
EMPLOYEE FAQ: PG&E Headquarters Relocation 
(“Lakeside Transition”) 
Updated June 1, 2021  

Topics: 
1. Cleanout Logistics (General information, boxes, trash, recycle & shredding bins) 
2. Records and Information (ERIM) 
3. Laptop/desktop and Other IT Equipment Information 
4. Ergo Equipment 
5. Lakeside Q&A 
6. Miscellaneous 

 

General Information 

 

As of June 1, 2021, the SFGO Cleanout Schedule has been significantly altered to target 
a completion date of July 30, 2021. If you viewed a schedule prior to June 1, please note 
that several floors have been folded into earlier phases, and that timeframes for the 
phases have also been changed:  

 

What should I do to prepare for the SFGO Cleanout?  

You can do two things to prepare:  

1) Download the LiveSafe app and create your account, as you will be asked to self-report your 
wellness on the day you schedule your visit.  

Cleanout Logistics 

http://pgeweb.utility.pge.com/topics/livesafe


2) Review the ERIM documentation on how to manage your company records and any legal 
holds. ERIM will also be holding refresher workshops on how to properly manage records.  

One to two weeks prior to your cleanout, you will receive an email from the Lakeside Transition 
team letting you know that the timeframe for your team has been set and an invitation to a Q&A 
session. Detailed information about the process will be included in the initial note and repeated 
in follow-up communications.  

Here is a sample of the initial detailed communication you will receive.  

Following that, you will receive an email from the Lakeside Transition mailbox with a sign-up link 
for you to select options for your preferred individual packing date. About a week after the 
deadline, you will receive an email confirming your packing date once our team has been able 
to determine who can move simultaneously while maintaining safe social distancing.  

If you need to reschedule or if you need additional time for your cleanout, contact the 
LakesideTransition@pge.com mailbox and we will find another time that works for you.  

What if I am unable to come to the office or am uncomfortable doing so? 

Our Cleanout Team can arrange for a personal Assisted Remote Packing Session. You will 
still need to sign up for a timeslot for the packer to contact you while they are managing your 
personal items. If you have any records to manage, you will need to work with your team’s 
Transition Liaison and your supervisor to ensure your records are correctly dispositioned. ERIM 
team members will be available for guidance, but the responsibility for records management is 
with the line of business.  

As of June 1, 2021, we will be operating on a greatly accelerated timeline to clean out all 
workstations and common areas by July 30, 2021. We will no longer be able to accommodate 
requests to come in outside of your floor’s cleanout timeframe due to vacation or other conflicts. 
You will need to either select a remote assisted packing session or ask your Transition Liaison 
to help coordinate someone on your team to pack your personal items and records.  

Are you putting my personal items and reference materials in storage until we move to 
Oakland?  

Because of COVID-19 guidance, current remote work, the sale of the GO complex, and 
construction that is underway at the Oakland site, we will not be storing or moving your personal 
items. The expectation is that you will empty your workspace completely. You will bring home all 
personal items and any materials needed to perform your job remotely. You will need to 
manage any company records or information you are responsible for while onsite. 
Company records will be tagged, boxed, and prepared for transfer to offsite storage in 
accordance with PG&E policy and coordinated with ERIM. Details regarding Return to Work 
policies and timing will be provided in the upcoming months by the Return to Work leadership 
team. 

 

http://pgeweb.utility.pge.com/sharedservices/cre/Documents/245%20Market%20Decommission/ERIM%20Pre%20Move%20Guidelines.pdf?Web=1
http://pgeweb.utility.pge.com/topics/lakeside/Documents/InfoEmail_77%20Beale%20Cleanout.pdf?Web=1
mailto:LakesideTransition@pge.com


How much time will I have to clear out my workspace? 

For your health and safety, your time in the office will be limited to a 4-hour window to ensure 
proper distancing. We know it may take multiple hours or days for some employees to go 
through items and tag both personal items and records, so if you know in advance you will need 
more time, please indicate this on your sign-up form. You will have the time you need.  

Please devote your time to packing and focus on the task at hand. There may be more to do 
than you realize, so please arrive toward the beginning of your timeslot. If you cannot make your 
timeslot on the day scheduled, please let your Transition Liaison know and contact the 
LakesideTransition@pge.com to reschedule.  

If you realize within the last hour of your packing that you will need more time, please speak 
with a Cleanout Manager on the floor (wearing a yellow vest) to sign up for an additional 
timeslot to complete your packing on another day.  

Can I go into the office to grab a few things before my team comes in? I don’t have very 
much.  

No. Your health and safety are our main concerns, and it is critical that employees and 
contractors do not come into the office on their own in advance. We want to move through 
this transition in an orderly manner, and we will communicate with you throughout the process. 
We thank you for your cooperation and understanding. 

What about coworkers who are on leave or plan to be on leave through July?  

Coworkers who are on leave will be contacted by their Human Resources Business Partner, 
Supervisor, or Transition Liaison to determine if they want to get an exception to participate in 
onsite or assisted remote packing sessions. If not, your Transition and Supervisor will need to 
coordinate to pack your personal items and manage your records in your absence.  

Can I bring my friend/family member with me to help me? Can I bring my child? Can I 
bring my dog?  

Non-PG&E friends or family members will not be permitted inside the garage or the building. If 
you are getting a ride from someone, please have them drop you off and park elsewhere and 
return when you are finished packing. Norcal Movers can help you bring your items down to the 
loading dock on Main Street, where your driver can meet you. Unless your dog is a trained 
service animal, you should leave pets at home.  

Where can I park during my scheduled packing time? I don’t want to take public 
transportation.  

The General Office 77 Beale Street garage will be open for employees to use during their 
scheduled moves. When you fill out information about your timeslots, there will be a section to 
notify us that you need to park in the garage. Your name will be left with the security guards for 
parking on your designated day and time. Please be prepared to show your PG&E ID, show 

mailto:LakesideTransition@pge.com


your completed LiveSafe app wellness check and follow all COVID-19 safety protocols before 
entering the premises.  

I want to come in during my scheduled time but I am concerned about safety and 
cleanliness. What are you doing to prepare to keep us safe? 

We are monitoring capacity at the SFGO. The building(s) will be largely unoccupied during 
these planned phased moves. We will be using enhanced cleaning methods after scheduled 
groups come to the building. Janitorial service will also wipe down surfaces in common areas in 
between the morning and afternoon packing shifts (e.g. bathroom faucets, handles, elevator 
buttons, etc.). 

Can I come in over a weekend instead of during the assigned move-out schedule hours?  

We do not have support onsite during the weekend or after hours. Employees should come in 
during their previously scheduled time period during the week so that we can conduct the 
cleanout in a safe and orderly manner with the proper support and resources, such as Cleanout 
Managers, ERIM support, Transition Liaisons, IT, Facilities and Janitorial services.  

Will the time to travel to and from SFGO be considered work hours? Will I be 
compensated? 
 
Moving hours will be considered regular hours worked for union-represented employees. 
Employees will be scheduled to move during their regularly assigned work hours. However, if 
due to business need, represented or hourly non-represented employees are assigned to report 
to SFGO outside of normal hours, then overtime would apply as well as applicable travel based 
on the contract (IBEW Physical, Clerical or ESC). When reporting to the General Office for your 
packing day at the start of your normal assigned shift on a regular workday, travel is considered 
part of your normal commute. If you travel to and from the office during regular work hours, then 
all time is paid as normal scheduled time worked. Exempt non-represented employees are not 
overtime eligible and the time spent traveling and time to pack items will count towards hours 
worked.  

Can I charge my mileage, bridge toll or car service fees to your order number?  

Travel expenses will be not be reimbursed for this project as it is considered part of what would 
have been normal commute activity.  

What order number should I use on my timecard for the cleanout hours?  

Please reach out to your Supervisor or Manager for direction on how to charge time for this 
move; most departments have a code used when employees are not working on specific 
projects. It is not a charge-back to CRESS.  

What if I don’t come in to do this cleanout?  

It is highly recommended that you sign up for a designated slot and take ALL personal items 
home or dispose of them properly at work. Personal items left at the workplace after your move 



will be discarded or recycled unless you have arranged with your team’s Transition Liaison and 
the Cleanout Team to have your items boxed and shipped to you if you are unable to pack and 
move yourself.  

Records are the responsibility of the LOB. ERIM can provide guidance on site but will not be 
responsible for the dispensation of records. If you are unable to come in, your supervisor needs 
to work with your Transition Liaison to find a solution. Abandoned records will results in a CAP 
submission to you or your Line of Business if we are not able to remedy the situation. 

What do we do about mail that is being delivered to our department? How can we retrieve 
departmental mail or have it sent elsewhere?  

With the complete cleanout of 77 Beale Street in progress, we encourage you to work with your 
teams to bundle mail pickup if you haven’t already done so. Mail Services will NOT deliver mail 
directly to the SFGO floors – pick up will be the only means to receive your mail. 

If your department receives mail at SFGO REGULARLY: A person from your team should have 
been assigned as the key contact for mail, so that mail can be held under their name and 
regular pick up arranged at the Mail Services offices on B1.  

If your department receives mail at SFGO only SPORADICALLY: You can check in with Mail 
Services from time to time to see if there is any mail to pick up. Call Mail Services at 415-973-
5062 or email CRESSMailServicesCenter@pge.com to inquire. Please note that anyone 
traveling to the SFGO for a mail pickup must complete the LiveSafe app before coming to the 
facility.  

We have heard from several teams regarding the critical nature of consistent mail processing for 
business continuity, whether it is for legal, financial, or regulatory documents being received and 
routed correctly and timely. We understand the importance of your concerns and are carefully 
working on a plan to transition to a future mail delivery address without disruption in service. We 
will be sure to communicate the new PG&E mailing address and the timing for transition as 
soon as we are able.  

Boxes and Trash, Recycle and Shredding Bins 

Do I need to bring in boxes? I might need help carrying them out to my car.  

You will be provided with moving boxes for items to take home and boxes for record storage as 
needed. Dollies and carts will be available, as well as assistance from Norcal Moving Services 
to help bring large personal items to load into your car.  

I’m going to need to throw a lot of things out. Will there be bins available?  

Large/communal trash and recycling bins will be provided, along with e-waste bins for electrical 
office equipment that is no longer useful. There will be designated areas for logoed items to be 
recycled or properly disposed of.  

mailto:CRESSMailServicesCenter@pge.com


Some employees mismanage paper documents and place inactive company records and/or 
Personally Identifiable Information (PII) into the recycling bins rather than shred bins. The 
proper disposal of documents is critical and ERIM will provide refresher workshops on the 
basics.  

 

  

 

I am not sure what to do with my records. I have a lot of them and may need some help. 
Will there be any assistance on site?  

We will have ERIM representatives on site to help provide direction about record management 
and to help coordinate if you need to involve other groups or subject matter experts. All records 
must be attended to by either the person responsible for creating or maintaining them or a 
designated liaison from the LOB. The maintenance and packing of the records will be the 
responsibility of the Line of Business; ERIM will provide guidance and assistance but will not 
take responsibility for abandoned records. A CAP item shall be issued if records are not 
properly addressed.  

For each Phase, ERIM is providing several optional workshops to refresh your knowledge of 
records management. Watch for times and dates from the Lakeside Transition mailbox to attend 
a session shortly before your phase begins.  

 

 

Can I take my monitor or any other equipment home (keyboard, mouse, headsets, etc.)?   

You may bring your keyboard and mouse home. You should not bring other office equipment 
home, including your chair. All chairs that remain on site are now the property of the new 
owners as furniture was included in the sale of the building. Make sure you have signed up for 
your home ergonomics evaluation. Once you have completed this process, you will receive an 
evaluation and recommendation. Equipment can then be purchased for you and sent to your 
home. Employees can purchase monitors and receive a maximum reimbursement up to $200 
for this item, depending on cost. Submit your receipt with an expense report through Concur 
and you will be reimbursed after approval by your supervisor.  

I leave my computer (laptop or desktop) at the SFGO at my desk and use Citrix to 
connect my computer from home. Will you leave my computer connected at 77 Beale? 

The Lakeside Transition Team will work with you to determine best option for your needs: 

1. Replace physical computer with a company laptop and Virtual Private Network (VPN). 
2. Employee continues to utilize the “standard” Citrix solution to perform job functions. 

Records and Information (ERIM) 

IT Equipment 
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3. IT can provide the client with access to Virtual Desktop (VDI) if the standard VPN will not 
support normal business transactions. 

If you have special extenuating circumstances that cannot be resolved by the options above, the 
Lakeside Transition Team will help you find a resolution. For Remote Access Overview 
information to go the TSC link: 
https://iis10t2prd.cloud.pge.com/RemoteAccess/HomePage/HomePage.aspx 

Will I still be able to use my workspace land line? I have it forwarded to my cell phone.  

Desktop Phones will be permanently disconnected as we decommission floors after the 
cleanouts are complete for each phase. You will no longer be able to forward your desktop 
phone calls to your cell phones or other numbers. You will also not be able to retrieve your 
voicemail messages once your phone is disconnected.  

Now is a good time to begin the process of moving to exclusive cellphone use. Please 
immediately do the following to prepare: 

o Notify anyone who frequently uses your land line desk number that this number 
will be inoperable in the future and to replace your landline information with your 
cellphone number.  

o Update your contact information in Outlook. 
o Update your email signature. 
o If you are responsible for monitoring a land line that is used as a “help line” or 

centralized contact for a program or your team, please let us know as soon as 
possible. 

If you do not have a cell phone, the Lakeside Transition Team will work with your team’s 
Transition Liaison to determine the best option for your needs (request a company cellphone or 
enroll your personal device in the Bring Your Own Device (BYOD) program. 

 

 

Can I take my ergonomic chair or any other ergo equipment home (keyboard, mouse, 
headsets, etc.)?  

Do NOT take home chairs, monitors or other IT equipment. You may take home your 
keyboard and mouse. If you have special-order ergo equipment, please reach out to your ergo 
specialist or visit the ergo page. If you are having discomfort and need an accelerated 
assessment to determine if you should order ergonomic equipment for your home, send your 
request to officeergonomics@pge.com  

 

 

Why are we relocating our headquarters?  

Lakeside Q&A 

Ergo Equipment 

https://iis10t2prd.cloud.pge.com/RemoteAccess/HomePage/HomePage.aspx
http://pgeweb.utility.pge.com/gas/cap/Pages/landingpage.aspx
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The move is part of PG&E’s broader commitment to implement changes for the long-term 
benefit of the customers and communities we serve. 

As part of our Chapter 11 Plan of Reorganization, we have committed to the state, our 
regulators, other elected officials, our customers, and each other to becoming a new and 
reimagined company. Our headquarters move is another example of PG&E delivering on that 
commitment and working to become the company that all of our stakeholders expect and 
deserve. 
 
We believe the new Oakland location will be an improvement for our employees in terms of 
workspace and layout. It gives us the chance to design our workplace with an open canvas, to 
incorporate our best thinking on collaborative spaces and, importantly, to design for all of our 
health and safety needs in a post-COVID-19 environment. The move is also good for customers 
because it will help us substantially lower our real estate costs, both short and long term, and 
we will pass along these savings to customers. We have filed a proposal with the CPUC to 
return 100 percent of the gain from the future sale of our San Francisco complex over a five-
year period to customers beginning in 2022. Overall, we remain committed to keeping customer 
costs as low as possible, while continuing to meet our responsibilities to safely serve our 
customers, even with the challenges the changing climate presents.  
 
When will the move be complete? Are other PG&E offices going to be consolidated into 
the new headquarters?  
 
The move to 300 Lakeside Drive will occur in phases. The relocation of the SFGO to Lakeside 
will begin in early 2022 and be complete in 2023.  
 
Over time, we also plan to consolidate two other East Bay satellite office locations—3401 Crow 
Canyon Road in San Ramon and 1850 Gateway Boulevard in Concord—into the new Oakland 
headquarters. 
 
Why did we choose Oakland?  
 
We conducted a thorough review of our real estate needs and available options in the market 
and determined that 300 Lakeside and the surrounding community presented the best 
opportunity to address the needs of the company and its employees.  
 
Our new Oakland headquarters will be significantly more cost-effective, is better suited to the 
needs of our business, and is a critical part of fulfilling our commitment to operate in a fiscally 
responsible way that will enable us to achieve our operational and safety goals.   
 
The new location’s access to public transportation will continue to provide many of our 
employees with convenient and shorter commutes.  
 
Will we be the sole occupier of the building? 
 
Our intent is to be the sole occupier of the building over the long term. However, the building 
currently houses multiple tenants, many of whom have their leases expiring soon. The move-in 
or occupancy process outlined by our developer, TMG, is to ready the space for PG&E as 
tenants move out. 
 



The first large block of space (about 600,000 square feet) will become available to PG&E 
between 2022 and 2023. The remaining blocks of space will become available over time as 
tenants move out or choose to end those leases early. 
 

Oakland is going to be very inconvenient for me. Can I start working at a PG&E location 
closer to my home? Will you be acquiring more space on the peninsula?  

No. The Oakland office will be our new headquarters space as of 2022-2023, and we are not 
planning to relocate general office employees to satellite locations. There are no plans to open 
additional office space in San Francisco, on the peninsula or in the North Bay.  

I want to meet with my team in person before we relocate to Oakland. Where can I do 
this?  

We are looking for interim solutions for PG&E facility meeting spaces to be made available 
during the period between vacating SFGO and occupying Lakeside should conditions be safe to 
gather during that time period. More information to come soon.  

Will we have parking options in Oakland like we had in SFGO? 

A 5-story parking garage is adjacent to the 300 Lakeside building but will not be owned by 
PG&E. Employees will have the opportunity to arrange for daily or monthly parking at market 
rates from the vendor managing the structure. Other parking options are available in the 
immediate area. As we get closer to occupying the Oakland headquarters, we will provide 
instructions about location, access, cost, reservations, and other details as well as information 
about other nearby parking options. 

After the new Oakland headquarters has opened, will we still have access to ergonomic 
support for our home offices? 

Yes. This is a core safety practice for PG&E. Employees will have access to a home 
ergonomics evaluation. You may also visit the ergo page. If you ever have discomfort and need 
an accelerated assessment to determine if you should order ergonomic equipment for your 
home, send request to officeergonomics@pge.com. 

Will there be a reservation system for hotel spaces and conference rooms? 
 
Yes. We will have a reservation system in place by the time we start moving in phases in 2022. 
You will be able to reserve your workstation type/area (if not specific workstation – this is still 
being worked out) to ensure you have a suitable place to work for the day. There will still be 
some assigned seating, but the majority will be daily/weekly reservations. There will be more 
details on this later in 2021. 
 
Will there be a wellness center at the new headquarters?  
 
We are actively engaged with our clinic provider to determine a space within or adjacent to 300 
Lakeside to operate a clinic. We will have more details in the coming months.  
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Where will the Emergency Operations Center be relocated?   

The EOC is currently operating on a remote basis with available physical locations at the 
Vacaville and San Ramon Valley Conference Center sites. The Vacaville site is our primary 
EOC. Should you be called to work at an emergency response site, you will receive details 
about location access, transportation and potential lodging. 

Where will the Hazard Awareness and Warning Center (HAWC) – formerly known as the 
Wildfire Safety Operations Center or WSOC – be located?  

The Lakeside Transition team is in the process of coordinating with the HAWC to ready a 
location at the San Ramon Valley Conference Center to relocate this team in advance of fire 
season.  

What will happen to the peregrine falcons that often nest on our rooftop at 77 Beale?  

PG&E will strongly encourage the new owners to continue a relationship with the Predatory Bird 
Research Group from the University of California, Santa Cruz, to maintain the hospitable 
conditions and protections afforded the falcons. 

What will happen to the historical artifacts at 245 Market Street?  

The Lakeside Transition team is cataloging items and considering how to best showcase our 
history at the new headquarters as well as share some of the artifacts and artwork with other 
PG&E locations frequently visited by coworkers throughout the service area, such as the 
Livermore Electric Safety Academy and the Winters Gas Safety Academy.  

 

Miscellaneous 


