile Issue: Wrong document type is selected
 4. Party Status: Filer is not a party
 3. Certificate of Service & Service List Issues
 2. Timeliness Issues: date tendered; time tendered.
 1. Efile Issue: Document is not PDF/A Compliant
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ISSUE COMPARISON – ELECTRONIC OR PAPER

OPTIONS
 ELECTRONIC FILING. File entire document electronically
 PAPER FILING. File entire document in paper form [3]

 MIXED. File primary document electronically & Confidential 
documents in paper form

CATEGORY EFILE PAPER
PDF/A YES NO [1]

SIGNATURE ELECTRONIC MANUAL

COPIES N/A 1 + 6 or 1 + 3

SERVICE E-SERVE MAIL [2]

FILING ISSUE E-FILE (by 5 pm) Docket Office receipt by 5 pm
CONFIDENTIAL DOCS NEVER ALWAYS

[1] Unless the media used is a CD-ROM, DVD, or Portable External Hard Drive, in which case, the original must be PDF/A Compliant.
[2] Copies, labels, envelopes, postage, mail, etc. 
[3] Unless filer is a Regulated Utility with Annual Gross Intrastate Revenues > $10 M
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#1 PDF/A COMPLIANCE

 ELECTRONIC FILING ISSUE ONLY
 RULE 1.13(b)(1)(i) + Resolution L-204

 Caveat! If a media form other than paper is used, 
such as a CD-ROM, DVD, or Portable External 

Hard Drive, the ORIGINAL must be PDF/A 
Compliant even though not E-Filed

 -o0o-
 FORMATTING FOR COMPLIANCE PUC USER’S 

GUIDE found at:
 HTTP://WWW.CPUC.CA.GOV/PUC/EFILING
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RES. L-204
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FILING ISSUES – PDF/A COMPLIANCE

 TO HAVE AN ARCHIVE LIFE OF AT LEAST 30 YEARS 
PER RESOLUTION L-204 (1978) 

 ELECTRONIC MEDIA:
 CD-ROM – DVD –
 SOLID STATE (HARD) DRIVE

 Original only MUST BE PDF/A COMPLIANT

 ACCEPTABLE FORMS AS OF SEPT 2011:
 MAM-A GOLD ARCHIVE GRADE, VERBATIM ULTRALIFE 

GOLD ARCHIVE GRADE, KODAK GOLD PRESERVATION; 
HARD DRIVES – SOLID STATE DRIVE, ANY 
MANUFACTURER, ANY CAPACITY
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#2 TIMELINESS
2 issues: Date & Time

Date Issue Rules:
 Rule 1.12(b) Amendments – Date of filing starts time 

to file Protest, Answer, Response, etc.
 Rule 2.6(a) Protests etc.- 30 days after Notice of 

Filing appears on Daily Calendar  
 Rule 8.4 Report Ex Parte Communications – 3 Days
 Rule 9.2(c) Motion for Re-Assignment of ALJ – 10 

Days
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#2 TIMELINESS

 Date Issue Rules:
 Article 11: Motions: Regular or Law & Motion (LM) ?

 LM Response: 10 days – No replies
 Regular Motion Response: 15 days/Reply 10 days 

 Rule 14.3(a) + (d) Comments on PD/Reply – 20/5
 Rule 16.1(a) Application for Rehearing – 30 DAYS (Strict)

 Time Issue Rule:
 Efile must be received by 5 pm (Rule 1.15)

 TIP: If Problem w/ Efiling, SERVE !  SERVE! SERVE!
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#3 SERVICE ISSUES

 Rule 1.9 + 1.10
 CERTIFICATE OF SERVICE
 SERVICE LIST 
 [TIP - Before serving any document, you must check 

the most recent up-to-date official service list from the 
commission’s website & attach a copy ]

 SERVE via REGULAR MAIL OR SERVE via EMAIL
 **SPECIAL RULE 1.10(e) - Paper (Hard) copy to ALJ
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EXAMPLE 
CERTIFICATE OF SERVICE
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EXAMPLE 
OFFICIAL SERVICE LIST 
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#4 PARTY STATUS - RULE 1.4

 If you don’t have party status, you cannot file 
any documents (i.e., participate)  
 other than a Motion for Party Status

 3 CATEGORIES ON SERVICE LIST:

 Party (can “Party-cipate”)
 Information Only (Not a Party)
 State Service (Not a Party)
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#5. WRONG DOCUMENT TYPE SELECTED

 TAB #3 of Efiling Template must be properly 
completed
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#6. NOT ALL PROCEEDING NUMBERS 
LISTED
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#6. NOT ALL PARTIES LISTED

 TAB #2 COVER SHEET – MAIN FILING DATA of 
Efiling Template must be properly completed
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#7. TITLE  PAGE

RULE 1.6
Every case in which you are a party should 

have a 
TITLE PAGE

because it contains so much information on 
one page & every subsequent document you 

file only requires 2 changes to it:
 Date & Title
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EXAMPLE - TITLE PAGE
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EXAMPLE - SIGNATURE LINE
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EXAMPLE -
TITLE PAGE – CD-ROM/DVD
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#8 CAPTION ISSUES

 Strict Compliance with Correct Caption & 
proceeding number(s). If anything is wrong, filing is 
rejected.

 To insure correctness, locate & use the caption(s) 
on the last Commission-Generated filed document 
in the Docket & double-check against caption on 
Title Page.

 CONSOLIDATION vs COORDINATION
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EXAMPLE-
CONSOLIDATED PROCEEDING



27

EXAMPLE-
COORDINATED PROCEEDING
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#9. COMBINATION FILINGS

This issue typically arises when a primary 
document is filed electronically and a collateral, 
but necessary, document, such as a Motion to 
File Under Seal + Manila envelopes, are 
tendered in paper form (i.e., Efile + Paper 
combination).
The Docket must coordinate the receipt of both 
media forms bec they all comprise one filing. 
However, at times, the Efile Queue contains 
over 200 Efilings & it is difficult to locate the 
corresponding Efiling without a Confirmation 
Number.
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COMBO. 
FILINGS

Cover letter
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COMBO. FILING

Efile –
Confirmation 
Receipt
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#10. PAPER FILING ISSUES

RULE 1.13
Paper Filed documents require copies; 
Efile documents do not. Whenever, any 
paper docs are submitted, you must 
submit either one (1) original and six (6) 
exact copies or one (1) original and three 
(3) exact copies if an ALJ is assigned.
Docket Office staff does not make copies 
for filers as an accommodation.
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OTHER TIP

OPENING PARAGRAPHS

Very 1st Paragraph of text page following title page 
(ex: Rule 16.6 extension of time to comply)
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EXAMPLE – OPENING PARAGRAPH
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OTHER TIP 

Actual copy 
of efiling 
queue 

(1 page of 10 )
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ROLE OF DOCKET OFFICE

PRIMARILY, ENFORCE LAWS OF FILING 

DOCUMENTS TO MAINTAIN THE INTEGRITY 

OF THE RECORDS OF THE COMMISSION



36

ABOVE ALL,

AN  EDUCATIONAL RESOURCE TO MAKE SURE 

THERE IS ALWAYS

“.. RIGOROUS ADHERENCE TO PROCESS 

DISCIPLINE..”

-o0o-
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THANK YOU!

For Additional Information:
Docket Office, 

California Public Utilities Commission
505 Van Ness Avenue

San Francisco, CA 94102
(415) 703-1929/1927

Email: Efile-help@cpuc.ca.gov

All references to Rules refer to the Commission's 
Rules of Practice and Procedure which are available 

at: 
http://docs.cpuc.ca.gov/published/RULES_PRAC_

PROC/142927.htm


