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          New MS 1 Settlement and Implementation 
 
                 The attached MS-1 Step 4 settlement, dated August 08, 2019 stated in part: 

  
• Maintenance work in stations and branches transitioning to Field Maintenance Operations 

(FMO) as a result of the MS-1/TL-6 will continue to be performed by employees currently 
performing those duties until adjustments occur resulting from attrition. When attrition at 
the installation results in a staffing level below the authorized complement, management 
may determine the occupational group of the employee(s) that will continue to perform the 
work in the stations and branches. 

 
• The parties agree that due to the transferring of maintenance work of stations and branches 

from plant maintenance to FMO, the FMO authorized staffing may increase in order to provide 
maintenance for the stations and branches. For FMO staffing increases that exceed the 
available plant LDC 37 positions that were providing maintenance for the stations and 
branches within the FMO coverage area, those positions shall be posted and filled under the 
FMO in accordance with Article 38 and the Joint Contract Interpretation Manual (JCIM). 

• The Postal Service will publish the final versions of MS-1 TL 6 and MMOs on August 8, 2019. 

 
BACKGROUND 

In May 2016, the Postal Service issued a new MS1 TL 5, proposing draconian changes to the then current MS1 TL 4 
Handbook. The APWU filed a dispute, Idowu Balogun was the assigned case Officer. In 2017, Arbitrator Goldberg 
concluded the dispute by remanding the case back to APWU and USPS to resolve.  
(The Agency issued MS 1 TL 6 while we were still meeting in MS 1 TL 5.) 
                                            

Arbitrator Goldberg September 13, 2017 Remand: 
The issues of whether the revisions to the MS-1 dealing with (a) preventative maintenance time allowances and 
frequencies, and (b) space adjustments and miscellaneous work time allowances violated Article 19 are remanded 
to the parties. As part of that remand, I shall direct the Postal Service to provide the Union with all data and data 
analysis collected by the Review Team, including Mr. Bratta, relating to appropriate allowances for (a) 
preventative maintenance time and frequencies; (b) space adjustment and miscellaneous work. (If the parties 
wish to jointly validate appropriate allowances, they are encouraged to do so.) If this exchange of information 
does not lead to agreement, either party may request the Arbitrator to reopen the hearing, which 
that the proposed revisions in (a) preventative maintenance time allowances and frequencies; (b) space 
adjustment and miscellaneous work allowances are fair, reasonable, and equitable, it cannot prevail with respect 
to those proposed revisions. 
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Recommended Changes to Handbook MS-1, TL-4 

Executive Summary 

This document provides an overview of the United States Postal Service (USPS) activities 
evaluating the policies and procedures contained in Handbook MS-1, Operations and 
Maintenance of Real Property (TL-4, November 30, 1986). 

The USPS issued the MS-1 handbook in 1975, which provided guidelines for "fulfilling the 
building management function in postal facilities." The handbook has been revised three times 
since 1975, with the most recent revision occurring in 1986. Building equipment and building 
system technology have evolved since 1986; however, the MS-1 criteria and building operation 
and maintenance staffing requirements have not changed in over 27 years and do not reflect 
modern building technology. New technology provides opportunities to dramatically improve the 
operation and maintenance of building systems and reduce building maintenance costs. 

In June 2012, HQ Maintenance Operations formed a team of subject-matter experts to perform 
a comprehensive review of the MS-1 handbook, focusing on the staffing criteria in Section 13 
Building Operations and Maintenance Staffing Requirements of MS-1. The goal was to identify 
and eliminate obsolete procedures, update maintenance documentation, implement efficient 
maintenance practices, and accurately work load Labor Distribution Code (LDC) 37 to maintain 
USPS building equipment and systems. 

During the next 18 months, the team performed 50 desk audits and 70 USPS facility site 
reviews to identify opportunities for waste elimination, cost reduction, and protecting USPS 
assets. Analysis of the data collected during the desk audits and the on-site visits validates the 
MS-1 is outdated and cannot fulfill the original objective to promote the cost effective and 
efficient use of staffing. 

Based on the team findings, the USPS revised MS-1, TL-4 to reflect modern building equipment 
technology and processes and recommends national implementation. 
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Background 

Facilities currently use Handbook MS-1, Operation and Maintenance of Real Property (TL-4; 
November 30, 1986), for USPS building maintenance. The MS-1 prescribes the policies, 
procedures, and practices governing the operation and maintenance of USPS buildings and 
leased space. This includes, but is not limited to building equipment operation, maintenance, 
protection, repair, alteration, improvements, and management. The handbook also addresses 
official relations with other USPS offices, other Federal agencies, State and local governmental 
agencies, private organizations, and the public. 

The Building Equipment Maintenance (BEM) function, as defined in the current MS-1, is 
responsible for maintaining building infrastructure. This includes all building related mechanical 
and electrical systems such as HVAC, plumbing, air compressors, elevators, dock levelers, 
dock doors, and the entire power distribution network consisting of the main switchgear, power 
transformers, lighting, and power distribution panels. The first MS-1, issued January 6, 1975, 
provided guidelines for "fulfilling the building management function in postal facilities." Two 
revisions to the original handbook were issued as letters of transmittal in 1979 (TL-2) and 1980 
(TL-3). The third and final revision is (TL-4), issued in 1986. 

Building equipment and building system technology have improved since 1986; however, the 
MS-1 criteria and building operation and maintenance staffing requirements have not changed 
in over 27 years and do not reflect modern building technology. New technology provides 
opportunities to dramatically improve the operation and maintenance of building systems and 
reduce building maintenance costs. One of the most significant technological advances in 
building systems is "intelligent hardware" that reports equipment condition and operating status 
to a central monitoring system. This technology is currently used in many USPS building 
systems and provides the ability to remotely monitor building equipment condition or 
performance. Conversely, current MS-1 procedures require maintenance employees walk 
throughout buildings, physically checking the status and performance of numerous pieces of 
building equipment. This practice is outdated, labor intensive, and an example of how current 
MS-1 criteria does not reflect present-day technology. 

MS-1 Criteria Review Process 

In June 2012, HQ Maintenance Operations formed a team comprised of 14 BEM subject-matter 
experts with the intent of performing a comprehensive review of the MS-1 and existing criteria in 
Section 13 Building Operations and Maintenance Staffing Requirements of MS-1. The goal was 
to identify and eliminate obsolete procedures, update maintenance documentation, implement 
efficient maintenance practices, and accurately work load LDC 37 to ensure the proper 
maintenance of USPS building equipment and systems. 

The team selected 50 sites for "desk audits" from various geographical areas in each of the 
seven (7) areas. The selected sites consisted of small, medium, and large-size leased and 
owned Processing and Distribution Center (PDC), National Distribution Center (NDC), Logistics 
and Distribution Center (LDC), and Processing and Distribution Facility (PDF). The purpose of 
each desk audit was to collect and review site data including, but not limited to: 

• Facility gross square footage 
• Equipment inventory 
• Equipment operating days 
• Ratio of preventive, corrective, and operational maintenance 
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• Cost of preventive/corrective/operational maintenance (per 1,000 s.f.) 
• WHEP (Work Hour Estimator Program) reports/forms 
• WebCoins data 
• Facility Database report 
• PS Form 4897 -Building Equipment Inventory 
• Site Workhour Summary Report 
• Standard and Additional Craft Positions Report 
• PS Form 4893-Annual BEM Workhour Summary 
• PS Form 4894S-Stationary Operating Routes 
• PS Form 4894T-Traveling operating Routes 
• PS Form 4895-Annual Workhour Requirement Stationary Operating Routes (Central 

Plant) 
• PS Form 4896A-Annual Standard Workhour Requirement Building Preventive 

Maintenance 
• PS Form 4896- Annual Local Workhour Requirement Building Preventive Maintenance 

and Operation 
• LDC-36 on-rolls positions 
• Facility Detail Report 
• Allowance Summary for actual corrective maintenance hours 
• Space adjustment and the actual R&A and equipment moves performed 

The desk audit results indicated significant variances in site cost data, numerous equipment 
inventory and data transposition errors, and the need to perform on-site visits to further 
investigate and validate the audit findings. During the next 12 months, team members 
performed comprehensive on-site reviews at 70 facilities, which included the majority of the 
desk audit sites. The team members met with site personnel, reviewed equipment inventories 
and eMARS reports, and discussed the data collected during the desk audits. 

Results of Desk Audits and Site Visits 

The 70 on-site reviews validated the findings of the 50 desk audits. The following represent the 
most common items identified during the site reviews: 

• Inaccurate and outdated building equipment inventories (Form 4897); several sites had 
no documented equipment inventory. 

• Overstated equipment operating days. 
• Preventive maintenance work hour frequencies and work hours per frequency deviation 

from the standard criteria on Forms 4894 and 4896-A. 
• Inaccurate data on Form 4893 (Annual Building Equipment Operating and Maintenance 

Summary). 
• Work hours credited for BEM maintenance tasks even though the work was either 

contracted or not being performed by in-house maintenance personnel. 
• Equipment being "run-to-failure" since it is more cost effective than performing 

unnecessary maintenance. 
• Standard annual allowance of five (5) work hours per year per 1,000 gross square feet of 

building area credited for moves and space adjustments even though the majority of 
sites had not performed any R&A projects or moved equipment. 

• The existing procedures in Section 13 of the MS-1 do not accurately quantify the 
required building staffing. 
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The Path Forward 

Section 13 Building Operation and Maintenance Staffing Requirements of the MS-1 states the 
main objectives of the workload criteria are to: 

• Promote the cost effective and efficient use of staffing. 
• Provide a basis for determining budgetary requirements. 
• Provide a means of evaluating the maintenance effort. 
• Provide a maintenance effort that will preserve the facility from deterioration and keep all 

equipment in a safe and economical operating condition. 

Analysis of the data collected during the desk audits and the on-site visits validates the MS-1 is 
outdated and cannot fulfill the original objectives. Due to the potential to eliminate waste and 
reduce the cost to operate and maintain USPS buildings and leased space, the USPS will 
pursue national implementation of the new procedures and standards contained in the 
Handbook MS-1, Operation and Maintenance of Real Property (PH-5, January 24, 2014) in all 
Postal facilities. 

Conclusion 

Building equipment and building system technology have evolved and improved since 1986; 
however, the MS-1 building operation and maintenance staffing requirements have not changed 
in over 27 years. Existing requirements are outdated and do not reflect modern building 
technology. Leveraging technology and modernizing the current MS-1 criteria provides the 
USPS a significant opportunity to optimize equipment performance and increase building 
equipment life. Financially, this project reduces facility-operating costs, lowers labor costs, 
reduces equipment life-cycle costs, preserves Postal Service infrastructure, and reduces energy 
costs. 
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Current Time Revised Time 

Allowance Allowance 
Fonn Current L ine Item Disposition New BEM Reference Revision Rationale Comments (annual (annual 

workhours/ workhours/ 

freq.) freq.) 

NC MACHINE- PKGE 
There will be only one category on 4896A, 8.50 hrs. Size 

8.75; 9.25; 
4896A A-1 Revised HVAC-1 of unit would not command more time. Document 8.50 

UNITS 
exception if needed 

10.00 

4896A A·2 
NC MACHINE- PKGE 

Revised HVAC-2 Units are more dependable and economical. Beyond 
1.00 0.50 

UNITS cleaninQ, operate to failure 

AIR COOLED 
Change to I category, worked being performed is equal 

4896A A·3 
CONDENSERS 

Revised HVAC-3 regardless of size. Additional time needed should be 0.75; 1.00; 1.75 1.00 
documented as an exception. 
The majority of the units are in smallest time allowance 
category, the change will result in more hours nationally. 

A-4 AIR HANDLERS Revised HVAC-4 Current hours = 25,402 hours; Projected Future hours = 2.00; 2.75; 4.75 2.75 
27,827 hours <Delta of 2,425 additional hours> 

Based on change in technology of boilers. Only 5.000 
hours requested nationally. Presence In the field of 

A-5 
BOILERS, OIL FIRED 

Revised HVAC-5 
newer/smaller efficiency boilers will make the low 

5.00- 16.00 5.00 
(Cleaning far side only) frequency more likely to be sufficient. Any of the older 

boilers will need documentation for Increased hour request 
as exception 
The majority of the offices are taking the 10 hour/Freq. 1.00- 50.00 (oil 

A-6 
BOILERS, CAST IRON 

Revised HVAC-6 
Which could be because of the newer/smaller efficiency fired): 1.00-

10.00(all) 
AND STEEL boilers. Any boiler requiring more time should be 50.00 (gas 

documented, as an exception fired) 

BOILERS. CAST IRON 
The presence of the newer efficiency boilers, may only 

A-7 
AND STEEL -Burner, Gas 

Revised HVAC-7 require the Shrlfreq. Any request for additional will need to 5.00- 16.00 5.00 
be documented as an exception 
The low request for hours and site visits revealed the 

A-8 
BOILERS, CAST IRON 

Revised HVAC-8 nationwide conversion to gas boilers. Any request for 
5.00- 16.00 5.00 AND STEEL - Burner, 011 additional hours will need to be documented as an 

exceotion 
This should simplify the process and will result in addition 

A-9 
COILS. PREHEAT, 

Revised HVAC-9 of hours nationally. Current hours= 6,712; Projected 0.50; 0.75; 1.00; 
1.00 REHEAT, ETC. Future hours (with same inventory)= 8,229. • <Delta of 1.75 

1 517 additional hours> 
The change In technology to ELECtronic process 

Cntrls, Cntrl Sys., I controllers and the reduction in pneumatic controls makes 
A-10 

Worl<stations, Htng, & NC 
Eliminated N/A this possible, Based on site visits this was not being 16.00; 0.25 0.00 

perfonned. And was a line they were taking credit for the 
BAS 
Only 1,200 hours requested nationally demonstrating the 

Condensate or Vacuum move away from steam in USPS facility. Additionally 
A-1 1 Pump (On Steam return Revised HVAC-10 technological changes have made them more reliable, 2.00-20.00 2.00 

systems) hours above the allocation will need to be documented as 
an exception 

A-12 
COOLING TOWER (Per 

Revised HVAC-11 Re-numbered size range to eliminate duplication 7.00; 14.50; 7.00: 14.50: 
Cell) 29.00' 38.50 29.00· 38.50 

Not considered to needed during season in the majority of 
A-1 3 Cooling Tower Eliminated N/A the country, Any need to do so should be documented as 2.00-6.00 0.00 

exceotion 

EVAPORATIVE 
Not considered to needed during season in the majority of 

A-14 
CONDENSERS 

Eliminated N/A the country, Any need to do so should be documented as 7.50- 11 .75 0.00 
exception 
Combining these will make inventory and request easier, 

1 .00; 1 .50; 2.00; A-15 FANS, CENTRIFUGAL Revised HVAC-12 there is no significant difference to the work performed 1.50 
based on size 2.75 

I 
Only 541 hours nationally. These are costly filters and 

Filters, Movable I Curtain should be converted over where possible. Based on site 

I 

A-16 
Coated 

Eliminated N/A visits these request where place In the correct category of 1.75 0.00 
filter. If they exist they will need to documented and 
treated as an exception 

Filters Roll Type, 
This will be changed to check only in facilities without BAS 

! A-17 
Disposable Media 

Revised HVAC-13 and Filter monitoring. Replacement wl11 be detennlned as 1.75 0.25 
needed 
This should simplify the process and will result in addition 

A-18 Filters, Viscous Type Eliminated N/A 
of hours nationally. Current hours: 6, 712 hours - Future 

0.50 0.00 hours (with same inventory}: 8,229 hours. - < Delta of 
1,517 additional hours> 

Controls and Mechanisms 
No change to allowance 

A-19 
Roll Type Filter 

Unchanged HVAC-14 1.50 1.50 
L____ ---
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Current Time Revised Time 

Allowance Allowance 

Form Current Line Item Disposition New BEM Reference Revision Rationale Comments (annual (annual 

workhours/ workhours/ 

freq.) freq.) 

Filters, Throw away 
BAS and only change filters when the filter alarm Indicates 
a need. Frequency range revised from 4 to 52 times per 

A-20 (Includes Pkg Units & Revised HVAC-15 
year to 4 (quarterly). 

0.10 0.10 
Window Units etc.) 

Based on site visits this category Is normally improperly 

A-21 Filters Electrostatic Eliminated N/A 
characterized. There should be little or no need for these 

2.50 0.00 
in the USPS. Requests should be documented and 
treated as an exceotion 

Fans, propeller, 24in diam. 
NOW' covers all propeller fans. To simplify the inventory 

A-22 Eliminated N/A and requests only two categories will exist; propeller 1.00 0.00 
or larger (quide A23) and Centrifuqai(Guide A15) 

Fans. Propellers. Pedestal . 
This should help eliminate confusion In the field by 

A-23 Revised HVAC-16 reducing to two categories fans. All Propeller fans will be 0.50 0.50 
and Wall Mounted lace here. Revision- ·Fans. Prooeller". 

Fan/Coil Units 
There only 890 hours requested in the USPS. Based on 

A-24 Eliminated N/A site visits these are generally incorrectly characterized 0.30 0.00 
(Under Window Type) 

A-25 
Heating - Cooling Unit, 

Revised HVAC-17 
Removed unit size description - now includes all units. 

8.50 8.50 
Rooftop 

REFRIGERATION Re-numbered size range - Eliminated duplicate numbers 
15.25; 19.25; 15.25; 19.25; 

A-26 MACHINE (Absorption Revised HVAC-18 and corrected number to 400 ton. (no change to time 
Tvoe) allowance) 

23.00; 30.75 23.00; 30.75 

REFRIGERATION 
Re-numbered size range - Eliminated duplicate numbers 23.00; 31.00: 23.00; 31 .00; 

A-27 MACHINE(Centrifugal and Revised HVAC-19 
in ranges. {no change to time allowance) 39.00; 59.00; 39.00; 59.00; 

66.00; 77.00; 66.00; 77.00; 
Reciprocating) 

96.00 96.00 

A-28 
Heater Electric In Duct 

Unchanged HVAC-20 
No change to allowance 

0.25 0.25 
i (Per Sa. Ft surface) 

Heater Electric, Baseboard 
Revised workhour allowance to match eWHEP software. 

I A-29 
(per Linear Ft) 

Revised HVAC-21 0.50 O.D15 

A-30 
Unit Heaters (Steam and 

Unchanged HVAC-22 
No change to allowance 

1.00 1.00 
hot water) 

UNIT HEATERS (Gas 
Units are smaller and more efficient If site needs more 

A-31 Unchanged HVAC-23 time they can document their request submit as an 1.50 1.00 
Fired) 

exception 

A-32 FIRE DAMPERS (In Duct) Unchanged HVAC-24 
No change to allowance 

0.20 0.20 

GENERAL MONITORING Obsolete system, MMO is no longer in effect and 
A-33 SYSTEM; Eliminated N/A equipment does not exist in the field 19.80 0.00 

I DISK DRIVE PRINTER 

A-34 PIP Eliminated N/A 
Obsolete system, MMO is no longer In effect and 

4.20 0.00 
eaui ment does not exist in the field 



Current Time Revised Time 
Allowance Allowance 

Form Current Line Item Disposition New BEM Reference Revision Rationale Comments (annual (annual 
workhours/ workhours/ 

freq.) freq .) 

4896A E-1 
Alarms. MISC .. Burglar. Eliminated N/A 

Deleted. USPS facilities do not have any equipment in 
0.25 0.00 

Civil Defense this cateoorv reauirina orevenlive maintenance. 

E-2 
Battery Chargers (for Bldg. 

Eliminated N/A 
Deleted. USPS facilities do not have any equipment In 

0.25 0.00 
Eoui menil this cateaorv reauirina oreventive maintenance. 

E-3 
Clocks. Electric. Central Eliminated N/A 

Deleted. USPS facilities do not have any equipment In 
7.25 0.00 

System this cateaorv reauirina oreventive maintenance. 

E-4 Emergency Lights Eliminated N/A 
Deleted. USPS facilities do not have any equipment in 

0.10· .25 0.00 
this ca~ory requiring preventive maintenance. 

Lead Acid Batteries (per 
Deleted. USPS facilities do not have any equipment in 

E-5 
cell) (For Bldg. Equipment) 

Eliminated N/A this category requiring preventive maintenance. 0.03 0.00 

E-6 
Edison. Nickel-Iron-Alkaline 

Eliminated N/A 
Deleted. USPS facilities do not have any equipment in 

0.02 0.00 
Batteries this cateqory reQuirinQ preventive maintenance. 

Surveys and site visits confirmed the vast majority of sites 

E-7 Lighting Outside Eliminated N/A 
do not perform this as a preventive maintenance function. 

.25-1.50 0.00 
Sites run outside lights to failure. 

E·8 Thru E-11 RESERVED Eliminated N/A 
Not currehtly used - Deleted to allow guide re-numbering . 

N/A N/A 

E-12 
Lighting Protection (per 

Eliminated N/A 
This wor1t. is done as part of our switchgear contract. 

0.50 0.00 
Down Conductor) 

E-13 thru E-28 RESERVED Eliminated N/A 
Not currently used- Deleted to allow guide re-numbering. 

N/A N/A 

E-29 Motors Revised ELEC-1 All motors > 5 HP combined in one group 1.00; 2.00 0.50 

E-30 RESERVED Eliminated N/A 
Not currently used- Deleted to allow guide re-numbering. 

N/A N/A 

Emergency Generators, No change to allowance 
E-31 Gasoline or Natural gas Unchanged ELEC-2 2.00-6.00 2.00-6.00 

enaine 

E-32 
Emergency Generators 

Unchanged ELEC-3 
No change to allowance 

3.00-8.00 3.00-8.00 
Diesel Power 

E-33 
Emergency Generators All 

Unchanged ELEC-4 
No change to allowance 

1.00-2.00 1.00-2.00 
types of en~ine 

E-34 
Fire Supervisory Signals -

Eliminated N/A Contracted activity 
0.30 0.00 

Testin~ 

E-35 
Automatic Fire Detection or 

Eliminated N/A 
Contracted activity 

0.30 0.00 Alarm Devices 

E-36 
Fire Alarm System Control 

Eliminated N/A 
Equipment no longer in inventory 

0.20 0.00 
Boards 

E-37 
Fire Alarm System 

Eliminated N/A 
Equipment no longer in inventory 

0.10 0.00 Recorders 
No change to allowance- The OSHA standard 1910.165 

E-38 Fire Alarm Boxes (Manual) Unchanged ELEC-5 refers to the alarm received by employees which we 
0.10 0.10 I 

conduct fire drills. It does not refer to an alarm that goes 

i to a municipal system. 
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Current Time Revised Time 

Allowance Allowance 

Fonn Current Une Item DlsposiUon New BEM Reference Revision RaUonale Comments (annual (annual 

workhours/ workhours/ 

freq.) freq.) 

This equipment has annual PM completed through 

4896A L-1 Thru L-12 Elevators Electric Eliminated N/A Elevator Service Contracts and Is not being performed by 18.50 0.00 
USPS personnel. 

No. Elevator Landings in 
This equipment has annual PM completed through 
Elevator Service Contracts and is not being performed by 

excess of 6 per elevator. ( 
USPS personnel. 

L-1 Thru L-12 
i.e. if there are 2 elevators Eliminated N/A 0.50 0.00 
with 8 landings each, the 

entry under qty would be 4 
and the WH would be 24) 

This equipment has annual PM completed through 
L-13 Elevators Hydraulic El iminated N/A Elevator Service Contracts and is not being perfonned by 6.75 0.00 

USPS oersonnel. 
This equipment has annual PM completed through 

L-14 Elevators Hydraulic Eliminated N/A Elevator Service Contracts and is not being performed by 15.25 0.00 
USPS personnel. 
This equipment has annual PM completed through 

L-15 Escalators Eliminated N/A Elevator Service Contracts and is not being perlormed by 1.00 0.00 
USPS personnel. 
This equipment has annual PM completed through 

L-16 Escalators Eliminated N/A Elevator Service Contracts and is not being performed by 97.00 0.00 
USPS oersonnel. 

L-17 Elevators Sidewalk Eliminated N/A Obsolete ~ No longer in USPS inventory. 3.75 0.00 

Window Washing 
Obsolete~ No longer in USPS inventory. 

L-18 
Scaffolds, Power Operated 

Eliminated N/A 10.00- 30.00 0.00 

L-19 Dumbwaiters Eliminated N/A Obsolete - No lonoer In USPS inventory. 3.75 0.00 

4896A M-1 AIR COMPRESSOR Revised MISC-1 
Time to accomplish route is not dependent on the size of 

0.75; 1.75; 2.00 1.00 
the compressor. Compressor HP range eliminated. 

M-2 Lawn Mowers and Edgers Revised MISC-2 
Frequency revised from 2 to 6 times per annum to once 

1.00 1.00 
annually, or run to failure and replace. 

M-3 Sweepers Revised MISC-3 
Frequency revised from 2 to 12 times per annum to once 

2.00 2.00 
uarterlv. No chanae to aliO'Nance 

655 hours used nationally in 2012. Fuel oil tanks would be 
M-4 Tanks, Fuel Oil Storage Eliminated N/A a confined space and should not be maintained by USPS 6.25 0.00 

ersonnel. 
M-5 Paper Bailers Unchanged MISC-4 No change to allowance 3.00 3.00 

M-6 Incinerators Eliminated N/A 
107 hours used nationally In 2012. Sites having 

15.25 0.00 
incinerators should handle as an exception. 

M-7 Doors, Power Operated Unchanoed MISC-5 No chanae to aiiO'Nance 2.00 2.00 

M-8 
Doors, Power Operated 

Unchanged MISC-6 No change to aliO'Nance 
1.00 1.00 

Main Entrance and Dock 
M-9 Doors. Main Entrance Unchanged MISC-7 No change to aiiO'Nance 1.00 1.00 

M-10 
Loading Ramps, 

Revised MISC-8 
Nomenclature revision to ·cock Levelers· ~ No change to 

1.25 1.25 Ad·ustable allowance 

M-11 
Fire Doors, Stair Wells & 

Unchanged MISC-9 
No change to aiiO'Nance 

0.10 0.10 
Exit wavs CSwinoinol 

M-12 Fore Doors ~ Sliding Type Unchanged MISC-10 No change to alla.vance 
0.10 0.10 

M-1 3 Stationary Packers Unchanged MISC-11 No change to allowance weekly) 1.00 1.00 
M-14 Stationary Packers Unchanged MISC-12 No chanqe to allowance monthly} 1.00 1.00 
M-15 Stationarv Packers Unchanoed MISC-13 No change to allowance (quarterly) 2.00 2.00 

Power Sweepers, Electric 
Daily inspection by operator can replace requirements of 

M-16 
(Battery) 

Eliminated N/A the guide. Any discrepancies noted should be 1.50 0.00 
documented on a 4805. 

M-17 Power LITts Unchanged MISC-14 No chanqe to allowance 1.00 1.00 

Automatic Floor Scrubbers, Daily Inspection by operator can replace requirements of 
M-18 (Battery powered scrubber. Eliminated N/A the guide. Any discrepancies noted should be 1.50 0.00 

vacuum) documented on a 4805. 

M-19 
Snow Blower (Walking 

Revised MISC-15 Frequency revised from 2 to 5 times per annum to once 
1.00 1.00 tvoel . annually, or run to failure and replace. 

The M-20 guide refers to truck levelers. This guide is 
commonly mis-used to record •dock levelers• 

M·20 Load levelers Eliminated N/A inappropriately. Any sites with a load leveler/s and locally 2.00 0.00 
performed PM, should justify this item category as a local 
exception. 

M-21 Dock Boards Revised MISC-16 
Manual levelers only ~ Frequency revised from monthly to 

0.50 0.50 
quarterly. Exceptions need to be justified locally. 



---./ 
Current Time Revised Time 

Allowance Allowance 

Form Current Une Item Disposition New BEM Reference Revision Rationale Comments (annual (annual 

workhours/ workhours/ 

freq.) freq .) 

4896A P-1 Reserved Eliminated NIA 
Not currently used -Deleted to allow guide re-numbering. 

NIA NIA 

Fire Control Valves for 
Item is most commonly on contract for fire suppression 

P-2 
water distribution systems 

Eliminated NIA system. 0.20 0.00 

P-3 
Fire Extinguisher Stored 

Unchanged 
pressure type 

PLUM-1 
No change to allowance 

0.10 0.10 

P-4 
Fire Extinguisher Gas 

Eliminated NIA 
This type of equipment Is not found in current Postal 

0.30 0.00 
cartridqe type Facilities 

P-5 
Fire Extinguisher 

Eliminated NIA 
Currently extinguisher hydrostatic testing performed under 

1.00 0.00 
Hydrostatic Test contract or extinj:luisher is rep_laced. 

P-6 Fire Extinguisher System· Eliminated NIA 
Very uncommon equipment and if identified it is under 

3.50 0.00 
fixed contract for PM/operation and certification. 

P-7 Grease Traos Eliminated NIA Not Common- Contracted service for PM/cleaninQ. 0.75 0.00 

P-8 Reserved Eliminated NIA 
Not currently used -Deleted to allow guide re-numbering . 

NIA NIA 

P-9 Manholes, Sewer Eliminated NIA 
Could not find evidence of this work being completed by 

2.00 0.00 
local USPS maintenance. 

P-10 
Sewer Ejectors 

Eliminated NIA 
Where these systems were identified they were all under 

2.50 0.00 
!Pneumatic tank tvoel contract 

P-11 Sump Pumps Uncha~ged PLUM-2 No chanoe to allowance 3.75 3.75 
P-12 Tanks, Water all tvoes Eliminated NIA Inspect and test by contract when applicable. 6.25 0.00 

Valves Regulating (Steam No change to allowance. 
P-13 at pressure reducing Unchanged PLUM-3 1.00. 4.00 1.00. 4.00 

station) 
VALVES, MANUALLY No change to allowance. Nomenclature change: "critical" 

P-14 OPERA TEO Main line or Unchanged PLUM-4 deleted. 1.00 I 0.50 1.00 I 0.50 
critical I Others over 2 in 

P-15 Valves, Motor Operated Unchanged PLUM-5 No change to alla.vance 1.50 1.50 

P-16 Backflow Preventers Eliminated NIA 
All facilities found to have contract in place for these units. 

2.00 0.00 

P-17 Steam Traps All tvoes Unchanged PLUM-6 No change to allowance 0.50 0.50 
Pump size range and allowances revised: 1-5 HP units 

P-18 PUMPS CENTRIFUGAL Revised PLUM-7 run to failure. 25-100 HP combined with others 1.75; 4.00; 6.00 5.00 

P-19 Radiators . Heating Eliminated NIA Units are cleaned by custodians 0.25 0.00 

Roofing Built-up (See guide 
National Roof Contract- Exclude all items on checklist 

local time 
local time 

P-20 Revised PLUM-S except roof drain clean I inspect. identified - with 
forWH) identified 

iustification 

P-21 
Drains. Area-Way 

Eliminated NIA 
Include with Custodial exterior cleaning. 

0.50 0.00 
Orivewav. Stann 

Expansion Joints in Piping 
Found no evidence of this work being scheduled or 

P-22 
(Slip type joint only) 

Eliminated N/A completed. 1.25 0.00 

P-23 
Alann Check Valves and 

Eliminated NIA 
Item most commonly on contract for fire 

1.25 0.00 
Accessories suooression/alarm svstem 

P-24 
Dry Pipe, Deluge and 

Eliminated NIA 
Item most commonly on contract for fire suppression 

2.75 0.00 
Preaction Valves svstem. 

P-25 
Fire Hose (1 112" racked in 

Eliminated NIA USPS does not inventory nor maintain fire hoses 
0.25 0.00 buildinqs) 

Fire Department Hose This is an annual check which should be included with the 
P-26 Connections (Standpipe Eliminated NIA fire suppression/alarm system contract 0.15 0.00 

Outlets) 

P-27 
Fire Department Pumper 

Eliminated NIA 
This is an annual check which should be included with the 

0.50 0.00 
Connect (Standpi, e) fire suppression/alarm svstem contract. 

Fire Hydrants (Dry Barrel or 
This Is an annual check which should be Included with the 

P-28 
Wet Barrel) 

Eliminated NIA fire suppression/alarm system contract. 1.00 0.00 

Sprinkler Heads • No evidence found of this work being completed per 
P-29 Sprinklered areas (per Eliminated NIA stated MS-1 Guide tasks. 0.10 0.00 

1000 Sq. Ft.) 

P-30 
Hot Water Heaters and 

Unchanged PLUM-9 
No change to allowance 

4.50 4.50 
Convertors 

P-31 
Hot Water Heaters 

Unchanged PLUM-10 
No change to allowance 

1.50 1.50 
!Domestic tvoel 

P-32 Drinking Water Coolers Eliminated NIA Unit cleaned by custodians. 1.00 0.00 

P-33 
Fire Pumps (Eiec. Motor 

Unchanged PLUM-11 
No change to allowance 

0.75 0.75 
Drive) 

P-34 Fire Pumps (Int. Comb. 
Unchanged PLUM-12 

No change to allowance 
.75-1 .50 .75-1.50 

Eno. Drivel 



6 
Current Revised 

Time Time 

Form Current Line Item Disposition New BEM Reference Revision Rationale Comments 
Allowance Allowance 

(annual (annual 
workhourslf workhours/f 

rea.) rea.) 

4894T 1 AJC Package Units Special Eliminated N/A 0.05 0.00 

2 
Air handlers (Manual 

Eliminated N/A 0.05 0.00 
start/stop only) 

Heating Boilers (hot water 
Operational Maintenance of noted equipment 

3 
or low pressure steam) 

Eliminated N/A is to be performed utilizing BAS technology. 0.25. 0.00 

4 
Cooling Tower (Over 500 

tons). Eliminated N/A O.tO 0.00 

5 
RefrigeraOOn Equipment Eliminated N/A O.tO 0.00 
(Small central chillers) 

6 Blank Eliminated N/A N/A N/A NIA 

7 Blank Eliminated N/A N/A N/A N/A 
8 Blank Eliminated N/A N/A N/A N/A 
9 Blank Eliminated N/A N/A N/A N/A 

tO 
Total Annual Workhours 

Eliminated N/A 
(Coi.El N/A NIA 

t1 
Minor Adjustment 

Eliminated N/A 
(tO% o( Hem 10+12) N/A Section above is eliminated. N/A N/A 

12 Annual Travel Time Eliminated N/A N/A N/A 

13 
Total Workhours (Items 10, 

Eliminated N/A 
11 &12) NIA N/A 

4894T 14 
Compressed Air System 

Eliminated N/A 
Operational Maintenance of noted equipment 0.05 0.00 

(For building systems) is to be performed utilizing BAS technology. 

Steam Condensate return 
Review of criteria tasks and survey findings 

t5 
System 

Eliminated N/A indicated no value added in equipment 0.05 0.00 
erformance and/or life cycle. 

Central Drinking Water 
Review of criteria tasks and survey findings 

16 Eliminated N/A indicated no value added in equipment 0.06 0.00 
Systems 

erformance and/or life cvcle. 

Cooling Towers 
Review of criteria tasks and survey findings 

17 Eliminated N/A Indicated no value added in equipment 0.10 0.00 
(Up to 500 tons) 

erformance and/or life cvcle. 
Review of criteria tasks and survey findings 

18 Hot Water Systems Eliminated N/A Indicated no value added In equipment 0.05 0.00 
erformance and/or life cycle. 

Hydro-Pneumatic System 
19 (Including fire protection Unchanged N/A N/A 0.06 0.08 

svstems) 

Pumps (Remote from other 
Review of criteria tasks and survey findings 

20 Eliminated N/A indicated no value added in equipment 0.03 0.00 
equipment) 

erformance and/or life cvcle. 
Pressure Reducing and Review of criteria tasks and survey findings 

21 Regulating Stations - Steam Eliminated N/A indicated no value added in equipment 0.02 0.00 
and water erformance and/or life cvcle. 

Secondary Water System 
Review of criteria tasks and survey findings 

22 Eliminated N/A indicated no value added in equipment 0.03 0.00 
{Heating and Cooling) 

erformance and/or life cycle. 
Review of criteria tasks and survey findings 

23 Sewage Ejector Eliminated N/A indicated no value added in equipment 0.05 0.00 
erformance and/or life cvcle. 

24 Blank Eliminated N/A N/A N/A N/A 
25 Blank Eliminated N/A N/A N/A N/A 
26 Blank Eliminated N/A N/A N/A N/A 
27 Blank Eliminated N/A N/A N/A N/A 

28 
Total Annual Workhours 

Revised N/A Revision of line number reference. N/A N/A 
(Col. E) 

29 Minor Adjustment 
Eliminated N/A 

Minor adjustment as stated could not be 
N/A N/A 

(10% of Hem 26+30) validated from reviews and is not ·ustified. 
30 Annual Travel Time Unchanged N/A N/A N/A N/A 

31 
Total Workhours {Items 28, 

Revised N/A 
Revision of item reference contributing to 

N/A N/A 29 &30). total. 

4894T 32 
Package Units - Comfort 

Eliminated N/A 
Operational Maintenance of noted equipment 0.03 0.00 

Cooling is to be performed utilizing BAS technology. 

33 Condensors (Air cooled or Eliminated N/A 
Operational Maintenance of noted equipment 004 0.00 

evaporative) Is to be performed utilizing BAS technology. 

Fans (Centrifugal Over 15 
Review of criteria tasks and survey findings 

34 Ellminated N/A indicated no value added in equipment 0.03 0.00 
H.P.) 

erformance and/or life cvcle. 

Fans Propeller (24 inches 
Review of criteria tasks and survey findings 

35 Eliminated N/A indicated no value added in equipment 0.03 0.00 
or larger) 

erformance and/or life cvcle. 
Review of criteria tasks and survey findings 

36 Sump Pump Eliminated N/A indicated no value added in equipment 0.05 0.00 
erformance and/or life cycle. 

37 
Air Handlers (Automatic-

Eliminated N/A 
Operational Maintenance of noted equipment 0.06 0.00 

) remote start, stop is to be performed utilizing BAS technology. 

38 Fire Pumps Unchanged N/A N/A 0.40 0.40 
39 Blank Eliminated N/A N/A N/A N/A 

40 Total Annual Workhours 
Revised N/A Revision of line number reference. N/A N/A 

(Col. El 

4t 
Minor Adjustment 

Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A 
( 10% of Hem 40+42) validated from reviews and is not ·ustified. 

42 Annual Travel Time Uncha~g_ed N/A N/A N/A N/A 

43 Total Workhours Revised N/A 
Revision of item reference contributing to 

N/A N/A 
total. 



c) 
Current Revised 

T ime T ime 

Form Current Line Item Dispo s ition New BEM Reference Revision Rationale Comments 
Allowance Al lowance 

(annual (annual 
workhours/f workhourslf 

reQ.) reQ.) 
4894T Elevator Machine Room 

44 6to BCars Eliminated N/A 1.00 0.00 
45 4to 5Cars Eliminated N/A l Guides (Elevator) have been removed from 0.65 0.00 
46 2to 3 Cars Eliminated N/A BEM criteria. Survey findings indicate a 0.40 0.00 
47 Single Car Eliminated N/A majority o f units have contracted services. 0.25 0.00 
46 Blank Eliminated N/A NIA N/A 

49 
Total Annual Workhours 

Eliminated N/A N/A Section above Is eliminated. N/A NIA 
CoL E 

50 
Minor Adjustment 

Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A 
10% of Item 49+51 validated from reviews and Is not ustified. 

51 Annual Travel Time Eliminated NIA N/A Section above is eliminated. N/A NIA 
52 Total Workhours Eliminated N/A N/A Section above Is eliminated. N/A N/A 

4894T Battery Systems Votta 
53 24 Unchanged NIA N/A 0.06 0.08 
54 48 Unchanged N/A N/A 0.16 0.16 
55 120 Unchang~ N/A N/A 0.33 0.33 
56 Main Cubicle Room Unchanaed N/A N/A 0.06 0.08 
57 Transfonner Vault Unchanged N/A N/A 0.06 0.06 

58 
Switchboard Rooms 

Unchanged N/A N/A 0.05 0.05 
(Power) 

59 Blank Eliminated N/A N/A N/A NIA 

eo Tota l Annual Workhours 
Revised N/A Revision of llne number reference. N/A N/A 

(Col. E) 

61 
Minor Adjustm ent 

Eliminated N/A N/A N/A N/A 
(10% of nom 60+62L 

62 Annual Travel Time Unchanaed N/A N/A N/A N/A 

63 Total Workhours Revised N/A 
Revision of item reference contributing to 

N/A N/A 
total. 

4894T 64 Portable Fire Extinguishers Unchanged N/A N/A 0.02 0.02 

65 Emergency Lights Unchanged N/A N/A 0.02 0.02 

66 
EJ<it Light Slgnage 

Revised EJ<it Ugh1 Slgna9e (Powered ) 
Monthly review of powered exit light slgnage 

0.02 0.02 
(Powered) operation is added to BEM criteria. 

67 
Total Annual Workhours 

Revised N/A Revision of line number reference. N/A N/A 
(Col. E) 

68 
Minor Adjustment 

Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A 
(10% of Item 67+69) validated from reviews and is not lustifted. 

69 Annual T ravel Time Unchanged N/A N/A N/A N/A 

70 Total Workhours Revised N/A 
Revision of Item reference contributing to 

N/A N/A 
total. 

71 
Grand Tota l ( Items 

Unchanged NIA Revision of item reference contributing to 
N/A N/A 

13+31+43+52+63+70 total. 
72 Prepared By Unchanged N/A NiA N/A N/A 

0 

0 



c) 
Current Revised 

Time Time 

Form Current Line Item Disposition New BEM Reference Revision Rationale Comments 
Allowance Al lowance 

(annual (annual 
workhours/f workhoursH 

req.) req.) 

1 AJC Package Units Special Eliminated N/A 0.05 0 .00 

48945 

2 
A!r handlers (Manual Eliminated N/A 0.05 0.00 

startfstoc onlvl 

Heating Boilers (hot water 
Operational Maintenance of noted equipment 

3 
or low pressure steam) 

Eliminated N/A is to be performed utilizing BAS technology. 0.25 0.00 

4 
Cooling Tower (Over 500 

1ons). Eliminated N/A 0.10 0.00 

5 
Refrigeration Equipment Eliminated N/A 0.10 0.00 
(Small central chillers) 

6 Blank Eliminated N/A N/A N/A N/A 

7 Blank Eliminated N/A N/A N/A N/A 

6 Blank Eliminated N/A N/A N/A N/A 
g Blank Eliminated N/A NIA NIA N/A 

10 
Total Annual Workhourn Eliminated N/A 

_(Col.~) N/A N/A 

11 
Minor Adjustment Eliminated N/A 
(1 0% of ~em 10) N/A Section above Is eliminated. N/A N/A 

12 Annual Travel Time Eliminated N/A N/A N/A 

13 
Total Workhours (Items 10, 

Eliminated N/A 
11 &12 i N/A N/A 

14 
Compressed Air System Eliminated N/A 

Operational Maintenance of noted equipment 
0.05 0.00 

48945 
(For building systems) is to be perfonned utilizing BAS technology. 

Steam Condensate return 
Review of criteria tasks and survey findings 

15 
System 

Eliminated N/A indicated no value added In equipment 0.05 0 .00 
erfonnance and/or life cvcle. 

Central Drinking Water 
Review of criteria tasks end survey findings 

16 Eliminated N/A indicated no va lue added in equipment 0.06 0.00 
Systems 

.perfonnance and/or life cycle. 

Cooling Towers 
Review of criteria tasks and survey findings 

17 Eliminated N/A Indicated no value added In equipment 0.10 0 .00 
(Up to 500 tons) erfonnance and/or life cycle. 

Review of criteria tasks and survey findings 
18 Hot Water Systems Eliminated N/A indicated no value added in equipment 0.05 0.00 

erfonnance and/or life cvcle. 
Hydro-Pneumatic System 

1Q ( Including fire protection Unchanged N/A N/A 0.06 0.08 
syste ms) 

Pumps (Remote from other 
Review of criteria tasks and survey findings 

20 Eliminated N/A indicated no value added In equipment 0.03 0 .00 
equipment) 

erfonnance and/or life cycle. 
Pressure Reducing and Review of criteria tasks and survey find ings 

2 1 Regulating Stations- Steam Eliminated N/A indicated no value added In equipment 0.02 0 .00 
and water erformance and/or life cycle. 

Secondary Water System 
Review of criteria tasks and survey findings 

22 Eliminated N/A indicated no value added in equipm ent 0.03 0.00 
(Healing and Cooling) 

erfonnance and/or life cvcla. 
Rev;ew of criteria tasks and survey findings 

23 Sewage Ejector Eliminated N/A indicated no value added in equipment 0.05 0.00 
erformance and/or life cvcie. 

24 Blank Eliminated N/A NIA N/A N/A 

25 Blank Eliminated N/A N/A N/A N/A 

26 Blank Eliminated N/A N/A N/A N/A 

27 Blank Eliminated N/A N/A N/A N/A 

28 
Total Annual Workhours 

Revised N/A Revision of Una number reference. N/A N/A 
_(Col. E) 

2Q Minor Adjustment Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A 
10% of Item 28 validated from reviews and is not ustlfied. 

30 Annual Travel Time Eliminated N/A Not used In this form. N/A N/A 

31 
Total Workhours (Items 28, 

Revised N/A 
Revision of Item reference contributing to 

N/A N/A 2Q &30). total. 

32 
Package Units - Comfort 

Eliminated N/A 
Operational Maintenance of noted equipment 

0.03 0.00 
48945 

Cooling is to be perfonned utilizing BAS technology. 

33 
Condensers (Air cooled or 

El iminated N/A 
Operational Maintenance of noted equipment 

0.04 0 .00 
evaporative) is to be performed utilizlng BAS technology. 

Fans (Centrifugal Over 15 
Rev;ew of criteria tasks and survey findings 

34 Eliminated NIA indicated no value added in equipment 0.03 0 .00 
H.P.) 

erformance and/or life cycle. 

Fans Propeller (24 inches 
Review of criteria tasks and survey findings 

35 Eliminated N/A indicated no value added in equipment 0.03 0 .00 
or larger) erfonnance and/or life cycle. 

Review of criteria tasks and survey findings 
36 Sump Pump Eliminated N/A indicated no value added in equipment 0.05 0 .00 

erlormance and/or life cvcle. 

37 
Air Handlers (Automatic-

Eliminated N/A 
Operational Maintenance of noted equipment 

0.06 0.00 
remote start, stop is to be perfonned utilizing BAS technology. 

38 Fire Pumps Unchanaed N/A N/A 0.40 0.40 
3Q Blank Eliminated N/A N/A N/A N/A 

40 
Total Annual Workhours 

Revised N/A Revision of line number reference. N/A N/A 
Col. El 

41 
Minor Adjustment 

Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A 
10% of~em 40) wlidated from reviews and is not ustified. 

42 Annual Travel Time Eliminated N/A Not used in this form. N/A N/A 

43 Tota l Workhours Revised N/A 
Revision of item reference contributing to 

N/A N/A 
total. 

0 



c) 
Current Revised 

Time Time 

Form Current Line Item Disposition New BEM Reference Revision Rationale Comments 
Allowance Allowance 

(annual (annual 
workhourslf workhours/f 

rea.) rea.) 
4894S Elevator Machine Room 

44 6to8Cars Eliminated N/A 1.00 0.00 
45 4to5Cars Eliminated N/A L Guides (Elevator) have been removed from . 0.65 0.00 
46 2 to 3 Cars Eliminated N/A BEM criteria. Survey findings indicated a 0.40 0.00 
47 SinQieCar Eliminated N/A majority of units have contracted services . 0.25 0.00 
46 Blank Eliminated N/A N/A N/A 

49 
Total Annual Workhours 

Eliminated N/A N/A Section above is eliminated. N/A N/A (Col. E) 

50 ~inor Adjustment Eliminated N/A 
Minor adjustment as stated could not be 

NIA N/A 
validated from reviews and is not 'ustffled. 

51 Annual Travel Time Eliminated N/A Not used in this form . N/A N/A 
52 · Total Worithours Eliminated N/A N/A Section above is eliminated. N/A N/A 

4894S Battery Systems (Votta) 

53 24 Unchanged N/A N/A 0.06 0.08 
54 48 Unchanged N/A N/A O.t6 0.16 
55 t20 Unchanged N/A N/A 0.33 0.33 
56 Main Cubicle Room Unchanaed N/A N/A 0.08 0.08 
57 Transformer Vault Unchanged N/A N/A 0.06 0.06 

58 Switchboard Rooms 
Unchanged N/A N/A 0.05 0.05 (Power) 

59 Blank Eliminated N/A N/A NIA N/A 

60 
Total Annual WorXhours 

Revised N/A Revision of line number reference. N/A N/A (Col. E) 

81 
Minor Adjustment 

Eliminated N/A N/A N/A N/A ( 10% of hem 60) 
62 Annual Travel Time Eliminated N/A Not used In this form. N/A N/A 

63 Total Woril;hours Revised N/A Revision of item reference contributing to 
NIA N/A 

total. 

4894S 64 Portable Fire Extinguishers Unchanged N/A N/A 0.02 0.02 

65 Ememency Lights Unchanged N/A N/A 0.02 0.02 

66 
Exi1 Light Signage 

Revised Exi1 Light Signage (Powered) Monthly review of powered exit light slgnage 0.02 0.02 
(Powered) operation is added to BEM criteria. 

67 Total Annual Workhours 
Revised N/A Revision of l ine number reference. N/A N/A (Col . El 

68 
Minor Adjustment 

Eliminated N/A 
Minor adjustment as stated could not be 

N/A N/A (10% of hem 67) validated from reviews and is not ustified. 
69 Annual Travel Time Eliminated N/A Not used In this form. N/A N/A 

70 Total Workhours Revised N/A Revision of item reference contributing to 
N/A N/A 

total. 

71 Grand Total (Items 
Unchanged N/A 

Revision of Item reference contributing to 
N/A N/A 

13+31+43+52+63+ 70) total. 
'\ 72 Preoared Bv UnchanQed N/A N/A N/A N/A 

0 

0 



0 
Form Current Line Disposition New BEM Reference Revision Rationale Comments 

4895 Central Chill Water Plant 
Operational checks revised to one hour per 
day for first chiller. All additional chillers are 
allowed 0.5 hours per day. Start up and 

16 Section Eliminated N/A secure eliminated based on Chiller's 
continuous operation. Water treatment is 
eliminated based on typically contracted 
service. 

4895 High Pressure Boiler Plant 

Section Eliminated N/A 
Limited USPS inventory - Identify OM on an 

35 exception basis. 

4895 36 
Eliminated N/A Non add total carried over from PS 4894S 

Eliminated N/A 
Utilize BAS or identify on a local exception 

37 basis. 

Eliminated N/A 
Total is identified in remaining category 

38 above. 
39 Unchanged N/A N/A 



0 
Form Current Line Disposition New BEM Reference Revision Rationale Comments 

. 

4896 Part I Unchanged N/A N/A 
Part II Unchanged N/A N/A 

Column - A Unchanged N/A N/A 
Column - B Unchanged N/A N/A 
Column- C Unchanged N/A N/A 
Column- D Unchanged N/A N/A 
Column - E Unchanged N/A N/A 
Column - F Unchanged N/A N/A 
Column- G Unchanged N/A N/A . 

Column - H Unchanged N/A N/A 
Column - I Unchanged N/A N/A ' 

Column- J Unchanged N/A N/A 
Column- K Unchanged N/A N/A 

' 

Total Unchanged N/A N/A 
I 



Form I Current Line I Disposition New BEM Reference I Revision Rationale Comments 

4893 Column-(a) 
1 Unchanged 1 N/A 
2 Unchanged 2 N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Revised 3 Line numbering revision. 
5 Revised 4 Line numbering revision. 
6 Revised 5 Line numbering revision. 
7 Revised 6 Line numbering revision. 
8 Eliminated N/A Non-Postal Workhours Eliminated 
g Revised 7 Line numbering revision. 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO process. 
11 Revised 8 Line numbering revision. 

4893 Column -(b) 
1 Revised HVAC Guide nomenclature revision 
2 Revised ELEC Guide nomenclature revision 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Revised PLUM Guide nomenclature revision 
5 Revised MISC Guide nomenclature revision 
6 Unchanged Traveling Operating Routes N/A 
7 Revised Corrective Nomenclature revision 
8 Eliminated N/A Non-Postal Workhours Eliminated 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO process. 
11 Unchanged Grand Total N/A 

4893 Column -(c) 
1 Unchanged PS 4896A N/A 
2 Unchanged PS 4896A N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged PS 4896A N/A 

0 5 Unchanged PS 4896A N/A 
6 N/A N/A N/A 
7 N/A N/A N/A 
8 N/A N/A N/A 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A Stations & Branches will be identified under 
the FMO process. 

11 N/A Grand Total N/A 

4893 Column -(d) 
1 Unchanged 4896 Local N/A 
2 Unchanged 4896 Local N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged 4896 Local N/A 
5 Unchanged 4896 Local N/A 
6 N/A N/A N/A 
7 N/A N/A N/A 
8 N/A N/A N/A 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO Process. 
11 N/A Grand Total N/A 

4893 Column -(e) 
1 Unchanged PS 4894Std N/A 
2 Unchanged PS 4894Std N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged PS 4894Std N/A 
5 Unchanged PS 4894Std N/A 

0 
6 Unchanged PS 4894Std N/A 
7 N/A N/A N/A 
8 N/A N/A N/A 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO process. 
11 N/A Grand Total N/A 0 



Form Current Line I Disposition I New BEM Reference Revision Rationale Comments 
4893 Column- (f) 

1 Unchanged PS 4895Std N/A 
2 Unchanged PS 4895Std N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged PS 4895Std N/A 
5 Unchanged PS 4895Std N/A 
6 N/A N/A N/A 
7 N/A N/A N/A 
8 N/A N/A N/A 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO orocess. 
11 N/A Grand Total N/A 

4893 Column-(g) 
1 Unchanged PS 4896 Local N/A 
2 Unchanged PS 4896 Local N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged PS 4896 Local N/A 
5 Unchanged PS 4896 Local N/A 
6 N/A N/A N/A 
7 N/A N/A N/A 
8 N/A N/A N/A 
9 Unchanged Sub-Totals N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO orocess. 
11 N/A Grand Total N/A 

4893 Column-(h) 
1 N/A N/A N/A 
2 N/A N/A N/A 
3 N/A N/A N/A 
4 N/A N/A N/A 
5 N/A N/A N/A 

0 
6 N/A N/A N/A 
7 Unchanged N/A N/A 
8 N/A N/A N/A 
9 N/A N/A N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO orocess. 
11 Unchanged Grand Total N/A 

4893 Column -(1) 
1 Eliminated N/A Misc. Adjustment (10%) Eliminated 
2 Eliminated N/A Misc. Adjustment ( 1 0%) Eliminated 
3 Eliminated N/A Misc. Adjustment (10%\ Eliminated 
4 Eliminated N/A Misc. Adjustment (10%) Eliminated 
5 Eliminated N/A Misc. Adjustment (10%\ Eliminated 
6 Eliminated N/A Misc. Adjustment (10%) Eliminated 
7 Eliminated N/A Misc. Adjustment (10%\EIIminated 
8 N/A N/A N/A 
9 N/A N/A N/A 
10 Eliminated N/A Misc. Adjustment (10%) Eliminated 
11 Eliminated N/A Misc. Adjustment (10%) Eliminated 

4893 Column - (J) 
1 N/A N/A N/A 
2 N/A N/A N/A 
3 N/A N/A N/A 
4 N/A N/A N/A 
5 N/A N/A N/A 
6 N/A N/A N/A 
7 Eliminated N/A Space Adjustment Eliminated 0 
8 N/A N/A N/A 
9 N/A N/A N/A 
10 Eliminated N/A N/A 
11 Eliminated N/A N/A 

0 



Form Current Line Disposition I New BEM Reference I Revision Rationale Comments 

4893 Column -(k) 
1 N/A N/A N/A 
2 N/A N/A N/A 
3 N/A N/A N/A 
4 N/A N/A N/A 
5 N/A N/A N/A 
6 N/A N/A N/A 
7 N/A N/A N/A 
8 Eliminated N/A Non-Postal Workhours Eliminated 
9 N/A N/A N/A 
10 Eliminated N/A Non-Postal Workhours Eliminated 
11 Eliminated N/A Non-Postal Workhours Eliminated 

4893 Column -(1) 
1 Unchanged Unchanged N/A 
2 Unchanged Unchanged N/A 
3 Eliminated N/A L Guides removed from BEM criteria 
4 Unchanged Unchanged N/A 
5 Unchanged Unchanged N/A 
6 Unchanged Unchanged N/A 
7 Revised Corrective Nomenclature revision 
8 Eliminated N/A Non-Postal Workhours Eliminated 
9 N/A N/A N/A 

10 Eliminated N/A 
Stations & Branches will be identified under 

the FMO process. 
11 Unchanged Grand Total N/A 

0 

0 



00 
Form Current Column Disposition New BEM Reference Revision Rationale Comments 

4893A (b) Eliminated N/A 
(c) Eliminated N/A 
(d) Eliminated N/A 
(e) Eliminated N/A 
(f) Eliminated N/A 

Station and Branch BEM requirements will be 
(g) Eliminated N/A 
(h) Eliminated N/A identified under the FMO process. 

(i) Eliminated N/A 
U) Eliminated N/A 
(k) Eliminated N/A 
(I) Eliminated N/A 
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SECTION 1 
INTRODUCTION 

1.1 SCOPE OF THIS HANDBOOK 
This handbook applies to all United States Postal Service (USPS) maintenance capable 
offices and provides guidelines for the operation and maintenance of real property. This 
handbook prescribes policies and procedures applicable to USPS-owned and USPS-
leased buildings and space including, but not limited to: 

 Operation, maintenance, protection, repair, alteration, improvement, and 
management. 

 Official relations with other federal agencies, state and local agencies, private 
organizations and the general public. 

Definitions and methods for computing building areas are provided in APPENDIX A. 
1.2 SENIOR POSTAL OFFICIAL (SPO) RESPONSIBILITIES  
The term Senior Postal Official (SPO) is used throughout this document and will be 
inclusive of various EAS positions such as Installation Heads, Postmasters, Station & 
Branch Managers and/or Supervisors. 
The SPO at each location maintains and operates USPS real property at that location in 
accordance with this handbook. The SPO may act as Building Manager, or may 
designate another individual to perform these duties. The Manager, Maintenance (or 
equivalent title of the highest-ranking maintenance position) is normally the designee. In 
smaller offices, the SPO may not delegate this responsibility. 
1.3 SAFETY 
The USPS is subject to Public Law 91-596, the Occupational Safety and Health Act of 
1970, pursuant to the Postal Employees Safety Enhancement Act (PESEA) of 1998. As 
such, managers must commit to providing a safe and healthful environment in all USPS-
owned and USPS-leased installations for all employees, building occupants and 
customers. Managers must be involved in the day-to-day safety performance within 
their facility and ensure the staff is aware, knowledgeable, and adheres to all 
procedures and regulations contained in the following handbooks and management 
instructions: 

 ELM, Employee and Labor Relations Manual, Chapter 8 

 EL-800, Managing Contract Safety and Health Compliance 

 EL-801, Supervisor’s Safety Handbook 

 EL-803, Maintenance Employees Guide To Safety 

 EL-810-2006-3, Response to Hazardous Material Releases 

 EL-850-2001-2, Emergency Evacuation and Fire Protection 

https://www.osha.gov/pls/oshaweb/owasrch.search_form?p_doc_type=OSHACT&p_toc_level=0
https://www.osha.gov/pls/oshaweb/owasrch.search_form?p_doc_type=OSHACT&p_toc_level=0
http://about.usps.com/manuals/elm/elmc8.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://blue.usps.gov/cpim/ftp/hand/el803.pdf
http://blue.usps.gov/cpim/ftp/manage/e810063.pdf
http://blue.usps.gov/cpim/ftp/manage/e850012.pdf
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 EL-810-2001-1, Personal Protective Equipment and Respiratory Protection 
Programs  

 EL-810-2000-2, Bloodborne Disease Exposure Control Plans 

 EL-810-2000-1, Hearing Conservation Program 

 EL-812, Hazardous Materials and Spill Response 

 EL-890-2007-2, Asbestos Containing Building Materials Control Program 

 EL-810-2008-4, Hazard Communication (HazCom) Program 

 EL-810-2010-1, Confined Space Safety Program 

WARNING 

Procedures within this handbook may expose employees 
to hazardous voltages. Before performing these types of 
procedures employees must don Electrical Work Plan 
(EWP) Personal Protective Equipment (PPE) in 
accordance with the current EWP MMO. Failure to comply 
may cause injury or death. 

NOTE 
These Management Instructions are current at the time of this 
publication. 

1.4 ENVIRONMENTAL COMPLIANCE 
To ensure environmental regulations compliance, the SPO must comply with all 
Maintenance Management Orders (MMO) and Management Instructions (MI) issued by 
the USPS Environmental Management Programs (EMP) Group. The Administrative 
Support Manual, section 55, outlines the USPS commitment to Environmental 
Management. 
The following handbooks provide specific compliance information: 

 RE-6, Facilities Environmental Guide 

 AS-550-A, Paper and Paperboard Recycling Guide 

 AS-550-B, Paper and Paperboard Recycling Plan 

 AS-552, Pollution Prevention Guide 

 AS-558, Facility Energy Management Guide 

Environmental regulations vary from state to state. Contact the appropriate 
Environmental Compliance Specialist or Headquarters Environmental Compliance and 
Risk Management (ECRM) for specific area regulations. Refer to USPS Blue for current 
Environmental Compliance information.  

http://blue.usps.gov/cpim/ftp/manage/e810011.pdf
http://blue.usps.gov/cpim/ftp/manage/e810011.pdf
http://blue.usps.gov/cpim/ftp/manage/e810002.pdf
http://blue.usps.gov/cpim/ftp/manage/e810001.pdf
http://blue.usps.gov/cpim/ftp/hand/el812/
http://blue.usps.gov/cpim/ftp/manage/e890072.pdf
http://blue.usps.gov/cpim/ftp/manage/e810084.pdf
http://blue.usps.gov/cpim/ftp/manage/el81020101.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/asmtc.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/asmtc.pdf
http://blue.usps.gov/cpim/ftp/hand/re6.pdf
http://blue.usps.gov/cpim/ftp/hand/as550/as550a.pdf
http://blue.usps.gov/cpim/ftp/hand/as550/as550b.pdf
http://blue.usps.gov/cpim/ftp/hand/as552.pdf
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://blue.usps.gov/wps/portal
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1.5 SUPPLEMENTAL INSTRUCTIONS 
The Area Vice President (AVP) may issue supplemental instructions to meet local 
conditions on policies and procedures prescribed in this handbook. 
Supplemental instructions conflicting with this handbook must be authorized by the 
AVP. 
Two copies of area supplements to this handbook shall be forwarded to the Manager, 
Maintenance Technical Support Center, PO BOX 1600, Norman, OK 73070-6704. 
These supplements will be reviewed for possible national implementation. 
1.6 HANDBOOKS AND PUBLICATIONS RELATED TO BUILDING 
OPERATIONS 
Hyperlinks and titles of many USPS handbooks and publications containing detailed, 
specialized information about building operations are provided in APPENDIX B. 
1.6.1 USPS Management Instructions (MI) and 
Maintenance Management Orders (MMO) 
A current listing of many MIs and MMOs pertaining to current national maintenance 
policies are provided in APPENDIX C.  
1.7 USPS TRAINING CATALOGS 
Contact NCED in Norman, Oklahoma for a current list of Building Maintenance-related 
training classes http://nced.usps.gov/leadership.php.  
  

http://nced.usps.gov/leadership.php
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SECTION 2 
FACILITY MANAGEMENT 

2.1 GENERAL  
2.1.1 Scope  
This section relates to USPS-owned and USPS-occupied leased building management. 
Reference SECTION 3 for specific lease agreement and responsibility information. 
2.1.2 Other Support Manuals  
The Administrative Support Manual (ASM) and the Employee and Labor Relations 
Manual (ELM) provide greater detail for many policies and requirements outlined in this 
handbook. 
2.1.3 SPO Responsibility  
The SPO provides cost-effective management of USPS-owned and leased facilities. 
The SPO ensures the safety of the occupants, protects all equipment, and preserves 
the building’s assets. The SPO also conducts an annual facility assessment using 
Headquarters Facilities’ online assessment application and guides. The annual 
assessment identifies deficiencies associated with buildings, building equipment, 
grounds, and approaches. The Facilities Services Offices (FSOs) uses these identified 
deficiencies to develop the annual Repair and Alteration (R&A) project list. 
In USPS-Owned Buildings, the SPO:  

 Provides space and related services necessary to meet the needs of the 
occupying activity.  

 Makes repairs, improvements, and alterations necessary to preserve the building 
and equipment.  

 Maintains a safe, comfortable, and healthful environment. 
2.2 LOCAL CODES AND ORDINANCES  
The USPS complies with local, state, and national codes. In case of code conflict, the 
more stringent code shall apply. Before sovereign immunity is imposed for USPS-
owned buildings, where there is a jurisdictional compliance conflict, the SPO should 
consult a USPS Law Department and/or Facility Service Office representative. 

NOTE 
The above does not apply to licensing requirements imposed 
by states and municipalities with regard to building systems 
work performed by qualified USPS employees. 

2.3 MANAGEMENT DATA  
2.3.1 General  
The data files described in this section shall be maintained at the location designated by 
the SPO responsible for the building.  

http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://about.usps.com/manuals/elm/elm.htm
http://about.usps.com/manuals/elm/elm.htm
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2.3.2 Regulations  
The SPO maintains a file of all regulations, including codes and ordinances from USPS, 
local, state, or national sources affecting operation and maintenance of the facility. 
Maintain a file of regulations and standard operating procedures affecting day-to-day 
operations (e.g., storage, use, and disposal of flammable liquids and solvents, confined 
space, wastewater management).  
2.3.3 Reports  
The SPO maintains a list of the required reports, showing where and when they must be 
submitted, and a brief description (title) of the report. The SPO must also maintain a 
chronological list showing the actual submission date for each report and document any 
granted report exemption(s) in writing.  
2.3.4 Deviations  
Deviations from this handbook must be authorized in writing from the Area Manager, 
Maintenance Operations. The SPO must maintain a chronological listing of signed and 
dated deviations. 
2.3.5 Organization Charts  
The SPO maintains a set of current organization charts showing detailed staff 
information including the local and area relationships to the SPO. Review these charts 
annually and update them when changes occur.  
2.3.6 Emergency Data  

 The SPO maintains emergency information concerning, but not limited to 
biohazards, fire, power interruptions, water shortages, natural and man-made 
disasters, and/or other emergency plans and procedures in the facility’s 
Integrated Emergency Management Plan (IEMP). Reference the National 
Preparedness sections on the USPS intranet (http://blue.usps.gov/wps/portal) for 
instruction on development of this plan. An IEMP is required for each Area, 
District, Mail Processing, and Customer Service facility.  

Follow Environmental Protection Agency (EPA) requirements for controlling 
emergencies involving hazardous spills, asbestos, and PCBs in the emergency action 
plans. See Section 7.5, ASBESTOS for detailed asbestos procedures and information.  
The SPO must ensure emergency evacuation procedures are established and followed 
as specified in EL-850 Emergency Evacuation and Fire Prevention and EL-801 
Supervisors Safety Handbook.  
2.3.7 Library  
Maintain a library of all current and pertinent documentation and post the name and 
telephone number of the person responsible for these duties. The person responsible 
for maintaining the library will receive, file, and distribute copies of all bulletins and 
change orders to the maintenance section. Many formerly printed documents, such as 
Maintenance Management Orders (MMO) or Maintenance Service Bulletins (MSB), are 
now distributed electronically. The person responsible for maintaining the library must 
ensure all personnel requiring a copy of the document receive either the document or 

http://blue.usps.gov/wps/portal
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the document internet address.  
2.3.8 Labor Agreements  
Maintain copies of the current national and local labor agreements.  
2.3.9 Inspection Log  
The SPO maintains a chronological inspection log, showing all inspections impacting 
maintenance or operation of the facility. Examples of these inspections are:  

 Fire inspections 

 Safety inspections 

 Housekeeping inspections 

 Stockroom inspections 

 Building equipment or structural inspections 
NOTE 

In many instances, structure or façade inspections are based 
on local laws and not USPS guidelines; it is imperative the 
SPO be aware of and complies with these requirements. 

2.3.10 Budget Files  
Track budgets using Financial Performance Report (FPR) for financial data and 
National Work Hour Reporting System (NWRS) for work hours. NWRS is documented 
in the Functional Management Handbook F-2  under TACs Report Descriptions. Include 
capital equipment, building repair, and alteration projections and document all changes 
to the budget. Maintain three fiscal year files, including the previous year, current year, 
and projected next year.  
2.3.11 Plans File  
Maintain a plans file with energy conservation plans and special projects plans.  
The energy conservation plans include targets for reducing energy consumption, current 
energy consumption, and all energy-related issues.  
The plans for special projects can include moving, repair and alteration, equipment 
overhaul or relocation, and building modification.  
2.3.12 Environmental and Risk Management 
The SPO manages safety and environmental programs. For more detailed information 
about environmental policy, programs, and roles/responsibilities, refer to Administrative 
Support Manual, Chapter 69, Environmental Compliance.  
Reference the following links for information on these programs 

 Safety (http://blue.usps.gov/hr/safety/safety.htm)  

http://blue.usps.gov/cpim/ftp/hand/f2/welcome.htm
http://qblue.usps.gov/cpim/ftp/manuals/asm/html/asmc6_toc.htm#asmc6
http://qblue.usps.gov/cpim/ftp/manuals/asm/html/asmc6_toc.htm#asmc6
http://blue.usps.gov/hr/safety/safety.htm
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 Environmental Compliance 
(http://blue.usps.gov/sustainability/environmental.htm) 

Examples of the programs are: 

 Hazardous Communications (HAZCOM) 

 Asbestos Containing Building Material (ACBM) 

 Underground and Above Ground Storage Tanks (USTs/ASTs) 

 Lead (Drinking Water and Paint) 

 Air Emissions (Clean Air Act, CFCs) 

 Hazardous Waste Program 

 Hazardous Energy Control Program 

 Mold Management 

 Confined Space Program 
The Headquarters ECRM and the appropriate Environmental Compliance Specialist are 
recommended resources for safety and environmental programs information. 
2.3.13 Mold Management/Remediation 
The SPO must control mold intrusion. In facilities that have on-site maintenance support 
maintenance manager organizes, equips, and ensures training is given to appropriate 
maintenance employees and others to identify, prevent, and report moisture intrusion or 
breaches to the building envelope and interior, and/or equipment, as well as mold odor 
or infestation. In offices that do not have on-site maintenance support (usually a site that 
utilizes contractors to perform custodial duties), the SPO shall obtain training to 
understand and implement appropriate mold control procedures. This training may be 
obtained from the USPS Environmental or Safety Departments, NCED, or outside 
contractors. 
USPS personnel will not remediate mold. Remediation of mold will be contracted to 
firms qualified to perform such work. Reference AS-516-2008-1, Mold Prevention, 
Assessment, and Remediation. 
2.4 DISPLAYING THE COLORS  
The United States flag must be displayed on a stationary flagstaff at all USPS facilities. 
Reference ASM 472 U. S. Flag Display procedures for displaying the flag. 
Direct questions on the display or use of the flag to the Area Office. Questions by the 
Area officials will be directed to the Vice President for Communications.  
2.5 ESTABLISHING WORK SCHEDULES  
Give first consideration to the operation of the facility to meet the needs of USPS 
operations and other tenants when establishing maintenance work schedules. Keep 
operational interruptions to a minimum; interruptions should only occur to meet 
emergency conditions. Coordinate painting, construction, repair, and space adjustments 

http://blue.usps.gov/sustainability/welcome.htm
http://blue.usps.gov/sustainability/environmental.htm
http://blue.usps.gov/cpim/ftp/manage/a516081/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/a516081/welcome.htm
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
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with occupants, unless the work is performed in an area where the work of occupants is 
not interrupted.  
2.6 EMPLOYEES' ROLE IN THE MAINTENANCE PROGRAM  
Instruct all employees to report any building or equipment condition requiring 
maintenance or repair to their supervisor. The supervisor reviews the condition 
reported, and if necessary, initiates a maintenance work order request (Form 4805). 
The 4805 will then be forwarded to the senior maintenance official for action. 
Employees must report unusual or recurring maintenance problems to their supervisor. 
The SPO reports these problems to the Area Maintenance Office for assistance with 
mitigation. If necessary, the Area Office escalates the problem to HQ for an order of 
magnitude assessment and resolution.  
  

http://blue.usps.gov/formmgmt/forms/ps4805.pdf
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SECTION 3 
RELATIONS WITH LESSORS AND TENANTS 

3.1 GENERAL 
3.1.1 Scope 
This section provides general information on the responsibilities and relationships 
between the USPS and its lessors and tenants. In all cases, where there is a difference, 
the specific requirements stated in the lease or GSA/USPS Agreement prevail over the 
information provided here. 
3.1.2 SPO's Responsibilities 
3.1.2.1 Existing Leases 
The SPO maintains effective, harmonious relations with lessors and any tenants of 
USPS-controlled properties. The SPO maintains current copies of all leases in the 
SPO’s area of responsibility. The SPO must be conversant with the major provisions of 
all leases and maintain a current listing of the names and telephone numbers of the 
USPS contracting officers, lessors, or tenants.  
3.1.2.2 Lease Negotiations 
When existing leases are re-negotiated or when new leases are being prepared, the 
SPO provides input to the contracting officer. This input assures the terms of the lease 
are in the best interest of the USPS and budget and staffing will be available to meet the 
terms of the lease. 
3.2 COMMON LEASE ARRANGEMENTS 
The USPS frequently: 

 Leases from private owners (lessors). 
 Assigns space to General Services Administration (GSA) to house federal 

tenants. 
 Out leases space to private tenants (lessees or subtenants). 

3.2.1 Information Sources 
Copies of leases and the USPS/GSA Agreement can be obtained from the Facilities 
Service Office (FSO). Leases are also available for viewing online. Agreements to 
provide space to blind vendors (Randolph-Sheppard Act) are frequently maintained by 
the appropriate Category Management Center (CMC). 
3.3 THE USPS AS A TENANT 
3.3.1 Owner-Maintained Leased Buildings 
3.3.1.1 General 
Some lease agreements require the owner to maintain the building. Customarily these 
require owners to maintain the premises and all building equipment furnished in good 
tenantable condition.  
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3.3.1.2 Notification 
Notify the lessor promptly of any equipment malfunction or needed repairs to avoid 
further damage. Contact the FSO if necessary repairs are not made in a timely manner. 
3.3.1.3 Emergency Repairs 
Emergency repairs are defined in the Administrative Support Manual (ASM), Chapter 5, 
as meeting one or more of the following conditions: 

 Repairs are essential for continued operation of the building. 

 Repairs are essential for the safety and health of USPS employees or customers. 

 Repairs are essential for the continued security of the mail. 
The SPO must maintain a current copy of Form 7426, Designation of Emergency Repair 
Personnel, (MS-110, Associate Office Postmasters Facilities Maintenance Guidelines 
Section 4, or available from the FSO) which allows the lessor to pre-select persons to 
do emergency repair work in the event the lessor cannot be contacted.  
3.3.1.4 Preventive Maintenance 
The USPS does not normally undertake preventive maintenance on owner-maintained 
leased facilities.  
3.3.1.5 Alterations 
The USPS does not normally undertake alterations to the building without notifying the 
owner. The SPO should work through the FSO to make alterations to the building.  
3.3.1.6 New Facilities 
When negotiated for new facilities, leases may include cleaning and grounds keeping 
services. Follow local and national agreements when contracting these services. 
3.3.2 USPS-Maintained Leased Buildings 
3.3.2.1 General 
Frequently, leases require building maintenance to be provided by the USPS. 
Maintenance usually includes major building systems such as heating and cooling, 
plumbing, and electrical. USPS responsibilities normally do not include structural 
components or roofs.  
3.3.2.2 Alterations 
See Paragraph 3.3.1.5.  
3.3.2.3 New Facilities 
See Paragraph 3.3.1.6.  

http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://hbk.mtsc.usps.gov/msbooks/content/pdf/MS-110.pdf
http://hbk.mtsc.usps.gov/msbooks/content/pdf/MS-110.pdf
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3.4 SPACE INTERCHANGE BETWEEN USPS AND GSA 
3.4.1 General 
If operational changes result in excess vacant space, the SPO should identify leasable 
space and contact FSO Realty Asset Management. Suitable space may be assigned to 
GSA, which, in turn acts as a tenant agency by leasing the space to other federal 
tenants, collecting rent from the federal tenants, and paying rent to the USPS for space 
leased to other agencies. FSO Realty Asset Management is responsible for assigning 
space to GSA. As an owner, the USPS normally provides building maintenance as 
described in Paragraph 3.4.3.  
3.4.2 USPS/GSA Agreement 
Occupancy of space by the USPS in GSA-controlled buildings, and by GSA and other 
federal agencies in USPS-controlled buildings, is governed by the Agreement Between 
General Services Administration and the United States Postal Service Covering Real 
and Personal Property Relationships and Associated Services (USPS/GSA Agreement). 
3.4.3 Standard Services 
Standard services are those included in the rent and listed in the USPS/GSA 
Agreement for federal tenants. All requests for normal building services are made to the 
SPO when the building is owned by the USPS. Standard services are usually provided 
to the tenant on a scale sufficient to support a 9-hour workday, plus a half hour each for 
opening and closing, five days per week. The standard services normally are: 

 Cleaning includes window washing, floor maintenance, trash removal, and 
restroom supplies. When possible, cleaning will be accomplished during normal 
business hours. 

 Utilities include electricity, hot and cold water, and heat. 

 Security includes protection or security consistent with USPS activities such as 
door keys and lock changing, except for special security locks. 

 Operation, maintenance, and repair of building equipment include elevators, 
heating, ventilating, and air conditioning (HVAC), electrical, plumbing, and 
sewerage systems. 

 Grounds maintenance includes approaches, sidewalks, parking areas, and roads 
(including snow removal). 

 Other building equipment includes the furnishing and maintenance of building 
equipment such as public directories and bulletin boards at the main entrance 
and other appropriate locations, door closers, room and occupant identification, 
water coolers, and window shades or Venetian blinds. 

Certain additional items may be specified in the lease to be furnished by the USPS, 
such as extended hours or specialized air-conditioning requirements, and are 
considered a standard service for the purpose of this section. Recovery costs for these 
specific items should be included in the rental rate. 
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3.4.4 Requests for Reimbursable Services  
Request reimbursement from GSA for requests for work that is not included in the 
standard building services agreement, or is not USPS responsibility. In locations where 
the USPS provides building maintenance, or it is in the best interest of the USPS to 
provide the service, the USPS can recover costs for non-standard services through 
GSA Form 2957, Reimbursable Work Authorization. Arrangements for reimbursable 
work should be made through the FSO. 
3.4.5 Services Not Available from USPS 
The following services are strictly the responsibility of the tenant and are not available 
from the USPS: 

 Furniture and furnishings - tenants are responsible for providing their own 
furniture and furnishings. GSA is responsible for furniture and furnishings for the 
U.S. Courts and offices of the Members of Congress. Drapes are considered 
furnishings even when installed in lieu of blinds and shades. Carpeting is 
normally considered a furnishing. An exception to this may be made if nominally 
priced carpet is installed in lieu of replacing other types of floor coverings. 

 Flags - Federal agencies requiring flags for their offices may purchase them from 
the Federal Supply Service.  

3.5 THE USPS AS LANDLORD TO NON-FEDERAL TENANTS 
3.5.1 General 
If the GSA has no need of the excess space identified by the SPO, FSO Realty Asset 
Management may lease the space to local government or private tenants. The FSO is 
responsible for any lease negotiations with local governments or private tenants. 
3.5.2 Building Maintenance 
The USPS normally retains responsibility for maintenance and operation of the building 
and custodial services.  
3.5.3 Standard Services 
Standard services are described in the lease. 
3.5.4 Non-Standard Services 
Non-federal tenants are responsible for their own non-standard services. Non-federal 
tenants leasing under an out-lease or sublease agreement are not permitted to make 
improvements, alterations, or repairs to occupied space unless approved by the 
contracting officer. All requests of this nature must be referred to the appropriate FSO. 
The SPO and FSO determine if the work is completed by the tenant, a contract issued 
by the USPS, or USPS personnel. The SPO can authorize USPS personnel to perform 
minor work such as providing technical advice, relocating a telephone line, or relocating 
an electrical outlet at no charge when in the best interest of the USPS. 
3.6 CONDUCT IN USPS-OWNED BUILDINGS 
The Postal Operations Manual (POM) on the USPS Blue PolicyNet 

http://www.gsa.gov/graphics/pbs/Form_2957_02_2011.pdf
http://blue.usps.gov/cpim/manuals.htm
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(http://blue.usps.gov/cpim/manuals.htm) website provides rules of conduct applicable to 
property under the charge and control of the USPS, to all tenant agencies, and to all 
persons in or on the property. The SPO must ensure that Poster 7, Rules and 
Regulations Governing Conduct on Postal Property, is posted in centralized locations 
within the building for tenant and customer information. 
Tenants must adhere to the requirements of the lease and federal, state, and local laws.  
3.7 PARKING 
In USPS-owned buildings, the SPO determines parking arrangements and 
assignments, unless specified in the lease or GSA/USPS Agreement. Consider safety, 
security, and operational requirements of the USPS, requirements of the tenants, and 
local agreements with USPS unions when allocating parking.  
3.8 SPO INSPECTIONS 
Where the USPS is the building owner, the SPO, or designee provides periodic 
inspection of all electrical appliances installations to guard against a possible fire 
hazard, and ensure good housekeeping and energy-conservation practices (Reference 
EL-801 Supervisors Safety Guidebook, Electrical Appliances). When the use or 
installation does not conform to safety, sanitary, or energy-conservation requirements, 
the tenant must either correct the deficiencies or remove the appliance. 
  

http://blue.usps.gov/cpim/manuals.htm
http://about.usps.com/posters/pos7.pdf
http://about.usps.com/posters/pos7.pdf
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SECTION 4 
BUDGETARY COMPLIANCE 

4.1 GENERAL 
The SPO maintains the building and operations within the approved budget for the 
facility each fiscal year. This budgetary responsibility extends to all budget lines 
including but not limited to: 

 Work hours 

 Supplies 

 Services 
4.1.1 Scope 
The SPO tracks work hours and expense items to ensure financial goals are met. The 
SPO should maintain a spreadsheet or other document showing a facility's current 
status compared to goals. This document should be updated when new financial data is 
available, but not less than monthly. 
4.1.2 SPO Responsibility 
The SPO is responsible for meeting financial goals set for the facility. 
4.1.3 Sources of Financial Data 
There are several sources of financial data the SPO uses to track financial 
performance. A partial list of useful financial tracking tools available on the USPS 
Intranet is provided below: 

 Weekly Flash report 

 Various eMARS reports 

 Financial Performance Report (FPR)  

 Enterprise Information System (WebEIS) 

 Enterprise Data Warehouse (EDW) 

 PUB 24 Supply Catalog 

 PUB 41 Purchasing Manual 
  

http://blue.usps.gov/wps/portal
http://blue.usps.gov/wps/portal
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4.1.4 Labor Distribution Codes (LDC) 
Each USPS employee category is assigned a Labor Distribution Code (Table 4-1). Work 
hour reports are available for all LDCs within a facility finance number. A complete 
listing of LDCs is available from local budget departments. 

Table 4-1.  Maintenance (Function 3B) LDCs 
LDC Employee Category 
35 Maintenance Supervision 
36 Mail Processing Equipment Maintenance 
37 Building Equipment Maintenance 
38 Custodial Services 
39 Maintenance Operations Support 
93 Maintenance Training, including Vehicle 

Services, Function 3-A 

4.1.5 Budget Line Item Numbers 
Table 4-2 lists current budget line items as contained in the FPR. 

Table 4-2.  Budget Line Item Numbers 
Code Budget Line Item Code Budget Line Item 

09 Investment/Interest Income 6C D R Building Expense 
2B Severance Pay/Survivor Benefits 6D MP Building Construction 
2E Unemployment Compensation 6E MP Building Purchase 
2F Accrued Retirement Principal 6F MP Building Expense 
2H Annual Leave Repricing 6H Fixed Mechanization 
2I Workers Compensation Expense 6L Automation Equipment 

2J Workers Compensation 
Chargeback 6N Vehicle Purchases 

2K Retiree Health Benefits 6O Vehicle Auxiliary Equipment 
3F Contract Job Cleaner 6P Vehicle Freight 
3G Contract Stations 6Q Lobby Equipment 
3L Rural Carrier Equipment Maint. 6R Window Service Equipment 

3V Information Resource 
Management (IRM) Chargeback 6S Self Service Equipment 

3R Air Transportation 14 Operations Customer Svc 

3S Other Transportation (boat, pack 
mule, etc.) 22 Operations - Other Del (City) 

3T Transportation Expense 
Reductions 24 General Management 

5B Note Interest Expense 29 Flex Plan Adj - Salaries 

5D Interest Expense to Capital 
Projects 38 Cost of Sales Items 

5E Accrued Interest Retirement 39 Advertising 
5G Indemnities 71 Postal Supply 
5H Miscellaneous Judgments 72 Motor Vehicle Supply 
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Code Budget Line Item Code Budget Line Item 
6A D R Building Construction 73 Postal Equipment Repair Parts 
6B D R Building Purchase   

4.1.6 Material Accountability and Management 
The SPO manages USPS fiscal property in a responsible manner. All properties are 
assets of the USPS and must be managed according to established USPS Policies and 
Procedures. Fiscal property includes but is not limited to:  

 Office supplies 

 Mail processing supplies 

 Equipment spare parts 

 Building system spare parts 

 Mail Processing Equipment (MPE) 

 Mail Transport Equipment (MTE) 

 Building equipment 

 Buildings and grounds 
The SPO establishes and enforces sound fiscal policies for their facility and ensures 
they are in keeping with the policies and procedures put forth in: 

 AS-701, Material Management  
 MS-63, Maintenance Operations 
 Supply Management Principles and Practices  

Whenever possible, and when economically feasible, purchase recycled products and 
products containing recycled components as part of a proactive purchasing program. 
Paper towels and toilet tissue are two examples of recycled products commonly used in 
the USPS. Lastly, every effort should be made to ensure products are environmentally 
friendly, non-hazardous in nature, and do not generate hazardous waste.  
  

http://blue.usps.gov/cpim/ftp/hand/as701.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=63
http://blue.usps.gov/policy/
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SECTION 5 
GROUNDS AND APPROACHES 

5.1 GENERAL  
5.1.1 Scope  
This section relates to maintaining USPS-owned or USPS-leased grounds, approaches, 
driveways, and parking areas attractive and in an acceptable state of maintenance and 
repair.  
5.1.2 SPO Responsibility  
5.1.2.1 Regular Inspection  
The SPO regularly evaluates grounds and approaches to identify needed repairs and 
ensure the required level of maintenance. The frequency of inspection shall be 
determined by qualified personnel and varies with climatic, soil, and other local 
conditions. 
5.1.2.2 Repair and Improvement Program  
Include needed repairs or improvements beyond the funding capability of the local office 
in the annual facility assessment using Headquarters Facilities’ online assessment 
application and guides. Note the degree of urgency to ensure proper priority in the 
program.  
5.1.3 Local Ordinances  
The SPO must be thoroughly familiar with all local ordinances pertaining to approaches, 
roads, driveways, sidewalks, and parking areas. Resolve and document maintenance 
responsibility and repairs with local road and highway officials to preclude future 
conflicts concerning the scope of responsibility.  
5.1.4 Repair Responsibility  
5.1.4.1 Locations Where USPS Is Not Responsible  
In most locations, the USPS is not responsible for the repair or replacement of public 
improvements such as curbing, gutters, and streets adjacent to USPS-owned property. 
In these locations, the expenditure of funds for this purpose is not authorized. When 
repair or replacement is required, notify the appropriate local government officials.  
5.1.4.2 Locations Where USPS Is Responsible 
In locations where the USPS has these responsibilities, the SPO or designee inspects 
these areas and reports deficiencies in the annual facility assessment, Facility 
Inspection Tool. If the cost is beyond the SPO's spending authority, request assistance 
through the normal chain of authority. 
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5.2 GROUNDS  
5.2.1 General  
5.2.1.1 Responsibilities  
Maintain, preserve, and upgrade grounds as necessary. Work includes, but is not 
limited to: 

 Lawns, shrubs, and tree planting. 
 Routine watering, fertilizing, mowing, and pruning. 
 Screening unsightly equipment and parking areas with trees, shrubs, hedges, or 

walls.  
Coordinate grounds upgrading plans with other agencies, local governments, civic 
clubs, garden clubs, or agricultural extension agents. The SPO ensures any chemicals 
(pesticides, herbicides, fungicides, etc.) used are in compliance with the current pest 
management regulations, MI AS-550-95-10, Integrated Pest Management. 
5.2.1.2 Landscaping Review  
The SPO reviews and determines whether or not to approve any proposed landscaping 
that may aesthetically affect the architectural appearance of large or monumental type 
buildings.  
5.2.2 Lawn Sprinklers 
Use in-ground lawn sprinklers where the area of the lawn is 12,000 square feet or more 
and watering is needed to maintain a well-kept appearance for customers or 
employees. Select landscaping and plants to reduce water consumption, using as little 
water as possible. All sprinkler systems should use timers and moisture sensors to 
improve water conservation. 
5.2.3 Isolated Locations  
In locations where there are wide expanses of USPS-owned or leased isolated grounds 
not in the immediate public view, leave these areas in their natural state. Limit 
maintenance only to eliminating fire hazards, safety hazards, health hazards (as 
required by local ordinances), soil erosion, and depreciation of land values.  
5.2.4 Technical Assistance 
Resource conservation must be taken into account. Consider the use of low 
maintenance methods of landscaping and water-efficient landscaping (Xeriscaping). 
Due to the varying climatic and soil conditions throughout the country, solicit advice 
from the local agricultural agent or state university. This service should be free. They 
may provide recommendations and services regarding the following:  

 Grass seed mixtures 
 Fertilizing 
 Liming needs 
 Filling 
 Sodding 
 Care of trees and shrubs 
 Grass mowing and watering frequency 

http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
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 Other grounds maintenance problems 
 Use of low maintenance ground covers and ornamental landscaping stone 

5.2.5 Equipment  
Where USPS Maintenance is provided, USPS-purchased grounds maintenance 
equipment should be of a make and size most effective for the work to be accomplished 
after considering the cost of equipment versus work hour savings. Operate, maintain, 
protect, and store all mowers, cutting tools, and related equipment in safe, efficient 
working order. Provide appropriate personal protective equipment for use when 
operating this equipment. Store flammable and combustible materials in approved 
tanks, safety cans, or other containers as per MS-56, Fire Prevention and Control 
Section 3, adhering to the OSHA 29 CFR 1910.106 requirements.  
Where a maintenance contract is utilized, the contractor provides properly maintained 
equipment, and uses equipment in a safe manner. 
5.3 APPROACHES  
5.3.1 General  
Repair and maintain driveways, maneuvering areas, sidewalks, and curbs on USPS-
owned or leased property to ensure longevity. Ensure the quality and composition of 
repair and replacement materials, as well as application methods, conform closely to 
those found most effective in the local area by the highway or street department. Timely 
preventive maintenance such as application of a seal coat to asphalt paving prevents 
deterioration and eventual major repairs. Where cracks, spalling, potholes, and ruts 
have already occurred, repair immediately to prevent further pavement damage and 
eliminate a personnel safety hazard and a potential source of vehicle damage.  
5.3.2 Sidewalk Issues  
Give particular attention to sidewalk areas adjacent to USPS property or buildings. 
Repair or replace cracked, raised, or sunken sidewalks promptly. If the sidewalks 
adjacent to USPS property or buildings need repair or replacement and are the 
responsibility of the State or local government, every effort shall be made to obtain 
repair or replacement at the expense of the State or local government. If the State or 
local government is unable to fund the repairs or replacement, the USPS may make the 
repairs or reimburse the local government for repairs. The SPO must consult with the 
FSO for repair work on sidewalks that are not USPS responsibility.  
5.4 SNOW REMOVAL  
5.4.1 Snow Removal Plan  
Establish a snow removal plan in areas where snow removal is necessary. It is usually 
advantageous to have a working agreement with local road and highway officials. In 
addition to practical advice, local highway officials may authorize the use of highway 
equipment to assist in snow removal under some conditions. The snow-removal plan 
shall specify priority treatment areas, such as pedestrian loading zones, walks, main 
entrances, approaches, maneuvering areas, and parking lots. Where economically 
advantageous and/or for safety considerations, utilize contract services in compliance 
with the EL-912, Agreement between the United States Postal Service and the 
American Postal Workers Union AFL-CIO (Article 32 of the National Agreement). 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
https://www.osha.gov/dte/library/flammable_liquids/flammable_liquids.pdf
http://blue.usps.gov/cpim/ftp/hand/el912.pdf
http://blue.usps.gov/cpim/ftp/hand/el912.pdf
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5.4.2 Preparedness  
Where snow removal has been assigned to USPS employees, establish an operating 
plan by designating and organizing the work force, documenting required instructions, 
and performing employee training well in advance of the winter season. Create a Job 
Safety Analysis (JSA) and train employees on all procedures necessary to complete the 
activities. Training must cover appropriate safety personal protective equipment (PPE) 
requirements and safe operation of snow removal equipment, etc. Training and JSAs 
must be documented and retained on file. 
5.4.3  Equipment  
Repair all equipment and prepare for operation in advance of the winter season. Order 
environmentally compliant de-icing materials, tools, etc., in large enough quantities to 
last the full season, unless “just in time” ordering is available from a local vendor and is 
more cost effective than using the national purchasing contract for de-icing materials 
(Material Logistics Bulletin (MLB)-CO-02-001) or current MLB.  

NOTE 
All de-icing chemicals provided in the MLB must meet 
environmental compliance requirements. 

Consult local laws, the appropriate Environmental Compliance Specialist or 
Headquarters ECRM for guidance on environmentally compliant de-icing materials. De-
icing chemicals Safety Data Sheets (SDS) must be available. 
5.5 SIGNS ON USPS PROPERTY 
5.5.1 SPO Responsibility 
The SPO establishes and maintains the necessary signs within their areas.  
5.5.2 Configuration 
All signs serving the same purpose must be of the same design, color, and construction. 
Traffic signs, such as STOP, CAUTION, or DO NOT ENTER must conform to standards 
set by the Manual on Uniform Traffic Control Devices as published by the Federal 
Highway Administration (http://mutcd.fhwa.dot.gov/). All signs must be properly 
positioned to most effectively serve the purpose for which they are intended. Signs must 
be inspected for required maintenance during the regularly scheduled inspections of 
grounds. 
5.6 STRIPING OF PARKING AREAS  
Paint stripe parking areas to facilitate orderly vehicle parking and to accommodate the 
maximum number of vehicles. Each parking space, except for handicapped parking, 
should be 9' by 18'. Handicapped parking should conform to standards in RE-4, 
Standards for Facility Accessibility. Locate handicapped spaces as close as possible to 
customer and employee entrances, and identify spaces for handicapped only use. 
Reduced size spaces 8' by 16' should be used for compact cars to improve parking area 
utilization. Use white or yellow traffic grade paint.  

http://blue.usps.gov/purchase/_pdf/ops_mlb02-001.pdf
http://mutcd.fhwa.dot.gov/
http://blue.usps.gov/cpim/ftp/hand/re4.pdf
http://blue.usps.gov/cpim/ftp/hand/re4.pdf
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NOTE 
Most traffic paints still contain high levels of lead. However, 
water-based lead-free traffic paints are now available and 
shall be used in place of lead-based paints. A web search of 
“lead-free traffic paint” will give several source results. 

5.7 FENCES  
The Postal Inspection Service ASM 273 does not permit the indiscriminate use of 
fences. Keep fencing properly maintained and to the minimum amount necessary to 
provide adequate safety hazard protection of USPS property, employees, and the 
public.  
Reference RE-5, Building and Site Security Requirements, Section 2.2 for specific fence 
requirements (including but not limited to construction, location, clear zone, gates, 
secondary fencing). 
5.8 PARKING AREA LIGHTING  
Light all parking areas in accordance with lighting guidelines established by AS-503, 
Standard Design Criteria and RE-5, Building and Site Security Requirements, Section 
2.3. Specifically, for both employee and truck parking and maneuvering areas, the 
minimum light requirement is 1.0 foot-candles (fc) measured at the horizontal plane at 
ground level. Customer parking area lighting is 1.5 fc. In both cases, increase the 
lighting level to 2.0 fc if utilizing an exterior security CCTV system. Refer to RE-5, 
Section 2.3 for all other lighting requirements. 
  

http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/as503/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/as503/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
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SECTION 6 
STRUCTURES 

6.1 GENERAL  
6.1.1 Scope  
This section relates to structural features of USPS buildings.  
6.1.2 SPO Responsibility  
The SPO must be aware of the building’s structural elements’ condition for all buildings 
for which they are responsible. This is accomplished by either the SPO’s or the 
designee’s inspection. 
6.1.2.1 Adherence to Codes  
Comply with local codes and ordinances or the national model building codes (Uniform 
Building Code, Standard Building Code, or the Building Officials and Code 
Administrators’ National Building Code) as a minimum standard.  
6.1.2.2 Adherence to USPS Standards  
Where USPS handbooks, guidelines, or other structural requirement directives differ 
from local or national codes, follow the more stringent standard. 
6.2 STRUCTURAL MAINTENANCE AND REPAIR  
6.2.1 Routine Maintenance  
The building structure requires routine maintenance, such as painting, pointing, roofing, 
and weatherproofing to maintain and preserve its integrity. Determine the need for this 
work by inspections from local personnel or by Facilities as defined in RE-12, Repair, 
and Alteration Surveys (7610-03-000-9290). Accomplish repairs as appropriate by local 
maintenance personnel, or by contract using specifications in RE-13, Repair and 
Alteration of Real Property and Facilities (7610-03-000-9297). When contracting these 
services, ensure compliance with the EL-912, Agreement between the United States 
Postal Service and American Postal Workers Union AFL-CIO (Article 32 of the National 
Agreement). 
6.2.2 Building Inspection  
Each SPO must have a building inspection conducted at least once a year in all 
buildings for which they are responsible. The inspection should include a roof 
inspection, ideally in either the spring or the fall of the year. Use Headquarters Facilities' 
online assessment application and guides. The purpose of this local inspection is to 
identify developing problems in their earliest stages so they can be corrected at a 
minimal cost to the USPS. 

http://blue.usps.gov/cpim/ftp/hand/el912.pdf
http://blue.usps.gov/cpim/ftp/hand/el912.pdf
http://blue.usps.gov/cpim/ftp/hand/el912.pdf


Operation and Maintenance of Real Property  

6-2 MS-1, TL-6 

6.2.3 Interior Features  
Include interior features such as floors, blinds, door locks, and partitions in the building 
inspection. Encourage all site personnel to report defective items discovered during 
their normal duty performance.  
Preventive maintenance guides for entrance doors, power-operated doors, and other 
structural items requiring preventive maintenance are in the PM Guidelines. The PM 
Guidelines, as well as, work hour requirement guidelines for these items are in the 
current MMOs titled:  

 Creating Detailed Local Building and Building Equipment Maintenance PM 
Checklists 

 Creating Detailed Local Building Equipment Emergency System (EMSYS) 
Checklists 

6.3 FACILITY REQUIREMENTS AND RESPONSIBILITIES  
6.3.1 Placing of Seals, Plaques, and Memorials in USPS Buildings  
The policy on dedicatory plaques and memorials is in ASM 519.22 that can be 
accessed through http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm. 
6.3.2 Floor Loads  
6.3.2.1 Preventing Unsafe Floor Loads  
The SPO prevents unsafe floor loading in any space under their control. In fulfilling this 
responsibility, the SPO keeps information readily available showing the maximum 
loading permitted on any floor in the building. A convenient and appropriate place for 
this information is on the assignment plan for each building. Post floor load capacity 
placards in each facility.  
6.3.2.2 Obtaining Safe Loading Figure  
If the safe loading figure is not known or unavailable, obtain this information from a 
qualified structural engineer. In some instances, the GSA may have this information for 
buildings it constructed or previously operated. The SPO reviews and approves any 
plan for placement of large concentrated loads (safes, large machines, stacks of paper, 
heavy files, mail handling equipment, nutting trucks, storage areas, etc.) against the 
floor load information to prevent accidental floor overloading. Take advantage of the 
increased floor strength over a beam, close to columns, or near load-bearing walls. 
Consult a structural engineer if there is a question about floor loading in the layout of a 
space involving heavy objects before approving the arrangement.  
6.3.2.3 Meeting OSHA Requirements  
OSHA requires the SPO place signs marked with the approved floor loading in a 
conspicuous place in each area to which they relate (OSHA 1910.22(d)(1)).  
6.3.3 Ashtrays and Sand Urns 
Provide ashtrays and sand urns in designated smoking areas. As all USPS facilities are 
smoke free, designate smoking areas outside the building envelope in a location to 
ensure that tobacco smoke does not enter any area in which smoking is prohibited 

http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9714
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including entrances, windows, ventilation systems, or other means. 
6.3.4 Room and Occupant Identification  
6.3.4.1 Standardization  
Equip new buildings and buildings undergoing major renovations with the types of signs 
prescribed by the Facilities Department. The SPO ensures this standard is met in all 
buildings for which they are responsible. During alteration and renovation, ensure room 
and occupant identification is consistent with the existing numbering system. 
Incorporate new room numbers in the MS-47 building inventory. Replace other types of 
nameplate holders currently in use with standard holders when the space undergoes 
renovation.  
6.3.5 Historic Preservation  
It is USPS policy to comply with the National Historic Preservation Act and Executive 
Order 11593. ASM 516.12 which provides procedures for handling historic properties 
and states “any proposed modification to an owned or leased USPS facility listed or 
eligible for listing on the National Register of Historic Places must be submitted to the 
responsible service organization.”  The following link is to the National Conference of 
State Historic Preservation Officers http://www.ncshpo.org/. 
6.3.6 Artwork  
Coordinate procurement, alteration, repair, or disposal of artwork with the Federal 
Preservation Officer, USPS Headquarters, Facilities 
(http://blue.usps.gov/retail/design/text_only_site/historical/introduction.html).  
Refer to RE-1, U.S. Postal Service Facilities Guide to Real Property Acquisitions and 
Related Services, Section 333.2 for the proper care and maintenance of artwork in 
USPS-owned buildings and the current MMO regarding the inspection of artwork in 
USPS facilities.  
6.4 IDENTIFICATION OF USPS BUILDINGS  
6.4.1 General  
Clearly identify all USPS installations to ensure customer recognition of the facility. 
Refer to ASM 519.2 for policy and guidance on building identification. Also, refer to 
USPS guidelines for exterior signage 
http://blue.usps.gov/corporate/trademark/gg/signage.pdf. 
6.4.2 Removal of Building Designation  
Remove all signs designating the building name or federal ownership, including "U.S. 
Property -- No Trespassing" signs prior to the disposal of USPS-owned property. This is 
done just prior to transfer of title.  
 
 
 
 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=47
http://www.archives.gov/federal-register/codification/executive-order/11593.html
http://www.archives.gov/federal-register/codification/executive-order/11593.html
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://www.ncshpo.org/
http://blue.usps.gov/retail/design/text_only_site/historical/introduction.html
http://about.usps.com/handbooks/re1.pdf
http://about.usps.com/handbooks/re1.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/corporate/trademark/gg/signage.pdf
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SECTION 7 
CLEANING PROGRAM 

7.1 GENERAL 
7.1.1 Scope 
This section relates to establishing and maintaining a cleaning program. 
7.1.2 SPO's Responsibility 
The SPO ensures a clean and safe housekeeping environment in all USPS buildings. 
7.1.3 Cleaning Standards and Methods 
USPS cleaning standards and methods are specified in: 

 MS-47, Facility Cleaning 

 Chief Operating Officer’s Policy Letter on High Bay Cleaning 

Select cleaning products that minimize the impact on the environment, are safe to use, 
and are effective for the cleaning task. All products used require an SDS. The cleaning 
products should avoid using any products containing chemicals the USPS has targeted 
for elimination. Obtain a list of these chemicals from the appropriate Environmental 
Compliance Specialist or Headquarters ECRM. 
In addition, dispose of cleaning materials in accordance with the manufacturer’s 
recommendations. Paper products should be environmentally friendly and have 
recycled paper content. These and other “Green” products are in GSA’s Recycled 
Products Catalog. The national custodial products contract lists all products. Purchase 
all products through eBuy. Examples of the products available are: solvents, work and 
utility gloves, deicing materials, cleaning supplies and chemicals, paper towels and 
tissue, custodial light equipment, deodorizers and disinfectants, floor mats, mops and 
brooms, and shop towels. 
7.2 SERVICES PERFORMED BY CONTRACT  
The employment of an outside contractor to perform buildings services must be 
consistent with ASM 535.26, plus Article 32 documented in EL-912 and the 
Memorandum of Understanding concerning “Contracting for Custodial Services” both of 
which are in the National Agreement between the USPS and  American Postal Workers 
Union AFL-CIO. Contracting procedures for outsourced cleaning services under local 
agreements are covered in the Local Cleaning Services Buying Agreement Guidelines.  
File an SDS for all contractor-used materials in the facility’s SDS book and ensure they 
are readily available when needed or requested.  
Additionally, route service contracts in excess of $2,500 to the appropriate Category 
Management Center.  
Follow provisions in the EL-800, Managing Contract for Safety & Health Compliance, 
Appendix G, Cleaning Services Contract Administration Guide.  

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=47
http://mtsc.usps.gov/equipment/clean/Files/HighBay.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/hr/labor/contracts-agreements/apwu-overview.htm
http://blue.usps.gov/purchase/_doc/ser_cleaning_services_faq.doc
http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
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7.3 SPECIAL CLEANING PROBLEMS 
7.3.1 Disposal of Waste, Scrap, and Refuse Material 
7.3.1.1 Comprehensive Waste Reduction and Recycling Programs 
The SPO formulates and implements waste reduction and recycling plans to capture 
and recycle all recyclable wastes. Refer to RE-6, Facilities Environmental Guide when 
formulating plans for these activities. The appropriate Environmental Compliance 
Specialist or Headquarters ECRM can provide assistance with setting up recycling 
activities.  
7.3.1.2 SPO Responsibility  
Disposal of waste, scrap, and refuse material is normally the responsibility of the SPO. 
The responsibility for disposal of refuse in leased buildings depends upon the lease 
agreement. Refuse disposal from the operation of concession facilities is the 
responsibility of the concessionaire. However, the USPS removes trash generated by 
vending stands operated under the provisions of the Randolph-Sheppard Act. (Refer to 
EL-602, Food Service Operations, Chapter 1-13 Responsibilities). Dispose of 
hazardous materials (e.g., PCB-containing ballasts, some fluorescent tubes, etc.) in 
compliance with all federal and local regulations. Establish a separate waste stream for 
the hazardous materials to reduce the amount of hazardous waste and its removal cost 
by eliminating co-mingled non-hazardous waste. 
7.3.1.3 Salable Waste and Scrap  
Sell scrap according to instructions contained in AS-701, Material Management, Part 
64, Recycling and Disposal. However, the USPS may request GSA disposal of salable 
waste, scrap, or personal property. If GSA agrees to this request, they will dispose of 
such property without charge to the USPS. GSA will dispose of such property by sale or 
transfer for fair market value. The proceeds of such disposal are remitted to the USPS. 
7.3.1.4 Refuse Removal 
In USPS-operated buildings, refuse (trash or garbage) removal will normally be 
accomplished by contract. Where unusual operating requirements or local conditions 
suggest this be handled by USPS employees, make a thorough economic analysis 
before any other steps are taken. That analysis must include the cost of equipment, 
personnel, permitting/dumping fees, and increased liability. 
7.3.1.5 Incinerators 
Incinerators are not used in USPS buildings. 
7.3.2 Bird Control  
Although the general public tends to be very fond of them, birds can be serious pests 
when they roost and nest on buildings. Bird control is a difficult and highly specialized 
subject best obtained through a specialized contract. Similarly, there are several 
important precautions to consider when cleaning bird excrement not typically covered 
by standard custodial training. Consult an entomologist or a certified pest controller with 
experience in bird control problems for additional information. 

http://blue.usps.gov/cpim/ftp/hand/re6.pdf
http://blue.usps.gov/cpim/ftp/hand/el602.pdf
http://blue.usps.gov/cpim/ftp/hand/as701/html/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/as701/html/welcome.htm
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The program must address three primary requirements. They are: 

 Maximal effectiveness 

 Minimal structural damage 

 Attention to public relations 
All efforts in bird control shall be in accordance with the provisions set forth in AS-550-
95-10, Integrated Pest Management. 
7.3.3 Cleaning in Concession Space  
EL-602, Food Service Operations details special cleaning requirements and 
responsibility for concession space housekeeping. 
7.3.4 Use of Walk-Off Mats 
Use walk-off floor mats at major public entrances to trap dirt carried in from the street 
and prevent its distribution throughout the building. Provide two sets of mats to permit 
removal and proper cleaning. Clean the mats daily as a part of the lobby and entrance 
cleaning assignment. Remove light soil by vacuuming. During inclement weather, when 
the mats are soiled, remove and clean by scrubbing or hosing, and permit them to drip 
dry. Mats are also available from commercial companies that supply clean mats on a 
scheduled basis. Route requests for this service through eBuy utilizing the national 
contracts issued by the Category Management Center. 
7.3.5 Cleaning Supplies and Equipment  
7.3.5.1 General 
Purchase competitively priced quality products when ordering cleaning supplies. Each 
product must be shipped with an SDS. 
7.3.5.2 Defective Supplies and Equipment 
Contact the wholesaler at the address shown on the catalog or vendor information in 
eMARS when defective or unsatisfactory supplies or equipment are received from a 
vendor, GSA, or DLA. If the supplies received are from the area supply center, notify the 
center. If the received supplies are via national custodial supply contract, in addition to 
the vendor, notify the appropriate Category Management Center (CMC).  
Provide the required information below: 

 A statement of why the merchandise is unsatisfactory  
 MILSTRIP/FEDSTRIP agency requisition number  
 National stock number  
 Merchandise description  
 Quantity received  
 Quantity on hand  
 Quantity defective  
 Contract number  

http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
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 Name of contractor  
 Purchase order number  
 Manufacturer's lot or batch number  
 Date material was received  
 Location of material  
 Supply point from which shipment was made  
 Name and telephone number of person to contact who is familiar with the 

problem 
For GSA products, a GSA inspector should follow up to determine if the merchandise 
meets specifications. If the merchandise does not, the inspector should take corrective 
action.  
7.3.5.3 Specification Requirements 
If the merchandise meets the purchase specification requirements but does not provide 
satisfactory performance, or if the follow-up action by GSA is inadequate, notify MTSC, 
600 West Rock Creek Road, Norman, OK 73069, to initiate corrective action. 
7.4 CLEANING EQUIPMENT 
7.4.1 General 
Mechanize cleaning activities to the maximum extent economically feasible.  
7.4.2 Maintenance  
7.4.2.1 Part of a Regular Maintenance Program 
Adequately maintain power equipment used in the cleaning program, both for 
preservation of the equipment and to assure that it is available for use when needed. 
Include power cleaning equipment in the maintenance management program as 
described in MS-63, Maintenance Operations, and the appropriate staffing MMO. 
Powered cleaning equipment from various manufacturers is covered by national 
contracts. These are the only ones authorized for use in USPS facilities. 
7.4.2.2 Periodic Maintenance Activities 
Since power equipment is usually purchased locally, there is little standardization and 
national maintenance documentation developed for the equipment. Manufacturer's 
literature contains recommended periodic maintenance practices, repair methods, and 
parts lists to support the equipment. Use the PM guidelines in the current Building 
Equipment MMO titled “Guidelines for Creating Detailed Local Building and Building 
Equipment Maintenance PM Checklists” to develop an effective PM checklist. In 
addition, in some cases it is possible to utilize the guidelines of a different manufacturer 
for similar pieces of equipment along with the current MMO. 
If an equipment problem persists, and all methods of resolution with the OEM or the 
OEM’s representative fail to correct the problem, contact the appropriate CMC and the 
Area Maintenance Office to alert other offices to that particular piece of equipment’s 
shortcomings. 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=63
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7.4.2.3 Typical Maintenance Guidelines  
Preventive Maintenance Guidelines for select equipment are in the current MMOs titled:  

 Creating Detailed Local Building and Building Equipment Maintenance PM 
Checklists 

 Creating Detailed Local Building Equipment Emergency System (EMSYS) 
Checklists  

7.5 ASBESTOS 
7.5.1 General 
Asbestos is a mineral commonly used in building materials prior to 1980. Because 
airborne asbestos fibers pose potential health risks, OSHA mandates training and work 
procedures for custodians in contact with Asbestos Containing Building Materials 
(ACBM). Local maintenance plans and procedures must recognize the need to prevent 
friable asbestos building materials from being disturbed. The facility asbestos survey 
provides information on where asbestos containing building material (ACBM) is located. 
Training in asbestos issues is available through NCED. Contact the appropriate 
Environmental Compliance Specialist or Headquarters ECRM for details and scheduling 
procedures. 
OSHA General Industry Standards and the provisions listed in EL-800, Appendix G 
covers custodial Class IV asbestos cleaning duties in the USPS. Most custodial work in 
buildings containing asbestos must comply with 29 CFR 1910.1001 (k). Also, AS-556, 
Asbestos Management Guide, Chapters 3 and 9 contains additional information on 
asbestos as it relates to cleaning. For facilities that do not contain asbestos, Chapter 7-
5 does not apply.  
7.5.2 Building Surveys 
All USPS occupied buildings were surveyed for asbestos. The asbestos-related 
custodial requirements for a specific facility are determined by the results of the 
asbestos survey. Contact the appropriate Environmental Compliance Specialist or 
Headquarters ECRM for the survey results and the Asbestos Operation and 
Maintenance Plan for a specific facility. 
7.5.3 Training 
Custodians in buildings containing asbestos must complete an Asbestos Awareness 
training course. Contract cleaners must also receive this training.  
NCED currently offers this 2-hour training:  Asbestos Awareness (10021777) – basic 
and refresher.  
When completing the course, ensure course completion records are entered in the 
current Human Resources web based training application.   
7.5.4 Floor Care 
Many facilities have asphalt plank, or vinyl asbestos tile (VAT) containing asbestos. 
Take the following steps to maintain asbestos-containing flooring safely: 

http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2010-title29-vol6/pdf/CFR-2010-title29-vol6-sec1910-1001.pdf
http://blue.usps.gov/cpim/ftp/hand/as556.pdf
http://blue.usps.gov/cpim/ftp/hand/as556.pdf
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1. Wet strip the floor with a 175-rpm scrubber or buffer with a low-abrasion 
scrubbing pad. Use a commercial stripper product. Remove the liquid from the 
floor before it dries. In most states, the liquid can be disposed of down a sanitary 
sewer. Check local laws to confirm. 

2. Apply two to four coats of floor sealer to the flooring. Ensure the stripper, sealer, 
and wax come from the same company. Follow the manufacturer’s instructions. 

3. Apply two to four finish coats over the sealer. Follow manufacturer’s 
recommendations. 

4. Use a spray-on wax product and a low-speed buffer to maintain the floor. When 
refinishing becomes necessary, use a stripper to remove the wax finish only and 
leave the sealer intact. 

5. Low-speed stripping and buffing operations may take a little more time, but they 
will produce excellent results with minimal health and liability risks. 
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SECTION 8 
ELEVATORS, ESCALATORS, AND DUMBWAITERS 

8.1 GENERAL 
8.1.1 Scope 
This section relates to elevators, escalators, and dumbwaiters policy issues. 
8.1.2 SPO Responsibility 
The SPO ensures the safety and effectiveness of elevators, escalators, and 
dumbwaiters in the USPS environment. 
8.1.3 Elevator Maintenance Standards and Methods 
USPS elevator maintenance standards require all elevators be maintained in 
accordance with the provisions of the current edition of American Society of Mechanical 
Engineers (ASME) A17.1 and the recommendations of the equipment manufacturer.  
All operation, maintenance, repair, testing, and inspection of elevators, dumbwaiters, 
and escalators must conform to the applicable sections of the Safety Code for Elevators 
and Escalators, ASME A17.1. Apply state and local regulations or codes in harmony 
with this code. 
8.2 OPERATIONAL REQUIREMENTS 
8.2.1 Hours of Service for Elevators and Escalators  
Automatic elevators equipped with automatic shutdown during light traffic shall not be 
manually shut down at night or over the weekend unless a specific operating problem 
exists. Schedule automatic cars without this shutdown feature, manually operated cars, 
and escalators to provide service 30 minutes prior to the beginning of normal building 
hours, 30 minutes past normal quitting time for the occupants, and otherwise as 
required under special circumstances. 
8.2.2 Typical Service Requirements for Elevators  
Generally, the service in a building with a bank of three or more elevators is adequate if 
the average waiting time at the terminal floor is not more than 20 seconds and if the 
longest waiting time at any floor does not exceed 60 seconds for more than 1% of the 
passenger trips. The service in three or four-story buildings, with approximately 100,000 
gross square feet or less, will usually be somewhat slower than that specified above 
since the cost of the installation usually precludes the installation of more than a single 
car or a two-car bank. See RE-4, Standards for Facility Accessibility. 
8.2.3 Qualifications of Elevator Operators  
Where manually operated elevators are in use or in those facilities where Operations 
determines it is advantageous to operate automatic elevators in “attendant” mode, the 
SPO assures sufficient training for all operators to provide safe and efficient 
transportation of passengers (or freight).  

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
http://blue.usps.gov/cpim/ftp/hand/re4.pdf
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8.2.4 Vertical Transportation Equipment in Leased Space 
The lease designates responsibility for elevator and escalator operation and 
maintenance in leased buildings. When the USPS accepts responsibility for operation 
and maintenance of this equipment, all provisions of AS-530-2004-9 or most current 
document shall apply. 
8.2.5 Signs  
The SPO furnishes all signs used to designate service, identify cars and landings, and 
to instruct the public or building occupants regarding operation of elevators and 
escalators, as described below: 

 Elevators identification - Install an identification sign on the wall at each bank of 
elevators near the elevator entrance at each landing. This sign shows the 
number of the car as designated on the construction drawings and the elevator 
function, i.e., passenger only, freight only, or passengers and freight. 

 Escalators and dumbwaiters identification - Identify each escalator and 
dumbwaiter by letter or number at each floor with a posted sign similar to signage 
used to identify elevators. 

 Out-of-Service Notice - Use this sign to identify non-operating elevators. The 
signs must be neatly made and bear the words "This elevator is being serviced. 
Please use another elevator.”  Place signs at each lobby served by the elevator. 

 Floor landing identification - Identify the floor number of each elevator and 
escalator landing by placing the floor designation so it is visible from the point of 
egress. 

 Emergency instructions - Conspicuously place procedures to be followed in case 
of emergency in each elevator car. The lettering should be phosphorescent in 
case of lighting failure. Figure 8-1 provides an example.  

 Carrying passengers on freight elevators - Each freight elevator meeting the 
conditions stated in Paragraph 8.2.11 must not be accessible to the general 
public. 

 Using elevators during emergencies - Conspicuously post a sign advising not to 
use elevators for evacuation during fire or other emergencies. 

 In addition to capacity and data plates, post a sign in every freight elevator 
specifying the type of loading for which the elevator is designed and installed. 
Reference ASME A17.1 for specific sign wording. The classes of loading are: 
o Class A: General Freight Loading - where the load is distributed, the weight 

of any single piece of freight or of any single hand truck and its load is not 
more than 1/4 the rated load of the elevator, and the load is handled on and 
off the car platform manually or by means of hand trucks. 

o Class B: Motor Vehicle Loading - where the elevator is used solely to carry 
trucks or passenger automobiles up to the rated capacity of the elevator. 

o Class C1: Industrial Truck Loading - where truck is carried by the elevator. 

http://blue.usps.gov/cpim/ftp/manage/a530049.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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o Class C2: Industrial Truck Loading - where truck is not usually carried by the 
elevator but used only for loading and unloading. 

o Class C3: Other Loading with Heavy Concentrations - where truck is not 
usually used. 

These loadings apply where the weight of the concentrated load including a powered 
industrial or hand truck, if used, is more than 1/4 the rated load and where the carried 
load does not exceed the rated load. 
8.2.6 Locking of Elevator Spaces 
Keep elevator machine rooms and pit entrances locked at all times. Only qualified 
mechanics, inspectors, or persons in their company are permitted in these spaces. 
Doors to these spaces must be self-closing and self-locking. 
All keys used to access and operate elevator, escalator, moving walk, dumbwaiter, and 
material lift equipment (hereafter called elevator equipment) shall conform to the 
requirements of the current edition of ASME A17.1, Part 8, Section 8.1. It states in part 
that keys used to access or operate elevators, escalators, moving walks, dumbwaiters 
and material lifts shall be unique to those devices and not operate any other devices or 
locks in the building. If the elevator equipment is grouped, then all devices within that 
group can be operated with the same key. Elevator equipment in another group shall 
have a different key. 
Keep keys in a secure location, readily available to elevator personnel with access to all 
assigned groups, but not accessible to the general public. 
Elevator keys, regardless of the group they control, shall not be part of a master key 
program. 
There are four (4) elevator equipment/spaces access categories:  

 Restricted 

 Authorized Personnel  

 Emergency Operations 

 Other 
8.2.6.1 Restricted  
Restricted access is limited to elevator personnel. This includes the following 
spaces/locks:  

 Pit access doors 

 Hoistway access doors 

 Emergency access doors (also granted to emergency personnel during 
emergencies) 

 Hoistway access and access enabling switches 

 In-car inspection operation transfer and stop switches 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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 Screw machine controllers remotely located from hoistway, machine rooms or 
machinery spaces 

 Screw machine access panels 

 Special purpose personnel elevator access to hoistways for emergencies and 
inspections 

 Power and hand dumbwaiters lacking automatic transfer devices access 
switches 

 Electric material lifts with automatic transfer devices and car mounted operating 
devices 

8.2.6.2 Authorized Personnel 
Authorized personnel are those people authorized to operate or access elevator 
equipment. This includes the following spaces and/or switches:  

 Machine room access door 

 Access doors or openings used to clean the cars and hoistway enclosure 

 Car light control switch 

 Rooftop elevator key switch 

 Escalator and moving walk start switch 

 Side access doors to the interiors of escalators and moving walks 
8.2.6.3 Emergency Operations 
This covers access to the operation of equipment by firefighters, police, and other 
emergency personnel. This includes emergency and/or standby power access selector 
switches, Phase I emergency recall switch, and Phase II emergency in-car operation 
switch. 
8.2.6.4 Other 
The Other category pertains to elevators in private residences and is not applicable to 
USPS operations. 
8.2.7 Elevator Data Card  
Complete Form 4813, Elevator Data Card (PSN 7530-02-000-9338) (Figure 8-2) for 
each elevator and keep the completed form in the maintenance office. Update this card 
each time a repair or alteration is done on the elevator. 
8.2.7.1 Machine Rooms 
In addition to the elevator data card, provide a data plate indicating the edition of the 
Code in effect at the time of installation or alteration. Replace damaged or missing data 
plates. 
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8.2.7.2 Fire Extinguishers 
Provide all electrical machinery and control spaces, walk-in machinery and escalator 
control spaces with Class ABC fire extinguishers and place them in a location 
convenient to the exit door. 

 
Figure 8-1.  Typical Emergency Instructions 
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Figure 8-2.  Elevator Data Card (PS Form 4813) 
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8.2.7.3 Elevator Machine Room Temperature 
Provide each machine room with ventilation, as required by ASME A17.1. Special 
consideration may be necessary in machine rooms housing electronic elevator control 
equipment. Those rooms may require air-conditioning equipment in place of simple 
ventilation, depending on the operating requirements of the controllers involved. 
8.2.7.4 Machine Room Hoist 
Provide machine rooms for two or more elevators with an overhead trolley hoist, which 
terminates over the trap door to facilitate servicing heavy items of equipment. 
8.2.7.5 Machinery Lighting 
Light machinery rooms and machinery space to not less than 19 foot-candles at the 
floor. Light elevator pits to not less than 10 foot-candles. 
8.2.8 Communications 
Include communications devices (telephone, 2-way radio, or intercom) capable of 
alerting someone a problem exists and assistance is needed in each elevator machine 
room and each car. Modern elevator telephones are normally equipped with auto-
dialers that call the appropriate number. If, however, the car is not so equipped then 
include telephone numbers in the emergency instructions posted as required by 
Paragraph 8.2.5. All elevator communications devices shall meet the requirements of 
ASME A17.1. 
8.2.9 Auxiliary Emergency Stop Switches 
Install two auxiliary emergency stop switches for every elevator; one on top of the car, 
and the other on the wall in the elevator pit in accordance with ASME A17.1. These 
switches provide emergency protection for a mechanic if the car moves when they are 
working on top of the car or in the pit.  
8.2.10 Elevator and Hoistway Door Emergency Keys 
Make keys available only to personnel in the assigned security level required for 
access, operation, inspection, maintenance, repair, and emergency access in 
accordance with the current edition of ASME A17.1, Section 8.1.  
8.2.10.1 Hoistway Door Unlocking Devices and Access Keys 
During normal operation, the elevator hoistway doors are unlocked by a mechanism that 
is activated by the elevator car as it reaches each floor. Keys for manually unlocking 
hoistway doors are provided for some elevators to permit maintenance access to the 
hoistway when the elevator car is not at the floor. Use the emergency doors in the car of 
an elevator only to permit departure of passengers from the car when exit through the 
conventional door is impossible. Keys for the hoistway doors and emergency doors 
serve only special purposes and have no function in the normal operation of the 
elevator. Serious consequences could result from improper or careless handling of 
these special-use keys. The manager safeguards and limits special use keys strictly for 
their intended purpose. Prominently label the keys by attaching Form 4707, Out of 
Order tag (PSN 7530-02-000-9301) as shown in Figure 8-3.  

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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Figure 8-3.  Out of Order Tag (PS Form 4707) 

Keep the keys in a "break glass" receptacle mounted in the security office, building 
manager's office, or SPO's office. Qualified employees responsible for elevator 
maintenance may be issued a set of these keys for elevator servicing usage. No other 
locations for these keys are permitted. Under no circumstances shall the keys be 
removed from their prescribed place, or used without the knowledge and consent of the 
building manager or an authorized representative. 
8.2.10.2 Emergency Operation Keys 
Safeguarded the key(s) in the same manner where elevators are equipped with 
emergency service operations in accordance with ASME A17.1, Rule 2.27.3.  

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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8.2.10.3 Parking Device Keys 
Depending on the year of installation, if an elevator door is closed and locked when the 
car is at the landing and is not operable from the landing by a door-open button or a 
floor button, it may be equipped with a parking device that allows opening the door 
when the car is within the landing zone. Keys to such devices may be issued to 
custodians or other persons that have a need since they will unlock the door only when 
the car is in the landing zone. 
8.2.10.4 Emergency Lighting Units for Elevator Cars 
Install an emergency lighting unit in each car (including freight). It serves to calm fears 
in the event of a blown fuse or a more serious power failure, and it provides illumination 
for the control panel and the telephone. 
8.2.11 Carrying Passengers on Freight Elevators  
Freight elevators, not accessible to the general public, may carry employees subject to 
the following conditions:  

a. The rated load of the elevator is not less than that required for a passenger 
elevator of equivalent inside net platform area as required by ASME A17.1, Rule 
2.16.4. 

b. Hoistway entrances and car doors or gates conform to the requirements of the 
following rules of ASME A17.1: 

 Hoistway entrances conform to 2.11.2.1 and 2.12.1.1, or have power-
operated doors conforming to 2.11.2.2(e). 

 Hoistway doors and/or car doors conform to 2.12.5 and vertically sliding doors 
conform to 2.16.4.9. 

 Elevator safely lowers, stops, and holds the car with an additional load up to 
25% in excess of the rated load as per 2.16.8. 

Place the following sign, or one conveying the same message, in those elevators 
meeting the requirements in a. and b. above: "PASSENGERS ARE PERMITTED TO 
RIDE THIS ELEVATOR" 
Place the following sign, or one conveying the same message, in elevators not meeting 
the requirements in a. and b. above: "THIS IS NOT A PASSENGER ELEVATOR: NO 
PERSONS OTHER THAN THE OPERATOR AND FREIGHT HANDLERS ARE 
PERMITTED TO RIDE ON THIS ELEVATOR". 
Granting permission to use freight elevators not previously certified to carry employees, 
to transport employees is considered a major alteration and must meet the 
requirements of ASME A17.1, Rule 8.7.2.16.3. 
8.2.12 Use of Elevators During Emergency  
Elevators must not be used during a fire, earthquake, or other emergency, because of 
the high risk of elevator failure, stoppage, or power failure. These events could trap 
persons in elevators, resulting in death or serious injury. Do not include use of elevators 
for evacuation of handicapped personnel or for other purposes in emergency 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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contingency plans. Automatic elevators equipped with emergency control as defined in 
ASME A17.1, Rule 2.27.3 are operable by fire department only. Building maintenance 
personnel maintain the keys so they will be readily accessible to fire department 
personnel but not available to the public. In virtually all municipalities, the fire 
department has their own keys for putting the cars into “Firefighter Service.”  However, 
the SPO must have the keys under appropriate security as per the current edition of 
ASME A17.1 Section 8.1, Security. 
Instruct elevator operators in the following procedures: 

 Fire emergency - Return nonstop to main floor (lobby) or other approved level 
and lock the elevator out of service. 

 Earthquake or bomb scare - Stop at nearest landing and lock elevator out of 
service. 

8.3 MAINTENANCE AND REPAIR 
8.3.1 Maintenance  
Maintain and service vertical transportation equipment according to this handbook and 
MS-21, Elevator Maintenance. Use preventive maintenance guides listed in the current 
MMO titled “Creating Detailed Local Building and Building Equipment Maintenance 
Preventive (PM) Checklists” and the manufacturer’s instructions to develop 
maintenance checklists. Instruct all maintenance supervisors and qualified mechanics in 
the following: 

 The Safety Code for Elevators, ASME A17.1, the National Fire Protection 
Association (NFPA) Code including NFPA 70 (National Electric Code), and 
fire resistance rating portions of NFPA governing all elevator maintenance, 
repairs, and alterations. All qualified mechanics must be fully aware of these 
codes, understand the parts applicable to elevators, and understand their 
responsibility for their personal safety, the safety of fellow employees, and the 
safety of the public using elevators they service. 

 Do not manipulate or temporarily alter elevator mechanisms or controls to 
expedite repairs. Professional engineers must approve all alterations, both 
mechanical and electrical, and certify them for ASME A17.1 compliance. The 
controller’s manufacturer must approve any controller alteration. If the original 
equipment manufacturer (OEM) cannot approve it, then approval must be 
granted by the USPS ASME QEI-1 (Standard for the Qualification of Elevator 
Inspectors). 

 For test and inspection purposes, it may be necessary to bypass or circumvent 
a protective device. In such cases, take the elevator equipment out of service 
during the test and restore those devices to their normal configuration at test 
completion and prior to its return to service. 

 All elevator repairs/modifications involving cutting, welding using electric arcs or 
oxy-fuel, gas flames, chipping or grinding present a high potential for fire and 
explosion and must be done in accordance with the provisions of Chapter 5 of 
MS-56, Fire Prevention and Control. 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=21
http://www.mtsc.usps.gov/pdf/mmo/2014/mmo01114.pdf
http://www.mtsc.usps.gov/pdf/mmo/2014/mmo01114.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
http://www.nfpa.org/
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
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NOTE 
The code prohibits any welding repair of parts subject to 
tension, torsion or bending on which the support of the 
elevator car depends. 

 Take an elevator out of service immediately for any reported malfunction or if 
an elevator operates in a manner that causes doubt about its safety or 
reliability. Perform the following steps before troubleshooting the malfunction:  

 Determine no one is on the elevator, and shut it down.  

 Post "OUT OF SERVICE" signs in front of hoistway door at each level.  

 Determine the source of the malfunction, make proper repairs and 
corrections, and thoroughly test the elevator prior to returning it to service.  

 Place signs in front of the hoistway door at each level, advising that the 
elevator is out of service prior to performing any work (Paragraph 8.2.5). Use 
signs supported by a chain suspended from each side of the hoistway door, 
attached to the door facing with magnets. Do not attach magnetic signs 
directly to the hoistway door since they may not be visible when the door is 
open.  

 Provide qualified mechanics with the proper tools and equipment for servicing 
elevators. Use only high-quality meters to test elevator circuits. Never use test 
lamps since the lamps will often draw sufficient current to operate relays.  

 Only qualified mechanics, inspectors, or persons in their company are 
allowed to enter elevator machine rooms or pits. In no instance should 
anyone other than a qualified mechanic familiar with the equipment enter a 
machine room to try to get a stalled elevator started.  

For purposes of this handbook OSHA 1910.399 defines “qualified” as:  
“Qualified person” - One familiar with the construction and operation of the equipment 
and the hazards involved.  

NOTE 

Whether an employee is considered a "qualified person" 
depends on various circumstances in the workplace. It is 
possible and, in fact, likely for an individual to be “qualified" 
with regard to certain equipment in the workplace, but 
"unqualified" as to other equipment. See OSHA 
1910.332(b)(3) for training requirements specifically 
applicable to qualified persons. 

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9909%20
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9909%20
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NOTE 
An employee who is undergoing on-the-job training and who, 
in the course of such training, has demonstrated an ability to 
perform duties safely at his or her level of training and who is 
under the direct supervision of a qualified person is 
considered to be a qualified person for the performance of 
those duties.  

The full listing of OSHA definitions can be found in OSHA 1910.332. 
For those offices not utilizing the services of a professional elevator service contractor, 
the following shall be considered the minimum requirements: 

 Establish a written maintenance program conforming to the current elevator code 
requirements and make it available to all personnel engaged in the elevator 
equipment maintenance. 

 Do not limit the program to examinations, maintenance, cleaning, lubrication, 
adjustments, and tests of the equipment. Base the amount of maintenance 
required and the frequency of routes on equipment age, condition, usage, 
environmental considerations, equipment quality, design, and maintenance 
techniques and equipment improvements such as Predictive Maintenance (PdM). 

 Include in the maintenance records a description of the tasks performed and the 
dates performed; dates of inspections, tests, adjustments, repairs and 
replacements; a description of all trouble or repetitive calls to elevator personnel 
and the action taken. 

 Results of the code-required testing of the firefighters service operation. 
Make all records required by the four items above available to all elevator personnel. 
8.3.2 Lubrication 
Use lubricants conforming (grade and type) to the manufacturer’s recommendation. 
Alternative lubricants may be used but their specifications and performance must equal 
or exceed those originally prescribed. Do not allow excess lubricant to accumulate on 
the various surfaces to which they are applied. Inspect and drain overflow-containers on 
a regular basis. Do not store any lubricant or oil on the elevator car-top or in the elevator 
pit under any circumstances. 
8.3.3 Schematics, Controllers, and Wiring 
Provide current wiring diagrams showing all electrical protective devices, critical 
operating circuits and any necessary “pen and ink” changes due to modification in the 
machine room. Store these diagrams in protective cases so they are useable when 
needed.  
Do not use temporary wiring, insulators, or blocks in the armatures or poles of 
magnetically activated switches, contactors, or relays on any piece of equipment in 
service.  

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9976
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If, during maintenance, repair, or testing jumpers are necessary, remove them prior to 
returning the equipment to service. Store jumpers away from the equipment to prevent 
their use in lieu of an actual repair. Do not use jumpers on equipment in service. 
Maintain all controls, operating circuits, and the devices they affect in accordance with 
the applicable Code requirements.  
8.3.4 Painting 
Take care when painting any surface of elevator equipment to ensure the operation of 
the equipment is not hampered or disabled. Thoroughly test any painted operating 
component after painting to ensure it functions as intended. 
8.3.5 Mileage Indicators 
Mileage indicators are no longer required on elevators. Where installed, use indicators 
to aid in determining maintenance and inspection requirements. 
8.3.6 Maintenance of Electric Elevators 
All electric elevator maintenance shall be in accordance with ASME A17.1. 

NOTE 
The USPS utilizes the services of a professional elevator 
maintenance/installation company for such tasks as re-roping, 
overhaul, upgrading controllers, and virtually anything else 
that falls outside the realm of normal maintenance. 

8.3.7 Hoistway and Pit Cleaning 
Keep hoistways and pits clean and do not use for storing anything but landing-blocks 
and pipe stands. If storing landing-blocks and/or pipe stands in the pit, they must not 
interfere with the elevator’s operation and present no hazard whatsoever to anyone 
working in the pit.  
Do not allow standing water and oil to accumulate on the pit floor. If water and/or oil 
continues to accumulate after cleaning, find and correct the source. Check hoistways 
and pits on a regular basis to ensure no articles of mail are located in them. 
Turn over any mail found, regardless of type, to Operations for further handling. 
8.3.8 Machine Rooms and Spaces  
As with pits and hoistways, maintain machine rooms, and machinery spaces in a neat, 
orderly fashion with their access doors closed and locked. Keep these areas free of 
water, dirt, trash, grease, and oil. With the exception of articles necessary for the 
operation and maintenance of the elevator, do not store anything in machine rooms and 
machine spaces. However, do not store flammable liquids having a flashpoint of less 
than 110F (44C) in the rooms or spaces even if necessary to maintain the machines.  

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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8.3.9 Car-Top Cleaning  
Keep the tops of elevator cars (car-tops) in a neat and orderly fashion. Do not allow 
accumulation of grease, oil, water, trash, rubbish, or dirt. Turn over any mail found on 
the tops of cars to Operations.  
8.3.10 Door Systems 
Maintain doors, both car and landing, including gate, electrical, and mechanical 
components as specified by the manufacturer to ensure safe, proper, and continued 
operation. These components include but are not limited to: 

 Hoistway door: interlocks, mechanical locks, electrical contacts, unlocking 
devices, and escutcheons 

 Car door: electric contacts or car door interlocks (if required) 

 Door reopening devices 

 Vision panels or grilles (if required) 

 Hangers, tracks, door rollers, up-thrusts door safety retainers (if required) 

 Astragals and resilient members, door space guards and sight guards (if 
required) 

 Sills and bottom guides, fastenings including their condition and engagement 

 Clutches, engaging vanes, retiring cams and engaging rollers 

 Interconnecting means 

 Door closers and restrictors (if required) 
8.3.10.1 Door Closing Force  
Door closing force of power operated, horizontally sliding doors, whether automatic or 
by momentary switch contact, shall be in accordance with ASME A17.1. 
8.3.10.2 Stopping Accuracy 
Maintain the stopping accuracy of the elevator to avoid a tripping hazard or loading 
difficulty to either the passengers or mail equipment handlers when the car stops at a 
landing. 
8.3.10.3 Miscellaneous 
Maintain hoistway access switches, emergency signaling devices, lighting, 
communications systems, ventilation systems, and ascending car over-speed and 
unintended movement devices to ensure their continued operation. 
8.3.11 Maintenance of Hydraulic Elevators 
Maintenance of hydraulic elevators shall conform to the applicable provisions of ASME 
A17.1. 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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8.3.12 Escalator Start-up 
Personnel authorized to start an escalator shall thoroughly check it prior to putting the 
unit into use. This thorough check shall include but not be limited to the following: 

1. Ensure no personnel are on the escalator and run the unit AWAY from the 
landing. 

2. Verify the correct operation of the start switch and stop buttons (and alarm if the 
unit is so equipped). 

3. Examine the steps for missing components, comb plates for broken or missing 
teeth, skirt panels (kick plates) and balustrades for damage. 

4. Ensure the handrails operate at essentially the same speed as the steps, are free 
from damage or pinch points, and have handrail entry guards in place. 

5. Verify all steps are properly positioned and remain properly positioned 
throughout the length of the machine. 

6. Verify secure placement of ceiling intersection guards (which eliminate pinch 
points), anti-slide devices, deck barricades, and caution signs. 

7. Check for uniform lighting on the step treads that does not contrast with 
surrounding areas. 

8. Verify the safety zone is clear of obstacles and the floor areas adjacent to it are 
free from any foreign matter and slipping/tripping hazards. 

9. Check for any unusual noise or vibration. 
If any of the above checks/verifications is unsatisfactory, place the escalator out of 
service, barricade the landing area, and notify the SMO. Perform this check daily for 
escalators operating 24 hours per day.  
8.3.13 Contract Maintenance and Repair 
8.3.13.1 Contract or In-House Policy Guidelines 
Decisions of whether to perform elevator maintenance with in-house personnel or by 
contract must be on a case-by-case basis. Consider various factors, including 
economics, the ability to hire and retain qualified personnel, and the capability of in-
house personnel (ASM 535.252). 
8.3.13.2 Elevator Maintenance and Repair Contracts 
Elevator maintenance contracts are handled according to the provisions of the most 
current Material Logistics Bulletin including the current edition of ASME A17.1, Section 
8.6, Maintenance Repair and Replacement. The building manager must have a 
thorough knowledge of the contract requirements necessary to exercise good contract 
surveillance. Include “Contracting Officer Representative” training for administration of 
an elevator contract. 
8.3.13.3 Special Contracts 
Request MTSC assistance in revising specifications where unusual conditions warrant 
departure from the standard contract. 

http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/purchase/_pdf/ops_mlb03-006.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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8.3.13.4 Monitoring Contractor Performance 
The awarding of a contract for elevator maintenance does not relieve the USPS of the 
responsibility for safe, efficient elevator service. In fact, USPS incurs the additional 
responsibility of assuring that contractors perform the work for which they are paid. 
Therefore, establish an inspection schedule and contractors' work review at each 
location. Accomplish this surveillance in any or all of the following manners: 

 Monitor equipment outages.  

 Review the written Maintenance Control Program and the Preventive 
Maintenance records provided by the contractor on a monthly basis and deduct 
for any PM not performed.  

 COR or designee performs a monthly inspection to ensure all maintenance, 
inspections, and tests required by the written Maintenance Control Program and 
ASME A17.1, Section 8.6 are being performed. 

8.3.14 Repairs 
Repair parts, replacement parts, and assemblies shall be made using, at minimum, 
parts and assemblies of equivalent material, strength, and design. 
The repair program includes major repairs or replacements. Schedule repairs not of an 
emergency nature for a time that will not affect building service 
8.3.15 Workmanship 
Ensure drilling, cutting, welding, or torqueing does not damage or weaken any 
component or assembly. As stated elsewhere in this chapter, the Code prohibits any 
welding repair of parts subject to tension, torsion or bending on which the support of the 
elevator car depends. 
8.3.16 Alterations 
8.3.16.1 Alteration Requirements 
When performing any alteration, ensure the installation conforms to the Code at the 
time of installation and the Code requirements for the alteration. 
The alteration shall not diminish the level of safety below that which existed prior to the 
alteration. 
A licensed professional engineer shall verify the alteration for welding, repair, cutting, or 
splicing of members, which support the car, counterweight, or escalator. 
Temporary wiring is permitted during alterations, but for cars in normal operation, never 
render electrical protective devices inoperative or ineffective. 
Upon completion of alterations, perform inspections and tests as required by the Code. 
8.4 INSPECTIONS AND TESTS 
8.4.1 General  
Test and inspect elevators, dumbwaiters, and escalators in accordance with 
Management Instruction AS-530-2004-9. 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
http://blue.usps.gov/cpim/ftp/manage/a530049.pdf
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8.4.2 Scheduling Inspections and Tests 
Prepare a schedule of regular inspections a year in advance with a plan for 
performance of the inspection by a qualified inspector. The SPO is primarily responsible 
for scheduling inspections for all elevators under their control before current certificates 
expire. 
8.4.3 Inspector Qualifications 
Inspections are made by elevator inspectors, elevator engineers, or by mechanical, 
electrical, or safety engineers who meet the standard set in ASME QE1-1-2007, 
Standard for Qualification of Elevator Inspectors. The suggested sources of elevator 
inspectors are listed below: 

 GSA or other federal agencies with qualified elevator inspectors who regularly 
perform inspections of their own elevators.  

 Municipal or State code enforcing authority performing elevator inspections in 
privately owned facilities. When arranging for these inspections, it must be clearly 
understood by the municipal and/or state representative the USPS as an 
independent establishment of the U.S. government is not subject to State or local 
regulation or licensing of its elevators. The inspection is performed as a service 
and does not obligate the USPS to comply with local licensing or code 
requirements beyond the national standard. 

 Qualified elevator service companies.  
The term "Inspector" refers to any one of these qualified persons. The mechanic in 
charge of maintaining the equipment or some other responsible representative of the 
USPS should accompany the inspector.  
Where elevators are maintained by contract, the maintenance contractor is not eligible 
to perform inspections. However, the maintenance contractor must perform the required 
tests in the presence of the inspector.  
The Area Manager, Maintenance Operations may make exception to this rule at small 
remote locations where excessive expense would otherwise be incurred. Such 
instances require specific approval on a case-by-case basis and a different person 
(other than the one assigned responsibility) in the employment of the contractor is 
allowed to perform the inspections and required to complete the appropriate USPS 
checklist.  
A copy of the completed checklist is furnished to the Area Manager, Maintenance 
Operations.  
8.4.4 Inspection Frequency 
8.4.4.1 Elevators, Escalators, and Moving Walks 
Inspect all passenger elevators, freight elevators, escalators, moving walks, and 
dumbwaiters as outlined in the current Management Instruction.  
8.4.4.2 Periodic Tests 
Perform periodic tests concurrently with inspections in accordance with ASME A17.1. 

https://law.resource.org/pub/us/code/ibr/asme.qei-1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.qei-1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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8.4.5 Special Inspections 
Special inspections must be made by a Qualified Elevator Inspector (QEI): 

 Immediately following a major repair or alteration, whether by contractor or by 
USPS employees. 

 Immediately after an accident or fire resulting in injury to persons or damage to 
equipment. 

8.4.6 Elevator Inspectors 
8.4.6.1 USPS Elevator Inspectors 
USPS elevator inspectors must complete their inspections in accordance with the 
provisions specified by the FSO. 
8.4.6.2 Contract Inspectors 
When inspections are contracted with private firms (i.e. architecture or engineering firm, 
maintenance contractors, and insurance companies), make completion of appropriate 
checklist(s) part of the contract. The USPS database (Facility Inspection Tool) identifies 
each elevator. Its inspection schedule and location is available to the building elevator 
contractors through the Facility Inspection Tool. 
8.4.6.3 Local, State Government, or Other Federal Agency Inspectors 
When local, state government or other federal agencies' inspectors perform inspections, 
they must complete the appropriate checklist. If they refuse, compare a copy of the 
checklist used to the appropriate USPS checklist to assure the inspection meets 
National ASME A17.1 and USPS standards. 
8.4.6.4 Retention of Records 
For each inspection, the USPS qualified contract inspector retains a copy of the 
complete checklist and furnishes one copy to the local office along with the certificate 
and inspection report. The local office retains the completed checklist for 5 years. In this 
fashion, the elevator inspector will have the result from the previous 5-year full load test. 
8.4.7 Certificate of Inspection 
If an elevator, escalator, or dumbwaiter meets the safety requirements and there are no 
serious maintenance deficiencies, the inspector promptly prepares USPS Form 279-A 
(PSN 7530-03-000-3705), Certificate of Inspection (Figure 8-4). The USPS person 
responsible for maintaining the equipment countersigns the certificate and displays it to 
show the equipment passed inspection. The certificate has additional spaces to be filled 
in when the equipment is re-inspected. When all the spaces are filled in, the inspector 
issues a new certificate. If the certificate becomes soiled or unsightly before all the 
spaces are used, replace it. Display elevators certificates in the car to show the 
equipment has passed inspection. Post escalator certificates on or near the machine.  

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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Figure 8-4.  Certificate of Inspection (USPS Form 279) 

8.4.8 Unsafe Equipment 
If the equipment fails to meet the requirements, the inspector withdraws the certificate. If 
the inspector finds a condition that might cause an accident or serious mechanical 
failure, he/she withdraws the certificate and notifies the SPO, or other responsible 
official that the equipment is unsafe and must not be used. The SPO notifies other 
parties specified in the current Management Instruction. 
8.5 SPECIAL REQUIREMENTS AND PROCEDURES 
8.5.1 Releasing Passengers from Stalled Elevators 
The release of passengers from a stalled elevator is very hazardous if the proper 
precautions are not taken. The procedure for releasing passengers from stalled 
elevators shall be a part of the facility’s IEMP (Integrated Emergency Management 
Plan) and shall be available to authorized elevator and emergency personnel. 
Specifically, the SPO ensures personnel and equipment availability to assist anyone 
trapped in an elevator. The plan includes the appropriate portable lighting equipment, 
hoists, and/or ladders as required by the situation. 
Only qualified elevator mechanics or persons specifically trained in the emergency 
procedures for elevators as specified in the current ASME A17.1 release trapped 
passengers. Provide a copy of the procedures and all necessary training to authorized 
personnel assigned to assist in evacuating passengers from a stalled elevator to ensure 
they understand and comply with the procedures. Keep a record of authorized trained 
personnel on the premises where the elevator is located and available to the authority 
having jurisdiction. 
If maintenance employees specifically trained in releasing passengers from stalled 

https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
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elevators and elevator contract personnel cannot be brought on site in a reasonable 
amount of time (1 hour) then the facility’s IEMP directs the contacting of the local 
municipal agency (usually the Fire Department) to handle such a call.  
Refer to APPENDIX D and APPENDIX E for additional requirements. 
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SECTION 9 
ELECTRICAL SYSTEMS 

9.1 GENERAL 
9.1.1 Scope 
This section pertains to USPS electrical systems maintenance responsibilities. Refer to 
APPENDIX F for additional information. 
9.1.2 SPO’s Responsibility 
The SPO is responsible for safely, efficiently, and effectively maintained building 
electrical systems to ensure the safety of the building and its occupants. Install and 
modify electrical systems in compliance with National Electrical Code, Local Code and 
Ordinances, and USPS Standards. If there is a conflict in the codes, the more stringent 
code shall apply. 
9.1.3 Electrical Systems Maintenance Standards and Methods 
Reference MS-28, Maintenance of Electrical Switchgear for USPS electrical systems 
maintenance standards and methods.  
9.2 BUILDING SERVICE 
9.2.1 Utility Company Contacts 
The SPO maintains a liaison with the electric utility company. This liaison is essential to 
utility conservation and the management functions set forth in this handbook. 
9.2.2 Electrical Energy Costs 
Electrical energy costs for a specific building depend primarily on the level of lighting, 
the use of air conditioning, the type of building occupancy, and the building hours of 
use. AS-558, Facility Energy Management Guide outlines procedures to conduct energy 
audits and identify potential areas for savings. 
9.3 MAINTENANCE AND REPAIR REQUIREMENTS 
9.3.1 Maintenance  
Maintenance and servicing of electrical systems and equipment shall be in accordance 
with MS-28, Maintenance of Electrical Switchgear. Review the "Standard Work 
Practices - Electrical Equipment" in APPENDIX F of this manual with all personnel 
performing maintenance on electrical equipment. Also, performing proper maintenance, 
while at relatively infrequent intervals, is essential to the safety of the building and its 
occupants. If performed by contract, incorporate these maintenance guides, 
instructions, and checkpoints in the contract specification.  
  

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28
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9.3.2 Code Requirements 
Use the National Electrical Code as the minimum safety requirement for any USPS or 
contract personnel electrical modifications. Unless specifically grandfathered in (exempt 
from current regulations because of the installation or manufacture date), the SPO is 
responsible for correcting any existing Code violations. 
9.3.3 Contract Work  
Refer all requests for contract electrical repairs/modifications to the Area Facilities 
Single Source Provider (FSSP). The Facilities Service Office has contracts with 
appropriate electrical contractors and professional engineering firms (should they be 
needed) to ensure work done is in accordance with the provisions of the NEC or Local 
Electric Codes, whichever is more stringent. 
9.3.4 Work on Systems and Equipment 
Perform all work on electrical systems and equipment in strict accordance with the 
provisions listed in the current Management Instruction and the current MMO 
addressing the Electrical Work Program (EWP).  
9.3.5 Locking of Electrical Spaces 
Partition off and lock all switchgear rooms, substations, transformer vaults, and 
switchboard locations having electrical equipment greater than 600 Volts. Unlock 
breaker panels of 600 Volts or less including distribution panels, lighting panels, general 
purpose or receptacle panels and panels supplying mail processing equipment. 
9.3.6 Electrical Wire Closets 
Store no material or equipment in these closets. Replace all panel, wire trough, trench, 
and junction box covers immediately upon work completion. Cleanliness of these 
spaces is the responsibility of the properly trained building personnel. 
9.3.7 Ground/Bonding Practices 
Properly and adequately bond all noncurrent-carrying metal parts of the electrical 
system, including conduits, pull and junction boxes, switches, panel boards, 
switchboards, lighting fixtures, motors, generators, controllers, switchgear, and 
transformers in accordance with the National Electrical Code.  
The purpose of grounding equipment on electrical apparatus or equipment is to 
minimize the possibility of shock hazard by restricting the voltage on noncurrent-
carrying parts of electrical equipment in the event of a fault.  
9.3.8 Identification of Cables and Equipment 
Permanently mark switches and circuit breakers for quick and easy identification of 
circuits or equipment supplied through them. Mark all lead covered cables, regardless of 
voltage, with nonferrous metal tags stamped with the feeder or circuit number. Place 
these tags on all cables in manholes, junction boxes, and other exposed points where 
they enter and leave cable shafts and cable rooms. Type panel board directories, place 
them in all branch circuit panel board cabinets, and ensure they identify the room and 
type of equipment. Keep these directories current. 
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9.3.9 High-Voltage Duct Identification 
Mark all underground high-voltage ducts within the building with an orange strip applied 
to the floor surface. Stencil the words "Danger--High Voltage" at 10-foot intervals. Use 
black lettering at least 2 inches in height. Paint orange and mark with the words 
"Danger--High Voltage" as described above on all high-voltage ducts encased in 
concrete running in attics, basements, or vertical shafts. 
9.3.10 Piping in Electrical Rooms 
No water, steam, vent, or drainpipes are permitted in any transformer vault, switchgear, 
or switchboard room. Enclose any such piping currently existing within these rooms that 
is prohibitive in cost to remove with a suitable watertight sheath to carry any liquid 
outside of the room or vault. 
9.3.11 Insulation Mats and Gloves 
Refer to the current Management Instruction and current MMO covering Electrical Work 
Program (EWP). 
9.3.12 Portable Metal Ladders 
Do not use portable metal ladders where there is a possibility of the ladder becoming 
energized from electrical circuits, equipment, or apparatus, or where the metal ladder 
may become an accidental ground for the worker on the ladder. 
9.3.13 Wiring Diagrams and Schematics 
The building records should contain as-built diagrams and schematics. Check the 
drawing’s accuracy with knowledgeable electrical equipment personnel. If the drawings 
are not on file and copies cannot be obtained, new drawings will have to be made. If an 
electrical equipment survey is made by service contract, make contract provisions for 
drafting new or revised drawings. The drawings will have sufficient identification of parts 
and control relationships to allow troubleshooting in case of breakdown or for planning 
preventive maintenance procedures and sequences. Accompany any subsequent 
electrical modification of the building or building equipment by suitable drawing 
revisions. The scope of a new electrical contract shall include an update of electrical 
drawings and new calculations with the additional load included as defined in MS-28, 
Maintenance of Electrical Switchgear: 
9.4 HIGH-TENSION SYSTEMS AND EQUIPMENT 
9.4.1 Responsibility 
In most locations, the local power company maintains and services the primary 
electrical service to buildings operated by USPS. Where USPS has the responsibility, 
bring in the utility or a local electrical contractor to correct the problem. 

NOTE 
USPS personnel do not work on electrical circuits over 600 
volts. 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28_TL4.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28_TL4.pdf
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9.4.2 Instructions and Procedures 
Post validated instructions on clearing and restoring high-voltage units, (i.e. operating 
transfer switches) together with one-line schematics in each switchgear room and vault. 
Provide black line drawings on white backgrounds that are protected to prevent damage 
or normal degradation. Perform switching, when necessary, in accordance with the 
provision of the current Management Instruction and MMO covering Electrical Work 
Practices (EWP). Unqualified personnel are not permitted to work on or operate high-
voltage equipment. Limit admittance to spaces housing this equipment to qualified 
personnel only. Mount the telephone number of the utility company dispatcher, visible to 
the telephone, in all switchgear rooms and transformer vaults. Use an approved USPS 
locking device when locking the service in a de-energized position. 
9.4.3 Transformers and Transformer Vaults 
Surround liquid-cooled transformers installed inside buildings by a concrete curb not 
over 8 inches in height and of such size that it will contain all liquid in the transformer. 
9.4.4 Branch Circuit Panel Boards 
Panel boards, when installed or replaced in a building, shall be of the automatic circuit 
breaker type and shall be in accordance with the NEC. 
9.4.5 No Fuse-Type Branch Circuit Panel Boards (Edison-Type Screw-in 
Fuses) 
Do not install this type of branch circuit panel board in USPS-owned or USPS-operated 
buildings. Fuse-type branch circuit panels are susceptible to over fusing, creating a fire 
hazard. Most fuse or switch and fuse-type panels have a low interrupting current 
capacity. 
9.4.6 Branch Circuits 
Do not install branch circuits rated less than 20 A for general use. Branch lighting 
circuits of 120 V must generally be designed for 1,400 W of connected load. Connected 
lighting load on 277 V lighting circuits should not exceed 3,200 W. Generally, only 
connect a maximum of eight duplex receptacles to one circuit. In all cases, the 
connected load of any circuit shall not exceed 80% of the rating of the over-current 
protective device.  
9.4.7 Convenience Outlets 
The USPS furnishes convenience outlets needed for normal office activity in space it 
provides, and also when required because of moves ordered by the USPS.  
For open office areas, there shall be one outlet per 12 linear feet of perimeter wall plus 
one quadruplex outlet per employee. For private offices, there shall be one outlet per 12 
linear feet of wall with a minimum of one outlet per wall. Two of these outlets (at 
expected desk location) shall be quadruplex. 
Install receptacles in accordance with all National Electrical Code requirements and 
mount them approximately 12 inches above the floor when installed on walls or 
partitions. 
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9.4.8 Power and Convenience Outlets for Maintenance Use 
Provide wire closets, mechanical equipment rooms, electrical equipment rooms, 
transformer rooms, switchgear rooms, elevator hoistways and pits, conveyor and 
escalator landings, satellite shops, and outside custodial storage areas with power 
outlets. 
9.4.9 Power Cable Testing 
Periodic high-voltage testing of power cables is not required. In the event of switchboard 
or switchgear failure and subsequent testing and repair, test power cables as part of the 
restoration. Maintain cables clean and dry, and protected from mechanical damage. 
9.4.9.1 Conditions for Performing High-Voltage Testing 
The following situations may require performing one-time high-voltage testing: 

 There is suspected fault, leakage, or deterioration. 

 There has been mechanical damage to the cable. 

 A new cable is installed or is being returned to service after a long period of non-
use. 

9.4.9.2 Acceptable Method for High-Voltage Testing 
Use only non-destructive testing such as the DC step-voltage insulation-testing method 
when high-voltage testing is necessary. Contract this testing to nationally recognized 
testing companies having the experience, equipment, and expertise to properly perform 
the test. Improper testing can result in damage to the cables. 
9.4.10 Equipment Ground  
Check the electrical ground to which equipment is attached for low resistance with 
respect to the building ground system. Maximum resistance, measured with a wheat-
stone bridge or other low-resistance measuring device should not exceed 5 ohms and 
preferably should be less than 2 ohms. In all cases concerning USPS automation 
equipment (both P&DC and Customer Services), consider the site prep requirements for 
that piece of equipment as the minimum requirement.  
9.4.11 Thermographic Survey 
Many electrical testing contractors offer thermographic surveying of electrical buss and 
switching systems. Infrared cameras view the equipment and show hot spots. These hot 
spots identify poor connections and overloaded equipment. This reliable, quick method 
should be used. Use the RAYTEC temperature probe, or similar unit, supplied by MTSC 
to all P&DC maintenance departments, for the initial thermographic scan. Refer to the 
current Management Instruction and MMO for access limitations. 
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9.5 OPERATING EQUIPMENT AND SYSTEMS 
9.5.1 Fire Alarm Systems 
Installed fire alarm systems alert occupants and responsible persons to a potentially 
dangerous fire and permit evacuation of the building. Fire alarm systems are of two 
varieties:  

 The manual system, which allows a person discovering a fire to set off the alarm. 

 The automatic system, which detects a fire and sounds the alarm.  
Where the fire alarm box does not signal a fire department or a continuously manned 
control center, post a sign adjacent to the box to instruct the person sounding the alarm 
to notify the fire department. In localities requiring a special sign by code or local 
ordinance, it shall be posted in accordance with those local ordinances. If the office 
does not have qualified personnel, contract preventive maintenance and regular work 
on the alarm system to firms specializing in this kind of work. In offices having sufficient 
work to engage at least a major portion of one employee's time, train one or more 
employees for it. Journeyman electrician skills should be sufficient to keep the fire alarm 
system in proper working order. All parts of the system must be kept serviceable. In 
most cases, companies providing parts for the alarm systems also provide maintenance 
service as well. In many instances, parts priority will be given to their service contract 
customers over those who do not have such contracts in place. Consideration of this 
priority should be a factor in determining whether or not a service contract is 
appropriate. 
Inform all key personnel if a fire alarm system must be taken out of service for any 
reason and maintain appropriate fire-watches. Display an Out of Order tag whenever 
any station is inoperative. Place this tag at both the inoperative station (pull-box, smoke 
detector, heat detector) and at the main console as well. Tag all pull stations if the main 
console is inoperative to advise all personnel the entire alarm system is out of service. 
9.5.2 Security Systems 
Requirements for building security systems are delineated in RE-5, Building and Site 
Security Requirements. 
9.6 LIGHTING 
9.6.1 General 
The AS-503, Standard Design Criteria, specifies the type of light source, lighting 
installation, light fixtures, installation criteria, and lighting levels currently used by the 
USPS. Include lighting projects for space not meeting the criteria in the repair and 
alteration program. Design and install any lighting installation by maintenance personnel 
in accordance with the above standards. Install lighting equipment to meet the criteria; 
however, also follow all current energy conservation instructions. 
9.6.2 Lighting Use 
Turn off lights when all room occupants leave. Occupants turn off all room lights at the 
end of the workday. Custodians, security, and other personnel turn lights on and off at 
night only in the immediate space in which they are working. 

http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/as503/welcome.htm


Operation And Maintenance Of Real Property 

MS-1, TL-6 9-7 

9.6.3 Fluorescent Lamps 
Many indoor lighting systems use fluorescent lamps that contain mercury in the 
fluorescent powder. For this reason, as well as the hazard of broken glass, and the 
tendency of children to regard fluorescent lamps as desirable playthings, dispose of all 
fluorescent lamps following current environmental requirements. Contact the Area 
Environmental Compliance Specialists or Headquarters ECRM for these requirements. 
9.6.4 Incandescent Lamps 
Limit use of incandescent lamps, as this is the least efficient light source. In spaces 
where visual acuity is critical, use appropriately rated incandescent lamps for those 
areas. Retrofit lighting in stairways and elevator hoistways to a more efficient system. 
9.6.5 Group Replacement  
Follow the group replacement and lighting maintenance procedures in MS-49, Energy 
Conservation and Maintenance Contingency Planning. The maintenance staffing 
application includes a work hour allowance to cover the time required to accomplish this 
task. 
9.6.6 Stairway, Corridor, Night, and Exit Lighting 
Do not connect any other type of lighting or power load circuits to emergency lighting 
panels except receptacles used for portable emergency lighting units as described in 
Paragraph 9.6.7. Plainly identify these receptacles as being on emergency circuits. 
9.6.7 Emergency Lighting Units 
Install an emergency lighting unit which turns on automatically when normal building 
power fails in each transformer room, switchgear room, control center, important 
machine room, stairwell, elevator, and other special areas designated by the SPO, 
Maintenance Manager, or Safety Manager. Control these emergency lights by the same 
panel boards that supply the power to that area. They cannot be group controlled from 
separate emergency service feeders or emergency power generators. These units must 
conform to the current federal specification and be on yearly federal supply contracts. 
9.6.8 Ballasts for Fluorescent Fixtures 
All ballasts in new fluorescent fixtures shall be full electronic ballasts employing energy 
efficient circuitry. Do not use magnetic ballasts.  
9.7 ELECTRIC POWER REDUCTION CONTINGENCY PLAN 
9.7.1 Introduction 
Every maintenance manager, in conjunction with Operations, develops a power 
reduction contingency plan to cope with those days, usually during the summer, when 
the heat and humidity are such that the local utility is implementing a 10-15% (and 
sometimes higher) voltage reduction. This can have an adverse effect on both building 
and automation related equipment. Devise a voltage reduction plan with items such as 
changing the HVAC set-points, reducing the number of mail processing machines 
operating to the minimum required to meet the operating plan, turning off office lighting, 
etc. Most employees and tenants go along with these reductions as long as they are 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=49
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=49
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advised why such steps are being taken and that reductions are temporary in nature. 
9.7.2 Shut Downs 
Identify the electrical-mechanical or lighting equipment that can be shut down, or whose 
electrical requirements can be materially reduced. This equipment includes building and 
mail handling equipment under operational control of the USPS or tenants. 
9.7.3 Occupant Cooperation 
Advise the head of each tenant organization, or appropriate local contact person of the 
need for such a plan, and solicit full cooperation. It is most important that each tenant 
identify: 

 Equipment that can be shut down.  

 Equipment that can have its electrical load materially reduced.  

 Specific locations and the number of light fixtures that can be turned off. 
9.7.4 Summation of Electrical Load Reduction 
Prepare a summary of the equipment referenced above, showing the approximate 
kilowatt rating for each item of equipment, and the total of all equipment. This way the 
total electrical load reduction can be approximated. Clearly indicate and follow the 
priority or sequential order of equipment shutdown when activating the plan. 
9.7.5 Utility Company Contact 
The Maintenance Manager must contact the utility company serving the building under 
his/her control and inform them of the arrangements to reduce the electrical loads 
should such reduction become necessary. Confirm in writing any approved Area Office 
agreements and all procedures resulting from these arrangements. Do not reduce 
electrical loads unless requested by an authorized representative of the local utility 
company. 
9.7.6 Control Point 
Each field office establishes a control point for coordinating any requests for reduction 
of electrical power. Generally, this control point will be in the Maintenance Manager’s 
office. However, the Area Office may designate a central control point for metropolitan 
or other areas where there are several USPS facilities. This would be contained in the 
Area’s Continuity of Operations Plan (COOP). The control point ensures the orderly flow 
of requests for electrical power reduction and efficient execution of the established plan 
for such reduction. 
9.7.7 Power Reduction 
Upon receipt of request for electrical power reduction, the SPO, or other designated 
central control point, initiates the planned course of action and reduces electrical loads 
accordingly. Advise the head of each tenant organization, or local agency contact 
person, of the reduction start time, the expected duration, and the items of building or 
tenant equipment being shut down or materially reduced. 
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9.7.8 Restoration of Service 
Initiate a systematic restoration of power upon receipt of information that normal power 
will be restored. To prevent sudden surges that could cause undesired or harmful 
tripping of circuit breakers, each item of equipment should be returned to normal service 
in a controlled manner as previously determined by the SPO or control point. 
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SECTION 10 
HEATING, VENTILATING, AND AIR-CONDITIONING (HVAC) 

SYSTEMS 
10.1 GENERAL 
10.1.1 Scope 
This section pertains to USPS maintenance responsibilities for heating, ventilating, and 
air-conditioning systems. 
10.1.2 SPO Responsibility 
The SPO is responsible for safely, efficiently, and effectively maintaining heating, 
ventilating, and air-conditioning systems to ensure the safety and well-being of the 
building and its occupants. Install and maintain these systems in compliance with 
National code, local code and ordinances, and USPS Standards. 
10.1.2.1 Operation 
The operation of heating, ventilating, and air-conditioning equipment must comply with 
MS-24, Heating, Cooling, and Ventilating. Also, follow the energy-conservation 
procedures specified in AS-558, Facility Energy Management Guide. 
10.1.2.2 Maintenance 
Reference the current MMO titled “Guidelines for Creating Detailed Local Building and 
Building Equipment Maintenance PM Checklists” for heating, ventilating, and air-
conditioning equipment preventive maintenance guides. Use these guides, checklists, 
and the manufacturer's instructions to develop a specific preventive maintenance 
checklist for each item of equipment. 
10.1.2.3 Hours of Operation 
Generally, turn off the heating and air-conditioning equipment serving office areas when 
the occupants leave and turn on the equipment in time for the building to be comfortable 
when the occupants arrive. In USPS work rooms or other areas occupied beyond 
normal hours, heating and air-conditioning are provided only for occupied areas. 
Prepare a written procedure for each building specifying the hours of operation for the 
heating and air-conditioning equipment, depending on the outside temperature and the 
ability of the equipment to bring the building within the acceptable condition for 
occupancy. 
10.1.2.4 Adherence to Codes 
All maintenance, repair, testing, and inspection of boilers and pressure vessels must 
conform to the applicable sections of the ASME Boiler and Pressure Vessel Code. 
Plumbing must conform to the provisions of the National Plumbing Code. 
10.1.2.5 Room Temperatures 
The USPS follows current energy conservation guidelines including those pertaining to 
heating and cooling buildings. These guidelines state that comfort can be achieved with 
energy conservation if humidity levels are controlled. For energy conservation 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24
http://blue.usps.gov/cpim/ftp/hand/as556.pdf
http://www.engineeringtoolbox.com/asme-boiler-vessel-code-d_8.html
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guidelines, reference AS-558 Facility Energy Management Guide, Chapter 6, 
Conservation Planning and Savings. The currently recommended settings are heating, 
65F and air-conditioning, 78F. 
10.1.2.6 Zone and Room Controls 
Thermostats are the final instruments in the control system to select room or zone 
temperatures. Adjust or change thermostats only after checking air handler operation. If 
the air-conditioning apparatus is not functioning properly, changes made to the zone or 
room controls will not be satisfactory. When a complaint is received from an occupant, 
first check the unit feeding that area thoroughly. Do not make changes to the zone or 
room controls until all conditions are satisfactory at the air handler.  

NOTE 
With current technology, most checks of this sort can be made 
from the operator’s console of the Building Management 
System (BMS). 

10.1.2.7 Hazardous Energy Control (Lockout (LO)) 
The current Energy Control Program (ECP) MMO outlines specific safety lockout 
requirements. These documents (MMOs) are dynamic rather than static in nature and 
are periodically updated. Go to the MTSC website for the most current listing of 
Maintenance Bulletins.  
The page specifically pertaining to energy control procedures is 
http://www1.mtsc.usps.gov/apps/mtsc/#Bull&ecp_index&0. 
These MMOs cover most nationally deployed mail-processing systems. The SPO is 
responsible for developing and maintaining a lockout program that fulfills those 
requirements. Access the Safety Tool Kit on USPS Blue for information concerning the 
development and requirements of a lockout program. The Safety Toolkit is an online, 
interactive management tool for safety personnel who use the toolkit to record and track 
facility inspections, Program Evaluation Guides, and OSHA citations. To use the Safety 
Toolkit, set up an account with a password (available only to safety personnel) by 
following the instructions given on the Safety Toolkit Website. The lockout program 
requirements for both small and large facilities are located at 
http://safetytoolkit.usps.gov:12/loto.aspx.  
10.1.2.8 Appearance of Machinery Space 
Keeping machinery spaces clean and orderly is important; however, the use of work 
hours to maintain a highly polished, or showcase appearance, is discouraged. Each 
operator is responsible for cleaning an assigned space and leaving it in a presentable 
condition. Keep the machinery spaces, particularly the floor, and the equipment in each 
space sealed or painted. Do not store anything in machinery spaces without the 
knowledge and consent of the SPO, and even then, limit storage in machinery spaces 
to items used in building operation. Properly secure and store operating supplies such 
as lubricants, light bulbs, rags, cleaners, and other maintenance supplies in approved 
containers, in accordance with all fire and safety requirements. 

http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://www1.mtsc.usps.gov/apps/mtsc/#Bull&bm_index&1
http://www1.mtsc.usps.gov/apps/mtsc/#Bull&ecp_index&0
http://safetytoolkit.usps.gov/
http://safetytoolkit.usps.gov:12/loto.aspx
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10.1.2.9 Smoke and Air Pollution Control 
Comply with federal, state, and local air pollution and smoke abatement regulations in 
all cases. In cases where there is a conflict of codes, the more stringent code shall 
apply. 
10.1.2.10 Conservation of Heating and Cooling 
Proper operating procedures must provide adequate environmental conditions with 
maximum economy. Criteria and techniques for utility conservation are found in MS-24 
and in AS-558, Facility Energy Management Guide. 
10.1.2.11 Building Management Systems 
Maintain central Building Management Systems for lighting, air conditioning and heating 
systems in working order, and fully utilize them in building operations to reduce utility 
costs and provide comfort and safety. 
10.2 AIR-CONDITIONING 
According to the US EPA, HVAC systems must be properly maintained to promote 
indoor air quality. If this is not done, ventilation systems can become a source of 
contamination or become clogged and reduce or eliminate airflow. Humidification and 
dehumidification systems must be kept clean to prevent the growth of harmful bacteria 
and fungi. Failure to properly treat the water in cooling towers to prevent growth of 
organisms, such as Legionella, may introduce such organisms into the HVAC supply 
ducts, and cause serious health problems. Accumulations of water anywhere in the 
system may foster harmful biological growth that can be distributed throughout the 
building.”  
In addition to the above, should mold be discovered in any portion of the HVAC system, 
SPOs and Maintenance Managers are reminded of the provisions listed in Paragraph 
2.3.13 of this handbook. 
10.2.1 Refrigeration Operating Records 
Maintain operating logs to assist in energy conservation and troubleshooting on all 
refrigeration machines over 100-ton capacity. MS-24 contains instructions for 
maintaining these logs. Virtually all current Building Management Systems have utility 
programs to record the information specified in logs required by the MS-24. If these 
automated capabilities exist in a facility, then there is no need to manually record 
entries. 
10.2.2 When Cooling is Needed 
When a considerable difference between the wet-bulb temperature of the outside air 
and the temperature required for comfort inside a building exists, the need to provide 
cooling is obvious and no special guidance is required. However, there are days when 
the sense of comfort offered by the outside air is deceiving, and the following criteria 
should be used. If a building is equipped to take in outside air, circulate the outside air 
through the building, and exhaust it, because refrigeration is not required when the wet-
bulb temperature of the outside air is at or below the designated dew point temperature 
of the building apparatus. For example, if a building's air-conditioning equipment is 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://www.cdc.gov/legionella/index.html
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24
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designed to operate at a dew point of 54F, refrigeration is not required if the wet-bulb 
temperature of the outside air is below 54F. When the wet-bulb temperature is above 
the designed dew point temperature, refrigeration may be required. Whenever practical, 
use outside air for cooling; however, not all buildings have facilities to thoroughly 
ventilate a space. Thus, the decision for or against the use of cooling must be made 
with judgment based on the conditions within the space, the time required for cooling to 
take effect, and the time of day. 
10.3 HEATING 
10.3.1 Degree Days for Heating 
Trending the degree days helps to illustrate the difference between the different climate 
conditions existing from one year to another. Information on degree days can usually be 
obtained by contacting the National Weather Service. This is found on the U.S. 
Department of Commerce website.  
A degree day is a unit based on temperature difference and time used in estimating fuel 
consumption and specifying nominal heating load for a building in winter. For every day 
the mean temperature is less than 65F, there exists as many degree days as there are 
degrees Fahrenheit difference between the mean temperature for that day and 65F. 
The number of annual degree-days for the heating season will be the sum of the 
degree-days for all days during the heating season. In the example above, the mean 
temperature is 55F, 10F less than 65F; therefore, that day had 10-degree days. If the 
mean temperature is above 65F, the degree days are zero. 
10.3.2 When Heating is Needed 
It will generally be necessary to supply heat to a building when the mean temperature 
for the day is expected to be below 65F. For our purposes, the mean temperature is 
the average of the high and low temperature expected in a 24-hour period. For 
example, if the high expected is 70F and the low expected is 40F, the mean 
temperature is calculated to be 55F, and heating may be required. There is a 
considerable amount of heat generated by both lighting and mail processing equipment. 
As a result, there will be times when outside temperatures are below what normally may 
be considered a “heating required” day, but supplying heat to the mail processing 
workroom floor is not necessary. The SPO should establish guidelines for his/her 
particular facility and take advantage of the ambient heat. 
10.3.3 Steam and Condensate Meters 
All buildings utilizing steam purchased from local utilities for heating and/or cooling 
systems usually have steam or condensate meters to determine the actual steam used 
for space heating and cooling. The local utility will provide a steam meter for facilities 
purchasing steam for usage/billing purposes. Maintain the plant in optimum condition 
(no steam leaks) to avoid excessive utility charges. 
10.3.4 Boiler Firing Instructions 
Most boilers are now fully automatic and will come on as long as the firing controls are 
powered. This may require activation via an “on/off” switch.  

http://www.cpc.ncep.noaa.gov/products/analysis_monitoring/cdus/degree_days/index.shtml
http://www.cpc.ncep.noaa.gov/products/analysis_monitoring/cdus/degree_days/index.shtml


Operation And Maintenance Of Real Property 

MS-1, TL-6 10-5 

In the event the facility has not undergone upgrades to the heating plant and the boilers 
are still fired manually, then conspicuously post the boiler firing instructions, including 
operating sequence, in the boiler room along with the name or names of persons 
qualified to troubleshoot boiler malfunctions. Only qualified employees/contractors are 
authorized to correct malfunctions, and they must follow established troubleshooting 
routines. In no instance shall other employees attempt to manipulate the controls to fire 
the boiler.  
Boiler firing controls are designed to be fail-safe, and manipulation of the controls 
circumventing the fail-safe features in order to operate the unit is strictly prohibited. 
10.4 VENTILATION 
10.4.1 Requirements for Mechanical Supply Ventilation 
Provide the following spaces with mechanical supply ventilation (using filtered air), if the 
space is not air-conditioned:  

 Offices having an open window area equal to less than 5% of the floor area. 

 Auditoriums, courtrooms, cafeterias, conference rooms, post office workrooms, 
private dining rooms, transformer and switchboard rooms with at least 300 KVA 
of transformer capacity,  

 Elevator machine rooms and escalator machine spaces.  
All new construction must comply with the Facilities Department Design Guidelines. 
10.4.2 Requirements for Mechanical Exhaust Ventilation 
Provide mechanical exhaust ventilation in the following spaces: kitchens, toilets, locker 
rooms, inside garages, refrigeration machine rooms, battery-charging rooms, vehicle 
charging rooms, and lookout galleries. 
10.4.3 Ventilation Air Quantities 
Follow ventilation standards included in state and local codes. 
10.4.4 Portable Electric Fans 
The SPO decides if localized fans are allowed. Reference the Chief Operating Officer’s 
memo (COO-02-28-2002-1) concerning the use of personal cooling fans. Current USPS 
policy states: “Personnel cooling fans can be used in delivery units, manual distribution 
operations, docks, trailers, and elevated keying areas (BMC). They can also be used in 
other areas where there is a potential for heat-related illness, or in non-mail processing 
areas such as administrative offices. Additionally, local management will consider the 
use of fans in facilities that are not air-conditioned, or during temporary failures of air 
conditioning systems. These fans should be positioned to cool the employees and avoid 
blowing on the mail as much as practical.” 
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10.5 WATER TREATMENT 
10.5.1 General 
Establish a water-treatment program for all circulating systems requiring make-up water. 
When basic tests, treatment, and chemical control limits have been established, 
benefits will result in the form of reduced maintenance costs, uninterrupted 
performance, and longer equipment life. This type of chemical treatment, application, 
testing, and method of control will vary with the location, water conditions, and 
equipment in service. 
10.5.2 New Installations 
10.5.2.1 Water-Treatment Equipment Requirements 
Make water-treatment equipment part of the construction or alteration contract 
whenever possible, and require a complete raw water analysis and internal and/or 
external treatment of the equipment based upon the recommendations of a qualified 
water-treatment engineer or chemist. Initiate the water-treatment program, whether or 
not this has been done, as described below. 
10.5.2.2 Flushing the System 
When installing a new circulating system, it is customary for the contractor to flush the 
system to remove dirt, loosened rust, and construction debris. It may be necessary to 
acid clean the system or perform a boil-out to remove mill scale, oil, grease, or rust from 
the equipment. Initially, employ high dosages of chemicals to form a protecting film 
against the attack on metal or wood surfaces. 
10.5.3 Methods of Treating Water 
Water-treatment methods may take any of the following forms. All chemicals used must 
meet local code requirements. As always, maintain SDS for any and all chemicals used. 
Local situations and economics determine the method selected. All three methods listed 
below should be seriously considered before making a final decision for the individual 
location. If using Methods B or C, an independent laboratory should monitor them 
annually. Refer to MS-24 for additional technical guidance on water treatment.  

NOTE 
All treated wastewater (i.e. cooling tower bleed-off) must 
comply with the guidelines set forth in RE-6, Facilities 
Environmental Guide. 

NOTE 
Issue an eBuy request for all water-treatment contract 
requests. 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24_hvac.pdf
http://blue.usps.gov/cpim/ftp/hand/re6.pdf
http://blue.usps.gov/cpim/ftp/hand/re6.pdf
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10.5.3.1 Method A 
Method A contracts the complete water-treatment service. Confine requests for such 
services to water-treatment companies currently engaged in the water-treatment field 
and employing chemists or engineers of recognized competence. This method, while 
possibly more costly, is usually the most comprehensive and avoids USPS employees 
handling chemicals, wearing Personal Protective Equipment (PPE), maintaining a 
respirator program, and risking possible injury. Method A is preferred above either 
Method B or C.  
10.5.3.2 Method B 
Method B contracts testing and analysis services and supplies of treatment chemicals. 
This type of contract usually includes the initial water testing and analysis, establishes 
chemical limits to be maintained, and the type of basic chemicals to be employed. The 
contractor supplies the treatment; instructs the operators on testing, feeding, and limits; 
and makes periodic checks to ensure proper system maintenance.  
10.5.3.3 Method C 
Method C contracts testing and analysis only. In this contract, the contractor does an 
initial one-time testing and analysis of the water, establishes the chemical limits to be 
maintained, and the type of basic chemicals to be employed. USPS employees perform 
routine water treatment, analysis, and certain types of tests. 
10.6 INSPECTION AND TEST OF BOILERS AND PRESSURE VESSELS 
10.6.1 Definition of Boilers and Pressure Vessels 
10.6.1.1 Boiler 
A boiler is a closed vessel that generates heat by using either electrical energy or fossil 
fuel combustion to produce hot water or steam. 

 High-pressure boiler (power boiler) - A boiler operating at temperatures above 
250F which generates steam or vapor at pressures higher than 15 pounds per 
square inch gauge (psig) or water at pressures above 160 psig. 

 Low-pressure boiler - A boiler operating at temperatures below 250F that 
generates steam or vapor at pressures below 15 psig or water at pressures 
below 160 psig. 

10.6.1.2 Pressure Vessel 
A pressure vessel is a closed container that utilizes pressure from an external source 
such as an air compressor or by the application of heat from an indirect source. 
10.6.1.3 Domestic Water Heater 
A domestic water heater provides hot water for use in rest rooms, cafeterias, etc. These 
heaters are usually less than 120 gallons in capacity operate at less than 160F and the 
water pressure is equal to the domestic water supply pressure to the building. 
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10.6.2 Inspection and Test Requirements 
The safety inspection of heating boilers and unfired pressure vessels shall be in 
accordance with the provisions of Management Instruction AS-530-2004-9 or the most 
current document. 
10.6.2.1 Construction Inspection 
All boilers and pressure vessels in USPS facilities must be constructed in accordance 
with the American Society of Mechanical Engineers Boiler and Pressure Vessel Code 
and bear the ASME code stamp. The provisions of this handbook apply only to such 
boilers and pressure vessels. Replace any boilers and unfired pressure vessels that do 
not bear an ASME stamp. 
10.6.2.2 Inspection Certificate 

a. Complete Form 279-A, Certificate of Pressure Vessel Inspection (PSN 7530-03-
000-3705) in triplicate and distribute as follows: 
1) Post one copy conspicuously under glass near the unit. 
2) Forward one copy to the Area Office. 
3) Keep the original on file in the facility. 

b. Other certificates - When the inspection is performed by a State or municipal 
inspector, their certificate may be used in lieu of Form 279A. 

c. Scope of inspection - Except as noted elsewhere in this part, the inspection must 
include the following: 
1) An external inspection including testing of safety and control devices. 
2) An internal inspection as required by a USPS qualified boiler inspector. 
3) A hydrostatic test after repairs have been made affecting the strength of the 

unit. 
4) A test when inspector notes defects and deems testing necessary to assure 

continued safe operation. 
5) The inspector completes the appropriate USPS inspection checklist listed 

below. The same inspection source and procedures specified for elevators in 
SECTION 8 apply. 
a. Form 4082, External Checklist Cast-Iron Boiler 
b. Form 4085, Internal Inspection Checklist Fire Tube Boiler 

d. Code Requirements - Conduct tests and inspections in accordance with:  
1) ASME Boiler and Pressure Vessel Code, Sections IV, VI, VIII 
2) American National Standards Incorporated/National Board (ANSI/NB)-23, 

National Board Inspection Code for Boiler and Pressure Vessel Inspectors 
3) National Fire Prevention Association (NFPA)-70, National Electric Code 
  

http://blue.usps.gov/cpim/ftp/manage/a530049.pdf
http://blue.usps.gov/formmgmt/forms/4082.pdf
http://blue.usps.gov/formmgmt/forms/4085.pdf
http://www.engineeringtoolbox.com/asme-boiler-vessel-code-d_8.html
http://www.nationalboard.org/
http://www.nationalboard.org/
http://www.nfpa.org/
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5) ASME Safety Code CSD-1, Controls and Safety Devices For Automatically 
Fired Boilers   

6) NFPA-54, National Fuel Gas Code 
7) NFPA-31, Standard for the Instillation of Oil-Burning Equipment 

e. Air and Water Pollution Abatement - Inspect and operate each boiler such that it 
meets local air and water pollution abatement standards and complies with  
Clean Air Act, ASM Chapter 69.  

10.6.3 Frequency of Inspection  
The latest boiler and unfired pressure vessel inspection criteria will be found in the 
Facility Inspection Tool database, within the Facility Inspection Tool software 
application, and in the most recent Management Instruction (MI). 
10.6.4 Exceptions 
The following pressure vessels are exempt from this requirement: 

a. Pressure vessels used for transportation and storage of compressed gases when 
constructed in compliance with specifications of the U.S. Department of 
Transportation (DOT) and when charged with gas, marked, maintained, and 
periodically requalified for use, as required by appropriate DOT regulations. 

b. Vessels with nominal water-containing capacity of 120 gallons or less for 
containing water under pressure, including those containing air, the compression 
of which serves only as a cushion or air lift pumping system. 

c. Refrigeration receivers. 
10.6.5 Inspection Scheduling 
The USPS database (Facility Inspection Tool) identifies each boiler. Its inspection 
schedule and location is available to the boiler contract inspectors within the Facility 
Inspection Tool. Facility Inspection Tool is managed by the USPS Facilities 
Organization and is accessible.  
10.6.6 Inspectors 
Inspectors certified by the National Association of Elevator and Safety Authorities 
(NAESA) or by State, Municipal, or other Federal inspectors with equivalent 
qualifications perform the inspections. 
10.6.7 Source of Inspectors 
Reference the current MI for suggested pressure vessel inspector sources when 
qualified USPS employees are not available. 
  

https://www.asme.org/
https://www.asme.org/
http://www.nfpa.org/
http://www.nfpa.org/
http://blue.usps.gov/cpim/ftp/manuals/asm/html/asmc6_022.htm
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SECTION 11 
PLUMBING AND SEWERAGE SYSTEMS 

11.1 GENERAL 
11.1.1 Scope 
This section pertains to USPS maintenance responsibilities for plumbing and sewerage 
systems. 
11.1.2 SPO Responsibility 
The SPO is responsible for plumbing and sewerage systems to ensure the safety and 
well-being of the building and its occupants. These systems must be installed and 
maintained to be in compliance with local codes, national codes, environmental 
regulations, and USPS standards. 
11.1.3 Maintenance Standards and Methods 

 Maintain and service plumbing systems and equipment according to the 
preventive maintenance guidelines found in the current MMO titled “Creating 
Detailed Local Building and Building Equipment Maintenance PM Checklists.” 

11.2 PIPING SYSTEMS 
11.2.1 Code Requirements 
All piping in USPS buildings must conform to the provisions of the state and local 
plumbing codes, and in the case of gas piping and equipment, to the standards 
established by the American Gas Association and the National Fire Protection 
Association (NFPA). As is always the case of a conflict in code requirements, the more 
stringent code shall apply. 
11.2.2 Piping Identification 
Code and identify all piping in USPS-owned buildings as specified by ASME A13.1. 
Place colored bands at each joint, turn, or every 50 feet of open straight run. Clearly 
identify valves by a sign permanently mounted or hung near the valve. This sign must 
be visible from the floor.  
Stencil designations and tag designations specified must also be used. Facilities in 
compliance with previous standards identifying the contents of piping need not change 
their present coding.  
11.2.3 Piping Layouts 
11.2.3.1 General 
Keep a layout in the facility of the various piping systems in a building and furnish 
copies to the Manager of Maintenance Operations on each tour, or the Supervisor 
normally handling Building Systems. Generally, designers furnish layouts of this type 
when new buildings are being built. In older buildings, the layouts may have become 
misplaced or out of date. If drawings are not available, consult the Facilities Service 
Office to determine the required action. At minimum, if the drawings are not available 
the local office should attempt to recreate schematic one-line drawings with appropriate 

http://www.ansi.org/
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symbols. These drawings should show the relative location of the valves controlling 
service to the principal subdivisions within the building (such as a wing, floor, or 
section). If out-of-date drawings still accurately reflect unchanged piping layouts, they 
must be updated, but may be used until the new layouts are available.  
11.2.3.2 Dead-Legs 
Dead-legs are defined as those pipe runs that are simply capped at the end and do not 
permit the draining of water in them. In hot water systems temperatures in dead-legs 
can fall, due to stagnation, into the range that may promote the growth of various 
bacteria, Legionella among them. Accordingly, in those facilities having dead-legs, take 
steps to eliminate them such as: 

 installing return lines 

 installing drain valves to permit frequent flushing 

 installing heat tracing to maintain a temperature above 122F  
NOTE 

Fire suppression systems (deluge and sprinklers) are not 
included in this item. 

11.2.4 Piping Leaks 
Leaks cost money. Additionally, they may result in safety or environmental hazards 
which, if fines are levied, cost additional monies. Water leaks cause serious waste and, 
in many cases, damage. A 1/8-inch diameter opening allows a loss of approximately 
130,000 gallons (17,378 cu. Ft.) of water per month and a ¼-inch diameter opening can 
account for a loss of as much as 515,000 gallons ( 68,845 cu. Ft.) per month. At current 
water rates, that equates to a significant amount of money virtually going down the 
drain. Leaking valves, faucets, pump seals, packing glands, and toilets can waste 
significant quantities of water. Leaks in air piping waste energy and can be noisy. They 
can also release contaminants such as atomized oil into the environment or, in the case 
of internal leaks in the compressors, into the air distribution systems. Leaks of this 
nature often have a negative effect on automated mail processing equipment. Leaks 
from gas or oil piping systems can be safety and environmental hazards. Give proper 
attention to piping to assure avoidable losses do not occur. 
11.2.5 Cross Connections 
11.2.5.1 General 
A cross connection is a direct or indirect connection permitting waste, sewage, 
chemicals, or undrinkable water to flow into a potable water supply. Eliminate all 
instances of cross connections in any facility. 
Refer to RE-6, Facilities Environmental Guide for in-depth information concerning cross-
connections, USPS policy, and all applicable laws and regulations. 
11.2.5.2 Direct Connections 
Direct connections consist of continuous connections leading non-potable water into 
drinking water. A common example is the makeup water connection to a boiler. Usually 

http://blue.usps.gov/cpim/ftp/hand/re6.pdf
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backflow prevention devices (BFPD) are installed to prevent chemically treated boiler 
water from entering the potable water system if pressure in the potable system is lost. 
Check these BFPDs annually for proper operation. Most local codes require BFPDs 
annual testing at the water service entrance of the building by a person certified to test 
BFPDs.  
11.2.5.3 Indirect Connections 
Indirect connections consist of gaps or air spaces into which non-potable liquids can be 
sucked or blown. A common example is a hose attached to a faucet in a custodial closet 
and allowed to dangle below the top of the slop sink. If the hose was used to dilute 
cleaning chemicals and the water pressure interrupted, chemicals can be drawn into the 
potable water system. A similar condition can exist with garden hoses. Do not attach 
hoses to the faucet without using a BFPD on the faucet. These inexpensive BFPDs are 
available locally at hardware and home center stores. 
11.2.6 Vacuum Breakers 
Do not install any faucet or submerged orifice fixture without equipping it with a vacuum 
breaker. The vacuum breaker, when mounted in the water supply line, maintains a 
safeguard on the possibility of cross connection by preventing back siphonage. One 
type contains a movable flap-type valve that closes if there is a pressure reduction on 
the inlet and prevents the siphoning of water into the supply piping. Install a vacuum 
breaker on all general fixtures requiring a submerged flushing device under the flood rim 
of the fixture. 
11.2.7 Valves 
During repairs or renovations, install valves (if not already installed) on cold water, hot 
water, and hot-water-return circulating mains, to permit a building sectional shut off 
without disturbing the services to other parts of the building (When replacing valves use 
globe valves in lieu of gate valves). Install a shutoff valve close to the main on each 
branch connection off the main. Similarly, install valves on the supply to each restroom 
or fixture where the riser supplies more than one restroom, and on the connection to 
each hydrant, lawn faucet, etc. Operate all valves at full open and close at least once a 
year to prevent “frozen” valves. 
11.2.8 Drain Traps 
The water in the traps of floor drains, shower drains, etc., used infrequently may 
evaporate and allow the entrance of sewer gas. Replace the water occasionally to avoid 
this condition. This condition can be especially prevalent in older “historic” facilities 
where shower facilities were commonly installed and no longer used. 
11.2.9 Sprinkler System Types  
Reference MS-56, Fire Prevention and Control for more details. 
11.2.9.1 Wet-Pipe Sprinkler System 
The wet-pipe sprinkler system is the simplest and most effective for the general control 
of usual fires. The system connects to an adequate water supply and the piping fills with 
water. The system incorporates a water-flow device or an alarm valve to sound water-

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56


Operation and Maintenance of Real Property  

11-4 MS-1, TL-6 

flow and fire alarms. 
11.2.9.2 Standard Dry-Pipe System 
The standard dry-pipe system is a modified form of the wet-pipe system, with a dry-pipe 
valve replacing the water-flow device or alarm valve, and air pressure substituted for 
water in the piping. The air pressure keeps the dry-pipe valve in the closed position and 
prevents water from flowing into the piping where it might freeze. When a sprinkler head 
opens, the air pressure releases, permitting the dry-pipe valve to operate, and allows 
water to flow to the sprinkler heads. Install “drum-drips,” if not already in place, to permit 
the collection and elimination of small amounts of water entering the dry pipe system. 
Install the drum-drip at the system’s low point (or points in the case of multi-leg 
systems) with a valve above and below the drum. In normal operation, open the upper 
valve and close the lower valve. This allows water to enter the drum but maintains 
system integrity. During preventive maintenance, close the upper valve and open the 
lower valve. This allows water to drain out of the system onto the floor or into a 
receptacle. Once drained, close the lower valve and re-open the upper valve. This 
maintains system integrity and uninterrupted system operation. 
11.2.9.3 Deluge Sprinkler System 
A deluge sprinkler system is a special type of automatic dry-pipe system, having open 
or unsealed heads in the piping arrangement with automatic and auxiliary manual 
controls. Install this type of system only in areas where flash fires are likely to occur. 
11.2.9.4 Pre-action Systems 
Pre-action systems design and installation are similar to deluge systems, but use 
standard sealed type heads. Heat actuated controls operate riser valves permit water 
availability at the sprinkler head before there is sufficient heat at the head to cause 
fusion. 
11.3 FIXTURES AND EQUIPMENT 
11.3.1 Drinking Fountains 
Evaluate before repairing a unit, particularly one that is more than 10-years old, to 
determine whether it would be more economical to dispose of the unit and purchase a 
new one. Typically, economic repair limits are 50% of the cost to replace the unit. If 
practical, use wall-hung fountains when replacing old units or when adding new drinking 
fountains. Comply with handicap requirements as stated in RE-4, Standards for Facility 
Accessibility. Perform lead content inspections in accordance with current lead in 
drinking water MMO. 
11.3.2 Toilet Partitions 
For ease of floor cleaning, install ceiling hung partitions where the ceiling construction 
lends itself to this type of installation, or when modernizing restrooms. 
11.3.3 Soap Dispensers 
For economy and ease of maintenance, replace central-feed soap dispensers with 
individual units using liquid soap when modernizing restrooms. Install units requiring a 
special type of soap only if they prove to be more economical. 

http://blue.usps.gov/cpim/ftp/hand/re4.pdf
http://blue.usps.gov/cpim/ftp/hand/re4.pdf


Operation And Maintenance Of Real Property 

MS-1, TL-6 11-5 

11.3.4 Paper Towel Dispensers 
Paper towel dispensers will use common-size towels. Provide large waste receptacles 
for used paper towels. Do not use cloth roll towels. Several manufacturers install and 
maintain state of the art dispensing systems provided their consumables are used. 
SPOs should investigate this and, when economically advantageous, utilize these 
services. The supply and installation of these systems are typically at no cost to the 
USPS. 
11.3.5 Electric Hand Dryers 
Because of high-energy use, do not use electric hand dryers except where special 
circumstances warrant their use and with SPO approval.  
11.3.6 Toilet Paper Holders 
Provide jumbo roll toilet paper holders in all restrooms in USPS-owned or USPS-
operated buildings. Install new jumbo roll toilet paper holders when necessary, or in 
toilets requiring more than daily service. 
11.3.7 Miscellaneous 
Provide receptacles utilizing disposable plastic inserts for sanitary napkins/pads in each 
women’s water closet enclosure. These units may be wall mounted.  
11.4 OPERATIONAL REQUIREMENTS 
11.4.1 Water Consumption 
Water consumption varies greatly in USPS buildings. In small buildings, the daily 
consumption averages approximately 25 gallons per employee. In large buildings with 
2,000 - 3,000 employees, the average is 15 to 20 gallons per employee. Newer 
buildings, and those with renovated/modernized toilet facilities, equipped with reduced 
flow toilet fixtures use approximately 2/3 less. 
11.4.2 Water Supply 
Provide two or more services from separate mains, if possible, in buildings over 50,000 
gross square feet. Meter each service connection and record monthly usage. If 
purchasing water, record the monthly consumption.  
11.4.3 Water Pressures Required 
The minimum water pressure required for plumbing fixtures on the top floor of a building 
is 15 psi. The minimum operating water pressure required at the highest fire hose valve 
is 25 psi with 35 gpm flowing. 
11.4.4 Temperature of Domestic Hot Water 
For general use in office buildings, the temperature of hot water at the tap should be no 
more than 105 in accordance with safety requirements. 
11.4.5 Water Treatment 
Treatment of domestic water supplies may or may not be necessary depending on the 
local water conditions. Perform a test analysis to determine these conditions. Treat 
hardness exceeding 100 parts per million. The amount of treatment, tests, and 
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equipment required depends upon the use, the amount of water required, and the 
temperature maintained in the hot-water supply systems. Generally, water supplied by 
municipal water systems for domestic uses will not require additional treatment. 
11.4.6 Protection Against Freezing 
In locations subject to freezing weather, valve off and drain hose bibs, water fountains, 
etc. exposed to the freezing conditions before the onset of winter weather. 
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SECTION 12 
MISCELLANEOUS BUILDING EQUIPMENT 

12.1 POWER-OPERATED DOORS 
The building manager provides for the maintenance and repair of power-operated doors 
installed in USPS-operated buildings. Follow the maintenance guides provided by the 
door manufacturer. In the event there are no original equipment manufacturer (OEM) 
guides available, use the maintenance guides provided in the current MMO titled 
“Creating Detailed Local Building and Building Equipment Maintenance PM Checklists” 
to develop an appropriate PM guide for the facility.  
12.2 BUILDING MAINTENANCE EQUIPMENT 
12.2.1 General 
There are various types and kinds of equipment, such as lawnmowers, power 
sweepers, and buffers essential to the economic operation and maintenance of 
buildings. The methods and procedures identified in this and other maintenance 
handbooks indicate the need for equipment to improve operations and save labor-
related costs. The building manager evaluates the need for, and adequacy of, building 
maintenance equipment, and when required, provides justification for new and/or 
additional equipment. 
12.2.2 Operation 
Employees must receive on the job training in the operation of building maintenance 
equipment they will be using. Formalize equipment specific training and record actual 
training hours for both the employee and the trainer. Record this in the employee’s file. 
The employee operating the equipment cleans it and performs minor maintenance 
associated with its operation, reporting needed repairs and safety hazards to the 
supervisor. 
12.2.3 Maintenance 
Preventive maintenance guides for the most common building maintenance equipment 
are included in the current MMO titled “Creating Detailed Local Building and Building 
Equipment Maintenance PM Checklists.”  Prepare PM checklists from these guides and 
from the manufacturers’ instructions for each type of equipment. Proper maintenance of 
equipment is important to prevent loss of time due to equipment failure. However, the 
cost of preventive maintenance should not be excessive in relation to the replacement 
cost of the equipment. It would be better to perform minimum maintenance and replace 
the mower when it fails and the cost of repair exceeds the economic repair limit (ERL). 
A general rule-of-thumb is the ERL for this type of equipment should not exceed 60% of 
the cost of a replacement unit.  
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SECTION 13 
MAINTENANCE APPRAISAL 

13.1 GENERAL 
13.1.1 Background 
An effective operation and maintenance program requires appraisal/evaluation on a 
systematic basis. Systematic appraisals enhance program performance, increase 
coordination among the various field activities, and ensure USPS policy is carried out 
service-wide. 
13.1.2 Policy 
It is USPS policy to provide a uniform level of service in all USPS-operated buildings, 
and ensure all leased space is operated and maintained in accordance with the leases. 
13.1.3 Objectives 
The objectives of a maintenance appraisal are: 

 Uniformity - To provide for uniform and adequate appraisals on a planned basis. 

 Compliance - To appraise the local building operation and condition to determine 
if directives are being followed, and implemented according to, Headquarters 
Maintenance Operations through the Area Office. 

 Action - To initiate corrective action at the level where problems may exist. 

 Training - To provide a basis for determining training needs. 

 Assistance - To assist SPOs in effectively maintaining clean, comfortable, and 
safe buildings and surroundings through the appraisal process. 

13.1.4 SPO Appraisal Function 
The SPO or his/her designee is directly involved in the appraisal of maintenance 
operations at USPS facilities more than anyone else. Below are listed examples of 
maintenance appraisals: 

 Building operation and maintenance - the SPO is responsible for all the things 
that make up the day-to-day operation and maintenance of the building and any 
associated stations and branches. 

 Housekeeping - the SPO is responsible for the cleanliness of buildings, and 
maintenance appraisals ensure an adequate level of cleanliness. 

 Concessions - the SPO appraises and corrects all building deficiencies involved 
in concessions space, and periodically checks for obvious health and contract 
violations as specified in EL-602. The SPO takes corrective action in conjunction 
with the Procurement Services Office handling the concessionaire’s contract. 

 Repair – the SPO conducts maintenance appraisals identifying repairs needed to 
keep the facility in good condition and prevent avoidable deterioration. The SPO 
notes any necessary repairs identified, on the Facility Maintenance Appraisal 

http://blue.usps.gov/cpim/ftp/hand/el602.pdf
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form so the next Area Maintenance representative will have an idea of the prior 
appraisal conditions. 

 Protection - the SPO and staff take all reasonable measures to safeguard people 
and property from injury, loss, or damage due to fire, accident, theft, natural 
disaster, or attack. Appraisals of this function allow for hazard discovery and 
correction. Incorporate these measures into the facility’s Integrated Emergency 
Management Plan (IEMP). 

 Construction and alteration - the SPO is directly responsible for the appraisal of 
any construction and alteration done by the in-house staff. The SPO may also be 
designated as the Contracting Officer’s Representative (COR) by the Facilities 
Department (FSO) for work performed by outside contractors. In this capacity, 
the SPO becomes the on-site eyes of the Contracting Officer and pays particular 
attention to the contractor’s activities to ensure all work performed is in 
accordance with the terms of the contract. Before being designated COR, the 
SPO must successfully complete the appropriate COR Training course. 

 New Facilities - prior to acceptance, the SPO assists in the inspection and 
evaluation of new facilities. Reference AS-501, Postal Facility Activation, and AS-
502, Activation of Non-Mail Processing Postal Facilities for specific new facility 
activating guidelines. This function is an Area Office responsibility (ASM 512.4 
and 518.7). 

o Despite this being listed as an Area responsibility, there are several 
committees set up well in advance of activation. The Maintenance 
Manager leads the Maintenance Committee and ensures all maintenance-
related items such as test equipment, appropriate spares, transfer of 
stock, training, etc., are properly addressed. 

 Mechanical Equipment - periodic inspection of all mechanical equipment by 
competent personnel is advisable and necessary. The SPO coordinates these 
equipment inspections. The SPO should have the expertise necessary to 
conduct these inspections and evaluate the equipment. 

 Safety - the SPO and maintenance supervisors use EL-801, Supervisor's Safety 
Handbook, to conduct safety and fire prevention inspections.  

 USPS “Blue” page lists USPS Safety and Health inspections requirements and 
checklists. 

 Space Inspection - SPOs may perform specified space inspections related to 
safety, space assignment, or utilization. However, this function will normally 
come under In-Plant Support. 

 OSHA Inspections - It is the policy of the USPS to maintain safe and healthful 
working conditions and to cooperate fully with OSHA Inspectors. Actions to be 
taken by the SPO are described in detail in ELM 825.  

http://blue.usps.gov/cpim/ftp/manuals/asm/asmc5.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/asmc5.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://safetytoolkit.usps.gov/resources/resources.aspx
http://about.usps.com/manuals/elm/elmc8.pdf
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NOTE 
 For additional material concerning the subject matter found in ELM 825, 

refer to EL-802, Executive's and Manager's Safety Compliance Guide.  
13.1.5 Maintenance Appraisal Techniques 
13.1.5.1 Total Maintenance Appraisal 
A total, or 100%, appraisal is ideal, but is typically impractical because the scope of 
inspection is too large. The type and scope of appraisal shall dictate its depth.  
13.1.5.2 Partial Appraisal 
As the name implies, conduct partial appraisals on a branch or part of the Maintenance 
Department or on a section within that particular branch. An example is performing an 
appraisal of the air conditioning systems while leaving the rest of the department 
unexamined. 
13.1.5.3 Sampling 
Sampling is the selection/examination of a number of randomly selected samples and 
ascribing the results to the remaining sample base. For example, in a large HVAC 
system with 100 valves, it is statistically viable and financially advantageous to inspect 
only 10 – 20 randomly selected valves and assume the uninspected valves will have 
similar failure rates. 
13.2 AREA OFFICE INVOLVEMENT 
13.2.1 General 
Area Office maintenance representatives or their designees conduct the on-site building 
operations and maintenance appraisal at field locations. The Area Office schedules 
inspections at sufficient frequency to assure operation and maintenance standards are 
maintained. 
13.2.2 Personnel 
Maintenance appraisal team members may also be selected from other organizations 
when appropriate. Select team members on the basis of a broad knowledge of the 
major functional areas. This selection can be made from personnel geographically 
located near the office selected for appraisal. 
13.2.3 Scheduling 
The Area Office evaluates the need for maintenance appraisal and schedules them as 
necessary. 
13.2.4 Advance Preparation 
Unless conditions warrant immediate evaluation, the Area Office representative should 
notify the SPO at least two (2) weeks prior to the scheduled maintenance appraisal. At 
this time, the Area Office representative provides the names of the persons doing the 
appraisal to the SPO.  
The SPO ensures the appropriate designee, managers, and/or supervisory personnel 
are on duty during the appraisal period. 

http://about.usps.com/manuals/elm/elmc8.pdf
http://blue.usps.gov/cpim/ftp/hand/el802.pdf
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13.2.5 Conducting Appraisals and Preparing Reports 
13.2.5.1 Maintenance Appraisal Procedure 
Use Form 4905 (Figure 13-1 through Figure 13-4), Building Operation and Maintenance 
Evaluation for Area Office maintenance appraisals. All reports in connection with these 
maintenance appraisals shall be written. File copies of the forms and reports at the Area 
Office and at the appraised office. 

1. Conduct a general discussion with the SPO and/or designee. 
2. Conduct a detailed review of the building operation following a checklist. This 

checklist can be expanded to meet particular needs or for program emphasis. 
Complete the checklist in order to rate the operation and summarize the 
appraisal results. 

3. While conducting the review, compare actual practice with established 
procedure. 
a. Note deviations, discuss with operating personnel, and include them in the 

report. 
b. Provide adequate time for field personnel to discuss their problem areas.  
c. Prepare findings and recommendation documentation. If time does not permit 

preparation of this documentation, the items themselves shall be reviewed 
and the report shall be sent to the SPO within 7 days of the exit conference. 

d. Identify the specific employee training requirements needed by employees at 
this facility. The appraiser may conduct specific training sessions as required 
during maintenance appraisals.  

4. Exit meeting with SPO and/or designee. 
a. Discuss actions to be taken.  
b. Establish target dates for completion.  
c. If after thorough discussion, there are unresolved issues that cannot be 

agreed upon, include supporting and opposing views with the appraisal 
report.  

d. The Area Office makes the final recommendations for action items.  
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Figure 13-1.  Building Operation and Maintenance Evaluation (Form 4905, Sheet 1) 

 

 BUILDING OPERATION AND MAINTENANCE      See instructions on last page

     before completing this form

ITEM     CATEGORY   RATINGS *           EVALUATORS          

A.

B.

C.

D.

E.

F.

TOTAL
(Items A through F)

REMARKS

*  Form Rating Instructions on Page 4
    4905



Operation and Maintenance of Real Property  

13-6 MS-1, TL-6 

 

Figure 13-2.  Building Operation and Maintenance Evaluation (Form 4905, Sheet 2) 

CHECKLIST  
   

Yes No Yes No

1 Are all custodial workhour estimating forms properly 
prepared and current? 24

Are all building maintenance workhour estimating 
forms properly prepared and current? 
(See appropriate WHEP MMO)

2 Is the custodial training program organized and 
effectively carried out? 25

Are the maintenance route sheets (PM Work Order 
Cards), checklists, and work orders complete and 
properly prepared?

3
Do the custodial route sheets (PM Work Order 
Cards), checklists, and work orders support the 
authorized workhours?

26
Is the maintenance operation workhour allowance 
supported by the workload documents?  
(See appropriate WHEP MMO)

4 Are the work assignments prepared to agree with the 
productive rate for each type of cleaning? 27 Have elevator data cards (PS Forms 4813) been 

prepared for each elevator?

5 Is cleaning scheduled for a minimum amount of 
inconvenience to the building occupants? 28

Is preventive maintenance properly performed?  (Inspect 
equipment on which preventive maintenance has 
recently been completed.)

6 Does the cleaning equipment fit the facility need? 29 Is preventive maintenance properly scheduled and 
completed?

7 Is cleaning equipment of good appearance? 30 Are logs properly maintened on central chillers, 
boilers, and water treatment?

8 Is cleaning equipment well maintained? 31 Are only official Postal equipment logs being used?

9 Are custodial supplies and equipment stored properly 
and in an orderly manner? 32

Are required inspections being performed on elevators 
(Form 279) and pressure vessels (Form 279A)?  Are 
inspection certificates current and available?

10
Are the selected cleaning products effective and used 
in compliance with safety and environmental 
guidelines?

33

Is preventive maintenance work which requires highly 
specialized equipment and personnel contracted 
according to ASM 535 and Article 32 of the National 
Agreement?   (Electrical protective devices, elevator 
controls, etc.)

11 Is contract cleaning used in accordance with ASM 
535 and Article 32 of the National Agreement? 34 Is water treatment adequate?

12 Is this facility a candidate for contract cleaning? 35
For existing contracts, is the COR properly trained and 
aware of his/her responsibility and the actions to take 
ensuring terms of the contract are followed?

13 Are janitor closets well maintained? 36 Do maintenance employees have proper tools and 
equipment for safe, efficient operations and repairs?

14 Are trash rooms well maintained? 37
Are building equipment operating or preventive 
maintenance route sheets (PM Work Order Cards) 
accurate?  (Accompany a mechanic on at least one 
operating or preventive maintenance route)

15 Are locker rooms well maintained? 38 Is a building management system maintained and being 
used to achieve maximum comfort and energy efficiency?

16 Is there evidence that custodians are reporting 
needed mechanical and structural repairs? 39

Do supplies for building and equipment maintenance 
adequately meet the needs of the facility and are they in 
compliance with appropriate safety and environmental 
policies?

17 Is component cleaning accomplished as scheduled? 40 Is there a standard operating procedure for 
hazardous waste management?

18 Are floors well maintained? 41 Are the training needs of the building maintenance 
staff being met?

19 Are high cleaning areas well maintained? 42 Are environmental procedures being followed?

20 Are outside area well maintained?  UTILITY CONSERVATION
21 Are rooms clean and well maintained? 43 Have procedures for recording, analyzing, and 

controlling energy use been implemented?

22 Are windows clean and well maintained? 44 Has the best available utility rate schedule been 
verified within the last year?

23 Is a recycling program in place?
PS Form  4905 2 Revised Feb., 2007

CLEANING MAINTENANCE
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Figure 13-3.  Building Operation and Maintenance Evaluation (Form 4905, Sheet 3) 

CHECKLIST
 

Yes No Yes No

45 Are shops, storage areas, corridors, public space, 
etc., clean and free from hazards? 65 Are all tenant agencies advised of their contact for 

services?

46 Are machine guards, personal equipment, etc., 
provided, used, and properly maintained? 66

Does the senior postal official/designee make 
frequent contacts with agency heads to promote 
agency relations?

47 Is all portable and shop powered, electrical 
equipment properly grounded? 67 Have operating employees been properly trained in 

agency and public relations?

48 Is the lockout program and its required 
documentation in place? 68 Do all categories of employees demonstrate a good 

public relation "service" attitude?

49 Are hand tools well maintained? 69
Does the senior postal official/designee understand 
lessor tenant relations and the agreement between 
USPS and GSA?

50 Are ladders, platforms, etc., in safe condition? 70
Are services which are beyond the responsibility of 
the Postal Service furnished to tenant agencies 
properly documented and charged?

51 Are hand rails provided on stairs, steps, etc.? 71 Is there an agency contact identified for each 
occupant agency on file?

52 Have unsatisfactory conditions detected on previous 
safety inspections been properly corrected?

MISCELLANEOUS OTHER ITEMS
53 Are vending areas clean? 72

54 Do concessionaires have adequate trash and 
garbage storage facilities? 73

55 Does the senior postal official/designee understand 
their responsibility in administering contracts? 74

56 Are license and contract documents for concessions 
available? 75

57 Are keys properly controlled? 76

58 Are rules and regulations governing conduct on 
Postal property properly posted?  (Poster 7)

77

59
Does the senior postal official/designee understand 
their duties, responsibilities, and the chain of 
command?

78

60 Do locally designed electronic forms (used in lieu of 
authorized forms) contain the same information? 79

61 Are defective supplies and materials reported to the 
vendor for credit/replacement? 80

62
Is the senior postal official/designee familiar with local 
ordinances, codes, etc., that may affect the 
operation?

81

63 Is the flag properly displayed? 82
64 Are the building plans current? 83

PS Form  4905 3 Revised Feb., 2007

SAFETY-ACCIDENT PREVENTION AGENCY RELATIONS
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Figure 13-4.  Building Operation and Maintenance Evaluation (Form 4905, Sheet 4) 

INSTRUCTIONS 
 
1. Use the appropriate checklist and rate each category according to the following scales: 

Rating Scale for Categories A, C, D, E, F Rating Scale for Category B  

 
10 

 
Every phase is considered outstanding. 
 

 
10 

 
Needs no special attention other than routine 
maintenance at scheduled intervals. 
 

 8 Every phase of the operation is completely 
satisfactory. 
 

 8 While equipment is operating satisfactorily, 
completion rate for senior routes needs further 
attention. 
 

 6 Minimum standards are being maintained. 
Action required to increase quality of 
performance. 
 

 6 Needs special attention above routine 
maintenance generally requiring treatment with 
expendable items such as belts, packing, 
covers, surfacing, painting, etc. 
 

 4 The standard for each operation is being 
met intermittently. 
 

 4 Needs special attention to eliminate future 
safety hazards or to avoid excessive wear or 
damage to machinery which, if neglected, would 
result in expensive repairs. 
 

 2 The operation is considerably below 
standard and immediate action is 
necessary to increase the quality of 
performance. 
 

 2 Needs repair or replacement of component 
parts to function properly. 
 

 0 The operation is completely inadequate. 
 

 0 Needs special attention to correct equipment 
not functioning, or to eliminate serious hazards. 
 

  
 
 

  

 
2. 

 
Include the name of each person who 
participates in the evaluation. 
 

 
4. 

 
Where all categories are not evaluated, the 
percent rating should be determined by dividing 
the actual by the possible.  A rating of ten (10) is 
possible for Categories “E” and “F” and a rating 
of twenty (20) is possible for Categories “A”, “B”, 
“C”, and “D”. 
 

 
3. 

 
Under Category “A” Cleaning, evaluate 
each sub-category for both area and 
component cleaning.  Average these to 
obtain the rating for cleaning.  A total rating 
of 20 is possible for cleaning. 
 

 
5. 

 
Any individual rating of four (4) or less shall be 
fully explained with recommendation for 
corrective action on attached sheets. 
 

 PS Form 4905 
Feb., 2007 revision 

Page  
4 of 4 
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13.2.5.1.1 Follow-up  
The SPO initiates action to correct noted deficiencies in the maintenance appraisal 
reports (especially safety items; see ELM 824 for safety policy), ensures recommended 
action implementation, and provides follow-up reports.  
13.2.5.1.2 Submission of Reports 
Each office retains a copy of the forms and reports of maintenance appraisals 
performed throughout the previous year. Upon request, submit these reports to the 
Maintenance Technical Support Center. 
13.3 INSPECTION OF USPS FACILITIES BY LOCAL GOVERNMENTS 
13.3.1 Application 
13.3.1.1 Immunity  
See Paragraph 2.2 for information concerning local, state, and federal immunity policy. 
The term immunity means to be immune (or free) from fines or other retribution. 
13.3.1.2 Local or State Government Inspections 
Local or state government inspectors may be solicited to conduct equipment inspections 
such as pressure vessels, elevators, and food preparation facilities as long as they have 
the specialized qualifications needed. However, conditions beyond those required by 
USPS publications shall not be imposed as a result of these inspections. 
13.3.1.3 Leased Facility Inspection 
In leased facilities, access shall be allowed to insurance inspectors when the visit has 
been prearranged by the lessor. 
  

http://about.usps.com/manuals/elm/elmc8.pdf
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SECTION 14 
CONCESSIONS 

14.1 GENERAL 
All Food Service Operations shall be in accordance with EL-602, dated Nov 1994. 
EL-602, Food Service Operations, prescribes uniform USPS procedures for managing 
food services operations. Because minimal time and effort is expended by USPS 
personnel to manage food operations, this service is contracted to professional in-plant 
food management firms and concessionaires whenever the size of the facility permits.  
Agreements to provide space to blind vendors (Randolph-Sheppard Act) are frequently 
maintained by the appropriate Category Management Center (CMC). 
  

http://blue.usps.gov/cpim/ftp/hand/el602.pdf
http://blue.usps.gov/cpim/ftp/hand/el602.pdf
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SECTION 15 
PROTECTION 

15.1 GENERAL 
15.1.1 Scope 
The building protection program addresses accident prevention, fire prevention, 
physical protection, and those Homeland Security activities relating to personnel and 
facility protection. 
15.1.2 Responsibility 
15.1.2.1 Supervisory 
The SPO and his/her supervisors are responsible for taking all reasonable actions to 
prevent accidents to the USPS employees under their supervision. This responsibility 
extends to any occupants or visitors on the premises. They are also responsible for the 
prevention of damage by fire or accidents to USPS property. In carrying out this 
responsibility, managers and supervisors participate in all phases of accident, fire 
prevention, and civil defense programs as required. The line supervisor is the most 
important link in the chain of organization necessary to the success of these protection 
programs. Supervisors must know all employees, train them thoroughly to do their jobs 
correctly, and keep them alert on the job. 
15.1.2.2 Safety Program  
The Safety Program identified in ELM, Section 8 is an integral part of the SPO’s 
protection program. EL-801, Supervisor’s Safety Handbook identifies the supervisor's 
responsibility, the reporting requirements, and safe work practices. 
15.1.2.3 Environmental Compliance Program 
The Environmental Compliance Program is a very important part of providing tenants 
and employees a safe and healthful working environment. Incorporate all Environmental 
MMOs and MIs into the Building Environmental Plans as applicable. A complete listing 
can be found on USPS Blue page.  
For further assistance and requirements, contact the appropriate Environmental 
Compliance Specialist or Headquarters ECRM.  
15.1.2.4 Personal 
The protection of mail, funds, and property is the responsibility of every USPS 
employee. Encourage all managers and supervisors to instill this sense of responsibility 
in each employee. 
15.1.3 Occupational Safety and Health Act (OSHA) 
The SPO follows the safety requirements of OSHA in building operations and uses the 
appropriate USPS Safety Inspection Checklist when conducting safety inspections. 
15.1.4 Environmental Protection Agency Regulations (EPA) 
Follow the environmental requirements of the EPA, including State and local regulatory 

http://about.usps.com/manuals/elm/elmc8.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://blue.usps.gov/wps/portal
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agencies, in all building operations. Adhere to appropriate USPS Environmental MMOs, 
MIs, and Handbooks. For guidance and assistance with these issues, contact the 
Headquarters Office of Sustainability. More information is available on the USPS Blue 
page.  
NCED can provide training courses and publications.  
15.1.5 Responsibility for Maintenance of SDS Documentation 
The SPO is responsible for maintaining an accurate and complete SDS book(s). The 
SDSs should be in binders in two groups: 

 Active Items. Those items currently in use in the facility. 

 Inactive Items. Those items no longer in use. The SDS must be maintained in the 
facility for a period of 30 years. 

15.2 CONDUCT ON USPS PROPERTY 
15.2.1 Authority  
Under authority of law, the USPS has adopted rules and regulations governing conduct 
on USPS property (Poster 7). 
These rules and regulations apply to all real property under the charge and control of 
the USPS, to all tenant agencies, and to all persons entering or on such property. 
15.2.2 Posting 
Poster 7 displays these rules and regulations and must be posted conspicuously at 
each public entrance. 
15.2.3 Enforcement 
The enforcement of these rules and regulations is essential to the protection of USPS 
property. See ASM 27. 
15.3 INVESTIGATIVE SERVICES 
15.3.1 General 
The Postal Inspection Service provides investigative services for offenses on USPS 
property. Additionally, the Office of the Inspector General prevents, detects and reports 
fraud, waste, and program abuse, and promotes efficiency in the operations of the 
USPS. The OIG has "oversight" responsibility for all activities of the Postal Inspection 
Service. 
15.3.2 Other Authorities 
The Inspection Service maintains and conducts all necessary liaisons with other 
investigative, intelligence, federal, and local law enforcement bodies concerning 
offenses and investigative matters. They have the sole responsibility for referring 
criminal cases involving or affecting the USPS to the Department of Justice. 
15.3.3 Reporting  
ASM 221 contains information on the reporting of USPS losses and offenses. 

http://about.usps.com/posters/pos7.pdf
http://about.usps.com/posters/pos7.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
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15.3.4 Tenant Agencies 
Tenant agencies must report losses or offenses to the USPS SPO through the agency 
contact. The following action is then taken: 

 The SPO, when appropriate, verifies the extent of the loss or offense and reports 
the matter to the local postal inspector. In criminal cases such as burglary, 
assault, and robbery, also notifies local law enforcement officers. 

 The Postal Inspection Service investigates or coordinates the investigation with 
the tenant agency's investigating body. 

15.4 FIRE PROTECTION EQUIPMENT 
15.4.1 Portable Fire Extinguishers 
15.4.1.1 Fire Extinguisher Standards 
The USPS must conform to the requirements covering portable fire extinguishers in the 
National Fire Protection Association Standard No. 10, Portable Fire Extinguishers, and 
as modified by ELM, Section 856.2 and MS-56, Fire Prevention and Control, Section 
462.  
15.4.1.2 Selection of Extinguishers 
Order fire extinguishers from Federal Supply Schedule FSS Group 42, Part 1 - Fire 
Equipment and Supplies, unless local purchase results in reduced cost of extinguishers 
certified by the Underwriters' Laboratory.  

NOTE 
HALON extinguishers have been deemed an Ozone Depleter. 
Replace them with an appropriate type extinguisher when they have 
reached the end of their useful life or are discharged.  

15.4.1.3 Maintenance 
Reference MS-56, Fire Prevention and Control, Chapter 4, Portable Fire Extinguishers 
for specific guidance on fire extinguisher maintenance and requirements. 
15.4.2 Standpipes and Hoses 
Most fire departments will not use class II fire hoses installed in buildings, as they are 
often poorly maintained and their condition cannot be determined until the hose is 
charged. The fire department prefers hoses not be installed so fire department 
equipment can be more readily installed. Where hoses are installed on standpipes, 
remove the linen or cotton hose on them when deteriorated and do not replace them. In 
those special cases where 1 ½ inch hose is required, the hose must be polyester fiber, 
single-jacketed, rubber-lined fire hose available through Federal Supply Schedule 4210. 

http://about.usps.com/manuals/elm/elmc8.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
http://www.mtsc.usps.gov/msbooks/pdf/MS-56.pdf
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Regardless of whether or not the hoses are installed, check the size of the threaded 
connection on the standpipes with the local fire department. If there is a mismatch in the 
threaded connection, USPS shall provide adapters. Coordinate the installation of fire 
hoses with the local fire department. Regardless of whether or not the hoses are 
maintained, all offices must have an appropriate spanner wrench at each hose 
connection. 
15.4.3 Sprinkler Systems 
See Paragraph 11.2.9 and MS-56, Fire Prevention and Control, for information on 
sprinkler systems. 
15.5 FIRE DEPARTMENT NOTIFICATION 
15.5.1 General 
The SPO instructs employees on their responsibility to operate the fire alarm box and 
call the fire department upon detecting a fire. In no case may employees be directed or 
otherwise encouraged to withhold the sounding of an alarm or delay the alarm without 
checking with a supervisor. 
15.5.2 In Case of Fire 
In any case of fire, notify the fire department immediately. It is established USPS 
practice to connect the building fire alarm system directly to the fire department or to a 
commercial or Government-operated control center that will automatically relay the fire 
alarm to the fire department. Pulling a fire alarm box, in buildings connected to the fire 
department or a control center, automatically transmits a signal to the fire department. 
This automatic signal is followed up by a telephone call to the fire department giving 
them the exact location of the fire. In those buildings where the building fire alarm 
system is not connected to the fire department or a control center, telephone the local 
fire department to inform them of the location of the fire. Reference ELM, Section 850 
for further instructions and requirements. USPS personnel are never to attempt to fight 
a fire beyond its incipient stage. 
15.5.3 In Special Situations 
Other situations that must be reported to the fire department include: 

 Smoke detection. Upon detecting an odor of smoke or any other indication of fire 
(including such information received by telephone from a building occupant), 
employees must immediately notify the fire department. If, after calling the fire 
department, conditions indicate there may not be an actual fire, the SPO or 
designee may investigate before sounding the facility’s fire alarm. 

 Discovery of an extinguished fire. Upon discovering evidence of an extinguished 
fire (including such information received by telephone from a building occupant), 
the employee immediately notifies the fire department. After calling the fire 
department, the employee must investigate the situation, take all necessary 
action to ensure the fire has been extinguished, and sound the building fire alarm 
if necessary. Generally, the fire department dispatches a professional firefighter 
to assist in making this determination. 

http://www.mtsc.usps.gov/msbooks/pdf/MS-56.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
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15.6 FIRE ALARM IDENTIFICATION 
Building fire alarm systems not connected to the fire department or control center must 
be identified by posting a sign adjacent to each local fire alarm box. The sign states the 
alarm does not summon the fire department and a telephone call must be placed to the 
local fire department. Reference Figure 15-1, Fire Alarm Identification Sign for sign 
format. These signs must be uniform size, 5 by 7 inches, and easy to read. 

FIRE OR EMERGENCY 

This building alarm DOES NOT summon the Fire Department. Pull the building alarm 
station to evacuate building and proceed at once to CALL FIRE DEPARTMENT by 
telephone- 

Telephone No. 444-4444 

This building is U.S. Post Office 1900 F Street 

GIVE ACCURATE, COMPLETE INFORMATION 

Figure 15-1.  Fire Alarm Identification Sign 
15.7 FIRE DRILLS 
When conducting annual fire drills as required by ELM, Section 853.2, the SPO 
coordinates them with the local fire department and the building tenants. The tenants 
must: 

 Participate in the drill. 

 Appoint floor and corridor wardens to direct their employees to the stairs. 

 Ensure all of their space is evacuated. 
15.8 EMERGENCY EVACUATION TEAMS 
Emergency evacuation teams must be formed to respond to events as outlined in ELM, 
Section 853. Training will conform to ELM, Section 853.15. 
  

http://about.usps.com/manuals/elm/elmc8.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
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SECTION 16 
INTEGRATED EMERGENCY MANAGEMENT PLANS 

16.1 GENERAL 
The Integrated Emergency Management Plan (IEMP) performs the following:  

 Uses a standardized template to consolidate a facility's stand-alone plans 
(Contingency Plan, Emergency Action Plan, Continuity of Operations Plan, Crisis 
Management Plan, and emergency-specific plans). 

 Establishes emergency management teams. 

 Defines team roles and responsibilities. 

 Positions USPS emergency management activities for integration with the 
country's National Response Plan.  

The USPS established the IEMP as a single comprehensive emergency management 
plan to prepare for, mitigate, respond to, and recover from domestic emergencies that 
occur on USPS sites. Policy, templates, and training information are now available 
online. Reference USPS Blue, click Inside USPS, then National Preparedness, and then 
Prepare for specific IEMP guidelines. 
The plans and organization developed for compliance with this section must be 
consistent with the following publications: 

 ASM 28 Emergency Preparedness 

 ELM 850 Emergency Action Plans and Fire Prevention and Control 

The SPO must know who is in the facility at any given time. This is especially important 
in the event of a Biohazard Detection System (BDS) alarm. All sections within a building 
having employees that do not make regular time clock inputs should use section-
specific “in/out” sheets or some other method, to indicate whether or not an employee is 
in the facility. 
16.1.1 Identifying Cutoff Valves and Switches 
Locating main utility disconnect switches and valves are one of the biggest problems 
encountered by emergency services personnel. This causes confusion and wasted 
effort when every second counts. Accordingly, conspicuously post signs giving cutoff 
valves and switches location in the security office in all buildings having such offices 
and any other location deemed appropriate by the SPO. Keep these signs current. 
The signs must be of substantial construction and uniform as follows: 

 White lettering on a colored background. 

 Large enough to be noticed easily. 

 Have the heading, UTILITIES CUTOFFS, in letters at least 3 inches high. 

http://blue/nationalpreparedness/
http://blue/nationalpreparedness/
http://blue.usps.gov/wps/portal
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://about.usps.com/manuals/elm/elmc8.pdf
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 List all gas, electrical, steam, and water cutoffs and other utilities that may need 
to be turned off in case of emergency. These signs must not list any cutoff 
impairing a fire protection system such as sprinklers, standpipes, fire alarms, or 
fire pumps. 

 List all locations if using more than one location for a single type of utility. 
Clearly identify all cutoff valves and switches serving this function in all the building 
systems by a sign visible from the floor and permanently mounted near the valve or 
switch or hung from it. Use white letters on a colored background, the color to be the 
same as used for piping or electrical identification. 
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APPENDIX A 
DEFINITIONS AND METHODS FOR COMPUTING BUILDING AREAS 

A.1 GENERAL 
Definitions of building areas and the prescribed methods of measurement for computing 
them are covered in this appendix. 

A.2 GROSS AREA 
Gross area is the sum of the floor areas to the normal outside faces of the exterior 
walls, disregarding architecture setbacks or projections. This includes all stories or 
areas that have floor surfaces. 
Compute gross area by measuring from the normal outside face of the exterior walls, 
disregarding cornices, pilasters, and buttresses that extend beyond the wall face. 
Gross area also includes basements (except un-excavated portions), attics, garages, 
roofed porches, mezzanines, shipping platforms, penthouses, lobbies, corridors, and 
mechanical rooms provided they are within the normal face lines of the building. Since 
post office mailing platforms are always included in net assignable area, they must be 
included in gross area, regardless of whether they are within or outside the exterior wall 
lines of the building. 
The gross area does not include open courts, lightwells, or upper portions of rooms or 
lobbies that rise above the story being measured or extend beyond the principal exterior 
walls of the building. 
Do not include features that are not roofed, such as cooling towers, in the gross area. 

A.3 NET INTERIOR AREA 

A.3.1 General 
Net interior area is that portion of the gross area available for either USPS or other 
agency use, including space available jointly to the various occupants of the building. It 
is measured from the interior face of the wall to the interior face of the opposite wall. It 
also includes space provided for the operation and maintenance of the building. 
Each area of the building is classified as one of the following types of space: 

 Restroom  

 Lunch/Swing Room 

 Locker Room 

 Work Room 

 Office Space 

 Supply Room 

 Active Storage Room 
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 Inactive Storage Room  

 Elevator  

 Exterior Paved Area  

 Exterior Unpaved Area  

 Interior Parking/Maneuvering 

 Platform Dock (Enclosed) 

 Platform Dock (Non-Enclosed) 

 Service/Box Lobby  

 Stairway 

 Corridor  

 General Shop Area  

 Janitors (Custodial) Closet  

 Lookout Gallery  
(Refer to MS-47, Facility Cleaning) 

A.3.2 Total Net Area 
Total net area is that portion of the gross area that is composed of the net assignable 
areas and the horizontal circulation areas. 

A.3.3 Ratio of Net to Gross Areas 
This ratio is the total net area over the total gross area expressed as a fraction reduced 
to its lowest terms. 
 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=47
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APPENDIX B 
HANDBOOKS AND PUBLICATIONS RELATED TO BUILDING 

OPERATION 

NOTE 
These Management Instructions are current at the time of this 
publication. 

Handbooks 
MS-10 Floors, Care and Maintenance 
MS-11 Industrial Storage Batteries  
MS-24 Heating, Cooling, and Ventilating  
MS-28 Maintenance of Electrical Switchgear  
MS-45 Field Maintenance Program  
MS-47 Housekeeping Postal Facilities 
MS-56 Fire Prevention and Control  
MS-63 Maintenance Operations  
MS-110 Associate Office Postmaster's Facilities Maintenance Guidelines  

RE-1 Postal Service Facilities Guide to Real Property Acquisitions and Related 
Services  

RE-12 Repair and Alteration Surveys (7610-03-000-9290)  
RE-13 Repair and Alteration of Real Property Facilities (7610-03-000-9297)  
ELM Employee and Labor Relations Manual 
EL-602 Food Service Operations 
EL-800 Managing Contract Safety and Health Compliance 
EL-801 Supervisor’s Safety Handbook 
EL-803 Maintenance Employee’s Guide To Safety 
EL-812 Hazardous Materials and Spill Response 

EL-912 Agreement between the United States Postal Service and American 
Postal Workers Union, AFL-CIO 

Management Instructions 

AS-530-2004-9 Safety Inspection of Heating Boilers, Unfired Pressure Vessels, 
Elevators, Escalators, Dumbwaiters, Platform Lifts, and Chairlifts 

AS-550-95-10 Integrated Pest Management 
EL-810-2000-1 Hearing Conservation Programs 
EL-810-2000-2 Bloodborne Disease Exposure Control Plans 
EL-810-2006-3 Response to Hazardous Material Releases 
EL-850-2001-2 Emergency Evacuation and Fire Protection 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=10
http://www.mtsc.usps.gov/msbooks/pdf/MS-10.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=11
http://www.mtsc.usps.gov/msbooks/pdf/MS-11.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=24
http://www.mtsc.usps.gov/msbooks/pdf/ms-24_hvac.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28
http://www.mtsc.usps.gov/msbooks/pdf/ms-28_TL4.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=45
http://www.mtsc.usps.gov/msbooks/pdf/ms-45.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=47
http://www.mtsc.usps.gov/msbooks/pdf/MS-47TL3.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=56
http://www.mtsc.usps.gov/msbooks/pdf/MS-56.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=63
http://www.mtsc.usps.gov/msbooks/pdf/MS63TL8.pdf
http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=110
http://www.mtsc.usps.gov/msbooks/pdf/MS-110.pdf
http://about.usps.com/handbooks/re1.pdf
http://www.mtsc.usps.gov/msbooks/pdf/MS-110.pdf
http://www.mtsc.usps.gov/msbooks/pdf/MS-110.pdf
http://about.usps.com/manuals/elm/html/welcome.htm
http://about.usps.com/manuals/elm/html/welcome.htm
http://about.usps.com/handbooks/el602.pdf
http://about.usps.com/handbooks/el602.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://blue.usps.gov/cpim/ftp/hand/el801.pdf
http://blue.usps.gov/cpim/ftp/hand/el803.pdf
http://blue.usps.gov/cpim/ftp/hand/el803.pdf
http://blue.usps.gov/cpim/ftp/hand/el812.pdf
http://blue.usps.gov/cpim/ftp/hand/el812.pdf
http://blue.usps.gov/cpim/ftp/hand/el912/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/el907.pdf
http://blue.usps.gov/cpim/ftp/hand/el907.pdf
http://blue.usps.gov/cpim/ftp/manage/a530049.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/e810001.pdf
http://blue.usps.gov/cpim/ftp/manage/e810001.pdf
http://blue.usps.gov/cpim/ftp/manage/e810002.pdf
http://blue.usps.gov/cpim/ftp/manage/e810002.pdf
http://blue.usps.gov/cpim/ftp/manage/e810063.pdf
http://blue.usps.gov/cpim/ftp/manage/e810063.pdf
http://blue.usps.gov/cpim/ftp/manage/e850012.pdf
http://blue.usps.gov/cpim/ftp/manage/e850012.pdf
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EL-890-2007-2 Asbestos Containing Building Materials Control Program 
EL-890-2007-4 Lead Hazard Management 
EL-890-2007-5 Integrated Waste Management 
EL-810-2016-1 Hazard Communication (HazCom) Program  
EL-810-2009-4 Personal Protective Equipment and Respiratory Protection Programs 
EL-810-2010-1 Confined Space Safety 
ASM Administrative Support Manual 
AS-503 Standard Design Criteria 
AS-550-A Paper and Paperboard Recycling Guide 
AS-550-B Paper and Paperboard Recycling Plan 
AS-552 Pollution Prevention Guide 
AS-553 Hazardous Waste Management (7610-02-000-9920) 
RE-6 Facilities Environmental Guide 
AS-556 Asbestos Management Guide 
AS-558 Facility Energy Management Guide 
AS-701 Material Management 
RE-4 Standards for Facility Accessibility  
RE-5 Building and Site Security Requirements 

NOTE 
The above referenced Facilities publications are dynamic 
rather than static in nature and are subject to frequent 
revision. All Facilities handbooks and directives may be 
accessed through http://blue.usps.gov/cpim/manuals.htm  

  

http://blue.usps.gov/cpim/ftp/manage/e890072/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e890072/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e8900074/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e8900074/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e890075.pdf
http://blue.usps.gov/cpim/ftp/manage/e890075.pdf
http://blue.usps.gov/cpim/ftp/manage/e810084/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e810084/welcome.htm
http://blue.usps.gov/cpim/ftp/manage/e810094.pdf
http://blue.usps.gov/cpim/ftp/manage/e810094.pdf
http://blue.usps.gov/cpim/ftp/manage/el81020101.pdf
http://blue.usps.gov/cpim/ftp/manage/el81020101.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/cpim/ftp/manuals/asm/asmtc.pdf
http://blue.usps.gov/cpim/ftp/hand/as503/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/as503/welcome.htm
http://blue.usps.gov/cpim/ftp/hand/as550/as550a.pdf
http://about.usps.com/handbooks/as550a.pdf
http://blue.usps.gov/cpim/ftp/hand/as550/as550b.pdf
http://blue.usps.gov/cpim/ftp/hand/as550/as550b.pdf
http://blue.usps.gov/cpim/ftp/hand/as552.pdf
http://blue.usps.gov/cpim/ftp/hand/as552.pdf
http://blue.usps.gov/cpim/ftp/hand/re6.pdf
http://blue.usps.gov/cpim/ftp/hand/re6.pdf
http://blue.usps.gov/cpim/ftp/hand/as556.pdf
http://blue.usps.gov/cpim/ftp/hand/as556.pdf
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://blue.usps.gov/cpim/ftp/hand/as558.pdf
http://blue.usps.gov/cpim/ftp/hand/as701.pdf
http://blue.usps.gov/cpim/ftp/hand/as701.pdf
http://blue.usps.gov/cpim/ftp/hand/re4.pdf
http://blue.usps.gov/cpim/ftp/hand/re4.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/ftp/hand/re5.pdf
http://blue.usps.gov/cpim/manuals.htm
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Sources of Financial Data: 

 Weekly Flash report 

 Various eMARS reports 
 Financial Performance Report (FPR)  

 Enterprise Information System (WebEIS) 

 Enterprise Data Warehouse (EDW) 

 PUB 24 Supply Catalog 

 PUB 41 Purchasing Manual 

  



Operation and Maintenance of Real Property  

B-4 MS-1, TL-6  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS PAGE INTENTIONALLY LEFT BLANK 
 



Operation And Maintenance Of Real Property 

MS-1, TL-6 C-1 

APPENDIX C 
MANAGEMENT INSTRUCTIONS (MI) AND 

 MAINTENANCE MANAGEMENT ORDERS (MMO) 

NOTE 
These Management Instructions are current at the time of this 
publication. 

Management Instructions 
AS-550-91-10 8/15/91 Pollution Prevention Program 
AS-550-92-2 2/7/92 Waste Reduction 
AS-552 8/96 Pollution Prevention Guide 
EL 890-2007-6 8/1/07 Water Quality Management 
AS-550-92-8 4/21/92 Hazardous Waste Management 
AS-550-95-9 7/14/95 Underground Storage Tank Management 
AS-550-95-10 7/21/95 Integrated Pest Management 
EL-890-2007-5 7/15/07 http://blue.usps.gov/cpim/ftp/manage/e890075.pdf 
AS-550-96-4 5/17/96 National Environmental Policy Act Operational Guidance 
AS-550-97-4 6/17/97 Facility Energy Management Program 
EL-810-2010-1 1/15/10 Confined Space Safety Program 

Maintenance Management Orders 
MMO-001-84 Use and Disposal of Polychlorinated Biphenyls (PCB) 
MMO-007-80 Treatment of Cooling Tower Water to Control Disease Organisms 
MMO-008-02 ITT McDonnell & Miller Boiler Low Water Cutoffs Safety Recall 

MMO-017-96 Inspection of Unfired Pressure Vessels 

MMO-019-86 Eddy Current Testing of Central Chiller Evaporator and Condenser 
Tubes 

MMO-022-83 Safety Inspection Checklists for Escalators and Dumbwaiters 
MMO-024-87 PCB-Contaminated Power Factor Capacitors 
MMO-025-85 Preparation and Maintenance of Cooling Towers 
MMO-026-82 Maintenance of Electrical Switchgear 
MMO-028-88 Computer Room Cleaning 
MMO-031-82 Overloading of Freight Elevators 

MMO-037-01 Potential Safety Hazards Associated with High Intensity Discharge 
Lamps 

MMO-038-06 Hourly Rates For Computing Maintenance Labor Costs 
MMO-038-78 Water Treatment Safety and Procedures 
MMO-039-77 Cooling Tower Water Treatment During Severe Water Shortages 

http://blue.usps.gov/cpim/ftp/manage/a5509110.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509110.pdf
http://blue.usps.gov/cpim/ftp/manage/a550922.pdf
http://blue.usps.gov/cpim/ftp/manage/a550922.pdf
http://blue.usps.gov/cpim/ftp/hand/as552.pdf
http://blue.usps.gov/cpim/ftp/hand/as552.pdf
http://blue.usps.gov/cpim
http://blue.usps.gov/cpim/ftp/manage/e890076.pdf
http://blue.usps.gov/cpim/ftp/manage/a550928.pdf
http://blue.usps.gov/cpim/ftp/manage/a550928.pdf
http://blue.usps.gov/cpim/ftp/manage/a550959.pdf
http://blue.usps.gov/cpim/ftp/manage/a550959.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim
http://blue.usps.gov/cpim/ftp/manage/e890075.pdf
http://blue.usps.gov/cpim/ftp/manage/a550964.pdf
http://blue.usps.gov/cpim/ftp/manage/a550964.pdf
http://blue.usps.gov/cpim/ftp/manage/a550974.pdf
http://blue.usps.gov/cpim/ftp/manage/a550974.pdf
http://blue.usps.gov/cpim/ftp/manage/el81020101/el_810_2010_1_001.htm
http://blue.usps.gov/cpim/ftp/manage/el81020101/el_810_2010_1_001.htm
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo184.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo184.pdf
http://www.mtsc.usps.gov/pdf/mmo/1980/mmo780.pdf
http://www.mtsc.usps.gov/pdf/mmo/1980/mmo780.pdf
http://www.mtsc.usps.gov/pdf/mmo/2002/mmo00802.pdf
http://www.mtsc.usps.gov/pdf/mmo/2002/mmo00802.pdf
http://www.mtsc.usps.gov/pdf/mmo/1996/mmo1796.pdf
http://www.mtsc.usps.gov/pdf/mmo/1996/mmo1796.pdf
http://www.mtsc.usps.gov/pdf/mmo/1986/mmo1986.pdf
http://www.mtsc.usps.gov/pdf/mmo/1986/mmo1986.pdf
http://www.mtsc.usps.gov/pdf/mmo/1986/mmo1986.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo2283.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo2283.pdf
http://www.mtsc.usps.gov/pdf/mmo/1987/mmo2487.pdf
http://www.mtsc.usps.gov/pdf/mmo/1987/mmo2487.pdf
http://www.mtsc.usps.gov/pdf/mmo/1985/mmo2585.pdf
http://www.mtsc.usps.gov/pdf/mmo/1985/mmo2585.pdf
http://www.mtsc.usps.gov/pdf/mmo/1982/mmo2682.pdf
http://www.mtsc.usps.gov/pdf/mmo/1982/mmo2682.pdf
http://www.mtsc.usps.gov/pdf/mmo/1988/mmo2888.pdf
http://www.mtsc.usps.gov/pdf/mmo/1988/mmo2888.pdf
http://www.mtsc.usps.gov/pdf/mmo/1982/mmo3182.pdf
http://www.mtsc.usps.gov/pdf/mmo/1982/mmo3182.pdf
http://www.mtsc.usps.gov/pdf/mmo/2001/mmo03701.pdf
http://www.mtsc.usps.gov/pdf/mmo/2001/mmo03701.pdf
http://www.mtsc.usps.gov/pdf/mmo/2001/mmo03701.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo03806.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo03806.pdf
http://www.mtsc.usps.gov/pdf/mmo/1978/mmo3878.pdf
http://www.mtsc.usps.gov/pdf/mmo/1978/mmo3878.pdf
http://www.mtsc.usps.gov/pdf/mmo/1977/mmo3977.pdf
http://www.mtsc.usps.gov/pdf/mmo/1977/mmo3977.pdf
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MMO-055-83 Lighting Guideline 
MMO-055-94 Dock Levelers Safety Lockout and Maintenance Procedures 
MMO-060-85 Transformers With Polychlorinated Biphenyls (PCBs) 
MMO-064-99 Potential Hazard, Freight Elevator Gate Counterweight Connecting Bolt 

MMO-065-84 Safety Relief Valve Pop and Capacity Tests on Water Tube Heating 
Boilers 

MMO-066-99 Non-Chemical Cooling Tower Water Treatment 
MMO-070-15 Snow Accumulation on Postal Facility Roofs 
MMO-073-02 Safety Information for Single Bottom Cylinder Hydraulic Elevators 
MMO-074-06  Policy on Cleaning with HEPA Vacuums (MMO-047-03 Supplement) 
MMO-074-83 Inspection of Expansion Tanks on Hot Water Boilers 
MMO-079-00 Energy Conservation 
MMO-090-83 Use of Ethylene Glycol Antifreeze in Chilled Water Systems 
MMO-099-15 Elevator and Escalator Maintenance 
MMO-109-09 Influenza Cleaning Contingency  
MMO-150-14 Snow and Ice Removal 
MMO-115-09 Lead Work Practices  
MMO-115-83 Calibration and Testing of H.V.A.C. Controls 

MMO-120-84 Flashing Light Warning System for Vertically Sliding Freight Elevator 
Doors and Gates. 

MMO-127-09 Asbestos Work Practices  
MMO-133-06  International Comfort Products LLC Heating and Cooling Units Recall 
MMO-135-15 Used Lamp Management Maintenance Policies and Procedures 
MMO-141-06  Elevating Work Platforms 

  

http://www.mtsc.usps.gov/pdf/mmo/1983/mmo5583.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo5583.pdf
http://www.mtsc.usps.gov/pdf/mmo/1994/mmo5594.pdf
http://www.mtsc.usps.gov/pdf/mmo/1994/mmo5594.pdf
http://www.mtsc.usps.gov/pdf/mmo/1985/mmo6085.pdf
http://www.mtsc.usps.gov/pdf/mmo/1985/mmo6085.pdf
http://www.mtsc.usps.gov/pdf/mmo/1999/mmo06499.pdf
http://www.mtsc.usps.gov/pdf/mmo/1999/mmo06499.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo6584.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo6584.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo6584.pdf
http://www.mtsc.usps.gov/pdf/mmo/1999/mmo06699.pdf
http://www.mtsc.usps.gov/pdf/mmo/1999/mmo06699.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo07015.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo07015.pdf
http://www.mtsc.usps.gov/pdf/mmo/2002/mmo07302.pdf
http://www.mtsc.usps.gov/pdf/mmo/2002/mmo07302.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo07406.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo07406.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo7483.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo7483.pdf
http://www.mtsc.usps.gov/pdf/mmo/2000/mmo07900.pdf
http://www.mtsc.usps.gov/pdf/mmo/2000/mmo07900.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo9083.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo9083.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo09915.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo09915.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo10909.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo10909.pdf
http://www.mtsc.usps.gov/pdf/mmo/2014/mmo15014.pdf
http://www.mtsc.usps.gov/pdf/mmo/2014/mmo15014.pdf
http://www.mtsc.usps.gov/pdf/mmo/2014/mmo15014.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo11509.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo11509.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo11583.pdf
http://www.mtsc.usps.gov/pdf/mmo/1983/mmo11583.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo12084.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo12084.pdf
http://www.mtsc.usps.gov/pdf/mmo/1984/mmo12084.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo12709.pdf
http://www.mtsc.usps.gov/pdf/mmo/2009/mmo12709.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo13306.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo13306.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo13515.pdf
http://www.mtsc.usps.gov/pdf/mmo/2015/mmo13515.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo14106.pdf
http://www.mtsc.usps.gov/pdf/mmo/2006/mmo14106.pdf
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APPENDIX D 
PROCEDURE FOR RELEASING PASSENGERS FROM  

A STALLED ELEVATOR 

D.1 GENERAL 
This procedure for releasing passengers from stalled elevators shall be a part of the 
emergency contingency planning and training required by ELM Section 851.1, 
Emergency Action Plans and Fire Prevention and Control. 
Only qualified elevator mechanics or persons specifically trained in emergency 
procedures for elevators may release trapped passengers. 
As stated in Paragraph 8.5.1, if maintenance employees specifically trained in releasing 
passengers from stalled elevators and elevator contract personnel cannot be brought on 
site in a reasonable amount of time (1 hour), the facility’s IEMP shall contact the local 
municipal agency (usually the Fire Department) handling such calls.  

D.2 RELEASING PASSENGERS FROM A STALLED ELEVATOR 
Elevators may stall because of power failure or malfunction of equipment. When this 
occurs, the following steps must be taken immediately.  

1. Establish communication with the occupants of the car and assure them:  
a. Steps are being taken for their release. 
b. They are safe. 
c. They should stand clear of the door when it is opened. 
d. They must not smoke. 
e. They must NOT try to leave the car unaided. 

2. Find out the following:  
a. Number of persons in the car. 
b. Are any occupants in the car ill, injured, or otherwise handicapped? 
c. Are lights on. 
d. The location of the car in the hoistway. 

3. Continue Contact  
Maintain communication while rescue is underway to keep the trapped occupants 
informed and reassured of their safety.  

  

http://about.usps.com/manuals/elm/elmc8.pdf
http://about.usps.com/manuals/elm/elmc8.pdf
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D.3 RESCUE PERSONNEL 
Only experienced maintenance personnel specifically designated and trained shall 
attempt to release trapped passengers. The person in charge of the facility shall:  

 Designate persons to perform rescue duties on each tour. 

 Specify the responsibility of the designated persons.  

 Train the selected personnel in the rescue procedures to be followed under 
various situations for the particular building and equipment. 

D.4 INSTRUCTIONS 
Furnish written instructions containing steps to be taken to all persons designated to 
perform rescue duties. Include telephone numbers of elevator maintenance personnel in 
these instructions.  

D.5 RESCUE PROCEDURE  
The preferred method for safe rescue of passengers from stalled elevators is to move 
the elevator to a landing. However, only a skilled elevator mechanic who is familiar with 
the equipment should attempt to move a stalled car by other than normal means. The 
procedures in APPENDIX E do not require the movement of a car by other than normal 
or inspection means. It should be noted that under each and every procedure, the main 
electrical disconnect switch shall be opened and locked, and the emergency stop switch 
inside the car placed in the stop position before the trapped passengers are helped from 
the car.  

D.6 POST RESCUE 
After releasing the passengers, thoroughly and carefully inspect the elevator and correct 
the cause of the trouble before resuming service.  

D.7 DOCUMENTATION 
Document the incident with a complete report containing the following:  

 Summary of conditions just before the incident  

 Cause of the trouble  

 Action taken to correct problem  

 Action taken to prevent recurrence  

 Names of persons entrapped and any possible injury  
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APPENDIX E 
FORMAT FOR WRITTEN PROCEDURES ON REMOVAL OF 

PASSENGERS FROM STALLED ELEVATORS 

The following procedures are only an example of what must be contained in a passenger 
removal procedure. Each facility is unique; tailor written procedures specifically for each 
facility. The exact procedures for each elevator or group of similar elevators must contain 
the following: 
The following equipment is stored in and marked to indicate “for emergency use only”:  

 Two 8-foot ladders  

 Hoistway door unlocking key  

 Elevator side emergency door key  

 Two safety belts  

 Sledge hammer and pry bar (forcible entry tool)  

 Two flashlights with fresh batteries  

 20 feet of 1/2-inch nylon rope  

 Portable evacuation bridge  

 Two-way radio  
(This is just a sample list. Include any additional item needed for a particular plan.)  

E.1 PROCEDURE 
The person receiving the call (usually in Maintenance Operations Support) must:  

1. Acknowledge the call and maintain communications.  
2. Contact the rescue team leader and set procedure in motion.  
3. Advise persons in the car:  

a. Steps are being taken to rescue them.  
b. They are safe.  
c. They must stand clear of the door when it opens.  
d. They must not smoke.  
e. They must not try to leave the car unaided.  

4. Find out the following:  
a. Is the emergency stop switch in the run position?  
b. Number of persons in the car?  
c. Is any person in the car ill, injured, or handicapped?  
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d. Are the lights on in the car?  
e. The location of the car in the hoistway (if known)? 

E.2 BEFORE PROCEEDING 
Before proceeding, do the following:  

1. Ensure the mainline disconnect is in the closed position (Someone may have 
mistakenly opened the switch, stopping the elevator),  

2. If elevator is equipped with firefighter's service, activate the switch to recall the 
elevator to the designated level. If this does not work, proceed with the rescue.  

E.3 PROCEDURES FOR ELECTRIC TRACTION ELEVATOR 

E.3.1 Procedure I - Movement of Car by Normal Means 
If there is electric power to the elevator and an elevator mechanic is available, have 
mechanic identify the source of the problem and move the elevator to the nearest 
landing. Maintain continuous contact with persons in the car. If this cannot be 
accomplished in approximately 30 minutes, proceed to Procedure II, lll, or IV as 
appropriate.  

E.3.2 Procedure II - Two-person Rescue Team  
Application: The elevator is within 3-1/2 feet of landing, and the hoistway door can be 
opened.  

1. Open and lock main disconnect in machine room to remove power from drive 
machinery.  

2. Instruct persons in car to put the stop switch in the stop position. 
3. Locate car and open hoistway door with unlocking device.  

NOTE 
If hoistway door is not equipped with an unlocking device and 
car is above the landing, it may be possible for someone in 
the car to open the car door and unlock the hoistway door. 

4. If car is above the landing, protect the opening to the hoistway under the car with 
a board or a ladder. There have been instances where a person jumped from the 
car only to fall to his/her death under the car. 

5. After the doors are propped open, verify the stop switch is in the stop position.  
6. Establish two persons at the landing to assist with removing passengers one at a 

time.  

E.3.3 Procedure III - Side Emergency Exit (Three-person Rescue Team)  
Application: The car is not near a landing, and there is an adjacent operating elevator 
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with side emergency exit.  
1. Open and lock disconnect to the stalled elevator.  
2. Have persons in the stalled elevator place the stop switch in the stop position.  
3. Advise persons in the stalled elevator of rescue procedure.  
4. Station person in machine room.  
5. Put portable evacuation bridge in adjacent rescue car; two members of rescue 

team move the rescue car level with stalled car.  
6. Place rescue car stop switch in the stop position and have person in machine 

room open and lock rescue car disconnect.  
7. Open both side emergency exits, install portable rescue bridge between cars; 

one member of the rescue party enters the stalled car with a safety belt.  
8. Use the safety belt to move persons from the stalled elevator to the rescue 

elevator across the rescue bridge one at a time.  
9. After all persons are removed from the stalled car, move them to the most 

convenient landing in the rescue elevator. If the stalled elevator is heavily loaded, 
it may be necessary to make two trips with the rescue elevator. Likewise, if there 
are persons severely distressed or in need of medical attention, move them 
promptly and come back for remaining passengers.  

E.3.4 Procedure IV - Top Emergency Exit (Three-person Rescue Team)  
Application: Procedure I, II, or III cannot be used.  

1. Locate the car.  
2. Open and lock disconnect for stalled car and have someone in the car place the 

stop switch in the “stop” position. 
3. Advise persons in the car of the rescue procedure.  
4. Open the hoistway door immediately above car (forcibly, if necessary).  
5. If car top is three (3) feet or more below the landing, place ladder (with nonskid 

feet) from landing to car top.  
6. Remove car top emergency exit cover and place a second ladder (with nonskid 

feet) through exit into car.  
7. Have member of rescue team enter the car.  
8. With rescue team members stationed in the car, on top of car, and at the landing, 

wear a safety belt to move the passenger from the car to the landing one at a 
time. Give priority to passengers who may need medical attention.  

E.4 PROCEDURE FOR HYDRAULIC ELEVATOR 

E.4.1 Procedure I - Movement of Car by Normal Means  
If there is electric power to the elevator and an elevator mechanic is available, identify 
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the source of the problem, and have mechanic move the elevator to the nearest landing. 
If this cannot be accomplished in less than 30 minutes, proceed with Procedure II or III.  

E.4.2 Procedure II - Hoistway Door (Two-person Rescue Team)  
Application: If elevator is within 3 feet of a landing and the hoistway door can be 
opened. 

1. Open and lock electric disconnect in machine room to remove power from drive 
machinery.  

2. Instruct persons in car to put the stop switch in the “stop” position.  
NOTE 

If hoistway door is not equipped with an unlocking device 
and car is above the landing, it may be possible for someone 
in the car to open the car door and unlock the hoistway door. 

3. Locate car and open hoistway door with unlocking device. 
4. If car is above the landing, protect the opening to the hoistway under the car with 

a board or a ladder. There have been instances where a person jumped from the 
car only to fall to his/her death under the car.  

5. After the doors are propped open, verify the stop switch is in the “stop” position.  
6. Establish two persons at the landing to assist with removing passengers one at a 

time.  

E.4.3 Procedure III - Manual Lowering Valve  
1. Open and lock electric disconnect to elevator machinery.  
2. Maintain contact with persons in car and advise them that the car will move 

down, and they must stay away from the door.  
3. Station rescue team member at the floor to which the car will be lowered.  
4. Slowly open manual lowering valve allowing car to lower to the designated 

landing. (Lowering valve must be identified with a tag showing its purpose and 
method of operation.)  

NOTE 
Person at rescue landing must open hoistway and car door, 
and provide or obtain any needed assistance.  

E.4.4 Procedure IV - Top Emergency Exit (Three-person Rescue Team)  
Application: Procedures I, II, and III cannot be used.  

1. Locate the car.  
2. Open and lock disconnect for stalled car and have someone in the stalled car 

place the stop switch in the “stop” position.  
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3. Advise persons in the car of the rescue procedure.  
4. Open the hoistway door immediately above car (forcibly, if necessary).  
5. If car top is three (3) feet or more below the landing, place ladder (with nonskid 

feet) from landing to car top.  
6. Remove car top emergency exit cover and place a second ladder (with nonskid 

feet) through exit into car.  
7. Have member of rescue team enter the car.  
8. With rescue team members stationed in the car, on top of car, and at the landing, 

wear a safety belt to move the passenger from the car to the landing one at a 
time. Give priority to passengers who may need medical attention.  
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APPENDIX F 
GENERAL GUIDE FOR ELECTRICAL EQUIPMENT MAINTENANCE 

F.1 STANDARD WORK PRACTICES - ELECTRICAL EQUIPMENT  

F.1.1 Basic Requirements  
Limit work on energized conductors and circuit parts to situations where it is not feasible 
to de-energize and apply an energy isolation device, lock and identification tag. These 
situations are tied to activities requiring the USPS or building equipment be energized to 
perform the task, either because the task cannot be performed while de-energized; such 
as some electrical troubleshooting tasks or because de-energizing is more hazardous 
than energized electrical work.  
USPS employees can perform energized electrical work in limited situations, provided 
all other sources of hazardous energy are de-energized, isolated, or otherwise rendered 
safe. Other hazardous energy sources include but are not limited to mechanical, 
pneumatic, and hydraulic energy. Apply energy isolation devices to bring all energy 
sources to zero and use mechanical devices (for example but not limited to a block or 
support pin) to prevent mechanical parts with stored energy from moving.  
Energized electrical work requires additional safeguards to protect USPS employees 
from contact with energized conductors and circuit parts. These additional safeguards 
will vary depending on the activities to be performed, as well as the voltage and 
amperage for the equipment on which work will be performed. 
For more information on USPS policy and practices for de-energizing and locking out 
equipment, consult the most current MMO on Hazardous Energy Control, Electrical 
Work Plan and/or the equipment specific handbooks. 

F.1.2 Lockout  
All lockout activities must be in accordance with the most current procedures and 
Electrical Control Plan (ECP). 

1. No person or crew may perform work on or close to a circuit until:  

 Properly de-energized the circuit.  

 Each person working on the job signs and personally locks the switch open 
and attaches completed Form 4812, High Voltage Equipment Lockout. A 
locking device (NSN 5975-00-000-4495) is available from Topeka Material 
Distribution Center (TMDC). This device allows use of up to six padlocks. The 
placing and removing of these tags cannot be delegated to any person.  

 Take all precautions to prevent accidental or premature energizing of the 
circuit.  

2. The lockout devices indicated above must remain in place until removed by the 
persons who attached them.  

3. Do not close a switch until all lockout devices have been removed by the persons 
who attached them. 
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4. The lock may not be removed by anyone except the person who placed it there 
and not until all persons are clear of the circuit and all lockout tags have been 
removed.  

5. In the event the worker is unavailable or unable to remove the tag and lock, and 
emergency or extenuating circumstances requires circuit restoration, the tags 
and locks may be removed only by the worker's next direct supervisor. The 
supervisor must ensure all of the work crew members are removed from the 
circuit and the circuit is clear. The supervisor must also confer with and obtain 
agreement from the USPS building manager or Postmaster before removing 
these tags and locks.  

F.1.3 Precautions Before Beginning Work  
1. Each employee must be familiar with the equipment to be worked on and must 

understand and follow the supervisor's instructions concerning the work to be 
done.  

2. A complete survey of existing hazards must be made and all necessary 
precautions and safeguards taken to provide for self-protection and the 
protection of other workers and equipment. Employees must consult with their 
supervisor when in doubt concerning proper safety measures.  

3. Safeguards such as danger signs, roped-off space, and barriers to protect others 
must be used where the nature of the work requires it.  

4. No work may be done near high-voltage lines, cables, or apparatus until specific 
safety instructions are obtained from the supervisor. No electrical apparatus of 
any kind may be cleaned until the equipment is de-energized and out of service.  

F.2 PROTECTIVE RELAY MAINTENANCE 

F.2.1 Application  
Protective relays normally operate high-voltage (600V or above) circuit breakers. The 
relays are designed to sense abnormal conditions and usually have a time-delay 
characteristic.  

F.2.2 Maintenance Requirements 
Maintenance requirements preventive maintenance guides have been prepared for the 
types of relays are normally found in buildings. However, because of the various types 
and models used, the manufacturer's instructions for each relay are essential for proper 
maintenance.  
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F.2.3 Maintenance Records  
Records of relay maintenance, including test results and settings, must be maintained 
with the preventive maintenance records. The contractor may furnish these records on 
their own forms.  
F.3 CIRCUIT BREAKERS 
The Preventive Maintenance Guide for the various types of breakers specifies the 
required maintenance and test. The manufacturer’s instructions should always be 
referred to for specific information on each breaker. Breaker settings may not be 
changed from the original settings without an engineering evaluation. The curves from 
coordination studies should be used when available. The cost to equip a shop to 
perform all of the tests specified on the electrical equipment guides would be in excess 
of $150,000. A very high degree of technical expertise is also essential. Consequently, 
most of this work is beyond the scope of the field office. Also, few offices have a work 
load concentration large enough to justify undertaking all of the work with USPS 
employees. There are a number of companies that perform this type of maintenance by 
service contracts. 
F.4 SERVICE CONTRACTS  
All contracts for switchgear maintenance of any kind shall be awarded in accordance 
with existing requirements as listed in MS-28, Maintenance of Electrical Switchgear.  
The preventive maintenance guides are used as specifications and the required test 
records are completed by the contractor. Care must be taken to assure that the 
contractor has the technical competence to perform the work as specified. All work must 
be scheduled at least four (4) weeks in advance and coordinated with operating 
personnel so that the de-energized circuits will have the least effect on the operation. 
Work is scheduled on evenings and weekends when necessary.  
Maintain records in a permanent file of test results for all electrical equipment.  
 
 
 

http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=28
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The purpose of this Maintenance Management Order (MMO) is to establish and provide 
guidelines for converting Building Equipment Maintenance (BEM) in Stations/Branches 
into the Field Maintenance Operations (FMO) processes and determine the number of 
positions for both Building Equipment Maintenance and Field Maintenance Operations 
(FMO).  This MMO applies to facilities with the responsibility of providing maintenance 
support for building equipment in Stations, Branches, and Associate Offices.  This 
bulletin applies to Acronym ADMIN and Class Code AA. 

This bulletin supplements MMO-102-18 electronic Work Hour Estimator Program 
(eWHEP), and is being released in conjunction with the release of the MS-1, Operation 
of Maintenance of Real Property, MMO-100-18, Guidelines for Creating Detailed Local 
Building and Building Equipment Maintenance Preventive Maintenance Checklists and, 
MMO-101-18, Guidelines for Creating Detailed Local Building Equipment Emergency 
System Preventive Maintenance Checklists.  This bulletin also provides guidance for 
calculating the work hours required for supporting Building Equipment Maintenance 
(BEM) and Field Maintenance Operations (FMO). 

The Senior Maintenance Official must be personally aware and involved in applying this 
MMO.  The Senior Maintenance Official is also responsible for maintaining this 
document so it reflects all changes in guidelines distributed in subsequent issues of 
MMOs.  A copy of the current completed maintenance-staffing package must be 
available for review by the Maintenance Technical Support Center, the Area 
Maintenance Support Office, or the Inspection Service. 
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Direct any questions or comments concerning this bulletin to the MTSC HelpDesk, 
online at https://tickets.mtsc.usps.gov/login.php or call (800) 366-4123. 

 
Frederick L. Jackson III 
Manager 
Maintenance Technical Support Center 
HQ Maintenance Operations 
 
Attachment:  Converting Station/Branch Building Equipment Maintenance to 

Field Maintenance Operations 
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ATTACHMENT 

CONVERTING STATION/BRANCH BUILDING EQUIPMENT MAINTENANCE 

TO FIELD MAINTENANCE OPERATIONS 

1.0. GENERAL 
This bulletin provides guidance for the transition of Station/Branch building and building 
equipment maintenance support to FMO. 

2.0. SCOPE 
This bulletin applies to facilities with the responsibility of providing building equipment 
maintenance support to Stations and Branches. 

3.0. SUPPORT 
The Maintenance Technical Support Center (MTSC) provides continuing support for the 
eWHEP.  Report problems with the eWHEP to the MTSC Help Line, 1-800-366-4123. 

4.0. FIELD MAINTENANCE OPERATIONS 
Work hour allowances for Stations and Branches will no longer be calculated in eWHEP 
per MS-1 Operation and Maintenance of Real Property.  Forms 4893, 4894S, 4894T, 
4895, 4896, and 4896A for each Station and Branch in eWHEP will be removed.  During 
the first year, FMO staffing allowances for Station and Branch maintenance will be 
based on the current FMO ratio of square footage to FMO FTE for their respective 
districts.  After the first year, the staffing allowance is based on the previous year’s 
historical work records per the eWHEP FMO Staffing Calculation Worksheet. 
Maintenance work in Stations and Branches transitioning to FMO as a result of the MS-
1 changes will continue to be performed by employees currently performing those duties 
until adjustments can occur as per the final agreement between United States Postal 
Service and the American Postal Workers Union agreement resolving Q1OT-4Q-C 
14171644, Q1OT-4Q-C 16481407, and the MS-1 Handbook Revisions.   
Each facility’s Senior Postal Official (SPO) is required to ensure all Emergency 
Management Systems (EMSYS) checklists are performed per MS-1, Section 1.2.  
eMARS EMSYS Preventive Maintenance Routes for Stations and Branches will be 
suspended. 
District Managers must inform all Managers of Post Office Operations and their 
subordinate facility managers (Postmasters, Station Managers, Branch Managers etc.) 
of the transition to FMO maintenance support and the requirement to ensure all EMSYS 
checklist are performed.  See MMO-101-18, Guidelines for Creating Detailed Local 
Building Equipment Emergency System Preventive Maintenance Checklists.  
Maintenance Managers will review all existing Station and Branch building equipment 
PM routes and work orders to determine which items will be reassigned or deleted. 
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Online Change Record 
Change # Date Description of Change 

1 8/14/2019 In Attachment 1, Paragraph 1, Table 1.1, Item, Hot Water 
Heaters Domestic Type; deleted (Gas or Oil Fired) 
In Attachment 2, Paragraph 4.10; deleted (Gas or Oil Fired) 
from the title 

 
 
This Maintenance Management Order (MMO) supersedes MMO-011-14 and provides 
local maintenance managers with guidelines to develop detailed Building and Building 
Equipment Maintenance Preventive Maintenance (PM) checklists.  Attachment 1 
provides a table listing equipment and corresponding PM guidelines.  Attachment 2 
provides the PM guides. Attachment 3 provides sample USPS Building Equipment 
Annual Staffing Workhour Requirement Forms. 

The PM requirements and tasks in Attachment 2 provide the minimum required PM 
checks and frequencies that should be modified as necessary based on manufacturer’s 
recommendations, local conditions, usage, or local ordinances.  Ensure all required 
safety precautions including but not limited to Personal Protective Equipment (PPE), 
Electrical Work Program (EWP), local Energy Control Procedures (ECP), and Safety 
Data Sheet (SDS) are added to the locally developed PM checklists.   

The development of a facility’s Building and Building Equipment Maintenance (BEM) 
Plan depends on a complete and accurate inventory.  All building equipment that is to 
be maintained must be identified and listed in the site staffing software application.  
Failure to accurately inventory the facility equipment may result in inadequate support 
resources.  The site staffing projection for building equipment maintenance is derived 
and calculated within the staffing software application and is based on the building 
equipment inventory, maintenance standards, and frequencies.  Station/Branch and 
Associate Office building equipment entered into the staffing software application does 
not count toward building equipment maintenance staffing hours because those facilities 
are maintained by Field Maintenance and associated staffing hours are calculated in a 
separate section of the staffing software application.  Other equipment or building 
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systems supported by contract or other means, must be listed, but designated as 
“maintained by contract”. 

Route scheduling within eMARS should be coordinated to allow inspection of numerous 
smaller simplistic components at the same time to minimize travel within the facility.  For 
example: Perform the inspections of Steam Traps, Chilled Water Valves, other 
miscellaneous HVAC valves and Air Handler Units at the same time when feasible. 

Direct any questions or comments concerning this bulletin to the MTSC HelpDesk, 
online at https://tickets.mtsc.usps.gov/login.php or call (800) 366-4123. 

 
Frederick L. Jackson III 
Manager 
Maintenance Technical Support Center 
HQ Maintenance Operations 
 
Attachments: 1. Equipment Inventory Reference Table 
 2. Building and Building Equipment Preventive Maintenance Guides 
 3. USPS Building Equipment Annual Staffing Workhour Requirement 

Forms 
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ATTACHMENT 1 

EQUIPMENT INVENTORY REFERENCE TABLE 

1.0. EQUIPMENT INVENTORY TABLE 
Table 1-1.  Equipment Inventory Reference Table 

ITEM eMARS ACRO. PM GUIDE NO(S) 
Air Compressors AIR (1) MISC-1 
Air-Conditioning Machine Package Unit HVACPKG HVAC-1, HVAC-15 
Air-Conditioning, Window Units HVACPKG HVAC-2, HVAC-15 
Air Handlers AHU  HVAC-4, HVAC-13, HVAC-14  
Boilers, Cast Iron and Steel BOILER HVAC-6, HVAC-5, HVAC-7, HVAC-8 
Burner, Gas (2) HVAC-7 
Burner, Oil (2) HVAC-8 
Coils, Preheat, Reheat, etc. (at remote locations) HVACO HVAC-9 
Condensers, Air Cooled COOL HVAC-3, ELEC-1 
Condensers, Evaporative COOL PLUM-7, ELEC-1 
Controls and Mechanisms for Roll-type Filters HVACO HVAC-14 
Cooling Towers COOL HVAC-11, HVAC-12, ELEC-1 
Dock Boards (also see Loading Ramp) DOCKS MISC-8, MISC-16 
Doors, Main Entrance (non-powered) DOOR MISC-7 
Doors, Main Entrance and Dock, Power Operated DOOR MISC-6 
Drinking Water Coolers PLUMB PLUM-13 
Fans, Centrifugal (Exhaust or Return Air) HVACO HVAC-12 
Fans, Propeller, Pedestal or Wall-Mounted HVACO HVAC-16 
Floor Scrubber, Automatic BLDG MISC-18 
Filters, Roll Type, Disposable Media FILTER HVAC-13, HVAC-14 
Filters, Throw Away FILTER HVAC-15 
   
Fire Dampers (In Duct) EMSYS HVAC-24 
Fire Doors - Sliding Type DOOR MISC-10 
Fire Doors - Swinging Type, Stairwells and Exit ways DOOR MISC-9 
Fire Extinguisher EMSYS PLUM-1 
Generators, Emergency, Gasoline or Natural Gas Engines EMSYS ELEC-2, ELEC-3, ELEC-4 
Heaters, Baseboard, Electric HVACO HVAC-21 
Heaters, In Duct, Electric HVACO HVAC-20 
Heaters, Unit, Gas-fired HVACPKG HVAC-23 
Heaters, Unit, Steam or Hot Water HVACO HVAC-22 
Heating/Cooling Units, Package Unit HVACP HVAC-17 
Hot Water Heaters, Converters (Industrial) PLUMB PLUM-9, ELEC-1, PLUM-7 
Hot Water Heaters, Domestic Type  PLUMB PLUM-10, ELEC-1, PLUM-7 
Lawnmowers and Edgers (Gasoline powered) BLDG MISC-2 
Lifts, Power DOCKS MISC-14 
Loading Ramps, Adjustable DOCKS MISC-8 
Motors, Over 5 HP MOTOR ELEC-1 
Paper Baler BALER MISC-4 
Pumps, Centrifugal (Not Integral with Motor) PUMP PLUM-7, ELEC-1 
Pumps, Condensate or Vacuum PUMP HVAC-10 
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ITEM eMARS ACRO. PM GUIDE NO(S) 
Pumps, Sump (Sewage or Life)  PLUM PLUM-2 
Refrigeration Machines (Absorption type) HVACA HVAC-18, ELEC-1, PLUM-18 
Refrigeration Machine (Centrifugal and Reciprocating) COOL HVAC-19, ELEC-1, PLUM-7 
Roof, Inspection:  Roof work should only include periodic 
visual inspection.  Any required roof repairs need to be 
considered under and coordinated through the National 
Roof Contract.  Note: (all roof types included) 

ROOF PLUM-8 

Hot Water Heaters – Domestic  PLUMB PLUM-10 
Snow Blower - Walking Type BLDG MISC-15 
Stationary Packers  BLDG MISC-11, MISC-12, MISC-13 
Sweepers Electric (Battery) BLDG MISC-17 
Sweepers (Gasoline Powered) BLDG MISC-3 
Traps, Steam (All Types) BOILER PLUM-6 
Valves, Manually Operated (Mainline or Critical - over 2 in) VALVE PLUM-4 
Valves, Motor Operated VALVE PLUM-5 
Valves, Regulating (Steam) VALVE PLUM-3 
Fire Pumps, Electric Motor Drive PLUMB PLUM-11 
Fire Pumps, Internal Combustion Engine Drive PLUMB PLUM-12 

1. Include Unfired Pressure Vessel (UPV), if applicable. 
2. Use acronym for equipment or system on which this item is installed. 
When creating an Equipment Record in the eMARS Equipment Module, the Site will 
generate one record for each piece or type of equipment depending on the specific 
equipment. 
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ATTACHMENT 2 

BUILDING AND BUILDING EQUIPMENT  

PREVENTIVE MAINTENANCE (PM) GUIDES 

1.0. GUIDE SET HVAC 

1.1. GUIDE NUMBER HVAC-1: AIR-CONDITIONING MACHINE PACKAGE 
UNITS 

Frequency: Annual 
Special Instructions: Observe current local ECP.   
1. Remove panels.  Clean entire unit. 
2. Clean drip pans and drains.  Check for corrosion. 
3. Replace worn belts and adjust proper tension. 
4. Lubricate motor(s) and fan(s) bearings. 
5. Check motor alignment and verify hardware is tight. 
6. Change filters with USPS approved products. 
7. Operate unit and check for proper cooling. 
8. Check thermostat. 
9. Check fan and motor.  Clean fan blades, motor, and lubricate bearings. 
10. Run machine and check operation, water supply and control valves, suction and 

discharge pressures, need for refrigerant; recheck for leaks, functioning of controls, 
temperature of discharge, air, etc. 

11. Restore panels and clean up area and machine.   
12. Identify and report any deficiencies. 
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1.2. GUIDE NUMBER HVAC-2: AIR-CONDITIONING, WINDOW UNITS 
Frequency: Annual 
Special Instructions:  Observe current local ECP.  Review manufacturer instructions. 
1. Remove necessary covers. 
2. Clean condenser, cooling coil fins, and fans where accessible. 
3. Remove dirt or dust from accessible interior parts. 
4. Replace or clean filter. 
5. Replace covers that were removed, if necessary. 
6. Clean area.  
7. Start unit and observe operation. 
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1.3. GUIDE NUMBER HVAC-3: AIR-COOLED CONDENSERS 
Frequency: Annual 
Special Instructions:  Observe current local ECP. 
1. Vacuum dirt on coils and fins. 
2. Inspect and service unit following manufacturer recommendations.  
3. Identify and report any deficiencies. 
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1.4. GUIDE NUMBER HVAC-4: AIR HANDLERS 
Frequency: Annual 
Special Instructions:  Observe current local ECP. 
1. Fans 

 Clean and inspect fan blades. 
 Clean and inspect fan housing. 

2. Bearings  
Lubricate bearings following manufacturer recommendations.  Do not over lubricate 
bearings.  

3. Drives (Belt and Direct) 
 Inspect for excessive belt wear indicating misalignment, overloading, or improper 

belt tension. 
 If belts are worn, they should be replaced to prevent untimely breakdown.  Multi-

belt drives should be replaced in matched sets.  Adjust belt tension as necessary. 
 Check couplings for alignment on direct drives and for tightness of assembly. 

4. Coils 
 Examine coils for leakage and debris. 
 Clean coil exterior using manufacturer’s recommendations. 

5. Freeze Protection 
 Check pitch of coil to drainage point. 
 Inspect test controls and devices used for freeze protection. 
 Clean face and lubricate following manufacturer recommendation. 

6. Controls 
 Inspect and clean dampers, control linkage, and control motors following 

manufacturer recommendation. 
 Lubricate as necessary following manufacturer recommendation. 
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1.5. GUIDE NUMBER HVAC-5: BOILERS, OIL FIRED 
(Cleaning fireside only) 
Frequency:  Annual 
Application: This is to provide for fireside cleaning to remove soot and maintain high 
efficiency. 
Special instructions: Allow boiler to cool, lock out power to oil pumps and blowers, and 
close and lock out valves.  Observe current local ECP.  Ensure all safety requirements 
are followed. 
1. Clean soot from chamber, tubes, and all heat transfer surfaces. 
2. Look for signs of overheating, leakage, wear, abrasion, corrosion of pressure parts, 

or erosion of metal. 
3. Clean or replace burner nozzle as necessary. 
4. When unit is returned to service, check and adjust burner for optimum combustion 

efficiency. 
5. Identify and report any deficiencies. 
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1.6. GUIDE NUMBER HVAC-6: BOILERS, CAST-IRON AND STEEL 
Frequency: Annual 
1. General 

 Remove boiler from service.  Take proper safety precautions before working 
inside boiler, including tagging of valves and controls, and letting boiler cool 
down. 

 Remove fly ash and soot from flue passages. 
 Check fire sides, valves, and trim, and report any leaks. 

2. Water Sides 
 Clean gauge glass and siphon loops to limit controls. 
 See that petcocks and try cocks open freely. 

If internal inspection is required: 
 Remove hand-hole and man-hole plates. 
 Clean interior of boiler, wash down shell and drums to remove mud, loose scale, 

and deposits. 
 Turbine tubes: check tube ends for leakage and corrosion. 
 Identify and report any deficiencies. 

3. Exterior and Fire Sides 
 Examine and clean water column and feed water regulators, high and low side 

alarms, drains, gauge glasses, siphon loops, petcocks, and try cocks. 
 Look for signs of overheating, leakage, wear, abrasion; corrosion of pressure 

parts, or erosion of metal. 
 Check tubes for evidence of blisters and pock marks. 
 Check condition of all refractories for cracks, erosion, and caulk.  Also check 

expansion joints, baffles, dampers and actuating mechanisms, stay-bolts, etc. 
 Test all non-return and stop valves.  Clean and replace as necessary. 
 Check fusible plugs, if used.  Replace yearly. 
 Check and clean bonnets, flues, and uptakes for defective metal.  Replace if 

necessary. 
 Check exterior structure for strains and tension. 

 Clean and lubricate forced-draft fan. 
 Check condition of door gaskets. 
 Carefully account for all tools before closing up boiler. 

4. Identify and report any deficiencies. 
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1.7. GUIDE NUMBER HVAC-7: BURNER, GAS 
Frequency: Annual 
1. Check boiler room for adequate ventilation in accordance with AGA burner 

requirements. 
2. Check operation of all gas controls and valves.  
3. Check flue connections for tight joints and minimum resistance to airflow.  Ensure 

combustion chamber, flues, breeching, and chimney are clear before firing.  
4. Ensure draft regulators give slightly negative pressure in the combustion chamber 

at maximum input. 
5. On forced-draft burners, gas manifold pressure requirements should correspond 

with modulating (butterfly) valve in full-open position and stable at all other firing 
rates. 

6. Take CO2 flue gas temperature readings for determination of efficiency of the unit.  
CO2 for atmospheric gas burners should be 8 to 9.5%; for forced draft burners 9 to 
10%.  Determine combustion efficiency according to instructions with flue gas test 
apparatus.  Combustion efficiency should be at least 80%.  If efficiency is low, 
check baffling. 

7. Check burner for flashback and tight shutoff of fuel. 
8. Check operation of controls.  Clean and adjust if necessary. 
9. Ensure unit operates properly when adjustments are set per manufacturer 

instructions. 
10. Identify and report any deficiencies. 
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1.8. GUIDE NUMBER HVAC-8: BURNER, OIL 
Frequency: Annual 
1. Test and inspect burner (with or without firing) at rated pressure for leaks. 
2. Timed trial for ignition for pilots and burners should be in accordance with 

manufacturer instructions. 
3. Check operation of automatic safety controls and combustion flame safeguards for 

abnormal discharge of oil on ignition failure, and sensors for presence of flame. 
4. Check pre-ignition purging capability of burner, combustion chamber, boiler passes, 

and breeching.  Stack dampers should be fully open during purge and light-off 
period. 

5. Check delivery of fuel in relation to its response to the ignition system.  Examine 
electrodes for carbon buildup, dislocation, distortion, and burning of parts. 

6. Ensure ignition transformer provides dependable arc.  Adjust and regulate as 
required for clearance and air gap. 

7. Clean and adjust draft regulator and air shutter on a natural draft burner to ensure 
excess air quantities are minimal for complete combustion.  Test with gas analyzer. 

8. On mechanical draft burners clean and check power-driven fan blower. 
9. Check forced-draft fan, clean fan and fan housing, check bearing, pulleys, and belts 

for wear and lubricate as necessary. 
10. Check and clean filters, water separators, and primary and secondary strainers. 
11. Clean, check operation, and adjust controls and safeties. 
12. Burners designed to change firing rates automatically should be checked for 

adequate proportioning changes in fuel and air rates. 
13. Check constant level device to see that burner maintains proper oil level (within 

1/3") at rated output. 
14. Ensure energy cannot feedback and energize ignition devices or feed valves after a 

control shuts off burner. 
15. Replace nozzles and check for tight shutoff of fuel. 
16. Check stacks for smoke or haze and adjust burner accordingly. 
17. Take CO2, O2, and smoke readings.  Compare CO2 and flue gas temperature for 

determination of boiler burner efficiency.  CO2 should be 9 to 12%.  Combustion 
efficiency should be at least 80%.  Determine combustion efficiency according to 
instructions with flue gas test apparatus. 

18. Identify and report any deficiencies. 
  



Maintenance Technical Support Center MMO-100-18 

Attachment 2 9 

20. GUIDE NUMBER HVAC-9: COILS, PREHEAT, REHEAT, ETC. (REMOTE FROM 
AIR Handler) 

Frequency: Annual 
Application: This guide applies to coils that are not part of an air-washer or air-handling 
unit. 
1. Vacuum the fins, coils, etc. 
2. Remove obstructions to airflow. 
3. Check coils.  Repair or report any leaks. 
4. Test and inspect controls that protect against freezing. 
5. Identify and report any deficiencies. 
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1.9. GUIDE NUMBER HVAC-10: CONDENSATE OR VACUUM PUMPS (ON 
STEAM RETURN SYSTEM) 

Frequency: Annual 
1. Operate unit to check for steam binding. 
2. Check condensate temperature.  Temperature should be approximately  

30 degrees F. below steam temperature if traps are not leaking. 
3. Examine flanges for steam leaks. 
4. Pump receiver down. 
5. Turn condensate to sewer. 
6. Shut down unit. 
7. Clean receiver. 
8. Clean and adjust motor float switch and float operation on high-low water level.  

Inspect pressure switches. 
9. Clean and examine receiver, vent pipe, inlet, and discharge openings for excessive 

corrosion.  Report condition. 
10. Check alignment of coupling with straight edge. 
11. Lubricate pump and motor. 
12. Adjust packing glands and change packing when necessary. 
13. Examine vacuum breaker operation. 
14. Inspect ball floats, rods, and other linkage.  Adjust as necessary. 
15. Identify and report any deficiencies. 
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1.10. GUIDE NUMBER HVAC-11: COOLING TOWERS 
Frequency: Annual 
Special Instructions: Observe current local ECP.  Perform annual maintenance after 
cooling season.   
1. Drain and flush down tower.  Remove trash, dirt, and algae from pans, casings, fill, 

and screens. 
2. Check structural members of tower for deterioration.   
3. Replace tower fill material as needed. 
4. Examine water nozzles for obstructions and proper water distribution. 
5. Drain and replace lubricant in gear box. 
6. Check alignment of motor to gear to fan. 
7. Inspect motor, motor starter, belts, etc., for proper operation. 
8. Clean and check operation of the water treatment equipment.   
9. Fill tower.  Adjust bleed float level.  Charge with water treatment chemicals. 
10. Identify and report any deficiencies. 
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1.11. GUIDE NUMBER HVAC-12: FANS, CENTRIFUGAL 
Frequency: Annual 
Special Instructions: Observe current local ECP. 
1. Check over unit thoroughly.  Look for signs of rust, corrosion, or deterioration.  

Inspect interior of housing, if there are openings to do so. 
2. Check insulation; repair if needed. 
3. Check bearings, shaft, pulley, and alignment with motor.  If vibration is excessive, 

check balance of rotor. 
4. Perform required lubrication. 
5. Check belts; adjust tension, or replace as required. 
6. Vacuum windings, if necessary. 
7. Clean complete unit, including fan rotor.   
8. Identify and report any deficiencies. 
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1.12. GUIDE NUMBER HVAC-13: FILTERS, ROLL-TYPE DISPOSABLE MEDIA 
Frequency: 4 times annually (quarterly) 
Application: To inspect roll filter media. 
Special Instructions: Observe current local ECP. 
1. Check filter media roll. 
2. Replace filter media roll as needed utilizing the work order process. 
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1.13. GUIDE NUMBER HVAC-14: CONTROLS AND MECHANISMS ROLL TYPE 
FILTERS 

Frequency: Annual 
Special Instructions: Review manufacturer instructions.  Observe current local ECP. 
1. Inspect framework and structure.  Look for loose or missing bolts, air leaks, 

condition of flashing or caulking, etc. 
2. Inspect all moving parts for proper alignment, freedom of motion, excessive 

clearance or play, etc.  Clean, adjust, or tighten as necessary. 
3. Inspect powered roll and take up roll for correct tracking of media.  On manual 

operation check wheel or hand crank. 
4. On motor drives, check pressure sensing device(s) and/or pressure switches.  Test 

settings for starting and stopping motor. 
5. Inspect motor, starter, controls, and selector switch for auto warning or indicator 

lights. 
6. Check oil in gear case.  Change or replenish as required.  Perform required 

lubrication.  
7. Identify and report any deficiencies. 
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1.14. GUIDE NUMBER HVAC-15: FILTERS, THROW-AWAY 
(Includes package units) 
Frequency: 4 times annually (quarterly) 
Special Instructions: Observe current local ECP.  Change filters when the static 
pressure approaches the design maximum for the unit. 
1. Remove and discard old filters. 
2. Clean frame with vacuum. 
3. Inspect frame, doors, etc. 
4. Install new media. 
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1.15. GUIDE NUMBER HVAC-16: FANS PROPELLER,  
Frequency: Annual 
Special Instructions: This guide is for the large fans used in the workroom or other areas 
to provide air circulation.  Observe current local ECP, and ensure all safety 
requirements are followed. 
1. Disconnect from electric power and clean entire unit including the blade and motor. 
2. Examine line cord for frayed insulation or evidence of deterioration if applicable. 
3. Wrench test blade set-screw, motor mount bolts, and blade guard mounting bolts to 

verify tightness. 
4. Lubricate unit and clean up excess lubricant. 
5. Operate unit and check for excess vibration and unusual noise. 
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1.16. GUIDE NUMBER HVAC-17: HEAT/COOLING UNIT, ROOF TOP  
Frequency: Semiannual 
Special Instructions: Observe current local ECP.  This applies to roof top 
heating/cooling units, which are gas-fired heating, and having air-cooled condenser.  
Ensure all safety requirements are followed. 
1. Remove panels.  Clean entire unit. 
2. Clean drip pans and drains.   
3. Replace worn belts and adjust for proper tension. 
4. Clean fans. 
5. Lubricate motor(s) and fan(s) bearings. 
6. Check alignment of motor and tighten. 
7. Change filters. 
8. Identify and report any deficiencies. 

1.16.1 SPRING 
1.  Clean evaporator and condenser coils. 
2. Operate unit and check refrigeration.  Charge unit as required. 
3. Check thermostat. 

1.16.2 FALL 
1. Clean and check heat exchanger for leaks. 
2. Check gas train and safety controls for adequate and proper operation. 
3. Adjust pilot or electronic ignition device. 
4. Set burner for maximum combustion efficiency. 
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1.17. GUIDE NUMBER HVAC-18: REFRIGERATION MACHINES, ABSORPTION 
TYPE 

Frequency: Annual 
Special Instructions: Consult operating data to determine the temperature difference 
across the various system components as a guide to determining the condition of the 
evaporator and condenser tubes. 

1. Evaporator Circuit 
 Check and service evaporator pump, motor controls, starters, etc.  Lubricate as 

prescribed. 
 Clean and flush out seal, water tank seal chamber, and associated lines. 
 Check purge valve diaphragm.  Replace if necessary. 
 Inspect ball in check valve. 
 Inspect and clean evaporator spray header, nozzles, etc.  Replace defective 

units. 
 If operating data indicated the refrigerant temperature is slowly rising, test sample 

for the presence of solution.  If excessive, follow manufacturer instructions for 
distilling refrigerant. 

2. Solution Circuit 
 Check and service solution pump, motor controls, starters, etc.  Lubricate as 

prescribed. 
 Check absorber and generator sight glasses.  Replace if required. 
 Check purge valve diaphragm.  Replace if required. 
 Inspect and clean solution spray nozzles.  Replace defective units. 

3. Condenser Circuit 
 Clean condenser water tubing in the condenser and absorber.  Use nylon brush 

or other soft material. 
 Allow condenser water tubing to dry to determine if scale exists.  Have scale 

chemically tested if necessary.  Acid clean if necessary and flush. 

4. Purge System 
 If purge system indicates the system is not tight, follow manufacturer 

recommendations for removing solution and for leak testing. 
 Clean purge tank, and purge with water following steps prescribed by the 

manufacturer. 
 Change oil, in purge pump, when it becomes contaminated or emulsified. 
 Inspect discharge valve and oil distributor rubbers; renew if necessary. 
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5. Controls 
 Check adjustment of pressure-control, restrictor, high level cutout, and low 

temperature cutout. 
 Check all control interlocks for proper operation. 
 Check capacity control valve, linkage, and stem.  Lubricate according to 

manufacturer instructions. 
 Identify and report any deficiencies. 
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1.18. GUIDE NUMBER HVAC-19: REFRIGERATION MACHINES (CENTRIFUGAL 
AND RECIPROCATING) 

Frequency: Annual 
Special Instructions: Observe current local ECP. 
1. Compressor 

 Take sample of oil and have analyzed for acid and metal content.  Record the 
results of the analysis in the eMARS equipment record.  Drain, flush, and change 
oil in reservoirs including filters, strainers, and traps.  Do not change oil in 
reciprocating machines, unless contaminated. 

 Clean and inspect main and auxiliary oil pumps, including packing, seals, 
alignment, pulleys, belts, and couplings. 

 Check speed increaser.  Drain oil from gear box.  Flush and inspect gears for 
indication of wear, pitting, and misalignment. 

 Remove head from oil coolers, inspect and clean tubes as necessary.  Change oil 
filters. 

 Refill oil sump. 
 Remove access caps to compressor internals, and clean where possible. 
 Clean and adjust pilot positioner for guide vanes. 
 Examine bearing for clearances and wear. 

 Clean and lubricate coupling. 
 Check hot and cold alignment between drive and driven compressor. 
 Check all relief valve rupture discs. 

 Test entire system for refrigerant leaks. 
 Calibrate and adjust all gauges and instruments.  Calibrate the chilled water inlet 

and outlet thermometers together by placing the sensing element in a container 
of melting ice and water.  This provides a 32 degrees Fahrenheit temperature for 
calibration purposes. 

 Check safety controls for setting operation; tighten electrical connections, and 
clean when necessary. 

 Review manufacturer literature for further details on service required on 
compressor. 

 Perform maintenance on purge unit in accordance with manufacturer instructions. 

2. Chiller 
 Review chiller performance records.  (Inlet and outlet chilled water temperature 

and refrigerant temperatures). 
 If efficiency is reduced, inspect for control malfunction or sensing element failure. 
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 Systems requiring minimum or no raw water make-up should be drained and 
inspected only in emergencies.  The pH should be maintained between 7 and 8.  
To determine that the system is tight, disconnect automatic make-up water 
system and feed by hand.  Frequency for cleaning on such systems should be 
once every five years.  Note: New installations must be cleaned after one year of 
operation. 

 Clean tubes with nylon brush or similar material. 
 Blow tubes free of trapped water if unit is to be exposed to freezing temperatures. 
 Replace heads.  Install new gaskets. 
 Treat water to control corrosion. 

3. Water-Cooled Condensers 
 Review condenser performance by inlet and outlet temperatures, head pressure, 

and temperature of refrigerant. 
 Remove condenser heads. 
 Remove mud, debris, scale, and other sediment collected during operation. 
 Clean water boxes and tube sheets.   
 Clean tubes with nylon brush or other similar material, and inspect for signs of 

corrosion. 
 Blow trapped water from tubes after cleaning if unit is exposed to freezing 

temperature. 
 Replace heads.  Install new gaskets. 
 Chemically test scale, if necessary. 

 If condenser is chemically cleaned, neutralize after cleaning. 
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1.19. GUIDE NUMBER HVAC-20: HEATER, ELECTRIC, IN-DUCT 
Frequency: Annual 
1. Vacuum all dust and dirt from coils. 
2. Remove airflow obstruction. 
3. Visually inspect for cracked or broken insulators, distorted or burned coils, and 

loose connections.  Replace as needed. 
4. Inspect operating contacts and replace if needed. 
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1.20. GUIDE NUMBER HVAC-21: HEATER, ELECTRIC, BASEBOARD 
Frequency: Annual 
1. Remove cover; clean coil, fins, and cover grille with vacuum. 
2. Replace cover. 
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1.21. GUIDE NUMBER HVAC-22: UNIT HEATERS (STEAM AND HOT WATER) 
Frequency: Annual 
1. Clean strainer ahead of valve.  Check valve head and seats for wear and cutting. 
2. Replace valve(s) as necessary. 
3. Steam quality should be examined for foreign matter if valves are being damaged. 
4. Examine pilot lines for dirt. 
5. Check steam gauges. 
6. Check safety or pressure relief valve for relieving and seating. 
7. Check diaphragms for failure. 
8. Check binding of valve stem. 
9. Clean and adjust heater deflector fins and element. 
10. Clean fan and lubricate motor. 
11. Adjust weighted lever or spring-control tension. 
12. Identify and report any deficiencies. 
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1.22. GUIDE NUMBER HVAC-23: UNIT HEATERS (GAS FIRED) 
Frequency: Annual 
Special Instructions: Observe current local ECP.  Ensure all safety requirements are 
followed.  For infrared units follow manufacturer recommendations. 
1. Clean and adjust heater deflector fins and element. 
2. Clean fan and lubricate motor. 
3. Clean burner, chamber, thermo-couple, and control.   
4. Adjust pilot or electric ignition device. 
5. Inspect vent and damper operation. 
6. Remove lockout from unit. 
7. Operate unit and adjust burner. 
8. Check operation of safety pilot, gas shutoff valve, and other burner safety devices. 
9. Identify and report any deficiencies. 
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1.23. GUIDE NUMBER HVAC-24: FIRE DAMPERS (IN-DUCT) 
Frequency: Annual 
Special Instructions: Fusible link must never be replaced with wire.  On first inspection, 
make sure that the damper is not installed backwards.  In all cases, the air movement 
should tend to close damper. 
1. Determine that the access door is reasonably airtight and latches properly. 
2. If damper is closed, check for ruptured fusible links, broken attachment or hinge 

damage, corrosion, etc. 
3. Remove fusible link and check for proper rating. 
4. Determine that damper is self-closing and properly latches.  Adjust if necessary. 
5. Lubricate friction points, and exercise damper to ensure complete freedom of 

movement. 
6. Each year, install new fusible links of proper rating and tensile strength in areas of 

vibration. 
7. Reinstall fusible link (locations where vibration is not a problem). 
8. Close access door and check for wind noise. 
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2.0. GUIDE SET ELEC 

2.1. GUIDE NUMBER ELEC-1: MOTORS 
Frequency: Annual 
Application: This guide is for squirrel-cage, wound-rotor, and synchronous motors in 
excess of 5 horse power.  The maintenance specified by this guide is not intended to 
require disassembly of the motor.  
Special Instructions: Obtain and review manufacturer instructions.  Observe current 
local ECP.  
1. Clean motor with a clean rag or vacuum.  
2. Perform lubrication according to manufacturer instructions. 
3. Inspect for moisture and protection from water. 
4. Check motor mountings, supports, and couplings for tightness or defects. 
5. Identify and report any deficiencies. 
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2.2. GUIDE NUMBER ELEC-2: BACK-UP GENERATOR- GAS OR NATURAL 
GAS ENGINES 

Frequency: Annual 
Special Instructions: This task applies to fixed generators only.  If local staff does not 
have appropriate skills for steps below, this maintenance task should be contracted.  
Have approved type fire extinguishers readily available.  Do not allow open flames or 
smoking in area.  Use safety-type fuel cans only.  Review manufacturer instructions. 
1. Set distributor point dwell.  Replace points, capacitor, rotor, and spark plugs after 

100 hours of operation. 
2. Set timing and distributor advance.  Timing should be set at both idle and operating 

speed of generator. 
3. Adjust carburetor and governor for proper operating speed. 
4. Check fuel supply.  Replace fuel within the manufacturer recommendations.   
5. Change engine oil and filter, and perform other lubrication of engine and generator.  
6. Inspect cooling system for leaks, air obstructions, V belt tension, and proper 

antifreeze solution.  Make needed adjustments. 
7. Inspect generator winding and clean if needed. 
8. Clean commutator and collector rings; check brush wear and tension in accordance 

with manufacturer instructions. 
9. Inspect generator heaters. 
10. Identify and report any deficiencies. 
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2.3. GUIDE NUMBER ELEC-3: EMERGENCY GENERATORS - DIESEL POWER 
Frequency: Annual 
Special Instructions: This task applies to fixed generators only.  If local staff does not 
have appropriate skills for steps below, this maintenance task should be contracted.  
Have approved type fire extinguishers readily available.  Do not allow open flames or 
smoking in area.  Use safety-type fuel cans only. 
1. Change fuel filters. 
2. Inspect and adjust rack on unit injector or fuel distributor pump according to 

manufacturer instructions. 
3. Check governor.  Adjust for correct speed. 
4. Determine fuel level, drain water from tank, and inspect for contamination.  Prior 

arrangements should be made for local procurement of fuel in emergencies. 
5. Change engine oil and filter, and perform other lubrication on engine and generator. 
6. Inspect cooling system for leaks, air obstructions, V belt tension, and proper 

antifreeze solution.  Make needed adjustments. 
7. Inspect generator winding, and clean if needed. 
8. Clean commutator and collector rings.  Check brush wear and tension in 

accordance with manufacturer instructions. 
9. Inspect generator heaters. 
10. Identify and report any deficiencies. 
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2.4. GUIDE NUMBER ELEC-4: EMERGENCY GENERATORS – ALL TYPES OF 
ENGINES 

Frequency: Monthly 
Application: This guide provides for the operation test of emergency generators. 
Special Instructions: Check fire extinguishers for location and type. Allow no open 
flames or smoking in the area.  Use only safety type fuel cans.  Obtain and review 
manufacturers instructions and specifications. 
Checkpoints: 
1. Drain condensate from bottom of fuel tank and check fuel for quantity and 

contamination. 
2. Check engine oil level 
3. Check coolant level and inspect for leaks. Inspect engine air cleaner; replace if dirty 
4. Test and determine specific gravity of starting batteries. Clean terminals. Set proper 

charge rate after generator has been operated. 
5. Examine generator for moisture and/or dirt. 
6. Start and operate under full load for 1 hour.  It is important that the unit be operated 

under load.  If a portion of the building load cannot be connected, a resistance load 
should be used. 

7. While the unit is operating, thoroughly observe operation for indication of defects or 
possible malfunctions. 

8. After unit has operated for 50 minutes, log the operation to show at least the 
following information: engine and generator speed in RPM, operating voltage, 
operating amperes, engine temperature, engine oil pressure, and hour meter 
readings. 

9. After unit has been operated, check lubricant and coolant according to 
manufacturer’s instruction to assure it will be ready to operate in an emergency. 

10. Report any needed repairs or observed defects. 
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3.0. GUIDE SET MISC 

3.1. GUIDE NUMBER MISC-1: AIR COMPRESSORS 
Frequency: Annual 
Special Instructions: Review manufacturer instructions. 
1. Test the pressure gauge(s) and cutout and cut-in pressure.  Use test gauge to test 

accuracy of gauge on machine.  Gauge should be within 10%. 
2. Check safety valve. 
3. Tank to be inspected and tested by qualified inspector. 
4. On two-stage compressor(s), check intermediate pressure. 
5. Listen for knocks, and inspect for mechanical failures.   
6. Test compression; correct or repair as necessary. 
7. On water-cooled compressor(s) check for corrosion. 
8. Clean moisture traps in system.  Check operation of timed-moisture-release system, 

if so equipped. 
9. Change oil in crankcase. 
10. Check controls, belts, pulleys, alignment, etc. 
11. Check air-cooled heat exchanger. 
12. Check motor, bearings, starting switches, controller, pressure switches, etc. 
13. Clean equipment.   
14. Comply with lubrication schedule. 
15. Identify and report any deficiencies. 
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3.2. GUIDE NUMBER MISC-2: LAWNMOWERS AND EDGERS 
Frequency:  Semiannual 
Application: Gasoline-powered, hand-operated, rotary mowers, and edgers. 
Maintenance should be scheduled once a season.  Routine daily lubrication should be 
accomplished by operator. 
1. Change engine oil.  Oil should be changed, and gasoline drained at end of season 

prior to storing up unit for winter. 
2. Service air and fuel filters. 
3. Sharpen or replace cutting blade. 
4. Clean and gap or replace spark plug. 
5. Inspect unit, clean debris from cooling air passages, and make other needed 

adjustments. 
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3.3. GUIDE NUMBER MISC-3: SWEEPERS (GASOLINE) 
Frequency: 2 – 6 times Annually 
Special Instructions: Review manufacturer maintenance recommendations. 
Application: Gasoline or gas powered riding type sweepers used in driveways, parking 
lots, sidewalks, etc.  Daily lubrication should be accomplished by the operator. 
1. Change oil, and change or clean filter, as appropriate, every fifty operating hours. 
2. Service air and fuel filters. 
3. Inspect engine, clean cooling air passages. 
4. Clean and gap, or change spark plug. 
5. Check oil level in gear boxes. 
6. Adjust tension and/or replace V-belts. 
7. Adjust brakes, brushes, and operating mechanisms as recommended by the 

manufacturer instructions. 
8. Inspect entire unit.   
9. Identify and report any deficiencies. 
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3.4. GUIDE NUMBER MISC-4: PAPER BALERS 
Frequency: Annual 
Special Instructions: Observe current local ECP. 
1. Dust or wipe clean all parts of machine.  Examine structural features. 
2. Inspect upper and lower limit switch, etc.  Clean and adjust as required. 
3. Check drive unit, mechanical features, and all moving parts. 
4. Comply with lubrication schedule recommended by manufacturer. 
5. Adjust operating mechanism. 
6. Identify and report any deficiencies. 
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3.5. GUIDE NUMBER MISC-5: DOORS, POWER OPERATED 
Frequency: Semiannual 
Application: Warehouse or large overhead doors. 
Special Instructions: Review manufacturer instructions. 
1. Inspect general arrangement of door and mechanism, mountings, guides, wind 

locks, anchor bolts, counter-balances, weather stripping, etc.  Clean, tighten, and 
adjust as required. 

2. Operate with power from stop to stop and at intermediate positions.  Observe 
performance of various components, such as brake, limit switches, motor, gearbox, 
etc.  Clean and adjust as needed. 

3. Check operations of electric eye, treadle, or other operating devices. 
4. Check manual operation.  Note brake release, motor disengagement, functioning or 

hand pulls, chains, sprockets, clutch, etc. 
5. Examine motor, starter, push button, etc.  Vacuum if required. 
6. Inspect gearbox.  Change or add oil as required. 
7. Perform required lubrication. 
8. Clean unit and mechanism thoroughly.   
9. Identify and report any deficiencies. 
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3.6. GUIDE NUMBER MISC-6: DOOR, POWER-OPERATED MAIN ENTRANCE 
AND DOCK 

Frequency: Quarterly 
1. Check alignment of door and mechanism.  Inspect mountings, hinges, mats, trim, 

weather stripping, etc.  Replace, tighten, and adjust as required. 
2. Operate with power, observing operating of actuating and safety mats, door speed, 

and checking functions. 
3. Check manual operation. 
4. Inspect power unit, add oil, and tighten hydraulic lines as required. 
5. Check operation of controls.   
6. Inspect door-operating unit, tighten lines, and adjust as required. 
7. Clean and lubricate door pivot points. 
8. Identify and report any deficiencies. 
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3.7. GUIDE NUMBER MISC-7: DOORS, MAIN ENTRANCE 
Frequency: Semiannual 
Application: Entrance doors used in main entries to buildings. 

3.7.1 Hinged Doors  
1. Inspect the frame and supporting structure. 
2. Inspect hardware; hinges, latch keeper, lock, etc.  Apply appropriate lubricant where 

needed; wipe off excess. 
3. Inspect glass, seals, or retaining pieces.  Correct any deficiencies. 
4. Operate door to observe functioning of check.  Adjust and service as needed. 
5. Identify and report any deficiencies. 

3.7.2 Revolving Doors  
1. Remove obstructions and clean out track. 
2. Fold door.  Note action and freedom of motion. 
3. Inspect locking device; adjust as needed. 
4. Clean pivot points and apply appropriate lubricant. 
5. Inspect felt or rubber seals.  
6. Identify and report any deficiencies. 
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3.8. GUIDE NUMBER MISC-8: DOCK LEVELERS, POWERED 
Frequency: Quarterly 
Special Instructions: Observe current local ECP.  Review manufacturer instructions. 
Safety: Block dock levelers in up position with an approved device.   
1. Inspect structural features, framework, support members, anchor bolts, pit, platform, 

etc.  Examine condition of bumper.   
2. Remove dirt and trash from pit, and verify pit drain is open. 
3. Inspect motor, controls, starter, pushbuttons, solenoids, etc.  Clean, adjust, and 

lubricate as necessary.   
4. For hydraulic units: 

 Inspect coupling, pump, control valves, piping, relief valve, reservoir, fill pipe, cap, 
vents, etc.  Clean adjust, and lubricate as needed. 

 Inspect cylinder, ram, packing glands, etc.  Add or renew packing as required. 
 Change oil as required. 

5. For electro-mechanical and air bag units: 
 Clean and inspect air bag, coupling, reduction gear, sprockets, chain, gear trains, 

screw and lever, and/or other mechanical features.  Look for misalignment, loose 
bolts, evidence of binding or wear, excessive clearance, etc.  Tighten as 
necessary. 

 Examine lubrication devices.  Service if required. 
 Test operation of ramp in all directions using a load if possible.  Ensure ramp 

holds and does not creep when load is applied or removed.  Adjust if necessary. 
 Check manual operation, power disengagement, etc. 
 Lubricate as required. 

6. Identify and report any deficiencies. 
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3.9. GUIDE NUMBER MISC-9: FIRE DOORS - STAIRWELLS AND EXITWAYS 
(SWINGING) 

Frequency: Quarterly 
1. Remove all hold-open devices, except approved smoke or magnetic operated 

releases. 
2. Check hang and swing for close fit.  Doors must latch on normal closing cycle and 

have a neat fit. 
3. Remove any obstructions that retard full swing or movement of door. 
4. Test operation of panic hardware. 
5. Inspect door coordinates on pairs. 
6. Check operation of any special devices such as smoke detectors or magnetic door 

releases. 
7. Inspect door for damage. 
8. Identify and report any deficiencies. 
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3.10. GUIDE NUMBER MISC-10: FIRE DOORS - SLIDING TYPE 
Frequency: Quarterly 
1. Clean track. 
2. Lubricate all pulleys. 
3. Inspect for damage, worn and binding cable or chain, and proper threading through 

pulleys. 
4. Replace fusible links and other heat-actuated devices that have been painted.  

Check operation of heat-actuated devices, other than fusible links. 
5. Replace damaged or stretched cables or chains.  Adjust to proper length. 
6. Check counterweight for proper suspension. 
7. Operate door by disconnecting or lifting counterweight, or by other appropriate 

means. 
8. Check for proper fit in binders and tight fit of wedge against stay roll.  Inspect stay 

roll for wear. 
9. Check for breaks in face covering of doors. 
10. Examine metal clad doors for deterioration. 
11. Inspect all hardware for damage or wear. 
12. Identify and report any deficiencies. 
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3.11. GUIDE NUMBER MISC-11: STATIONARY PACKERS 
Frequency: Weekly 
Observe all safety precautions.  Observe current local ECP before performing activities 
listed below. 
1. Oil shaft bearing under packer with appropriate lubricant. 
2. Lubricate container roller fittings in axle. 
3. Oil all moving joints on container door latch with appropriate lubricant. 
4. Oil all container door hinges with appropriate lubricant. 
5. Oil tie rod (Lock Hook) with appropriate lubricant.  Inspect condition of cotter pins. 
6. Wipe clean and apply heavy grease along top slide. 
7. Wipe clean and apply heavy grease throughout length of slide channel. 
8. Inspect cotter pins, closed end of packer cylinder.  Look for signs of worn or broken 

cotter pins. 
9. Ensure all dirt and debris has been cleared from under and around carriage of 

compaction unit. 
10. Check open-end packer cylinder mounting pin. 
11. Identify and report any deficiencies. 
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3.12. GUIDE NUMBER MISC-12: STATIONARY PACKERS 
Frequency: Monthly 
Observe all safety precautions.  Observe current local ECP before performing activities 
listed below. 
1. Remove breather cap on oil tank.  Clean breather holes and replace cap.  Do not 

press on so tightly as to block air passage. 
2. Inspect mounting hardware on side and bottom slides.  Check for lost or broken 

cotter pins and loose belts. 
3. Check and tighten mounting hardware on scraper bar. 
4. Identify and report any deficiencies. 
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3.13. GUIDE NUMBER MISC-13: STATIONARY PACKERS 
Frequency: Quarterly 
1. Observe all safety precautions.  Observe current local ECP before performing 

activities listed below. 
2. Check hydraulic oil for proper level and presence of contamination.  Add or change 

oil as required. 
3. Remove, clean, or replace oil filter. 
4. Lubricate coupling following manufacturer specifications. 
5. Identify and report any deficiencies. 
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3.14. GUIDE NUMBER MISC-14: POWER LIFTS 
(Vert-A-Lift, etc. or other lift devices used in building maintenance) 
Frequency: Monthly 
Special Instructions: Daily battery charging, cleaning, and minor maintenance is done 
by personnel using the lift. 
1. Visually check for needed repairs, leaks, etc. 
2. Check battery water level and specific gravity. 
3. Check electrical terminals.  Tighten and clean as required. 
4. Check and tighten critical structural bolts. 
5. Lubricate in accordance with manufacturer instructions. 
6. Identify and report any deficiencies. 
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3.15. GUIDE NUMBER MISC-15: SNOW BLOWER, WALKING TYPE  
Frequency:  Annually or every 50 run hours 
Application: Gasoline-powered, walk-behind type.  Routine daily lubrication should be 
accomplished by the operator. 
1. Change engine oil.  Oil should be changed, and gasoline drained at end of season 

prior to storage. 
2. Service fuel filters. 
3. Check for rust, and apply paint or preservative as appropriate. 
4. Clean and gap or replace spark plug. 
5. Inspect for proper adjustment and operation. 
6. Identify and report any deficiencies. 
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3.16. GUIDE NUMBER MISC-16: DOCK LEVELERS, MANUAL 
Frequency:  Quarterly 
Safety: Block dock boards in up position with an approved device. 
1. Clean trash and dirt from pit. 
2. Check clevis pins for wear and presence of clevis pin retainers. 
3. Check springs and cable for wear. 
4. Lubricate moving parts as required. 
5. Check for proper operation. 
6. Identify and report any deficiencies. 
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3.17. GUIDE NUMBER MISC-17: SWEEPERS, ELECTRIC (BATTERY) 
Frequency: 4-12 Times Per Year 
Checkpoints: 
1. Check battery for correct water level.  Add water if required. 
2. Check battery terminals and cable clamps for corrosion and looseness. 
3. Check hydraulic pump, hoses, lines, fittings, etc. for noise, leakage, and damage. 
4. Check condition of tank and dust filter.  Clean filter in solvent as necessary. 
5. Check belts and chains for proper tension, wear, alignment, and general condition. 
6. Check operational controls for proper operation. 
7. Check dust skirts for proper adjustment. 
8. Check hydraulic fluid and add lubricant #HY-2 as required.  Replace filter as 

necessary. 
9. Follow manufacturer's instructions regarding preventive maintenance. 
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3.18. GUIDE NUMBER MISC-18: FLOOR SCRUBBER, AUTOMATIC 
(Battery-powered scrubber vacuum) 
Frequency: 4-12 Time Per Year 
Special Instructions: The daily charging of the batteries shall be done by the operator. 
Checkpoints: 
1. Check condition and adjustment of squeegee brushes, etc. and replace as needed. 
2. Check electrical terminals.  Clean and renew as needed. 
3. Check the specific gravity of battery electrolyte and replace to determine that 

batteries are good and being properly charged. 
4. Visually check machine for need of repairs, leaks, etc. 
5. Lubricate in accordance with manufacturer's instructions. 
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4.0. GUIDE SET PLUM 

4.1. GUIDE NUMBER PLUM-1: FIRE EXTINGUISHER, PORTABLE, STORED-
PRESSURE 

Frequency: Annual 
Special Instructions: This maintenance is a thorough examination for deficiencies 
requiring replacement.  Fire extinguishers needing repair are to be replaced.  
Extinguishers removed from service must be immediately replaced with one of suitable 
extinguishing capabilities.  The monthly inspection must be performed at the same time 
this annual maintenance is performed.  Unless otherwise indicated, this guide is 
applicable to stored-pressure type extinguishers, with or without pressure gauge, 
regardless of the extinguishing agent used, e.g., multipurpose dry chemical, etc.  
Review MS-56 for additional information on fire extinguishing equipment. 

1. Read the Form 4705 inspection tag, and note if hydrostatic testing is required 
before the next annual maintenance.  Report those due for testing to maintenance 
supervisor or control office for replacement before due date.  See MS-56 for test 
frequency. 

2. Inspect the shell for corrosion, mechanical damage (denting or abrasion), paint 
condition, presence of repairs (welding, soldering, brazing, etc.), and broken hanger 
attachment concealing surface damage (nicks or corrosion). 

3. Inspect the nameplate for illegible wording, corrosion, and loose plate.  Replace 
labels with the new, pictographic type.  See MS-56. 

4. Inspect the nozzle for damage, deformation, cracks, blocked openings, damaged 
threads (corroded, cross-threaded, or worn), and aging (brittleness).  

5. Inspect hose assembly for damaged hose (cut, cracked, worn, or plugged), 
damaged couplings, or swivel joint (cracked or corroded), damaged threads 
(corroded, cross-threaded, or worn), and inner tube cut at couplings. 

6. Ensure the valve-locking device is in place and inspect for damage (bent, corroded, 
or binding). 

7. If extinguisher has a pressure gauge, tap gauge lightly to determine if pointer is 
stuck or jammed.  Inspect for missing pointer; missing, deformed, or broken crystal; 
illegible or faded dial; corrosion, dented case, and damaged crystal retainer.  Read 
gauge.  If not in operating range, remove and replace extinguisher. 

8. If extinguisher is a non-gauge type, inspect for immovable or corroded pressure-
indicating stem. 

9. Ensure seal or tamper indicator is not missing or broken.  Replace extinguisher if 
seal or tamper indicator is missing or broken. 

10. Complete applicable portions of Form 4705, Fire Inspection Tag. 
11. Check for proper alarm and signal operation. 
12. Tighten loose parts as necessary. 
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13. Identify and report any deficiencies. 
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4.2. GUIDE NUMBER PLUM-2: SUMP PUMPS 
Frequency: Annual 
1. Pump out and remove pit sediment. 
2. Inspect and clean strainer. 
3. Flush pit and wipe pump down. 
4. Repack (if required) and lubricate pumps. 
5. Check bail, float, rod, and guides. 
6. Inspect motor, switch, controls, etc.  Clean, adjust, and lubricate as required. 
7. Check pumps operation.  Observe operation of check valve(s). 
8. Inspect piping, pipe supports, etc. 
9. Clean up area. 
10. Identify and report any deficiencies. 
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4.3. GUIDE NUMBER PLUM-3: VALVES, REGULATING 
(Steam valves at pressure reduction stations) 
Frequency: Annual 
Application: Single or double seated; diaphragm or spring loaded, pilot operated valves. 
1. Clean strainer ahead of valve. 
2. Check valve head and seats for wear or cuts. 
3. Replace valve(s) as necessary. 
4. Examine steam quality for foreign matter if valves are damaged. 
5. Examine pilot lines for dirt. 
6. Check steam gauges. 
7. Check diaphragms for failures. 
8. Check binding valve stem. 
9. Adjust weighted lever or spring control tension. 
10. Identify and report any deficiencies. 
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4.4. GUIDE NUMBER PLUM-4: VALVES, MANUALLY OPERATED (MAIN LINE) 
Frequency: Main line: Annual; Other valves over 2 inches: 5 Years 
Application: For valves other than those used on Fire Protection systems.  Maintenance 
for valves used on fire protection systems is described under the appropriate guide for 
the specific item of fire protection equipment. 
1. Exercise valve from one limit to the other (fully open to fully closed) to test freedom 

of motion.  Lubricate stem and moving parts with appropriate lubricant. 
2. Verify valve seats and holds properly. 
3. Check packing gland, adjust, and lubricate.  Repack as required. 
4. For valves equipped with wheel and chain for remote operation, verify freedom of 

motion. 
5. Identify and report any deficiencies. 
  



MMO-100-18 Maintenance Technical Support Center 

54 Attachment 2 

4.5. GUIDE NUMBER PLUM-5: VALVES, MOTOR OPERATED 
Frequency: Annual 
1. Clean unit and examine all parts. 
2. Operate from limit to limit.  Observe operation; look for binding, sluggishness, action 

of limits, etc. 
3. Verify valve seats and holds properly. 
4. Apply appropriate lubricant to moving parts of valve. 
5. Lubricate motor and gear box as necessary. 
6. Inspect contacts, brushes, motor controls, switches, etc.  Clean and adjust as 

necessary. 
7. Identify and report any deficiencies. 
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4.6. GUIDE NUMBER PLUM-6: STEAM TRAPS, ALL TYPES 
Frequency: Annual (All types, low or high pressure) 
Special Instructions: Check trap operation under steam pressure.  Remove and replace 
faulty traps or trap elements.  Ensure all safety requirements are followed. 
1. Thermostatic traps (bellows or diaphragm type) 

 Remove cap or bonnet. 
 Clean interior of trap, valve, and seat. 
 Inspect bellows or diaphragm and note by sound whether it contains liquid 

charge. 
 Replace bellows or diaphragms as necessary. 
 If valve seat is cut, replace seat. 

2. Float and/or Thermostatic traps 
 Remove bonnet. 
 Inspect linkage and float operation for leakage, defective operation, or 

deterioration. 
 Examine, clean, and check operation of bellows as in 1 above. 

3. Inverted bucket trap 
 Remove bonnet. 
 Clean interior trap. 
 Inspect valve linkage mechanism and seating of valve. 
 Examine condition of bucket. 
 Examine vent or race, inlet, and outlet for evidence of corrosion. 

4. Impulse trap 
 Remove bonnet. 
 Inspect valve disc, inlet valve, and outlet surface. 
 See that fulcrum point is free of dirt. 
 Clean body of trap. 

5. Identify and report any deficiencies. 
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4.7. GUIDE NUMBER PLUM-7: PUMPS, CENTRIFUGAL 
Frequency: Annual 
1. While pump is in operation, check performance, bearing temperature, stuffing box 

operation, pressure gauge, and flow indicators. 
2. Shut down, lock out, and drain pump housing.  Suction and discharge valves should 

hold. 
3. Remove gland. 
4. Examine shaft sleeve for wear; replace as necessary. 
5. Adjust gland evenly, finger tight.  
6. On pumps with oil ring lubrication, drain oil, flush, and then fill to proper oil level with 

new oil. 
7. Perform lubrication in accordance with manufacturer instructions. 
8. Clean strainers. 
9. Put pump into operation.  Stop and start pump.  Check undue vibration noise, 

pressure, and action of check valve. 
10. If test is satisfactory, start pump again, and adjust to slight leakage through gland. 
11. When pump reaches normal operating temperatures, check pump and drive 

alignment. 
12. Identify and report any deficiencies. 
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4.8. GUIDE NUMBER PLUM-8: ROOF, INSPECTION  
Frequency: Semiannual 
Sites develop local calculations for the roof inspection and justification is required. 

4.8.1 Roofing System  
Safety: Comply with all safety rules for working on roof-top.  Check all tools and 
equipment for safe condition (ladders, rope safety lines, etc.).  Review EL-801, 
Supervisor's Safety Handbook.  
Clean all trash and debris from drains.  Check each drain for missing, broken or 
corroded covers, proper drainage, tightness, gravel stop, etc.  Carefully inspect roof mat 
around each drain. 
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4.9. GUIDE NUMBER PLUM-9: HOT WATER HEATERS (CONVERTERS) 
Frequency: Annual 
Application: This guide applies to converters and heat exchangers that use steam to 
heat water for hot water heating systems. 
1. With system in operation, check for steam and water leaks (interior and exterior). 
2. Drain and flush tanks (storage and expansion).  
3. Remove rust and scale; note rate of corrosion. 
4. Remove coil or element; clean and examine condition. 
5. Clean, adjust, and calibrate as required: thermometers, aquastats, pressure 

reducing and relief valves and gauges, temperature relief, and steam regulating and 
control valves. 

6. Check operation and condition of all traps. 
7. Clean pump.  Clean out dirt from motor; check controls, switches, and starters.  

Check condition of packing or seal and replace as required. 
8. Identify and report any deficiencies. 
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4.10. GUIDE NUMBER PLUM-10: HOT WATER HEATERS - DOMESTIC TYPE 
Frequency: Annual 
Application: This applies to domestic-type hot water heaters like those in residences, 
but which can be much larger (50 to 400 gallon tanks) and have a circulating pump. 
1. Check for leaks. 
2. Flush tank to remove scale and sediment. 
3. Check thermostat and controls for proper setting. 
4. Clean combustion chamber at fireside heat transfer surfaces. 
5. Set burner for efficient operation on oil fired units.  Take flue gas CO2 reading to 

determine proper burner adjustment. 
6. Clean and lubricate circulating pump. 
7. Operate try lever on pressure-temperature relief device (valve).  Water should now 

flow freely and stop when try lever is released.  Replace valve if defective. 
8. Identify and report any deficiencies. 
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4.11. GUIDE NUMBER PLUM-11: FIRE PUMPS, ELECTRIC MOTOR DRIVE 
Frequency: Annual 
Special Instructions: Review manufacturer instructions.  Observe current local ECP.  
Give special attention to notifying all required officials that the fire pump will be out of 
service.  Notice shall include estimated period of downtime and other special problems 
that may develop.  If these work procedures can cause activation of an alarm and/or 
supervisory signal, the control center or fire department must be notified prior to starting 
work. 
1. Clean motor with clean rag or vacuum.   
2. Visually inspect windings for cleanliness.  Check for coating of oil or grease without 

disassembling motor. 
3. Perform lubrication according to manufacturer's recommendations.  
4. Inspect for moisture and protection from water. 
5. Check motor mountings, supports, and couplings for tightness or other defects. 
6. Remove lockout and operate pump long enough to observe general operation.  

Note pressures, sound, vibration, odor, or temperatures. 
7. If pump has automatic starting equipment, start it by activating the mechanism so 

the automatic devices are tested at the same time as the pump. 
8. Secure pump and leave in ready-to-run condition. 
9. Notify proper officials that unit is back in service. 
10. Clean up area and return tools to proper storage. 
11. Identify and report any deficiencies. 
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4.12. GUIDE NUMBER PLUM-12: FIRE PUMPS, INTERNAL COMBUSTION 
ENGINE DRIVE 

Frequency: Annual 
Special Instructions: Have approved fire extinguisher available.  Do not allow flames or 
smoking in area.  Use safety fuel cans only.  Give special attention to notifying all 
required officials that the fire pump will be out of service.  Notice shall include estimated 
period of downtime and other special problems that may develop.  If these work 
procedures can cause activation of an alarm and/or supervisory signal, the control 
center and the fire department must be notified prior to starting work. 

4.12.1 Gasoline or Natural Gas Engines: 
1. Check distributor point dwell.  Replace points, capacitor, rotor, and spark plugs after 

100 hours of operation. 
2. Set timing and distributor advance.  Check at idle and operating speed. 
3. Adjust governor and carburetor for proper operation and speeds. 
4. Check fuel supply.  Replace fuel within the manufacturer’s recommendations. 
5. Change engine oil and filter and perform other lubrication of engine and pump. 
6. Inspect cooling system for cleanliness, leaks, and anti-freeze solution.  Check V-belt 

for proper tension.  Adjust as necessary. 

4.12.2 Diesel Engines: 
1. Change fuel filters. 
2. Inspect and adjust racks, injectors, or unit injectors according to manufacturer's 

instructions. 
3. Check governor for proper speed; adjust as necessary. 
4. Check fuel level, presence of water in fuel tank, or other contamination. 
5. Change engine oil and filter.  Perform other lubrication on engine and pump. 
6. Inspect cooling system for leaks, cleanliness, and antifreeze solution.  Check V-belt 

for proper tension.  Adjust as necessary. 
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4.12.3 Diesel and Gas Engines: 
1. Check mountings, supports, and couplings for tightness or defects. 
2. Remove lockout and operate pump long enough to observe general operation.  

Note pressure, sound, vibration, odor, and temperatures. 
3. If pump has automatic starting equipment, start it by activating the mechanism so 

the automatic devices are tested at the same time as the pump. 
4. Secure pump and leave in ready-to-run condition. 
5. Notify proper officials that the unit is back in service. 
6. Clean up area and return tools to proper storage. 
7. Identify and report any deficiencies. 
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4.13. GUIDE NUMBER PLUM-13:  DRINKING WATER COOLERS 
Frequency: Annual 
Checkpoints: 
1. Clean coils (vacuum) and fan blades. 
2. Inspect P-trap, water supply valves, connections, and bubbler valve for proper 

operation. 
3. Check belt for tightness and wear (if applicable). 
4. Lubricate motor (if applicable). 
5. Inspect for and repair leaks in refrigerant lines. 
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ATTACHMENT 3 

USPS BUILDING EQUIPMENT 

ANNUAL STAFFING WORKHOUR REQUIREMENT FORMS 

1.0. STAFFING WORKHOUR REQUIREMENT FORMS 
The following forms are an output from the entries made in the staffing software 
application. 

• PS Form 4893 - Annual Building Equipment Operational and Preventive 
Maintenance Workhour Summary (Figure 3-1) 

• PS Form 4893B – Annual Building Equipment Override and Supplemental 
Maintenance Justification (Figure 3-3) 

• PS Form 4894, Page 1 of 2 – Annual Standard Requirement Building 
Operational Maintenance (Figure 3-3) 

• PS Form 4894, Page 2 of 2 – Annual Standard Requirement Building 
Operational Maintenance (Figure 3-4) 

• PS Form 4895 – Annual Workhour Requirement for Central Chill Water Plant 
Operational Maintenance (Figure 3-5) 

• PS Form 4896, Page 1 of 2 – Annual Supplemental Requirement for Building 
Preventive and Operational Maintenance (Figure 3-6Figure 3-6) 

• PS Form 4896, Page 2 of 2 – Annual Supplemental Requirement for Building 
Preventive and Operational Maintenance (Figure 3-7Figure 3-6) 

• PS Form 4896A, Page 1 of 3 – Annual Standard Requirement Building 
Preventive Maintenance (Figure 3-8Figure 3-8) 

• PS Form 4896A, Page 2 of 3 – Annual Standard Requirement Building 
Preventive Maintenance (Figure 3-9Figure 3-8) 

• PS Form 4896A, Page 3 of 3 – Annual Standard Requirement Building 
Preventive Maintenance (Figure 3-10Figure 3-8) 
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Figure 3-1.  PS Form 4893 - Annual Building Equipment Operational and 
Preventive Maintenance Workhour Summary 
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Figure 3-2.  PS Form 4893B – Annual Building Equipment Override and 
Supplemental Maintenance Justification 
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Figure 3-3.   PS Form 4894, Page 1 of 2 – Annual Standard Requirement Building 
Operational Maintenance 

 

Figure 3-4.  PS Form 4894, Page 2 of 2 – Annual Standard Requirement Building 
Operational Maintenance 
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Figure 3-5.  PS Form 4895 – Annual Workhour Requirement for Central Chill Water 
Plant Operational Maintenance 
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Figure 3-6.  PS Form 4896, Page 1 of 2 – Annual Supplemental Requirement for 
Building Preventive and Operational Maintenance 

 

Figure 3-7.  PS Form 4896, Page 2 of 2 – Annual Supplemental Requirement for 
Building Preventive and Operational Maintenance 
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Figure 3-8.  PS Form 4896A, Page 1 of 3 – Annual Standard Requirement Building 
Preventive Maintenance 
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Figure 3-9.  PS Form 4896A, Page 2 of 3 – Annual Standard Requirement Building 
Preventive Maintenance 
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Figure 3-10.  PS Form 4896A, Page 3 of 3 – Annual Standard Requirement 
Building Preventive Maintenance 
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This Maintenance Management Order (MMO) supersedes MMO-013-14 and provides 
local maintenance managers of Maintenance Capable Offices (MCO) with guidelines to 
develop detailed building equipment Emergency System (EMSYS) Preventive 
Maintenance (PM) Checklists.  In Associate Offices (AO) and Stations/Branches 
supported by field maintenance operations, this document will be used to create 
checklists ensuring compliance with EMSYS requirements which is the responsibility of 
the Senior Postal Official (SPO) per MS-110, Associate Office Postmaster’s Facilities 
Maintenance Guidelines.  Attachment 1 provides a table listing equipment and 
corresponding maintenance guidelines.  Attachment 2 provides the EMSYS 
requirements and tasks.   
The EMSYS requirements and tasks in Attachment 2 provide the minimum required 
EMSYS checks and frequencies recommended by current American National Standards 
Institute (ANSI) and Occupational Safety and Health Administration (OSHA) 
publications and should be modified as necessary based on manufacturer 
recommendations, local conditions, usage, or local ordinances.  Ensure all required 
safety precautions including but not limited to Personal Protective Equipment (PPE), 
Electrical Work Program (EWP), local Energy Control Procedures (ECP), and Safety 
Data Sheet (SDS) are added to the locally developed EMSYS checklists.   
The development of a facility building equipment EMSYS maintenance plan depends on 
a complete and accurate inventory.  All building equipment that is to be maintained must 
be identified and listed in the site staffing software application.  Failure to accurately 
inventory the facility’s equipment may result in inadequate support resources.  The site 
staffing projection for building equipment maintenance is derived and calculated within 
the staffing software application and is based on the building equipment inventory, 
maintenance standards, and frequencies.  Station/Branch and Associate Office building 
equipment entered into the staffing software application does not count toward building 
equipment maintenance staffing hours because those facilities are maintained by Field 
Maintenance, and associated staffing hours are calculated in a separate section of the 
staffing software application.  Other equipment or building systems supported by 
contract or other means, must be listed, but designated as “maintained by contract”. 

MAINTENANCE TECHNICAL SUPPORT CENTER 
HEADQUARTERS MAINTENANCE OPERATIONS 

UNITED STATES POSTAL SERVICE 

Maintenance Management Order 
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Coordinate checklists so all EMSYS components are inspected at the same time to 
minimize travel within the facility.  For example, Perform the monthly inspection of 
Emergency Lights, Exit Signs, and Fire Extinguishers at the same time when feasible. 
Direct any questions or comments concerning this bulletin to the MTSC HelpDesk, 
online at https://tickets.mtsc.usps.gov/login.php or call (800) 366-4123. 

 
Frederick L. Jackson III 
Manager 
Maintenance Technical Support Center 
HQ Maintenance Operations 
 
Attachments: 1. Emergency Equipment Table 
 2. Emergency System Guides 
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ATTACHMENT 1 

EMERGENCY EQUIPMENT TABLE 

1.0. EMERGENCY EQUIPMENT TABLE 
Table 1-1.  Emergency Equipment Table 

    

ITEM ACRO. DESCRIPTION AND REMARKS PM GUIDE 
NO(S) 

Emergency Eye Wash EMSYS  EMS-1 

Showers, Emergency EMSYS  EMS-2 

Emergency Light (Monthly) EMSYS  EMS-3 

Exit Signs (Monthly) EMSYS  EMS-4 

Generators, Emergency EMSYS  EMS-5 

Fire Alarm Boxes (Manual) EMSYS Give mfr. and whether coded or non-coded EMS-6 

Fire Extinguishers, Stored 
Pressure Type 

EMSYS Give capacity in lbs. and ext. agent  
(Multi-Purpose, Dry Chemical, or etc.) 

EMS-7  

Fire Pumps EMSYS  EMS-8 

Emergency Light (Annual) EMSYS  EMS-9 

Exit Sign (Annual) EMSYS  EMS-10 

Ground Fault Circuit 
Interrupter (GFCI) 
Electrical Receptacles 
(Semi Annual) 

EMSYS  EMS-11 

When creating an Equipment Record in the eMARS Equipment Module, the Site will 
enter the total number of units on one Equipment Record.  
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ATTACHMENT 2 

EMERGENCY SYSTEM GUIDES 

1.0. GUIDE SET EMS 

1.1. GUIDE NUMBER EMS-1: EMERGENCY EYEWASHES 
Frequency: Weekly 
Special Instructions: Follow the manufacturer inspection and testing requirements, 
which may include, but not be limited to the following tasks: 
1. Ensure access is unobstructed. 
2. Verify protective eyewash covers are properly positioned, clean, and intact. 
3. Ensure flow is effective and continuous by activating the unit. 
4. Verify protective eyewash covers come off when eyewash is activated. 
5. Ensure water flows from both eyepieces. 
6. Verify flow continues until deactivation or according to manufacturer instructions.  
7. Ensure water drains from the equipment. 
8. Ensure nozzle and fluid are protected against contaminants and freezing. 
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1.2. GUIDE NUMBER EMS-2: EMERGENCY SHOWERS 
Frequency: Weekly 
Follow the manufacturer inspection and testing requirements, which may include, but 
not be limited to the following tasks: 
1. Ensure access is unobstructed. 
2. Ensure flow is effective and continuous by activating the unit. 
3. Verify flow continues until deactivation or according to manufacturer instructions. 
4. Ensure nozzle and fluid are protected against contaminants and freezing.  
5. Ensure water drains from the equipment. 
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1.3. GUIDE NUMBER EMS-3: EMERGENCY LIGHTS 
Frequency: Monthly 
All emergency lights shall be inspected monthly on an operating route.  This inspection 
is a quick check to ensure the light is in place and will operate.  This is done by verifying 
it is in its designated place and there is no obvious physical damage or condition which 
would prevent operation.  In addition, the test button should be pressed (or light 
unplugged) for at least 30 seconds to ensure the light illuminates and stays bright. 
1. Check for physical damage or any condition that will prevent operation. 
2. Clean off corrosion deposits. 
3. Press test button or unplug light for 30 seconds.  
Ensure light illuminates and stays bright. 
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1.4. GUIDE NUMBER EMS-4: EXIT SIGNS  
Battery Back-Up 
Frequency: Monthly  
All exit signs shall be inspected monthly on an operating route.  This inspection is a 
quick check to ensure the light is in place and will operate.  This is done by verifying it is 
in its designated place and there is no obvious physical damage or condition which 
would prevent operation.  In addition, the test button should be pressed (or light 
unplugged) for at least 30 seconds to ensure the light illuminates and stays bright. 
1. Check for physical damage or any condition that will prevent operation. 
2. Clean off corrosion deposits. 
3. Press test button or unplug light for 30 seconds.  
4. Ensure light illuminates and stays bright. 
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1.5. GUIDE NUMBER EMS-5: EMERGENCY GENERATORS 
Frequency: Monthly 
Application: This guide provides for the operational test of emergency generators.  
Emergency generators are defined as meeting all of following criteria: 

• Permanently installed. 
• Manual or automatic transfer switch. 
• Provides backup power to a life safety system. 
Special Instructions: Have approved fire extinguisher available.  Do not allow open 
flames or smoking in the area.  Use only approved safety-type fuel cans.  Obtain and 
review manufacturer instructions and specifications. 
1. Drain condensate from bottom of fuel tank and check fuel quality for contamination. 
2. Check engine oil level. 
3. Check coolant level and inspect for leaks.   
4. Inspect engine air cleaner.  Replace if dirty. 
5. Test and determine specific gravity of starting batteries.  Clean terminals.  Set 

proper charge rate after generator has been operated. 
6. Examine generator for moisture and/or dirt. 
7. Start and operate unit under full load for 1 hour.  Ensure the unit is operated under 

load.  If a portion of the building load cannot be connected, use a resistance load. 
8. While unit is operating, thoroughly observe operation for indication of defects or 

possible malfunctions. 
9. After unit has operated for one hour, make log entries showing at least the following 

parameters: engine and generator speed in RPM, operating voltage, operating 
amperes, engine temperature, engine oil pressure, and hour meter readings. 

10. Check lubricant and coolant according to manufacturer instructions to assure unit 
will be ready to operate in an emergency. 

11. Report any needed repairs or observed defects. 
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1.6. GUIDE NUMBER EMS-6: FIRE ALARM BOXES (MANUAL) 
Frequency: Quarterly (Bi-monthly if non-supervised) 
Special Instructions: This procedure can cause the activation of an alarm and/or a 
supervisory signal.  Notify the field maintenance manager and the control center or fire 
department receiving the alarm and/or signal prior to starting work.  When alarm 
systems are connected to municipal systems, test signals to be transmitted to them will 
be limited to those acceptable to that authority.  Record results on the route sheet.  
Activate a different box on each test. 
1. Examine box for damage and legible box number. 
2. Check external tamper devices.  
3. When practical, remove "Break Glass" and follow instructions for actuating alarm. 
4. Confirm proper signal (coded or uncoded) is transmitted to receiving station (Central 

Control Station, Fire Department, Police Department, etc.). 
5. Determine audible alarms or signals (local or general) actuated by the alarm box 

are operating. 
6. Inspect recording register for legibility, time, code number, and number of rounds. 
7. On systems with shunt non-interfering circuits, operate one box and then operate 

another box on each box loop prior to completion of the first cycle.  Check for 
interference at receiving station or recording register. 

8. Restore alarm box and accessories to normal position promptly after each test.  
This includes rewinding, resetting, replacement of tamper devices, etc. 
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1.7. GUIDE NUMBER EMS-7: FIRE EXTINGUISHER, PORTABLE, STORED-
PRESSURE 

Frequency:  Monthly 
All fire extinguishers shall be inspected monthly on an operating route.  This inspection 
is a quick check to ensure an extinguisher is available and will operate.  It is intended to 
give reasonable assurance that the extinguisher is fully charged and operable.  When 
the fire extinguisher annual inspection is completed it is not necessary to perform an 
additional monthly inspection.  If the annual inspection is performed by a contractor, 
there should not be a route scheduled in eMARS, and scheduling for the monthly route 
should be adjusted accordingly. 
1. Ensure access to, or visibility of, the extinguisher is not obstructed.   
2. Verify operating instructions on extinguisher nameplate are legible and face 

outward.   
3. Ensure seals or tamper indicators are not broken or missing.   
4. Inspect for obvious physical damage, corrosion, leakage, clogged nozzle, or cut 

hose. 
5. Ensure pressure gauge is within the operable range.  For extinguishers without 

gauges, and with unbroken seals or tamper indicators, determine their fullness by 
lifting and comparing estimated weight to weight stamped on shell.   

6. Verify correct extinguisher for each location by comparing location markings on the 
shell and mounting.   

7. Complete applicable portions of PS Form 4705, Fire Inspection Tag.  
8. If any deficiencies are found, correct the deficiency or replace the extinguisher as 

soon as possible.  
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1.8. GUIDE NUMBER EMS-8: FIRE PUMPS 
Frequency: To be established by the site based on requirements of the local authority 
having jurisdiction (Fire Marshall). 
1. Electric Motor Drive 

 Operate pump long enough to observe general performance and pressure 
delivered.  

 Note any unusual sound, vibration, odor, or temperature.  
 Feel bearings for vibration and temperature.  
 Note packing gland and relief valve operation.  
 If pump starts automatically when flow occurs or when pressure drops, start it 

by activating the flow or pressure mechanism to test the mechanism and pump 
concurrently. 

 Leave pump in ready-to-run condition. 
2. Internal Combustion Engine Drive 

 Check the fuel supply, oil level, radiator, and battery.  
 Operate long enough to bring engine to normal operating temperature. 
 Observe the engine, clutch, and pump for abnormal vibrations, leaks, or other 

obvious anomalies.  
 Note pressures, gauge functionality, and relief or safety valves.   
 Check pump packing.  
 If pump has automatic starting equipment, start it on automatic to test automatic 

starting equipment and pump concurrently.  
 Leave unit in ready-to-run condition. 
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1.9. GUIDE NUMBER EMS-9: EMERGENCY LIGHTS 
Battery Back-up Test 
Frequency: Annually 
An annual test shall be conducted for a 1.5-hour (90-minute) duration.  Equipment shall 
be fully functional for the duration of the test.   
1. Check for physical damage or any condition that will prevent operation. 
2. Ensure light illuminates and stays bright. 

NOTE 
Test multiple emergency lights and/or exits signs 
simultaneously.  Also, perform other annual/monthly fire 
extinguisher inspections simultaneously when feasible. 

SUGGESTED BEST PRACTICE TIPS:  

• Notify occupants of emergency light and/or exit sign testing.   
• Note exact time emergency light and/or emergency sign breaker is turned off.   
• Travel to the vicinity of each breaker’s emergency lights and emergency signs to 

verify they are functional.  
• Identify all non-functional emergency lights and emergency signs so work orders 

can be generated as necessary.  
• After 90 minutes have passed, travel to the vicinity of each breaker’s emergency 

lights and emergency signs to verify they are still functional.   
• Identify all non-functional emergency lights and emergency signs so work orders 

can be generated as necessary. 
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1.10. GUIDE NUMBER EMS-10: EXIT SIGNS  
Battery Back-Up Test 
Frequency: Annually 
An annual test shall be conducted for a 1.5-hour (90-minute) duration.  Equipment shall 
be fully functional for the duration of the test.   
1. Check for physical damage or any condition that will prevent operation. 
2. Ensure light illuminates and stays bright. 

NOTE 
Test multiple emergency lights and/or exits signs 
simultaneously.  Also, perform other annual/monthly fire 
extinguisher inspections simultaneously when feasible. 

SUGGESTED BEST PRACTICE TIPS:  

• Notify occupants of emergency light and/or exit sign testing.   
• Note exact time emergency light and/or emergency sign breaker is turned off.   
• Travel to the vicinity of each breaker’s emergency lights and emergency signs to 

verify they are functional.  
• Identify all non-functional emergency lights and emergency signs so work orders 

can be generated as necessary.  
• After 90 minutes have passed, travel to the vicinity of each breaker’s emergency 

lights and emergency signs to verify they are still functional.   
• Identify all non-functional emergency lights and emergency signs so work orders 

can be generated as necessary.  
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1.11. GUIDE NUMBER EMS-11: GROUND FAULT CIRCUIT INTERRUPTER 
(GFCI) ELECTRICAL RECEPTACLES 

Frequency: Semi Annual 
All Ground Fault Circuit Interrupter (GFCI) Electrical Receptacles shall be inspected 
semiannually on an operating route.  This inspection is a quick check using the 
receptacle’s built-in test button to ensure the device will trip and reset as designed.   

1. Check for physical damage and ensure insulating plate is tight and intact. 
2. Press “TEST” button to ensure circuit interrupter activates. 
3. Reset circuit interrupter and ensure receptacle works. 
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SUBJECT: Electronic Work Hour Estimator Program  DATE: August 12, 2019 

   NO: MMO-102-18 
TO: All Area Maintenance Offices and 
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 FILE CODE: M 
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This Maintenance Management Order (MMO) supersedes MMO-059-16 and 
establishes guidelines for estimating maintenance work hours and determining the 
number of positions in each functional area.  This MMO implements the electronic Work 
Hour Estimator Package (eWHEP) for calculating the annual maintenance staffing work 
hour allotment (staffing package) for each site.  This MMO applies to all plants 
(Processing and Distribution Centers, Network Distribution Centers (NDC) and all other 
maintenance capable facilities) including the subordinate facilities associated with them 
such as: stations, branches, Air Mail Centers (AMC), annexes, etc..  This bulletin 
applies to Acronym ADMIN and Class Code EA. 

MMO-100-18, Guidelines for Creating Detailed Local Building and Building Equipment 
Maintenance Preventive Maintenance (PM) Checklists and, MMO-101-18, Guidelines 
for Creating Detailed Local Building Equipment Emergency System (EMSYS) 
Preventive Maintenance (PM) Checklists in conjunction with this bulletin provide 
guidelines for calculating the work hours required for supporting Building Equipment 
Systems and Emergency Systems.  This MMO also provides guidance for calculating 
the work hours required for supporting Mail Processing Equipment (MPE), Building 
Equipment Maintenance (BEM), Field Maintenance Operations (FMO), and 
Maintenance Operations Support (MOS) staffing.  This MMO also addresses staffing 
allowances for special case situations that only exist at Network Distribution Centers 
(NDC). 

Attachment 1 contains staffing information needed for all postal facilities.  Attachment 2 
contains staffing information needed only for NDC(s). 

MAINTENANCE TECHNICAL SUPPORT CENTER 
HEADQUARTERS MAINTENANCE OPERATIONS 

UNITED STATES POSTAL SERVICE 
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eWHEP has replaced the BMCGOLD spreadsheet based methodology of calculating 
NDC staffing packages.  eWHEP will continue to be used in all other postal facilities 
such as Processing and Distribution Centers (PDC), including the subordinate facilities 
associated with them. eWHEP software calculates staffing hours for maintaining Mail 
Processing Equipment (MPE) platforms based on published maintenance support 
documentation.   For MPE platforms currently lacking Article 19 approved maintenance 
support documentation, local management will add those platforms as an exception 
under a page (form) in the software called Section 2C 

The Senior Maintenance Official must be personally aware and involved in applying this 
MMO.  The Senior Maintenance Official is also responsible for maintaining this 
document so that it reflects all changes in guidelines distributed in subsequent issues of 
MMOs.  A copy of the current completed maintenance-staffing package must be 
available for review by the Maintenance Technical Support Center, the Area 
Maintenance Support Office, or the Inspection Service. 
Direct any questions or comments concerning this bulletin to the MTSC HelpDesk,  

 
Frederick L. Jackson III 
Manager 
Maintenance Technical Support Center 
HQ Maintenance Operations 
 
Attachments: 1. Electronic Work Hour Estimator Program Overview 
 2. Guidelines Only Applicable to Network Distribution Centers 
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ATTACHMENT 1 

ELECTRONIC WORK HOUR ESTIMATOR PROGRAM OVERVIEW 

1.0. GENERAL 
 The electronic Work Hour Estimator Program (eWHEP) calculates staffing 

packages for all plants (Processing and Distribution Centers (PDC), NDCs, and 
all other maintenance capable facilities) including the subordinate facilities 
associated with them such as: stations, branches, Air Mail Centers (AMC)s, 
annexes, etc.  

 Local management, with Area Maintenance concurrence, can adjust work hour 
allowances provided in the eWHEP program in response to local conditions.  
For mail processing equipment, adjustments can be based on factors such as: 
number, age, general condition of the machines; the usage by mail processing 
operations; the maintenance window’s length and, the variety of non-standard 
processing equipment.  For buildings and building equipment, local conditions 
such as geographic area, climate, customer/employee activity, type of 
construction, building age or unique equipment may be considered. 

 The eWHEP estimates work hours by employee level, uses the "minimum skill 
level" provided by existing approved MMOs, and allows users to assign levels 
when approved MMOs do not exist.  

2.0. SCOPE 
The eWHEP: 

• Is for use in plants (both PDC and NDC), stations, branches, annexes, airmail 
facilities, and all other maintenance capable facilities. 
 

• Provides the means to estimate workhours for Mail Processing Equipment 
(Miscellaneous Postal Equipment and Major Equipment), Field Maintenance 
Operations (FMO), and Maintenance Operations Support (MOS). 
 

• FMO Staffing Worksheet includes building and building related equipment work 
hours for supported offices such as Station/Branches and Associate Offices 
(AO) within the FMO framework. 
 

• Does not estimate workhours for Building Services, but accepts and displays 
data from other sources to provide a complete work hour summary of a given 
facility. 
 

• Does not estimate workhours for Building Equipment or structure, but accepts 
and displays data from other sources to provide a complete work hour summary 
of a given facility. 
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3.0. SUPPORT 
The Maintenance Technical Support Center (MTSC) provides continuing support for the 
eWHEP.  Problems with the eWHEP should be reported to the MTSC Help Line, 1-800-
366-4123. 

4.0. ALLOWANCES AND ADJUSTMENTS 
The eWHEP calculates and includes various allowances and adjustments.  These 
allowances are for staffing purposes only and do not require nor infer that this work 
cannot be assigned to lower level personnel, if it is within their position description. 

 For Mail Processing Equipment (MPE), there is an 8% allowance for 
modifications, and a 6% allowance for alterations or training. 

 For automated equipment, 80% of Operational Maintenance is assigned to level 
10; 20% is considered level 9.  For other equipment where Operational 
Maintenance (OpM) is authorized, 100% is assigned to level 9. 

 For automated equipment, Corrective Maintenance (CM) work hours are spread 
evenly between levels 7, 9, and 10.  For other equipment, Corrective 
Maintenance is spread evenly between levels 7, 9, and 10. 

 Training hours for automation are allotted 20%, 30%, and 50% to levels 7, 9, 
and 10 respectively.  Other training hours are allotted 20%, 30%, and 50% to 
levels 7, 9, and 10 respectively. 

 Modification hours are allotted 20% to level 9 and 80% to level 10. 
 Time for PM checklist items (other than items identified as accomplished by 

"All") are totaled by level.  Non-productive time is then distributed among the 
levels in the same proportions.  Time for items identified as accomplished by 
"All" is distributed among the levels in the same manner. 

 In this section, you may make adjusting or compensating entries for equipment 
listed in other sections.  For example, if Equipment A shows 100 hours of MM-4 
and 50 hours of MM-5 for a total of 150 hours, but due to local conditions you 
need 75 hours MM-4 and 75 hours MM-5, you would create an entry for 
Equipment A in "Other Requirements" with MM-4 of –25 hours and MM-5 of +25 
hours.  You could also adjust total hours up or down in a similar manner. 

5.0. INVENTORIES 
Each maintenance capable office shall complete and verify an accurate inventory of all 
maintained equipment and systems. 

Mail Processing Equipment (MPE) 
• This includes Mail Processing Equipment (MPE) and other miscellaneous 

equipment.  Do not enter items not requiring maintenance or items that are 
under contracted maintenance support. 
 

• Utilize the eMARS equipment module, previous staffing packages and physical 
inventories of equipment to assure this requirement is met.  
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Field Maintenance Operations (FMO) 
Utilize historical FMO work hours to calculate annual FMO staffing.  The staffing module 
calculates and forwards totals to the appropriate summaries. 

Maintenance Support Clerk 
The eWHEP calculates the number of recommended Maintenance Support Clerk (MSC) 
positions based on the latest updated Staffing Criteria for MSC positions listed below 
(Table 1-1). 

Table 1-1.  Staffing Criteria for MSC 
Number of 
positions 
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In addition to the number of recommended MSC positions based on the above chart, 
NDCs are allocated one (1) additional MSC position provided there are at least 20 
maintenance positions supported. 
Number of positions supported calculation in the eWHEP does not include 
Station/Branch maintenance personnel. 
The local site may request a variance to the Maintenance Support Clerk staffing chart, 
adding one additional Maintenance Support Clerk position.  The Area Office will 
consider the request and, based on site-specific requirements, may approve one 
additional Maintenance Support Clerk position. 
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ATTACHMENT 2 

GUIDELINES ONLY APPLICABLE TO NETWORK DISTRIBUTION CENTERS 

1.0. OPERATIONAL MAINTENANCE ALLOWANCES (ONLY APPLIES TO NDC) 
For mail processing equipment having published Article 19 approved maintenance 
support documentation such as the PM plan, Operational Maintenance (OpM) plan, or 
other procedures and plans, the OpM allowance(s) for those specific piece(s) of 
equipment will be subtracted from the standard Network Distribution Center (NDC) OpM 
allowance. 
Table 2-1 provides the guideline relationship between the size of the Network 
Distribution Center, the average number of personnel assigned to operational 
maintenance per tour, and the number of equivalent personnel charged to operational 
maintenance per tour for staffing study purposes. 

Table 2-1.  Operational Maintenance 

  

Mail Processing Area 
Square Feet 

Number Assigned To 
Oper. Maint. Per Tour 

Equiv. Emp. To 
PM, CM 

Operational 
Maintenance Allowance 

200,000 - < 300,000 3 0.9 2.1 
300,000 - < 400,000 4 1.2 2.8 
400,000 - < 500,000 5 1.5 3.5 
500,000 - < 700,000 6 1.8 4.2 
700,000 - < 900,000 7 2.1 4.9 

   900,000 - < 1,000,000 8 2.4 5.6 
1,000,000 - < 1,200,000 9 2.7 6.3 
1,200,000 - < 1,400,000 10 3.0 7.0 
1,400,000 - < 1,600,000 11 3.3 7.7 
1,600,000 - < 1,800,000 12 3.6 8.4 
1,800,000 - 2,000,000 13 3.9 9.1 
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The following example demonstrates how to use Table 2-1 for staffing purposes. 
Assume a facility has a mail processing area of 299,000 square feet and operates 21 
tours per week.  The chart shows that 3 people will be assigned to operational 
maintenance, while the equivalent of 2.1 persons will be charged to operational 
maintenance for staffing purposes. 

2.1 persons (equiv.)  X  21 tours  X  8 hours  X  52 weeks  =  18,345.6 hours 

  (per tour)    (per week)    (per tour)    (per year)    allowed for Oper. Maint. 
In addition, if maintenance personnel are required to support Parcel Automatic 
Container Unloader/Sack Automatic Container Unloader (PACU/SACU), 1/2 hour of 
operational maintenance time will be allowed for each hour that any or all of 
PACU/SACU or equivalent is running based on historical data.  (Only for the original 
PACU/SACU installations.) 

2.0. ALTERATIONS AND MODIFICATIONS ALLOWANCES  
(ONLY APPLIES TO NDC) 

 Definition 
Dynamics and complexity of the NDC System dictate resources be made available 
to accomplish alterations and modifications. 
Alterations and Modifications are schedulable tasks, which are non-repetitive or 
normally occur less often than once per year.  Examples of such activities are 
equipment modifications and major equipment refurbishment. 
Specifically excluded from this definition are project cleaning, minor space 
adjustments, small renovation projects, unscheduled cleaning of equipment, shop 
clean-ups, training, and meetings.  Allowances for these items have been made in 
Building Staffing [MS-1] and Custodial staffing [MS-47]. 

 Alterations and Modifications Plan 
Alterations and Modifications are given an 8 percent allowance of Categories 1, 2, 
and 3. 

3.0. HIGH BAY CLEANING (ONLY APPLIES TO NDC)  
The allowances provided herein for high bay cleaning are intended to include structural 
cleaning and cleaning of high bay. 
For mail processing equipment having published Article 19 approved maintenance 
support documentation such as the PM plan, Operational Maintenance (OpM) plan, or 
other procedures and plans; the mail search allowance(s) for those specific piece(s) of 
equipment will be subtracted from the standard NDC mail search allowance. 
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For staffing calculations, the building shall be divided into the following types of areas: 
 Type I, Light - Areas which have a low density of overhead structures or 

mechanization.  Typically, this type of area will have one "layer" of conveyors or 
no overhead mechanization.  Type 1 work is performed by the custodial labor 
force (LDC 38) and is work loaded on form 4852 as specified in MS-47 TL5.  
Cleaning of Mail Processing Equipment (MPE) within Type 1 areas is included 
in the equipment’s PM tasks.   
TYPE I: 7,000 square feet (floor area) per workday  
(Quarterly) = 0.069 min/SF 

 Type II, Medium – Areas with a medium density overhead.  This type of area 
will have two layers of conveyors or a similar density of other mechanization 
and/or structural steel. 
TYPE II: 3,100 square feet per workday 
(BI-monthly) = 0.155 min/SF 

 Type III, Heavy - This type area will have 3 or more layers of conveyors or 
similar density overhead. 
TYPE III: 2,550 square feet per workday 
(Monthly) = 0.188 min/SF 

4.0. PROCEDURE 
 Use HighBay worksheet (Figure 2-1) to identify Type II and III areas.   
 Each block side of eWHEP High Bay matrix represents individual column lines 

in a facility.  Measure the distance between columns in your facility that form a 
block and enter the square footage in "Sq Ft" space (cell) below the grid. 

 Enter a "2" in blocks that represent Type II, medium density areas. 
 Enter a "3" in blocks that represent Type III, heavy density areas. 
 Based on entries in the facility grid, the total cleaning allowance will be listed in 

the "Total" space (cell). 
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Figure 2-1.  High Bay Worksheet 

5.0. MAIL SEARCH ALLOWANCE (ONLY APPLIES TO NDC) 
The following guidelines should be applied for mail search: 
Interior and Exterior Mail search time will be calculated based on 15 workhours per 
1000 square feet of the Building as defined in the MS-1. 









* 8% of the Subtotal
** 8 Hours per 1000 Gross Interior SQFT

PS FORM
10-10-2014

FOR REVIEW PURPOSES - BLANK FORM
U.S. POSTAL SERVICE
ANNUAL BUILDING EQUIPMENT OPERATIONAL AND
PREVENTIVE MAINTENANCE WORKHOUR SUMMARY

BUILDING(s): GROSS INTERIOR SQFT: DATE: 
PREPARED BY: 

LINE NO. WORK DESCRIPTION
PREVENTIVE MAINTENANCE OPERATIONAL MAINTENANCE CORRECTIVE 

MAINTENANCE

TOTAL 
ANNUAL 

WORKHOURS4896A 4896 4894 4895 4896

A B C D E F G H I

1 HVAC

2 ELEC

3 PLUM

4 EMS

5 MISC

6 SUBTOTALS

7 CORRECTIVE / MISC * * **

TOTAL WORKHOURS

TOTAL FTE

4893 - BLANK FORM

Page 1 of 1Form4893 for PHILADELPHIA NDC

2/14/2019http://3bworkload.mtsc.usps.gov/apps/mtscm/content/reports_bem_forms.php?type=4893&building=NO...



PS FORM
10-10-2014

FOR REVIEW PURPOSES - BLANK FORM
U.S. POSTAL SERVICE
ANNUAL STANDARD REQUIREMENT
BUILDING OPERATIONAL MAINTENANCE

BUILDING(s): DATE: 
PREPARED BY: 

TABLE A: HVAC

TASK DESCRIPTION QUANTITY FREQUENCY WORK HOURS 
(per freq)

ANNUAL 
TRAVEL TIME

TOTAL ANNUAL 
WORKHOURS

FANS CENTRIFUGAL >15HP 12 0.03

FANS PROPELLER >=24INCHES 12 0.03

SUBTOTAL

TABLE B: ELEC

TASK DESCRIPTION QUANTITY FREQUENCY WORK HOURS 
(per freq)

ANNUAL 
TRAVEL TIME

TOTAL ANNUAL 
WORKHOURS

BATTERY SYSTEM, 24 VOLT 1 0.08

BATTERY SYSTEM, 48 VOLT 1 0.16

BATTERY SYSTEM, 120 VOLT 1 0.33

MAIN CUBICLE ROOMS 52 0.08

SWITCHBOARD ROOMS (POWER) 52 0.05

TRANSFORMER VAULTS 52 0.06

SUBTOTAL

TABLE C: PLUM

TASK DESCRIPTION QUANTITY FREQUENCY WORK HOURS 
(per freq)

ANNUAL 
TRAVEL TIME

TOTAL ANNUAL 
WORKHOURS

HYDRO-PNEUMATIC DEVICE (INCL FIRE PROTECTION SYSTEM) 0.08

PRESSURE REDUCING AND REGULATING STATIONS - STEAM AND 
WATER 1 0.02

PUMPS >5HP, REMOTE FROM OTHER EQUIPMENT 1 0.03

SUMP PUMP, OPERATIONAL 12 0.05

SUBTOTAL

TABLE D: EMS

TASK DESCRIPTION QUANTITY FREQUENCY WORK HOURS 
(per freq)

ANNUAL 
TRAVEL TIME

TOTAL ANNUAL 
WORKHOURS

EMERGENCY EXIT SIGNS 12 0.02

EMERGENCY EYEWASHES 52 0.10

EMERGENCY LIGHTS 12 0.02

EMERGENCY SHOWERS 52 0.10

FIRE EXTINGUISHER, PORTABLE, STORED-PRESSURE 12 0.02

FIRE PUMPS 52 0.40

SUBTOTAL

TABLE E: MISC

TASK DESCRIPTION QUANTITY FREQUENCY WORK HOURS 
(per freq)

ANNUAL 
TRAVEL TIME

TOTAL ANNUAL 
WORKHOURS

SUBTOTAL

4894 - BLANK FORM

Page 1 of 1Form4894 for PHILADELPHIA NDC

2/14/2019http://3bworkload.mtsc.usps.gov/apps/mtscm/content/reports_bem_forms.php?type=4894&building=NO...



* Operational Checks are limited to one hour per operating day for the first chiller.
All additional chillers are workloaded at 0.5 hours per operating day.

PS FORM
10-10-2014

FOR REVIEW PURPOSES - BLANK FORM
U.S. POSTAL SERVICE
ANNUAL WORKHOUR REQUIREMENT FOR CENTRAL
CHILL WATER PLANT OPERATIONAL MAINTENANCE

BUILDING(s): DATE: 
PREPARED BY: 

BUILDING

LINE NO. EQUIPMENT DESCRIPTION OPERATING DAYS WORKHOURS
(per day)

ANNUAL 
WORKHOURS

1 0.5

2 SUBTOTAL

3 BUILDING CHILLER OPERATING DAYS 0.5

TOTAL WORKHOURS *

4895 - BLANK FORM

Page 1 of 1Form4895 for PHILADELPHIA NDC

2/14/2019http://3bworkload.mtsc.usps.gov/apps/mtscm/content/reports_bem_forms.php?type=4895&building=NO...



FOR REVIEW PURPOSES - BLANK FORM
U.S. POSTAL SERVICE
ANNUAL SUPPLEMENTAL REQUIREMENT FOR BUILDING
PREVENTIVE AND OPERATIONAL MAINTENANCE

BUILDING(s): DATE: 
PREPARED BY: 

TABLE A: PREVENTIVE MAINTENANCE

GUIDE TASK DESCRIPTION EQUIPMENT TYPE EQUIPMENT DESCRIPTION FREQUENCY 
(per year)

WORKHOURS 
(per freq)

TOTAL 
WORKHOURS

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

SUBTOTAL 0

TABLE B: OPERATIONAL MAINTENANCE

GUIDE TASK DESCRIPTION EQUIPMENT TYPE EQUIPMENT DESCRIPTION FREQUENCY 
(per year)

WORKHOURS 
(per freq)

TOTAL 
WORKHOURS

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

Page 1 of 2Form4896 for PHILADELPHIA NDC
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PS FORM
10-10-2014

TABLE B: OPERATIONAL MAINTENANCE

GUIDE TASK DESCRIPTION EQUIPMENT TYPE EQUIPMENT DESCRIPTION FREQUENCY 
(per year)

WORKHOURS 
(per freq)

TOTAL 
WORKHOURS

0

0

0

SUBTOTAL 0

4896 - BLANK FORM

Page 2 of 2Form4896 for PHILADELPHIA NDC

2/14/2019http://3bworkload.mtsc.usps.gov/apps/mtscm/content/reports_bem_forms.php?type=4896&building=NO...



FOR REVIEW PURPOSES - BLANK FORM
U.S. POSTAL SERVICE
ANNUAL STANDARD REQUIREMENT
BUILDING PREVENTIVE MAINTENANCE

BUILDING(s): DATE: 
PREPARED BY: 

TABLE A: HVAC

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

HVAC-1 AC PACKAGE UNIT <10 TONS 1 8.50

HVAC-1 AC PACKAGE UNIT >=10 TONS 1 10.00

HVAC-2 AIR-CONDITIONING, WINDOW UNITS 1 0.50

HVAC-3 AIR COOLED CONDENSERS <= 10 TONS 1 0.75

HVAC-3 AIR COOLED CONDENSERS >10 TONS and <=30 TONS 1 1.00

HVAC-3 AIR COOLED CONDENSERS >30 TONS 1 1.75

HVAC-4 AIR HANDLERS >10HP 1 4.50

HVAC-4 AIR HANDLERS <=10HP 1 2.50

HVAC-5 BOILERS, OIL FIRED 1 10.00

HVAC-6 BOILERS, CAST-IRON AND STEEL 1 10.00

HVAC-7 BURNER, GAS 1 5.00

HVAC-8 BURNER, OIL 1 5.00

HVAC-9 COILS, PREHEAT, REHEAT, ETC. (REMOTE FROM AIR HANDLER) 1 1.00

HVAC-10 CONDENSATE OR VACUUM PUMPS (ON STEAM RETURN SYSTEM) 1 2.00

HVAC-11 COOLING TOWERS 501 - 1000 TON (PER CELL) 1 29.00

HVAC-11 COOLING TOWERS 51 - 500 TON (PER CELL) 1 14.50

HVAC-11 COOLING TOWERS <= 50 TON (PER CELL) 1 7.00

HVAC-11 COOLING TOWERS > 1000 TON (PER CELL) 1 38.50

HVAC-12 FAN, CENTRIFUGAL <7HP 1 1.75

HVAC-12 FAN, CENTRIFUGAL >=7HP 1 2.75

HVAC-13 FILTERS, ROLL-TYPE, DISPOSABLE MEDIA 4 1.75

HVAC-14 CONTROLS AND MECHANISMS ROLL TYPE FILTERS 1 1.50

HVAC-15 FILTERS, THROW-AWAY 4 0.10

HVAC-16 FAN, PROPELLER, PEDESTAL AND WALL MOUNTED 1 0.75

HVAC-17 HEAT/COOLING UNIT, ROOF TOP 2 8.50

HVAC-18 REFRIGERATION MACHINES, ABSORPTION TYPE <= 40 TONS 1 15.25

HVAC-18 REFRIGERATION MACHINES, ABSORPTION TYPE 41 - 100 TONS 1 19.25

HVAC-18 REFRIGERATION MACHINES, ABSORPTION TYPE 101 - 400 TONS 1 23.00

HVAC-18 REFRIGERATION MACHINES, ABSORPTION TYPE > 400 TONS 1 30.75

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) <= 40 
TONS 1 23.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) 41 - 
100 TONS 1 31.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) 101 - 
350 TONS 1 39.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) 351 - 
500 TONS 1 59.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) 501 - 
750 TONS 1 66.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) 751 - 
1000 TONS 1 77.00

HVAC-19 REFRIGERATION MACHINES (CENTRIFUGAL AND RECIPROCATING) > 1000 
TONS 1 96.00

Page 1 of 3Form4896A for PHILADELPHIA NDC
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TABLE A: HVAC

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

HVAC-20 HEATER, ELECTRIC, IN-DUCT 1 0.25

HVAC-21 HEATER, ELECTRIC, BASEBOARD 1 0.15

HVAC-22 UNIT HEATERS (STEAM AND HOT WATER) 1 1.00

HVAC-23 UNIT HEATERS (GAS FIRED) 1 1.50

HVAC-24 FIRE DAMPERS (IN DUCT) 1 0.20

SUBTOTAL

TABLE B: ELEC

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

ELEC-1 MOTORS 1 1.00

ELEC-2 BACK-UP GENERATOR- GAS OR NATURAL GAS ENGINES 1 2.00 to 6.00

ELEC-3 EMERGENCY GENERATORS, DIESEL POWER 1 3.00 to 8.00

ELEC-4 GENERATORS, ALL OTHER TYPES 12 1.00 to 2.00

SUBTOTAL

TABLE C: PLUM

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

PLUM-1 FIRE EXTINGUISHER, PORTABLE, STORED-PRESSURE 1 0.10

PLUM-2 SUMP PUMPS 1 3.75

PLUM-3 VALVES, REGULATING 1 1.00 to 4.00

PLUM-4 VALVES, MANUALLY OPERATED (MAIN LINE) 1 1.00

PLUM-4 VALVES, MANUALLY OPERATED (OTHER VALVES OVER 2 INCHES) 0.2 0.50

PLUM-5 VALVES, MOTOR OPERATED 1 1.50

PLUM-6 STEAM TRAPS, ALL TYPES 1 0.50

PLUM-7 PUMPS, CENTRIFUGAL >=25HP 1 6.00

PLUM-7 PUMPS, CENTRIFUGAL >5HP AND <25HP 1 4.00

PLUM-8 ROOF, INSPECTION 2 1.00 to 2.00

PLUM-9 HOT WATER HEATERS (CONVERTERS) 1 4.50

PLUM-10 HOT WATER HEATERS, DOMESTIC TYPE 1 1.50

PLUM-11 FIRE PUMPS, ELECTRIC MOTOR DRIVE 1 0.75

PLUM-12 FIRE PUMPS, INTERNAL COMBUSTION ENGINE DRIVE 1 0.75 to 1.50

PLUM-13 DRINKING WATER COOLERS 1 1.00

SUBTOTAL

TABLE D: EMS

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

EMS-5 EMERGENCY GENERATORS 12 1.00 to 2.00

EMS-6 FIRE ALARM BOXES (MANUAL) 4 to 6 0.10

SUBTOTAL

TABLE E: MISC

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

MISC-1 AIR COMPRESSORS 1 1.00

MISC-2 LAWNMOWERS AND EDGERS 2 1.00

Page 2 of 3Form4896A for PHILADELPHIA NDC
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PS FORM
10-10-2014

TABLE E: MISC

GUIDE NO. TASK DESCRIPTION QUANTITY FREQUENCY 
(per year)

WORK HOURS 
(per freq)

TOTAL WORK 
HOURS

MISC-3 SWEEPERS (GASOLINE) 2 to 6 2.00

MISC-4 PAPER BALERS 1 3.00

MISC-5 DOORS, POWER OPERATED 2 2.00

MISC-6 DOOR, POWER-OPERATED MAIN ENTRANCE AND DOCK 4 1.00

MISC-7 DOORS, MAIN ENTRANCE 2 1.00

MISC-8 DOCK LEVELERS, POWERED 4 1.25

MISC-9 FIRE DOORS, STAIRWELLS AND EXITWAYS (SWINGING) 4 0.10

MISC-10 FIRE DOORS, SLIDING TYPE 4 0.10

MISC-11 STATIONARY PACKERS 52 1.00

MISC-12 STATIONARY PACKERS 12 1.00

MISC-13 STATIONARY PACKERS 4 2.00

MISC-14 POWER LIFTS 12 1.00

MISC-15 SNOW BLOWER, WALKING TYPE 1 1.00

MISC-16 DOCK LEVELERS, MANUAL 4 0.50

MISC-17 SWEEPERS (BATTERY) 4 to 12 1.00

MISC-18 FLOOR SCRUBBERS, AUTOMATIC; VACUUM, BATTERY POWERED 4 to 12 1.00

MMO03718 COMPACTOR, PTR 1 38.65

SUBTOTAL

4896A - BLANK FORM

Page 3 of 3Form4896A for PHILADELPHIA NDC

2/14/2019http://3bworkload.mtsc.usps.gov/apps/mtscm/content/reports_bem_forms.php?type=4896A&building=N...
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A. EXPLANATION 

This is a complete revision of Handbook MS-1, Operation and Maintenance of 
Real Property. 

B. DISTRIBUTION 

c. 

1. Initial. Copies of this complete issue are being distributed to 
Headquarters; Regional Postmasters General; Regional Chief Inspectors; 
Facilities Service Centers; Divisional Field Directors, Operations 
Support; Management Sectional Centers; Area Maintenance Offices; 
Maintenance Capable Offices; Bulk Mail Centers; MSC and BMC Safety 
Managers; Postal Employee Development Centers; Inspectors in Charge; 
Maintenance Overhaul and Technical Service Centers; Field Division 
General Manager/Postmaster; Divisional Manager, Safety and Health 
Services; and Regional Director, Human Resources. 

2. Additional Copies. Order additional copies directly from your supply 
center on Form 7380, Supply Center Requisition. 

RESCISSIONS 

All copies of the previous issues of Handbook HS-1, Transmittal Letters 1, 
2, and 3 , are rescinded and should be discarded • 

D. COMMENTS AND QUESTIONS 

Recommendations for improving the guidelines, information, and procedures 
contained in this handbook are solicited from all sources. Anyone wishing 
to make such recommendations should submit them to: 

E. EFFECTIVE DATE 

Field Director 
Maintenance Technical Support Center 
P.O. Box 1600 
Norman, OK 73070-6708 

These instructions are effective upon receipt. 

~ e-u/J!ur'-/ 
James C. Wilson 
Director 
Office of Maintenance Management 
Engineering and Technical 

Support Department 
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SBCTIOB 1 

DTRODUcriOI . 

1-1 RBSPOHSIBILITY 

1-101 The Postmaster at each location 
is responsible for operation and 
maintenance of the facility in 
accordance with this handbook. The 
Postmaster may act as the building 
manager or may designate another 
individual to perform those duties. The 
director of Plant EqUipment Engineering 
(or equivalent title) would normally be 
this designee except in smaller offices 
where the officer in charge or Post
master would be personally responsible. 

1-102 Inherent in the above respon
sibility are certain decisions based on 
cost effectiveness for personnel 
authorizations, training requests, 
repair and improvement requests, 
maintenance equipment purchases, and 
security provisions. Effective main
tenance management requires the proper 
tools, adequate supervision, timely 

.inspection, meaningful information, and 
technical competence. It requires 
administering with open lines of commu
nications at all levels. This responsi
bility requires the use of good judg
ment and common sense at all times. 

1-2 APPLICATIOR 

This handbook applies to USPS personnel 
engaged in the operation and mainte
nance of real property. It prescribes 
the policies, procedures, and practices 
governing the operation and maintenance 
of USPS buildings and leased space 
including but not limited to the 
following: 

a. Operation, maintenance, protection, 
repair, alteration, improvements, 
and management. 

MS-1, TL-4, 11-3G-86 

b. Official relations with other USPS 
offices, other Federal agencies, 
~tate and local governmental 
agenCies, private organizations, 
and the general public. 

1-3 SAFBTY 

The procedures prescribed in this hand
book place special emphasis on safe 
work practice and maintaining a safe 
environment tor building occupants and 
the public. The provision of Super
visor's safety Handbook, BBK EL-801, 
shall apply and all employees shall be 
instructed to report unsafe practices 
or condi tiona to their supervisors. 

1-- DIVISIOIAL SUPPLEMBITS 

1-•01 The Field Division General 
Manager/Postmaster, to meet local 
conditions, may issue additional 
instructions to implement the proce
dures and practices prescribed in this 
handbook. 

1-402 The use of procedures and prac
tices in conflict with those contained 
in this handbook must be specifically 
authorized by the Field Division 
General Manager/Postmaster. 

1--03 Two copies of all divisional 
supplements to this handbook shall be 
forwarded to the Field Director, Main
tenance Technical Support Center, 
P. 0. Box 1600, Norman, OK 73070-670H. 
These supplements will be reviewed for 
possible adoption on a nationwide 
basis. 
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1-5 OPIBATDG ISSU.&IICBS 

The following is a partial listing ot 
USPS handbooks and publications whiCh 
contain detailed specialized informa
tion in areas closely related to 
building operations: 

BBK MS-6 Repair and Alteration 
Surveys 

HBK MS-7 Repair and Alteration of 
Real Property 
(Being revised) 

BBK HS-9 Physical Surveys ot 
Leased Postal Facilities 

BBK MS-11 Industrial Storage 
Batteries 

BBK MS-21 Elevator Maintenance 
BBK MS-24 Heating, Cooling, and 

Ventilating 
HBK MS-28 Maintenance of Electrical 

Switcb.gear 
BBK MS-39 Fluorescent and Mercury 

Vapor Lishtipg, Cleaning, 
and Relampins 

HBK MS-45 Area Maintenance Office 
Operating Procedures 

HBK HS-47 Housekeeping - Postal 
Facilities 

HBK MS-49 Energy Conservation and 
Maintenance Contingency 
Planning 

HBK HS-56 Fire Prevention and Control 
HBK MS-63 Maintenance Management -

Class A Offices 
HBK MS-65 Maintenance Management -

Class B Offices 
HBK RE-10 Short Form Specifications 
HBK EL-801 Supervisor's Safety 

Handbook 
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HBK EL-803 Maintenance Employee's 
Guide to Safety 

HBK EL-602 Food Service Operation 
BBK MS-10 Floors, Care and 

Maintenance 
PUB 24 
PUB 41 

Supply Catalog 
Postal Contracting Manual 

Training Catalog 

Management Instructions 

Safety Inspection of Beating 
Boilers, Unfired Pressure Vessels, 
Elevators, Escalators and Dumb
waiters 

AS-620-82-12 
Safety Inspection of Beating 
Boilers, Unfired Pressure Vessels, 
Elevators, Escalators and Dumb
waiters in Owner-Maintained Leased 
Buildings 

AS-620-84-14 
USPS Maintenance of Leased 
Facilities 

AS-510-83-1 
USPS Buildings Occupied by 
GSA/Federal !gencies - Reimbursable 
Work Authorizations 

AS-510-82-10 
Building Management Program 

AS-510-81-14 
Facility Fire Protection 
Criteria 

RE&B DC-86-3 
Dtd 4/8/86 

Friable Asbestos Containing 
Materials Control Program. 

Filing EL-810-85-5 
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SBCTIOR 2 

BOILDIRGS IWIAGEMEIIT FIELD OPEU'l'IOHS 

2·1 ADMDIISTRATIVB SUPPORT IWlUAL 

The Administrative Support Manual 
(ASM) describes in detail many of the 
policies which are implemented in this 
chapter. 

2-2 GLOSSABY 

For the purpose of this handbook, the 
following interpretations shall apply: 

a. Assigned space - Leased space 
occupied by USPS. 

b. Building Manager - The person 
designated as responsible for the 
operation and function of the 
building and building systems to 
meet the needs of the occupants. 

c. Conversion - Includes redesign, 
remodeling, and conversion of a 
building from one use to another, 
i.e., workroom or warehouse to 
office space. 

d. Extension - An addition, enlarg
ment, or expansion of an existing 
building which resuJ. ts in an 
increase in usable floor area. 

e. General purpose space - Space in 
buildings sUitable for assignment 
for general office functions. 

f. GSA-controlled buildings - Build
ings owned or leased ~ GSA where 
the assignment and reassignment of 
space and the operation of the 
building is under the control of 
GSA. 

g. Leased space - Building or part of 
building leased by USPS from 
private source •. 

MS-1 t TL-. .11 t 11-3G-86 

h. Maintenance - To preserve or keep 
in an existing state or condition; 
to prevent a decline from that 
state or condition by periodic or 
occasional examination, adjustment, 
lubrication, cleaning, and making 
minor repairs. Preventive mainte
nance is work which is programmed 
at scheduled periodic intervals. 

i. Tenant - Any nonpostal agency or 
party occupying spaces in a build
ing which is under the control of 
USPS. 

j. Reimbursable services - Services 
rendered to a tenant which are 
financed by the tenant. This could 
be either for operation and main
tenance or for special work. 

k. Repair - A repair is the restora
tion of a facility to a condition 
substantially equivalent to its 
original state and efficiency. The 
distinction is made that whereas 
maintenance is preventive, repairs 
are curative. Repairs may involve 
replacement of component units in 
whole or in part when the new unit 
substituted is not better. than the 
old one was when it was acquired. 
Routine and incidental replacement 
of parts constitutes ordinary 
repairs; extensive replacement of 
parts constitutes extraordinary 
repairs. 

1. Special purpose space - Space in 
buildings, including land inci
dental to the use thereof, which is 
wholly or predominantly utilized 
for the special purposes of a 
tenant and not generally sUitable 
for the use of other tenants. 
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m. Spaee adjustments - A rearrangement 
of space, or relocation of equiP
ment, which does not extend any 
exterior wall ot the building. A 
space adjustment is usually made to 
accommodate a specific tenant's 
operation or to permit the most 
efficient use of space and facili
ties. 

2-3 IITBICIWIOB OF SPACE D POSTAL 
SBRVICB .AID GSA-COII!IOLLED 
BUILDIHOS 

2-301 POSTAL SBIVICB - GSA 
AGRBEMEBT 

The occupancy of space by the Postal 
Service in GSA-controlled buildings and 
occupancy of space by other Federal 
agencies in postal-owned buildings is 
governed by the provisions of an 
agreement entitled, "Agreement Between 
General Services Administration and the 
United States Postal Service Covering 
Real and Personal Property Relation
ships and AssoCiated Services.• 

2-302 The portion ot the agreement 
applicable to nonpostal activities 
located in USPS buildings is covered in 
section 3 of this handbook, Management 
Instructions .AS-510-82-10 and AS-510-
82-11 , and chapter 5, Ad.ministrati ve 
Support Manual (ASH). Those USPS 
buildings that have nonpostal 
activities shall have a copy of each of 
the above-cited publications in their 
data f~es for ready reference. 

2-.11 BOILDIRGS MlHAGBMERT 
RESPOISDILITI 

2-.1101 IH USPS.OWHED BUILDIHGS 

2-401.1 Provide general and special 
purpose space and related services 
necessary to meet the needs of the 
occupying activity. 

2-.1101.2 Hake repairs, improvements, 
and alterations necessary to preserve 
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the building and equipment, and main
tain a sate, comfortable environment. 

2-•02 II USPS.I.BISID BUILDIIGS 

In leased buildings, the direct 
management responsibilities may be 
divided between the USPS and the lessor 
as set forth in the terms of the lease. 
Failure on the part of the lessor to 
meet its responsibility shall be 
documented and reported to the lease 
contracting officer for corrective 
action. The types of leases are: 

a. Full Service - The lessor is 
responsible for furnishing all 
building services including 
maintenance, utilities, repair, 
cleaning, etc. 

b. Partial Service - The responsi
bility for operations and mainte
nance ot the building is divided 
between the USPS and the lessor. 
One common partial service lease 
makes the USPS responsible for the 
utilities and cleaning, with the 
lessor responsible for all other. 
The division of responsibility is 
set forth in the lease agreement. 

c. No Service - The USPS bas assumed 
maintenance responsibility under 
the terms of the lease, or in an 
amendment to the· lease. This 
applies to repair and preventiv~ 
maintenance and does not apply to 
Improvements and Alterations 
(AS-51 0-83-1 ) • 

2·5 HliAGEMBIT DATA 

2-501 GDERAL 

The successful management of a building 
requires that certain data on the 
building and personnel be available. It 
is recommended that data files de
scribed in this part be maintained at 
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those loca tiona de signa ted by the 
Field Division General Manager/ 
Postmaster. 

2-502 LOCAL AIR POLLU'l'IOI I WlTBR 
POLLUTIOI, OR OTBII 
UGUL1TIOIS 

Local regulations known to impact 
maintenance shall be listed. For 
example: city regulations on use of 
polyurethane, solvents, ~pen burning, 
etc. shall be listed. 

2·503 REPORTS RBQUIRBD 

A listing of reports required or made 
by the building manager showing where 
they go and when they must be made with 
a brief description (title) of the 
report form. The bUilding manager must 
maintain a chronological listing show
ing actual date ot submission. If an 
exemption to making a certain report 
has been granted by the supervisor, 
that exemption must be documented in 
this section. 

2·50. RBSBIVBD 

2-505 DEYIATIORS AUTHORITY 

A chronological listing by chapter and 
section of written, signed, dated 
authority for deviations from this 
handbook with a copy of the complete 
deviation filed in the appropriate 
section of the handbook. 

2-506 OIGAIIZATIOI CHARTS 

A set of current year organization 
charts showing local, MSC and/or 
divisional relationships to the 
building manager including detailed 
staff information. This should be 
reviewed annually and updated when 
changes occur. 

2-510 

2-507 IHBRGBRCY DATA 

2-507.1 A copy of current local fire, 
self-protection organization, contin
gency plans, and other emergency 
procedures, complete with names and 
phone numbers and emergency duty 
stations. Emergency action plans must 
include the most current Environmental 
Protection Agency requirements tor 
controlling emergencies involving PCBs. 
Local maintenance procedures shall 
recognize the need to prevent friable 
asbestos building materials 'rrom being 
disturbed. 

2-507.2 A record of each unannounced 
tire drill or other emergency drill and 
real emergency in chronological ordec. 

2-508 HAIHTBHOCE DOCOMERTS .AllD 
LIBRARY 

A listing ot maintenance library 
handbooks should be maintained showing 
name and telephone number of person 
responsible to maintain the library and 
receive and distribute bulletins and 
change orders to the maintenance 
section. 

2-509 MAIITEHAHCE TRUNING RECORDS 

A listing of super'! isory and nonsuper
visory personnel showing: Total 
training required for each position, 
training completed, training planned, 
and estimated date or that training. 

2-510 VACATION AND TRAINING 
SCHEDULE 

A new calendar year schedule by three 
tours showing: Names, job titles, and 
scheduled and/or projected vacations 
and training periods. Schedules must be 
approved and signed by the building 
manager. Major changes impacting the 
schedule should be added as need 
dictates. 
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2-511 LABOR AGREEMBITS 

A copy . of current national and local 
agreements with any special local 
interpretations. 

2-512 IISPBCTIOI LOG 

The building manager must maintain an 
inspection log, showing in chrono
logical order such inspections which 
impact maintenance (for example, annual 
or major safety inspections, building 
equipment inspections, structure 
inspections, personnel inspections, 
stockroom inspections, and mail 
processing equipment inspections). 

2-513 BUDGET 

Last .fiscal year estimated budget and 
actual used should be listed. Current 
fiscal year estimated budget and actual 
to date by quarter, projected next 
fiscal year budget, and items which 
would impact estimated budget should be 
used. 

2-514 SPECIAL PROJECTS AID PLAHS 

A special projects and plans file 
must show current special efforts or 
plans which impact the maintenance 
building management function. For 
example, plans and status on local 
energy conservation, R & A, moving 
plans, overhauls for major equipment, 
and security plans. 

2-6 LOCAL CODES .AHD ORDIIBCBS 

It is USPS policy to comply with local 
codes and ordinances except.where they 
are inconsistent with national codes or 
postal policy, or where adherence would 
result in redundant or unnecessary 
expense. 

2-7 DISPLAYING THE COLORS 

2-701 The flag of the United States 
must be properly displayed on a 
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stationary flagstaff at all postal 
facilities. Procedures for displaying 
the .flq are in ASM 440. 

2-702 Direct questions on the 
display or use of the .flag to the 
divisional office. Questions by 
d1 visional officials will be referred 
to the Assistant Postmaster General for 
Public and Employee Communications. 

2-8 BST.ABLISBIIG WOIUC SCHEDULES 

When establishing work schedules, give 
first consideration to the operation of 
the facility to meet the needs of post
al operations and other tenants. Keep 
interruptions to a minimum and then 
only to correct emergency condi tiona. 
Coordinate painting, construction, 
repair, and space adjustment work with 
the occupants, regardless of the source 
of funds, unless it is performed in an 
area where the work of the occupant 
agencies is not interrupted. 

2-9 BHPLOIBES 1 :ROLE II MAIRTER.ABCE 
PROGRAM 

All employees are reqUired to report to 
their supervisors any building condi
tion which requires maintenance or 
repair. The supervisor reviews these 
reports and forwards them to the 
maintenance control units. Maintenance 
employees use Form 4568, Postal Main
tenance Problems Feedback Report, to 
provide feedback to the divisional 
office and MTSC on unusual maintenance 
problems and/or improvements which may 
be of interest to others. This feedback 
report is valuable in directing manage
ment attention to problems at the 
operating level. Defects found in 
equipment under warranty should be 
reported on Form 4568 (see part 743 of 
HBK MS-63). When using these forms, the 
name and telephone number of the person 
most familiar wi tb the problem should 
be included to simplify further 
communication. 
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2-10 .MARAGIMBRT OP LEASED SPACB 

2-1001 DEFIRITIORS 

The following definitions distinguish 
between management of leased space and 
lease administration: 

a. Management of leased space includes 
day-by-day actions permissible 
under the terms of leases, or 
arrangements and requests 
therefor, the responsibilities for 
which are delegated to field 
officers. 

b. Lease administration includes 
negotiations with prospective 
lessors and other actions leading 
to the preparation of formal lease 
documents; subsequent actions, 
usually of a formal nature, 
designed to enforce lease compli
ance by the lessor; and actions 
incident to lease modifications and 
terminations. 

2·1002 GENERAL 

2-1002.1 When a lease provides for 
the operation and maintenan~e of leased 
space by the USPS, i~ is the 
responsibility of the USPS bUilding 
manager to furnish the service. The 
same level and fr~uency of service 
shall be furnished in the leased space 
that is furnished in the same type of· 
space in other USPS buildings. In 
addition, the lessor will be required 
to meet any of the conditions of the 
lease for which it is responsible. See 
Management Instruction AS-510-83-1. 

2-1002.2 The building manager re
sponsible for management of leased 
space must be provided with a copy of 
the lease and be familiar with the 
terms of the lease. See Management 
Instruction AS-510-83-1. 
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2·1003 DUTIES OF POSTMASTER OR 
DBSIGRATED OFFICIAL 

2-1003 

Occasionally, 1 t may be necessary tor 
the real estate organization to request 
local assistance in various aspects of 
lease administration to carry out their 
responsibility. Such assistance may 
include the following: 

a. Prepare requirements concerning 
maintenance and operations, for 
inclusion in bidding and lease 
documents. 

b. Inspect and make recommendations 
concerning suitability tor space 
offered for lease. 

o. Collaborate with the divisional 
office in making condition surveys 
at the commencement, prior to 
occupancy, the renewal, or the 
expansion or a lease, to ensure 
that alterations have been per
formed in accordance with specifi
cations and to establish and record 
original condition at the inception 
of the lease term. Assist in sur
veying the condition or the proper
ty at the termination or expiration 
of the lease;- in evaluating and 
recording the finding; and in 
making recommendations concerning 
the Postal Service liability for 
restoration. 

d. Take necessary.action to provide 
normal services which are not the 
responsibility of the lessor under 
the lease provisions. 

e. Continuously review and evaluate 
the performance of lessor under the 
terms of each lease; arrange for 
thorough inspection of the property 
as required by ASM 510 necessary to 
ensure satisfactory compliance with 
the lease requirements by the les
sors. Make all necessary day-by-day 
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contacts with lessor. Document .and 
report to the real estate repre
sentative as appropriate, signifi
cant or continUing :failures or 
lessors to perform in accordance 
with the terms of leases. In case 
ot controversy and doubt, request 
interpretation of the lease provi
sions :from the real estate repre
sentative as appropriate. Recommend 
to the real estate representative 
any necessary modifications of 
lease provisions. 

t. Follow requirements of ASH 513.2 
and 513.3 tor lease cancellation 
and vacating leased facilities. 

2-11 HBTBODS OF COMPUTIBG BUILDIBG 
AIB.AS 

2-1101 GEIERAL 

When incl. uding 
measurement or 
and total net 
and prescribed 
building areas 
part. 

bUilding areas in the 
space, use gross area 
area. De:fini ti ons :for, 
methods or, computing 
are covered in this 

2-1102 GROSS AlBA 

2-1102.1 Gross area is the sum of 
the :floor areas including the normal 
outside faces of ex~erior walls, 
disregarding architectural setback:5 or 
projections. It pertains to all stories 
or areas which have noor surfaces. 

2-1102.2 Compute gross area by meas
uring from the normal outside face 
ot exterior walls, disregarding 
cornices, pilasters, and buttresses, 
which extend beyond the wall face. 

2-1102.3 Do not include a ground 
level or intermediate story, or part of 
it, which is lett unenclosed, as part 
of the gross area of the building. 

2-1102.• In addition to areas 
obviously in this category, gross area 
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includes basements (except unexcavated 
portions), attics, garages, roofed 
porches, mezzanines, shipping 
platforms, penthouses, and mechanical 
equipment floors, lobbies, and 
corridors, provided they are within the 
normal face lines of the building. 
Since post office mailing platforms 
are always included in net assignable 
area, they must be inCl. uded in gross 
area, regardless of whether they are 
within or outside of the exterior wall 
lines of the building. 

2-1102. 5 The gross area does not 
include open courts, light wells, upper 
portions of' rooms, or lobbies which 
rise above the story being measured or 
extend beyond the principal exterior 
walls ot the building. 

2-1102.6 Do not include unroofed 
features, such as cooling towers, in 
gross area. 

2·11 03 HIT .I..SSIGIJBLI AREA 

2-1103.1 General 

Net assignable area is that portion of 
the gross area which is assigned or 
available for assignment to using 
agencies, including space which is 
available jointly to the various 
occupants of the building. It also 
includes space provided for the 
operation and maintenance of the 
building. Typical ~ses of net 
assignable area, classified by types, 
are listed in 2-1109. 

2-1103.2 Ottioe Type 

Space which provides an environment 
sui table for an office operation. This 
requirement includes, but is not 
limited to, suitable and adequate 
lighting, heat and ventilation, 
appearance, accessibility, circulation, 
floor covering, and sound control. The 
space may consist of a large openly 
planned area generally laid out on a 



Operation and Ma1ntell8Jlce ot leal Property 

modular basis. The partitioning is 
usually of the movable type, generally 
ceiling height, and laid out on the 
modular lines provided in the basic 
design. 

2-1103.3 Storase Type 

Space suitable for storage ot supplies, 
equipnent, records, or material, which 
does not provide an environment suit
able for an office operation. This type 
includes but is not limited to closets 
and unfinished attic and basement 
areas, as well as space built for 
warehousing and record storage. 

2·1103 • .1J Special Type 

Space which by reason of installed, 
fixed facilities or utilities is 
adapted tor special use. Included are 
laboratories, vaults, unsuspended 
lookout area, darkrooms, electronic 
data processing rooms with special 
ait'-condi tioning, and industrial-type 
operations with installed equipment. 
Post office special type space includes 
workrooms, lunchrooms, lockbox and 
service line lobbies, mailing vesti
bules, and pl atfC?rms. 

2-1103.5 Computing let Assignable 
Al'eas 

Measurements from the normal interior 
face of exterior walls to the center-

. line of interior partitions, or to the 
centerlines of intermediate partitions 
which separate assignable spaces. No 
adjustment is made for columns, pro
jections, and alcoves when computing 
the net assignable area of a given 
space. In space where a fully enclosed 
convector resting on the floor extends 
from column to column or wall to wall, 
the net assignable area may be computed 
by measuring from the face of the con
vector enclosure to the inside race 
of the corridor wall. 
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2-110.IJ.2 

2-110• CIICULATIOR AREA 

2-1104.1 General 

Circulation area is that portion of the 
gross area which is required for 
physical access to every reasonable 
subdivision of space, whether or not 
such areas are enclosed by parti tiona. 
These are areas to which the public has 
generally unrestricted access and 
which, if enclosed by walls or parti
tions, would be controlled by USPS, 
rather than by a particular occupant. 

2-110 •• 2 Horizontal Circulation Areas 

Generally include areas which are 
de.fined by walls or partitions for the 
purpose of physical access to various 
parts of the building. Horizontal 
circulation is divided into the fol
lowing three types: 

a. Core Circulation Areas - Include, 
but are not neoessarily limited to: 

( 1) Lobbies 
(a) Elevator 
(b) Entrance 
(c) Public 

· (d} Public vestibules 
(2) 'Public pedestrian tunnels and 

bridges 

b. Main Corridor Areas - Those needed 
to connect the means of exit from 
each floor, encircling or connect
ing core areas. 

c. Secondary Corridor Areas - Those 
required to provide access to those 
subdivisions of space not accessi
ble by main corridors. Partitions 
to form secondary corridors may be 
installed if required for function
al purposes. If partitions are 
omitted, the installation lines 
are indicated on assignment or 
floor plans by dashes. (Secondary 



corridors without partitions are 
designated •phantom" corridors). 

2-110 •• 3 Coaputins Circulation Areas 

Measure from the inner faces (or room 
side) of the walls or parti tiona which 
enclose such areas. Where areas normal
ly required for circulation purposes 
are not enclosed by walls or parti
tions, measurements should be taken 
from imaginary lines which conform as 
nearly as possible to the established 
circulation pattern of the building. 
When projecting corridor areas, include 
only areas required for general access; 
do not include aisles which are nor
mally required for circulation within 
offices or other working areas. 

2-1105 MBCBAIICAL ARIA 

2-1105.1 Mechanical area is that 
portion of the gross area designed to 
house mechanical and utility services 
required in the .building operation. 
This does not include any area which 
houses printing, mail processing, or 
other special-purpose machinery. 

2-1105.2 Mechanical areas include, 
but are not limited to: 

a. Boiler rooms . 
b. Mechanical and electrical equipment 

rooms 
c. ·cooling towers (enclosed only) 
d. Fuel rooms 
e. Meter closets 
t. Shafts and stacks : 

( 1) Air ducts 
(2) Mechanical service 
(3) Service chutes 
(4) Vents 

2-1105.3 Compute mechanical area by 
measuring from the inner faces of the 
walls, partitions, or screens which 
enclose such areas. 
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2-1106 COBS'.rRUCTIOB UB.&S 

2-1106. 1 Examples of areas normally 
classified as construction are walls 
and permanent parti tiona, columns and 
projections, and unusable areas in 
attics or basements. 

2-1106.2 Precise computation or 
construction area is not contemplated 
under this system because some con
struction features are included in 
the computation of net and assignable 
area. Total construction area is usual
ly determined by assuming it to be the 
residual area after the net assignable, 
circulation, and mechanical areas have 
been deducted from the.gross area. 

2-11 OT TOTAL BET .lREA 

That portion of the gross area which is 
composed of the net assignable area and 
horizontal circulation areas. 

2-1108 RATIO OF IBT TO GlOSS AlBA 

Compute by ·dividing the total net area 
by the gross area. 

2-1109 TYPICAL USE OF SPACE 

The following listing shows typical 
uses of net assignable space found in 
areas classified by type : 

2-1109.1 S1D.I].e qen07 .Aaaigned .Areas 

2-1109.1.1 
used for: 

Office type, which may be 

a. Offices 
b. File rooms 
c. Laboratories (nonfixed equipment) 
d. Libraries (without fixed stacks) 
e. Credit unions 
f. Storage 
g. Reserve 
h. Conferences 
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2-1109.1.2 Storage type, which may 
be used tor: 

a. Storage 
b. Vending stands 
c. Laboratories (nontixed equipment) 
d. File rooms 
e. Reserve 

2-1109.1.3 Special Types: 

a. PO box and mailing lobbies 
b. PO workrooms 
c. PO lunchrooms 
d. PO mailing platforms 
e. Vaults 
t. Laboratories (fixed equipment) 
g. Courtrooms 
h. Libraries (with fixed stacks) 
i. Audi tori um.s 
j. Private toilets 
k. Reserve 

2-1109.2 Sar.ioe Area 

2-1109.2.1 
used for: 

Office type, which may be 

a. Health units 
b. Joint-use conference rooms 
c. Concessions 

2-1109.2.2 Storage type, which may 
be used for: 

a. Garages, including inside ramps and 
driveway 

b. Van locks, etc. 
c. Vending stands 

2-1109.2.3 Special type, which may 
be used for: 

a. Cafeterias, kitchens, and snack 
bars 
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b. Concessions 
c. Vending stands 
d. Health units 
e. Telephone suite: 

(1) Frame room 
(2) Toilet room 
(3) Switchboard room 

r. Loading platforms 

2-1109.3 Operation Areaa 

2-1109.3.1 Office type, which may be 
used for: 

a. Offices, building operations 
personnel 

b. Supply rooms, custodial 
c. Gear rooms 
d. Security rooms (building 

protection) 
e. Locker rooms (custodial employees) 

2-1109.3.2 Storage type, which may be 
used for: 

a. Storage 
b. Building materials 
c. Custodial materials and equipment 
d. Supply rooms and closets, custodial 
e. Service closets 
f. Gear rooms (custodial or other) 

2-1109.3.3 Special type, which may be 
used for: 

a. Custodial shops (carpenter, 
machine, electrical, plumbing, 
paint) 

b. Elevator penthouse 
c. Lunchroom, custodial 
d. Trash - wastepaper and incinerator 

rooms 
e. Gear rooms 
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SBC!IOI 3 

!BRAIT ULATIOIS AID SPBCIAL SBIYICIS 

3-1 TBRAHT RBLATIOHS 

3-101 SCOPB 

Many USPS buildings provide housing for 
nonpostal tenants as well as for postal 
operations. It is imperative that a 
harmonious relationship with tenants be 
maintained. Towards that end, certain 
procedures and avenues ot communication 
have been established and it is 
essential that the building managers 
adhere to them. 

3-102 TENANT REQUESTS 

3-1 02. 1 Referral to GSA 

All requests for normal. building ser
vices are made to the USPS building 
manager. In buildings where GSA act's as 
the USPS leasing agent for other fed
eral agencies, refer their requests 
for work which is not included in the 
stan~ard level ot service, and is not 
USPS responsibility, to GSA. Non
Federal tenants are responsible tor 
their own special services. Non-Federal 
tenants leasing under a ·sublease or 
outlease agreement are not permitted to 
make improvements, alterations, or re
pairs to occupied space unless approved 
by the contracting officer. All re
quests of this nature must be referred 
to the appropriate Facilities Service 
Center. 

3-102.2 Tenant Control 

All contacts with the USPS building 
managers having to do with tenant 
requests for services or other building 
problems must be made through an 
authorized contact of the tenant. Each 
location maintains a file of authorized 
agency contacts. 
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3-102.3 TeD&Dt Good Bouaekeepins 

It is the responsibility of all tenants 
to practice good housekeeping and to 
exerCise economy in the use of building 
utilities. (This includes turning off 
lights in unoccupied areas, and 
retraining from taping signs, posters, 
etc. to walls with tape that will 
remove the paint.) All occupants are 
required to comply with safety codes 
and the Rules and Regulations Governing 
Conduct on Postal Property which are 
listed in Postal Operations Manual, 
221.6 and on Poster 1. USPS building 
managers are responsible tor informing 
tenants of any poor housekeeping 
practices, uneconomical operations, and 
any violations of the rules and 
regulations governing the operation of 
the buildings. This must be done 
courteously and in a spirit to 
encourage the cooperation of occupants. 
The building manage~ or Postmaster must 
ensure that Poster 7 is posted in 
centralized locations within the 
building for tenant and customer 
information. 

3-103 PUBLIC RELATIONS 

The maintenance of good public 
relations is essential. The following 
functions of the building managers in 
the area of public relations are very 
important in developing a public image 
and should be performed so as to 
inspire confidence and respect for the 
USPS. 

a. Public Use of Building and 
Grounds - Administers policies, 
regulations, and procedures 
governing the public use of USPS 
buildings and grounds. 
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b. Represents the USPS - Represents 
the USPS as specifically authorized 
by the divisional office with 
State, county, and local civil 
authorities on matters related to 
enforcement of laws, ordinances, 
and regulations pertaining to 
building construction or operation. 

c. Professional ·and Trade Association 
Contacts - Maintains contact with 
local building owners and managers, 
trade associations, contractors, 
and technical societies as may be 
required in order to keep abreast 
of the latest developments related 
to building construction, 
maintenance, and operation. 

3-2 SERVICES 

3-201 STARDARD LEVEL SERVICES 

The services established below are 
provided by the USPS (or the lessor) to 
tenants on a scale sufficient to 
support one normal 8-hour shift per 
day, 5 days per week. A normal shift is 
considered to include startup and 
shutdown time of equipment which 
results in reimbursement being computed 
for time in excess of 10 hours. Time in 
exces·s of' this will require 
reimbursement to the Postal Service. 

a. Cleaning - Normal cleaning, 
including window washing, floor 
maintenance, and trash removal. 
When possible, cleaning will be 
accomplished during normal business 
hours. 

b. Utili~ies - Electricity (for normal 
office equipment), water, and heat. 

c. Physical Protection - Normal 
protection or security consistent 
with USPS activities. 

d. Operation and Maintenance of 
Building EqUipment - Operation, 
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maintenance, and repair of 
elevators, air-conditioning, 
heating, electrical, ventilation, 
refrigeration, plumbing, and 
sewerage systems, including 
restroom supplies. 

e. Maintenance of Grounds -
Maintenance of grounds, including 
approaches, sidewalks, parking 
areas, and roads. 

f. Other Building Equipment - The 
furnishing and maintenance of 
building equipment such as public 
directories and bulletin boards at 
the main entrance, door closers, 
water coolers, electric outlets for 
normal office use, door keys, 
changing locks (except for special 
security), room and occupant 
identification, and window shades 
or venetian blinds. 

3-202 REIMBURSABLE SERVICES 

The following are not considered normal 
building services; therefore, they are 
not included in the normal rental rate. 
Requests for these services fr<?m Fed
eral tenants must be referred to GSA; 
such requests from other tenants are 
the responsibility of the particular 
tenant. See ASH 516 for further 
instructions. 

a. Physical Protection - Security 
personnel and protection of 
classified records and property, 
beyond normal building security. 

b. Space Adjustments - Services which 
are performed for the convenience 
of and at the request of occupant 
agencies, such as the installation, 
removal, and relocation of parti
tions, electric outlets, annuncia
tor and buzzer systems; and the 
moving of furniture and office 
equipment. 
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c. Communications Equipment - Tel e
phones, telegraph, teletypewriter, 
data transmission Circuits, fac
simile, cable, and radio. 

d. Automatic Protection Systems -
Installation, operation, and main
tenance ot burglar alarms and other. 
automatic protective devices and 
systems for security protection due 
to the special nature o:f an agen
cy's activity. 

e. Utilities - Utilities for special
ized installations, such as cafe
terias and lunch stands (except 
authorized stands operated ~ the 
blind); printing, duplicating, and 
photographic plants; and 
laboratories. 

f. Special Equipment - Construction, 
installation, operation, mainte
nance, and repair of special 
eq ui p:oent ; space adjustments 
reqUired in buildings as a result 
of such installations. 

g. Exhibits - Construction, instal
lation, and maintenance of 
exhibits. 

h. Special Cleaning - Washing and 
polishing furniture and cleaning 
the inside of rue cabinets, 
bookcases, desks, and other 
personal property. 

i. Special Purpose Space - Space 
adjustments in buildings for 
scientific, laboratory, computer, 
or other specialized purposes, 
including installation of 
ventilating, temperature, and 
humidity-control equipment and 
special lighting. 

j.. Services of Technicians - Services 
of motion-picture equipment 
operators and other technicians 
required in the use of auditoriums, 
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conference rooms, and special 
tenant proj eats. 

3-203 SERVICES HOT AVAILABLE 
FROM USPS 

3-203 

The following services are strictly the 
responsibility of the tenant and are 
not available from the USPS. 

a. Furniture and Furnishings - Tenants 
are responsible tor financing and 
procuring their own furniture ana 
furnishings. GSA is responsible for 
furniture and furnishings for the 
U.s. Courts and Members of Con
gress. Drapes are considered fur
nishings even when installed in 
lieu of blinds and shades. Carpet
ing is normally considered a 
furnishing. An exception to this 
may be made if nominally priced 
carpet is installed in lieu of 
replacing other types of floor 
coverings. 

b. Flags - AgenCies requiring flags 
for their offices may purchase them 
from the Federal Supply Service. 
Postmasters at CAG A through K 
offices and CAG L offices located 
at county seats must cooperate with 
the Veterans' Administration to act 
as depositories for burial nags. 
Burial flags, application forms, 
and the rules governing flag issue 
are supplied by the Veterans' 
Administration (see ASM 440 for 
instructions). 

c. Air-conditioning, Fans, and Water 
Coolers Financed by Tenants - Where 
air-conditioning, fans, and water 
cooling units are not furnished by 
the USPS, such equipment may be 
purchased, and accountability 
therefor retained by the occupant 
tenant, when its installation is 
approved by the USPS building 
manager. Where approval is given 
for installation of occupant-owned 



eq~pment, tenant must reimburse 
the USPS for installation, mainte
nance, repair, and additional 
utility costs. 

3-204 SPECIAL SERVICES 

3-20 •• 1 Auditoriums, Conference Rooms 
and Other Meatiq Places 

With respect to auditoriums, conference 
rooms, and other meeting places 
(including cafeteria areas when used 
for a meeting place), the following 
apply: 

a. Guidelines - The guidelines and 
rules to be followed by tenants in 
permitting the authorized use of 
meeting places are prescribed in 
Figure 3-1. These guidelines are 
applicable to space used for 
conducting meetings within postal
operated buildings. 

b. Postal Space - Meeting places re
served by the USPS and not assigned 
to GSA may occasionally be used by 
tenants as a courtesy of the USPS. 
Permission for such use may be 

Operation and MainteD&Dce ot Real Propert1 

granted at the local level on a 
case-by-case basis it such use will 
not interfere with postal 
activities. 

c. Nonpostal Space - Meeting places in 
nonpostal space which is assigned 
by GSA are controlled by GSA or the 
using agencies. In large multi
tenant bUildings, GSA should 
establish enough joint-use confer
ence rooms in nonpostal space 
to meet the needs of the tenant 
agencies. The authorized use of 
such space must be controlled in 
accordance with Figure 3-1. 

d. Special Buildings Services - The 
use of meeting places such as 
conference rooms, auditoriums, 
and cafeterias by other agencies 
often requires building services 
beyond those furnished by the USPS 
under the rental rate agreement 
with GSA. These extra services may 
be provided on a reimbursable basis 
when the USPS resources are 
available and the services can be 
provided without adversely 
affecting postal activities. 
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3-3 FIU. S.D'Bft BBGULATIOIJS 

3-301 PUBLISBBD RBGULATIORS 

The fire safety regulations to be 
observed in build.inss operated by the 
USPS are set forth in Figure 3-2. 

3-302 TBB BUILDIIG Mllf!GIR'S 
RBSPOISIBILITIBS 

It is the building manager's obligation 
as a USPS representative responsible 
for the facility to ascertain that 
these regulations are followed, to 
request and promote compliance with the 
regulations by tenants, to report to 
higher authority any noncompliance 
which cannot be corrected at the local 
level, and to call for such technical 
or administrative assistance as is 
needed. 

3-303 TBCBRICAL RBPIBBBCB 

The policy for fire prevention, 
extinguishment, and control is found in 
ELM 850. Technical assistance can also 
be found in BBK EL-801, Supervisor's 
Safety Handbook, Chapter VII. 
Additional information about fire 
extinguishing equipment is contained in 
HBK MS-56. 

3-30- IOHCOMPLIARCE SITUATIORS 

To the maximum extent possible, the 
building manager will obtain voluntary 
compliance from the occupant agencies. 
In any case where voluntary compliance 
is not obtained, the problem is for
warded to progress! vely higher levels 
until resolutions are obtained. In no 
case may building managers conclude 
that their responsibility terminates 
when they have informed the occupant or 
the problem. They must pursue the 
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matter until it is either corrected or 
transferred to a higher level for 
action. 

3-4 P.I.UIIG 

3-401 SPACB ALLOCATIOR 

The USPS is responsible for determining 
what space in and around existing pro
perties under its custody and control 
may be used for vehiol e parking. The 
Postmaster makes this determination at 
each location, pursuant to and 
consistent with the provisions of 
Article XX of the current National 
Agreement. 

3--02 PRIORITY ASSIGHMEHT 

The priorities for assignment of 
parking spaces are determined by local 
management. 

3-ll03 LAYOUT 

3-ll03. 1 The best parking arrangement 
varies for each parking site depending 
upon its location, configuration of 
land and building, safety reqUirements, 
whether or not block parking is 
required,· and other factors. Therefore, 
each parking site should be carefully 
studied and planned so that layouts 
include consideration of the pertinent 
factors. Normally, incli vidual parking 
spaces are 9 by 20 feet and access 
lanes are 20 feet. 

3-ll03.2 Proposed parking layouts 
must be reviewed by the local safety 
officer to ensure compliance with sound 
safety and fire prevention practices. 

When allotment or parking areas is made 
to tenants, the tenants make the 
individual space assignment. 
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3--08 IBMOVAL OF IMPROPERLY 
PABDD YEBICLBS 

The towing of improperly parked vehi
cles from parking faCilities in and 
around existing USPS-controlled 
properties may be authorized by the 
USPS building manager provided the 
following criteria are met: 

a. Statutory sanction must exist; that 
is, the removal of improperly 
parked vehicles from private 
property is not prohibited by local 
statutes. This can usually be 
determined by contacting the local 
police. In some instances a 
decision from the USPS legal 
counsel may be required. 

b. One of the following adverse 
situations must exist. A vehicle is 
improperly parked so that: 

{ 1 ) A fire lane is blocked or any 
other safety hazard is 
created. 

( 2) Entrance or exit from a garage 
or parking lot is blocked. 

( 3) Entrance or exit from an 
authorized parking space is 
blocked. 

( 4) Maneuvering area for postal 
vehicles is blocked. 

(5) A parking space is occupied 
which is authorized for postal 
and criminal law enforcement 
vehicles, or private vehicles 
of Federal judges, Members of 
Congress, or heads of tenant 
agencies. 

(6) A parking space authorized for 
official customers, visitors, 
and employees' vehicles is 
occupied and other parking 
spaces are not available for 
authorized vehicles. 
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3-501.2 

c. The building manager shoUld attempt 
to contact the operator of the 
improperly parked vehicle to volun
tarily remove the vehicle before it 
is towed away. If this is not pos
sible, the procedures for towing 
require that the applicable local 
statute or ordinance be followed 
meticulously. If towing is per
formed by licensed private opera
tors called by the building mana
ger instead of by the police, the 
building manager should develop a 
list of those operators within a 
reasonable distance of the facility 
involved and rotate towing jobs 
among the operators to ensure equal 
business opportunity. It is to be 
understood by the operators that 
all costs of towing are to be borne 
by the owner of the vehicle. 

3-5 P'URHISBIBGS .AID EQUIPMEBT 

3-501 DIRECTORY BOARDS 

3-501.1 Location 

Directory boards: (a) shoUld be in
stalled in all buildin~s on each floor 
adjacent to the elevator, or to the 
stairway if there are no elevators; 
(b) may be installed at loading docks; 
(c) shoUld be provided to the extent 
necessary in each particular case; 
(d) should list the tenants which have 
quarters on that particular floor; 
(e) at the loading dock, shoUld list 
receiving agents for tenants; and 
(f) at the street floor, should be a 
combined listing showing all of the 
tenants which have space in the 
building. 

3-501.2 Design 

Directory boards should be wall
mounted, enclosed with glass doors, and 
provided with locks. In new buildings 
constructed by the USPS, directory 
boards of standard design will be 
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installed at the time of construction. 
In other USPS-owned, -leased, and 
-operated buildings, such boards as are 
needed will be provided. 

3-501.3 IDtormation Contained 

Directory boards should contain the 
names of organization subdivisions and 
principal officials of the tenants. 
This information should be displayed 
according to the wishes of the tenants, 
subject to the approval of the building 
manager and the limitations of the 
boards. 

3-501.- ChansiD& Intormation 

The building manager directs the 
placement of the information on the 
directory boards in a building and 
makes necessary changes and 
modifications. 

3-501.5 Seryice by Lessor 

Directory boards in a rented building 
in which only a part of the space is 
under the jurisdiction or the USPS are 
under the control of the lessor. Appro
priate . material for insertion in such 
boards may be transmitted to the build
ing manager who has jurisdiction over 
the space, and who arranges with the 
lessor to have it displayed. 

3-502 BULLETIN BOARDS 

3-502.1 In USPS Space 

The provision or and posting on 
bulletin boards is covered in ASM 340 
and Article XXII of the current 
National Agreement. 

3-502.2 In Tenant Space 

BUlletin boards in tenant space should 
be provided at the tenant's request. 
Such boards are usually the open type, 
wall-mounted or free-standing, and of 
simple design and color to harmonize 
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with the location. The costs of such 
installations are generally reimburs
able by the tenants. These boards are 
under the tenants' jurisdiction, but 
material for posting should, in gen
eral, conform to the requirements 
stated in POM 221 • 5 , and to the 
following: 

a. It must be posted in a neat and 
orderly manner. 

b. It must be removed after being 
displayed for a reasonable length 
of time. 

c. It is subject to periodic review by 
the USPS building manager. If' any 
of the posted material is found not 
to comply with the above or is 
deemed to be objectionable in any 
other respect, the building manager 
must request the tenant to remove 
the offending material promptly. 

3·503 DOOR TITLE CARDS AHD HOLDERS 

3-503.1 Provision ot cards 

Identification cards and door titles 
are provided by the USPS at no cost to 
the tenant when the building is 
operated by the USPS. The holder is 
also supplied free of charge. The 
present door card system for room and 
occupant identification will continue 
except as provided in Section 6. 

3-503.2 Teaant•a Requests 

Tenant's contacts requiring room 
identification must submit their 
requests to the building manager for 
that building on their letterhead 
stationery showing the exact lettering 
desired. The name or the operational 
unit which is occupying the room is 
usually sufficient. Occasionally, it 
may be desirable to list the name of 
the chief of the unit also. Avoid 
lettering painted on doors. 
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3-503.3 OUtri&Ber Signa 

Outrigger signs of any size protruding 
into ·the corridors must not be used 
under any circumstances. 

3-50Jl ELECTRICAL BQUIPMBRT -
EMPLOYEE OWNED 

3-50ll. 1 General 

In the interest of utility conserva
tion, individual appliances (e. g. , 
coffee makers, electric can openers, 
refrigerators) are not allowed to be 
used by employees in postal installa
tions where commercial food and 
beverage sources, such as vending 
machines, cafeterias and snack bars are 
available. At the minimum, necessary 
efforts should be made to install at 
least soft drink, coffee and snack 
vending machines when the number of 
employees in t_he installation justify 
this. When vending machines are not 
justified, and individual appliances · 
are necessary, ensure that only minimum 
numbers are used by establishing coffee 
pool, etc. When feasible, all appli
ances shoUld be shut ott when they are 
not required during peak load periods. 

3-50ll.2 Agenoy Requeat 

A tenant desiring to have an employee 
appliance installed in a building under 
the jurisdiction of the USPS is re
quired to submit a request in writing 
to the building manager of the building 
in which the installation is to be 
made. The request describes the appli
ance and its intended use, and must be 
approved by the building manager. The 
building manager will then inform the 
requesting tenant of its approval or 
disapproval in writing. 

3-50-.3 Building Manager Inspection 

a. General - The building manager must 
'provide for the periodic inspection 
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ot all installations of electrical 
appliances to guard against a 
possible tire· hazard, and to ensure 
the observance of good housekeeping 
and energy-conservation practices. 
When the use or installation does 
not contorm to the safety, 
installation, sanitary, or energy
conservation reqUirements, the 
tenant must be requested to order 
its removal. 

b. Safety Requirements - The 
electrical circuit must have 
sufficient capacity to handle the 
additional load requirements. Tbe 
appliance must bear the label of 
Underwriters• Laboratories or 
another approved testing labora
tory and be free of any detect at 
the time of installation. All 
electrical appliances must be 
turned ott when not needed. 

c. Installation Requirements 

. { 1) Hot plates and similar 
appliances may be installed 
only at the locations approved 
by the building manager, and 
must be permanently wired 
through a combination switch 
and pilot light. 

(2) No obstruction may be within 
48 inches of the front of the 
appliance. The clearance 
between the appliance and 
unprotected combustibles must 
be at least 6 inches on all 
sides facing the combustible 
material, and 36 inches 
overhead. If exposed to 
combustible material where 
these clearances are not 
possible, the combustible 
material must be protected by 
sheet metal not less than 
24 u.s. gauge. 
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(3) 'All appliances will be in
stalled on a noncombustible 
base composed of, or covered 
by, sheet metal ot a thickness 
of not less than 24 u.s. 
gauge. 

(4) Automatic coffee makers bear
ing the label of Underwriters' 
Laboratories or another 
approved testing laboratory 
may be plugged directly into 
existing convenience outlets, 
if the circuit has sufficient 
capacity. 

d. 8an1 tary Requirements - The 
building manager specifies how to 
dispose of coffee grounds. No 
objectionable food odors or 
accumulation of dirty dishes is 
permit ted. All equipment must be 
kept clean and in reasonable 
repair. Stores of sugar, cream, and 
similar items must be kept in 
tightly closed containers. 

e. Reporting Violations - USPS 
employees must report any observed 
violation of these requirements to 
the-building manager. 

3-505 IQUIPHEHT LOAHED BY USPS 

3-505. 1 Loaniq Bquipaent 

As a general rule, the building manager 
may not loan any equipment to tenants. 
Loans are made only by written request, 
when it is clearly in the interest of 
the Government and/or essential to the 
safety and welfare of employees or the 
public. 

3-505.2 Documentation 

Whenever equipment is loaned to 
tenants, the acquisition and control 
unit must document the transaction to 
show receipt for the property and make 
the proper accounting entries. Records 
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of equipment loaned to tenants must be 
maintained on Form 1590, Supplies and 
Equipment Receipt, and segregated in 
a separate file titled "Equipment on 
Loan to Tenants." The name of the 
borrowing tenant is de signa ted as the 
accountable officer. 

3-6 HISCBLLAIBOUS 

3-601 FURHISBIRG ASSISTANCE 
TO TD.l.RTS 

When tenants request technical advice 
on building operati·on or service 
arising in connection with their own 
operations and not related to USPS 
responsibilities, furnish such advice 
under the following conditions: 

a. Nonreimbursable - The service is 
provided without charge if the time 
reqUired is only a few. hours and 
the service is principally giving 
advice. 

b. Reimbursable - In most instances 
reimbursable services to tenants 
such as space alterations, preP
aration of special equipment, and 
furniture repair should be .fur
nished by GSA in accordance with 
Section 3-202. However, such 
services may be furnished by the 
USPS on a reimbursable basis when 
the following conditions are met. 

(1) The furnishing of such 
services is clearly in the 
best interest of the USPS. 

(2) USPS resources are available 
to provide the services 
without adversely affecting 
postal activities. 

(3) Any alterations which may 
affect the rental rate 
agreement with GSA must be 
fully coordinated with GSA 
before proceeding. 
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3-602 FACILITIES FOR TBB 
BAHDICAPPBD 

Within funds available, facilities for 
the handicapped are provided in the 
following order of preference: (See 
HBK RE-4, Standards for Facility 
Accessibility by the Physically 
Handicapped.) 

a. Ramps - At all buildings without a 
street level entrance, provide at 
1 east one ramp. The ramp shall 
preferably have a slope of 5%, but 
if this is not feasible, the slope 
shall not exceed 1 foot in 12 feet, 
and be in accordance with the mini
mum standards contained in ANSI 
A117.1. 

b. Toilets - One men's and one women's 
toilet, preferably on the first 
floor, and, if feasible, on each 
floor, are provided, with a water 
closet 39 inches wide, with assist 
bars, and with a door 30 inches 
wide whi.ch swings out. If feasible, 
the water closet is mounted 20 
inches above the floor. Entrance to 
toilet rooms must be a minimum of 
3-feet wide. 

c. Drinking Fountains - One drinking 
·fountain per floor, mounted with 
the top of the bubbler not over 
38 inches above the floor. 

d. Telephones - At least one public 
telephone, mounted 32 inches above 
the floor near the entrance for 
the handicapped. It a recess is 
provided for this shelf, it may not 
be less than 30 inches wide. Also 
see Section 15-5. 

e. ·Elevators - Elevators for 
passengers or passengers and · 
freight, installed in multistory 
buildings accessible to and usable 
by physically handicapped persons, 
must conform to the Suggested 
Minimum Passenger Elevator 
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3-603.ll 

Requirements tor the Handicapped, 
developed b.y the National Elevator 
Industry, Inc~, in compliance with 
ANSI !17.1 Safety Code for 
Elevators. 

3-603 INSTALLATION OF 
SPECIAL EQUIPMENT 

3-603. 1 Special Purpose Space 

Space occupied by speCial equipment 
such as electronic data processing, 
laboratory, etc. sometimes requires 
special environmental consideration and 
is subject to continuous operation. It 
is, therefore, considered to be special 
purpose space. When needed, this space 
is provided with special air-condition
ing un1 ts to prevent the inefficient 
operation of the large central chille.t~ 

to serve only this small area. 

3-603.2 USPS Electronic Equipment 
Space 

All construction and installation costs 
incident to providing this special 
purpose space are charged to the 
account supporting the installation 
rather than to the maintenance of the 
building. 

3-603.3 Tenants• Electronic 
Equipment 

All construction and installation are 
the funding responsibility of the 
benefiting tenant and are arranged for 
in accordance with Section 3-2. Where 
special purpose air-conditioning or 
emergency generators are required, 
their funding is also the responsi
bility of the benefiting tenant. 

3-603.4 Submeters 

When tenants install equipment which 
increases utility consumption beyond 
normal office usage, submeters should 
be installed (kWh, steam, etc. ) , and 
monthly recordings of submeter readings 



maintained. Those readings are the 
basis tor tenant reimbursement to the 
USPS tor additional utility cost. The 
tenant· bears the cost of the submeters 
as part of the special equipment 
installation cost. This requirement may 
be waived if the additional utility 
cost can be estimated and the rental 
rate adjusted to reflect this 
additional operating cost. 

Procedures tor key control and issue 
are in the ASM 273.5. 

3-605 LOSSES, THEFTS, .liD 
ARTICLES FOUHD 

Building security and other USPS 
representatives must assist building 
occupants in matters pertaining to 
losses, thefts, and articles found. 
Every effort must be made to return 
found articles to their rightful 
owners, or to safeguard them tor a 
reasonable time pending claims by the 
losers. In handling such articles, 
follow the procedures in ASM 220 to 
assure accountability and proper 
identification. 

3-606 MOVING 

3-606. 1 Nonreimbursable · 

Office equipment, furniture, furnish
ings, and other personal property will 
be moved when required as a result of 
moves ordered by the USPS in the 
assignment, reassignment, and control 
of space. 

3-606.2 Reimbursable 

Moving services required by a tenant 
for its convenience are funded and 
accomplished by GSA or the benefiting 
tenant. The USPS will not provide the 
work force for this even on a reim
bursable basis. 
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3-607 OFFICE MACBID REPAIBS 

3-607. 1 USPS Maohinea 

Office machines, typewriters, calcu
lators, adding machines, reproducing 
equipment, etc. used in USPS offices 
must be repaired as prescribed locally, 
either by contract or by USPS person
nel. 

3-607.2 Teuant Maohinea 

Tenants are responsible tor arranging 
for repair of their own machines. 

3-608 IOHPOSTAL DISPLAYS 

3-608.1 USPS Buildinss and. Grounc:la 

The use of USPS buildings and grounds 
for displays for other than official 
purposes is not permitted. 

3-608.2 Rationally Beoognised 
Bolicla7a 

Employee groups are permitted to erect 
holiday displays within their assigned 
office areas. All such displays must be 
erected at no cost to the government,· 
in a way that will not interfere with 
postal business, and that meets the 
fire and safety reqUirements of 3-3. 

3-608.3 Displays in Postal Lobbies 

Regulations governing use of lobby 
space, including space tor displays 
sponsored by other government agencies 
are found in POM 221.5. 

3-608.- Recruiting Signs 

a. Provide for directory service and 
for the display of signs adver
tising the presence of Armed 
Forces recruiting office(s) within 
the building. 
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~~ ..... ,_ b. A standard Armed Forces recruiting 
sign has been adopted b.J the 
~partment ot De:fense to be used 
where two or more recruiting 
ottices are statted by tull-time 
recruiters. Install this sign on 
the exterior grounds near the main 
entrance so as to be clearly 
visible to pedestrians. This 
standard recruiting sign may be 
obtained from local sources upon 
request of the Corps ot Engineers 
Division or District Office, 
provided that tbe proposed sign 
location is concurred in by the 
USPS building manager and the cost 
of tbe sign and its installation 
are reimbursable. Plans and 
specifications for this sign are 
shown by Figure 3-3. A Department 
of Defense directive prescribes the 
order of precedence of the services 
shown in the illustration, and must 
be honored. 

c. An alternative to the standard sign 
is shown by Figure 3-4. It may be 
placed where it is not practical to 
install the standard sign, such as 
where two or more services are 
quartered in a store fronting on a 
sidewalk, and where there is no 
grassed or other available area. 
The remaining provisions contained 
in the preceding paragraphs apply •. 

d. An "A" frame may continue to be 
used by ~ingle service recruiters 
which normally have offices within 
the building. However, these signs 
must be securely fastened so that 
they cannot be turned over by the 
wind. Recruiting signs or-banners 
are not to be displayed from the 
windows of' USPS buildings. 

e. Where recruiting offices are estab
lished, their location or room 
numbers should be indicated in the 
lobby. Directory boards are the 
prefe~red interior method for 
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identifying location of the 
recruiting offices. 

3-609 PBIVATB TOILETS JID 
SBOVBR PACILI'.l'IBS 

3-609.1 Provision ot Private 
Faoilitiea 

3-609.1 

It is USPS policy to make no provision 
for private toilet and shower racilt
ties in general purpose office space. 
Possible exceptions to this are: 

a. Private toilet facilities may be 
provided tor judges, court and 
Justice Department officials as 
provided in the GSA Handbook, 
United States Courts. The USPS 
does not fund installation of 
these facilities. 

b. Private toilet facilities may be 
provided for postmasters where 
authorized as in BBK AS-504, Space 
Requirements. 

c. Special toilet facilities may be 
provided for oertain types of 
installations where the nature of 
the operation precludes the use of 
the general toilet facilities. In 
this category are toilet facilities 
attached to medical units, heaJ.th 
units, detention cells, postal 
inspection installations which 
adjoin entrances to lookouts, 
continuous duty posts such as FBI 
duty rooms, and similar installa
tions. These toilets must be 
located advantageously to serve the 
greatest number of employees. The 
possibility of reassignment of the 
space to other agencies must be 
considered in locating these 
facilities and the location must be 
selected on the basis of minimum 
obstruction to future agency 
layouts. The benefiting agency 
funds installation of those 
facilities. 



3-609.2 BziatiDS Fa01lit1ea 

Existins private toilet and/or shower 
facilities, tor otticials who would not 
quality· under the above criteria, 
should not be removed unless it becomes 
necessary in the reassignment or space. 

3-610 PIOPIRr! PiSS 

3-610.1 Optional Form 7, Property 
.f!:!!., Figure 3-5, is prescribed tor 
use by all agencies requiring a pass 
tor the removal ot tenant-agency
controlled Government property tram 
USPS buildings. The form may be used 
for the removal ot personally owned 
property when under security 
regulations. It is to be tilled in and 
signed by the person authorizing the 
removal ot the property. The person 
authorized to remove the property is to 
surrender the pass to security when 
leavins the buildings. 

3-610.2 The disposition or the pass 
after collection by security is a 
matter ot administrative determination 
to be made by the using agency. 
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3-611 BHBRGDCY PIEPJ.BBDDSS 

The requirements for contingency 
planning are round in ASM 280-285. 
Additional guidelines are in ELM 
519.22. 

3-612 RBS!ROOM PACILITIES 

Restrooms ott public corridors are 
normally kept open during regular hours 
or business tor the benefit of' the 
public. Where vandalism or loitering 
cannot be controlled, postmasters may 
lock restrooms, furnishing keys for 
employees of those agencies served by 
the restrooms. This must not be con
strued to permit access by nonpostal 
personnel to restrooms in restricted 
postal areas. 

3-613 VOTIIG II USPS FACILITIES 
(BUILDIIIGS I SPACES, AID 
GROOIDS, BOTH I.BISBD .uD 
OVDD) 

3-613.1 Requests to use USPS facil
ities for voting purposes in a primary 
or general election may be considered 
under the following guidelines: 

a. The USPS facility must be the only 
place in the area that is reason
ably available for voting. 

b. The USPS racili ty must be used "as 
is" and must not be materially 
altered to accommodate voting 
equipment, voters, or workers. 

c. The Postal Service must not be 
reqUired to provide any assistance 
in the installation or removal of 
items needed for voting. 

d. Voting must be conducted in a 
manner that does not interfere with 
USPS business., 
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e. Voter entrances and exits must be 
arranged to ensure the security of 
the mails. 

f. Workroom space, where mail is not 
totally isolated to preclude access 
by unauthorized individuals, must 
not be used for voting. 

g. Local law enforcement officials 
must agree in advance to enforce 
both Postal Service Regulations 
governing conduct on postal 
premises and applicable state and 
local laws during the voting. 

h. The State or local government must 
agree in advance to reimburse any 
costs incurred by the Postal 
Service for additional security, 
utilities, or building operation 
necessary for the use of the 
facility for voting. 

i. The display or distribution of any 
political literature, badges, 
insignia, or posters on Postal 
Service property, including parking 
areas, is prohibited. 

3-613.2 A request to use a USPS ta
Cili ty for voting must be received by 
the Headquarters Operating Policies 
Office, Operations Support Group, 
through the Field Division General 
Manager/Postmaster, not less than 60 
days before the scheduled election, for 
approval by the Postmaster General or 
designee. The request must include 
complete details addressing each of the 
conditions listed in 3-613.1. Requests 
must be made and approvals must be 
obtained for each election use of a 
USPS facility for voting. 
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3-6111 

3-613.3 Requests to use the grounds 
of USPS facilities for political 
Eetings or rallies must be denied. 
This longstanding practice was 
established because such use: 

a. Tends to encourage partisan 
political activities in Federal 
space, which is prohibited by l.aw. 

b. May require that the building 
remain open beyond normal operating 
hours. 

c. Greatly increases traffic in the 
building, creates cleaning and 
other maintenance pr.oblems, 
increases costs, and may create 
liability problems. 

d. Interferes with the conduct of USPS 
business. 

e. May be viewed as evidence of 
Federal participation in the local 
election process. 

3-61ll SOLICITIRG, ELECTIOREERIRG, 
COLLECTDfG DEBTS, VEHDIRG, 
.AID ADVBRTISIBG 

With certa-in specific exceptions, 
soliciting alms and contributions, 
campaigning for election to any public 
office, collecting private debts, 
commercial soliciting and vending, and 
the display or distribution of 
commercial advertising on postal 
premises are prohibited. These and 
related specific rules and regulations 
governing conduct on postal property 
are round in POM 221.6 and are 
reprinted as Poster No. 1. 
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SBCfiOI 5 

GROURDS 1ID APP.ROACBIS 

5-1 RBSPORSDILI!I 

5-101 SCOPE 

5-101.1 This section deals with the 
topics that are typical of those 
encountered by personnel concerned with 
keeping the ground, approaches, roads, 
and parking areas around USPS buildings 
attractive and in an acceptable state 
ot maintenance and repair. 

5-101.2 The building manager shall 
regularly inspect these areas to assure 
that the required level of maintenance 
1 s being accomplished and to identity 
needed repairs. The frequency of 
inspection will vary with climatic, 
soil, and other local condi tiona, and 
shall be determined by qualified 
personnel. 

5-101.3 Needed repairs beyond the 
capability of the local office shall be 
included in the repair and improvement 
program upon· recognition of the need. 
The degree or urgency shall be noted to 
assure proper priority in the program. 

5-102 LOCAL ORDIHAHCES 

USPS management personnel must be fully 
familiar with all local ordinances 
which affect approaches, roads, 
sidewalks, and parking areas. The 
responsibility for maintenance and 
repairs should be resolved with local 
road and highway officials and 
documented to preclude future conflict 
ot opinion concerning the scope of 
res ponsi bili ty. 

5-103 REPAIR RESPONSIBILITY 

In most locations, the USPS is not 
responsible for the repair or replace-

ment ot public improvements such as 
curbing, gutters, and streets adjacent 
to USPS-owned property. In these 
locations the expenditure of funds for 
this purpose is not authoriz·ed. When 
repair or replacement is required, the 
appropriate local government officiaJ.s 
should be notified. In locations where 
the USPS has these responsibilities, 
these areas shall be inspected at least 
once a year by the building manager or 
designee. If deficienCies are identi
fied and the cost of making repair or 
replacement is within the Postmaster's 
spending author! ty, the Postmaster 
should arrange tor the repairs to be 
made locally. If the cost is beyond the 
Postmaster's spending authority,. the 
Postmaster should request assistance 
from the next level of authority. 

5-2 GROURDS 

5·201 GEHERAL 

5-201.1 The building grounds shall 
be maintained, preserved, and upgraded 
as necessary. Work will include, but is 
not limited to, the planting of lawns, 
shrubs, and trees, and the continuation 
or an effective maintenance program or 
watering, fertilizing, mowing, and 
pruning. Screening of unsightly 
equipment and parking areas with trees, 
shrubs, hedges, or walls will be 
continued. Coordination of grounds 
upgrading plans with other agencies, 
local governments, and civic clubs is 
encouraged. 

5-201.2 Method for establishing and 
maintaining such areas, whether 
performed by the local office or by 



5-201.3 

contract; are contained in Short 
Form Specifications, HBK RE-10. This 
specification may also be used as a 
guide for planting, replanting, and 
maintaining trees, shrubs, etc. To 
enhance the appearance or the grounds 
and buildings, landscaping should be 
arranged to conform to that or adjacent 
premises. 

5-201.3 The divisional office shall 
review any proposed landscaping which 
may aesthetically affect the archi
tect ural appearance of large or monu
mental type buildings. 

5-202 ISOLATED LOClTIORS 

In situations where there are wide 
expanses of isolated grounds not in the 
public view, maintenance shall be 
limited to the elimination of fire, 
safety, and health hazards (as required 
by local ordinances) , and the preven
tion of soil erosion and depreciation 
of land values. 

5-203 TECBHICAL ASSISTABCE 

Due to the varying climatic and soil 
conditions throughout the country, the 
recommendations and services of the 
local agricultural agent or State 
university should be solioi ted regard
ing grass seed mixtures, fertilizing, 
liming needs, filling, sodding, care of 
trees and shrubs, frequency for mowing 
and watering grass, and other grounds 
maintenance problems. This service 
should be free. Local garden clubs are 
also a good source of advice. 

5-2011 BQUIPMDT 

The equipment purchased should be of a 
make and size most effect! ve for the 
work to be accomplished after consid
ering the cost of equipment versus 
workhour savings. All mowers, cutting 
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tools, and· related equipment shall be 
maintained in good working order. 
Gasoline and other fuels shall be 
properly stored throughout the year. 
During out-of-season months, any 
necessary equipment overhauls shall be 
accomplished, and the equipment shall 
be properly protected and stored. 

5-3 APPBO.I.CBES 

5-301 GDEIW. 

The maintenance and repair of drive
ways, maneuvering areas, sidewalks, and 
curbs on USPS property is essential. 
The quality and compos! tion of repair 
and replacement materials, as well as 
applications methods, should conform 
closely to those round most erfecti ve 
for local areas by the highway or 
street department. Timely preventive 
maintenance such a.s application of a 
seal coat to asphalt paving will pre
vent deterioration and eventual major 
repairs. Where cracks, spalled areas, 
potholes and ruts have already 
occurred, immediate repairs must be 
made to prevent further damage to the 
paving but also to eliminate a safety 
hazard and a source or damage to vehi
cles. Applicable Short Form Specifi
cations, HBK RE-1 0 and Maintenance 
BUlletin MM0-2-77 shoUld be used for 
maintenance repair projects. 

5-302 SIDEW.A.LIS 

Particular attention should be given to 
sidewalk areas adjacent to USPS build
ings. Cracked, raised, or sunken side
walks should be repaired or replaced 
promptly. If the sidewalks adjacent to 
USPS property need repair or replace
ment and are the responsibility of the 
State or local government, every effort 
shall be made to obtain repair or 
replacement at the expense or the State 
or local government. If the State or 
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local ·government is unable to fund the 
repairs or replacement, the USPS may: 

a. Reimburse the State or political 
subdivision. 

b. Undertake the installation, repair, 
or replacement. 

5-4 SlOW RBMOV JL 

5-401 In the areas where snow 
removal presents a problem, a snow
removal plan shall be established. 
Usually, it is advantageous to have a 
working agreement with local road and 
highway officials. In addition to 
practical advice, local highway 
officials may authorize the use or 
highway equipment to assist in snow 
removal under some conditions. The 
snow-removal plan shall specify areas 
to receive priority treatment, such as 
pedestrian lo~ding zones, walks, main 
entrances, approaches, maneuvering 
areas, and parking lots. 

5-402 Where snow removal has been 
assigned to postal employees, operating 
plans, organization or forces, and 
required .instructions and training must 
be accomplished well in advance of the 
winter season. 

5-403 All eqUipment must be repaired 
and ready for operation well in advance 
of the winter season. De-icing materi
als, tools, etc. must be ordered and 
available in amounts reqUired for the 
full season. 

5-5 SIGHS 

5-501 GENERAL 

Postmasters are responsible for estab
lishing and maintaining the necessary 
signs within their areas.. All signs 
serving the same purpose must be of 
the same design, color, and con
struction. Traffic signs, such as STOP, 
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5-7 

CAUTION, or DO HOT ENTER must conform 
to standards set by the Bureau of 
Public Roads for na tiowide use. NO 
TRESPASSING signs are available from 
the FSS Catalog, National Stock Number 
9905-00-559-2971. Be careful to proper
ly position all signs to most effec
tively serve the purpose tor which they 
are intended. Lighted signs or other 
signs not specifically authorized by 
this handbook or other directives are 
not permitted on or near the building. 
Signs must be inspected for required 
maintenance during the regularly 
scheduled inspections or grounds. 

5-502 STRIPING OF PARKIRG AREAS 

Parking areas should be striped to 
facilitate the orderly parking or 
vehicles and to accommodate the maximum 
number of vehicles. Each parking space, 
except for handicapped parking, should 
be 9' by 20' . Handicapped parking 
should be 13' wide, located convenient 
to the custaDer and employee entrances, 
and identified for use by the 
handicapped only. Reduced size spaces 
8' by 15' should be used tor compact 
cars to improve parking area 
utilization. Paint should be traffic 
grade, either white or yellow in color. 

5-6 FDCBS 

Fencing requiranents are determined at 
the division office level or above. The 
ind.iscrimina te use of fences is not 
per.mitted. Fencing must be kept to the 
minimum necessary to provide adequate 
protection of USPS property and for the 
protection of the public from safety 
hazards. 

5-7 PABIING AREA LIGHTIIG 

All parking areas shall be adequately 
lighted. The level of lighting shall be 
in accordance with the lighting 
guidelines established by the USPS. 
(See HBK MS-49.) 
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SBC!IOI 6 

STIUC!UIBS 

6-1 IBSPORSDILITIIS 

6-101 GEIBJW. 

This section deals with topics that are 
typical of those encountered by person
nel concerned with the structural fea
tures of USPS buildings. Building mana
gers must be informed of the condition 
of the structural elements of all 
buildings for which they are responsi
ble. 

6-102 ADBEIDCE TO CODES 

Compliance with local codes and 
ordinances or model building code is 
required as a minimum standard. Where 
USPS· handbooks, guidelines, or other 
directives are more stringent as 
related to structural requirements, 
these shall be followed. 

6-2 STRUcrUJW. MAIITERARCB 
AIJJ) REPAIR 

The building structure requires routine 
maintenance. The work required to main
tain and preserve a bUilding, such as 
painting, pointing, .roofing, and weath
erproofing is developed by engineering 
inspections defined in HBK MS-7, 
Repair and Alteration of Real Pro
perty, and HBK MS-6, Repair and 
Alteration Surveys, and is usually 
accomplished by contract. The building 
managers are responsible for having a 
building inspection conducted at least 
once a year in all buildings for which 
they are responsible. The purpose of 
this local inspection is to identity 
developing problems in their earliest 
stages so that they can be corrected at 
a minimal cost to the USPS. This 
inspection shall include the· roof and 
should ideally be conducted in ei tber 
the spring or the fall of the year. 
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Also included in the local inspection 
should be interior features such as 
floors, blinds, door locks, and parti
tions. The need to service these items 
shall be noted b,y all USPS personnel in 
the facility during their normal job 
performance and reported to the 
building manager. Preventive main
tenance guides for entrance doors, 
power-operated doors, and other 
structural items that require pre
ventive maintenance are in Section 13. 
Short Form Specifications, HBK RE-1 0, 
are used for local contracts and as a 
guide for work performed by USPS 

.maintenance employees. 

6-3 FACILITY RlllUIH!MERTS ARD 
HBSPORSIBILITIES 

6-301 PLACING OF SEALS, PLAQUES, 
ARD MEMOlliALS II USPS 
BUILDIRGS 

The policy on dedicatory plaques and 
memorials is in ASM. 518.14. 

6-302 FLOOR LOADS 

Building managers are responsible for 
preventing unsafe floor loading in any 
space that they manage. In fulfilling 
this responsibility they shall keep 
readily available information showing 
the maximum loading that may be per
mitted on any noor in the building. 
A convenient and appropriate place for 
this information is on the assignment 
plan for each building. OSHA requires 
that the building manager place plates, 
on which the approved floor load bas 
been marked, in a conspicuous place in 
each area to which they relate (OSHA 
1910.22(d)(1)). If the safe loading 
figure is not known or not available, 
it should be obtained with the assis
tance of the divisional office. In some 
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instances this information may be 
obtained from GSA tor bUildings ~t con
structed or previously operated. Any 
plan for the placement of large concen
trated loads (sates, large machines, 
stacks of paper, heavy files, mil 
handling equipment, nutting trucks, 
storage areas, etc. ) shall be reviewed 
and approved by the building manager so 
that accidental floor overloading does 
not occur. Take advantage of' the 
increased floor strength over a beam, 
close to a column, or near a load
bearing wall. If, in the layout of a 
space, heavy objects are involved and 
there is a question about floor load
ing, a structural engineer should be 
consulted before approving the 
arrangement. 

6-3 03 .lSBTRJ.YS .A.RD SlH.D UIJIS 

Wall-mounted ashtrays shall be 
provided in all elevator lobbies, 
entrance lobbies, and in the corridor 
immediately outside caf'eterias, snack 
bars, courtrooms, and other si:m.ilar 
high-usage areas. Units will have a 
closing cover that closes by spring or 
weighted hinge action. Units must be of 
stainless steel or of equally durable 
material in keeping with the interior 
decor of the building. Construction and 
finish must permit easy cleaning. All 
units will be mounted at a standard 
height or 40 inches from the floor to 
the top face of the tray. Sand-filled 
urns will not be purchased for use as 
ash receptacles and must be replaced 
with wall-mounted ashtrays on a 
practical schedule. 

6-30. ROOM 1RD OCCUPABT 
IDBRTIFICATIOH 

6-30 •• 1 Standardisation 

New buildings 
undergo major 
equipped with 

and buildings that 
renovations must be 
the types of signs 
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described in HBK MS-54A, Graphics 
Handbook. Postmasters must be sure 
that this standard is met in all 
buildings tor which they are respon
sible. Other types ot nameplate 
holders now in use must be replaced 
with standard holders the next time the 
space undergoes renovation. 

a. Space numbers are assigned to each 
separate subdivision or space on 
each floor. The first digit or 
letter denotes the floor. Use the 
following system: 

{1) B-1, B-2, etc., for basement 
spaces. 

(2) G-1, G-2, etc., tor ground 
floor spaces. 

(3) 101, 102, etc., for first 
floor spaces. 

(4) M-101, ~102, etc., for 
mezzanine spaces above first 
floor. 

(5) P-901, P-902, etc., for 
penthouse spaces in 8-story 
buildings. 

(6) P-1001, P-1002, etc., tor 
penthouse spaces in 9-story 
buildings. 

b. Space numbers are assigned to 
stairways, elevators, and 
escalators. Use the following 
system: 

{f) Stair No. 1, 2, 3, etc. 
(2) Elevator No. 1, 2, 3, etc. 
(3) Escalator No. A, B, c, etc. 

6-30 •• 3 OCoupaat ldautitioation 

Occupant identification is normally 
restricted to the major organizational 
element occupying a room or suite of 
rooms. It is appropriate for the first 
line to contain an agency's major 
identification symbol or short title. 

MS-1, rL--', 11-30-86 
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Any succeeding lines required to iden
tity the major organizational element 
occupying the room or suite of rooms 
must · be mounted and abutting the top 
holder. Organizational information on 
these signs should be the same as the 
titles displayed on main lobby or floor 
directory boards. 

6-30.11 • .II Booa Iaber and Uae 
Iclentitioation 

Room number and use identification 
signs are used to identify public and 
building service spaces. Symbol-signs 
to be used for this purpose are 
speCified in BBK MS-54A. 

6-305 CORRIDOR IDBHTIFICATIOR 

Corridors are identified on assignment 
plans and labeled by postal personnel. 
The size and type of lettering to be 
used depends on the size of the build
ing, length and width of the corridors 
and other features of the building. It 
may be desirable to provide directional 
information in some parts of the 
building; for example, near elevator 
banks to show the location of commonly 
visited space such as first aid room, 
library, auditorium, etc. Signs of this 
type should be applied to the corridor 
walls using lettering specif·ied in 
BBK MS-54A. Outrigg~r or ceiling-hung 
signs, other than those provided in the 
construction project, are prohibited. 
Occasionally a sign visible from a 
distance is needed. A neat sign on a 
movable stand may serve if the need for 
it is temporary. To meet the needs of 
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long duration, appropriate sign~ on 
corridor walls are preferred. 

6-306 HISTORIC PRESBRVATIOI 

It is USPS policy to comply with the 
National Historic Preservation Act and 
all regulations issued pursuant to it. 
Procedures for handling historic 
properties are covered in ASH 515, 518; 
BBK RE-1, Realty Acquisition and 
Management, Section 4-303; and 
MI .AS-510-84-2. 

6-307 ARTWORK 

Proper care and maintenance of artwork 
in postal-owned buildings is covered in 
ASH 515; HBK RE-1, Section 4-303; and 
MM0-72-85. 

6-4 IDBITIFICATION OF USPS BUILDIIGS 

6-401 GDERAL 

All postal installations must be 
clearly identified to ensure customer 
recognition or the facility. Refer to 
ASM 518.1 for policy and guidance on 
building identification. 

6-402 REMOVAL OF BUILDING 
DBSIGHATIOH 

Prior to the disposal of USPS-owned 
property' all signs, including nu. s. 
Property -- No Trespassing" signs, 
which designate the building name or 
Federal ownership, must be removed. 
This is done just prior to transfer of 
title. 
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SEC'l'IOI T 

CLEAIIDG PIOGBJ.M 

T-1 IRTRODUCTIOH 

USPS cleaning standards and methods are 
specified in HBK MS-47, Bouse
keeping - Postal Facilities. 

T-2 SBRYICBS PBBFORHBD BY COITU.CT 

Contracts shoUld not be entered into 
for cleaning space occupied by postal 
workrooms or areas occupied by other 
agencies which have high-level security 
requirements, unless approval is ob
tained on a case-by-case basis from an 
authorized official ot the agency in
volved. The employment of an outside 
contractor to perform buildings ser
vices must be consistent with ASM 
535.261. Contracting procedures are 
covered in Publication 41, Postal 
Contracting Manual. See .ASM 535.26, 
and Management Instruction AS 530-81-17 
for additional information on 
contracting cleaning services. 

7-3 SPICIJ.L CLBUDG PIOBLBMS 

7-301 DISPOSAL OF WASTE, SCRAP, 
AID REFUSE MATERIAL 

7-301.1 ReapoaaibilitJ 

Disposal of waste, scrap, and refuse 
material is normally the responsibility 
of the building manager. The 
responsibility tor disposal of refuse 
in leased buildings depends upon the 
lease agreement. In connection with the 
operation of concessions facilities in 
buildings,· refuse disposal is the 
responsibility of the concessionaire. 
However, the USPS will be responsibl.e 
for removing trash generated by vending· 
stands operated under the provisions of 
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the Randolph-Sheppard Act. (See section 
15.) 

T-301.2 Salable Vaate aDd Sorap 

Scrap is sold in accordance with 
instructions contained in Handbook 
.AS-701, Supply Management, part 782. 
However, the Postal Service may request 
GSA to dispose of salable waste, scrap, 
or personal property. It' GSA agrees to 
this request, GSA may dispose of such 
property without charge to the Postal 
Service. GSA may not dispose of such 
property except by sale or transfer for 
the fair market value. The proceeds of 
such disposition are remitted to the 
Postal Service. 

7-301.3 Retuae Reaoval 

In USPS-operated buildings, refuse 
(trash or garbage) removal will 
normally be accomplished by contract. 
Where unusual operating requirements or 
local conditions suggest that this be 
handled by USPS employees, a thorough 
economical analysis must be made. 

7-301.- IDcineratora 

Where incinerators are installed, they 
must be operated and maintained to meet 
the State and local air pollution 
abatement standards. If the 
incinerators need modification to meet 
the standards, the divisional office 
must be advised so that the 
modifications can be made or the use of 
the incinerators discontinued. USPS 
employees are responsible for operation 
of incinerators. However, tenants may 
be required to furnish qualified 
personnel to destroy trash when the 
high security classification of the 
material warrants. Incinerators are 
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used only. when one or both of the 
following conditions exist: 

a. Destruction of classified, patho
logical waste, or other material 
involving a security or safety 
hazard is required; 

b. Municipal or private disposal 
facilities are not available or are 
inadequate for the quantities or 
material involved. 

T-302 BIRD COITROL 

T-302.1 Geaeral 

The methods of bird control fall into 
tour general groups. All of these are 
harmless to the birds themselves, and 
may be expected to drive them to other 
unprotected locations. The results 
obtained with the various methods show 
that definite improvements in the bird 
problem are possible. Most of the meth
ods have limitations, and careful con
sideration is necessary to assure that 
the method selected is suitable for 
the location. Listed below are brief 
descriptions of various methods. 

T-302.2 B1gb Voltage Method 

This method consists of installing 
pairs of wires mounted on insulators, 
attached to the area to· be protected. 
When the birds short the two wires with 
their feet, they receive a high
vol tase, low-current shock which is 
repeated at intervals until the short 
is r•oved when the birds leave. In
stallation of this method reqUires a 
contractor who is familiar with this 
specialty. The results with this system 
are excellent. Initial cost of this 
installation is high, but it is a per
manent solution to the problem. 

1-302.3 Cbeaioal Method 

This method uses a viscous, slow-drying 
material applied to the roosting sur-
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faces with a paint brush or caulking 
gun. The chemical-control method is 
veey successful for a short time. Ap
plication must be repeated three or 
more times per year. Cost of applica
tion is low where extensive scaffold
ing is not required. 

1·302.• 81gb Frequenor and 
Audible Sound 

Ultrahigh .frequency sound usually does 
not produce satisfactory results. Tbe 
use ot audible sound (such as distress 
cries of a starling) and the sonic 
method have had only limited success. 

T-302.5 Secret Proprietary Methods 

or the methods tested thus far, the 
most successful was effective for ap
proximately 1 0 months, and repeated 
treatments were much less effective. If 
there is not a logical explanation or 
how a proprietary method works,· its 
effectiveness should be evaluated 
before commitments are made. Consul
tation with divisional or MTSC 
personnel is advisable. 

T-303 CLE1RING IB COBCESSIOR 
SPACE 

The special cleaning requirements of 
concession space and responsibility are 
detailed in HBK EL-602, Food Service 
Operation. 

T-30- USB OF WALK-OFF HATS 

Walk-off fl oorma ts are used at major 
public entrances to trap dirt carried 
1n from the street and prevent its dis
tribution throughout the building. Two 
sets or mats normally should be provid
ed to permit removal and proper clean
ing. The mats will be cleaned daily as 
a part of the lobby and entrance clean
ing assignment. Ligb t soil may be re
moved by vacuuming. During inclement 
weather, when the mats are badly 
soiled, they should be removed and 
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cleaned by scrubbing or hosing, and 
permitted to drain. The mats are 
available from commercial supply 
channels. 

7-305 CLBARIRG SUPPLIES 
lRD BQUIPMER'r 

7-305. 1 General 

Order cleaning supplies and equipment 
according to the instructions in Pub
lication 24, Supply Catalog. A list 
of approved custodial products and 
equipment which have been tested and 
may be purchased locally is published 
periodically in the POSTAL BULLETIN. 

7-305.2 Detective Supplies 
and lquipaent 

7-305.2.1 When defective or unsat
isfactory supplies or equipment are 
received from GSA, the GSA Regional 
Federal Supply Service must be notified 
at the address shown on the catalog. If 
the supplies are received from the area 
supply center, notify the center. 
Include the following information: 

a. A statement of why the merchandise 
is unsatisfactory 

b. HILSTRIP/FEDSTRIP agency requisition 
number 

c. National stock number 
d. Merchandise description 
e. Quantity received 
f. Quantity on hand 
g. Quantity defective 
h. Contract number 
1. Name of contractor 
j. Purchase order number 
k. Manufacturer's lot or batch number 
1. Date material was received 
m. Location of material 
n. Supply point from which shipment was 

made 
o. Name and telephone number of person 

to contact who is familiar with the 
problem 
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T-305.2.2 A GSA inspector should 
follow up to determine if the merchan
dise meets specification, and if not, 
the inspector should take correct! ve 
action. 

T-305.3 Spacitication Changes 

If' the merchandise is found to meet the 
purchase specifications requirements 
but does not give satisfactory perform
ance, or if the followup action by GSA 
is considered inadequate, notify MTSC, 
P.O. Box 1600, Norman, OK 73070-6706, 
so that the reason f'or unsatisfactory 
material can be evaluated and correc
tive action taken. 

1-• CLEARDIG BQUIPMEIIT 

7-.1101 GBREJW. 

The trends to higher wages and more re
stricted cleaning staff make it impera
tive that adequate mechanical equipment 
be available. All cleaning activities 
must be mechanized to the maximum ex
tent economically practicable. 

It is important that power equipment 
used in the cleaning program receive 
regular maintenance, both for preser
vation of the equipment and to assure 
that it is available for use when 
needed. Power cleaning equipment will 
be included in the Maintenance Manage
ment Program as described in HBK HS-63 
and HBK MS-6 5. Preventive maintenance 
guidelines for select equipment is 
included in Chapter 13, Appendix B of 
this handbook. Because this type of 
equipment is usually procured, there is 
little standardization and little 
national maintenance documentation 
developed for the equipment. 
Manufacturer's literature C!>ntaining 
recommended periodic maintenance 
practice, repair methods, and parts 



lists is required for support of the 
equipment. When maintenance is 
difficult, the contract officer who 
arranged the procurement may be ot help 
in determining warranty applicability 
and communicating with the supplier. It 
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local resources are exhausted, the 
problem should be transmitted to the 
divisional office and to MrSC using 
Form 4568, Maintenance Problem 
Feedback Report. Instructions for use 
are printed on the form. 

MS-1, TL--, 11-30-86 
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SECTION 8 

ELEVATORS, ESCALATORS, .DID DUMBWAITERS 

8-1 OPBRATIOHAL REQUIREMENTS 

8-101 HOURS OF SERVICE FOR 
ELEVA TORS AID ESCALATORS 

Automatic elevators which are eqUipped 
to shut down automatically during light 
traffic shall not be manually shut down 
at night or over the weekend unless a 
specific operating problem exists. 
Automatic cars without this shutdown 
feature, manually operated cars, and 
escalators shall be scheduled to pro
vide service 30 minutes prior to the 
beginning of normal building hours, 30 
minutes past normal quitting time for 
the occupants, and otherwise as might 
be required under special circum
stances. 

8-102· TYPICAL SERVICE 
REQUIREMENTS FOR 
ELEVATORS 

Generally, the service in a building 
with a bank of three or more eleva tors 
can be considered adequate if the 
average waiting time at the terminal 
floor is not more than 20 seconds. and 
if the longest w~ ting time at any 
floor does not exceed 60 seconds for 
more than 1% of the passenger trips. 
The service in three- or four-story 
buildings, with approximately 100,000 
gross square feet or less, will usually 
be somewhat slower than that specified 
above since the cost of the installa
tion usually precludes the installation 
of more than a single car or a two-car 
bank. See HBK RE-4, Standards for 
Facility Accessibility by the 
Physically Handicapped. 

8-103 QUALIFICATIONS OF ELEVATOR 
OPERATORS 

Where manually operated elevators are 
in use, the building manager is respon-

sible for assuring that all full-time 
operators are sufficiently familiar 
with the operation of elevators to pro
vide safe and efficient transportation 
of passengers (or freight). New employ
ees or newly assigned operators must be 
given training or refresher courses as 
reqUired for them to demonstrate profi
ciency in the work. Part-time operators 
(laborers, guards, etc. ) and contract 
personnel where required, must also be 
given sufficient training to qualify 
them for operating an elevator. The 
criteria for determining the workhour 
requirements for elevator operators is 
found in HBK MS-63, Maintenance 
Management - Class A Offices, part 
752 and HBK MS-65, Maintenance 
Management - Class B Offices, Section 
616.2. 

8-10- VERTICAL TRANSPORTATION 
EQUIPMENT IN LEASED SPACE 

Responsibility for operation and 
maintenance of elevators and escalators 
in leased buildings is de signa ted in 
the lease. When the USPS accepts the 
responsibility of the operation and 
maintenance of this equipment, all 
provisions of this section apply. 
Vertical transportation equipment in a 
leased building should satisfy required 
standards of operation and safety 
before the space is leased or an 
existing lease is renewed. If a 
building is under a long-term lease, 
efforts should be made to correct 
substandard conditions when they are 
discovered, rather than wait until the 
lease is due for renewal. 

8-105 ADHERENCE TO CODES 

All operation, maintenance, repair, 
testing, and inspection qf elevators, 
dumbwaiters, and escalators must con
form to the applicable sections of the 
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American Standard Safety Code for 
Elevators, Dumbwaiters, and 
Escalators, ASME/ANSI .&17.1. State 
and local regulations or codes should 
be applied in harmony with this code. 
The building manager is responsible for 
obtaining the latest copies of the 
referenced publications and making them 
available to the personnel who are 
assigned to the maintenance, upkeep, 
and repair of vertical transportation 
equipment. The code is continually 
being revised and improved. Some of its 
newer rules apply principally to new 
installations and it is not financially 
practical to apply them to existing 
installations unless an extensive 
modernization is undertaken. If the 
cost ot changing an existing 
installation to meet a code requirement 
is out of proportion to the benefits·to 
be derived, the division may use 
administrative discretion about the 
requirement, provided legal conformity 
and reasonable safety are assured, and 
provided instructions to the contrary 
have not been issued. 

8-106 SIGHS 

All signs used to designate service, to 
identify cars and landings, and to 
instruct the public or building occu
pants regarding operation of elevators 
and escalators are to be furnished by 
the building manager and are described 
below: 

a. Posting Hours of Service - The 
hours of operation of each manually 
operated elevator must be posted at 
each main-floor landing. 

b. Identification of Escalators and 
Dumbwaiters - Each escalator and 
dumbwaiter is identified by letter 
or number at each floor with a 
posted sign similar to that used to 
identify elevators. 

c. Identification of Elevators - An 
identification sign must be 
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installed on the wall at each bank 
of elevators near the elevator 
entrance at each landing. This sign 
shows the number of the car as 
designated on the construction 
drawings and also the elevator 
function, i.e., passenger only, 
treigb. t only, or passenger and 
freight. 

d. Out-of-Service Notice - This sign 
is used to identity elevators which 
are not operating. The signs must 
be neatly made and bear the words 
"This Elevator is Being Serviced. 
Please Use Elevator No.• 

e. Identification of Floor Landings -
The floor number of each elevator 
and escalator landing must be 
identified, either by placing the 
floor designation of each hoistway 
door edge so that it is visible as 
the door opens, or by posting the 
floor number in a door card or 
certificate holder placed on a wall 
in a location readily visible as 
the car door opens. 

f. No Smoking - For fire and safety 
. reasons or to comply with local 
regulations where required, smoking 
on elevators can be discouraged by 
installing 8 Please No Smoking" 
signs in plain view on the rear 
wall of the car, visible to persons 
entering. Lettering approximately 
one-inch high is suggested. 

g. Emergency Instructions - Procedures 
to be followed in case of emergency 
must be conspicuously placed in 
each elevator car. An example of 
typical instructions is shown in 
Figure 8-1. The lettering should be 
phosphorescent in case of lighting 
failure. 

h. Carrying Passengers on Freight 
Elevators - Each freight elevator 
which meets the conditions stated 

MS-1, TL-4, 11-30-86 
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U.S. POSTAL. SERVICE 

I 
INSTAUC110NS: A separate card shall be maintained for each elevator. The 

ELEVATOR DATA CARD 
card should be completed for each new elevator at the time of initial 
inspeetio~. 

DATE I'" EGlON 

1 

EI.E\IATOR NO.rUILDING I STREET ADDRESS riTY, STATE AND ZIP CODE 

TYPE OF ELEVATOR MANUFACTURER LOCATION OF MACHINE IINSTALL:ATION 
DATE 

0PASS. 0FRT. OSEFIV. Oesc. Oo.w. 

TYPe OF POWER St.W'LY l CAPACITY SPEED (FPM) tALES NUMBER TYPE OF MACHINE 

LEIS. PERSONS 
TYPE OF CONTROL TYPE OF OPERATION METHOD OF ROPING 

TYPE OF CAR DOOR TYPE OF HOISTWAY DOORS INSIDE FL.OOFI 

I 
NO. OF I NO. OF 

DIMENSIONS F LOOFIS OPENINGS 

MACHINE MAKE STYLE SERIAL NO. H.P. OR I<.W. SPEED VOLTS PHASE CYCLES AMPS 

HOIST MOTOR 

M.G. MOTOR 

M.G. GENERATOR 

EXCITER 

EQUIPMENT MANUFACTURER STYLE SERIAL NO. TYPE 

CONTROLLER 

SELECTOR 

BRAKE 

OOOR OPERATOR 

INTERLOCKS 

GOVERNOR-CAR 

GOVEFINOR-cwT. 

SAFETY-cAR 

SAFETY-CWT. 

BUFFER-CAR 

BUFFER-CWT. 

PS Form 4813 • May 1974 

KINO MATERIALS 

HOIST 

GOVERNOR-cAR 

GOVEFINOR-cwT. 

CAI.'I-CWT. 

DAUM-CWT. 

COMPENSATING 

DATE 

Reverse of Form 4813 
R.viMCI Jun• 1986 

TRIPPING SPEED FPM 

TRIPPING SPEED FPM 

STROKE FT. 

STROKE FT. 

(Contrnue on rt!verse) 

WIRE ROPE 
NUMBER SIZE AND CONSTRUCTION INSTALLATION OATES 

MAJOR REPAIRS ORAL TERATIONS 
DESCRIPTION OF WORK WORK PERFORMED BY 

Figure 8-2. ELEV !TOR DAT:l CARD 

MS-1, T.L-., 11-3G-86 
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in Paragraph 8-109 must have a sign 
indicating that only employee 
passengers are permitted to ride on 
tt. 

1. Using Elevators During Emergencies: 

A sign must be conspicuously posted 
advising not to use elevators for 
evacuation during fire or other 
emergency. 

j. In Addition to Capacity and Data 
Plates: 

(1) In every freight elevator, a 
sign shall specify the type of 
loading for which the elevator 
is designed and installed. The 
wording of the sign must be as 
specified in ASME/ANSI !17.1. 

(2) Classes of loading are: 

(a) Class A: General Freight 
Loading. Where the load 
is distributed, the 
weight or any single 
piece of freight or of 
any sing! e hand truck and 
its load is not more than 
1/4 the rated load of the 
elevator, and the load is 
handled on and off the 
car platform manually or 
by means or band trucks. 

(b) Class B: Motor Vehicle 
Loading. Where the 
elevator is used solely 
to carry trucks or 
passenger automobiles up 
to the rated capacity of 
the elevator. 

(a) Class C1: Industrial 
Truck Loading. Where 
truck is carried by the 
elevator. 

(d) Class C2: Industrial 
Truck Loading. Where 
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truck is not usually 
carried by the elevato.r 
but ·used only for loading 
and unloading. 

(e) Class C3: Other Loading 
with Heavy Concentra
tions. Where truck is not 
usually used. 

These loadings apply where the 
weight of the concentrated 
load including a powered 
industrial or hand truck, if 
used, is more than 1/4 the 
rated load and where the load 
to be carried does not exceed 
the rated load. 

8-107 LOCKING OF ELEVATOR SPACES 

Elevator maChine rooms and pit en
trances must be kept locked at all 
times. Only qualified mechanics, in
spectors, or persons in their company 
are permitted in these spaces. Doors to 
these spaces must be self-closing and 
self-looking. 

8-108 ELEVATOR DATA CARD 

Form 4813, Elevator Data Card, Figure 
8-2, must be completed and maintained 
in the maintenance office for each 
elevator. 

8-109 CABRYIIG PASSENGERS ON 
FREIGHT ELEVATORS 

a. Freight elevators, not accessible 
to the general public, may carry 
employees subject to the following 
conditions: 

(1) The rated load of the elevator 
is not less than that required 
for a passenger elevator of 
equivalent inside net platform 
area as req Ui. red by Rule 2 07 • 1 
of ANSI A17.1. 
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(2) Hoi~tway entrances and car 
doors or gates must conform to 
the requirements or the 
following rules of ANSI A17.1. 

(a) Hoistway entrances, 
Section 11 o. 

(b) Car doors and gates, 
Rules 204.6c and 204.6d. 

(c) The brake can stop and 
hold the car with 125% or 
rated load (See Rule 
207 .8). 

b. The following sign must be placed 
in those elevators that meet the 
requirements in a. above: "NO 
PASSENGERS EXCEPT EMPLOYEES 
PERMITTED." 

c. The following sign must be placed 
in elevators that do not meet the 
requirements in a. above: "THIS IS 
NOT A PASSENGER ELEVATOR: NO 
PERSONS OTHER THAN THE OPERATOR AND 
FREIGHT HANDLERS ARE PERMITTED TO 
RIDE ON THIS ELEVATOR." 

d. If freight elevators have not been 
previously certified to carry 
employees, granting permission to 
use them to transport employees is 
considered a major alteration and 
must meet the requirements or Rule 
1200.2h of ANSI A17.1. 

8-110 REQUIRED- WORKBOURS FOR 
ELEVATOR OPERATION 

Where main-tenance personnel are 
required to operate manual elevators 
(not automatic) they must be as 
specified in part 752 of HBK MS-6 3. 

8-111 USE OF ELEVATORS DURIHG 
EMBRGDCY 

Elevators must not be used during a 
fire, earthquake, or other emergency. 
This is necessary because of the high 
risk or elevator failure, stoppage, or 
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power failure during emergencies, trap.. 
ping persons in elevators and resulting 
in death or serious injury. Emergency 
contingency plans must not include use 
ot elevators for evacuation of handi
capped personnel or tor other purposes. 
Automatic elevators equipped with 
emergency control as defined in ANSI 
!17 .1 rule 211.3 must be operated by 
fire department only. Tbe keys must be 
maintained by building maintenance 
personnel so that they will be readily 
accessible to fire department personnel 
but not available to the public. 
Instruct elevator operators in the 
following procedures: 

a. Fire Emergency - Return nonstop to 
main floor (lobby) or other 
approved level and lock the 
elevator out of service. 

b. Earthquake or Bomb Scare - Stop at 
nearest landing and lock elevator 
out of service. 

8-2 MlDrl'BIIAJICB AID UPliJI 

8-201 MliJITD.IlfCB 

Vertical transportation equipment must 
be maintained and serviced according to 
this handbook and HBK MS-21, Elevator 
Maintenance. The preventive main
tenance guides in Section 13 , and the 
manufacturer's instructions can be used 
to develop the maintenance checklist. 
All maintenance supervisors and 
mechanics must be instructed in the 
following procedures: 

a. All elevator maintenance, repairs, 
and alterations must comply with 
the Safety Code for Elevators, 
ASHE/ANSI A17 .1, and the National 
Fire Protection Association Code 
(NFPA) including NFPA 70 {National 
Electric Code) and those portions 
or NFPA related to fire-resistance 
ratings. All elevator mechanics 
must be fully aware of these codes, 
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understand the parts applicable to 
elevators, and understand their 
responsibility for their own 
Personal satety,,the safety of 
fellow employees, and the safety of 
the public using elevators they 
service. 

b. When an elevator operates 
improperly or in a manner that 
causes doubt about its safety or 
reliability, it must be immediately 
removed from service. The cause of 
the improper operation must be 
determined and corrected, and the 
elevator tested prior to returning 
it to service. 

c. In no instance may elevator 
mechanisms or controls be 
manipulated or temporarily altered 
to expedite repairs. All 
alterations, both mechanical and 
electrical, must be approved by a 
professional engineer and certified 
for compliance with ASME/ANSI 
A17.1. Any alteration to the 
controller should be approved by 
the controller's manufacturer. 

d. When an elevator mal.funotion is 
reported, the elevator MUST BE 
TAKEN OUT OF SERVICE IMMEDIATELY. 
The person responding to the call 
performs the following before 
troubleshooting the malfunction: 

(1) Determine that no one is on 
the elevator, and shut it 
down. 

(2) Post "OUT OF SERVICE" signs in 
front of hoistway door- at each 
level. 

e. The source of the malfunction must 
be determined, proper repairs and 
corrections made, and the elevator 
thoroughly tested prior to 
returning it to service. 
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8-202 

f. Prior to performing any work, 
however minor, on an elevator, 
signs must be placed in front of 
the hoistway door at each level, 
advising that the elevator is out 
ot service. (See Para. 8-106d). 
Signs supported by a chain 
suspended from each side of the 
hoistway door, attached to the door 
facing with magnets, are recom
mended. Magnetic signs attached 
directly to the hoistway door must 
not be used since they would not be 
visible when the door is open. 
Other types of barricades may be 
used; however, they should be 
constructed to allow passengers to 
leave an elevator without excessive 
effort. 

g. It persons are trapped in a stalled 
elevator, follow the procedures in 
Appendix SA. 

h. Elevator mechanics must be provided 
with the proper tools and eqUipment 
for servicing elevators. Only high
quality meters may be used to test 
elevator circuits. Test lamps must 
never be used since the lamps will 
often draw sufficient current to 
operate relays·. 

1. Only qualified elevator mechanics, 
inspectors, or persons in their 
company are allowed t.o enter 
elevator machine rooms or pits. In 
no instance should anyone other 
than a qualified elevator mechanic 
who is familiar with the equipment 
enter a machine room to try to get 
a stalled elevator started. 

8-202 REPAIRS 

Major repairs or :replacements are 
included in the repair program. Repairs 
not of an emergency nature should be 
scheduled for a time which will not 
affect building service .. 
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8-203 COI'l'U.CT M.UI'l'Bil.ABCE J.HD 
RBP.UR 

8-203.1 'Contract or Ia-Bouae PoliOJ 
GuideliDea 

Whether to perform elevator maintenance 
with in-house personnel or by contract 
must be decided on a case-by-case ba
sis. Various factors, including econo
mics and capability of onboard person
nel, must be considered. In-house 
maintenance cannot be implemented 
unless there is at least one fUlly 
qualified elevator mechanic available 
at each location to. train other less 
experienced elevator mechanics for that 
location. 

8-203.2 Elevator Maintenance and 
Repair Contracts 

A standard elevator maintenance con
tract is available from the procure
ment office, see Regional Instruction 
1035-PM-108, Filing No. 641, Solici
tation Format and Specification for 
Elevator Maintenance Service. The 
building manager furnishes the physi
cal data on elevators and other infor
mation such aa dates of tests and spe
oi al use of equipment. The building 
manager must have a thorough knowledge 
of the contract req u1 rements necessary 
to exercise good contraqt surveillance 
as required by 8.203.4. 

8-203.3 Special Contr~ota 

Where unusual conditions warrant 
departure from the standard contract, 
the assistance of MTSC in revising 
specifications should be requested. 

8-203.~ Contract Surveillance 

The awarding of a contract for elevator 
maintenance does not relieve the USPS 
of the responsibility for safe, effi
cient elevator service. In fact, the 
additional responsibility of assuring 
that contractors perform the work for 
which the~ are paid is incurred. There-
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fore, a schedule of inspection and 
review ot contractors' work must be 
established at ea:ch location. This 
surveillance is performed by mainte
nance supervisors who must reoei ve 
special training in elevator mainte
nance to enable them to recognize defi
ciencies in contractor performance. 

8-20• ELEVATOR MACBIIE ROOM 
TEMPERATURE 

Each machine room must be provided with 
ventilation,- as required by ASME/ANSI 
A17.1. Special consideration may be 
necessary in machine rooms housing 
electronic elevator control equipment. 

8-205 MACBIRE ROOM HOIST 

Machine rooms for two or more elevators 
should be provided with an overhead 
trolley hoist which terminates over the 
trap door to facilitate servicing heavy 
items of equipment. 

8-206 MILEAGE INDICATORS 

Mileage indicators are no longer 
required on elevators. Where indicators 
are installed, they should be used to 
aid in determining maintenance and 
inspection requirements. 

8-207 MACBIHERY LIGBTIHG 

Machinery rooms and machinery space 
must be lighted to not less than 
10 foot-candles at the floor. Elevator 
pits must be lighted to not less than 
5 foot-candles. 

8-3 INSPECTION AID TESTS 

8-3 01 GENERAL 

Elevators, dumbwaiters, and escalators 
must be inspected and tested as recom
mended in the American Standard Safety 
Code for Elevators, Dumbwaiters and 
Escalators, ASME/ANSI A. 17 .1. A cer
tificate of inspection is issued or 
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signed· when inspections are made, and 
the elevator, dumbwaiter, or e~calator 

MUST , NOT BE OPERATED WITHOUT A 
CERTIFICATE. Specific inspection 
requirements are contained in 
Management Instructions AS-620-82-12 
and AS 620-84-14. 

8-302 SCBBDOLIIG IISPBCTIOBS 
AID TESTS 

The program schedule ot regular inspec
tions is prepared a year in advance 
with a plan for performance of the 
inspection by a qualified inspector. 
Building managers are primarily respon
sible for assuring that all elevators 
under their control are scheduled for 
inspection before current certificates 
expire. 

8-303 IHSPECTO! QUALIFICATIOBS 

Inspections are made by elevator 
inspectors, elevator engineers, or by 
mechanical, electrical, or safety 
engineers who meet the standard set in 
ANSI/ASHE QE1-1-1984 Standard for 
Qualification of Elevator 
Inspectors. 

The suggested sources of elevator 
inspectors are listed below: 

a. USPS personnel, GSA, or other 
Federal agency which has qualified 
elevator inspectors who regularly 
perform inspections of their own 
elevators. Names and locations of 
USPS elevator inspectors are 
identified in maintenance bulletins 
which are updated when necessary. 

b. Municipal or State code enforcing 
authority which performs elevator 
inspections in privately owned 
facilities. When arranging for 
these inspections, it must be 
clearly understood b.y the municipal 
and/or state representative that 
the Postal Service as an indepen
dent establishment of the U.S. 
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8-304.1 

government is not subject to State 
or local regulation or licensing of 
its elevators. The inspection is to 
be performed as a service and will 
not obligate the Postal Service to 
comply with local licenses or code 
requirements beyond the national 
standard. 

c. Qualified elevator service com
panies. The term "Inspector n as 
used here refers to any one of 
these qualified persons. The me
chanic in charge of maintaining 
the equipment or some other respon
sible representative of the USPS 
should accompany the inspector. 
Where elevators are maintained by 
contract, the maintenance con
tractor is not eligible to per
form inspection. However, the main
tenance contractor must perform the 
reqUired tests in the presence of 
the inspector. The Field Division 
General Manager/Postmaster may make 
exception to this rule at small 
remote locations where excessive 
expense would otherwise be 
incurred. Such instances require 
specific approval on a case-by-case 
basis and a different person (other 
than the one assigned· responsi
bility) in the employment of the 
contractor is allowed to perform 
the inspections and required to 
complete the appropriate USPS 
checklist. A copy of the completed 
checklist is furnished.to the Field 
Division General Manager/ 
Postmaster. Also at least every 
third inspection must be made by a 
USPS-certified elevator inspector. 
These exceptions must be reported 
to the MTSC Field Director. 

8-30' IHSPECTION FREQOEHCY 

8-30 •• 1 All passenger elevators, 
freight elevators, escalators, and 
moving walks. must be inspected at least 
every 6 months. 
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AJ'TES~ CERTIFICATE OF ELEVATOR INSPECTION 

::~ .. "' "' Buildint Loclltion (CJryJ 
t- " - < 
~ ::== i5 .. -..., EIIMitOt Numbtr c.p.cjty (I'OIIndl} .......... 

Type of Duty Mlximum Numbrlr of l'llll4lngln 

Inspection 

Date of Date of Elevetor Mechenic Elevator Inspector 
lntfiiiCtion Expirlltlon (Sit/Nitlltflilltd Pdni«J NllnNJ (S/flnllfll,. Md Prlntrld ,.,.) 

PS Form 271, Jan. 1983 

Figure 8-3. CBITIPIC.lTB or IRSPBC!'IOI 

8-30.1&.2 Dumbwaiters must be inspect-
ed once every year. 

8-30-.3 Periodic tests must be per-
formed concurrently with inspections in 
accordance with ASHE/ANSI A17.1. 

8-305 SPECIAL IISPBCTIOHS 

Special inspections must be made: 

a. Immediately following a major 
repair, whether by contractor or by 
USPS employees. 

b. After repeated service interrup
tions on the equipment. 

c. Immediately a1'ter an accident or 
fire resulting in injury to persons 
or damage to equipment. See 

Supervisor's Safety Handbook, HBK 
EL-801, tor reporting requirements. 

8-306 IRSPECTIOI CBECILISTS 

The following USPS checklists have been 
developed to assure adequate inspec
tion. '!bey must be completed by the 
inspector as indicated below. 

a. Form 4086, Electric Traction 
Elevator Six-Month Test and 
Inspection Checklist. 

b. Form 4087, Annual Test and 
Inspection Checklist Electric 
Traction Elevator. 

c. Form 4088, Five-Year Test and 
Inspection Checklist Electric 
Traction Elevator. 
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d. Form 4089, Inspection 
Checklist - Direct Plunger 
Oil Hydraulic Elevator. 

e. Escalator Inspection Checklist 
(issued by Maintenance Bulletin). 

t. Power DUmbwaiter Inspection Check
list (issued by Maintenance Bulle
tin). 

8-306.1 USPS-Certified IDapeotora 

USPs-Certified Elevator Inspectors must 
complete applicable checklists when 
performing inspections. 

8-306.2 Contract Inapaotora 

When inspections are contracted with 
private firms, i.e., A/E, maintenance 
contractors, and insurance companies, 
completion of appropriate checklist(s) 
must be made a part of the contract. 

8-306.3 Local, State Goverument or 
other Federal Asenoiea• 
Inapeotiona 

When inspection is performed by local, 
state government, or. other federal 
agencies' inspectors, they must be 
requested to complete the appropriate 
checklist. If they refuse, a copy of 
the checklist used must be compared to 
the appropriate USPS checklist to 
assure that the inspection meets 
National ASME/ANSI A17 .1 and USPS 
standards. 

8-306.- Retention 

For each inspection, the USPS inspector 
retains a copy of the complete check
list and furnishes one copy to the 
local office along with the certificate 
and inspection report. The local office 
retains the completed checklist for 10 
years. 
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8-301 CIRTIFIC.A.TB OF IBSPECTIOH 

It an elevator, escalator, or dumb
waiter meets the safety requirements 
and there are no serious maintenance 
deficiencies, the inspector shall 
promptly prepare Form 279, Certificate 
ot Inspection, Figure 8-3. The person 
responsible tor maintaining the equiP
ment countersigns the certificate and 
displays it in the car, to show that 
the equipment bas passed inspection. 
Certitica tes for escalators are posted 
on or near the machine. The certificate 
has additional spaces to be filled in 
when the equipment is reinspected. 
Whenever another inspection is made and 
the requirements are met, the inspector 
and the person responsible for the 
maintenance of the equipment sign the 
certificate and date it. When all the 
spaces are filled in, the inspector 
shall issue a new certificate. It the 
certificate becomes soiled or unsightly 
before all the spaces are used, it 
should be replaced. 

8-308 UHSJ.FE EQUIPMENT 

If the equipment fails to meet the 
requirements, the inspector shall with
draw the certificate. It the inspector 
finds a condition that might cause an 
accident or serious mechanical failure, 
he shall withdraw the certificate and 
notify the building manager, or other 
responsible official, that the equiP
ment is unsafe and must not be used. 
Notify other parties specified in 
Paragraph V of AS-620-82-12 and para
graph IV of AS 620-84-14. 

8-.11 SPECIAL RBQUIREMEITS .AHD 
PROCEDURES 

8-.1101 R!LEASIBG PASSENGERS FROM 
STALLED ELEVATORS 

The release of passengers from a 
stalled elevator is very hazardous if 



8-402 

the proper precautions are not taken. 
Therefore, the requirements of' Appendix 
8-A mus;t be met. 

8-.1102 !BLBPBOIBS 

Each elevator machine roam and each car 
shall have a telephone connected to a 
central telephone exchange system if 
the elevator serves more than three 
floors. Telephone numbers will be 
included in the emergency instructions 
posted as required by 8-106g and Figure 
8-1. If the installation of a telephone 
in elevator cars is impractical, other 
emergency signal devices meeting the 
requirements of Section 211.1 ot 
ASHE/ANSI A17 .1 shall be installed and 
maintained. 

8-.1103 AUXILIARY EMBRGDCY STOP 
SWITCHES 

, Two auxiliary emergency stop switches 
shall be installed tor every elevator; 
one on top of the car, and the other on 
the wall in the elevator pit. These 
switches provide emergency protection 
for a mechanic if the oar moves when be 
is working on top of the car or in the 
pit. Therefore, these switches must be 
installed in accordance with the 
current edition or ASHE/ANSI A17.1. 

8-JiOll !LEVATOR AllD HOISTV1I DOOR 
EMBRGBHCY IBIS 

8-.IIOJ&. 1 Boiatwa7 Door UDl.ockiq 
DeYioea and Aooeaa le7a 

During normal operation, elevator 
hoistway doors are unlocked by a 
mechanism that is activated by the 
elevator car as it reaches the floor. 
Keys for manually unlocking hoistway 
doors are provided for some elevators 
to permit access to the hoistway for 
maintenance when the elevator car is 
not at the floor. The emergency doors 
in the car or an elevator are used only 
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to permit departure ot passengers from 
the oar when ex:l t through the CQnven..;. 
tional door is impossible. Keys tor the 
hoistway doors and emergency doors 
serve only special purposes and have no 
function in the normal operation of' the 
elevator. Serious consequences could 
result from improper or careless hand
ling ot these special-use keys. The 
manager shall safeguard them and limit 
their use strictly to the purpose for 
which they are intended. The keys shall 
be prominently labeled by attaching 
Form 4707, out or Order, completed as 
shown in Figure 8-4. They must be kept 
in a "break glass" receptacle that is 
mounted in the security office, 
building manager's office, or 
postmaster's office. Qualified elevator 
mechanics responsible for elevator 
maintenance may be issued a set of 
these keys to be used in serviCing the 
elevator. No other locations for these 
keys are permitted. Onder no 
circumstances shall the keys be removed 
from their prescribed place, or used 
without the knowledge and consent of 
the building manager or his authorized 
representative. 

Where elevators are equipped with 
emergency service operations in 
accordance with Rule 211.3 of ASME/ANSI 
A17.1, the key(s) for this service must 
be safeguarded in the same manner. 

If an elevator door is closed and 
locked when the car is at the landing, 
it must be equipped with a parking 
device that allows opening the door 
when the car is within the landing 
zone. Keys to such devices m_ay be 
issued to custodians or other persons 
that have a need since they will unlock 
the door only when the car is in the 
landing zone. 
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a..•os · BHBIGIIC! LIGB!DG 1DirrS 
FOR BLD'.l!OR ·CABS 

freight). It serves to allay tears in 
the event of a blown fuse or a more 
serious power failure, and it provides 
illUmination for the control panel and 
the telephone. 

An emergency lighting unit shall be 
installed in each car (including 
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r:.'rl':n 4707 
0. S. POSTAL SERVICE 

OUT OF ORDER 
(Defectit•e or lnoperntive EquipmNI.l) 

Elevator . 1-12 
TTPE OF MACHINE OR EQUIPMENT I NUMBER 

oFFici DATE 

DESCRIPTION OF DEFECT 

DANGER 

this key wili open the elevator hoistway 
door regardless of position of car. 

HlNbliRe INstiOci'ioRs 
This key may be used ONLY by the elevator 
mechanic except in case of FIRE or other 
EMERGENCY when it may be used by Fire 
Department or other personnel specifically 
authorized by the buildinl mana1er. 

THIS EQUIPMENT (IF PRACTICABLE) SHOULD 
BE LOCKED OUT AT STARTER SWITCH OR 
BUTI'ON, FUSE OR CIRCUIT BREAKER. OR BY 
LOCKINC THE COVER. 
------------------
nPE OF MACHINE OK EQUIPMENT 

Elevator 
6XTt 

tHis STUB lOst BE TURNED IN TO SUPERVISOR 
- TAl AFFIX£D TO ARTICI.L 

Figure 8--· OUT OF ORDER TAG 
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A.PPIIDIX 8-A 

RILB.I.SIIG P.&ssaGBIS FROM 
S'.r.lLI.ID BLBV A!OIS 

1. GIIBUL 

This procedure for releasing passengers 
from stalled elevators shall be a part 
of the emergency contingency planning 
and training reqUired by Section 540 ot 
HBK MS-49, Energy Conservation and 
Maintenance Contingency Planning. 
Release of trapped passengers shall be 
accomplished only by qualified elevator 
mechanics or persons specifically 
trained in emergency procedures for 
elevators. 

2. RBL&ASII'G P.ASSBIGBRS ROM 
A STALLED BLIVATOR 

Elevators may stall as a resuJ. t or 
power failure ·or malfunction of 
equipment. When this occurs, the 
following steps must be taken 
immediately. 

a. Establish communication with the 
occupants of the car and assure 
them that: 

(1) Steps are being taken for 
their release. 

( 2) They are safe. 
(3) They should stand clear of the 

door when it is opened. 
(4) They must not smoke. 
(5) They must NOT try to leave 

the car unaided. 

b. Find out the following: 

(1) Number of persons in the car 
(2) Are any occupants in the car 

ill, injured or otherwise 
handicapped? 

(3) Are lights on? 
(4) The location of the car in the 

hoistway 
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c. Continue Contact 

Maintain communication while rescue 
is underway to keep the trapped 
occupants informed and reassured of 
their safety. 

3. RBSCIJB PIISOIIIL 

Only experienced maintenance personnel 
who are specifically designated and 
trained shall attempt to release 
trapped passengers. The person in 
charge of the facility shall: 

a. Designate persons to perform rescue 
duties on each tour. 

b. Specify the responsibility of the 
designated persons. 

c. Train the selected personnel in the 
rescue procedures to be followed 
under various situations for the 
particular "building and equipment. 

• • IISTRUC!IOIS 

Written instructions containing steps 
to be taken shall be furnished all 
persons designated to perform rescue 
duties. Telephone numbers or elevator 
maintenance personnel shall be included 
in these instructions. 

5. RESCUE PIOCIDUIB 

The preferred method for safe rescue or 
passengers from stalled elevators is to 
move the elevator to a landing. How
ever, only a skilled elevator mechanic 
who is familiar with the equipment 
should attempt to move a stalled car by 
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other than normal means. The procedures 
in Appendix 8-B do not require the 
movement, of a car by other than normal 
or inspection means. It should be noted 
that under each and every procedure, 
the main electrical disconnect switch 
shall be opened and locked, and the 
emergency stop switch inside the car 
placed in the stop position before the 
trapped passengers are helped from the 
car. 

6. After the passengers are re
leased, the elevator shall be tho
roughly and carefully inspected and the 
cause of the trouble corrected before 
the service is resumed. 

Operation and Maintenance ot leal P.ropertJ 

1. The incident shall be documented 
with a complete report containi~g the 
following: 

a. Before summary of the incident 

b. Cause of the trouble 

c. Action taken to correct problem 

d. Action taken to prevent recurrence 

e. Names of persons entrapped and any 
possible injury 
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APPDDIX 8-B 

POBMAT FOR VRinBI PIOCEDURI 01 BBMOV AL 
OF PASSBIGDS FROM STALLED BLIV.lTORS 

Appendix 8-B ( p. 1 ) 

(This is intended to be only a format. Exact procedures tor each elevator or group of 
similar elevators must be prepared considering unique conditions.) 

1. LOCATIOH: 

2. APPLICATIOR: This procedure applies to elevator number(s) ----------

----- -----------located in----------

3. DBSCIIPrlOI OF BLEV !TORS: 

a. Type------------ (passenger or freight) 

b. Hoist machine (electric traction or hydraulic) --------------------
c. Number of' stops----------

d.· Hoistway access---------- (indicate means of opening hoistway 
door; i.e., hoistway door unlocking 
device at each landing, etc.) 

e. Emergency exits (indicate side and top exit if they exist) 

r. Type of emergency communication (telephone or intercom) 

g. Persons respon-sible for elevator maintenance---------------

Telephone: 

J&. PERSONS T!AIIED D PROCEDURE BY SHIFT: 

Telephone Telephone Telephone 
Team Leader Number 1st Alternate Number 2nd Alternate Number 

Tour 1 

Tour 2 

Tour 3 
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5. ~UIPMDT IBQUIUD AID STOJWJI LOCA.TIOB 

The following equipment is stored in----------- and marked 
to indicate for emergency use only. 

a. Two 8-foot ladders 
b. Boistway door unlock::Lng key 
c. Elevator side emergency door key 
d. Two safety belts 
e. Sledge hammer and pry bar (forcible entry tool) 
r. Two flashlights with fresh batteries 
g. 20 feet of 1/2-inch nylon rope 
b. Portable evacuation bridge 
i. Two-way radio 

(This is just a sample list. Any item that is needed for a particular plan 
must be included.) 

6. PIOCBDUIIS - The person receiving the call (usually in Maintenance Control) 
must: 

a. Acknowledge the call and maintain communications. 
b. Contact the rescue team leader and set procedure in motion. 
c. Advise persons in the car: 

( 1 ) Steps are being taken to rescue them. 
( 2) They are safe. 
(3) They must stand clear or the door when it opens. 
(4) They must not smoke. 
(5) They ~st not try t.o leave the car unaided. 

d. Find out the following: 

( 1) Is the emerge.ncy stop switch in the run position? 
( 2) Number of persons in the car 
(3) Is any person in the car 111, injured, or handicapped? 
(4) Are the lights on in the car? 
(5) The location of the car in the hoistway (if known) 

7. BEFORE PIOCIBDIRG - Do the following: 

a. Determine that the mainline disconnect is in the closed position. (Someone may 
have mistakenly opened the switch stopping the elevator.) 

b. If elevator is equipped with firefighter's service, activate the switch to 
recall the elevator to the designated level. If this does not work, proceed 
with the rescue. 
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IBHOY.U. OP PASSIIGBIS DOH ST.ILLID BLIVATOI 

PIOCIDUUS FOI ILBC!IIC !IAC!IOI ILIJ ATOR 

Prooedan z. 

Movement ot car by normal means. 

If there is electric power to the 
elevator and an elevator mechanic is 
available, the source of the problem 
should be identified, and the elevator 
moved to the nearest landing by the 
mechanic. Contact wi tb persons in the 
car must be continuously ma.intained .. If 
this cannot be accomplished in 
approximately 3 0 minutes, proceed to 
Procedure II, III, or IV as 
appropriate. 

Procedure II. 

(two-person Rescue Team.) 

Application: The elevator is within 
3-1/2 feet ot landing and 
the hoistway door can be 
opened .. 

1. Open and lock main disconnect in 
machine room to remove power from 
drive machinery. 

2. Instruct persons in car to put the 
stop switch in the stop position. 

3. Locate car and open hoistway door 
with unlocking device. (Note: If 
hoistway door is not equipped with 
an lmlocld.ng device and car is 
above the landing, it may be 
possible for someone in the car to 
open the oar door and unlock the 
hoi stway door. ) 

4. It car is above the landing, 
protect the opening to the hoistway 
under the car with a board or a 
ladder. There have been instances 
where a person jumped from the car 
only to fall to his/her death under 
the car. 
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5. After the doors are propped open, 
verity that the stop switch is in 
the stop position. 

6. Two persons should be at the 
landing and assist removal of the 
passengers one at a time. 

Procedure III. 

Side Emergency Exit (Three-person 
Rescue Team) 

Application: The car is not near a 
landing and there is an 
adjacent operating 
elevator with side 
emergency exit. 

1. Open and lock disconnect to the 
stalled elevator. 

2. Have persons in the stalled 
elevator place the stop switch in 
the stop position. 

3. Advise persons in the stalled 
elevator of rescue procedure. 

4. Station person in'machine room. 

5. Put portable evacuation bridge in 
adjacent rescue car; two members of 
rescue team move rescue car even 
with stalled car. 

6. Place stop switch in the rescue oar 
in the stop position and have 
person in machine room open and 
look disconnect to the rescue car. 

7. Open both side emergency exits, 
install portable rescue bridge 
between cars; one member of the 
rescue party enters the stalled car 
with a safety belt. 
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8. Use the safety belt to move persons 
from the stalled elevator to the 
rescue elevator across the rescue 
bri~ge one at a time. 

9. Atter all persons are removed trom 
the stalled car, move them to the 
most convenient landing in the 
rescue elevator. If the stalled 
elevator i~ heavily loaded, it may 
be necessary to make two trips with 
the rescue elevator. Likewise, if 
there are persons severely 
distressed or in need ot medical 
attention, move them promptly and 
come back tor remaining passengers. 

Pl'ooeclve IV. 

Top Emergency Exit (Three-person Rescue 
Team) 

Application: Procedure I, II, or III 
cannot be used. 

1. Locate the car. 

2. Open and lock disconnect for 
stalled car and have someone in 
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the stalled car place the stop 
switch in the stop position. 

3. Advise persons in the car of the 
rescue procedure. 

4. Open the hoistway door immediately 
above car (forcibly, it necessary). 

5. If car top is three feet or more 
below the landing, place ladder 
(with nonskid feet) from landing to 
car top. 

6. Remove car top emergency exit cover 
and place a second ladder (with 
nonskid feet) through exit into 
car. 

7. Have member of rescue team enter 
the car. 

8. With rescue team members stationed 
in the car, on top ot car, and at 
the landing, use a satety belt to 
move the passengers from the car to 
the landing one at a time. Give 
priority to passengers that may 
need medical attention. 

PBOCBDUU FOR BIDUULIC BLBV J.TOI 

Pl'ooedve I. 

Movement of Car by Normal Means. 

If there is electric power to the 
elevator and an elevator mechanic is 
available, the source of the problem 
should be identified and the elevator 
moved to the nearest landing by the 
mechanic. If' this cannot be 
accomplished in less than 30 minutes, 
proceed with Procedure II or III. 

Procedure II. 

Hoistway Door (Two-person Rescue Team) 

Application: If elevator is within 
3 feet of a landing and 

hoistway door can be 
opened. 

1. Open and lock electric disconnect 
in machine room to remove power 
from drive machinery. 

2. Instruct persons in car to put the 
stop switch in the stop position. 

3. Locate car and open hoistway door 
with unlocking device. (Note: If 
hoistway door is not equipped with 
an unlocking device and car is 
above the landing, it may be 
possible for someone in the car to 
open the Qar door and unlock the 
hoistway door.) 
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4. If car is above the landing, 
protect the opening to the hoistway 
under the car with a board or a 
ladder. There have been instances 
where a person jumped from the oar 
only to tall to his/her death under 
the car. 

5. Atter the doors are propped open, 
verity that the stop switch is in 
the stop position. 

6. Two persons should be at the 
landing and assist removal of the 
passengers one at a time. 

Procedure III. 

Manual Lowering Valve. 

1. Open and lock electric disconnect 
to elevator machinery. 

2. Maintain contact with persons in 
car and advise them that the car 
will move down, and they must stay 
away from the door. 

3. Station rescue team member at tbe 
floor to which the car will be 
lowered. 

4. Slowly open manual lowering valve 
allowing car to lower to the 
designated landing. (Lowering 
valve must be identified with a tag 
showing its purpose and method of 
operation. ) 

5. Person at rescue landing must· open 
hoistway and car door, and provide 
or obtain any needed assistance. 

.lppeJldiX 8-B (p. 5) 

Procedure IV. 

Top Emergency Exit (Three-person Rescue 
Team) 

Application: Procedures I, II, and III 
cannot be used. 

1. Locate the car. 

2. Open and lock disconnect tor 
stalled car and have someone in the 
stalled car place the stop switch 
in the stop position. 

3. Advise persons in the car of the 
rescue procedure. 

4. Open the hoistway door immediately 
above car (forcibly, if necessary). 

5. If oar top is 3 feet or more below 
the landing, place ladder (with 
nonskid feet) from landing to car 
top. 

6. Remove car top emergency exit cover 
and place a second ladder (with 
nonskid feet) through exit into 
car. 

7. Have member of rescue team enter· 
the car. 

8. With rescue team members stationed 
in the car, on top of car, and at 
the landing, use a safety belt to 
move the passenger from the car to 
the landing one at a time. Give 
priority to passengers who may need 
medical attention. 



Operation and MainteDaDoe ot Real Property 9-203 

SBC!IOII 9 

BLBC!RIC&L SYSTEMS 

9-1 BDILDDG SERVICE 

9-101 UTILITY COMPAHY CORTACTS 

The building manager shall maintain 
liaison with the electric utility 
company. This liaison is essential to 
utility conservation and the management 
functions set forth in this handbook. 

9-102 PROCEDURE FOR OBTAIRIBG 
OR CBDGIRG UTILITY ·SERVICE 

Procurement of utility services shall 
be made in accordance with the proce
dures prescribed in the Postal Con
tracting Manual, Publication 41, 
using GSA area-wide utilities contracts 
when available (see PCM 5-604). 

9-103 UTILITY RATES ARD BILLS 

It is the responsibility of the 
postm~ster or designated building 
manager to determine that all building 
elec.trical power is being purchased 
under the most. favorable utility rate. 
A copy of each building's monthly 
electrical bill shall be routed through 
the building manager's office. This may 
be a copy of the bill rendered to the 
divisional finance office.· When needed, 
the building manager shall request 
technical assistance from the 
divisional office. 

9-1 Oll ELECTRICAL DEROY COSTS 

Electrical energy costs for a specific 
building depend primarily on the level 
of lighting, the use ot air
conditioning, the type of building 
occupancy, and the hours of use of the 
building. The procedures for evaluating 
electrical utility cost are in HBK 
MS-49. 
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9-2 HI.IITBR.&ICI .AID REPAIR 
RIQUIUMIIITS 

9-201 MAII'l'DDCB 

Maintenance and servicing or electrical 
systems and equipment shall be in 
accordance with the prevent! ve main
tenance guides in Section 13 ot this 
handbook and HBK MS-28, Maintenance ot 
Electrical Switchgear. The "Standard 
Work Practices - Electrical Equipment" 
in Appendix 9-A of this section shall 
be carefully reviewed and understood by 
all personnel performing maintenance 
on electrical equipment. Also, the 
proper performance of this maintenance, 
while at relatively infrequent inter
vals, is essential to the sa:fety or the 
building and its occupants. If 
performed by contract maintenance, 
incorporate these maintenance guides, 
instructions, and checkpoints in the 
contract specification. Work speCified 
in Guide E-29 may be beyond local 
capability and should be contracted as 
necessary. 

9-202 CODE REQUIREMENTS 

The National Electrical Code shall be 
.., used as the minimum safety reqUirement 

tor any electrical modifications per
formed by the USPS or contract 
personnel. It is the building manager's 
and each electrician's responsibility 
to see that existing violations of the 
code are corrected. 

9-203 CONTRACT WORK 

The building manager shall use Short 
Form Specifications, HBK RE-10, tor 
electrical repair or improvement work 
contracts under $2,000 whenever the 
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provisions of the specification are 
applicable. 

9-20- WORK OH SYSTEMS AND 
EQUIPMENT 

Unless specifically authorized in 
writing by the Office of Maintenance 
Management, no USPS employee shall 
perform work on· any energized power 
circuit where the voltage-to-ground 
exceeds SOV. This does not preclude 
testing performed by qualified 
electricians. If special conditions 
prohibit the deenergizing of the lines 
or equipment, the job shall be 
contracted. (See Appendix 9-A for minor 
exceptions.) Before working on 
deenergized lines and equipment, the 
electricians shall padlock the switch 
in an open position and personally 
attach to the opened switch Form 4811, 
Low Voltage Equipment Lockout Tag, or 

·Form 4812, High Voltage Equipment 
Lockout Tag. Two or more electricians 
experienced in high-voltage work shall 
be present at all times when work is in 
progress if the voltage of the systems 
or equipment being worked on exceeds 
600V. (See Appendix 9-A.} 

9-205 LOCKING OF ELECTRICAL 
SPACES 

All switchgear rooms, substations, 
transformer vaults, and switchboard 
1 oca ti ons shall be partitioned off and 
locked. Distribution panels and wire 
closets shall also be locked. Keys to 
these panels and closets may be 
furnished to authorized occupants if 
switching of lights or agency equipment 
must be done from these locations. 

9-206 ELECTRICAL WIRE CLOSETS 

No material or equipment may be stored 
in these closets. All panel, wire 
trough, trench, and junction box covers 
must be replaced immediately when work 
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is completed. Cleanliness of these 
spaces is the responsibility of the 
properly trained building services and 
building equipment personnel. 

9-207 GROUND PRACTICES 

All noncurrent-carrying metal parts of 
the electrical system, including 
conduits, pull and junction boxes, 
switches, panelboards, switchboards, 
lighting fixtures, motors, generators, 
controllers, switchgear, and trans
formers, shall be properly and 
adequately grounded in accordance with 
the National Electrical Code. If eqUip
ment is not grounded or is improperly 
grounded, the building manager shall be 
notified. The purpose of an eqUipment 
ground on electrical apparatus or 
equipment is to minimize pe·rsonnel 
shock hazard by restricting the voltage 
which may appear on noncurrent-carrying 
parts of electrical equipment in the 
event of fault. 

9-208 IDENTIFICATION OF CABLES 
AND EQUIPMENT 

Switches and circuit breakers shall be 
permanently marked for quick and easy 
identification of circuits or equipment 
supplied through them. All lead-covered 
cables, regardless of voltage, shall be 
marked with nonferrous metal tags 
stamped with the feeder or circuit num
ber. These tags shall be placed on all 
cables in manholes, junction boxes, and 
other exposed points where they enter 
and leave cable shafts and cable rooms. 
Panelboard directories shall be typed 
and placed in all branch circuit panel
board cabinets, and shall identify the 
room and type of equipment. These 
directories must be kept current. 

9-209 HIGH-VOLTAGE DUCT 
IDENTIFICATION 

All underground high-voltage ducts 
within the building shall be marked 
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. 
with ·an orange strip applied to the 
tloor surface and the words "Danger
High , Voltage" shall be stenciled at 
10-toot intervals. The lettering shall 
be black and at least 2 inches in 
height. Bigb-vol tage ducts encased in 
concrete and run in attica, basements, 
or vertical shafts must be painted 
orange, and marked with the words 
"Danger-High Voltage" applied as above. 

9-210 PIPIBG IB BLICTIICAL 
ROOMS 

No water, steam, vent, or drain pipes 
are permitted in any transformer vault, 
switchgear, switchboard, or computer 
room. Any such piping currently exist
ing within these rooms which would be 
prohibitive in coat to remove, must be 
enclosed with a suitable watertight 
sheath to carry any liquid to the out
side of the room or vault. 

9-211 IISUL.lTIBG MlTS 1IID 
GLOVES 

Rubber insulating gloves are not 
authorized except as specifically 
required by circumstances identified in 
Appendix 9-A. If insulated gloves are 
present in the facility, they shall be 
maintained in good· condition and be 
caref'uJ.ly inspected before each use. 
The gloves shall be sent to a certified 
testing facility annually tor testing 
and certification. At no time will 
gloves that have failed certification 
be allowed to remain in the tacili ty 
tor any purpose. Insulated mats shall 
not be permanently placed at any elec
trical panel or enclosure. If mats are 
maintained in any USPS facility, they 
shall be stored in a protective tube, 

. inspected carefully before each use, 
and tested by a certified testing 
facility annually. All service con
tracts for high-voltage systems shall 
require the contractors to provide 
their own safet~ equipment. 
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9-301 

9-212 POIT.I.BLB MIT.I.L LJ.DDBBS 

Portable metal ladders shall not be 
used where there is a possibility of 
the ladder becoming energized from 
electrical circuits, equipment, or 
apparatus, or where the metal ladder 
may become an accidental ground for the 
workman on the ladder. 

9-213 VIRIHG DIAGRAMS AND 
SCBBIUTICS 

The building records should contain 
as-bUilt diagrams and schematics. The 
accuracy of the drawings should be 
checked by personnel having knowledge 
of electrical equipment. If the draw
ings are not on file, and copies cannot 
be obtained, new drawings will have to 
be made. If an electrical eqUipment 
survey is to be made by service 
contract, provisions should be made in 
the contract for drafting new or ' 
revised drawings. The drawings will 
have sufficient identification of parts 
and control relationships to allow 
troubleshooting in case of breakdown as 
well as planning preventive maintenance 
procedures and sequences. Any 
subsequent electrical modification of' 
the building or building equipment will 
be accompanied by sui table drawing 
revisions. The scope of a new 
electrical contract shall include 
update of electrical drawings and new 
calculations with the additional load 
included. 

9-3 DISTRIBOTIOI SYSTEMS ARD 
FACILITIES 

9-301 liLOWATT-BOUR SUBMETERS 

K1 tchen and cafeteria power, refrig
eration units of 200 tons or more, and 
electronic computer systems, including 
the computer ventilation and refrig
eration, must be submetered. 'Whenever 
any change to this equipment is made, 
care shall be taken to include all 
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equipment in these categories on 
metered circuits. A monthly recording 
ot cafeteria and· kitchen power and com
puter sy'stems submeter readings shall 
be kept. The operating engineer is 
responsible for keeping a monthly 
record of refrigeration submeter 
readings. The records are to be used 
tor billing other occupants and the 
cafeteria operator, and in control of 
energy usage. 

9-302 METERS, RECORDEBS, 
DIDICJ.TORS, DD 
SUPERVISORY DEVICES 

All devices of this type were installed 
to aid in the operation and maintenance 
of the building. They shall be kept in 
good operating condition. 

9-303 BIGB-TDSIOI SYSTEMS 
AID EQUIPMDT 

9-303.1 BeapoDaibilitr 

In most locations, the maintenance and 
servicing of the primary electrical 
service to buildings operated by USPS 
is the responsibility of the local 
power company. Where USPS has the 
responsibility, Headquarters Office of 
Maintenance Management should be con
tacted for procedures governing the 
operation of high-voltage equipment, 
the steps to be taken when clearing and 
restoring high-voltage units on all 
supply feeders and network systems, and 
special instructions for specific 
installations, as required. 

9-303.2 Inatruotiona and 
Prooed.urea 

Headquarters instructions on clearing 
and restoring high-voltage units 
together with one-line schematics shall 
be posted in each switchgear room and 
vault. The drawings shall be black line 
on white background and shall be pro
tected to prevent vandalism or normal 
degradation. Two qualified people shall 
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be present whenever maintenance or 
switching of high-voltage equipment is 
being performed, one to check the work 
of the other. In the event of a fire or 
similar emergency, necessary switching 
operations may be performed by one 
qualified person. Unqualified personnel 
shall not be permitted to work on 
high-voltage equipment. Admittance to 
spaces housing this equipment shall be 
limited to qualified personnel only. 
The telephone number of the utility 
company dispatcher shall be mounted, 
visible to the telephone in all switch
gear rooms and transformer vaults. The 
service must be locked in a deenergized 
position and a Form 4812 placed on the 
disconnect device control before any 
work is performed. 

9-3011 TRUSFORMERS ARP 
TRARSFORMBR VAULTS 

Liquid-cooled transformers installed 
inside buildings must be provided with 
a concrete curb not over 8 inches in 
height and of such size that it will 
contain all liquid in the transformer. 

9-305 BRANCH CIRCUIT PAIILBOARDS 

When panelboards are installed or 
replaced in a building, they shall be 
ot the automatic circuit breaker type. 

9-306 FUSE-TYPE BRANCH 
CIRCUIT PAHELBOARDS 

This type of branch circuit panel board 
shall not be installed in USPS-owned 
and -operated buildings. Fuse-type 
branch circuit panels are susceptible 
to overfusing and this creates a fire 
hazard. Most fuse or switch and fuse
type panels have a low interrupting 
current capacity. 

9-307 BRANCH CIRCUITS 

No branch circuit rated less than 20A 
shall be installed for general use. 
Branch lighting circuits of 120V must 
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generally be designed tor 1400W of 
connected load. Connected lighting load 
on 277V lighting circuits should not 
exceed 3200W. Generally, a maximum of 
eight duplex receptacles should be 
connected to one circuit. Home runs to 
panel boards should not be run through 
outlet boxes for switches. 

9-308 COIVBRIBICB OUTLETS 

The USPS has the responsibility to 
furnish outlets needed for normal 
office activity in space it provides, 
and also when required because of moves 
ordered by the USPS. Normal requirement 
is interpreted to be one duplex outlet 
for 80 to 1 00 square feet of space 
since this is the usual amount of space 
allowed per occupant. Only grounding 
type duplex receptacles shall be 
installed for new convenience 
receptacles or when replaCing existing 
receptacles. Receptacles shall be 
installed in acco'rdance with all 
National Electrical Code reqUirements 
and shall be mounted approximately 12 
inches above the floor when installed 
on walls and partitions. 

9-309 POWER 1KD COIVERIENCB 
OUTLETS FOR MAIHTBJIOCE 
YB. 

Wire closetSif mechanical equipment 
,' rooms, electrical equipment rooms, 

transformer rooms, switcbge~r rooms, 
elevator hoistways and pits, conveyor 
and escalator landings, satellite 
shops, and outside custodial storage 
areas shall be provided with special 
power outlets. 

9·310 POWER CABLE TESTIRG 

Periodic high-val tage testing of power 
cables is not reqUired. In the event of 
a switchboard or switchgear failure and 
subsequent testing and repair, testing 
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ot the power cables is recommended as 
part of the restoration. Cables should 
be maintained clean and dry, and be 
protected from mechanical damage. 

9-310.1 One-time high-voltage testing 
may be performed it: 

a. There is suspected fault or leakage. 

b. There has been mechanical damage to 
the cable. 

c. A cable is newly installed or is 
being returned to service atter a 
long period of nonuse. 

9-310.2 When it is determined that 
this is necessary, only the DC step.. 
voltage insUlation-testing method shall 
be used. This testing shall be 
contracted to nationally recognized 
testing companies with experience, 
equipment, and expertise to properly 
perform the test. Improper testing can 
result in damage to the cables. 

9-311 BQUIPMDT GBOORD 

The electrical ground to which eqUiP
ment is attached should be checked for 
low resistance with respect to the 
building ground system. Maximum resis
tance, as measured with a wheatstone 
bridge or other low-resistance measur
ing device should not exceed 5 ohms and 
preferably should be less than 2 ohms. 

9-312 TBERHOGRAPBIC SURVEY 

Many electrical testing contractors 
offer special temperature surveying of 
electrical equipment. Infrared cameras 
are used to view the equipment and show 
hot spots. These hot spota identify 
poor connections and overloaded eqUiP
ment. This is a reliable, quick method 
and should be utilized. 
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9-.\01 FIBB J.L.UH SYSTEMS 

Fire alarm systems are installed to 
alert occupants and responsible persons 
to a potentially dangerous condition 
and to permit evacuation of the 
building. Fire alarm systems are or two 
varieties: the manual system, which 
enables a person discovering a fire to 
call for help, and the automatic system 
which detects a fire and sounds the 
alarm. Where the fire alarm box does 
not signal a fire department or a 
continuously anned control center, a 
sign shall be posted adjacent to the 
box to instruct the person sounding the 
alarm to also notify the fir• 
department. In localities where a 
speCial sign is required by code or 
local ordinance, it shall be posted. It 
the office does not have qualified 
personnel, preventive maintenance and 
repair work on the system shoUld be 
contracted to firms who specialize in 
this kind of work. In off'ices having 
sufficient work to engage at least a 
major portion of one employee's time, 
one or more employees should be trained 
for it~ Journeyman electrician skills 
should be sufficient to keep the fire 
alarm system in proper working 
condition. All parts of t,he system must 
be kept serviceable. If a fire alarm 
system must be taken out of service for 
any reason, all key personnel must be 
informed. Form ll-707 must be displayed 
whenever any station is inoperative. 

9--02 SECURITY SYSTEMS 

Systems for security patrols are 
similar to fire alarm systems in that 
they vary from the simple key that 
punches a clock carried by security 
personnel, to the extensive system that 
is supervised at a central control 
desk. The electrical security systems 
are usually serviced by the same 

Operation ud MainteDaDoe o~ Real Propert7 

employee who services the tire alarm 
system. The circuits are similar and 
several of the principles of one apply 
to the other. 

9--'103 STOU.GI BATTERIES 

The care necessary for storage bat
teries is prescribed in HBK MS-11. 
Batteries used tor electrical 
switchgear or building alarm devices 
shall be maintained in accordance with 
preventive maintenance guide numbers 
E-5 and E-6 in Seoti on 13 and Form 
ll-815, Storage Battery Monthly Record, 
Figure 9-3. Form 4815 is used to record 
the pilot cell voltage of these 
critical batteries. 

9-5 LIGB'l'IRG 

9-501 GDEUL 

HBK HS-49 specifies the character 
or illumination, type or light source, 
lighting installation design, and 
lighting fixtures and installation 
criteria. Lighting projects for space 
not meeting the criteria should be 
included in the repair and improvement 
program. Any lighting installation by 
maintenance personnel must be designed 
and installed in accordance with the 
above standards. Lighting equipment 
will be installed to meet •criteria; 
however, all current energy conser
vation instructions will be followed. 

9-502 LIGBTIBG USE 

Incandescent lights must be turned off 
when all room occupants leave. Fluores
cent lights must be turned off if the 
room will be unoccupied for a period of 
5 minutes or more. All room lights 
should be turned off by the occupants 
at the end of the·workday. Custodians, 
security, and other personnel must turn 
lights on and off at night only in the 
immediate space in which they are 
working. 
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. 9-503 FLUOIBSCD'l' LAMPS 

Fluorescent lamps are used tor most 
indoor lighting systems. They contain 
mercury in the fluorescent powder. For 
this reason, as well as the hazard ot 
broken glass, and the tendency ot 
children to regard fluorescent lamps as 
desirable playthings, all nuorescent 
lamps must be disposed of either by 
placing them in the cartons from which 
the new lamps were taken and placing 
the cartons in the trash, or by using a 
tube crusher. 

The incandescent lamp is the least 
etticient light source, and its use 
should be limited. All incandescent 
lamps used in a space where the seeing 
task is critical must be rated at the 
normal circuit voltage. Stairways, 
elevator hoistways, and lighting in 
these areas must be retrofitted to a 
more efficient system. 

9-505 GROUP DPLACBMBIT 

Follow the group replacement and light
ing maintenance procedures in 
HBK MS-3 9. The time allowance for 
washing and cleaning light :fixtures is 
included in HBK MS-47. 

9-506 STAIRWAY I CORRIDOR, 
RIGHT I AID EXIT LIGHTS 

When lights are connected to emergency 
lighting panels, no other type of 
lighting and power loads may be 
connected to those circuits except 
receptacles plainly identified as being 
on emergency Circuits, which may be 
installed :for portable emergency light
ing units as described in 9-507. 

9-507 EMERGBHCY LIGHriiG OBITS 

An emergency lighting unit, which will 
turn on automatically when normal 
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building power fails, must be installed 
in each transformer room, switchgear 
room, control center, important machine 
room, stairwell, and other special 
areas designated by the building 
manager, provided that emergency panel
boards are not supplied :from separate 
emergency service feeders or trom emer
gency power generators. This unit must 
conform to the current Federal specifi
cation and is on yearly Federal supply 
contracts. 

9-508 BALLASTS FOB FLUOIBSCIIT 
Pirl'UIBS 

All ballasts in new :fluorescent 
fixtures, all ballasts installed as 
replacements, and all ballasts in 
existing flush-mounted fixtures in 
contact with fiberboard or other 
combustible materials must be thermally 
protected, automatic resetting. Where 
electronic or carrier frequency clock, 
program, or alarm systems are imposed 
on the lighting circuits, the ballasts 
must be ot a type which will not 
adversely affect the operation o:f these 
systems. 

9-6 ILBC1'RIC POWER JliDUCTIOil PLB 

9-601 IRTIODUCTIOH · 

Part 1 ot HBK MS-49 requires that 
a plan or action be developed to deal 
with electrical power shortag~s, whiCh 

. usually occur during the summer months, 
in midatternoon, on very hot, humid 
days. Rather drastic measures may be 
required by all users to prevent 
blackouts. 

9-602 IESPOISIBILITI 

The USPS building manager is respon
sible for developing a plan for use in 
each building under USPS control where 
reducing the electrical load can con
tribute to alleviating the local power 
shortage. 
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9-603· 1J!II.rriBS CORSBIYATIOR 

·An integral part ot the electric power 
reduction plan will be the utilization 
and conservation techniques contained 
in BBE MS-49. Particular attention 
should be gL ven to the reduction ot 
refrigeration compressor loads tor air
oondi tioning and the maximum use ot 
outside air to maintain reasonable 
interior temperatures within the 
building. This is especially true when 
the occupants are made aware ot. the 
tact that these condi tiona are 
temporary in nature and that a return 
to normal will be made when normal 
power can be restored to the building. 

9-60- BASIC IIPO!Hl!'IOK IEBDBD 

9-60-. 1 General 

The electrical-mechanical equipment 
which can be shut down, or whose elec
trical requirements can be materially 
reduced, must be identified. This 
eqUipment includes both building and 
mail handling eqUipment under opera
tional control of the USPS and 
equipment under the operational control 
of the tecants. 

Examples of such eqUipment are: refrig
eration compressors; supply and exhaust 
fans; exterior, corridor, and general 
lighting. 

EqUipment such as conveyors, sorters, 
etc. , are large power users and essen
tial to the operation. However, their 
operating time can often be reduced by 
shutting down when not actually in use 
or by rescheduling operations to less 
power-critical times. Also, lighting 
can be reduced in areas where no one is 
working. 
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9-601 

Examples of tenant equipment are: ADP 
equipment, copying machines, special 
purpose air-conditioning units, con
ference rooms and associated equipment 
such as projectors, and office light
ing. 

9-605 OCCUPAIT COOPBIATIOI 

The head ot eaCh tenant organization, 
or appropriate local contact person, 
shall be advised o:f the need for such a 
plan, and that person's full coopera
tion solicited. It is most important 
that each tenant identify what 
eqUipment can be shut down and what 
equipment can have its electrical load 
materially reduced. Specific locations 
and the number of' light fixtures 
which can be turned ott are to be 
identified. 

9-606 SUMKATIOI OF ELECTRICAL 
LOAD REDUCTIOH 

A summary of the building and tenant 
equipment referenced above must be pre
pared, showing the approximate kilowatt 
rating for each item of equipment, and 
the total of all eqUipment. In this 
manner the total electrical load which 
may be reduced can be approximated. The 
priority or sequential order or equiP
ment shutdown must be clearly indicated 
and followed when the plan is placed in 
action. 

9-607 D'fiLITY COKPAIY CORT!CT 

The USPS building manager must contact 
each electric company serving the 
bUildings under the manager's adm.inis
trati ve control and inform them of the 
arrangements to reduce the electrical 
loads therein should such reduction 
become necessary. Any agreements and 
all procedures resulting from these 
arrangements are to be confil"'Dled in 
writing and approved by the divisional 
office. Electrical loads should not, 
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however, be reduced unless so requested 
by an authorized representative of the 
local utility company. 

9-608 CORTIOL POIIT 

Each field office shall establish a 
control point for the purpose of coor
dinating any requests tor reduction of 
electrical power. Generally this con
trol point will be in the building 
manager's office. However, the 
divisional office may designate a 
central control point for metropolitan 
or other areas where there are several 
USPS facilities. The purpose of the 
control point is to ensure the orderly 
flaw of requests for electrical power 
reduction and the efficient execution 
of the established plan for such 
reduction. 

9-609 POWER RBDUCTIOif 

Upon receipt of request for electrical 
power reduction, the building manager, 
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or other designated central control 
point, shall initiate the planned 
course of' action and reduce electrical 
loads accordingly. The bead of each 
tenant organization, or local agency 
contact person, shall be advised as to 
the time such reduction will be made, 
the expected duration, and the items of 
building or tenant eqUipment that will 
be shut down or whose usage will be 
materially reduced. 

9-610 RESTOU.TIOH OF SERVICE 

Upon receipt of information from the 
local electric company that normal 
power will be restored, a systematic 
restoration of power should be initiat
ed. This will prevent sudden surges of 
power with possible tripping of circuit 
breakers. Therefore, each item of 
equipment which has been shut down, or 
whose load has been reduced, will be 
returned to normal service in a cyclic 
manner as determined by the building 
manager or the central control point. 

MS-1, TL-4, 11-3G-86 
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APPIIDI.I 9-.l 

GBIBJW. GUIDI FOB BLBCTIICAL 
111UIPMBI'l IU.DTBIAICI 

1. STJJll)AJD VORl: PRACTICES -
ELECTRICAL BQUIPMBRT 

a. Basic Requirements 

USPS employees may not work on 
circuits or equipment unless it 
has first been deenergized. If 
special conditions prohibit the 
deenergizing of the circuit or 
equipment, the job must be con
tracted to a public utility or 
other firms having the specially 
trained, experrenced, and 
equipped personnel to perform the 
work safely. However, USPS 
employees may work on energized 
circuits when: 

(1) Line-voltage, current, and 
similar tests are made by 
experienced electricians with 
proper instruments. 

(2) The cutting lines are 
necessary in an emergency 
where there is no other means 
of disconnect, and proper 
emergency equipment is used. 

(3) Fuses are replaced by means 
of proper fuse pullers in 
Circuit of 150V or less. 

(4) Low-voltage switching and 
disconnecting are performed, 
or high-voltage switching and 
disconnecting are performed. 
For purposes of electrical 
equipment maintenance, low 
voltage is less than 600V 
and high voltage is 600V 
or higher. 

(5) Contract personnel are not 
obtainable in special situ-
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ations, and it is necessary 
to maintain power on the. 
system. In such situations, 
the building manager author
izes each job individually, 
and the following precautions 
must be observed: 

(a) All work is performed by 
qualified personnel who 
are familiar with the 
National Electric Code 
and other applicable 
codes. 

(b) All energized parts and 
personnel are effectively 
guarded by the use of 
protective equipment, 
such as rubber gloves, 
rubber blankets and floor 
mats, hotline tools, 
switchsticks, and testing 
and grounding devices to 
protect persons or 
objects from harmful 
contact. 

(c) All protective equipment 
provided for use on ener
gized lines or equipment 
is periodically examined, 
tested, and kept in a 
sate condition. Safety 
glasses must always be 
worn when working on 
energized circuits. 

b. Locking and Tagging 

(1) No person or crew may perform 
work on or close to a circuit 
until: 

(a) The circuit is properly 
deenergized. 
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(b) Each person working on 
the job has signed and 
personally locked the 
switch open and attached 
completed FoMD 4 811 , Low 
Voltage Equipment 
Lockout Tag, or Form 
4812, Hish Voltage 
Equipment Lockout Tag. 
A locking device (NSN 
5975-00-000-4495) is 
available from WASC. This 
device allows up to six 
padlocks to be used. The 
placing and removing of 
these tags cannot be 
delegated to any person. 

(c) Each person has personal
ly tested the circuit at 
the point of work to 
positively ascertain that 
the circuit is dead. 

NOTE: Circuit breaker trip indicators 
are not assurance that a circuit 
is deenergized. A visible air 
gap such as an open disconnect 
switch must be present prior to 
working on any high-voltage 
circ~t. 

(d) All precautions are taken 
to prevent accidental or 
premature energizing of 
the circuit. 

(2) The tags indicated above must 
remain in place until removed 
by the persons who attached 
them. 

(3) No person may close a switch 
until all "Lockout" tags have 
been removed by the persons 
who attached them. 

(4} The look may not be removed 
by anyone except the person 
who placed it there and not 
until all persons are clear 
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ot the circuit and all 
"Lockout" tags have been 
removed. 

(5) In the event that the worker 
is unavailable or unable to 
remove the tag and lock, and 
emergency or extenuating cir
cumstances req u:t.re that the 
circuit be restored, the tags 
and locks may be removed only 
by that worker's next direct 
supervisor. The supervisor 
must make sure that all of 
the work-crew members are 
removed from the circuit and 
clear and that the circuit is 
clear. The supervisor must 
also confer with and obtain 
agreement from the USPS 
building manager or post
master before removing these 
tags and locks. 

c. Precautions Before 
Beginning Work 

( 1) Each employee must be famil
iar with the equipment to be 
worked on and must understand 
and follow tbe supervisor's 
instructions concerning the 
work to be done. 

(2) A complete survey of existing 
hazards must be made and all 
necessary precautions and 
safeguards taken to provide 
for self-protection and the 
protection of other workers 
and equipment. Employees must 
consult with their supervisor 
when in doubt concerning 
proper safety measures. 

(3) Safeguards such as danger 
signs, roped-off space, and 
barriers to protect others 
must be used where the nature 
or the work requires it. 

MS-1 ' TL-11' 11-30-86 . 
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· ( 4) No work may be done near 
high-voltage lines, cables, 
or apparatus until specific 
safety instructions are 
obtained from the supervisor. 

(5) No electrical apparatus of 
any kind may be cleaned 
until the equipment is 
deenergized and out of 
service. 

2. PROTEC!IVB RELAY M.lDTBIAICE 

a. Application 

Protective relays normally 
operate high-voltage ( 600 V or 
above) circuit breakers. The 
relays are designed to sense 
abnormal conditions and usually 
have a time-delay characteristic. 

b. Maintenance ReqUirements 

Preventive maintenance guides 
have been prepared for the types 
of relays that are normally found 
in buildings. However, because of 
the various types and models 
used, the manufacturer's 
instructions for each relay are 
absolutely essential for proper 
maintenance. 

c. Maintenance Records 

Records of relay maintenance, 
including test results and set
ting, must be maintained with the 
preventive maintenance records. 
The contractor may furnish these 
records on his forms. 

3. CIRCUIT BRE.ADRS 

The Prevent! ve Maintenance Guide for 
the various types of breakers specifies 
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the required maintenance and test. The 
manufacturer's instructions should 
always be referred to for specific 
information on each breaker. Breaker 
settings may not be changed from the 
original settings without an engineer
ing evaluation. The curves from coor
dination studies should be used when 
available. 

ll.. ACCOMPLISBMDT OF VORl 

The cost to equip a shop to perform all 
of the tests specified on the electri
cal equipment guides would be in excess 
of $150, 000. A very high degree of 
technical expertise is also essential. 
Consequently, most of this work is 
beyond the scope of the field office. 
Also, few offices have a work load con
centration large enough to justify 
undertaking all of the work with postal 
employees. There are a number of com
panies that perform this type of main
tenance by service contracts. Contracts 
should be awarded in accordance with 
existing reqUirements. The preventive 
maintenance guides are used as specifi
ca tiona and the required test records 
are completed by the contractor. Care 
must be taken to-" assure that the con
tractor has the technical competence to 
perform the work as specified. 

5. SCHBDULIIG 

All work must be scheduled at least 
4 weeks in advance and coordinated with 
operating personnel so that the 
deenergized circuits will have the 
least effect on the operation. Work is 
scheduled on evenings and weekends when 
necessary. 

6. RECOBDS 

Maintain records in a permanent file of 
test results for all electrical equiP
ment. 
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SBC!'IOR 10 

BB.&.TDG, 1BI!D.1TIRG, All) 
AII-COIDITIOIIIG SIST.IMS 

1 0..1 OPBI.lTIOI, JU.DITIIAICB, 
AID IIP.lii 

1Q-101 OPBU.TIOI 

The operation of heating, ventilating, 
and air-conditioning equipment must 
comply with HBK MS-24, Heating, 
Cooling and Ventilating. The energy
conservation procedures specified in 
HBK MS-49 must also be followed. 

1 D-1 02 MAIITEBAICB 

Preventive maintenance guides tor heat
ing, ventilating, and air-conditioning 
equipment are in Section 13 of this 
handbook. Sample checklists are also in 
Section 9 or HBK MS-24. Use these 
guides, checklists, and the manu
facturer's instructions to develop a 
specific preventive maintenance 
checklist for each item or equipment. 

1 0..1 03 HOURS OF OPBUTIOI 

Generally, the heating and air
conditioning equipment serving office 
areas is turned off when the occupants 
leave and turned on in time tor the 
building to be comfortable when the 
occupants arrive. In postal workrooms 
or other areas that are occupied beyond 
normal hours, heating and air
conditioning are provided only for 
areas which are occupied. A written 
procedure must be prepared for each 
building specifying the hours of 
operation for the heating and air
conditioning eqUipment, depending on 
the outside temperature and the ability 
of the equipment to bring the building 
within the acceptable condition for 
occupancy. 
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1 o-1 o.- lDBBIBICB TO CODES 

All maintenance, repair, testing, and 
inspection ot boilers and pressure 
vessels must conform to the applicable 
sections ot the American Society of 
Mechanical Eng:Lneers Boiler and Pres
sure Vessel Code. Plumbing must conform 
to the provisions of the National 
Plumbing Code. 

1 0..1 05 ROOM TEMPEitlTURBS 

While individual preferences vary, the 
best degree of comfort is realized with 
temperatures of 74° to 76°F and 
relative humidity of approximately 45J. 
However, a much greater range of tem
perature variation is possible without 
adverse physiological effect or unac
ceptable discomfort. Consequently, in 
order to aid in conserving our energy 
resources, deviation from the above 
ideal is necessary. Specific instruc
tions on temperature settings are in 
ASM 541, BBI MS-49, various Maintenance 
Bulletins, and Postal Bulletin notices 
which are published from time to time 
to meet constraints on energy con
sumption. 

1 0..1 06 ZOIB DD ROOM COHTROLS 

Thermostats are the final instruments 
in the control system and are often 
used for individual selection of room 
or zone temperatures. They should be 
adjusted or changed only after checking 
the operation of the air washer or 
handler. If the air-conditioning 
apparatus is not functioning properly, 
changes made to the zone or room con
trols will not be satisfactory. When a 
complaint is received from an occupant, 
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the first step in correcting 1 t is to 
check the air prQcessing unit thorough
ly. No :changes shoUld be made to the 
zone or room controls until all condi
tions are satisfactory at the air 
washer or handler. 

1 o-1 01 VAL VB SHUTOFF PRECAUTIOHS 

Shut ott and tag all valves or controls 
regulating the flow of steam, conden
sate, refrigerants, and gas before 
disconnecting piping or working on 
eqUipment. Steam, gas, and refrigerant 
lines must be carefully examined before 
proceeding with the work to ensure that 
the valves · are holding, that pressure 
is absent, and that the piping is pro
perly drained or vented. Tags· must be 
removed and service restored only by, 
or at the request of, the person who 
tagged the valves. 

1Q-108 APPBlRAICE OF MACBIRBIY 
SPACE 

It is important that machinery spaces 
be kept clean and orderly; however, the 
use of manpower to maintain a highly 
polished, or sh()Wcase appearance, is 
discouraged. Each operator is respon
sible for cleaning an assigned space 
and leaving it in a presentable condi
tion. The machinery spaces, particu
larly the floor, and the equipment in 
each space should be kept sealed or 
painted. Painting of this kind is 
performed by operating personnel as 
well as by regularly assigned painters. 
Nothing may be stored in machinery 
spaces without the knowledge and 
consent or the building manager, and 
even then storage in machinery spaces 
should be limit~d to those items that 
are used in the operation of the 
building. Operating supplies such as 
packing, lubricants, light bulbs, rags, 
and cleaners must be properly secured, 
kept in approved containers, and stored 

Operation and. MainteD&Dce of leal PropertJ' 

in accordance with all fire and safety 
requirements. 

1 0..1 09 SMOKE COHTROL 

State and local air pollution and smoke 
abatement regulations must be complied 
with in all cases. 

1G-110 COHSERYATIOR OF BBATIRG 
ARD COOLING 

Proper operating procedures will pro
vide adequate environmental conditions 
with maximum economy. Criteria and 
techniques for conservation of utili
ties are found in HBK MS-49 and HBK 
MS-24. 

1 G-111 CDTRAL CONTROL PAHELS 

Where central control panels for air
conditioning and heating systems are 
installed, they must be maintained in 
working order and fully utilized in 
operation of the building to reduce 
utility cost and operating workhours. 
When new control panels are being 
considered for facilities of 100,000 
interior square feet, or larger, the 
installation of the USPS-des~gned 
General Monitoring System shall be 
given primary consideration. If commer
cially available central control panels 
are installed in major facilities, they 
must have the following capabilities: 
stop, start, scanning, recording, 
indicating, reset, system display, and 
intercom. 

1G-2 AIR-CORDITIOHIRG 

10-201 REFRIGERATION OPERATIHG 
IE CORDS 

Maintain operating logs for all 
refrigeration machines over 100-ton 
capacity. HBK MS-49 and HBK MS-24 
contain instructions for maintaining 
these logs. 

MS-1, TL-., 11-3G-86 
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10-202 VBBB COOLIBG IS IBBDBD 

When , considerable differences exist 
betwe.en the conditions of outside air 
and those required for comfort inside a 
building, the need to provide services 
is obvious and no special guidance is 
required. However, there are days when 
the sense of comfort offered by the 
outside air is deceiving and the fol
lowing criteria . shall be used: If ·a 
building is equipped to take in outside 
air, circulate it through the space and 
exhaust it. Refrigeration is not re
quired when the wet-bulb temperature of 
the outside air is at or below design 
dew point temperature of the apparatus 
in the ~uilding. For example, if a 
building has air-conditioning equipment 
designed to operate at a dew point of 
54 0F, refrigeration is not required 
if tbe wet-bulb temperature of the 
outside air is below 54 0F. When the 
wet-bulb temperature is above the 
designed dew point temperature, ref'rig
eration may be required. Whenever 
practical, outside air shall be used 
tor cooling. Not all buildings have 
facilities to thoroughly ventilate the 
space. T.bus, a decision for or against 
the use or cooling must be made .with 
judgment based on the conditions within 
the space, the time required for cool
ing to take effect, and the time of 
day. 

10-3 BU.TIBG 

10-301 WBBH BEATIHG IS IDDBD 

It will generally be necessary to 
supply heat to a building when the mean 
temperature for the day is expected to 
be below 65°F. For our purposes, the 
mean temperature is the average of the 
values recorded for the high and low 
temperature observed in a 24-hour 
period. For example, if the minimum was 
40°F and the maximum was 50oF, the 
mean temperature is calculated to be 
45°F. 
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10.302 DBGIBB DAYS FOR BIATIIG 

Degree day is a un1 t based upon temper
ature di:ff'erenoe and time used in esti
mating fuel consumption and specifYing 
nominal heating load of a building in 
winter. For any one day when the mean 
temperature is less than 65°F, there 
exist as many degree days as there are 
degrees Fahrenheit difference in 
temperature between the mean tempera
ture for that day and 65°F. The 
number of annual degree days for the 
heating season wUl be the sum of the 
degree days for all days during the 
heating season. In the example above, 
the mean temperature is 20° less than 
650F; therefore, that day had 20 
degree days. It the mean temperature is 
over 6SOF, the heating degree days 
are zero. 

10..303 STD.M AlfD COIDDBATB METERS 

All bUildings which have steam beating 
systems should be eqUipped with steam 
or condensate meters so that the actual 
steam used tor space heating can be 
determined. All steam furnished to con
cessionaires must be metered. 

1G-30. BOILER FIRIRG IBSTRUCTIOHS 

Boiler f'iring instructions, including 
operating sequence, shall· be conspic
uously posted in the boiler room. The 
name of persons qualified to trouble
shoot boiler malfunctions must be 
listed with the firing instructions. 
Only qualified employees are authorized 
to correct malfunctions, and they must 
follow established troubleshooting 
routines. In no instance shall other 
employees attempt to manipulate the 
controls to fire the boiler. Boiler 
firing controls are designed to be fail 
safe, and manipulation of the controls 
circumventing the fail-safe feature has 
resulted in many boiler explosions. 
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1o-J& VIITIL.lTIOI 

1 o-J&01 DQUIIBMII'l'S POl MBCIWIICAL 
SUPPLI VlftiLATIOI 

The following spaces must be provided 
with mechanical supply ventilation 
(using filtered air) if the space is 
not air-conditioned: offices having an 
open window area equal to less than 5% 
of the floor area, auditoriums, court
rooms,. cafeterias, conference rooms, 
post office workrooms, private dining 
rooms, transformer and switchboard 
rooms with at least 3 00 KV A of trans
former capacity, elevator machine 
rooms, and escalator machine spaces. 
See BBK MS-49. 

1 Q-.\02 DQUIREMBllrS FOR MECIWIIC.AL 
BXB.lUST VBR'l'IL.lTIOif 

Mechanical exhaust ventilation must be 
provided in the following spaces: 
kitchens, toilets, locker rooms, inside 
garages, refrigeration machine rooms, 
post office lookout galleries, and top 
stories of nonair-conditioned buildings 
where the design dry-bulb temperature 
is above 800F. 

10..-03 VEBTILATIOB Ail QOAHTITIBS 

The following minimum air quanti ties in 
cubic feet per minute per square foot 
ot floor area must be supplied to the 
areas specified in 10-401: offices 1.5, 
post office workrooms 2.0, auditoriums 
3.5, courtrooms 2.5, cafeterias 1.5, 
and conference rooms 3.0. 

Portable electric fans may be provided 
in office space to provide air circula
tion only where the air-conditioning 
equipment cannot attain the prescribed 
temperature. If portable fans are used, 
they must either be wall-mounted at 
least 7 feet above the floor or be so 
constructed that the occupant, or 
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clothing, cannot come into contact with 
the fan blade. 

1 G-5 VATBI TRBATMEIT 

10..501 OBRBJW. 

A water-treatment program must be 
established for all circulating water 
systems that require make-up. When 
basic tests, treatment,· and chemical 
control limits have been established, 
benefits will resul. t in the form of 
reduction of maintenance costs, 
uninterrupted performance, and longer 
life or the equipment. This type of 
chemical treatment, application, 
testing, and method of control will 
vary with the location, water 
conditions, and equipment in service. 

10..502 HEW IHSTALLATIOHS 

1 0..502.1 When a new circUlating sys
tem is installed, it is customary for 
the contractor to flush the system to 
remove dirt, loose rust, and construc
tion debris. It may be necessary to 
acid clean the system or perform a boil 
out to remove mill scale, oil, grease, 
or rust from the equipment. Initially 
~gh dosages of chemicals should be 
employed to form a protecting film 
against the attack on metal or wood 
surfaces. 

1Q-502.2 Water-treatment equipment 
should be made a part of the construc
tion or alteration contract whenever 
possible, and should require a complete 
raw water analysis and internal and/or 
external treatment of the equipment 
based upon the recommendations of a 
qualified water-treatment engineer or 
chemist. Whether or not this has been 
done, the water-treatment program must 
be initiated or continued as described 
in 10-503. 

1G-503 METHODS OF TREATING WATER 

Water-treatment methods may take any of 
the following forms. All chemicals used 
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must ·meet the reqUirements of local 
codes. Local si tua tiona and econanics 
determine the method to be selected. 
All .should be seriously considered 
before a final decision is made for the 
individual location. It Methods B and C 
are used, they should be monitored 
annually by an independent laboratory. 
Additional technical guidance on water 
treatment can be found in HBK MS-24. 

a. Method A - Contract for the com
plete water-treatment service. 
Requests for such services shall be 
confined to water-treatment com
panies currently engaged in the 
water-treatment field and employing 
chemists or engineers of recognized 
competence. 

b. Method B - Contract for tes·ting 
services and supplies of treatment 
chemicals. This type of contract 
will usually include the initial 
testing and analysis of the water, 
establishing chemical limits to b~ 
maintained, and the type or basic 
chemicals to be employed. The 
contractor will supply the treat
ment; instruct the operators on 
testing, feeding, and limits; and 
make periodic checks to see that 
the system is being maintained 
properly. 

c. Method C - Contract for testing and 
analysis only. In this contract an 
analysis of the water and certain 
types of tests are to be performed 
by USPS employees. 

To request a water-treatment contract, 
a PS Form 7381, Requisition for 
Supplies, Services, or Equipment, 
must be submitted to the divisional 
office. 

10-6 INSPECTION AND TEST OF 
BOD..ERS AHD PRESSURE VESSELS 

10-601 DEFINITION OF BOILERS AND 
PRESSURE VESSELS 
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10-602.1 

10-601.1 Boiler 

A closed vessel in which heat generated 
by either the use of electrical energy 
or the combustion of fuel is used to 
produce hot water or steam. 

a. Power Boiler - A boiler in which 
steam or vapor is generated at 
pressures more than 15 psig. 

b.. High Pressure High Temperature 
Water Boiler - A water boiler 
operating at pressures exceeding 
160 psig or temperatures exceeding 
2500f. 

c. Heating Boiler - A steam or vapor 
boiler operating at pressures not 
exceeding 15 psig, or a hot-water 
boiler operating at pressures not 
exceeding 160 psig or temperatures 
not exceeding 2SOOF. 

10-601.2 Pressure Vessel 

A vessel in which the pressure is 
applied by an external source such as 
an air compressor or by the application 
of heat from an indirect source. 

10-601.3 Domestic Water Heater 

A heater which provides hot water for 
use in restrooms, cafeterias, etc. 
These heaters are usually less than 120 
gallons in capacity, operate at less 
than 1600F and the water pressure is 
equal to the domestic water supply 
pressure to the building. 

10-602 INSPECTIOH AHD TEST 
REQUIREMENTS 

10-602.1 Construction Inspection 

All boilers and pressure vessels in 
postal facilities must be constructed 
in accordance with the American Society 
of Mechanical Engineers Boiler and 
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Pressure· Vessel Code and bear the ASHE 
code stamp. The provisions of this 
handbook apply only to such boilers and 
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vessels. Boilers and unfired pressure 
vessels that do not bear an ASME stamp 
shall be replaced. 
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Figure 1 D-1. CBRTIFICATB OF PIBSSORB VESSEL DBPBC!IOM 

1 0..602. 2 Inspection·. Certirioate 

a. Form 279-A, Certificate of 
Pressure Vessel Inspection, 
Figure 10-1, is completed in 
triplicate and distributed as 
follows: 

(1) One copy posted conspicuously 
under glass near the unit. 

(2) One copy forwarded to the 
divisional office. 

(3) The original filed in the 
building manager's office. 

b. Other Certificates - When the 
inspection is performed by a State 
or municipal inspector, that 
certificate may be used in lieu of 
Form 279-A. 

c. Form 4772, Equipment 
Inventory - History Record, 
must be maintained for each boiler 
and pressure vessel. Each 
inspection, test, and repair shall 
be entered on this record. 

d. Scope of Inspection - Except as 
noted elsewhere in this part, the 
inspection for a certificate must 
include the following: 

(1) An external inspection 
including testing safety and 
control devices. 

(2) An internal inspection whP.n 
construction permits. 

(3) A hydrostatic test after 
repairs have been made which 
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may attect the strength ot the 
unit, or when in the judgment 
ot the inspector, because of 
detects noted, the test is 
necessary to assure continued 
safe operation. 

(4) The appropriate USPS inspec
tion checklist listed below 
must be completed by the 
inspector. The same inspection 
source and procedures speci
fied for elevators in Sec
tion 8 apply. 

Form 4081, Unfired Pressure 
Vessel 
Checklists 

Form 4082, External 
Checklist Cast
Iron Boiler 

Form 4083, Internal 
Checklist Cast
Iron Boiler 

Form 4084, Internal 
Checklist Fire 
Tube Boiler 

Form 4085, External 
Checklist Fire 
Tube Boiler 

e. Code Requirements - Tests and 
inspections must be conducted in 
accordance with the National Board 
Inspection Code published by the 
National Board of Boiler and 
Pressure Vessel Inspectors, 1055 
Crupper Ave., Columbus, OH 43229, 
Telephone (614) 888-8320. 

f. Air and Water Pollution Abatement -
Each boiler must be inspected and 
operated to meet the local air- and 
water-pollution abatement stan
dards. 

10..603 FREQUEHCY OF IHSPECTIOH 

The latest boiler and unfired pressure 
vessel criteria will be found in 
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1.0..607 

Management Instructions A.S-620-82-14 
and AS-620-82-12. 

The following pressure vessels are 
exempt from this requirement: 

a. Pressure vessels used tor 
transportation and storage of 
compressed gases when constructed 
in compliance with specifications 
ot the u.s. Department or 
Transportation (DOT) and when 
charged with gas, marked, 
maintained, and periodically 
requalified tor use, as required by 
appropria~e DOT regulations. 

b. Vessels with a nominal water 
containing capacity of 120 gallons 
or less for containing water under 
pressure, including those 
containing air, the compression of 
which serves only as a cushion or 
air lift pumping system. 

c. Refrigeration receivers. 

10-605 SCBBDOLIHG OF IHSPECTIOHS 

Each field officer in charge of a 
postal tacili ty must schedule inspec
tions to meet reqUirements of 10-603. 

10-606 INSPECTORS 

Inspections are made by inspectors 
certified by the National Board of 
Boiler and Pressure Vessel Inspectors, 
or by USPS, State, city, or other 
Federal inspectors with equivalent 
qualifications. 

1G-607 SOURCE OF INSPECTORS 

The suggested source of pressure vessel 
inspectors, in order of preference, 
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when qualified USPS employees are not 
available: 

a. GSA .or other Federal agencies which 
have qualified pressure vessel 
inspectors, i.e., Coast Guard, 
Navy, Corps of Engineers, 
Department of Labor, and Bureau of 
Mines. 

b. Municipal or State code-enforcing 
authority which inspects pressure 
vessels in private facilities. When 
arranging for these inspections, 1 t 

Operation ud MainteDaDoe o~ leal Pl'opertr 

must be clearly understood that the 
Postal Service will not relinquish 
sovereign immunity. The inspection 
is performed as a service and ~ill 
not obligate the USPS to comply 
with local licenses or code 
requirements beyond the national 
standards. 

c. Private engineering consultants, 
mechanical contractors, or 
insurance companies which have 
qualified pressure vessel 
inspectors. 

MS-1, TL-., 11-3G-86 
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.SIC!IOI' 11 

PLUHBIIG AID SBIIBUGI SYS'l'BMS 

11-1 PIPDG SISTBMS 

11-101 CODE RBQUIIBMBR'l'S 

All piping in USPS buildings must con
form to the provisions of the National 
Plumbing Code; and, in the case or gas 
piping and equipment, to the standards 
established by the American Gas Asso
ciation and the National Fire Protec
tion Association (NFPA). 

11-102 PIPIIG IDBITIFICATIOH 

All piping in USPs-owned buildings must 
be coded and identified as specified by 
ANSI A 13. 1 • This may be done by putting 
colored bands at each joint, turn or 
every 50 feet ot open straight run. The 
color requirements are as follows: 
YELLOW tor gas piping, ORANGE for steam 
and bot water piping, GREEN for chilled 
water and nonhazardous materials, and 
RED tor fire lines and sprinkler 
systems. The stencil designa tiona and 
tag designations specified must also be 
used. See Figure 11A-1 for the ANSI 
scheme for the identification of piping 
systems. Those facilities that have 
complied with the .Previous standard 
need not change their present coding. 

11-103 PIPING LAYOUTS 

A piping layout of the various piping 
systems in a building must be kept in 
the building manager's office and 
copies should be furnished to the 
supervisor responsible for the piping. 
Generally, layouts of this type are 
furnished by the designers when new 
buildings are being built. In older 
buildings, the layouts may have become 
misplaced or out or date. If this is 
the case, the building manager's office 
must provide them and keep them up to 
date if any changes occur. If no draw
ings are available, the divisional 
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office should be consulted to determine 
required action, depending on 
circumstances. Simple schematic 
one-line drawings with appropriate 
symbols on plans are sufficient, 
provided they show the relative 
location of the valves controlling 
service to the principal subdivisions 
within the building (such as a wing, 
floor, or section). Valves serving 
these functions in all the various 
piping systems must be clearly 
identified by a sign visible from the 
floor and permanently mounted near the 
valve or hung from it. Use white 
letters on a colored background which 
should be the same color as used for 
piping identification (see 11-102). 

11-104 PIPIIG LBAIS 

Loss of water from leaks can cause 
serious waste. A 1 I 8-inch diameter 
opening allows a loss of 120,000 gal
lons or water per month and a 1/4-inch 
diameter opening can account for a loss 
of 360,000 gallons per mo·nth. Waste 
benefits no one; therefore, proper· 
attention shall be given to the piping 
systems to assure that no avoidable 
losses of this type will occur. 

11-105 CROSS COHHECTIOHS 

A cross connection is a direct or 
indirect connection. permitting waste, 
sewage, or undrinkable water to flow 
into a potable water supply. Direct 
connections consist of continuous 
connections leading nonpotable water 
into drinking water. Indirect connec
tions consist of gaps of air spaces 
across which nonpotabl e water can be 
sucked or blown. Of the many different 
types of cross connections, the most 
prevalent are: back siphonage of 
polluted water due to a submerged 
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orifice on the water supply to a fix
ture, failure to maintain the correct 
air gap on faucets to a fixture, and 
flexible' hoses attached to the water 
supply piping and long enough to dangle 
into polluted water. Maintenance of the 
proper air gap on faucets supplying bot 
and cold water to fixtures is essen
tial to prevent cross connections. The 
faucet outlet should be high enough 
above the flood level of the rim of the 
fixture so that if the pressure in the 
water supply line is reduced at the 
same time that the fixture is obstruct
ed and floods to the rim, there is no 
danger of the waste water being sucked 
up into the potable water supply line. 
Reduced-pressure backtlow preventers 
must be installed on all domestic water 
supply lines connected to all systems 
using toxic chemicals (boilers, 
chillers, etc. ) to prevent the possi
bility of contaminating the domestic 
water supply .. 

11-106 VACUUM BRBAIBRS 

Any faucet to which a hose can be 
attached, or fixture which has a sub
merged orifice shall not be installed 
unless it is eqUipped with a vacuum 
b~eaker. The vacuum breaker, when 
mounted in the water supply line, 
maintains a safeguard on the possi
bility of cross conneption by pre
venting back siphonage. One type 
contains a movable flap-type valve 
which closes if there ia a pressure 
reduction on the inlet and prevents the 
siphoning of water into the supply 
piping. A vacuum breaker should be 
installed on all general fixt urea 
requiring a submerged flushing device 
under the flood rim of the fixture. 

11-107 VALVES 

Valves must be installed on cold water, 
hot water, and hot-water-return circu
lating mains, to permit a section of a 
building to be shut off without dis
turbing the services to other parts of 
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the building. A shutoff valve located 
close to the main must be installed on 
each branch connection off the main. A 
valve must be installed on the supply 
to each toilet room where the riser 
supplies more than one toilet room, and 
on the connection to each hydrant, lawn 
faucet, etc. All valves should be 
operated to full open and closed at 
least once a year to prevent "frozen" 
valves. 

11-108 DRAIH TRAPS 

The water in the traps of floor drains, 
shower drains, etc. , that are used 
infrequently may evaporate and allow 
the entrance of sewer gas. The water 
should be replaced occasionally to 
avoid this condition. 

11-109 SPRIHKLER SYSTEM TYPES 

11-109.1 The Wet-Pipe Sprinkler 
Syat• 

The wet-pipe sprinkler system is the 
simplest and most effective for the 
general control of usual fires. The 
system is connected to an adequate 
water supply and the piping is filled 
with water. A water-flow device or an 
alarm valve is incorporated in the 
system to sound water-now and fire 
alarms. 

11-109.2 Standard Dry-Pipe System 

The standard dry-pipe system is a 
modified form of the wet-pipe system, 
with a dry-pipe valve replacing the 
water-now device or alarm valve, and 
air pressure substituted for water in 
the piping. The air pressure keeps the 
dry-pipe valve in the closed position 
and prevents water from flowing into 
the piping where it might freeze. When 
a sprinkler head opens, the air pres
sure is released and perrni ts the dry
pipe valve to operate, which in turn 
allows the water to flow to the 
sprinkler heads .. 
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11-109.3 Deluse Sprinkler Srat .. 

A deluge sprinkler system is a special 
type of automatic dry-pipe system, 
having open or unsealed heads installed 
in the piping arrangement and equipped 
with automatic and auxiliary manual 
controls. This type of system is in
stalled only in occupancies where flash 
fires are likely to occur. 

11-109.• Preaotion Sratema 

Preaction systems are designed and 
installed similarly to deluge systems, 
except that standard sealed type heads 
are used. Heat-actuated controls oper
ate riser valves to permit water to be 
available at the sprinkler head before 
there is sufficient heat at the head to 
cause it to fuse. 

Figure 11-1 

11-2 Firl'UBBS AI'D BQUIPMIIT 

11-201 DRIBIIG FOOITAIIS 

Before repairing a unit, particularly 
one which is more than 10 years old, an 
evaluation should be made to determine 
whether 1 t would be more economical to 
dispose of the unit and purchase a new 
one. Wall-hung fountains shall be used 
when replacing, or when adding, new 
fountains, if' it is practical to do so. 
See BBK RE-4. 

11-202 TOILET FIXTURES REQUIRED 

Separate toilet rooms are provided for 
men and women, except that a single 
room with one water closet and one 
lavatory is adequate in buildings where 
fewer than five people are employed. 
The number of fixtures reqUired is 
based on the maximum number of 
employees at peak periods. See Figure 
11-1 and HBK RE-4. 

TOILET ROOM FIXTURES 

Number of Water MEN WOMEN 
Persons Closets Urinals Lavatories Closets Lavatories 

I to 10 1 I I 1 
11 to 24 2 1 I 2 2 
25 to 36 2 2 2 3 2 
37 to 56 3 2 2 4 3 
57 to 75 4 2 2 5 4 
76 to 96 4 3 3 7 5 
97 to 119 5 3 3 7 5 

120 to 144 6 3 4 8 5 
145 to 171 6 3 4 9 6 
172 to 200 7 3 4 10 7 
201 to 220 8 4 5 II 7 
221 to 240 8 4 5 12 8 
241 to 260 9 4 5 13 9 
261 to 280 tO 4 6 14 9 
281 to 300 11 4 6 15 10 
Over 300 Add 1 for Add I for Add I for Add I for Add I for 

every 20 every 100 every 60 every 20 every 45 
Additional AddilionaJ Additional Additional Additional 
persons persons persons persons persons 

Figure 11-1 • TOILET ROOM FIXTURES 
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11-203 WALL-BURG TOILET FIXTURES 

Wall-h~g toilet fixtures should be 
installed, where it is practical and 
economically feasible to do so, when 
toilet rooms are modernized. Installa
tion of' wall-hung fixtures will us.ually 
require new connections to the soil and 
vent stacks. Siphon-jet type water 
closets are recommended. 

11-204 TOILET PARTITIONS 

Ceiling-hung partitions shall be 
installed where the ceiling construc
tion will lend itself' to this type of 
installation, when toilet rooms are 
modernized. 

11-205 SOAP DISPERSERS 

Central-feed type soap dispensers must 
be replaced by individual un1 ts using 
liquid or powdered soap or detergent 
whenever toilet rooms are modernized. 
Units requiring a special type of soap 
or detergent may be installed if tests 
prove them to be economical. 

11-206 PAPER TOWEL DISPERSERS 

One paper towel dispenser, of a wall
mounted type, must be provided for each 
two lavatories. Cloth roll towels will 
not be used unles·s a specific study 
shows that they are more economical. 
Paper towel dispensers will use common
size towels .. 

11-207 ELECTRIC HARD DRYERS 

Electric hand dryers may not be used 
except where special circumstances 
warrant their use and they are approved 
by the divisional office. 

11-208 TOILET PAPER HOLDERS 

Multiroll toilet paper holders, of the 
type in which each roll must be used 
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completely before the next roll is 
accessible, are available from federal 
supply schedUle. Whenever it is neces
sary to replace holders or to install 
new holders, these holders must be 
provided in all toilet rooms in USPS
owned and -operated buildings which 
would otherwise require servicing more 
often than daily. 

11-209 LAWN SPRIHKLERS 

Lawn sprinklers are provided where the 
area of' the lawn is 12,000 square feet 
or more and the average rainfall during 
any month of the growing season is less 
than 1-1/4 inches .. 

11-210 MISCELLAIEOUS 

Coat hooks must be installed in· each 
toilet room near the door entrances. 
Large receptacles are provided for used 
paper hand towels. Receptacles for 
feminine napkins, provided in each 
women's water closet enclosure, may be 
wall mounted using disposable plastic 
or wax paper liners. 

11-3 OPBRATIORJL RBQUIIBMDTS 

'11-301 WATER CONSUMPTION 

Water consumption varies greatly in 
postal buildings. In small buildings, 
the daily consumption averages approx
imately · 30 gallons per employee. In 
large buildings, with 2,000 - 3,000 
employees, the average is 15 to 20 
gallons per employee. 

11-302 WATER SUPPLY 

Two or more services from separate 
mains should be provided in buildings 
over 50,000 gross square feet. Each 
service connection is metered and re
corded monthly. If water is purchased, 
the monthly consumption must be 
recorded as required by HBK MS-49. 
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11-303 WADI PRBSSURBS REQUIRED 

Tbe •inimum water pressure required for 
plumbing fixtures on the top floor of a 
building is 15 psi. The minimum 
operating, water pressure required at 
the highest tire hose valve is 25 psi 
with 35 gpm flowing. 

11-30!1 TEMPERATURE OF DOMESTIC BOT 
WATER 

For general use in office buildings, 
the temperature of hot water shall 
comply with energy conservation 
requirements published in HBK MS-49. 

11-305 WATER TREATMERT 

Treatment ot domestic water supplies 
may or may not be necessary depending 
on the local water conditions. A test 
analysis should be performed to deter
mine these conditions. Hardness exceed
ing 100 parts per million should be 
treated. The amount of treatment tests 
and equipment required would depend 
upon the use, the amount of water 
required, and the temperature main
tained in the hot-water supply systems. 
Generally, water supplied by municipal 
water systems for domestic uses will 
not reqUire additional treatment. For 
information regarding methods of pro-
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11-308.2 

curing water-treatment services, see 
10-503 and HBK MS-24, Chapter 6. 

11-306 BIQUIREMEHT FOR SPRIRKLERS 

Sprinkler ~stems·must be provided for 
paint shops, carpenter shops, trash 
roans, print shops, garages, storage 
rooms over 500 square feet, bulk mail
bag storage roams, and other areas 
where the fire hazard is above normal. 

11-307 PROTECTION AGAINST FREEZING 

In locations subject to freezing 
weather, hose bibs, water fountains, 
etc. , that may be exposed to the 
freezing conditions will be valved off 
and drained before the onset of the 
winter weather. 

11-308 SIGNS AHD TAGS 

11-308.1 Closed Signs tor Toilet Roam 

Neat-appearing, professionally made 
signs with the wording, "Closed
Mechanics Working, " must be used on 
toilet room doors when the toilet must 
be taken out of service. 

11-308.2 Instructional Signs 

No signs pertaining to the use of the 
equipment or facilities may be placed 
in any toilet room. ,· 
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ANSI A13.1·19B1 

AMERICAN NATIONAL STANDARD 

SCHEME FOR THE IDENTIFICATION OF PIPING SYSTEMS 

1 OBJECT AND SCOPE 

1.1 This Standard is intended to establish a common 
system to assist in identification of hazardous ma
terials conveyed in piping systems and their hazards 
when released in the environment. 

1.2 This scheme concerns identification of contents 
of piping systems in industrial and power plants. It is 
also recommended for the identification of piping 
systems used in commercial and institutional instal· 
lations, and in buildings used for public assembly. It 
does not apply to pipes buried in the ground nor to 
electrical conduits. 

1.3 Existing schemes for identification shall be con
sidered acceptable if such schemes are described in 
writing and implemented so that the using facility 
can demonstrate that the basic concerns outlined in 
this Standard are being met. For example. petroleum 
refineries and primary chemical manufacturing plants, 
in which hazardous work permit systems and emer
gency proc;edure manuals are utilized, wherein ef
fective methods for the identification of pipe con
tents have been established, and wherein employees 
are trained as to the operation and hazards of the 
piping systems. shall be considered as meeting the 
requiremeius of this Standard. 

2 DEFINITIONS 

2.1 Piping Systems 
For the purpose of this Standard. pipmg systems 

shall indude pipes of any kind and. in aduition. fit· 
tings. valves. and pipe coverings. Supports, hrackets, 
or other accessories are specifically excluded from ap· 
plications of this Standard. Pipes are defined as con· 
duits for the transport of gases. liquius. scmiliquius. 
or fine partkulate dust. 

2.2 Materilllslnherendy HU~~rdous 

2.2.1 Fl.-.mable or Explosive. This classification 
includes materials which are easily ignited. It includes 
materials known as fire producers or those creating an 
explosive atmosphere. 

2.2.2 Chemically Ac:tiYe or Toxic. This classifica
tion includes materials which are corrosive, or are in 
themselves toxic or productive of poisonous gases. 

2.2.3 At Temperatures or Pressures. This classifica
tion includes materials which when released from the 
piping would have a potential for inflicting injury or 
property d<:~mage by bums. impingement, or flashing 
to vapor state. 

2.2.4 R£di0Ktive. This classification includes those 
materials which emit ionizing radiation. 

2.3 Materials of lnherendy Low H.urd 
This classification iucludes all materials which are 

not hazardous by nature. and are near enough to am· 
bient pressure and temperature that people working 
on systems carrying these materials run little risk 
through the release of these" materials. 

2.4 Fire Quenching Materials 
This classification includes sprinkler systems and 

other piped fire fighting or fire protection equipment. 
This includes water (for fire fighting). foam. C02 • 

Halon, etc. 

3 METHOD OF IDENTIFICATION 

3.1 Legend 
This Standard considers legend to he primary and 

explicit for identification of contents. Positive ·identi· 
lkation of the wntents of a piping system shall be by 
lettered legend gaving the name o£ the contents in 
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AMERICAN NATIONAL STANDARD 
SCHEME FOR THE IOENTIFICATION Of PIPING SYSTUIS ANSI A\3.t·t•t 

luU or abbr~vtaled form (~t Table 1). AHowslhall 
be u .. d to ondtcate dir«tion or llow Con1enu shall 
be od<nll!ltd by le&"nd Wllll IUrfi~ICRI additional Gt· 
uds such u tempeuture. pressure. e1.:.. u art ne«&· 
Yr)· lo odcnHft the huacd 

fABLE 1 EXAMPLES OF LEGEND 

"'HOlWATlR" 
"SLURRY" 
"AIR 100 PSIG" 
"ARGOIII 500 PSlG" 
"PROPANE" 
"H. P. RETURN" 

"HYDRAULIC Oll'' 
"fOAM" 
"CAR80.11 TETRACHlORIDE" 
"CAUSTiC" 
''SUlFURIC ACID" 
"STEAM 100 PSIG" 

Legend shaU be bnrf. informato\t, poinltd, and 

somple for 1rulut dfecunneu. Legends shall be 
apphed dosr 10 valves or lllll&"l &lld adja«lll 10 
.;hlll&"l 1n dtrrctton, branchn. and where p1pe1 pw 
through ,.alk or lloors; and at mttrvah on sllaighl 
pipe runs surfident for idenlilicallon identification 
may be a.:complished by Sltncding, the use of Up<. 
or markers In any Slll>auon. the number and loc:a· 
toon or odenuficauon markers !.hill be basrd on th~ 

displayed on, or conli&uous to, lhc pipln1 by Ill)' 
jlbyuc~l mrlna. bul iu oue tb.U be in tombinalion 
will\ lc&•nd Color may be u~~:d in tonclnuous. 1o1al 
kn&ch covtra&e or in 1n1ermi11ent displays. 

pan,.ul., popmB•Yn~m.(See fi& 1.1 3.3VWb;lity 

Allention shall be jiwn 10 vilibilll)' '*lth rcfcreoce 
1o pipe markinp Where pipe linea arc located abow 

3.2 Color '!' below the normal line or 'filion, the lcllerinalhall 
Color !.hould bt usrd 1u odtnufy til< charl.:ltri>ti< be phccd below or •bo•elhc hontonUl ~ntcrlinc of 

huards or tht conttnlt (sec Tabk :n Color should be the pipe 

TABLE 2 CLASSIFICATION OF HAZARDS OF 
MATERIALS AND DESIGNATION OF COlORS' 

c: ........ ...,., 

Flttnmlilb*l-orE.&plos.W't 
Chemc..Uy Ac1~,. o.- T o1uc 
(Utetnf TtlfnCNulvrn 01 PrftWft1 

A.:I•O«hwl 

eet. 
F-_ ..... -... ...... -
..... ,_ 
"'i'ltlo.'tt 

Yo41-
YI1101H 

... _ .... oii-Mity l- H .. -

liQV.S or L~.ud Adm, ... ,~,~,,l 
GM Of GaNOUS: Adm•actufl 

W••et. I oem, C03. H11on. tee 

NOH$ 

-GrMn ...... 
, ... ~ .......... 

Rod 

C..ef 
l ..... 

lwl_.. 

..... . ..... ..... ...... 
WhiM 

Wb• .. 

Whitt 

!11- olw col"',.......,.-,. utod. tho <010<1 ohoulcl bo 11 ,.....,.,__in AN$( Zlll 
tetl1t ,....,,,on, S.lttY ector Code lOt Mi!lklf'"' fhysql Haaardl 

tlll'rt"4'•0Ulty "*''""' r~tOKttft matken u.tn-.g r•llow •NI py.tpSI •• ace111u.,. •' l!lr.Sr tn· 
n••led W'tdlt~r vnttl unt1"1 ·~'" ttl 61p1t1ed. wtJtK1 to Pt«•nenl feder-al AttULittOftl 

UJ MatkHl Wtfh tJtKl ft1f:l"ll on 1 .,., ¢010# '••ld .,.. JCCtPubtl H atu.Jdy 1Mt1Uid and for untit 

U•rt•nt lfo.IPPilft -IIIJ dl9ittld 
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TABU 3 IIZE OF LEG£NO L£nERI 

Ou-"-.. ,~ 
•c-tooe 

"'· -
l/410 t·ll4 1t1o :J2 

Hl2to 2 31to 51 
2-112 to • &410 110 

Ito tO 20010 210 

-•o -* 

3.4 Ty,.. Mid Sin of Lettan 
Con !lUI shall be ptovided Mtwecn color field and 

k&tnd for rudab~ily. Table 2 &ivcs recommendations 
for colot of leaend on vvious colot fields .:overed in 
lllis Standar<l. Use of lellers of standard sr~lc.~m siLea 
1/2 in.(ll mmhndlat&"r.itrcwmm~nded. Refet to 
Table 3 for tprdfic site recummcnd~lions. For idtnro
fi.:ation or lltlletiab in pipes of leas than 3/4 in. 
(19· mm) in diameter. and for v1lvc and hurn1 idtnli· 

fie at ion. the use of a pt rmanrntly le&•ble 111 u 
recommended. 

'Slnl .,a -'nhk totd ••u•••nt provtdn rugn nadab1hty 

L ....... ef _., 
Colo<f- .._ 

"'· 
8 
8 

12 
24 
u 

A • - ... -
200 112 tl 
200 314 11 
lOCI 1-1/f 32 
eoo 2-t/Z ... 
100 HIJ • 

3.5 UnuiUII or Ex-Situeliont 
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11.-308.3 .Cloaecl-Valve VarDiq Tag 

Form 4810, Closed-Valve Warning Tag, 
Figure 11-2, shall be used when any 
valve on a sprinkler system or 
standpipe system is closed. 

11-308.• UtilitJ Cutoff Valvea 

All utility cutoff valves shall be 
identified as prescribed in Section 17. 

U.S. POSTAL SERVICE 

OFFICE OF MAINTENANCE MANAGEMENT 
FIRE PROTECTION 

VALVE CLOSED 

ATTACH THIS TAG TO VALVE 
DO NOT REMOVE UNTIL VALVE IS OPEN 

VALVENUMBER ________________________ _ 

CONTROLLING ------------------------

CLOSED (Date)----- (Hour) _____ M 

BY ----------------------------·-------

APPROVED BY ----------------------

REASON FOR CLOSING _________ _ 

TO BE OPENED (Date) __________ _ 

OPENED AND SEALED fllatel._ -------·-

BY _____________________ ___ 

CHECKED BY _____________ ~ 

INSTRUCTIONS 

WHENEVER VALVE SEAL IS BROKEN AND THE 
VALVE IS CLOSED, THIS TAG MUST BE FILLED IN 
AND ATTACHED TO THE VALVE. BE SURE THAT 
THE VALVE IS WIDE OPEN. SEALED AND CHECKED 
BY ANOTHER PERSON BEFORE THIS TAG IS RE· 
MOVED FROM THE VALVE. 

AFTER THE VALVE HAS BEEN OPENED AND 
SEALED. RETURN TAG TO SUPERVISOR WHO 
ORDERED VALVE CLOSED. 

PS Form 4810. May 1974 

Operation ud MainteD8llce ot leal Propert:r 

11-\ HI.IITBI.liCI 

Maintenance and servicing 
systems and equipment 
according to prevent! ve 
guides in Appendix 13-B. 

U.S. POSTAL SERVICE 

ot pl um.bing 
shall be 

maintenance 

OFF ICE OF MAINTENANCE MANAGEMENT 

REMINDER 

FIRE PROTECTION 
VALVE CLOSED 

VALVE NUMBER~-----------------------

CONTROLLING 

CLOSED (Datt?) _____ (Hour) _____ M 

BY ______________________________ _ 

APPROVED BY ----------------

REASON FOR CLOSING-----------

TO BE OPENED (Datt') ______________ _ 

INSTRUCTIONS 

WHEN THE VALVE TAG HAS BEEN FILLED IN AND 
ATTACHED TO THE CLOSED VALVE. THIS TAG 
MUST BE DETACHED. FILLED IN AND RETURNED 
TO THE BUILDING MANAGER'S OFFICE SO THAT 
IT CAN BE POSTED IN ACCORDANCE WITH NOTE 
BELOW. 

NOTE 

THIS TAG IS TO BE HUNG AT A PLACE IN THE 
BUILDING MANAGER'S OFFICE WHERE IT WILL 
NOT BE OVERLOOKED. IT MAY BE DESTROYED 
WHEN ITS CORRESPONDING TAG HAS BEEN RE· 
MOVED FROM THE VALVE, CHECKED AND FILED 
IN THE BUILDING SUPERINTENDENT'S OFFICE. 

PS Form 4810, M;~y 1974 

Fipre 11-2. a.OSED-V.ALYB V.A.RHIIG ·TAG 

MS-1, TL-., 11-30-86 
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~C!IOR 12 

MISCBLLDBOUS BUIIJ)IRG IQUIPMIIT 

12-1 IICDIDJ.TORS 

12-101 IRSTALLATIOI 

Generally, incinerators are not 
provided in USPs-designed buildings due 
to the nuisance created by ny ash and 
odor, the cost of operation and ash 
removal, and local air pollution codes. 
Incinerators may be installed in USPs
designed and -operated buildings only 
when one or more of the following 
conditions exist: 

a. Destruction of classified material, 
pathological waste, or other 
material involving a security or 
safety hazard is required. 

b. Municipal or private disposal 
facilities are not available or 
are inadequate for the quantities 
or material involved. 

c. The cost of trash haul-away service 
is very high, and an economic analy
sis for the location indicates tha~ 
incineration is the most economical 
means of trash disposal. This eco
nomic analysis, including operating 
labor cost, must be acceptable to 
the divisional office. 

12-102 OPERATIOI AND 
MAIRTEHA.RCB 

The building manager shall provide for 
the maintenance, operation, and repair 
of incinerators in those USPs-operated 
buildings where this equipment is 
installed. Care must be exercised when 
the incinerator is fired as overfeed
ing, or excess air can cause tempera
tures within the unit to exceed those 
it is designed for, with a consequent 
deterioration of the incinerator fire 
box and stack. The manufacturer's 
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instructions for the equipment must be 
followed specifically. Tenants may 
furnish qualified personnel to destroy 
classified material. The building 
manager sball designate those who may 
operate the incinerator and be assured 
that the operators are adequately 
instructed in the operation of the 
unit. The eqUipment shall be maintained 
to meet State and local air pollution 
abatement requirements. The reqUired 
preventive maintenance for incinerators 
is found in Appendix 13-B. 

12-2 POVBR-OPIU.TBD DOORS 

The building manager shall provide for 
the maintenance and repair of power
operated doors installed in USPS
operated buildings. Maintenance guides 
are in Appendix 13-B. 

12-3 POV!R-OPBRATBD SCAFFOLDS 

12-301 IHSTALLITION 

Generally, power-operated scaffolds for 
exterior maintenance of buildings are 
installed on large buildings wi tb more 
than 1 , 000 fixed glass windows. On 
smaller buildings with 1 ,000 or fewer 
windows, a study shall be made to 
determine if power-operated scaffolds 
are justified. 

12-302 OPERATION 

Normally, this equipment is operated by 
USPS personnel. Prior to operating this 
equipment, the operator shall receive 
training in its operation. The training 
shall normally be received on the job 
from the mechanic responsible for its 
maintenance. Should this equipment be 
operated by other than USPS personnel, 
the operator must receive the same 
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instruction and supervision as would a 
USPS operator. All safety precautions 
shall be observed when equipment is 
operated·. by USPS employees, or con
tractors, on USPS property. 

12-303 KA.IITBII.&lfCB 

The building manager shall provide tor 
the maintenance and repair of power
operated scaffolds in those USPS
operated buildings where this equipment 
is installed. Maintenance or this 
equipment shall be according to the 
procedures in the Prevent! ve Mainte
nance Guide in Appendix 13-B. This 
maintenance should be performed by a 
qualified elevator mechanic. 

12--' BUD.DDG HliiTDDCB 
BQUIPMBIT 

12-l&01 GBIBIAL 

There are various types and kinds of 
equipment, such as lawnmowers, power 
sweepers, and buffers, which are essen
tial to the economic operation and 
maintenance of buildings. The methods 
and procedures ·identified in this and 
other maintenance handbooks indicate 
the need for equipment to improve oper
ation and save labor cost. The building 
manager shall evaluate the need for, 
and adequacy of', building maintenance 
equipment, and when required, shall 

Operation and lfaiDteDUoe ot leal PropertJ' 

provide justification for new or 
additional equipment. 

12-402 OPBU'l'IOI 

Employees must receive on-the-job 
training in the operation of building 
maintenance equipment they will be 
using. The employee operating the 
equipment shall be responsible tor 
cleaning it and performing minor main
tenance associated with 1 ts operation. 
Reeded repairs and safety hazards shall 
be reported to the supervisor. 

Prevent! ve maintenance guides tor the 
most common building maintenance equiP
ment are included in Appendix 13-B. 
Preventive maintenance checklists can 
be prepared from these guides and from 
the manufacturer's instructions for 
each type of eqUipment. The proper 
maintenance ot equipment is important 
to prevent loss of time due to equip. 
ment failure. However, care must be 
taken to assure that the cost of pre
ventive maintenance is not excessive in 
relation to the replacement cost of the 
eq u1 pment. For example, if a lawnmower 
cost $200, . annual maintenance of 13 to 
15 workhours would cost as much as a 
new mower. Therefore, it would be 
better to perform minimum maintenance 
of 2 or 3 hours and replace the mower 
every 2 years, or when it fails. 

HS-1, TL-,, 11-3G-86 
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SBC!IOI 13 

BUILDDG OPBUTIOI' AID KliiTBIO'CB 
S!.I.PPDG BBQUIIBMBI'l'S 

13-1 GBIBlW. 

13·101 APPLIClTIOH 

The work load criteria in this section 
apply to all buildings operated by the 
USPS. In leased-operated buildings 
these criteria are used only to the 
extent ot the USPS responsibility 
under the terms ot the lease. 

13-102 OBJECTIVES 

The main objectives of these criteria 
are: 

a. To promote the most effective and 
efficient use of staffing. 

b. To provide a basis for determining 
budgetary requirements. 

c. To provide a means of evaluating 
the maintenance effort. 

d. To provide a maintenance effort 
that will preserve the facility 
from deterioration and keep all 
equipment in a safe and economical 
operating condition. 

13-103 SCOPE 

The criteria in this section will 
identify workhour requirements for 
building equipment operation, main
tenance, and minor repair. Specifically 
excluded are: elevator operators, 
custodians, mail handling and process
ing equipment mechanics and techni
cians, telephone operators, and 
clerical and management personnel. 

13-10- MAHAGEHEHT SYSTEM 

The appropriate maintene.nce management 
system for specific offices, as de-

MS-1, T.L-., 11-30-86 

scribed in HBK MS-63 or HBK MS-65, must 
be applied to the building operation 
and maintenance functions identified in 
this section. 

13-105 RESPOHSIBILITY 

Local application of the methodology in 
this section is the responsibility of 
the senior maintenance official. Local 
supervisory staff or others with 
applicable knowledge, skills, and 
abilities relating to building and 
building equipment maintenance and/or 
operational requirements should be 
utilized as needed to meet maintenance 
management objectives. 

13-2 PBOCEDUUS 

13-201 GUEUL 

The procedures for determining the 
building equipment preventive mainte
nance and operating. requirements 
include the use of PM Guides in Appen
dix 13-B and Equipment Operation Guides 
in Appendix 13-C, which should be 
revised as needed to meet local condi
tions. Standard frequencies arid times 
for performing PM and operational 
checks are also provided. These stan
dards represent performance under 
average or normal conditions and may 
not always be entirely appropriate for 
any given equipment and facility. In 
some cases a range of standard time 
and/or frequencies is given because of 
the large variety in size and complex
ity of equipment. Other local condi
tions such as climate, geographic area, 
customer/employee activity, type of 
construction, and the age of the 
building or equipment should also be 
considered to determine appropriate 
req u1 rements for each facility. After 
completion and valid~tion of local 
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checklists and routes, the annual 
work load and staffing needs are deter
mined by completing the following 
forms: , 

a. PS 4897, Building Equipment 
Inventory 

b. PS 4896-A, Annual Standard 
Workhour Requirement for 
Building Equipment Preventive 
Maintenance 

c. PS 4894, Annual Standard 
Workhour Requirement
Traveling Operating Routes 

d. PS 4895, Annual Standard 
Workhour Requirement
Stationary Operating Routes 

e. PS 4896, Annual Local Workhour 
Requirement for Building 
Equipment Preventive 
Maintenance and Operation 

f. PS 4893, Annual Building 
Equipment Operating and 
Maintenance Workhour Summary 

13-202 EQUIPMENT MAINTENANCE AND 
OPERATING STANDARDS 

Forms 4896-A, 4894, and 4895 list .the 
most common items of bui~ding equipment 
requiring preventive maintenance and 
operating functions, and includes stan
dard frequencies and workjlours for 
those activities listed in Appendices 
13-B and 13-C. Form 4896-A must be com
pleted for all facilities in which USPS 
has maintenance responsibility. Forms 
4 894 and 4895 should be completed by 
all maintenance capable offices, but 
only for those facilities having onsite 
maintenance personnel qualified to per
form the operating functions described 
herein. These forms and the standard 
allowances given thereon serve as the 
basis for staffing of the facility's 
building maintenance force. Because of 
unusual or additional local conditions, 

Operation and Maintenance ot Real Property 

exceptions may be needed to the minimum 
frequencies. These exceptions must be 
justified and approved as in 13-203. 

13-203 LOCAL REQUIREMENTS 

Form 4 896 is to be used for the entry 
of locally determined preventive main
tenance and operating requirements with 
a significant variance in either, or 
both, the standard frequency and/or 
standard workhour allowance. This form 
is also to be used for listing mainte
nance or operating requirements on 
equipment for which no guidelines or 
standards are given in this handbook .. 
New or revised maintenance requirements 
issued in Maintenance Bulletins or 
other temporary directives should also 
be listed on Form 4896. 

Appropriate local checklists and route 
sheets must be developed and validated 
to determine the actual work load. How
ever, serious consideration must be 
given by local maintenance officials 
where significant variances from the 
standards or maintenance of other 
equipment is thought necessary. 

Justification for variances from the 
standards, or maintenance requirements 
on other equipment for which no stan
dards exist, must include: 

a. a sound engineering evaluation; 

b. the expected benefits to be gained 
therefrom; and 

c. the history and/or expected effects 
of equipment failure without 
performance of such maintenance or 
operational activities. 

Justifications must be provided by the 
senior maintenance official and 
approved by the Field Division General 
Manager/Postmaster on the reverse of 
Form 4896. Detailed instructions for 
completion of Form 4896 are in Section 
13-501.21. 

MS-1, TL-4, 11-30-86 
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13-3 .IlfVIIf'1'01Y 

13-301 IBQUIRBMERT 

A complete and accurate inventory is 
the fundamental dooument on which the 
building operation and maintenance 
staffing requirement is based. 
Therefore, it should be carefully 
prepared and currently maintained. The 
Building EQuipment Inventory, PS Form 
4897, Figure 13-1, must include all 
facility equipment identified in 
Appendix 13-A even though the 
maintenance may be performed by 
contract. Other building equipment not 
listed in Appendix 13-A that requires 
preventive maintenance or operational 
Checks should also be listed. Prepare 
separate Forms 4897 for eacn building. 
Also list on separate forms any non
USPS, tenant-owned equipment maintained 
by the USPS. 

13-302 INSTRUCTIONS 

a. Use Appendix 13-A for identifica
tion of' equipment to be listed on 
Form 4897. The preventive mainte
nance and/or equipnent operating 
guides applicable to each type of 
equipment are also given in Appen
dix 13-A and may be useful as an 
aid in identifying specific equip.. 
ment by referring to activities for 
various equipment components cited 
in the guides. 

b. List each item of equipment 
separately, or list the total 
quantity of selected equipment, as 
indicated in Appendix 13-A. Each 
item should have a locally assigned 
identification number to distin
guish it from other items. Existing 
equipment numbers may be used if 
appropriate. 

c. Enter the physical location of each 
item, by room number, area, etc. 

d. See Appendix 13-A for pertinent 
descriptive information or remarks 

MS-1, TL-~, 11-30-86 
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to be entered on Form 4897 for each 
item. Tbis~inf'ormation is needed 
for proper completion of other 
staffing forms in this chapter. 
This information may be obtained 
from either manual or automated 
equipment history records, or may 
be obtained from a physical survey 
of the equipment. 

e. Prepare an individual Equipment 
History Record, Form 4772, for 
each item of equipment designated 
by an asterisk (*) in Appendix 13-
A. Individual history records may 
be prepared for other items, but 
are mandatory for designated 
equipnent. 

13-J& BUILDIRG EQUIPMEHT RBQUIBEHEHTS 

13-J&01 PREYEHTIVE MAimHAHCE 

13--01.1 Objective 

It is intended that only items of 
equipment that require periodic main
tenance will be identified in determin
ing the preventive maintenance work
load. All items listed on the inventory 
may not require the expenditure of 
workhours for prevent! ve maintenance. 
It is sometimes more economical to 
replace an item than to expend work
hours that do not prolong the useful 
life of the equipment or minimize 
equipment failure. However, t)l.e total 
effect of equipment failure must be 
considered. 

13-401.2 Contract Maintenance 

Some of the maintenance work identified 
in this handbook requires specialized 
personnel and equipment and, therefore, 
is beyond the scope of the maintenance 
staff at some locations. An example of 
such work is the maintenance to eleva
tors and hydrostatic testing of port
able fire extin:guishers. This mainte
nance may be performed at relatively 
infrequent intervals, but is essential 
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to the .safety of all employees. Any 
equipment that is to receive preventive 
maintenance by contract must be identi
fied by ·entering •contract• on the line 
where such equipment is listed on Form 
4896-A. 

13-402 IQUIPMBHT OPERATIOI 

13-402.1 ObjeotiYe 

Maintenance personnel are responsible 
for both operation and maintenance of 
building equipment. Operating check
lists and routes are necessary to 
identity essential functions to start 
up or shut down certain equipnent, to 
monitor equipment during operation, to 
assure that certain equipment will 
operate if called upon, to maintain 
appropriate logs and records, and to 
perform minor maintenance, adjustments, 
etc. General procedures for developing 
local equipment operating checklists 
and routes are given in 13.403. Stan
dards and criteria for building equiP
ment operation are provided in Appendix 
13-C. 

13--03 DEVELOPMEIT OF BUILDIRG 
EQUIPMERT CHECXLISTS ARD 
ROUTES 

13--03.1 PM and'Bqui~ent Operation 
Guiclelillea 

The guidelines provided in Appendices 
13-B and 13-C define specific acti vi
ties to be performed on various com
ponents of equipment. 

Because the guidelines are designed to 
cover most maintenance and operational 
activities for general types of equiP
ment, it will be necessary to select 
from among the activities listed those 
items which specifically apply to local 
equipment and, in some cases, add other 
appropriate activities not listed. 

13-403.2 T,Jpea ot Cbeokliata 

The PM guides in Appendix 13-B may be 
used tor development of Inspection, 
Clean and Lubrication, and Routine 
checklists for equipment preventive 
maintenance. The guide numbers indicate 
the type of equipment or work as fol
lows: 

Preventive 
Maintenance Guides 

Beginning With Type of Work 

A Air-conditioning, 
Heating and 
Ventilating 

E Electrical 
L Elevator-Escalator 
M Miscellaneous 

Equipment 
P Plumbing 

Guides for development of operating 
checklists are provided in Appendix 
13-C. 

13-403.3 PrepariDg Local Checkliata 

Sets or Inspection, Cleaning and 
~ubrication, Routine, and Operation 
checklists must be developed by local 
maintenance management personnel 
familiar with the building, building 
equipment maintenance, and facility 
operational needs. It may not always be 
necessary to develop separate types of 
PM checklists unless it is locally 
advantageous for more efficient utili
zation of craft personnel. To hold 
checklists to a reasonable length and 
simplifY instructions, it may also be 
desirable to develop several sets of 
checklists for more complex equipment 
or systems, each set tailored to 
particular equipment components or 
parts of a system. 

13--03.• Conducting Equipment 
Surve,. 

The first step in preparing checklists 
is to be completely familiar with the 
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mechanical and electrical features of 
the equipment. This information is 
esse~tial for selecting applicable 
activities from the guides. Data 
concerning the equipment may be 
collected. from manufacturer's liter
ature, drawings, and visual inspection. 
Visual inspection is necessary in all 
cases, particularly for older equip.. 
ment, because it may reveal equipment 
modifications and part replacements 
which are not sbown on original instal
lation drawings. 'Where equipment his
tory records, PS Form 4772, are avail
able, they should also be reviewed to 
help determine local PM or operational 
requirements. 

13-'103 • 5 Batabliabiq FrequeDCJ' 
ot Service 

The next step is to determine the 
frequency of service to the eqUipment. 
The standard frequencies shown in the 
guides are considered sufficient for 
normal requirements and conditions. 
However, it is recognized that numerous 
factors may infl uenoe local reqUire
ments. Wbere equipment operation is 
irregular, the frequency of service may 

.have to be estimated. Deviations from 
_standard frequencies (or frequency 
ranges) must be justified and approved 
by the Field Division General Manager/ 
Postmaster on Form 4896. 

13--03.6 Selecting Cheokliat 
A.otivitiea 

After establishing the frequency, 
review the guides and select the spe
cific activities for the particular 
type of checklist being developed, 
ensuring that each is applicable to the 
local equipment. In some cases, several 
guides may be needed to cover all of 
the given equip.nent/system components. 
If any equipment components are not 
covered in the guides, suitable mainte
nance or operational activities for 
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such components should be developed and 
added here. 

13_.03.7 Sequencing Activities 

The next step is listing these acti vi
ties in the order they are to be per
formed. Checklist activities are se
quenced for the purpose of ensuring 
performance or activities in a safe and 
efficient manner, and in logical order. 
Minimize time required to stop and 
start equipment on PM checklists by 
grouping items together that are to be 
performed while the equipment is run
ning. Consider the physical location 
and configuration of equiJ;Dent compo
nents to minimize travel. 

13-•03.8 Validation ot Cbeokliat 

The final step in completion of each 
checklist is to enter the sequenced 
activities on Form 4777 and have them 
performed by several qualified person
nel to ensure the accuracy, complete
ness and clarity of instructions, and 
to determine a realistic average time 
to perform the work under actual con
ditions. Revise the checklist as needed 
to meet local reqUirements. 

13-403.9 Time Allowances 

The standard time allowances for activ
ities listed in the guides are consid
ered sufficient for normal requirements 
and conditions. Guides which are modi
fied for local application should be 
reviewed during validation for time 
variances. Average time for additional 
local checklist activities should also 
be determined during validation. Time 
for activities in the guides which are 
not performed locally should be exclud
ed. If a locally developed checklist 
time varies more than 20% from the 
standard time, it must be justified and 
approved by the Field Division General 
t~nager/Postmaster on Form 4896. 
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13.J&03. 10 Travel Tille 

Travel time is the -actual time to the 
various work locations on the route and 
is determined by using the most expedi
ent and feasible means of completing 
the route at a normal pace from begin
ning to end without stopping or unusual 
delay. 

The preventive maintenance time stan
dards on Form 4896-A include allowances 
tor normal travel within a tacili ty. 
Travel time for preventive maintenance 
routes at outlying facilities should be 
minimized by performance of preventive 
maintenance on other trips when possi
ble. Reasonable travel time for out
lying facilities may be listed on Form 
4896 which must be approved by the 
Field Director General Manager/ 
Postmaster. 

To establish an operating route travel 
time requirement, the door or entrance 
ot each room or area on the route that 
contains equipment to be serviced will 
be · passed. The entire route must be 
covered taking into consideration wait
ing for elevators, use of stairs, etc., 
that are on the route. This time is 
then multiplied by the number of times 
per year the route is performed to 
determine the annual travel time to be 
entered on Forms 4 896 Qr 4 894. (Note: 
Travel time is not authQrized for 
stationary operating routes.) 

13-•03.11 Minor Jdjuat.enta on 
OperatiDs Routea 

Occasionally, the need for unplanned 
minor maintenance is observed during 
performance of an operating route. If 
adjustments or other remedial measures 
can be comple.ted within 15 minutes, 
they should be performed by the route 
operator. If the needed work is 
expected to take longer, or if the 
delay in the operating route will be 
adverse, operators should report the 
requirement to their supervisor. If the 
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work is of an emergency nature, opera
tors should proceed with corrective 
action·regardless of the time required, 
and report it to their supervisors as 
soon as possible. Additional time for 
making such minor adjustments is 
allowed on Form 489- for staffing pur
poses only. No minor adjustment time 
allowance is to be included on individ
ual route sheets. 

13-5 STAPriiG PROCEDURES 

13-501 PRE'IERTIVB MAII'l'DABCE 

13-501.10 St&Ddard lequireaenta 

Standard frequencies and times for per
forming preventive maintenance activi
ties listed in Appendix 13-B are pre
printed on Form 4896-A. Because of the 
local variations in size, complexity, 
and use of some equipment, a range ot 
standard frequencies and/or times has 
been established. In these instances, 
preventive maintenance requirements 
should be developed locally within the 
range indicated for each item. 

ROTE 

Complete this form only for 
the equipment preprinted 
thereon and only when local PM 
frequencies and workhours are 
within the standards pre
printed thereon. Do not change 
the frequency or workhours 
preprinted on the form. If 
frequencies or times in excess 
of the standards are required 
due to local conditions, or 
other local equipment exists 
for which there are no USPS 
standards, list such equipment 
on Form 4896 (See 13-501.20). 

For those small facilities where only a 
few items of equipment exist, Form 
4896 may be used in lieu of 4896-A to 
reduce the amount of paperwork 
required. 
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13-501.11 IDatruotiona tor Caapletion 
ot PS 4896-A, 1Dnual 
Standard Workbour 
Reauir•ent tor Bu:.Ud.1Dg 
Equipment Preventive 
MaiDtenanoe 
(FigUre 13-2). 

a. Items are listed by general equip... 
ment type in PM guide number order, 
i.e., HVAC- •An guides, electrical 
- "En guides, elevators - •Ln 
guides, miscellaneous equipment -
"M" guides, and plumbing - npn 
guides. Enter the quantity of each 
item from the inventory according 
to size as indicated. Questions 
concerning appropriate identifica
tion of specific equipment can 
usually be answered by referring to 
language in the preventive mainte
nance guides. 

b. Multiply the quantity by the 
frequency and multiply that result 
by the workhours per frequency to 
determine the annual workhours for 
each type of equipment • 

c. Subtotal the annual workhours for 
each general type of equipment as 
indicated on ·the form, i.e., guides 
"A,• •E," "L,• "M,• and "P." Add 
subtotals and enter as grand total 
at bottom of la~t page. 

13-501.20 Local Preventive 
Maintenance Requirements 

Wben locally developed preventive 
maintenance req uirem.ents for specific 
equipment or building components exceed 
the standard frequency or workhours 
given in this handbook or other offi
cial directives, list those items on 
Form 4 896. (See instructions in 13-
501.21.) Locally developed requirements 
on equipment for which there are no 
preventive maintenance guidelines or 
standards in this or other official 
directives should also be listed on 
Form 4896. 

13-501.21 

13-501.21 IDatruot1ona to~ Coapletion 
ot PS 4896 , .AD.nual Local 
Workhour Requir-.ent tor 
BuildiD.s Equipment 
Preventive Maintenance and 
Operation (Figure 13-3). 

Part I: 

Group general types of eq u1 pment to
gether, i.e., HVAC, Electrical, Eleva
tor, Plumbing, and Misc., allowing at 
least two blank lines for subtotals 
between groupings or list different 
groups on separate pages if desired. 
Separate pages may also be prepared to 
distinguish between preventive 
maintenance, traveling route, and 
stationary route requirements. 

Column A: Enter the applicable 
preventive maintenance guide number 
from Appendix 13-B, or equipment opera
tion guide reference from Appendix 13-C 
when guides and standards are provided. 
When HBK MS-1 guides or standards do 
not exist, enter "MFGR• (manufacturer's 
recommendations), "HMO-XX-XX" {applic
able Maintenance Bulletin Number), or 
other identifier to indicate the source 
of locally developed requirements. 

Column B: Enter item name from the 
Building Equipment Inventory, Form 
4897. 

Column C: Enter the quanti~y of local 
items having nonstandard requirements. 

Complete Columns D, E, and F if Form 
4896 is being used in lieu of Forms 
4896-A, 4894, or 4895, or if local 
requirements exceed or are less than 
the standard frequencies and/or times. 

ROTE 

In the latter case, the entry of 
standard allowances serves only to 
provide data for workhour 
comparison to locally developed 
requirements entered in Part II. 
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Operation and Mairltenartoe ot Real PropertJ 

Obtain the standard frequency and 
workhours per freq uenoy from Forms 
4896-A; 4894, or Appendix C, Part 3, 
and enter in Columns D and E. Where a 
range is given, enter either the maxi
mum if the locally developed require
ment is more than the standard allow
ance, or the minimum if the local 
requirEDent is less than the standard 
allowance. Multiply Column C by Column 
D by Column E and enter the results in 
Column F. For local equipnent without 
preventive maintenance/operational 
guides or standards, leave these 
columns blank and complete Part II, 
Columns G through J only. 

Part II - Local Req uiranent: 

Column G, Frequency: Enter the number 
of times per year that the locally 
developed checklist for this equipment 
is to be performed. 

Column H, Workhours per Frequency: 
Enter the hours to perform the locally 
developed checklist .2!!! time. This 
time should also include job prepara
tion (acquiring necessary equipment and 
materials), access to equipnent, return 
of equipment and remaining materials, 
compliance with applicable safety stan
dards, site cleanup, and necessary 
paperwork. 

Column I, Annual Travel Hours: Multiply 
the local route sheet travel time (one 
time) by the frequency in Column G and 
enter the results here. 

NOTE 

Ensure that the total quantity 
of equipment listed in Column 
C is considered when computing 
annual travel hours. 

Column J, Total Hours: Multiply Column 
C by Column G by Column H, then add 
Column I, and enter the results here. 
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13-501.21 Part II 

Column K, Annual Hours Variance: 
Complete tbis column ONLY when the 
locally required annual workhours 
(Column J) exceed or are less than the 
standard annual workbours (Column F) • 
Subtract Column F from Column J and 
enter the results in the appropriate 
column as either more (+) or less (-) 
than the standard allowance. 

Grand Totals: 

a. Part I, Standard: Subtotal Column F 
for each general type of equipment, 
i.e., "A," 8 E," 8 L," "M," and npn 
guides. Add the subtotals and enter 
as the grand total at the bottom of 
the last page utilized. (Note: 
Subtotal line must be created.) 

b. Part II, Local: Subtotal Column I 
and Column J for each general type 
of equipment. Add the subtotals and 
enter as the grand total at the 
bottan of the last page used. 

lOTI 

Column I grand total is en
tered here to readily identify 
that portion of Column J. 
resulting from local· travel 
time. 

Subtotal the "+ 8 and "-" hours in 
Column K, subtract the smaller from the 
larger, and enter the net variance at 
the bottom of the last page used. 

Page 2 (Reverse Side of Form 4896): 

Justification for Variances: Enter 
information to explain why local 
requirements vary from standard 
requirements, e.g., additional_ check
list items, equipment age and condi
tion, modifications, operational 
requirements, revised instructions in 
HMO, environmental conditions, and the 
actual or expected effects of inade
quate maintenance or equipment failure, 
expected benefits, costs, etc. 



13-502 

The senior maintenance official must be 
personally involved in determining the 
need fo~ significant variances cited on 
this form and providing adequate 
justification. The Field Division 
General Manager/Postmaster must approve 
the variances. 

13-502 EQUIPMENT OPERATION 

13-502.10 Standard Requir .. enta 

See 13-2 for an overview of deter
mining requirements. Carefully review 
Appendix 13-C for specific standard 
operational requirements and criteria 
for equipment/systems listed on Forms 
4894 and 4895. Local operating require
ments varying from the standards given 
herein must be listed on Form 4896 with 
supporting justification and approval 
as outlined in 13-203. The annual 
standard workhour allowances for 
equipment operation are to be 
summarized on Forms 4 894 and 4895 as 
follows: 

13-502.11 Form -89•, Annual 
Standard Workbour 
Requirement - Travelipg 
Operating Routes 
(Figure 13-ll) 

NOTE 

One Form 4894 is to be pre
pared listing only those i~ems 
that are not in the stationary 
route area, i.e., where travel 
beyond the stationary route 
area is required to check the 
equipment. A second Form 4894 
is to be prepared listing only 
those items within the sta
tionary route area (no travel 
time authorized) with the 
total workhours to be entered 
on Form 4895, Line 36, as part 

Operation aDcl Ha.iDteDaDoe ot leal Propert:y 

ot tbe stationary route work
load. 

a. Using information from the building 
inventory and local operating logs, 
route sheets, etc., make the 
required entries i.n columns b and c 
for equipment having the same route 
frequency, i.e., lines 1 through g, 
1lJ through 27, 3 2 through 3 9, lJ4 
through 48, 53 through 59, and 64 
through 66. Compute the total 
annual workhours for each line and 
enter in Column e. 

b. Total tbe annual workhours in 
Column e for each route frequency 
and enter in Blocks 10, 28, 40, 49, 
60 and 67. 

c. Calculate 10% of the total annual 
workhours for each route frequency 
and enter in Blocks 11, 29, 41, 50, 
61 and 68 (see 13-403.11). 

d. Determine the local travel time for 
equipment in each route frequency 
and enter in Blocks 12, 30, 42, 51, 
62 and 69 (see 13-403.10). 

e. Add the total annual workhours, 
minor adjustment, and travel time 
tor each route frequency and enter 
in Blocks 13, 31, 43, 52, 63 and 
70. Add the totals from the 
preceding blocks and enter as the 
grand total in Block 71 • 

13-502.12 Fora -895, Annual Standard 
Workhour Requirement -
Stationary Operating Routes 
(Figure 13-5) 

a. If applicable, fill in general 
information about the central chill 
water plant and high-pressure 
boiler plant in Columns 1 through 7 
and 17 through 26, respectively. 

MS-1, tL-~, 11-30-86 



....... .; 

b. Enter information about the 
chiller(s) and high-pressure 
bOiler(s) operating periods in 
Columns 8 through 1 0 and ZT through 
29, respectively. Equipment 
operating periods should be based 
on procedures in Appendix 13-C, 
Part 2. For each unit, enter the 
average number of days per year and 
the average number of tours per day 
that the equipment operates. 

Example: 

An office has two chillers (11 and 
#2) and an average cooling season 
of 180 days. Unit 1 runs an average 
of one tour per day for 60 days 
(the first and last months of the 
season) , and two tours per day 
during the remaining 120 days of 
the season. Unit 2 runs an average 
ot one tour per day for 90 days 
(during the hottest part of the day 
and the hottest part or the 
season). Three entries would be 
made as follows: 

Column 8 Column 9 Column 10 
Unit I Days/Yr Tours/Day 

1 60 1 
1 120 2 
2 90 1 

c. Based on the average number of 
operating tours per day for each 
unit, compute and enter the total 
workhours per day to perform each 
of the operating functions in 
Columns 11 , 1 2, 13 , 3 0 , 3 1 , and 3 2. 
Standard criteria and allowances 
for central chill water plant and 
high-pressure boiler plant opera
tion a~e given in Appendix 13-C, 
Parts 3a and 3b. 

d. Compute the annual standard work
hour requirement tor operating the 
central chill water plant. Multiply 
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13-502.20 

the total workhours per day 
(Columns 11+12+13) by the number of 
operating days (Column 9) and enter 
the results in Column 14 for each 
line. Total the entries in Column 
14 and enter the results in Block 
16. Similarly, compute the require- . 
ments for operating the high
pressure boiler plant, if applic
able, and enter the results in 
Block 35. 

e. Compute the annual standard 
workhour requirement for other 
equipment and duties in the 
stationary route area based on 
standard criteria in Appendix 13-C, 
Part 3. Prepare a separate Form 
4894 listing applicable equiP
ment/system requirements, omitting 
travel time. Enter the total hours 
from Block 71 of this Form 4894 to 
Line 36 of Form 4895. 

f. Compute the annual standard work
hour requirement for operational 
checks of the central control panel 

·g. 

based on criteria in Appendix 13-C, 
Part 3c and enter on Line 37. 

Add the times from Blocks 16, 35, 
36, and 37 and enter the total 
annual stationary route workhours 
in Block 38. 

13-502.20 Local Operational 
Requir•enta 

When locally developed operating 
requirements tor specific equipment, 
systems, or areas listed on Forms 4894 
or 4 895 exceed the standard frequency 
or workhours, list those items on Form 
4896. Locally developed requirements on 
items for which there are no operating 
guidelines or standards in this or 
other official directives should also 
be listed on Form 4 896 (see part 13-
501.21). 
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13-503 CORIBCTIVB MAIRTBIARCB 

13-503. 1 · General 

It is necessary to allow workhours to 
provide for correction of day-to-day 
failures and malfunctions of' building 
equipment. Making corrective repairs of 
some building equipment, such as drink
ing fountains, flush valves, and small 
fans, is a more practical and economic 
maintenance procedure than an elaborate 
preventive maintenance program. 

13-503.2 DetinitiOD 

Corrective maintenance is defined as 
that work required to correct day-to
day equipment failures and malfUnc
tions. The need f'or such work may 
originate from problems identified by 
employees or calls from other building 
occupants. Corrective maintenance does 
not include major repairs and/or 
improvements, such as replacement or an 
air-conditioning cooling tower, central 
chiller, or building roof, and renova
tion or upgrading or a building area. 

13-503.3 StattiDg Allowance 

The standard annual- allowance for 
corrective maintenance is 8 worlchours 
per year per 1 ,000 gross square feet. 
It is recognized that some buildings 
may require more or less workhours due 
to their age, need for major renova
tion, or operating conditions. The 
Field Division General Manager/ 
Postmaster may authorize a departure 
from the standard allowance when 
supported by evidence of unusual actual 
work load. The actual work load is 
determined by reviewing completed 
maintenance work orders or appropriate 
reports identifying w.orkhours used tor 
building corrective maintenance 
activities for the previous 3 years, if 
available. Factors to be considered 
when evaluating the actual work load by 
this means should include repair 
methods, personnel utilization, and the 
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impact of completed major repair, 
alterat~on, modification, and 
improvement projects. The standard 
allowance or average actual work load 
for corrective maintenance to building 
equipment is to be entered on Form 
4893, Column h. 

13-504 MISCBLLAHEOUS 

13-504.1 General 

Experience has shown that there are 
some workhour requirements for the 
operation of a building that cannot be 
identified within any or the previously 
discussed categories. Due to the wide 
variety of' miscellaneous activities, it 
is impractical to isolate and develop 
standards for the accomplishment of 
every type ot activity. Examples of 
miscellaneous activities include 
authorized meetings, training, and 
administrative time. This does not 
include space adjustment and nonpostal 
funded activities described in 13-505 
and 13-506 for which special staffing 
allowances may be authorized. 

13-504.2 Stattins Allowance 

The standard allowance for miscella
neous work shall be not more than 1 OJ 
or the total building operation and 
maintenance workhours (operating 
routes, preventive maintenance, and 
corrective maintenance) • Enter this 
figure on Form 4893, Column i. 

13-505 SPACE ADJUST.HEHTS 

13-505.1 General 

It is also recognized that there are, 
to varying degrees, frequent changes to 
and relocations of postal operations. 
Minor changes, renovations, or altera
tions to the building which are needed 
to accommodate such changes may be ac
complished by postal maintenance em
ployees. Examples of space adjustments 
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Operation and Maintenance ot Real Property 

include installation or relocation of 
lighting, electrical outlets and 
switches, HV AC, or other utilities 
equipaent; removal or installation of 
partitions, doors, miscellaneous 
fixtures and hardware; and painting. 

13-505.2 Stattins Allowance 

The standard annual allowance for minor 
alteration and improvement projects 
resulting from moves and space adjust
ments is 5 workhours per year per 1 000 
gross square feet of building area. A 
departure from the standard allowance 
may be made by the Field Division 
General Manager/Postmaster if the local 
office provides supporting evidence of 
unusual actual work load of this 
nature, as outlined in 13-503.3. The 
standard allowance or average actual 
work load for space adjustments is to 
be entered on Form 4893, Column j. 

13-506 HO~OSTAL FUNDED WORK: 

13-506.1 DetiDition 

Work:hours may be incurred for mainte
nance of equipment or areas belonging 
to other occupant agencies which is 
beyond normal, or standard level, 
building services, but because of 
available expertise, equipment, or 
other factors, is to the advant2ge of 
the Postal Service to accomplish on a 
reimbursable basis. This would include 
maintenance of equipment installed by 
occupant agencies for their exclusive 
use, such as emergency generators, 
special environmental control 
equipment, and special lighting. 

13-506.2 Statting Allowance 

No standard workbour allowance is 
provided. An allowance may be 
authorized based on the documented 
work load submitted with the staffing 
package. Enter locally required hours 
on Form 4893, Column k. 
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13-507 WORKHOUR REQUIREMENTS 
SOHMA.BY 

13-507. 1 General 

13-507.2 

The total building operation and 
maintenance annual workhour require
ment shall be summarized on Form 4893, 
Figure 13-6. 

13-507.2 Instructions tor Coapletion 
ot Form .11893, Annual Building 
Equipment Operating and 
Maintenance Workhour 
SUJIIIIa!'Y 

Column b, Type of Work: May be used to 
identity different types of craft work, 
e.g., HVAC, electrical, elevator, 
plumbing, and miscellaneous.. This is 
usually applicable only to large 
facilities where ·the work load will 
support specialized craft positions 
such as electricians, plumbers, eleva
tor mechanics, stationary engineers, 
building equipment mechanics, and 
enginemen. Workhour requirements for 
general types of equipment are 
subtotaled on other forms used herein. 

Column c: Enter the annual standard 
workhour requirements for building 
equipment preventive maintenance from 
Form 4896-A, Grand Total. 

Column d: Enter other local workhour 
requirements for preventive 
nance, if any, from Column 
4896. 

mainte
j, Form 

Column e: Enter the annual standard 
workhour requirements for traveling 
operating routes from Form 4894, block 
71. Exclude any workhours that were 
included in block 36 of Form 4895. 

Column f: Enter the annual standard 
workhour requirements for stationary 
operating routes from Form 4895, block 
38 .. 
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Column g: · Enter other local workhour 
requirements for building equipment 
operation, if any, from Column j, Form 
4896. 

Column h: Determine either the standard 
or average actual corrective mainte
nance annual workhour requirement 
according to 13-503.3. If different 
types of craft work are being listed, 
enter the annual hours applicable to 
each type of work, if known, or distri
bute the total hours as· deemed appro
priate. Check appropriate block at the 
top to indicate either standard allow
ance or locally developed allowance. 

Column i: For each line, calculate the 
total or columns c through h, ·then 
multiply by 0. 1 0 ( 10%) , and enter the 
results in this column as the miscella
neous allowance. 

Column j: Determine either the standard 
or average actual space adjustment 
annual workhour allowance/requirement 
according to 13-505.2. If different 
types of craft work are being listed, 
enter the annual hours applicable to 
each type of work, if known, or distri
bute the total hours as deemed appro
priate. Check appropriate block at the 
top to indicate either standard allow
ance or locally developed allowance. 

Column k: Determine the nonpostal 
funded annual workhour requirement 
accord,ing to 13-506 and enter the 
annual hours applicable to each type of 
work. 

Operation and Maintenance ot Beal Propert7 

Column 1: Total Annual Workhours: For 
each line, cross-total columns c 
through k and enter the results in this 
column as the total annual workhours 
for each type of work listed. 

Subtotal columns c, d, e, f, and g as 
indicated to Line 9. 

Cross-check the calculations by total
ing the columns as indicated on Line 
10, then cross-totaling Line 10 to 
Column 1. 

13-508 DOCUMENTATIOI 

13-508.1 Approval and Retention 

The completed staffing forms and 
supporting documentation shall be 
submitted to the divisional office for 
review and approval. The senior 
maintenance official shall maintain the 
approved staffing forms and implement 
the maintenance program to accomplish 
the identified work. 

13-508.2 Revision 

The staffing analysis will be revised 
when significant building and building 
equipment modifications, deletions, or 
additions warrant a change in the local 
staffing requirements, or as directed 
by higher level management. 
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Operation aad Mainteaance ot leal Propert7 AppeDdix 13-A (p. 1) 

.I.PPDDII 13-1 

BQUIPMBII'l' DVBBTOII .liD IU.DTBIDCB RBFBUICB GUIDI 

I I OPERATING GUIDE 
FORM 
4772 
REQ. 

I HMICS I DESCRIPTION PM J J PS 
ITEM I ACRONYM IAHD REMARKS (PS 4897) IGUIDE HO(s) lAPP. 13-C I 4894 

I I I (APP. 13-B)J PART 4 1 LIHE I 

NOTE: Refer to Preventive Maintenance GUides, Appendix 13-B, to aid in equipment 
identification. Where multiple guides are given, review each guide to 
determine local applicability for certain components • 

• 

• 

Air Compressors BLDG 
(2) 

Air-Conditioning BVAC 
Machine Package 
Unit 

Give MFR, tank 
capacity, motor hp, 
and pressure (psig) 

Give tonnage 

M-1 

A-1, A-20 

• Air-Conditioning, BLDG Give tonnage or BTU/hr A-2, A-20 
Window Units 

• Air Handlers 

• Alarms·, Misc. , 
Burglar, Civil 
Defense, 
Trespass, etc. 

• Backflow 
Preventers 

HVACA Give motor hp and CFM A-4, A-16 
through 
A-19, E-29 

BLDG Give make, no. of E-1 
stations and receiving 
points 

BLDG Give mfr. and model P-16 
number 

Batteries, Edison BLDG Give number of cells E-6 
nickel-iron- and use 
alkaline 

Batteries, lead- BLDG Give number of cells E-5 
acid and use 

Battery Chargers BCR Give mfr., rating and E-2 
use 

a 14 

c 1' 32 

b4, 1 2, 33 

d 53-55 

d 53-55 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1) Use acronym for equipment on which this item is installed. 
(2) Also Unfired Pressure Vessel (UPV), if applicable. 
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I l OPERATING GUIDE 
FORM I 
4772 I 
~.I 

I NMICS I DESCRIPTION PM I I PS 
ITEM I ACRONYM lAND REMARKS (PS 4897) IGUIDE NO(s) lAPP. 13-C I 4894 

I I _l _!APP. 13-B) I PART 4 I LINE # 

• Boilers, Cast 
Iron and Steel 

HVACB Give mfr., type, lbs. 
steam/hr., BTOs/hr, 
Fuel(s) used 

A-6, A-5, 
A-7, A-8 

• Burner, Gas . ( 1) Give type of fuel and 
BTUs/hr 

A-7 

• Burner, Oil (1) Give type of fuel and 
BTUs/hr 

A-8 

• 

• 

• 

Clocks, Electric, BLDG Give mfr. and type of E-3 
Central System master unit 

Coils, Preheat, BLDG 
Reheat, etc. (at 
remote locations) 

Condensers, Air 
Cooled 

Condensers, 
Evaporative 

BLDG 

BLDG 
(2) 

Controls, Central HVACI 
System 

Controls and HVACA 
Mechanisms for 
Roll-type Filters 

Cooling Towers BLDG 

Give sq. ft. of 
exposed area 

A-9 

Give capacity in tons A-3, E-29, 
P-18 

Give capacity in tons A-14, E-29, 
P-18 

Give net sq. ft. or.· 
space served by 
system, and number 
of stations 
(input devices) 

Give size and type 
(pressure or timer) 

Give tonnage and 
number of cells 
(cell includes fan, 
motor, etc.) 

A-10 

A-19 

A-12, A-13, 
E-29 

Dock Boards (also BLDG Give size and capacity H-21 
see Loading Ramp) 

e, j, k 3 

e 3, 18 

e 3' 18 

b4d 

b 33 

b 33 

b4b 37 

b 4 or 17 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1) Use acronym for equipment on which this item is installed. 
(2) Also UPV, if applicable. 
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'I I l OPERATING GUIDE 
FORM I NMICS I DESCRIPTION I PM I I PS 
4772. I ITEM ACROHIM lAND REMARKS ( PS 4 897) IGUIDE HO(s) lAPP. 13-C I 4894 
;REQ.· I I I (APP. 13-B) I PART 4 I LINE I 

Doors, . Main BLDG M-9 
Entrance (non-
powered) 

Doors, Main BLDG M-8 
Entrance and 
Dock, Power 
Operated 

Doors, Power BLDG Give mtr. and type M-7 
Operated (overhead, sliding) 

Drains, Areaway, BLOO P-21 
Driveway, Storm 

Drinking Water BLOO Give mfr. P-32 
Coolers 

Dumbwaiters BLOO Complete Form 4813 L-19 
for each unit 

Elevators, EL Complete Form 4813 L-1 through g 44-47 
Electric for each unit L-12, E-29 

Elevators, EL Complete Form 4813 L-13, L-14, g 44-47 
Hydraulic for each unit E-29, P-18 

Elevators, EL Complete Form 4813 L-17, E-29, g 44-47 
Sidewalk for each unit P-18 

• Escalators BLDG Complete Form 4813 L-15, L-16' h 
for each unit E-29 

Expansion Joints BLDG Give pipe size and P-22 3-5, 
in Piping (SliP- type of slip joint 15-22, 
type) 38 

Fan/Coil Unit, BLDG Give type A-24, A-20 
Under Window Type 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

(1) Use acronym for equipment on which this item is installed. 
(2) Also UPV,~if applicable. 
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I 
FORM I 
4772 I 
REQ. J 

I I OPERATING GUIDE 
I NMICS I DESCRIPTION I PM I I PS 

ITEM I ACRORIM lAND REMARKS (PS 4897) IGUIDE NO(s) lAPP. 13-C I 4894 
I I 1 (APP. 13-B) I PART 4 I LINE I 

Fans, Centrifugal BLDG Give mtr. CFM and hp. A-15 
(Exhaust or of motor 
Return Air) 

Fans, Propeller, 
24 in. d.ia. or 
larger 

BLDG Give make, size, and 
hp. of motor 

A-22 

Fans, Propeller, BLDG 
Pedestal or Wall
Mounted 

Give diameter of blade A-23 
and hp. of motor 

Filters, Electro- BLDG Give mfr., air A-21 
statio capacity and grid 

voltage 

• Filters, Movable 
Curtain, Oil 
Coated 

• Filters, Roll 
Type, Disposable 
Media 

Filters, Throw 
Away 

Filters, Viscous 
Type (Washable) 

BVACA Give sq. ft. of 
exposed surface 

BVACA Give size and type of 
media 

(1) Give number or each 
size 

(1) Give number of each 
size 

A-16 

A-17, A-19 

A-20 

A-18 

Fire Alarm Boxes FAELS Give mfr. and whether E-38 
(Manual) coded or noncoded 

Fire Alarm Check 
Valves and 
Accessories (Wet 
Pipe Sprinkler 
System) 

FAELS Give operating water P-23 
pressure (unit includes 
retard chambers, jockey 
pumps, tamper alarms, 
etc.) 

l 

l 

b4b 

b4b 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1} Use acronym for equipment on which this item is installed. 
(2) Also UPV, if applicable. 

34 

35 

37 

37 

MS-1, TL--, 11-30-86 



Operation and. HaiDteiUUloe ot Real PJtopertJ Appelldix 13-A (p. 5) 

.I 
FORM I 
4772· I 
IREO. ·I 

I I OPERATING GUIDE 
I NMICS I DESCRIPTION PM I I PS 

ITEM I ACRONYM lAND REMARKS (PS 4897) IGUIDE NO(s) lAPP. 13-C I 4894 
I I I (APP. 13-B) I PART 4 I LINE I 

Fire Alarm or 
Fire Detection 
Devices, Automatic 

Fire Alarm System, 
Control Boards 

Fire Alarm 
System - Recorders 

Fire Control 
Valves, Dry Pipe, 
Deluge and 
Preaction 

Fire Control 
Valves for Water 
Distribution 
Systems 

Fire Dampers 
{In Duct) 

Fire Department 
Hose Connections 
{Standpipe 
Outlets) 

Fire Department· 
Pumper Connections 
(Standpipe or 
Sprinkler) 

Fire Doors -
Sliding Type 

FAELS Give type (ion chamber; E-35 
temperature; photo
electric; water flow 
alarm) 

FAELS Give mfr. E-36 

FAELS Give Mfr. E-37 

FAELS P-24 

FAELS Give size P-2 

FAELS Give duct size A-32 

FAELS Give size P-26 

FAELS Give size and P-27 
threads, i.e., 
National Standard or 
Pittsburg Standard d 

FAELS Give type of H-12 
actuating device 
(Fusible link, etc.) 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

(1) Use acronym for equipment on which this item is installed. 
(2) Also UPV, if applicable. 

MS-1, T.L-., 11-30-86 



lppeadix 13-1 (p. 6) Operation ud MainteDaDoe ot Real Propert7 

I I I OPERATING GUIDE 
FORM I I NMICS I DESCRIPTION I PM I I PS I 

4772 I . ITEM I ACRONIM lAND REMARKS (PS 4897) I GUIDE NO(s) lAPP. 13-C I 4894 
~.I I I I (APP. 13-B) I PART 4 I LINE I 

Fire Doors - FAELS Give type of hold M-11 
Swinging Type, open device, if any 
Stairwells and 
Exitways 

Fire Extin- FAELS Give capacity in lbs. P-4, P-5 q 
guishers, Gas and ext. agent (MP 
(C02) - Dry Chemical, Halon, 
Cartridge Type etc.) 

Fire Extin- FAELS Give capacity in lbs. P-3, P-5 q 
guishers, Stored- and ext. agent (MP 
Pressure Type Dry Chemical, Halon, 

etc.) 

Fire Extin- FAELS Give number of tanks, P-6 
guishing Systems - capacity, and ext. 
Fixed agent (C02, Halon, 

etc.) 

Fire Hoses ( 1 1/2" FAELS Give date of purchase P-25 
racked in 
buildings) 

Fire Hydrants FAELS Give type of barrel P-28 
(Dry or Wet and gpm 
Barrel) 

Fire Pumps FAELS Give type of' drive P-33 or P-34 i 

Fire Supervisory FAELS Give type of' super- E-34 
Signals - Testing vision 

Floor Scrubber - BLDG Give mfr. and size M-18 
Vacuum, Automatic, 
Battery-Powered 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, f'or motor of one horsepower or larger. 

(1) Use acronym for equipment on which this item is installed. 
(2) Also UPV, if' applicable. 

64 

64 

38 

MS-1, TL-4, 11-30-86 
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Operation and Maintenauoe ot Real Property Appendix 13-A (p. 1) 

1 
FORM I 
4772 ·I 
~.·1 

I OPERATING GUIDE 
NMICS I DESCRIPTION I PM I I PS 

ITEM I ACRONYM lAND REMARKS (PS 4897) IGUIDE NO(s) lAPP. 13-C I 4894 
I l I (APP. 13-B)I PART 4 I LINE I 

• General Monitoring GMS 
System 

System includes CPU, 
CRT (monitor) w/key
board, disk drive, 
printer, and Program
mable Interface 
Peripheral (PIP) 

A-33, A-34 
(See current 
MMO) 

• Generators, 
Emergency, 
Gasoline or 
Natural Gas 
Engines 

ESPS Give kVA, kW, voltages E-31 , E-33 
and phases (single or 
3-phase) 

• Generators, ESPS Give kVA, kW, voltages E-32, E-33 
Emergency, Diesel and phases (single or 
Engines 3-phase) 

Heaters, Base- BLDG Give length in feet at A-29 
board, Electric each location 

Heaters, In Duct, BLDG Give sq. ft. of coil A-28 
Electric surface area 

Heaters, Unit, BLDG Give size or capacity A-31 
Gas-fired and motor hp. 

Heaters, Unit, BLDG Give type, size or A-30 
Steam or Hot Water capacity and motor hp. 

Heating/Cooling BLDG Give BTUs/hr A-25 
Units, Rooftop 

Hot Water Heaters, BLDG Give size or capacity, P-30, E-29, 
Converters size of coils P-18 

Hot Water Heaters, BLDG Give capacity and type P-31, E-29, 
Domestic Type (Gas of fuel P-18 
or Oil Fired) 

Incinerators BLDG Give mfr. and size or M-6 
capacity 

j, k, m 

k, m 

• 
( 1) 
(2) 

Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 
Use acronym for equi.pment on which this item is installed. 
Also UPV, if applicable. 

MS-1, TL-4, 11-30-86 
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.lppelldix 13-1 (p. 8) Operation and HalllteD.alloe or leal Propertr 

I 
,ORM I 
4772 I 
m. 1 

I I OPERATING GUIDE 
I HMICS I DESCRIPTION PM I I PS 

ITEM I ACROHIM lAND REMARKS (PS 4897) IGUIDE NO(s) lAPP. 13-C I 4894 
I I I (APP. 13-B) I PART 4 I LINE I 

Lawnmowers and BLOO Give mtr., type, size, M-2 
and engine hp. Edgers (Gasoline 

powered) 

Litts, Power BLDG Give mtr. and height M-17 
range 

Lighting Fixtures, BLDG Give type, no. ot bulbs E-7 
OUtside and wattage, and height 

Lightning 
Protection 

BLDG Give number of air 
terminals and down 
conductors 

Lights, Emergency FAELS Give type (wet, dry, 
or gel cell) 

E-12 

Load Levelers 
(below grade) 

BLDG Give mfr. and capacity M-20 

Loading Ramps, 
Adjustable 

Manholes, Sewer 

BLDG Give mfr. and capacity M-10 

BLDG P-9 

Motors, Over 5 HP (1) Give mfr., bp., and 
equipment served 
(complete PS 4772-A) 

E-29· 

Paper Baler BLDG Give size of bale M-5 

r 

1 

65 

2-5, 
14-23, 
32-38, 
44-47 

Pumps, Centrifugal HVACP Give motor hp., GPM P-18, E-29 m 2-5, 
15-22, 
33, 37 

(Not Integral and eq\Upment/system 
with Motor) served 

Pumps, Condensate 
or Vacuum 

HVACP Give motor hp. and 
equipment served 

Pumps, Sump HVACP Give motor bp. 
(Sewage or Lift) 

A-11 m 

P-11 0 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1) Use acronym for equipment on which this item is installed. 
(2) Also UPV, if applicable. 

15 

36 

MS-1, TL-4, 11-30-86 
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Operatioa Uld HaiateDUoe td Real bopert)" lppelld.1x 13-A (p. 9) 

I' 
FORM I 

I I OPERATING GUIDE 
I RMICS I DESCRIPTION PM I I PS 

Jl.772 'l 
REQ. I 

ITEM I ACRONYM lARD REMARKS (PS 4897) IGO'IDE NO(s) lAPP. 13-C I 4894 
I I I (APP. 13-B) I PART 4 I LIRE I 

• 

• 

Radiators, 
Beating 

BLDG Indicate one- or two- P-19 
pipe system 

Refrigeration HVAC 
Machines (Absorp... 
tion type) 

Refrigeration HVAC 
Machines (Centri-
fugal and 
Reciprocating) 

Give mfr., tonnage, 
and motor bp. 

Give mfr., tonnage, 
and motor hp. 

A-26, E-29, 
P-18 

A-27, E-29, 
P-18 

Roof, Built-up, BLDG Give sq. ft. of roof P-20 
including: mat 

Drains and 
Downspouts Give quantity of each 

Penetrations 
(except drains 
and vent pipes) , Give quantity 

Expansion or 
Control Joints Give lineal ft. 

Gutters 
Perimeter 
Exterior Walls 
Inside Ceilings,. 

Top Floor(s) 

Give lineal ft. 
Give lineal .ft. 
Give lineal .ft. 
Give sq. ft. of office 
and workroom areas 

Sewage Ejectors 
(Pneumatic Tank· 
Type) 

BLDG Give mfr., type, size P-10 
and motor hp. 

Snow Blower -
Walking Type 

BLDG Give mfr., size and 
engine hp. 

M-19 

Sprinkled Area FAELS Give no. of heads and P-29 
sq. ft. of each 
sprinkled area 

Stationary Packers BLDG Give mfr. and 
capacity 

M-13, M-14, 
M-15 

b 

b 

a, 1 

5 or 
PS 4895 

5 or 
PS 4895 

23 

• Prepare Equipment Inventory History Record, PS 4772, tor each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1) Use acronym for equipment on which this item. is installed. 
(2) Also UPV, if applicable. 



lppeadix 13-1 (p. 10) Operation and MaiDteDalloe ~ Real Property 

I 
FORM I 
~772 I 
IBEO. I 

l I OPERATING GUIDE 
I NMICS I DESCRIPTION PM I I PS 

ITEM I ACRONYM lAND REMARKS (PS 4897) IGUIDE HO(s) lAPP. 13-C I 4894 
I I I (APP. 13-B) I PART 4 I LINE # · 

Sweepers (Battery BLDG Give mf'r., type, M-16 
Powered) and size 

Sweepers (Gasoline BLOO Give mfr., type, M-3 
Powered) size, engine hp. 

Tanks, Fuel (Htg) BLDG Give approx. size or M-4 
Oil Storage capacity 

Tanks, Water (1)(2) Give approx. size or P-12 
(All Types) capacity and type 

(HW, CW, etc.) 

Traps, Grease BLDG Give size P-7 

Traps, Steam BLDG Give type and pipe P-17 
All Types size 

Valves, Manually BLDG Give size and function P-14 
Operated (Main-
line or Critical -
over 2 inches) 

Valves, Motor BLDG Give size and motor hp. P-15 
Operated 

Valves, Regulating BLDG Give size and pressure P-13 
(Steam) 

* Window Washing BLDG 
Scaffolds, Power 
Operated 

Give height of building L-18 
and approx. length of 
track 

k 16, 18, 
22 

b, j, k, 3, 15, 
n 18, 21' 

22 

n 21 

• Prepare Equipment Inventory History Record, PS 4772, for each unit and, if 
applicable, Motor Record, PS 4772A, for motor of one horsepower or larger. 

( 1) Use acronym for equipment on which this item is installed. 
(2) Also UPV, if applicable. 

MS-1, 1L--, 11-30-86 
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Operation and Maintenance ot Beal Property Appendix 13-B (p. 1) 

APPDDII 13-B 

PRBVDTIVE M&DTD.A.ICB GUIDES 

GUIDE HUMBEI A-1 

AII-CORDITIORIIG MACBIIB -
PACKAGE UNITS 

Frequency: Annual 

Special Instructions: Prior to cooling 
season, open and tag electrical 
circuits. 

Checkpoints: 

1. Remove panels, clean entire unit~ 
2. Clean drip pan and drains. Paint 

as necessary. 
3. Check bolts, nuts, electrical 

connections, anchors, etc. 
4. Drain condenser, clean chemically, 

and neutralize. Clean and paint 
heads if needed. 

5. Adjust or replace vibration 
eliminators. 

6. Observe belt wear. Replace worn 
belts and/or adjust belt tension. 

7. Check alignment of motor, fan, 
etc. 

8. Replace filter, if reqUired. 
g. Check for refrigerant leaks. 

10. Check oil level. 
11. Check fan and motor. Clean fan 

blades, or rotor, and lubricate 
bearings. 

12. Run machine and check operation, 
water supply and control valves, 
suction and discharge pressures, 
need for refrigerant; recheck for 
leaks, functioning of controls, 
temperature or discharge, air, 
etc. 

13. Restore panels and clean up area 
and machine.· 

GUIDE NUMBER A-2 
AIR-COHDITIORING, WINDOW UNITS 

Frequency: Annual 

HS-1, TL-4, 11-30-86 

Special Instructions: Disconnect 
electric cord to unit. Review 
manufacturer's instructions. 

Checkpoints: 

1. Clean condenser, cooling coil 
fins, and fans. 

2. Remove dirt or dust from all 
interior parts. 

3. Replace til ter. 
4 • Inspect and adjust damper. 
s. Lubricate motor and ran bearings. 
6. Inspect gasketing, look for leaks 

between unit and window, and caulk 
as necessary. 

7. Check for refrigerant leaks. 
8. Start unit and observe operation. 
9. Check temperature differential and 

controls. 
1 0. Check frame of un1 t with ohmmeter 

for proper electric ground. 
11. Replace covers (if any). 
12. Clean area. 

GUIDE HUMBER A-3 

AIR-COOLED COHDBRSERS 

Frequency: Annual 

Checkpoints: 

Special Instructions: Open and tag 
electric circuits. 

1. Vacuum or blow out dirt on coils 
and fins. 

2. Service tan, motor, motor 
controls, gear box, etc.; 
lubricate as needed. 

3. Check structure, touch up, or 
repaint as required. 

4. If applicable, check cold weather 
selector and control(s). 

ibalogun
Highlight



AppeDdjz 13-B (p. 2) 

oumB IJUMBBI A-ll 

1II IUIJ)LBIS 

Frequency: Annual 

Special Instructions: Open and tag 
electric circuits. 

Checkpoints: 

1. Fans 

a. Clean buildup, dust, and dirt 
from fan blades. 

b. Clean inside of fan housing 
and casing, noting structural 
irregularities, condition of 
insulation, loose bolts, 
foundation and vibration
isolation. 

2. Bearings (With pillow blocks, 
Sleeve or ball bearings) 

a. Lubricate bearings, change 
oil, perform pressure 
lubrication according to 
manufacturer's instructions. 
Take care not to 
overl ubrica te. 

b. Remove top housing and examine 
retainers and slings. 

3. Drives (Belt and Direct) 

a. Inspect for excessive belt 
wear indicating misalignment, 
overloading, or improper belt 
tension. 

b. If belts are worn, they should 
be replaced to prevent 
untimely breakdown. (Multibelt 
drives should be replaced in 
matched sets.) Adjust belt 
tension with a scale and 
straight edge. 

c. Cbeck rigid couplings for 
alignment on direct drives 
and tor tightness of assembly. 

Operation and MainteD&Doe ot Real Propert7 

d. Inspect flexible couplings tor 
alisnment and wear. 

4. Coils 

a. Examine coils tor leakage at 
joints and bends. 

b. Clean coil exterior by 
brushing, vacuuming, blowing, 
or chemical cleaning. 

c. Humidifier or wet coils (city 
water, spray, steam pan grids, 
et.c.) will require additional 
attention to avoid scaling and 
odors. 

5. Freeze Protection 

a. Check pitch of coil to 
drainage point and blow down 
with compressed air. 

b. Inspect test controls and 
devices used tor freeze 
protection. 

c. Clean face bypass dampers and 
lubricate damper operators. 

6. Controls 

a. Inspect and clean dampers, 
control ~inkage and control 
motors. 

b. Lubricate as necessary. 

GOIDB HUMBER A-5 

BOILERS, OIL FilED 
(Cleaning fireside only.) 

Frequency: 1 to 5 times annually 

Application: This is to provide for 
fireside cleaning to remove soot and 
maintain high efficiency. 

Special instructions: Allow boiler to 
cool and lock and tag controls and 
valves in off position. 

1. Clean soot from chamber, tubes, 
and all heat trans.fer surfaces. 

HS-1, TL--, 11-30-86 



Operation and Maintenance ot Real Property 

2. ·Look for signs of overheating, 
leakage, wear, abrasion, corrosion 
of pressure parts, or erosion or 
metal. 

3. Clean burner nozzle and check for 
wear. 

4. When unit is returned to service, 
check and adjust burner for 
optimum combustion efficiency. 

GUIDE HUMBER A-6 

BOILERS, CAST-IROR AID STEEL 

Frequency: Annual 

Special Instructions: Review manu
facturer 1 s instruct! ons and A.SME code 
for boilers. If boiler is part of an 
operating system, blanks should be 
installed to isolate the boiler from 
the system. 

Checkpoints: 

1. General 

a. Follow instructions in HBK 
MS-24 to remove boiler from 
service. 

b. Remove fly ash and soot from 
flue passages. 

c. If hydrostatic test is 
required by inspector, fill 
boiler and apply hydrostatic 
test, 1 1/2 times the oper
ating pressure in the presence 
of qualified boiler inspector. 

d. Check fire sides, valves, and 
trim and mark position of 
leaks. 

e. Take proper safety precautions 
before working inside boiler, 
including tagging of valves 
and controls, and letting 
boiler cool down. 

2. Water Sides 

a. Clean gauge glass and siphon 
loops to limit controls. 

MS-1; TL-4, 11-30-86 
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b. See that petoocks and try
cooks open freely. 

c. Calibrate pressure and 
temperature gauges. 

If Internal Inspection is 
ReqUired 

d. Remove handhole and manhole 
plates. 

e. Clean interior of boiler, wash 
down shell and drums to remove 
mud, loose scale, and 
deposits. 

f. Turbine tubes, check tube ends 
for leakage and corrosion. 
Reroll, rebead, and/or replace 
thin tubes. 

g. Examine complete water side 
for extent of corrosion, 
measure and record the 
location and depths of pits in 
drum internals, and reed 
connections, gauge glass, and 
steam pressure gauge outlets. 

3. Exterior and Fire Sides 

a. Examine and clean water column 
and feed water regulators, 
high and 1 ow side al·arms, 
drains, gauge gl·asses, siphon 
loops, petcocks and try-cocks. 

b. Look for signs of overheating, 
leakage, wear, abrasion, 
corrosion of pressure parts, 
or erosion of metal. 

c. Check tubes for evidence of 
blisters and pock marks. 

d. Check condition of all 
refractories for cracks, 
erosion, and caulk. Also 
expansion joints, baffles, 
dampers and actuating 
mechanisms, staybolts, etc. 

e. Check sootblower elements for 
misalignment, warping, and 
impingement on tubes. 

f. Test all nonreturn and stop 
valves, clean and replace as 
necessary. 



g. .Check fusible plugs if used; 
replace yearly. 

h. Check and clean bonnets, 
· flues, and uptakes for 
defective metal. Replace if 
necessary. 

1. Check exterior structure tor 
strains and tension. 

j. Clean and lubricate forced
draft fan. 

k. Check condition or door 
gaskets. 

1. Carefully account for all 
tools before closing up 
boiler. 

GUIDE HUMBER A-7 

BURDI, GAS 

Frequency: Annual 

Checkpoints: 

1. Check boiler roan for adequate 
ventilation in accordance with AGA 
burner reqUirements. 

2. Check operation or all gas con
trols and valves including: Gas 
shutoff, petal gas regulator, 
safety shutoff valve (solenoid), 
automatic gas valve, petal 
solenoid valve, butterfly gas 
valve, motor, linkage to air 
louver. and safety petal solenoid 
(if used). · 

3. Cbeck flue connections for tignt 
joints and minimum resistance to 
airflow. (See that combustion 
chamber, flues, breaching, and 
chimney are clear before firing.) 

4. Draft regulators should give 
slightly negative pressure in the 
combustion chamber at maximum 
input. 

5. On forced-draft burners, gas 
manifold pressure requirements 
should correspond with modulating 
(butterfly) valve in full-open 
position and stable at all other 
firing rates. 

Operation and Maintenance ot Real Property 

6. Take C02 flue gas temperature 
readings for determination of 
efficiency of the unit. C02 for 
atmospheric gas burners should be 
8 to 9.5%; for forced dratt 
burners 9 to 10J. Determine 
combustion efficiency according to 
instructions with flue gas test 
apparatus. Combustion efficiency 
should be at least 80S. If 
efficiency is low, check baffling. 

1. Check burner tor flashback and 
tight shutoff of fuel. 

8. Check operation of controls. Clean 
and adjust if necessary. 

9· Satisfactory operation and 
adjustments should conform to 
manufacturer's instructions. 

GUmB HUMBER A-8 

BUBHER, on. 

Frequency: Annual 

Checkpoints: 

1. Test and inspect burner (with or 
without firing) at rated pressure 
for leaks. 

2. Timed trial for ignition for 
pilots and burners should be in 
accordance with manufacturer's 
instructions. 

3. Check operation of automatic 
safety controls and combustion 
flame safeguards for abnormal 
discharge of oil on ignition 
failure, and sensors for presence 
of flame. 

4. Check pre-ignition purging 
· capability of burner, combustion 

chamber, boiler passes, and 
breeching. Stack dampers should be 
fully open during purge and light
off period. 

5. Check delivery of fuel in relation 
to its response to the ignition 
system. Examine electrodes for 
carbon buildup, dislocation, 
distortion, and burning of parts. 

HS-1, TL-4, 11-30-86 



Operation and Maintenance ot Real Property 

6. Check that ignition transformer 
supplies dependable arc. Adjust 
. and regulate as required for 
clearance and air gap. 

7. Clean and adjust draft regulator 
and air shutter on a natural draft 
burner to ensure excess air 
quantities are minimum tor 
complete combustion. Test with gas 
analyzer. 

8. On mechanical dratt burners clean 
and check power-driven tan blower. 

9. Check out forced-draft fan, clean 
ran and ran housing, check 
bearing, pulleys, and belts for 
wear and lubricate as necessary. 

10. Check and clean filters, water 
separators, primary and secondary 
strainers. 

11. Clean, check operation, and adjust 
controls and safeties • 

. 12. Burners designed to change firing 
rates automatically shoUld be 
checked for adequate proportioning 
changes in fuel and air rates. 

13. Check constant level device to see 
that burner maintains proper oil 
level (within 1/3•) at rated 
output. 

14. Check to ensure that energy cannot 
feed back and energize ignition 
devices or feed valves after a 
control shuts off burner. 

15. Replace nozzles and check for 
tight shutoff of fuel. 

16. Check stacks for smoke or haze and 
adjust burner accordingly_ 

17 • Take C02 , ~, and smoke 
readings. Compare C02 and flue 
gas temperature for determination 
of boiler burner efficiency. 
C02 should be 9 to 12%. 
Combustion efficiency should be at 
least 80%. Determine combustion 
efficiency according to instruc
tions with flue gas test 
apparatus. 

MS-1, TL-~. 11-30-86 
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GUIDI llUMBBR A-9 

con.s, PREHEAT, RBBEAT, ETC • 
(Remote from Air Handler) 

Frequency: Annual 

Application: This guide applies to 
coils that are not part of an air
washer or air-handling unit. 

Checkpoints: 

1. Vacuum or blow out the fins, 
coils, etc. 

2. Remove obstructions to airflow. 
3. Check coils. Correct or report 

leaks. 
4. Test and inspect controls 

protect against freezing. 

GUIDE NUMBER A-1 0 

CONTROLS, CEHTRAL SYSTEM, 
HEATIRG AID AIR-CORDITIOHIRG 

Frequency: Annual 

that 

any 

Special Instructions: Read and 
understand manufacturer's instructions 
before making adjustments or 
calibration. Stations include devices 
such as sensors, controllers, 
actuators, positioners, etc. 

Checkpoints: . 

1. Check set point of controls 
(temperature, humidity, or 
pressure). 

2. Compare control point with an 
external measuring device, note 
deviation, and adjust. 

3. Check the unit over its range of 
control. If possible, impose 
simulated conditions to activate 
controls and check operation. 



J.ppenclix 13-B ( p. 6 ) 

4. Check for control-point cycling. 
5. Check closeness of differential 

gap on two-position controllers 
( on...;of'f-open-closed). 

6 • Check condition and action of' 
primary elements in the 
controllers (bimetallic strips, 
sealed bellows with capillary 
tubes) for ·remote sensing, etc. 

7. Note· the action ot the controlled 
device (thermostats, humidistats, 
and pressurestats) which changes 
the controlled variable (motors, 
valves, dampers, etc.). 

8. On electronic controls check the 
source of the signal and its 
amplification. 

9. Check air systems for leaks; check 
for correct maintenance of 
pressure in pnelJDlatic electri.c and 
electric pneumatic units. Check 
units for proper closing and loose 
connections. 

10. Check the condition and the 
ability of humidity-sensing 
primary control elements (hair, 
wood, leather, or similar 
substances) to read to moisture 
changes and their action on the 
control mechanism. 

11. Check resulting action of 
pressure-sensing primary control 
elements such as diaphragms, 
bellows, inverted bells, and 
similar devices when. activated by 
air, water, or similar pressure. 
Check operations of all relays, 
pilot valves, and pressure 
regulators. 

12. Use test kits and manufacturer's 
instructions whenever possible. 
Replace rather than rebuild a 
control installed in the system. 
Take control to shop for repair. 

GUIDE HUMBER A-11 

COHDEHSATE OR VACUUM PUMPS 
(On steam return ~stems) 

Frequency: Annual 

Operation and Maintenance ot leal P.ropert7 

Checkpoints: 

1. Operate unit to check for steam 
binding. 

2. Check condensate temperature 
(should be approximately 30° 
below steam temperature if traps 
are not leaking). 

3. Examine flanges tor steam leaks. 
4. Pump receiver down. 
5. Turn condensate to sewer. 
6. Shut down unit. 
1. Clean receiver. 
8. Clean and adjust motor float 

switch and float operation on 
high-low water level. Inspect 
pressure switches. 

9. Clean and examine receiver, vent 
pipe, inlet and discharge openings 
tor excessive corrosion. Report 
condition. 

10. Check alignment of coupling with 
straight edge. 

11. Lubricate pump and motor. 
12. Adjust packing glands and ch'ange 

packing when necessary. 
13. Examine vacuum breaker operation. 
14. Inspect ball floats, rods, and 

other linkage; adjust as 
necessary. 

GUIDE HUMBEJI A-12 

COOLIHG TOWERS 

Frequency: Annual 

Special Instructions: After the cooling 
season Open and tag electric 
circuits. 

Checkpoints: 

1. Drain and flush down tower. Remove 
trash, dirt, and algae from pans, 
casings, fill, and screens. 

2. Steel casing, basins, and 
framework should be painted with 
protective paint where applicable. 

MS-1, TL-4, 11-30-86 
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3. 

4. 
s. 

6. 

7. 

8. 

9. 

Cbeck structural members of tower 
for deterioration. Cbeck bolts and 
tighten when tower wood is dry. 
Replace tower fill when necessary. 
Examine water nozzles for 
obstructions and proper water 
di atribution. 
Drain and replace lubricant in 
gear box. 
Check alignment of motor to gear 
to ran. 
Inspect motor, motor starter, 
belts, etc., for proper operation. 
Clean and check operation of the 
water-treatment equipment. Check 
bleed line and setting in 
accordance with requirements. 

10. Fill tower. Adjust bleed, float 
control valve for desired water 
level. Charge with water-treatment 
chemicals. 

GUIDI NUMBER A-13 

COOLING TOWERS 

Frequency: 1 to 6 times annually 

Application: This guide may be used to 
provide periodic flushing of cooling 
towers, and should be used only if the 
towers accumulate excessive debris 
during the operating season. 

Checkpoints: 

1. Disconnect motors; tag and 
lock circuits. 

2. Drain tower; flush out with hose. 
3. Clean distribution nozzles and 

screens .. 
4. Remove debris from area. 
s. Return unit to service. 

GUmE NUMBER A-1.11 

EVAPORATIVE CONDENSERS 

Fr.equency: Annual 
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Special Instructions: Drain water from 
all lines prior to freezing weather. 

Checkpoints: 
(After the cooling season) 

1. Remove dirt, trash, algae from 
water pans; flush. 

2. Check water pans; paint if 
necessary. 

3. Check water outlets and coil 
connections .. 

4. Change oil in gear reducer. 
5 • Check fan and pump; lubricate as 

required. 
6. Check gear box, bearings, 

alignment, etc. 
7. Check drive shafts. 
8. Check control and float valves. 
9. Inspect eliminators; unclog if 

necessary. 
10. Inspect condenser coil, fins, 

sprays, connections, etc. Clean if 
required. 

11. Check screens. 
12. Cbeck water-treatment equipment. 
13. Check motors and starters. 
14. Check structural fittings. 
15. Continuous bleed line Should be 

open. 
16. Drain and flush thoroughly. 
17. Clean Chemically, using USPS

approved materials, and 
neutralize. 

GUIDE HUMBER A-15 

F ABS, CBITRIFUGAL 

Frequency: Annual 

Special Instructions: Disconnect and 
tag circuit. 

Checkpoints: 

1. Check over unit thoroughly. Look 
for signs of rust, corrosion, or 
deterioration. Inspect interior of 
housing if there are openings to 
do so. 
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2. Cbec~ insulation; repair if 
needed. 

3. Check structural members, vibra
tion eliminators, and flexible 
comiections. 

4. Check bearings, shatt, pulley, and 
alignment with motor (if vibration 
is excessive, check balance of 
rotor). 

5. Perform required lubrication. 
6. Check belts; adjust tension, or 

replace as required. 
7. Blow out or vacuum windings,- if 

necessary. 
8. Clean complete unit, including ran 

rotor. Touch up or paint as 
required. 

GUIDI HUMBER 1-16 

FILTERS, MOVABLE CURT.liR, OIL COATED 

Frequency: 1 to 4 times annually 

Special Instructions: Review manu
facturer's instructions. Secure fans 
and filter motor; tag switches. 

Checkpoints: 

1. Inspect framework and structure. 
Look for loose or missing bolts, 
air leaks, condition of flashing 
or caulking, etc. 

2. Examine all moving parts for 
proper alignment, freedom of 
motion, excessive clearance or 
play, etc. · 

3 • Inspect and adjust motor and drive 
unit, gear reducer, sprockets, 
drive chains, belts, etc. Perform 
required lubrication. 

4. Inspect pressure-sensing device, 
pressure switches {if automatic), 
selector(s), starters, electric 
controls, warning and/or indicator 
lights, etc. Clean and adjust as 
necessary. 

5 • Remove sludge from pit; change or 
replenish oil. 

Operation and Maintenance ot Real Property 

6 • Remove tags; restore to service 
and check operations. 

GUIDE HUMBER 1-17 

FILTERS, BOLL-TYPE DISPOSABLE MBDIA 

Frequency: 1 to 4 times annually 

Application: To change roll filter 
media. 

Special Instructions: Secure unit and 
fans; tag switches. 

Checkpoints: 

1. Remove old filter media roll and 
install new roll. 

2. Vacuum heavy accumulation of dust 
and remove debris. 

3. Inspect for proper alignment and 
operation of automatic controls, 
adjust as necessary. 

GUIDE HUMBER A-18 

FD.TEBS, VISCOUs-TYPE (WASHABLE) 

Frequency: 4 to 52 times annually 

Application: This guide is for reusable 
filters and includes time for removing, 
cleaning and replacing the filters. The 
throwaway filters are usually more 
economical than the viscous type. 
Therefore, this filter shall be used 
only where economically justified. 

Checkpoints: 

1. Remove filters and replace with 
filters that have been cleaned and 
recoated. Examine frame and clean 
it with a high suction vacuum. 

2. Move dirty filters to cleaning 
station. 

3. Clean, recoat, and store filters 
removed until next scheduled 
change. 
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GUIDE"NUMBER 1-19 

CONTROLS AID MECB.DIISMS 
ROLL-T!PB FD.TKRS 

Frequency: Annual 

Special Instructions: 
manufacturer's instructions. 
unit and fans; tag switches. 

Checkpoints: 

Review 
Secure 

1. Inspect framework and structure. 
Look for loose or missing bolts, 
air leaks, condition of flashing 
or caulking, etc. 

2. Inspect all moving parts for 
proper alignment, freedom of 
motion, excessive clearance or 
play, etc. Clean, adjust, or 
tighten as necessary. 

3. Inspect powered roll and take up 
roll for correct tracking of 
media. On manual operation check 
wheel or hand crank. 

4. On motor drives, check pressure
sensing device(s) and/or pressure 
switches. Test settings for 
starting and stopping motor. 

5. Inspect motor, starter, controls, 
and selector switch for auto 
warning or indicator lights. 

6. Check oil in gearcase. Change or 
replenish as required. Perform 
required lubrication using 
graphite where it is suitable. 

GUIDE NUMBER A-20 

FILTERS, THROWAWAY 
(Includes package and window units, 
etc.) · 

Frequency: 4 to 52 times annually 

Special Instructions: Open and tag 
switches controlling fans. Change 
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filters when the static pressure 
approaches the design maximum for the 
unit. 

Checkpoints: 

1. 
2. 
3-
4. 

Remove and discard old filters. 
Clean frame with vacuum. 
Inspect frame, doors, etc. 
Install new media. 

GUIDE WMBEB A-21 

FILTERS, ELECTROSTATIC 

Frequency: 4 to 26 times annually 

Special Instructions: Turn off supply 
to power unit. Turn off power unit 
safety switch; tag circuit. Ground 
bus trips, top to bottom. Review 
manufacturer's instructions. 

Checkpoints: 

1. Before securing unit, check 
indicators for defective tubes or 
broken ionizing wires. 

2. Secure filter unit and fan. 
3. Wash down each manifold until 

clean. Units with water-wash spray 
require approximately 4 minutes 
with warm water or 1 minutes with 
cold water. 

4. If dry filters are dirty, remove 
dirt or replace filter. 

5. While cells are drying, look for 
defects, particularly broken wires 
or hum suppressors. Wipe insulator 
with soft, dry cloth. 

6. If unit requires disassembly, 
check it thoroughly; clean and 
adjust as required. 

1. Restore to service and check for 
evidence of shorts. Hake certain 
high voltage is present. 
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GUIDI lUMBER A-22 

FD'S, PIOPBLLBR, 24• DIJ.METII OR 
L.lllOBI 

Frequency: Annual 

Special Instructions: Disconnect and 
tag circuit. 

Checkpoints: 

1. Clean unit, especially fan blades. 
2. Inspect pulleys, belts, couplings, 

etc.; adjust tension and tighten 
mountings as necessary. Change 
badly worn belts. 

3. Perform required lubrication. 
4 • Clean motor with vacuum or low 

pressure air (less than 30 psig). 
Check for obstructions in motor 
cooling and airflow. 

5. Perform visual examination for 
cracks at blade to blade
supporting assemblies. 

6. Touch up paint for preservation. 
7. Remove tags; start un1 t and check 

for vibration and noise. 

GUIDI HUMBER A-23 

F.US, PROPBLLBI, PBDBST.AL OR VALL 
MOURTED 

Frequency: Annual 

Special Instructions: This guide is for 
the large fans used in the workroan or 
other areas to provide air circulation. 
This maintenance should be performed 
during the winter prior to the cooling 
season. 

Checkpoints: 

1. Disconnect from electric power and 
clean entire unit including the 
blade and motor. 

2. Examine line cord for frayed 
insulation or evidence of 
deterioration. 

Operation and Mainte.DaDce of Beal Property 

3 • Wrench test blade setscrew, motor 
mount ~olts, and blade guard 
mounting bolts. 

4. Lubricate unit and clean up excess 
lubricant. 

5. Operate unit and check tor excess 
vibration and unusual noise. 

FAR/COIL OIITS, UNDBR-VIIDOV T!PB 

Frequency: 1 to 4 times annually. 
(These units are normally in office 
areas - maximum frequency is 4 times 
per year.) 

Checkpoints: 

1 • Drain pan. Clean coils and other 
components with vacuum. 

2. Inspect motor and ran. Lubricate 
as required. 

3. Cbeck trap, temperature regulator 
and shutoff valves. 

4. Change filter (if equipped and 
necessary) • 

5. Check tor loose connections in 
unit; tighten as necessary. 

6. Clean and wipe down exterior vents 
and smooth surfaces. 

7. Clean surrounding floor areas. 

GUIDE HUMBER A-25 

HEAT/COOLING OHIT, ROOF TOP 
(UP TO 15 TORS) 

Frequency: Semiannual 

Time: Spring 1 0 Hours 
Fall 7 Hours 

Special Instructions: This applies to 
roof-top heating/cooling units. Gas
fired heating with air-cooled 
condenser. 

1. Remove panels, clean entire unit. 
2. Clean drip pans and drains, paint 

as necessary. 
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3· Replace worn belts and adjust 
proper tension. 

4. Lubricate motor(s) and tan(s) 
bearings. 

s. Check alisnment ot motor and 
tighten. 

6. Change til ters. 

SPRING 

1. Clean evaporator and condenser 
coils. 

2. Operate unit and check 
refrigeration. Charge. 

3. Check thermostat. 

FALL., ,.,.. 

1. Clean and check heat exchanger for 
leaks. 

2. Check gas train and safety 
controls tor adequacy and proper 
operation. 

3. Set burner tor maximum combustion 
etfici ency. · 

GUIDI HUMBER 1-26 

RBFIIGERlTIOI HACRIRBS, ABSORPTIOR 
TYPE 

Frequency: Annual 

Special Instructions.: Consult operating 
data to determine the temperature 
difference across the various system 
components as a guide to determining 
the condition of the evaporator and 
condenser tubes. 

Checkpoints: 

1 • Evaporator Circuit 

a. Check and service evaporator 
pump, motor controls, 
starters, etc. Lubricate as 
prescribed. 

b. Clean and flush out seal, 
water tank seal chamber, and 
associated lines. 
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c. Cbeck purge valve diaphragm; 
replace if necessary. 

d. Inspect ball in check valve. 
e. Inspect and clean evaporator 

spray header, nozzles, etc. 
Replace defective units. 

t. If operating data indicated 
the refrigerant temperature is 
slowly rising, test sample for 
the presence of solution. If 
excessive, follow the manu
facturer's instructions for 
distilling refrigerant. 

2. Solution Circuit 

a. Check and service solution 
pump, motor controls, 
starters, etc. Lubricate as 
prescribed. 

b. Check absorber and generator 
sight glasses. Replace if 
required. 

c. Check purge valve diaphragm. 
Replace if reqUired. 

d. Inspect and clean solution 
spray nozzles. Replace 
defective units. 

3. Condenser Circuit 

a. Clean condenser water tubing 
in the condenser and absorber. 
Use nylon brush or other soft 
material. 

b. Allow condenser water tubing 
to _dry to determine if scale 
exists. Have scale chemically 
tested if necessary. Acid 
clean if necessary and flush. 

4. Purge System 

a. If purge S,Ystem indicates the 
system is not tight, follow 
manufacturer's recommendations 
tor removing solution and for 
leak testing. 

b. Clean purge tank and purge 
with water following 
steps prescribed by the 
manufacturer. 
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·c. . Change oil in purge pump when 
it becomes contaminated or 
emulsified. 

d. Inspect discharge valve and 
oil distributor rubbers; renew 
if necessary. 

5. Controls 

a. Check adjustment of pressure
tr~l, restrictor, high level 
cutout, low temperature 
cutout. 

b. Check all control interlocks 
for proper operation. 

c. Check capacity control valve, 
linkage, and stem. Lubricate 
according to manufacturer's 
instructions. 

GUIDE HUMBER A-27 

REFRIGBRATIOI MACBIBES 
(Centrifugal and Reciprocating) 

Frequency: Annual 

Special Instructions: Open and tag 
electric circuits. 

Checkpoints: 

1. Compressor 

a. Take sample of oil and have 
analyzed for acid and metal 
content. Keep report of 
analysis with PS Form 4772. 
Drain, flush, and change oil 
in reservoirs including fil
ters, strainers, and traps. Do 
not change oil in recipro
cating machines unless 
contaminated. 

b. Clean and inspect main and 
auxiliary oil pumps, including 
packing, seals, alignment, 
pulleys, belts, and couplings. 

Operation and Maintenance ot Real Propert7 

c. Check speed increaser; drain 
oil from gear box; flush and 
inspect gears for indication 
of wear, pitting, and 
misalignment. 

d. Remove head from oil coolers; 
inspect and clean tubes. 
Change oil filters. 

e. Refill oil sump. 
f. Remove access caps to 

compressor internals and olean 
where possible. 

g. Clean and adjust pilot 
positioner for guide vanes. 

h. Examine bearing for clearances 
and wear. 

1. Clean and lubricate coupling. 
j. Check hot and cold alignment 

between drive and driven 
compressor. 

k. Check all relief valve rupture 
discs. 

1. Test entire system for 
refrigerant leaks. 

m. Calibrate and adjust all 
gauges and instruments. Note 
that the thermometers which 
measure inlet and outlet 
temperature of chilled water 
should be calibrated together. 
Do this by placing the sensing 
element in a container of 
melting ice and water. This 
will provide a temperature of 
32oF for calibration 
purposes. 

n. Check safety controls for 
setting operation; tighten 
electrical connections and 
clean where indicated. 

o. Review manufacturer's 
literature for further details 
on service required on 
compressor. 

p. Perform maintenance on purge 
unit i& accordance with 
manufacturer's instructions. 

q. Leave equipment and area clean 
and free of debris. 
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2. Chiller 

a. Note chiller performance on 
log sheets (inlet and outlet 
chilled water temperature and 
refrigerant temperatures) • 

b. If efficiency is reduced, 
inspect for control malfunc
tion or sensing element 
failure. 

c. Systems requiring minimum or 
no raw water make-up should be 
drained and inspected only in 
emergencies. The pH should be 
maintained between 7 and 8.. To 
determine that the system is 
tight, disconnect automatic 
make-up water system and feed 
by hand. Frequency for 
cleaning on such systems 
should be once in every five 
years. (Note: New installa
tions shall be cleaned after 
one year of operation.) 

d. Clean tubes with nylon brush 
or similar material. 

e. Blow tuoes free of trapped 
water if unit is to be exposed 
to freezing temperatures. 

f. Replace heads, installing new 
gaskets. 

g. Treat water to control 
corrosion. 

3. Water-Cooled Condensers 

a. Revi~ log and note condenser 
performance by inlet and 
outlet temperatures, head 
pressure, and temperature of 
refrigerant. 

b. Remove condenser heads. 
c. Remove mud, debris, scale, 

and other sediment collected 
during operation. 

d. Clean water boxes and tube 
sheets. Scrape and paint with 
epoxy. 
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e. Clean tubes with nylon brush 
or other similar material 
and inspect for signs of 
corrosion. 

f. Blow trapped water from tubes 
after cleaning if unit is 
exposed to freezing 
temperature. 

g. Replace heads, installing new 
gaskets. 

h. Chemically test scale, if 
necessary .. 

i. If condenser is chemically 
cleaned, neutralize after 
cleaning. 

GUIDE HUMBER A-28 

HEATER, ELEcrRIC, D-DUCT 

Frequency: Annual 

1. Vacuum or blow all dust and dirt 
from coils. 

2. Remove airflow obstructions. 
3. Visually inspect for cracked or 

broken insulators, distorted or 
burned coils, and loose 
connections; replace as needed. 

4. Inspect operating contacts and 
replace if needed. 

GUIDI NUMBER A-29 

BEATER, ELECTRIC, BASEBOARD 

Frequency: Annual 

1. Remove cover; clean coil, tins, 
and cover grille with vacuum. 

2. Check electric connections and 
operating contacts; replace 
as needed. 

3. Check mechanical fastenings to 
wall; repair if needed. 

4. Replace cover. 
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UltiT ~TBIS (STIAM .AIJ) BOT WATER) 

Frequency: Annual 

Checkpoints: 

1. Clean strainer ahead of valve. 
Check valve bead and seats tor 
wear and cutting. 

2. Replace valve if seats need 
regrinding. Send old valve to 
manufacturer for overhaul. 

3. Steam quality should be examined 
for foreign matter if valves are 
being damaged. 

4. Examine pilot lines for dirt. 
s. Check steam _gauges. 
6. Check safety or pressure relief 

valve for relieving and seating. 
7. Check diaphragms for failure. 
8. Check binding of valve stem. 
9. Clean and adjust heater deflector 

fins and element. 
10. Clean fan and lubricate motor. 
11. Adjust weighted lever or spring

control tension. 

GUmB HUMBD 1-31 

UIIT BEATERS (GAS FilED) 

Frequency: Annual 

·special Instructions: Open and tag 
electric circuit. 

Checkpoints: 

1. Clean and adjust heater deflector 
fins and element. 

2. Clean fan and lubricate motor. 
3. Clean burner, chamber, thermo

couple, and control. (Use a high 
suction vacuum and/or brush). 

4. Adjust pilot or electric ignition 
device. 

5. Inspect vent and damper operation. 
6. Operate unit and adjust burner. 
7. Check operation of safety pilot, 

gas shutoff valve, and other 
burner safety devices. 

Operation and Maintenance o~ leal Prope:rt7 

GUmB HUMBER 1-32 ,. 

FIU DAHPERS (IR DUCT) 

Frequency: Annual 

Special Instructions: Fusible link must 
never be replaced with a piece or wire. 
On first inspection, make sure that the 
damper is not installed backwards. In 
all cases, the air movement should tend 
to close damper. 

Checkpoints: 

1. Determine that the access door is 
reasonably airtight and latches 
properly. 

2. It damper is closed, check for 
ruptured fusible links, broken 
attachment or hinges, damage, 
corrosion, etc. 

3. Remove fusible link and check for 
proper rating. 

4. Determine that damper is self
closing and properly latches. 
Adjust if necessary. 

s. Lubricate friction points and 
exercise damper to ensure comple.te 
freedom of movement. 

6. Each year install new fusible 
links of proper rating and tensile 
strength in areas of vibration. 

1. Reinstall fusible link (locations 
where vibration is not a problem). 

8. Close access door and check for 
wind noise. 

GUIDE HUMBER A-33 ARD A-34 

GENERAL MOIITORING SYSTEM 

Special Instructions: See current 
Maintenance Bulletin for preventive 
maintenance checklist items, fre
quencies, time standards, etc., for GMS 
components. Calculate annual workhour 
requirem~nts and enter on Form 4896-A. 
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GUIDI IUMBD B-1 

ALARMS: MISCELL.DIEOUS, BURGLAR, CIYD. 
DBFDSB, TRBSP.ASS, ETC. 

Frequency: Quarterly 

Special Instructions: Review applicable 
manufacturer's instructions. 

Checkpoints: 

1 • Inspect all terminal contacts, 
connections, etc., at each station 
and receiving point. Tighten or 
adjust as needed. 

2. Check source of supply for 
availability and reliability. 

3. Test operation by real or 
assimilated action. 

4. Clean; lubricate if needed. Wipe 
ott excess. 

5. Inspect remotely located alarms 
for obstruction, damage, etc. 

6. Battery maintenance is described 
under another guide. 

GUIDE HUMBER B-2 

BATTERY CHARGERS 

Frequency: Quarterly 

Application: This guide is for chargers 
used for battery-powered custodial 
equipment and items related to building 
maintenance functions, including switch 
gear and alarm battery chargers. 
Special Instructions: Use no open 
flames, cigarettes, etc., in battery
charging room or area. Review 
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manufacturer's instructions. Open and 
tag electric circuits. 

Checkpoints: 

1. Check ventilation of charger, and 
exposure to moisture or water. 

2. Clean accessible interior and 
exterior parts. Touch up paint as 
required. 

3. Check tightness of electrical 
connections including alligator 
clips. 

4. Inspect wiring and connections in 
charging circuit. 

5. Record charger output voltage. 
6. Report any deficiencies or need 

for repairs. 

GUIDE HUMBER E-3 

a.ocrs, ELECTRIC, CEHTRAL SYSTEM 

Frequency: Semiannual 

Special Instructions: Review manu
facturer• s instructions. This work 
should be done in spring and fall when 
time is changed from standard to 
daylight-saving and back. 

Checkpoints: 

1. Clean dirt and dust from interior 
and exterior of cabinet. 

2. Adjust relays; check transmission 
of signal. 

3. Tighten contacts and terminal 
screws. 

4. Burnish contacts if necessary. 
5. Perform work suggested by 

manufacturer's instruction book. 
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GUIDE HUMBER E-ll 

EMERGENCY LIGHTS 

Frequency: Annual 

Special Instructions: Use rubber gloves 
and apron. Do not spark battery 
terminals or smoke while performing 
maintenance. Review and follow 
manufacturer's instructions for cycling 
batteries. In some cases it may be 
necessary to remove the light from 
service and perform the cycling in a 
shop area. Any light that is removed 
must be replaced immediately. In some 
oases only the batteries may have to be 
changed out. (See manufacturer's 
instructions.) The checkpoints apply to 
wet-cell, dry-cell, and gel-cell 
batteries unless otherwise indicated. 

Checkpoints: 

1 • Inspect for structural defects and 
deposits. 

2. Clean off corrosion deposits and 
apply silicone grease to terminals 
(wet-cell). 

3. Inspect water level and take 
specific gravity reading. If 
reading is less than specified by 
battery manufacturer, the battery 
should be replaced with a freshly 
charged one. The old battery 
should be charged and tested 
before discarding (wet-cell). 

· 4. Add distilled water to raise 
electrolyte to proper level (wet
cell). 

5. Push test button and observe light 
operation. (See manufacturer's 
instructions.) 

6. Check vent holes (wet-cell). 
7. Clean exterior with dry cloth. 
8. Disconnect unit to operate for 1 

1/2 hours. At the end of 1 1/2 
hours, the unit must be fully 
operational. If the manufacturer's 
instructions recommend cycling the 
battery by allowing the unit to 
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operate until the lights go out, 
leave the unit disconnected beyond 
the 1 1/2 hours to complete 
cycling. Reconnect the unit. 

g. Record the results of the 1 1/2 
hours• duration test on the route 
sheet. If the unit did not pass 
the test, replace or repair it. 

GUIDE lUMBER E-5 

LEAD-ACID BATTERIES 

Frequency: Quarterly 

Application: This guide is for 
batteries used on switch gear, control 
circuits, fire alarm systems, sprinkler 
supervisory systems, and transformer. 
supervisory systems where the source of 
DC power must be reliable. 

Special Instructions: 

1. Use caution in handling the 
batteries and electrolyte. The 
electrolyte is injurious to the 
skin and clothing. 

2. Never smoke or carry an open flame 
in or near the battery charging 
area •. 

3. Wear.apron, face shield, and 
gloves. 

4. Never remove any connecting 
cables or straps while charging or 
when there is a possibility of a 
load being on the batteries (this 
can cause a spark that may ignite 
ever-present hydrogen gas). 

Checkpoints: 

1. Check as-found voltage and 
specific gravity ·ror each cell and 
record on Form 4815, Storage 
Battery Monthly Report. Check and 
record the temperature of two to 
three cells in each row. 

2. When the electrolyte is at the 
lowest mark, add distilled water 
to bring it to the proper level. 
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3. Raise voltage from charger for 8 
to 24 hours to give the batteries 
an equalizing charge. Then, return 
to floating rate. 

4. Cbeck as-left voltage and specific 
gravity for each cell and record 
on Form 4 815 as above. Compare 
reading with manufacturer's 
recommendations. 

s. Wipe dirt accumUlation from 
batteries with disposable cloth 
taking care not to drop foreign 
matter into batteries. 

6. Clean terminals and tighten 
connections checking the condition 
of wiring. 

7. Check condition of battery table 
for deterioration. Wooden members 
should receive special attention 
on this inspection. 

8. Report any deficiencies for 
immediate correction. 

GUIDI IUMBD B-6 

EDISOH, IICDL-IROR-ALULIIB 
BATTERIES 

Frequency: Quarterly 

Application: This guide is for 
batteries used on switch gear, control 
circuits, fire alarm ,systems, sprinkler 
supervisory systems, and transformer 
supervisory systems where the source of 
DC power must be reliable. 

Special Instructions: 

1. Use caution in handling the 
electrolyte; it is injurious to 
the skin and clothing. 

2. Never smoke or carry an open flame 
in or near the battery roam or 
area. 

3. Wear face shield, apron, and 
gloves. 
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Checkpoints: 

1. Check and record voltage of entire 
battery. 

2. Add distilled water to bring 
electrolyte up to required level. 
Record water added. 

3. Clean batteries removing salt 
accumulation. Wiping with a olean 
disposable cloth is usually 
sufficient. 

4. Check floating charge voltage on 
battery and make required 
adjustments. 

5. Check and record specific gravity 
on Form 4815, once per year. 

6. Report deficiencies for immediate 
correction. 

GUIDE HUMBER E-7 

LIGHTIBG, OUTSIDE 

Frequency: 1/2 to 2 times per year 

Application: This guide applies to 
parking lots, streets, loading docks, 
and perimeter lighting, and provides 
for group relamping and maintenance of 
such fixtures outside the building. The 
frequency. should correspond with the 
group relamping frequency as identified 
in HBK MS-39. 

Checkpoints: 

1. Open and tag switch. 
2. Remove old lamp and clean fixture 

including reflector, refractor, 
and globes. 

3. Inspect condition of wiring, 
contacts, terminals, and sockets. 
Look for evidence of overheating. 

4. Install new lamp and assemble, 
checking gaskets for proper seat. 

s. Test operation of automatic 
switches. 

6. Inspect lamp standards and 
mounting devices. 
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GUIDE lUMBER B-12 

LIGBT.IIIG PROTBCTIOH 

Frequency: Annual 

Special Instructions: On first 
inspection, check that (1) all air 
terminals (lightning rods) are 
interconnected, (2) at least two down 
conductors are installed with their own 
ground connection. 

Checkpoints: 

1 • Inspect air terminals for 
corrosion and rigid attachment to 
structure. 

2. Examine conductors for corrosion, 
strong mechanical joints which 
provide good electrical 
conductivity, and loose or broken 
fasteners. 

3. Check for loops, sharp bends (less 
than an radius)' and frayed 
horizontal and vertical 
conductors. 

4. Check for damaged guards and down 
conductors. 

5. Inspect grounding attachment for 
permanency and corrosion (if 
practical) • 

6. Test resistance to ground for each 
down conductor. 

GUIDE HUMBER B-29 

MOTORS 

Frequency: Annual 

Application: This guide is for 
squirrel-cage, wound-rotor, and syn
chronous motors in excess or 5 horse
power. The maintenance specified by 
this guide is not intended to require 
disassembly of the motor. This guide 
does not normally apply to motors rated 
less than 5 horsepower on building 
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equipment. Maintenance for these motors 
is normally limited to cleaning and 
lubrication which is accomplished with 
the maintenance or the driven machine. 

Special Instructions: Open and tag the 
circuit serving motor. Obtain and 
review manufacturer's instructions. 
Give special attention to lubrication 
procedure as well as brush and 
commutator maintenance. 

Checkpoints: 

1. Clean motor with a clean rag or 
vacuum. Clean areas otherwise 
inaccessible, by blowing with 
olean, dry air using not more than 
30 pounds per square inch 
pressure. Clean surfaces and 
ventilation passages thoroughly. 

2. Visually inspect winding for 
cleanliness. Look for coating of 
oil or grease (disassembly·or a 
motor for .cleaning is normally 
beyond the scope of preventive 
maintenance). 

3. Check air gap uniformity and 
report defective bearings for 
replacement. 

4. Inspect squirrel-cage·rotors for 
broken or loose bars and evidence 
of local heating. 

s. On wound-rotor and synchronous 
motors thoroughly clean the 
collector rings and/or commuta
tors. Inspect them for roughness 
and eccentricity. Examine brushes 
for fit, free play, chipped toes 
or heels, heat cracks, wear, and 
contact pressure. 

6. Perform lubrication according to 
manufacturer's instructions. 

7. Inspect for moisture and 
protection from water. 

8. If motor has not been operated for 
an extended period, check 
insulation resistance with a 
megger. If insulation resistance 
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has dropped, the windings should 
be dried out before the motor is 
,started. 

9. Qleck motor mountings, supports, 
and couplings for tightness or 
defects. 

1 0. Remove tags and return un1 t to 
service. 

11. Read load on motor at no load 
and/or full load and record on 
preventive maintenance record. 

GUmE HUMBEH B-3 1 

BMERGDCY GEHEBATORS - GASOLIIE OR 
NATURAL GAS ENGIRES 

Frequency: Annual 

Special Instructions: Have approved 
type fire extinguishers readily 
available. Allow no open flame or 
smoking in area. Use safety-type fuel 
cans only. Review manufacturer's 
instructions. 

Checkpoints: 

1. Set distributor point dwell. 
Replace poi~ts, capacitor, rotor, 
and spark plugs after 100 hours of 
operation. 

2. Set timing and distributor 
advance. Timing, should be set at 
both idle and operating speed of 
generator. 

3. Adjust carburetor and governor for 
proper operating speed. 

4. Check fuel supply. If fuel is over 
9 months old, discard and replace 
with fresh fuel. Gasoline 
deteriorates with age, so a large 
supply of fuel should not be 
maintained. Prior arrangements 
shoUld be made to purchase fuel 
locally for emergencies. 

5. Change engine oil and filter and 
perform other lubrication of 
engine and generator. 

6. Inspect cooling system for leaks, 
air obstructions, WV" belt 
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tension, and proper antifreeze 
solution. Make needed adjustments. 

7. Inspect generator winding and 
clean if needed. 

8. Clean commutator and collector 
rings; check brush wear and 
tension in accordance with 
manufacturer's instructions. 

9. Inspect generator heaters. 
10. Report needed repairs or observed 

defects. 

GUIDE HUMBER E-32 

EMEIGEHCY GEHERATOBS - DIESEL POWER 

Frequency: Annual 

Special Instructions: Have approved 
type fire extinguishers readily 
available. Allow no open flame or 
smoking in area. Use safety- type fuel 
cans only. 

Checkpoints: 

1 • Change fuel filters. 
2. Inspect and adjust rack on unit 

injector or fuel distributor pump 
according to manufacturer's 
instructions. 

3. Check governor; adjust for correct 
speed. 

4. Determine fuel level, drain water 
from tank, and inspect for con
tamination. Prior arrangements 
shoul~ be made for local procure
ment of fuel in emergencies. 

5. Change engine oil and filter and 
perform other lubrication on 
engine and generator. 

6. Inspect cooling system for leaks, 
air obstructions,·"V" belt 
tension, and proper antifreeze 
solution. Make needed adjustments. 

1. Inspect generator winding and 
clean if needed. 

8. Clean commutator and collector 
rings. Check brush wear and 
tension in accordance with 
manufacturer's instructions. 
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g. Inspect generator heaters. 
10. Report any needed repairs. 

GUIDI lUMBER E-33 

EMBRGIICY GEIBIATORS, ALL TYPES OF 
ERGIHBS 

Frequency: Monthly 

Application: This guide provides for 
the operational test of emergency 
generators. 

Special Instructions: Check fire 
extinguishers for location and type. 
Allow no open flames or smoking in the 
area. Use only approved safety-type 
fuel cans. Obtain and review 
manufacturer's instructions and 
specifications. 

Checkpoints.: 

1 • Drain condensate from bot tom of 
fuel tank and check fuel for 
quantity and contamination. 

2. Check engine oil level. 
3 • Cbeck coolant level and inspect 

for leaks. Inspect engine air 
cleaner; replace if dirty. 

4. Test and determine specific 
gravity of starting batteries. 
Clean terminals. Se.t proper charge 
rate after generator has been 
operated. 

5. Examine generator £or moisture 
and/ or dirt. 

6. Start and operate unit under full 
load for 1 hour. It is important 
that the un1 t be operated under 
load. If a portion of the building 
load cannot be connected, a 
resistance load should be used. 

7. While unit is operating, 
thoroughly observe operation for 
indication of defects or possible 
malfunctions. 

8. After unit has operated for 50 
minutes, log the operation to show 
at least the following informa-
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tion: engine and generator speed 
in RPM, operating voltage, 
operating amperes, engine 
temperature, engine oil pressure, 
and hour meter readings. 

9. After unit has been operated, 
check lubricant and coolant 
according to manufacturer's 
instructions to assure that it 
will be ready to operate in an 
emergency. 

10. Report any needed repairs or 
observed defects. 

GUIDE HUMBER E-34 

FIRE SUPERVISORY SIGNALS - TESTING 

Frequency: Quarterly 

Special Instructions: Tbe work required 
by this procedure may cause the 
activation of an alarm and/or a 
supervisory signal. The field office 
manager and the control center or fire 
department that will receive the alarm 
and/or signal must be notified prior to 
start or work. When feasible, the 
position of valves, air pressure, 
temperature, or water level being 
monitored should be altered to actuate 
the signals. Check all supervisory 
devices for damage, corrosion, and 
pitted electrical contactors. Inspect 
conduit t"or loose joints, hangers, and 
clamps. 

Checkpoints: 

1 • Valve supervision - turn valve 
stem about three revolutions and 
check for signal. Adjust tamper 
device if necessary. 

2. Air pressure supervision: 

a. Inspect pressure gauges for 
any damage. 

b. Tap gauge to see if needle is 
jammed or immovable. 

c. Check for proper air pressure. 
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d. Gradually release air pressure 
and note pressure at which 
pressure switch deactivates 
signal. When necessary, adjust 
pressure switch. Repressurize 
system. 

3. Temperature supervision -
mechanically activate temperature 
switches and check for signal. 
Adjust if necessary. 

4. Water-level supervision - check 
float mechanism for corrosion and 
freedom of movement. Move float 
until signal is received. Adjust 
if necessary. 

GUIDE NUMBER B-35 

AUTOMATIC FIRE DETECTION OR ALARM 
DEVICES 

Frequency : Semiannual 

Special Instructions: The work required 
by this procedure may cause the 
activation of an alarm and/or a 
supervisory signal. The field 
maintenance manager and the control 
center or fire department that will 
receive the alarm and/or signal must be 
notified prior to start of work. When 
it is both feasible and safe, the 
environmental conditions being 
monitored should be altered to actuate 
the device. Check all detection devices 
for drainage and proper anchorage. 

Checkpoints: 

1 • Inspect conduit for loose hangers 
or clamps. 

2. Ion chamber detectors - activate 
alarm with freon aerosol spray or 
by blowing smoke near detector. 
Test for proper signals. Clean 
according to manufacturer's 
instructions. 

3. Self-restoring temperature 
detectors - increase temperature, 
or mechanically complete circuit 
and test for proper signals. Make 
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adjustments if necessary (Snap 
action or bimetallic strips). 

4. Nonrestorable temperature 
detectors - check tension on 
thermostatic cable. Check 
continuity of circuits by use of 
test buttons or by mechanically 
completing circuit. Test for 
proper signals. 

5. Pneumatic tube detectors - in 
locations susceptible to damage, 
check tubing for crimps or damage. 
Heat tubing by means of resistance 
beater, hot water, etc., and test 
for proper signals. Adjust release 
device and replace diaphragm if 
necessary. 

6. Photoelectric detectors - inspect 
for proper alignment. Diffuse or 
obstruct the light rays and test 
for proper signals. Clean 
according to manuf'acturer' s 
instructions. 

7. Water flOW' alarms (zoned) - open 
valve to test pipe or drun pipe 
(usually located at sprinkler 
risers) or open Inspector's test 
valve (located at end of most 
remote branch line) and check for 
proper transmission of signals 
from water flow paddle alarms or 
pressure switches. This should be 
done in conjunction with alarm 
check valve maintenance (see GUide 
Number P-23) • 

GUIDE HUMBER E-36 

FIRE ALARM SYSTEM - CONTROL BOARDS 

Frequency: Daily 

Checkpoints: 

1 • Check for proper voltage fran 
power supply. 

2. Check for ground, shorts, and open 
faults. 

3. Identify and correct any problems 
indicated by trouble signals or 
test buttons. 
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4. Tes~ line voltage on each circuit, 
voltage-to-ground on ungrounded 
systems, and supervisory current, 
when applicable. Log the readings 
and weather conditions. 

5. Inspect tor burned out indicator 
lamps, inoperative targets, and 
all other types of supervisory 
signals on the control board. 

GUIDE lUMBER E-37 

FIRE ALARM SYSTEM - IBCORDIRS 

Frequency: Weekly 

Checkpoints: 

1. Clean recording devices. 
2. Check prewound mechanisms. Rewind 

if necessary. 
3. Examine alignment and tension of 

paper tape and supply of tape on 
reels. Install new tape when 
needed. 

4. Manually move ribbon to prevent 
ink from drying ( Papermarking 
type). 

5. Inspect for legible punctures or 
markings on tape. 

6. Check tor correct time on time 
stamp. Reset if necessary. 

GUIDE HUMBER E-38 

FIRE ALARM BOIES ( MAilOJL) 

Frequency : Quarterly (Bimonthly if 
nonsupervised) 

Special Instructions: The work required 
by this procedure may cause the activa
tion of an alarm and/or a supervisory 
signal. The field maintenance manager 
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and the control center or fire depart
ment that will receive the alarm and/or 
signal must be notified prior to start 
ot work. When alarm systems are con
nected to municipal systems, test 
signals to be transmitted to them will 
be limited to those acceptable to that 
authority. Results should be recorded 
on the route sheet. A different box 
should be activated on each test. 

Checkpoints: 

1. Examine box for damage and legible 
box number. 

2. Check external tamper devices. 
3. When practical, remove "Break 

Glass" and follow instructions tor 
actuating alarm. 

4. Confirm that proper signal (coded 
or uncoded) is transmitted to 
receiving station (Central Control 
Station, Fire Department, Police 
Department, ADT, etc. ) • 

5. Determine that audible alarms or 
signals (local or general) 
actuated by the alarm box are 
operating. 

6. Inspect recording register for 
legibility, time, code number, and 
number of rounds. 

7. On systems with shunt 
noninterfering or positive 
noninterfering circuits, operate 
one box and then operate another 
box on each box loop prior to the 
completion of the first cycle. 
Check for interference at 
receiving station or recording 
register. 

8. Restore alarm box and accessories 
to normal position promptly after 
eaoh test. This includes 
rewinding, resetting, replacement 
of tamper devices, etc. 
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GUIDE .JUMBO L-1 

BLBV ~'.rOBS, ELECTRIC 

Frequency: Annual (First Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring, 
motor; check keys, setscrews, 
contacts, chains, and cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush, 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Car - Clean, adjust, and lubricate 
car door and gate tracks, pivots, 
hangers, car grille, stile 
channels, and side and top exits. 

5. Leveling - Clean, adjust, and 
lubricate leveling switches, 
leveling operation, hoistway 
vanes, magnets, and inductors. 

6. Hoistway Doors ~ Clean, lubricate, 
and-adjust tracks, hangers, and 
upthrust. 

7. Machines - Inspect brake and brake 
drum., drive sheave and motor, worm 
and gear backlash, thrust end 
play, and any bearing wear. 
Remove, clean, and lubricate brake 
cores on DC brakes; clean linings 
if necessary; and inspect for 
wear. 

8. Miscellaneous - Observe operation 
of signal and dispatching systems. 
Inspect compensating chain 
hitches, drum buffers, rope 
clamps, slack cable switch, 
couplings, keyways, indicator 
dials, and pulleys. Check load
weighing device and dispatching 
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time settings. Clean, adjust, and 
lubricate as necessary. 

9. Emergency Light - Check operation. 
1 0. Oil Level - Check level in oil 

butter. 
11. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results ot this·test on 
reverse ot route sheet. 

GUmE HUMBER L-2 

ELEVATORS, ELECTRIC 

Frequency: Annual (Second Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring, 
motor; check keys, setscrews, 
contacts, chains, and cams .. 

2. Door Closer - Clean, adjust, and 
lubricate pivot poin~s, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush, 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Ropes - Inspect all fastenings and 
ropes for wear and lubrication. 

5. Car - Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, car grille, and stile 
channels. 

6. Car Operating Box - Check, clean, 
and adjust contacts, switches, and 
lubricate oar operating box. 

1. Motors and Generators- Clean all 
commutators; renew or reseat 
brushes as necessary. Clean 
armatures and motors with blower 
or vacuum. Inspect armature and 
rotor clearances. Check motor and 



motor generator set connections, 
change oil in bearings, and 
lubricate in accordance with 
manUfacturer's instructions. 

8. Miscellaneous - Observe operation 
ot signal and dispatching systems. 
Inspect drum butters, rope clamps, 
slack cable switch, coupling, 
shatt, keyways, indicator dials, 
and pulleys. Clean, adjust, and 
lubricate as necessary. 

9. Emergency Light - Check operation. 
10. Oil·Level- Check level in oil 

butter. 
11. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse or route sheet. 

GUmE HlJMBER L-3 

ELEVATORS, ELECTRIC 

Frequency: Annual (Third Month) 

Special Instructions: Beview 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring, 
and motor; check keys, setscrews, 
contacts, chains, and cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Guide Shoes - Lubricate guide shoe 
stems; adjust if necessary. 

4. Car - Test alarm bell system. 
Clean light fixtures. Inspect, 
olean, and adjust retiring cam 
device, chain, dashpots, 
commutators, brushes, cam pivots, 
fastenings. Test emergency switch 
(ground case if necessary). 
Inspect safety parts, pivots, 
setscrews, switches, etc. Check 

OperatioD and Haiutenanoe or Real Propert7 

adjustment or car shoes or roller 
guides; adjust if necessary. Clean 
and lubricate car gate tracks, 
pivots, hangers, car grille, and 
stile channels. 

5. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush, 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

6. Controllers- Clean with blower; 
check alignment or switches, 
relays, timers, hinge pins, etc. 
Adjust and lubricate. Check all 
condensers, resistance tubes, 
grids, ruses, holders, and all 
controller connections. 

7. Miscellaneous- Observe operation 
or signal and dispatching systems. 
Inspect drum buffers, rope clamps, 
slack cable switch, couplings, 
shafts, keyways, etc. Clean, 
adjust, and lubricate as 
necessary. 

8. Emergency Light - Check operation. 
9. Oil Level - Check level in oil 

buffer. 
10. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUIDE HUMBER L-4 

ELEVATORS, ELEcrRIC 

Frequency: Annual (Fourth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation or 
checks, linkages, gears, wiring, 
and motor; check keys, setscrews, 
contacts, chains,· and cams. 
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2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
.trips, and checking devices. 

3. .Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush, 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Leveling - Clean, adjust, and 
lubricate leveling switches, 
leveling operation, hoistway 
vanes, and magnets or inductors. 

s. Car - Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, etc. 

6. Machine - Inspect worm and gear 
backlash, thrust end play, and any 
bearing wear in machine. 

7. Hoistway Doors- Clean, lubricate, 
and adjust tracks, hangers, and 
upthrust. 

8. Pit - Lubricate compensating 
sheave; inspect hitches; check oil 
level in butters; inspect governor 
and tape tension sheave 
fastenings; empty and clean oil 
drip pans • 

. 9. Sheaves - Inspect sheaves to 
ensure they are tight on shafts. 
Sound spokes and rim with hammer 
for cracks. 

10. Miscellaneous - Observe operation 
of signal and dispatching systems. 
Inspect compensating chain 
hitches, drum buffers, rope 
clamps, slack cable switch, 
couplings, shafts, keyways, etc. 
Clean, adjust, and lubricate as 
necessary. 

11 • Emergency Light - Check operation. 
12. Oil Level - Check level in oil 

buffer. 
13. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route Sheet. 
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GUmB lUMBER L-5 

ELBV ATORS, BLECTlliC 

Frequency: Annual (Fifth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring 
and motor, check keys, operation 
of cams, rollers, etc. Inspect 
electronic detector chassis. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, fasten
ings, checking devices, and sill 
trips. Observe operation of 
checks, interlocks, etc. Adjust as 
necessary. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush and 
pawl magnets, wiring, contacts, 
relays, tape drive, broken 
tape switch, and traveling nut and 
gears. 

4.. Car - Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, etc. 

5. Ropes - Inspect all fastenings and 
ropes. for wear and lubrication. 
Inspect all rope hitches and 
shackles and equalize rope 
tension. 

6 • Hall - Inspect ball but ton 
contacts, springs, and wiring. 
Clean and lubricate. 

7. Motors and Generators- Clean all 
commut~tors; renew or reseat 
brushes if necessary. 

8. Miscellaneous - Observe operation 
of signal and dispatching systems. 
Inspect drum buffers, rope clamps, 
slack cable switch, couplings, 
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shafts, keyways, etc. Clean, 
adjust, and lubricate as 
necessary. 

g. Emergency Light - Check operation. 
10. Oil ·Level - Check level in oii 

buffer. 
11. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUmB HUMBER L-6 

ELIY ATORS, ELECTRIC 

Frequency: Annual (Sixth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation or 
checks, linkages, gears, wiring 
and motor. Check keys, setscrews, 
contacts, chains, and cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush and 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Car - Test alarm bell and 
communication s.ystem. Clean, 
adjust and lubricate car gate 
tracks, pivots, hangers, etc. 
Clean light fixture. Test 
emergency switch. Inspect, clean, 
and adjust retiring cam devices, 
chain, dashpots, commutator, 
brushes, cams, pivots, fastenings, 
etc. Inspect safety parts, pivots, 
set-screws, and switches. Check 
clearance of car and safety shoes; 
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adjust as necessary. Test all 
safety devices. Check car 
enclosure steadying plates. 
Inspect stile channels for bends 
or cracks, also car frame, cams 
and supports. Inspect gate up
thrust, sill grooves, bottom 
guides, etc. Clean and adjust as 
required. Lubricate moving parts 
of door or gate, pivot points, 
sheaves, guides, and track. 

5. Miscellaneous - Observe operation 
of signal and dispatching systems. 
Inspect drum buffers, rope clamps, 
slack cable switch, couplings, 
shafts, keyways, etc. Clean, 
adjust, and lubricate as 
necessary. 

6. &nergency Light - Install new dry
cell battery, and check operation. 

7. Oil Level - Check level in oil 
buffer. 

8. For elevators provided with Fire 
Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUIDE NUMBER L-7 

ELEVATORS, ELECTRIC 

Frequency: Annual (Seventh Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring 
and motor. Check keys, set
screws, contacts, chains, and 
cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 
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3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
·traveling cables, chain, brush and 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Leveling - Clean, adjust and 
lubricate leveling switches, 
leveling operation, hoistway 
vanes, and magnets or inductors. 

5. Hoistway - Examine guide rails, 
cams, fastenings, and 
counterweights. Inspect and test 
limit and terminal switches. 

6. Hoistway Doors - Clean, lubricate, 
and adjust tracks, hangers, and 
upthrust. 

7. Car- Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, etc. 

8. Machine - Inspect worm and gear 
backlash, thrust end play, and any 
bearing wear in machine. 

9. Miscellaneous - Inspect drum 
buffers, rope clamps, slack cable 
switch, coupling, shaft, keyways, 
etc. Clean, adjust, and lubricate. 
Observe operation of signal and 
dispatching system. Check 
compensating chain hitches. 
Lubricate indicator dials and 
pulleys. Clean car grille and 
stile channels. Check load
weighing device and dispatching 
time settings. 

10. Emergency Light - Check operation. 
11. Oil Level - Check level in oil 

buffer. 
12. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route Sheet. 

GUIDE HUMBER L-8 

ELEVATORS, ELECTRIC 

Frequency: Annual (Eighth Month) 
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Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring, 
and motor. Check keys, setscrews, 
contacts, chains, and cams. 

2. Door Closer - Clean, adjust, and 
lubricate, pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush 
and pawl magnets, wiring, 
contacts, relays, tape drive, and 
broken tape switch. 

4. Car - Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, etc. 

5. Motors and Generators - Clean all 
motor commutators; renew or reseat 
brushes if necessary. 

6. Ropes - Inspect all fastenings and 
ropes for wear and lubrication. 

1. Car Operation Box- Check, clean, 
and adj-ust contacts and switches; 
lubricate car operating box. 

8. Travel Cable - Inspect insulation, 
hanging, and junction box 
connecti ens. 

9. Miscellaneous - Observe operation 
of signal and dispatching system. 
Inspect 'drum buffers, rope clamps, 
slack cable switch, couplings, 
shafts, keyways, etc. Clean, 
adjust, and lubricate. 

10. Emergency Light - Check operation. 
1 r. Oil Level - Check level in oil 

butter. 
12. For elevators provided wi·th Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 
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GUIDI HUMBER L-9 

BLE'f !TORS, ELECTRIC 

Frequency: Annual (Ninth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring 
and motor; check keys, setscrews, 
contacts, chains, and cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, Chain, brush and 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch .. 

4. Controllers - Clean with blower. 
Check alignment or switches, 
relays, timers, hinge pins, etc. 
Adjust and lubricate; check all 
resistance tubes and grids; check 
oil in overload relays, settings, 
and operation of overloads. Clean 
and inspect fuses, holders, and 
all controller connections. 

5. Car - Test alarm bell and 
communication systems. Clean, 
adjust, and lubricate car gate 
tracks, pivots, hangers, etc. 
Clean light fixture. Test 
emergency switch. Inspect, clean, 
and adjust retiring cam device, 
chain, dasbpots, commutator, 
brushes, cams, pivots, fastenings, 
etc. Inspect safety parts, pivots, 
setscrews, switch, etc. Check 
adjustment of car shoes or roller 
guides; adjust if necessary. 

6. Emergency Light - Check operation. 
7. Oil Level- Check level in oil 

buffer. 
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8. For elevators provided with Fire 
Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUIDI NUMBER L-10 

ILBV ATORS, ELECTRIC 

Frequency: Annual (Tenth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate 
and adjust brake, operation of 
checks, linkages, gears, wiring 
and motor; check keys, set
screws, contacts, chains, and 
cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush and 
pawl magnets, wiring, contacts, 
relays, tape drive, and broken 
tape switch. 

4. Car- Clean, adjust, and lubricate 
car door or gate tracks, pivots, 
hangers, etc. 

5. Leveling - Clean, adjust, and 
lubricate leveling switches, 
leveling operation, hoistway 
vanes, and magnets or inductors. 

6 • Machine - Inspect worm and gear 
backlash, thrust end play, and any 
bearing wear in machine. 

1. Hoistway Doors- Clean and 
lubricate tracks, chains, sheaves, 
hangers, check upthrust and adjust 
if necessary. Fill and adjust 
checks. Check bottom gibs, struts, 
sills, headers, and fastenings. 
Adjust door contacts as required. 

HS-1, TL-4, 11-30-86 
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8. Pit - Inspect governor and tape 
tension sheave fastenings. Empty 

. and clean drip pans. Lubricate 
· compensating sheave and inspect 
hitches. Check oil level in 
butters. 

9. Miscellaneous - Observe operation 
signal and dispatching systems. 
Inspect drum buffers, rope clamp, 
slack cable switch, couplings, 
shafts, keyways, etc. Clean~ 
adjust, and lubricate. 

10. Emergency Light - Check operation. 
11. Oil Level - Check level in oil 

buffer. 
12. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation~ 
Log results of this test on 
reverse of route sheet. 

GUmE HUMBER L-11 

ELEY !TORS, ELECTRIC 

Frequency: Annual (Eleventh Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring, 
and motor; check keys and 
operation of cams, rollers, etc. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, fasten
ings, checking devices, and sill 
trips. Observe operation of 
checks, interlocks, etc., and 
adjust as necessary. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush, 
wiring, contacts, relays, tape 
drive, broken tape switch, and 
pawl magnets. Inspect traveling 
nuts_and gears for wear. 

MS-1, TL-4, 11-30-86 
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4 • Ropes - Inspect all fastenings and 
ropes tor wear andAlubrication • 
Check all ropes, hitches, and 
shackles; equalize rope tension. 

5. Car - Clean, adjust, and lubricate 
car gate tracks, pivots, hangers, 
etc. 

6. Motors and ·Generators- Clean all 
commutators; renew or reseat 
brushes as necessary. 

7. Miscellaneous - Observe operation 
of signal and dispatching systems. 
Inspect drum buffers, rope clamps, 
slack cable switch, coupling, 
shafts, keyways, etc. Clean, 
adjust, and lubricate. 

8. Emergency Light - Check operation. 
9. Oil Level - Check level in oil 

buffer. 
10. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUIDE HUMBER L-12 

ELEVATORS, ELECTRIC 

Frequency: Annual (Twelfth Month) 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Door Operation- Clean, lubricate, 
and adjust brake, operation of 
checks, linkages, gears, wiring 
and motor; check keys, set
screws, contacts, chains, and 
cams. 

2. Door Closer - Clean, adjust, and 
lubricate pivot points, sill 
trips, and checking devices. 

3. Selector - Clean, adjust, and 
lubricate brushes, dashpots, 
traveling cables, chain, brush 
and pawl magnets, wiring, con
tacts, relays, tape drive, and 
broken tape switch. 
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4. Guides - Lubricate wheel bearings 
(roller guides) as necessary. 

s. Car - Clean, adJust, and lubricate 
car· gate tracks, pivots, hangers, 
etc. Test alarm bell and communi
cation system. Clean ligbt fix
ture. Test emergency switch. 
Inspect safety parts, pivots, set
screws, and switch. Cbeck adjust
ment or· car shoes or roller 
guides. Inspect stile channels for 
bends or cracks, also car frame, 
cams, and supports. Inspect gate 
or door upthrust, sill grooves, 
and bottom guides. Cbeck pivot 
points, sheaves, guides, and 
tracks for wear. 

6 • Miscellaneous - Inspect drum 
buffers, rope clamps, slack cable, 
switch, coupling, shafts, keyway, 
etc. Clean, adJust, and lubricate. 
Observe operation of signal and 
dispatching system. 

7. &Dergency Light - Install new dry
cell battery and check operation. 

8. Oil Level - Check level in oil 
buffer. 

9. For elevators provided with Fire 
Fighters Service, initiate Phase I 
Recall and operate to at least two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sbeet. 

GUmE HUMBER L-13 

ELEVATORS, HYDRAULIC 

Frequency: Monthly 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1 • Observe operation of elevator 
throughout its full range and at 
all floors it serves to test 
controls, safety devices, 

Operation and MainteD&.Iloe ot Real Propert7 

leveling, releveling, and other 
devices. It creeping is excessive, 
determine cause and correct it. 

2. Check opening and closing of 
doors, gates, the indicators in 
cab, and at each floor. 

3 • Inspect interior of car. Test 
telephone, normal and emergency 
lights, fan, emergency call system 
or alarm, miscellaneous hardware, 
certificate and holder, control 
panel, emergency light, etc. 

4. Inspect hoistway and pit. Clean 
and lubricate equipment as 
required. 

5. Test mechanism. Observe operation 
ot motor and pump, oil lines, 
tank, controls, plunger, packing; 
check oil level, etc. 

6. Test manual and emergency control. 
7. Report any needed work you cannot 

do. 
8. For elevators provided with Fire 

Fighters Service, initiate Phase I 
Recall and operate to at least 'two 
floors under Phase II Operation. 
Log results of this test on 
reverse of route sheet. 

GUIDE HUMBER L-14 

!LEVATORS, HYDRAULIC 

Frequency: Annual 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Thoroughly clean the mechanism, 
hoistway, pit, top and bottom of 
cab, etc. 

2. Make annual inspection and test. 
3. If possible, the above shall 

coincide with required USPS annual 
inspection of the elevators and 
issuance of Form 279, Certificate 
of Inspection. 

HS-1, TL-4, 11-30-86 
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GUIDE·IUMBBR L-15 

BSCALA'l'ORS 

Frequency : Weekly 

Checkpoints: 

1. Ride escalator. Check operation 
for smoothness, unusual vibration 
or noise, condition of handrails, 
etc. 

2. Inspect comb plates at both ends 
of escalator tor broken teeth and 
check for proper clearance between 
combs and step treads. Check for 
broken step treads. 

3. Check clearance between steps and 
skirt panel. Look for anything 
(loose trim, screws, or bolts) 
that coUld snag or damage 
clothing or cause injury. Check 
operation of handrail brushes. 

4. Clean escalator machine space. 
5. Lubricate step rollers, step 

chain, drive gears or chains, 
handrail drive chains, etc., 
according to manufacturer's 
instructions. Observe gears and 
chains for signs of wear, 
misalignment, etc. Adjust as 
required. · 

6. Check motor for signs of 
overheating. 

7. Inspect controller for loose 
leads, burned contacts, etc. 
Repair as required. 

8. Clean handrail·S as required. 
9. Check escalator lighting. Replace 

bulbs as required. 

GUIDB HUMBER L-16 

ESCALATORS 

Frequency: Annual 

Checkpoints: 

1 •. Set up barricades and signs 
directing people to stairs or 
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elevators. Spread tarps on floor 
at lower end of escalator. 

2. Remove steps as required to 
provide clear access to escalator 
pan, and place steps on tarp. 

3. Starting in the machine space, 
thoroughly clean escalator, 
working from top to bot taa. 

4. Clean all tracks and check tor 
wear or rippling. File tracks if 
required. Check all step and chain 
rollers. Adjust step and chain 
roller upthrust as required. 
Adjust transfer bars or guides, or 
replace as necessary. 

5. Remove upper panel on each side or 
escalator, taking care not to 
scratch or gouge panel. Check 
handrail tension device and 
handrail drive assembly. Adjust 
and lubricate as required. 

6. Check operation of all safety 
devices including skirt switches, 
handrail switches, broken chain 
switches, lower unit tension 
devices, etc. 

7. Upthrust Safety Switches: 

a. Open and lockout the main 
disconnect. 

b. Clean all four upthrust safety 
switches. 

c. Connect a circuit continuity 
tester, such as an ohmmeter, 
across the safety control 
circuit. Operate each switch 
and note if continuity is 
lost. 

d. Lift up on the riser or the 
step located on the lower 
curve so that the step comes 
into contact with the upthrust 
track. Determine that the 
safety circuit continuity is 
broken and is reestablished 
when the step riser is 
released. This will confirm 
the mechanical integrity of 
the upthrust device as well as 
its electrical function within 
the electrical control 
circuit. 
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8. Follow manufacturer's recommenda
tions tor lubrication. 

9. Perform annual work as prescribed 
by the manufacturer. 

10. Reassemble entire unit, thoroughly 
cleaning steps, and check tor 
broken treads as steps are 
replaced. Cbeck entire unit tor 
proper runll:l.ng clearances. Reshim 
steps as required. 

11. Submit condition report to super
visor listing any major repairs 
required so that needed parts can 
be ordered and work scheduled. 

GUIDI RUMBBJl L-1 1 

BLBV ATORS, SIDIVALK 

Frequency: Monthly 

Special Instructions: Review 
manufacturer's instructions. Use 
sui table barr'icade tor sidewalk 
opening. 

Checkpoints: 

1. Operate elevator through full 
range and at the levels served to 
test controls, safety devices, 
leveling, releveling, and other 
devices. If creeping is excessive, 
determine cause and correct. 

2. Inspect opening and closing of 
sidewalk doors. Clean cam(s), 
moving parts, hoistway, pits, etc. 
Lubricate as required. 

3. Test emergency stop switch and 
signal bell or alarm. 

4. Examine operating mechanism, 
motor, motor controls, pump, oil 
lines, valves, tanks, etc. 

5. Report any deficiencies found 
during scheduled maintenance. 

Operation and MaiDteD&Doe ot leal Property 

GUIDE lUMBER L-18 

VIBDOV VJ.SBIIG SCAFFOLD, POVEH 
OPBBATBD 

Frequency: Quarterly 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Inspect structural features on 
roof. Remove any obstructions from 
the track and from, on, or near 
the garage. 

2. Inspect roof car, platform, steps, 
wire mesh panels, gate, hinges, 
hardware, etc. 

3. Observe operation of drive motor 
and mechanism, brake, cable, reel, 
drive, wheels, guide rollers, etc. 
Adjust as necessary. 

4. Examine telephone cable reel and 
make a test call. 

5. Inspect operation of electric 
controller, direction switches, 
inching buttons, protective 
devices, limit switches, position 
interlocks, locking pins, and 
socke~s, etc. Adjust as necessary. 

6. Check operation of m.anual and/or 
emergency controls, handcrank, 
motor disengagement, brakes, and 
other devices. Adjust as neces
sary. 

7. Inspect fresh water and wash water 
tanks, pipe lines, drains, inspec
tion or access openings and 
covers, etc. (Tanks should be 
emptied and washed out after use). 

8. Test operation of scaffold from 
low to high position and along 
track to assure safe operation and 
test operation of all control 
devices, limits, interlocks, etc. 

HS-1, TL-4, 11-30-86 
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Operation and Maintenance ot Real Property 

g. Inspect hoist ropes for worn, 
frayed, or broken strands. 

10. Perform any work prescribed by 
manufacturer that is not indicated 
here. 

11. Perform lubrication. 
12. Clean, wire brush, and touch up 

paint as required. 

GUIDE HUMBER L-19 

DUMBWAITERS 

Frequency: Quarterly 

Special Instructions: Refer to manu
facturer's literatur.e. Open and tag 
electric circuits. 

Checkpoints: 

1. Inspect and clean hoistway. Remove 
trash from pit. 

2. Examine sheaves, cable, counter
weight, etc. Look for loose bolts, 
misalignment, weak or improper 
cable fasteners, etc. Make safety 
or reliability tests if anything 
questionable is found. 

3. Examine car for structural fea
tures, appearance, need for 
att~ntion, surface condition, 
condition of paint, etc. 

4. On hand-powered units, examine 
cable pulls for.loose strands, 
sharp edges, rough surfaces, or 
other potential hazards. 

5. Inspect power unit, motor 
controls, and all accessories. 

6. Check all indicators, lights, 
bull's-eyes, controls, safety 
devices, etc. 

1. Comply with lubrication scheduled. 
8. Report all deficiencies and needed 

repairs. 

GUIDE HUMBER M-1 

AIR COMPRESSORS 

Frequency: Annual 
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Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1. Test the pressure gauge(s) and 
cutout and cut-in pressure. Use 
test gauge to test accuracy of 
gauge on machine. Gauge should be 
within 10%. 

2. Check safety valve. 
3. Tank to be inspected and tested by 

qualified inspector. 
4. On two-stage compressor(s), check 

intermediate pressure. 
5. Listen for knocks, and inspect for 

mechanical failures. Report any 
leaks to supervisor. 

6. Test compression; correct or 
repair as necessary. 

1. On water-cooled compressor(s) 
check for incrustation or 
excessive corrosion. 

8. Clean moisture traps in system. 
Check operation of timed-moisture
release system, if so equipped .• 

9. Change oil in crankcase. 
10. Check controls, belts, pulleys, 

alignment, etc. 
11. Check air-cooled heat exchanger. 
12. Check motor, bearings, starting 

switches, controller, pressure 
switches, etc. 

13. Clean equipment; touch up or 
repaint as required. 

14. Comply with lubrication schedule. 

GUIDE NUMBER M-2 

LAWHMOVERS AID EDGERS 

Frequency: Every 50 Operating Hours 

Application: Gasoline-powered, hand
operated, · rotary mowers and edgers. 
Maintenance should be scheduled after 
every 50 hours of operation or twice a 
season. Routine daily lubrication 
should be accomplished by operator. 



Checkpoints: 

1. Change engine oil (Note: oil 
should be changed and gasoline 
drawn at end of season prior to 
laying up unit for winter). 

2. Service air and fuel f'il ters. 
3. Sharpen or replace cutting blade. 
4. Clean and gap or replace spark 

plug. 
5. Inspect un1 t, clean debris from 

cooling air passages, and make 
other needed adjustments. 

GUIDE lUMBER M-3 

SWEEPERS ( G.ASOLIII) 

Frequency: Every 50 Operating Hours 

Special Instructions: Review manu
facturer's maintenance recommendations. 

Application: Gasoline- or gas-powered 
riding type sweepers used in driveways, 
parking lots, sidewalks, etc. Daily 
lubrication should be accomplished by 
the operator. 

Checkpoints: 

1 • Change oil and change or clean 
filter, as appropriate, every 
fifty operating hours. 

2. Service air and fuel filters. 
3. Inspect engine, olean cooling air 

passages. 
4. Clean and gap, or change spark 

plug. 
5. Check oil level in gear boxes. 
6. Adjust tension and/or replace V

belts. 
1. Adjust brakes, brushes, and 

-operating mechanisms as ~ecom
mended by the manufacturer's -
instructions. 

8. Inspect entire unit and make or 
report needed repairs. 

Operation and MainteD&Doe ot leal P.ropertr 

GUIDE IUHBD M-Ji 

T.&HS, ruBL OIL STOlti.GB 

Frequency: Every 4 Years 

Checkpoints: 

1. Prior to end of heating season, 
adjust oil deliveries so oil will 
be nearly consumed. 

2. Remove manhole. 
3. Pump oil tank down to within 6" of 

bottom of tank. 
4. Pump sludge from bottom of tank 

and flush and dispose of by 
approved method. A vacuum truck 
may be required to remove and 
dispose of sludge. 

5. Disconnect heating coil ; raaove 
from tank and clean. 

6 • Examine tank for leaks; check 
condition of piping connections. 

1. Clean and adjust oil transfer 
pumps (oil- or steam-driven). 

8. Examine, clean, and adjust 
operation of strainers, traps, 
control valves, oil-flow meter, 
oil temperature, and pressure 
gauges. 

9. If a worker must enter tank, test 
for oxygen deficiency, and supply 
proper respirator as needed. 
Safety harness must be worn. 
(Observer shall be present outside 
tank at all times when worker is 
inside tank. ) 

GUIDE NUMBER M-5 

PAPER BALERS 

Frequency: Annual 

Special Instructions: Open and tag 
electric switches. 
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Checkpoints: 

1. , Dust or wipe clean all parts of 
. machine. Examine structural 
features. 

2. Blow.out electric motor. Inspect 
starter, controls, push button, 
upper and lower limit switch, etc. 
Clean and adjust as required. 

3. Check drive unit, mechanical 
features, and all moving parts. 

4. Comply with lubrication schedule 
recommended by manufacturer. 

5. Adjust operating mechanism. 

GUIDI lUMBER M-6 

DCIIDATOR 

Frequency: Annual 

Checkpoints: 

1 • Thoroughly clean furnace, ash pit, 
grates, etc. · 

2. Remove fly ash and soot fran flue
gas passages. 

3. Examine furnace. Replace burned or 
damaged parts. 

4. Inspect for loose, broken, or 
missing refractory or fire brick. 

5. Examine all doors, inspect and/or 
clean out ports. Hake them fit 
properly and stop any air leaks 
around them. 

6. Check uptakes or connections to 
stack or chimney. Remove dirt, 
fly-ash scale, etc. 

7. Examine dampers for condition and 
freedom of motion. 

8. Examine structure and supports. 
Look for warped or sagging 
members, cracks, or other 
indications of weakness. 

9. Check charging chute, frame, 
cover, etc. Replace broken, 
missing, or defective parts. 

10. Check all instruments, gauges, 
etc. Test for proper operation. 

11. Repair any damages or missing 
insulation. 
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12. Inspect stack or chimney tor 
holes, cracks, or deterioration. 

13. Inspect spark arrestor or screen 
on top or stack. Repair holes or 
replace. 

14. Touch up or paint as required. 

GUmB HUMBER M-7 

DOORS, POWER OPERATED 

Frequency : Semiannual 

Application: Warehouse or large 
overhead doors. 

Special Instructions: Review 
manufacturer's instructions. 

Checkpoints: 

1 • Inspect general arrangement of 
door and mechanism, mountings, 
guides, windlocks, anchor bolts, 
counterbalances, weather 
stripping, etc. Clean, tighten, 
and adjust as required. 

2. Operate with power from stop to 
stop and at intermediate 
positions. Observe performance of 
various components, such as brake, 
limit switches, motor, gear box, 
etc. Clean and adjust as needed. 

3. Check operation of electric eye, 
treadle, or other operating 
devices. 

4. Check manual operation. Note brake 
release, motor disengagement, 
functioning or hand pulls, chains, 
sprockets, clutch, etc. 

5. Examine motor, starter, push 
button, etc.; blow out or vacuum 
it needed. 

6. Inspect gear box; change or add 
oil as required. 

7. Perform required lubrication. 
8. Clean unit and mechanism 

thoroughly. Touch up paint where 
needed. 
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GUIDE lUMBER M-8 

DOOR, POVER-OPBRATED MA.II DTRARCB 
AID DOCK:·. 

Frequency: Quarterly 

Checkpoints: 

1. Check alignment or door and 
mechanism. Inspect mountings, 
hinges, mats and trim, weather 
stripping, etc. Replace, tighten, 
and adjust as required. 

2. Operate with power, observing 
operating or actuating and safety 
mats, door speed, and checking 
functions. 

3. Check manual operation. 
4 • Inspect power unit, add oil, and 

tighten hydraulic lines as 
required. 

5. Check operation of control board 
relays; olean, replace, and adjust 
contacts as required. 

6 • Inspect door operating un1 t, 
tighten lines, and adjust as 
required. 

7. Clean and lubricate door pivot 
points. 

8. Report any needed repairs. 

GUIDE HUMBER M-9 

DOORS, MAIH EHTR.AHCE 

Frequency: Semiannual 

Application: Entrance doors used in 
main entries to buildings where a 
poorly operating door may be dangerous 
and cause congestion. 

Checkpoints: (for hinged doors) 

1. Inspect the frame and supporting 
structure. 

2. Inspect hardware: hinges, latch 
keeper, lock, etc. Apply graphite 
where needed; wipe off excess. 

3. Inspect glass, putty, or retaining 
pie~es. Correct any deficiencies. 

Operation and Maintenance ot Real Property 

4. Operate door to observe 
functioning of check. Adjust and 
service as needed. 

s. Touch up paint as needed. 

Checkpoints: (tor revolving doors) 

1. Remove obstructions and clean out 
track. 

2. Fold door. Note action and freedom 
ot motion. 

3. Inspect locking device; adjust as 
needed. 

4. Clean pivot points and apply 
graphite. 

s. Inspect felt or rubber seals. 
Report needed repairs. 

6. Touch up paint as required. 

GUmE HUMBER M-10 

LO.ADDG RAMPS, ADJUSTABLE 

Frequency: Quarterly 

Special Instructions: Disconnect, lock, 
and tag switch out. Review 
manufacturer's instructions. 

Checkpoints: 

1. Inspect structural features, 
framework, support members, anchor 
bolts, pit, platform, etc. Examine 
condition of bumper. Does it 
protect ramp properly? 

2. Remove dirt and trash from pit, 
and determine if pit drain is 
open. 

3. Inspect motor, controls, starter, 
push buttons, solenoids, etc. 
Clean, adjust, and lubricate as 
necessary. Be sure disconnect 
switch can be locked. 

4. For hydraulic units: 

a. Inspect coupling, pump, 
control valves, piping, relief 
valve, reservoir, fill pipe, 
cap, vents, etc. Clean, 
adjust, and lubricate as 
needed. 
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b. Inspect cylinder, ram, packing 
glands, etc. Add or renew 
packing as requir')d. 

c. Change oil as required. 

5. For electromechanical un1 ts: 

a. Clean and inspect coupling, 
reduction gear, sprockets, 
chain, gear trains, screw and 
lever, and/or other mechanical 
features. Look for misalign
ment, loose bolts, evidence of 
binding or wear, excessive 
clearance, etc. Tighten as 
necessary. 

b. Examine lubrication devices. 
Service if required. 

c. Test operation of ramp in all 
directions using a load if 
possible. Ensure that ramp 
holds and does not creep when 
load is applied or removed. 
Adjust if necessary. 

d. Check manual operation, power 
disengagement, etc. 

e. Lubricate as required. 

GUIDE HUMBER M-11 

FIRE DOORS - STAIRWELLS AND EXI:TWAIS 
(SWDGIHG) 

Frequency: Quarterly· 

Checkpoints: 

1. Remove all bold-open devices 
except approved smoke or magnetic 
operated releases. 

2. Check hang and swing for close 
fit. Doors must latch on normal 
closing cycle and have a neat fit. 

3. Remove any obstructions that 
retard full swing or ·movement of 
door. 

4. Test operation of panic hardware. 
5. Inspect door coordinates on pairs. 
6. Check operation of any special 

devices such as smoke detectors or 
magnetic door releases. 
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7. Inspect door for damage. 

GUIDE IDMBD M-12 

FIRE DOORS - SLIDDG T!PE 

Frequency: Quarterly 

Checkpoints: 

1. Clean track. 
2. Lubricate all pulleys. 
3 • Inspect for damage, worn and bind

ing cable or chain, and proper 
threading through pulleys. 

4. Replace fusible links and other 
heat-actuated devices that have 
been painted. Check operation or 
heat-actuated devices other than 
rusi bl e links. 

5. Replace damaged or stretched 
cables or chains and adjust to 
proper length. 

6. Check counterweight for proper 
suspension. 

1. Operate door by disconnecting or 
lifting counterweight, or by other 
appropriate means. 

8. Check for proper fit in binders 
and tight fit of wedge against 
stay roll. Inspect stay roll for 
wear. 

9. Check for breaks in face covering 
of doors. 

10. Examine tin-clad and Kalamein 
doors for dry rot. 

11. Inspect all hardware for damage or 
wear. 

GUIDE HUMBER M-13 

STATIONARY PACKERS 

Frequency: Weekly 

Checkpoints: 

1. Observe all safety precautions. 
Shut off current before performing 
activities listed below. 
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2. Oil shaft bearing under Packer 
witb 110 oil. 

3. Lub~icate container roller 
fittings in axle. 

4. Oil all moving joints on container 
door latch with #10 oil. 

5. Oil all container door hinges with 
#10 oil. 

6. Oil Tie Rod (Lock Hook) with 110 
oil. Inspect condition of cotter 
pins. 

7. Wipe clean and apply heavy grease 
along top slide. 

8. Wipe clean and apply heavy grease 
throughout length of slide 
channel. 

g. Inspect cotter pins, closed end of 
Packer Cylinder. Look for signs of 
wear, or broken cotter pins. 

10. See that all dirt and debris have 
been cleared from under and around 
carriage of compaction unit. 

11. Check open-end Packer Cylinder 
mounting pin. 

GUIJ)E HUMBD H-14 

ST1TIOIAII PACKERS 

Frequency: Monthly 

Checkpoints: 

1. Observe all safety precautions. 
Shut off current before performing 
activities listed below. 

2. Remove breather cap on oil tank. 
Clean breather holes and replace 
cap. Do not press on so tightly as 
to block air passage. 

3. Inspect mounting hardware on side 
and bottom slides. Check for lost 
or broken cotter pins and loose 
belts. 

4. Check and tighten mounting 
hardware on Scraper Bar .. 
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GUmB lUMBER M-15 

STATIONARY PACXBRS 

Frequency: Quarterly 

Checkpoints: 

1 • Observe all safety precautions. 
Shut off current before performing 
activities listed below. 

2. Check hydraulic oil :for proper 
level and presence or 
contamination. Add or change oil 
as appropriate. 

3. Remove, clean, or replace oil 
f'il ter. 

4. Grease the grease hole coupling. 

GUIDE NUMBER M-16 

SWEEPERS, ELECTRIC (BATTERY) 

Frequency: Monthly 

Checkpoints: 

1. Check battery for correct water 
level. Add water if required. 

2. Check battery terminals and cable 
clamps for corrosion and 
looseness. 

3. Check hydraulic pump, hoses, 
lines, fittings, etc. tor noise, 
leakage, and damage. 

4. Check condition of tank and dust 
filter. Clean filter in solvent as 
necessary. 

5. Check belts and chains for proper 
tension, wear, alignment, and 
general condition. 

6. Check operational controls for 
proper operation. 

7. Check dust skirts for proper 
adjustment. 

8. Check hydraulic fluid and add 
lubricant IHY-2 as required. 
Replace filter as necessary. 
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9. Follow manufacturer's instructions 
regarding preventive maintenance 
,of motor. 

GUIDI HUMBER M-17 

POVBR LIFTS 
(Vert-A-Lift, eta. or other lift 
devices used in building maintenance) 

Frequency: Monthly 

Special Instructions: Daily battery 
charging, cleaning, and minor mainte
nance shall be done by personnel using 
the lift. 

Checkpoints: 

1. Visually check for needed repairs, 
leaks, etc. 

2. Check battery water level and 
specific gravity. 

3. Check electrical terminals; 
tighten and clean as required. 

4. Check and tighten critical 
structural bolts. 

5. Lubricate in accordance with 
manufacturer's instructions. 

GUIDE NUMBER M-18 

FLOOR SCRUBBER, AUTOMATIC 
(Battery-powered scrubber vacuum) 

Frequency: Monthly 

Special Instructions: The daily charg
ing of the batteries shall be done by 
the operator. 

Checkpoints: 

1. Check condition and adjustment of 
squeegee brushes, etc. and replace 
as needed. 

2. Check electrical terminals; clean 
and renew as needed. 
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3. Check the specific gravity of 
battery electrolyte and replace to 
determine that batteries are good 
and being properly charged. 

4. Visually check machine for need of 
repairs, leaks, etc. 

5. Lubricate in accordance with 
manufacturer's instructions. 

GUIDE HUMBER M-19 

SHOW BLOWER, WALKDG TYPE 

Frequency: Every 50 hours 

Application: Gasoline-powered, walk
behind type. Maintenance should be 
scheduled every 50 hours of operation. 
Routine daily lubrication should be 
accomplished by the operator. 

Checkpoints: 

1. Change engine oil. (Note: Oil 
should be changed and gasoline 
drawn at end of season prior to 
storage). 

2. Service air and fuel filters. 
3. Cbeck for rust and apply paint or 

preservative as appropriate. 
4. Clean and gap or replace spark 

plug. 
5. Inspect ~or proper adjustment and 

operation. 

GUIDE NUMBER ~20 

LOAD LEVELERS 

Frequency: Quarterly 

Application: This is for below-grade 
units which raise or lower the truck to 
match the dock. 

Safety: When working in pit, lock and 
tag electric controls, place barricade 
and sign around entrance, and use a 4x4 
timber or other device to block unit. 
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Checkpoints: 

1 • Check all moving parts for signs 
of wear and looseness. 

2. Check and secure all connecting 
pins, nuts, rollers, and retaining 
rings. 

3. Wrench test all setscrews. 
4. Clean trash and dirt from pit 

area. 
5. Wipe ram with soft cloth and 

solvent. 
6. Clean dirt buildup from motor, 

hydraulic pump, frame, and 
housing. 

7. Lubricate moving parts as 
required. 

8. Check oil in reservoir for proper 
level and condition. Change oil 
when needed. In large units 
laboratory analysis of oil sample 
may be required annually to deter
mine if oil needs changing. 

9. Clean up, remove all tools, and 
check operation or unit. 

GUmB HUMBER M-21 

DOCK BO.A.RDS 

Frequency: Monthly 

Safety: Block dock board in up position 
with a 4x4 timber. This timber shall be 
especially prepared (cut to the correct 
length) for this purpose and placed 
securely under the board. 

Checkpoints: 

1. Clean trash and dirt fran pit. 
2. Check clevis pins for wear and 

presence of clevis pin retainers. 
3. Check springs and cable for wear. 
4. Lubricate moving parts as 

required. 
5. Check for proper operation. 
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GUmB IUHBEll P-2 

Fill CORTROL V ALVIS FOR 
VATER DISTRIBUTIOH SYSDMS 

Frequency: Annual 

NOTE: Some states require specific 
training and licensing for 
persons installing and main
taining sprinkler systems. 
Therefore, local codes must be 
complied with. 

Special Instructions: The work required 
by this procedure may cause the activa
tion of an alarm and/or, a supervisory 
signal. The building manager and the 
control center or fire department that 
will receive the alarm and/or signal 
must be notified prior to start of 
work. When a valve is le.ft unattended 
in a position which will interrupt fire 
protection water supply, it must be 
tagged in accordance with Section 10. 
Most fire s.ystem control valves are 
normally in the open position. If a 
valve is found ol osed at the time of 
the inspection, confirmation must be 
obtained through the building manager's 
of'f'ice on t-he proper normal valve 
position. This work should be done.when 
other scheduled maintenance is being 
performed that involves waterflow 
through valve(s). 

Checkpoints: 

1 • Remove any obstructions to easy 
accessibility of valve. 

2. Determine that safe ladders or 
access ways are in place where 
needed. 

3. Inspect for damage to valve or 
accessories, including tamper 
locking devices. 

4. Determine that valve is properly 
identified. 
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5. Check that nonrising stem and 
underground valves are marked with 
c:U.rection in which to open. If 
not, permanently mark valve with 
proper direct~on to open. 

6. Lubripate outside stems, and other 
friction points used for operating 
valves. 

7. Remove any tamper locking devices 
and completely close (or open) 
valves. Check that waterflow has 
ceased when valve is closed. 

8. Inspect for leaks. 
9. Reopen (or close) valve and check 

for leaks at stem and joints. 
10. Replace tamper seals or locks. 

GUIDI HUMBER P-3 

FIBE EXTIIGUISBEI, PORTABLE, STORED
PUSSUIB TIPB 

Frequency: Annual 

Special Instructions: This maintenance 
is a thorough examination for deficien
cies requiring repair or replacement. 
Deficien.cies must be repaired or the 
extinguisher replaced. Hydrostatic test 
must be performed on damaged or 
corroded shells. Extinguishers removed 
from service must· be immediately 
replaced with one of sui table extin
guishing capabilities. The monthly 
inspection (see Appendix 13-C, Part 4) 
must be performed at the same time this 
maintenance is performed. Unless 
otherwise indicated, this guide is 
applicable to stored-pressure type 
extinguishers, with or without pressure 
gauge, regardless of the extinguishing 
agent used, e. g. , multipurpose dry 
chemical, Halon, carbon dioxide 
(C02), etc. See Guide P-5 for 
additional requirements. Review 
HBK MS-56 for additional information 
on fire extinguishing equipment. 
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Checkpoints: 

1. Read the Form 4705 inspection tag 
and note it hydrostatic testing is 
required before the next annual 
maintenance. Report those due tor 
testing to maintenance supervisor 
or control ottice tor 
accompliShment ~fore due date. 
See BBX MS-56 for test frequency. 

2. Inspect the shell for corrosion, 
mechanical damage (denting or 
abrasion), paint condition, 
presence of repairs (welding, 
soldering, brazing, etc.), and 
broken hanger attachment 
concealing surface damage (nicks 
or corrosion). 

3. Inspect the nameplate for 
illegible wording, corrosion, and 
loose plate. Replace labels with 
the new, pictographic type. See 
HBK MS-56, Section 442. 

4. Inspect the nozzle for damage, 
deformation, cracks, blocked 
openings, damaged threads 
(corroded, crossthreaded, or 
worn), and aging (brittleness). 

5. Inspect hose assembly for damaged 
hose (cut, cracked, worn, or plug
ged), damaged couplings .or swivel 
joint (cracked or corroded), 
damaged threads (corroded, 
crossthreaded or worn), and inner 
tube cut at couplings. 

6. Ensure the valve locking device is 
in place and inspect for damage 
(bent, corroded, or binding). 

1 •. If extinguisher has a pressure 
gauge, tap gauge lightly to 
determine if pointer is immovable 
or jammed. Inspect for missing 
pointer; missing, deformed, or 
broken crystal; illegible or faded 
dial; corrosion; dented case; and 
damaged crystal retainer. Read 
gauge. If not in operating range, 
remove, replace, and submit 
extinguisher for recharging or 
hydrostatic test. 
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8. If extinguisher is a nongauge 
type, inspect for immovable or 
cor~oded pressure-indicating stem. 

9. For .C02 and Halon fire 
extinguishers, weigh the 
extinguisher and compare to gross 
or full weight stamped on shell 
body. If underweight more than 
10%, it must be recharged; if 
other evidence of damage exists, 
hydrostatically test. 

1 0. Ensure that seal or tamper 
indicator is not missing or 
broken. Replace extinguisher if 
seal or tamper indicator is 
missing or broken. 

11. Complete the applicable portions 
of Form 4705, Fire Inspection Tag. 

GUIDI HUMBER P-· 

FIRB BXTIIGUISBER, PORTABLE, GAS 
( C~) - CARTRIDGE TYPE 

Frequency: Annual 

Special Instructions: This maintenance 
is a thorough examination for deficien
cies requiring repair or replacement. 
Do not operate any extinguisher if 
either the shell or cartridge shows 
signs of mechanical damage or cor
rosion. The cartridge must be removed 
and depressurized prior to disposal. 
Hydrostatic test must be performed on 
damaged or corroded shell (see Guide P-
5). Deficiencies must be repaired or 
the extinguisher replaced. An extin
guisher removed from service must be 
immediately replaced with one of 
sui table extinguishing capabilities. 
The monthly inspection {see Appendix 
13-C, Part 4) must be performed at the 
same time this maintenance is per
formed. This guide is applicable to gas 
(C02) cartridge type dry chemical 
extinguishers. Review HKB MS-56 for 
additional information on fire extin
guishing equipment. 
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Checkpoints: 

1. Inspect for dents, broken hanger 
attachments or handle, corrosion 
at seams, damaged threads, and 
legible operating instructions. 
Replace in accordance with HBK 
MS-56, Section 442. 

2. Cb eck for signs of damage or 
tampering. It' seal is broken, 
remove cartridge and check,actual 
weight versus gross weight stamped 
on cartridge. Replace any 
cartridge that has lost its gas. 
(Weigh replacement cartridge.) 
Refill shell to proper level with 
extinguishing agent. 

3. Inspect for damaged, jammed, bent, 
or corroded puncture lever, pin, 
and fastener on puncture mechanism 
for gas cartridges. 

4. Inspect valves and carrying 
handles for corroded or damaged 
handles, springs, stems, 
,fasteners, joint, threads, and 
jammed levers.-

5. Replace cracked, cut, or brittle 
hose, nozzle, or horn and damaged 
couplings. Remove obstructions in 
nozzle, horns, or hose. Check for 
leaks. 

6. If necessary, replace seal or 
tamper indicator if no other 
deficiencies exist. 

1. Complete the applicable portions 
of Form 4705, Fire Inspection Tag. 

GUIDE HUMBER P-5 

FIRE EXTIBGUISBERS, HYDROSTATIC 
TESTIRG OF STORED PRESSURE AHD 
CARTRIDGE TYPE 

Frequency: 5 Years {Except as noted 
below) 

Special Instructions: Hydrostatic 
testing of extinguishers requires 
experienced personnel and sui table 
testing equipment. Adequate facilities 
must be provided. Fire extinguishers 
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must · be tested and recharged by a 
commercial firm. Review HBK MS-56. 
Determine if an extinguisher can be 
replaced with a new one at less 
expense. Note: Test frequency for 
extinguishers with brazed-brass or 
mild-steel shells is every 12 years. 

Checkpoints: 

1. 

2. 

3-

4. 

5. 

6. 

7. 

Operate stored pressure and 
cartridge type extinguisher and 
check performance. 
Dismantle and remove all traces of' 
extinguishing agent (dry chemical 
or dry powder) from inside of' 
shell and hose assembly. 
Insert plug into shell opening 
(External cartridge type 
extinguishers only). 
Fill with water and connect the 
test pump. 
Secure shell in protective cage 
and apply proper test pressure. 
Pressure to be applied at rate so 
test pressure is reached within 
one minute. 

Factory Test 
Pressure 

(Shown on 
Nameplate) 

350 psi or 
greater 

Less than 
350 psi 

Hydrostatic 
Test Pressure 

The larger of 
300 psi or 75% 
of Factory Test 
Pressure 

75% of Factory 
Test Pressure 

ObserVe shell and gauge for any 
distortion or leakage. After 1 
minute, release pressure. Destroy 
shells that fail this test. 
All dry chemical and dry powder 
extinguishers must have all traces 
of water removed from 
extinguishing agent, shell, hose, 
and nozzle. A heated airstream is 
recommended with its temperature 
not exceeding 150oF. 
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8. Weigh replacement cartridge to 
ensure that it is full of gas. 

9. Recharge extinguisher according to 
manufacturer's instructions. 

10. Attix permanent record, Form 4705 
or equivalent, on extinguisher 
with year ot hydrostatic test. 

GUIDI lUMBER P-6 

FIU IXTIBGUIBBD'G SYSTEMS, FliED 

Frequency : Semiannual 

Special Instructions: The work required 
by this procedure may cause the activa
tion of an alarm and/or a supervisory 
signal. The maintenance manager .and 
control center or the fire department 
that will receive the alarm or signal 
must be notified prior to start of 
work. When replacement cylinders are 
received from supplier, verify that 
hydrostatic test date is current. This 
guide is applicable to all fixed C02 
and Halon systems unless otherwise 
indicated. 

Checkpoints: .. 

1. Check cylinder for the date of the 
last hydrostatic test (date 
stamped on cylinder). 

2. Replace those cylinders for 
hydrostatic testing if the elapsed 
time ex~eeds the test interval 
specified in HBK MS-56 for the 
specific extinguisher type. 

3. Weigh remaining cylinders. Replace 
for repair and/or recharging those 
Halon cylinders which show a net 
weight loss in excess of 5% or 
pressure loss of more than 10%. 
Replace for repair or recharging 
those C02 cylinders whic~ show a 
net weight loss in excess of 10% 
or a pressure loss of more than 
10%. 

4. Check entire system for evidence 
of leaks. 
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5. Verity all devices (manual pull 
stations, detectors, abort 
switches, valves, etc.) are 
suitably protected to prevent 
damage which would cause them to 
be inoperative. 

6 • Verify all warning and instruction 
signs installed at entrances, 
inside protective areas, and near 
operating devices are current and 
in usable condition. 

7. Test system according to 
manufacturer's instructions. 

8. Check for proper alarm and signal 
operation. 

GUIDI NUMBER P-7 

GJUWSE TRAPS 

Frequency: Monthly 

Special Instructions: Use appropriate 
protective clo.thing, especially. safety 
glasses. 

Checkpoints: 

1. Clean out trap and sterilize. 
2. Inspect for clogging, scale, and 

improperly positioned or· missing 
baffles. 

3. Tighten loose parts as necessary. 

GUIDE HUMBER P-9 

MABBOLES, SEVER 

Frequency: Quarterly 

Special Instructions: Wear suitable 
protective clothing. 

Checkpoints: 

1 • Remove cover. 
2. Observe flow. 
3. Examine structural features or 

sewer line, interior of manhole, 
manhole frame and cover, etc. 

4. Touch up paint as required. 
5. Report any deficiencies or needed 

repairs. 
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GUIDE HUMBER P-10 

SEII.lGE &TECfOIS ( PREDMATIC TAD: TYPE 
EJECTORS) 

Frequency: Annual 

Special Instructions: Open and tag 
electric circuit. Review manufacturer's 
instructions. 

Checkpoints: 

1. Remove cover plates, inspect check 
valves in compressor discharge 
lines, and suction and discharge 
lines of sewage pot. Check freedom 
of motion and wear on clapper or 
clapper seat. 

2. Remove sewage pot inspection 
plate. Inspect and clean float 
ball or bucket and rod. 

3. Inspect float assembly linkage, 
shaft, keys, keyways; look for 
wear, binding, etc. 

4. Change oil in immersed float 
switch. Check packing. 

5. Remove any obstructions from water 
line. Check strainer. 

6. Check solenoid valve for freedom 
of motion. 

7. Stop all leaks. 
8. Remove cover plate of separator in 

vent line. Remove any obstructions 
in vent. . 

9. Slide valve and piston valve (if 
applicable). Examine linkage for 
freedom of motion and excessive 
wear; replace or adjust as 
required. 

10. For rotary air compressors, check 
shaft packing. Repack if needed. 

11. Change lubricant, flush, and 
replenish. 

12. Examine mounting bolts alignment, 
etc. Adjust or tighten as 
necessary. 

13. Inspect, lubricate, pack, or 
reservice all valves as required. 

14. Examine motor, controls, starter, 
etc. Clean and lubricate as 
necessary. 
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15. Clean and touch up or repaint as 
required. 

16. Clean up area. Remove tags and 
restore to service. 

17. Observe operating cycle time. 
Blowing period should be 3 0 to 60 
seconds. 

GUIDI HUMBER P-11 

SUMP PUMPS 

Frequency: Annual 

Checkpoints: 

1 • Pump out and remove pit sediment. 
2. Inspect and clean strainer. 
3. Flush pit and wipe pump down. 
4. Repack (if required) and lubricate 

pumps. 
5. Check bail, float, rod, and 

guides. 
6. Inspect motor, switch, controls, 

etc. Clean, adjust, and lubricate 
as required. 

7. Check pump operation; observe 
operation of check valve(s). 

8. Inspect piping, pipe supports, 
etc. 

g. Touch up paint as required. 
10. Clean up area. 

GUIDE NUMBER P-12 

T AIKS, WATER (ALL TYPES) 

Frequency: Every 3 Years 

Special Instructions: Maintenance shall 
be coordinated with inspections speci
fied in Section 10. 

Checkpoints: 

1. Examine exterior of tank including 
fittings, manholes, and handholes, 
for leaks or signs of corrosion. 
Correct as indicated. 

2. Drain and flush tank. 
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3. Open tank and remove rust, seale, 
and buildup by scraping, wire 
brushing, or shot cleaning. 

4. Inspect thoroughly the interior of 
the tank; record the size and 
depth of pits, presence of cracks, 
and condition of openings, 
fittings, welds, rivets, and 
joints. 

5. Coat with epoxy or other approved 
protective coatings. 

6 • Inspect structural supports and 
repair or replace damaged 
insulation or covering. 

1. Clean, test, and inspect sight 
glasses, valves, fittings, drains, 
and controls. 

8. Touch up or repaint exterior of 
covering as required. 

9. Perform hydrostatic test 
if required by inspector. 
Hydrostatic test shall be 
supervised by qualified pressure 
vessel inspector. 

10. Fill and return to service. 

GUIDE HUMBER P-13 

VALVES, REGULATIIG 
(Steam valves at pressure 
reduction stations) 

Frequency: Annual 

Application: Single or double seated; 
diaphragm · or spring loaded, pilot 
operated valves. 

Checkpoints: 

1 • Clean strainer ahead of valve. 
2. Check valve head and seats for 

wear or cuts. 
3. Replace valve if seats need 

regrinding and have valve 
overhauled by manufacturer. 

4. Examine steam quality for foreign 
matter if valves are damaged. 

5. Examine pilot lines for dirt. 
6. Check steam gauges. 
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7 • Check diaphragms for failures. 
8. Check binding valve stem. 
9. Adjust weighted lever or spring 

control tension. 

GUm£ HUMBD P-1 Jl 

VALVFB, IWfUALLY OPBU.TED 
(Main line or critical) 

Frequency: Main line or critical: 
Annual ; Other over 2 inches: 5 Years 

Application: For valves other than 
those used on Fire Protection s.ystems. 
Maintenance for valves used on fire 
protection systems is described under 
the appropriate guide for the specific 
item of fire protection equipment. 

Checkpoints: 

1 • Exercise valve from one limit to 
the other (fully open to fully 
closed) to test freedom of motion. 
Lubricate stem and moving parts 
with graphite. 

2. Determine if valve seats and holds 
properly. 

3. Check packing gland, adjust, and 
lubricate. Repack as required. 

4. For valves equipped with wheel and 
chain for remote operation, check 
for freedom of motion. 

GUIDE HUMBER P-15 

VALVES, MOTOR OPERATED 

Frequency: Annual 

Checkpoints: 

1 • Clean unit and make visual 
examination of all parts. 

2. Operate from limit to limit. 
Observe operation; look for 
binding, sluggishness, action of 
limits, etc. 

3. Determine if valve seats and holds 
properly. 
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4. Apply graphite to moving parts of 
valve. 

s. Lubricate motor and gear box as 
necessary. 

6. Inspect contacts, brushes, motor, 
controls, switches, etc. Clean and 
adjust as necessary. 

GUIDI IUMBU P-16 

B.lCIPLOV PJlEVEHTERS 

Frequency : Annual 

Equipment Required For Test 
Differential Pressure Gauge Test Kit 

Purpose of Test 
To test the operation of the Differen
tial Pressure Relief Valve and the 
Cbeck Valves. 

Test Differential Relief Valve 
The Differential Relief Valve must 
operate to keep the zone between the 
two Check Valves at least 2 psi less 
than the supply pressure. 

1 • Bleed all air from Check Valves. 
2. Close Valve B on the discharge 

side of the Backflow Preventer. 
3. Connect the "high" side of the 

Differential Pressure Gauge to 
Test Cock #2 and the "low" side to 
Test Cock #3. 

4. Open Test Cocks #2 and #3. 
5. Slowly open the Bypass Valve 11 

until the Differential Gauge 
Needle starts to drop. Hold the 
bypass in this position and 
observe the reading on the gauge 
at the moment the first discharge 
is noted from Relief Valve. The 
differential pressure at the time 
the Relief Valve opens must be at 
least 2 psi. 

6. Close all Gauge Valves. 

Test Check Valve 1 
The Check Valve must be at least 3 psi 
more than Relief Valve opening pres
sure. 
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1 • Observe the Differential Gauge 
with Bypass Valve #1 closed and 

, Test Cocks #2 and #3 open. The 
gauge should remain at a reading 
ot at least -5 psi. If' it drops 
belqw this, the Check Valve is 
leaking and must be inspected. 

2. Also, the reading must be at least 
3 psi more than Belief Valve 
opening pressure. 

Test Check Valve 2 
The Check Valve must be tight against 
reverse flow under all pressure 
differentials. 

1 • Connect the "high" side of the 
Differential Pressure Gauge to 
Test Cock #4 (third hose). 

2. Open Test Cocks 12, #3 and #4. 
With Bypass Valve #1 closed and 
Bypass Valve #2 open, observe 
gauge reading. The differential 
pressure should not drop to tbe 
relief valve opening point. 

Restore Operation 
Restore all Valves and Test Cocks to 
their original positions. (Note: This 
procedure is for a FEBCO Model 825Y 
Reduced Pressure Backtlow Preventer. 
The manufacturer's instructions for the 
particular backtlow preventer being 
tested must be followed.) 

GUIDE NUMBER P-17 

STEAM TRAPS, ALL TYPES 

Frequency: Annual (All types, low or 
high pressure) 

Special Instructions: Check trap 
operation under steam pressure. Remove 
and replace faulty traps or trap 
elements. 

1. Thermostatic Traps (Bellows or 
Diaphragm Type) 

a. Remove cap or bonnet. 
b. Clean interior of trap, valve, 

and seat. 
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c. Inspect bellows or diaphragm 
and note by sound whether it 
contains liquid charge. 

d. Replace bellows or diaphragms 
as necessary .. 

e. It valve seat is cut, replace 
seat. 

2. Float and/or Thermostatic Traps 

3. 

4. 

a. Remove bonnet. 
b. Inspect linkage and .float 

operation for leakage, 
detective operation, or 
deterioration. 

c. Examine, olean, and check 
operation of bellows as in 
1. above. 

Inverted Bucket Trap 

a. Remove bonnet. 
b. Clean interior trap. 
c. Inspect valve linkage 

mechanism and seating ot 
valve. 

d. Examine condition or bucket. 
e. Examine vent or face, inlet, 

and outlet for. evidence of 
corrosion. 

Impulse Trap 

a. Remove bonnet. 
b. Inspect valve disc, inlet 

valve, and outlet surface. 
c. See that fulcrum point is free 

of dirt. 
d. Clean body of trap. 

GUIDE HUMBER P-18 

PUMPS, CEHTRIFUGAL 

Frequency: Annual 

Checkpoint: 

1. While pump is in operation, note 
performance, bearing temperature, 
stuffing box operation, pressure 
gauge, and fl~ indica tors. 
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2. Shut down and drain pump housing; 
note if suction and discharge 
valves are holding. 

3 • Remove gland. 
4. Examine shaft sJ. eeve for wear; 

replace as necessary. 
s. Adjust gland evenly, finger tight. 
6. On pumps with oil ring lubrica

tion, drain oil, flush, then till 
to proper oil level with new oil. 

7. Perform lubrication in accordance 
with manufacturer's instructions. 

8. Clean strainers. 
9. Put pump into operation. Stop and 

start pump, noting undue vibration 
noise, pressure, and action of 
check valve. 

10. If test is satisfactory, start 
pump again, and adjust to slight 
leakage through gland. 

11. When pump reaches normal operating 
temperatures, check alignment 
between pump and drive. 

GUIDE HUMBER P-19 

RADIATORS, BEATIIG 

Frequency: Once Every 5 Years 
. (Prior to heating season). 

Checkpoints: 

1 • Remove and inspect seat of trap. 
Clean out trap. 

2. Replace thermal element with new 
or tested unit. 

NOTE: Replace defective seats in 
traps fitted with removable 
type. 

3. Check radiator valve for free 
turning and seating at same time. 
Check packing. 

4. If radiator has automatic 
temperature regulating valve, 
remove valve cover and remove dirt 
by vacuuming. 

5. For hot water radiators, check 
bleed valve. 

6. Check for sediment - clean if 
necessary. 
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GUmB HUMBER P-20 

lOOP, BUD.T-UP 

Frequency : Semiannual 

Workhours per Frequency: Calculate 
annual workhours by using the standard 
times for building/components and 
checkpoints listed below. 

Check
point 

Review inspection 30 minutes 
materials per 

inspection 
Assemble equiP- 10 minutes 
ment and tools per 

inspection 
1 Outside building 2 minutes 

walls per 1 00 . 
lineal ft. 

2 Inside ceilings 2 minutes 

3 

4 

5 

6 

7 

8 

and walls per 1 000 
(top tloor) sq. ft. 

ceiling 
area 
(office) 
1 minute 
per 1000 
sq. ft. 
ceiling 
area 

Roof Perimeter 

Gutter 

Expansion/ 
control joints 

Roof 
penetrations 
Roof drains 

Roof t-Jat 

(workroom) 
1 minute 
per 20 
lineal ft. 
15 minutes 
per 100 
lineal ft. 
1 minute 
per 20 
lineal ft. 
.5 ~~:~inutes 
each 
.5 minutes 
each 
5 minutes 
per 1000 
sq. ft. 
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AppliOation: This provides for the 
visual inspection of builtup roofing 
system and correction of minor defects 
that· can be repaired in fifteen 
minutes or le.ss (per detect) with 
small tools and cold process material. 
Cleaning roof drains and gutters is 
also included. 

Safety: Comply with all safety rules 
for working on roof top. Check all 
tools and equipment for safe condition 
(ladders, rope safety lines, etc.). 
Review BBK EL-801, Supervisor's Safety 
Handbook. 

Special Instructions: Review material 
on roof inspection and maintenance (see 
Chapter 2 of HBK MS-6, Repair and 
Alteration Surveys) • Use reduced size 
copy of roof plan to mark major defects 
and required repairs beyond the scope 
of this maintenance. If inspection 
indicates that water is entering the 
root or if you have reason to believe 
the root insulation is wet, request a 
roof' moisture survey. 

Checkpoints: 

1. Observe condition of outside 
building walls for evidence of 
moisture penetration. 

2. Observe condition or ceilings, 
walls, etc. , on all top floors. 
Look for indications of leaks, 
damage, paint peeling, etc. 

3. Walk entire outer edge of roof. 
Check roof edges, parapet wall, 
flashings, etc., for bad caulking, 
open joints, expansion cracks, and 
damage. Hake minor corrections as 
needed. 

4. Clean all trash and debris from 
gutters. 

5. Walk entire length of expansion 
and control joints. Check each 
side closely for damag , making 
minor corrections as needed. 

6. Check all roof penetrations for 
damage. or problems. (Air ducts, 

MS-1, TL-4, 11-30-86 

Appendi% 13-B (p. !19) 

fans, support steel, pitch 
· pockets, etc.) 

7. Clean all trash and debris from 
drains and check each drain tor 
proper drainage, tightness, gravel 
stop, etc. Carefully inspect roof 
mat around each drain. 

8. Walk root in not more than 20' 
wide paths rEDoving all trash and 
debris. Check roof condition tor 
10 1 on either side. Note any 
damage, exposed roof felts, 
blisters, loss or flood coat or 
aggregate, soft spots, boils, 
blisters, alligatoring of 
bitumen, etc. 

g. All locations requiring large 
repair will be marked by spray 
paint, noted on roof print, and 
identified by location and number. 
Prepare a report on condition of 
roof and recommended repairs. 

GUIDE HUMBER P-21 

DRAIRS1 ABBAVAY, DRIVEWAY, STORM 

Frequency: Semiannual· 

Special Instructions: Perform work in 
autumn after leaves have fallen, and in 
spring. 

Checkpoints: 

1. Clean drain and area leading to 
drain. 

2. Remove debris and trash. 
3. Test drain for free water flow by 

flushing with hose. 

GUIDE HUMBER P-22 

EIPAHSIOH JOIBTS DJ PIPDIG 

Frequency: Annual 

Application: Slip-type joints only. 
(Bellows-type joints to be replaced 
when a leak occurs.) 
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Checkpoints: 

1. Slip-type joint with packing gland 

a. Examine joint closely; look 
for evidence of displacement, 
loose, detective anchors or 
bolts, and alignment of joint 
with piping, guide rods, etc. 
Correct what can be done with 
pressure on. Report remaining 
items. 

b. Observe packing gland; adjust 
to stop weeping or leaks. 

c. Renew packing completely when 
system is down for other 
reasons such as repair, 
overhaul, or maintenance of 
other components. 

2. Gun-packed type 

a. Perform work prescribed in 
(1a) and (1b) for slip-type 
joint with gland. 

b. Add packing if needed. 

GUIDI HUMBER P-23 

.ALARM CBECI: VALVES JRD ACCESSORIES 
(for wet pipe sprinkler systems) 

Frequency: Annual 

Special Instructions: The work required 
may cause the activation of an alarm 
and/or a supervisory signal. 'J;he field 
office manager and the control center 
or fire department that will receive 
the alarm and/or signal must be 
notified prior to start of work. If 
drains are not piped to outside of 
building, take necessary steps to 
prevent water damage during full flow 
drain test •. Rate of discharge from two
inch drain may exceed capacity of floor 
drain. Preventive maintenance should be 
scheduled for the control valve (main 
supply) of the wet pipe sprinkler 

Operation and Maintenance or Real Property 

system at this time. (See Guide Humber 
P-2). Review manufacturer's instruc
tions. 

Checkpoints: 

1. Close main supply valve for the 
sprinkler s.ystem, then open 2ft 
drain valve. 

2. Immediately close drain valve when 
water pressure on incoming side of 
alarm check valve has dropped to 
10 to 20 psi. If pressure rises 
within 1 minute, main supply valve 
is not seating properly. In such 
case, open drain valve and 
alternately open and close supply 
valve several times in an attempt 
to flush the valve seat. If not 
successful, supply valve needs to 
be repaired. 

3. With both 2ft drain valve and 
supply valve open, check operation 
of alarm check valve, water motor 
gong and its drain, and all other 
alarm or supervisory signals such 
as waterflow paddle alarms, 
pressure switches, etc. 

4. When applicable, check if booster, 
jockey, and fire pumps equipped 
with automatic start are 
operating. 

5. Perform any other steps required 
in manufacturer's instructions. 

6. Check for proper waterflow through 
2ft drain. If waterflow is weak 
(considerable drop in water 
pressure when 2" drain is wide 
open), supply valves may not be 
fully open or there may be other 
piping obstructions. 

7. Record th·e flow full drain 
residual pressure (lowest pressure 
on supply side gauge). 

8. Close 2ft drain. 
9. Cbeck that waterflow through water 

motor gong is stopped to ensure 
that clapper of alarm check valve 
is properly seated. 

10. Record static pressure {pressure 
on supply side gauge). 
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GUIDI NUMBER P-24 

DRY PlPB, DBLUGE AID 
PRBACT·IOI V .ALVD 

Frequency: Annual 

Special Instructions: The work required 
by this procedure may cause activation 
ot an alarm and/or a supervisory 
signal. The control center or tire 
department that will receive the alarm 
and/or signal must be notified prior to 
start of work. If drains are not piped 
to outside of building, take necessary 
steps to prevent water damage during 
full flow drain test. Rate of discharge 
may exceed capacity of floor drain. On 
preaction and deluge valves, the asso
ciated fire detection ~stem must also 
be serviced. Whenever possible, the 
operation of the preaction or deluge 
valves should be tested by the initia
tion of the fire detection system using 
the appropriate simulated fire condi
tion, 1. e., heat or smoke. Preventive 
maintenance should be performed on the 
control valve (main supply) at the time 
since its functional purpose can be 
tested (stop water flow). See Guide 
Nos. P-1 and P-2. Review manufacturer's 
instructions. 

Checkpoints: 

1. Determine that legible 
manufacturer's maintenance 
instructions are posted in a 
convenient location near valve. 

2. Trip valve and perform all steps 
in accordance with the 
manufacturer's instructions, 
including a full flow drain test. 
Observe operation of any quick 
opening devices while making trip 
tests. 

3. Observe operation of water motor 
gong, and other alarms or 
supervisory signals such as 
waterflow paddle alarms, pressure 
switches, etc. 
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GUIDE lUMBER P-25 

FIRE HOSE 
(1 1/2", Racked in Buildings) 

Frequency: Annual 

Special Instructions: Hose may be 
maintained in post office workroans, 
and other areas where there is a 
collection of combustibles and persons 
trained in hose use. When replacement 
is made, the new hose shall be 
synthetic fiber jacketed, rubber or 
latex lined, and equipped with shutoff 
nozzles regardless of the type 
previously used. The following work is 
to be performed in conjunction with 
Guide No. P-26. 

Checkpoints: 

1. Unrack hose and check for wetness 
or deterioration. 

2. Uncouple hose and examine it. 
3. Remove and discard deteriorated 

hose. (See HBK MS-56 for guidance 
on hose replacement.) 

4. Remove nozzle and check for 
obstruction. 

5 •. Recouple and then rerack hose on 
new folds. 

GUIDE HUMBER P-26 

FIRE DEPARTHEHT HOSE COHNECTIORS 
(Standpipe Outlets) 

Frequency: Annual 

Special Instructions: The work required 
by this procedure may cause the 
activation of an alarm and/or a 
supervisory signal. The control center 
or fire department that will receive 
the alarm and/or signal must be 
notified prior to start of work. When 
cracking valve, do not stand directly 
in front of opening. 



Appendix 13-B (p. 52) 

Checkpoints: 

1. Remove obstructions to easy 
accessibility of hose connection. 

2. Inspect cutoff valves and check 
valves (usually located at base of 
standpipe riser) for corrosion or 
leakage. Exercise cutoff valve and 
repack if necessary. 

3 • Remove cap from hose connection 
and check threads. 

4. Crack valve until water weeps 
through valve. Then close valve 
and check for leaks. 

5. Screw cap onto valve until it is 
hand-tight. 

GUmE HUMBER P-21 

FIRE DEPARTMENT PUMPER CORRECTIONS 
(Standpipe or Sprinkler) 

Frequency: Annual 

Special Instructions: Never stand 
directly in front of connection when 
removing cap. 

Checkpoints: 

1. Remove any obstructions to easy 
accessibility. 

2. Inspect for collision damage and 
missing parts. 

3. Remove caps; check for internal 
obstruction and signs of leaking 
check valve. 

4. Inspect swing check for free 
movement (Siamese type). 

5. Inspect threads. 
6. Replace missing parts and screw 

caps on hand-tight when 
applicable; install new frangible 
caps. 

1. Inspect check valve for corrosion 
and leakage at joints. 

8. Check ball drip for free movement. 
9. Inspect drain for corrosion, 

blockage, and cross connection. 
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GUIDI HUMBER P-28 

PIIB BIDJWrl'S 
(Dry Barrel or Wet Barrel) 

Frequency: Annual 

Special Instructions: Dry barrel 
hydrants should be checked in the fall 
before the first frost. 

Checkpoints: 

1 • Remove any obstructions which 
hinder accessibility. 

2. Outlets must be at least 18w above 
ground or floor and the hydrant in 
plumb position. 

3. Make sure that dry barrel type 
hydrants are used in unheated 
areas (indoor or outdoor) where 
freezing is encountered. 

4. Check for leakage at hose outlet, 
etc. 

5. Examine condition of gaskets, 
packing gland, and threads. 

6 • Examine barrel for oracks. 
1. Remove outlet caps, check for ease 

of removal, and replace all but 
one 2 112w cap. 

8. Dry barrel type - shut hydrant; 
check for drainage by back suction 
or by dropping weight on string 
into barrel to check for water. 

9. Dry barrel type - if water is 
present, unplug drain valve. If 
water table is higher than drain 
hose, plug the hole. 

10. Flush hydrant and check water 
flow. Flush until water is clear. 

11. Cap hydrant; open hydrant 2 turns. 
12. Check for leaks. 
13. Dry barrel type - repeat items 8 

and 9 above. 
14. If drain is manually plugged, pump 

water out of barrel. 
15. Lubricate all threads. 
16. Check to see that nozzle caps are 

hand-tight. 
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GUIDE·RUMBBR P-29 

SPIDILBI BUDS - SPIIBLID .IJlB.A.S 

Frequency.: Annual 

Special Instructions: This work should 
be scheduled immediately prior to the 
scheduled maintenance on dry pipe 
valves or alarm check valves (wet 
pipe). Needed replacement of sprinkler 
beads should be performed at that time. 

Checkpoints: 

1 • Inspect and identity damaged, 
bent, corroded, painted, 
whitewashed, or weeping sprinkler 
heads, all ot whiCh will need 
replacement. 

2. Remove any insect nests attached 
to sprinkler heads. 

3. Replace light coat of oil on 
sprinkler heads located in areas 
conducive to insect nests. 

4. For sprinkler heads which are 
subject to above normal 
temperature (adjacent to steam 
pipes, turnaces, ovens, hot gas, 
vents, exhaust, etc.), check color 
coding ~f sprinkler heads for the 
proper temperature range. Identity 
the sprinkler heads with improper 
temperature ranges, all ot which 
will need replacement. 

5. Check that minimum distance of 18 
to 36" is maintained between 
sprinkler heads and racks, 
palletized stock, or other stacked 
materials. 

6. Remove any ladders, stock, or 
material which is being supported 
by the sprinkler piping. 

7. Replace broken pipe hangers and 
refasten any that have come loose. 

8. Make sure sprinkler heads are in 
upright or pendant position. 

9. Check that all water is drained 
from low points on dry piping 
systems. 
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BOT WATER BEATERS 
{Converters) 

Frequency: Annual 
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Application: This guide applies to con
vertors and heat exchangers that use 
steam to heat water for hot water heat
ing systems. 

Checkpoints: 

1. With system in operation, 
determine if steam and water leaks 
exist (interior and exterior). 

2. Drain and flush tanks (storage and 
expansion) • 

3 • Remove rust and seale; note rate 
ot corrosion. 

4. Apply coating, paint, or touch up 
as required. 

5. Remove coil or element; clean and 
examine condition. 

6. Clean, adjust, and calibrate as 
required: thermometers, aquastats, 
pressure reducing and relief 
valves and gauges, temperature 
relief and steam regulating and 
control valves. 

1. Check operation and condition or 
all traps. 

8. Clean pump. Blow out dirt from 
motor; check controls, switches, 
and starters. Check condition of 
packing or seal and replace as 
required. 

GUIDE HUMBER P-31 

BOT WATER HEATERS - DOMESTIC TYPE 
(Gas or Oil Fired) 

Frequency: Annual 

Application: This applies to domestic
type hot water heaters like those in 
residences, but which can be much 
larger (50 to 400 gallon tank) and have 
a circulating pump. 
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Checkpoints: 

1. Check for leaks. 
2. Flush tank to remove seale and 

sediment. 
3. Check thermostat and controls tor 

proper setting. 
4. Clean combustion chamber and fire

side heat transfer surfaces. 
5. Set burner for efficient operation 

on oil fired units. Take flue gas 
C02 reading to determine proper 
burner adjustment. 

6. Clean and lubricate circulating 
pump. 

7. Operate try lever on pressure
temperature relief device (valve). 
Water should flow freely and stop 
when try lever is released. 
Replace valve if defective. 

GUIDI HUMBER P-32 

DRIRIRG WATER COOLERS 

Frequency: Annual 

Checkpoints: 

1. Clean coils (using vacuum machine) 
and ran blades. 

2. Inspect P-trap, water supply 
valves, connections, and bubbler 
valve for proper operation. 

3. Check belt for tightness and wear 
(if applicable). 

4. Lubricate motor (if applicable). 
5. Inspect for and repair leaks in 

refrigerant lines. 

GUIDE HUMBER P-33 

FIRE PUMPS, ELECTRIC MOTOR DRIVE 

Frequency: Annual 

Special Instructions: Open and tag 
circuit serving motor. Review 
manufacturer's instructions. Give 

Operation and Maintenance ot leal Property 

special attention to notifying all 
required officials that the fire pump 
will be out of service. Notice shall 
include estimated period of downtime 
and other special problems which may 
develop. If these work procedures may 
cause activation of an alarm and/or 
supervisory signal, the control center 
or fire department must be notified 
prior to start of work. 

Checkpoints: 

1. Clean motor with clean rag or 
vacuum. Clean inaccessible areas 
with clean dry air of not more 
than 30 psig. 

2. Visually inspect windings for 
cleanliness. Check for coating of 
oil or grease without 
disassembling motor. 

3. Perform lubrication according to 
manufacturer's recommendations. 

4. Inspect for moisture and 
protection from water. 

5. If motor has not been operated for 
an extended period, check 
insulation resistance with a 
megger. 

6. Check motor mountings, supports, 
and couplings for tightness or 
other defects. 

7. Remove tags and operate pump long 
enough to observe general 
operation.--Note pressures, sound, 
vibration, odor, or temperatures. 

8. If pump has automatic starting 
equipment, start it by activating 
the mechanism so the automatic 
devices are tested at the same 
time as the pump. 

9. Secure pump and leave in ready-to
run condition. 

10. Notify proper officials that unit 
is back in service. 

11. Clean up area and return tools to 
proper storage. 

12. Initiate work orders that may be 
required for repairs or correction 
of observed defects. 
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Fill, PUMPS, IITBU.IL COMBUSTION 
BIGIRE DRIVE 

Frequency: Annual 

Special Instructions: Have' approved 
fire extinguisher available; allow no 
open flame or smoking in area. Use 
safety tuel cans only. Give special 
attention to notifying all required 
officials that the fire pump will be 
out of service. Notice shall include 
estimated period of downtime and other 
special problems which may develop. If 
these work procedures may cause 
activation of an alarm and/or 
supervisory signal, the control center 
and the fire department must be 
notified prior to start of work. 

Gasoline or Natural Gas Engines: 

1. Check distributor point dwell. 
Replace points, capacitor, rotor, 
and spark plugs after 1 00 hours of 
operation. 

2. Set timing and distributor 
advance. Check at idle and 
operating speed. 

3. Adjust governor and carburetor for 
proper operation and speeds. 

4. Check fuel supply. Discard fuel 
over 9 months old and replace with 
new. 

5. Change engine oil and fll ter and 
pe~form other lubrication of 
engine and pump. 

6. Inspect cooling system for 
cleanliness, leaks, and antifreeze 
solution. Check V-belt for proper 
tension. Adjust as necessary. 
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Diesel Engines: 

7. Change fuel filters. 
8. Inspect and adjust racks, 

injectors, or unit injectors 
according to manufacturer• s 
instructions. 

9. Check governor for proper speed; 
adjust as necessary. 

10. Check fuel level, presence of 
water in fuel tank, or other 
contamination. 

11. Change engine oil and filter; 
perform other lubrication on 
engine and pump. 

12. Inspect cooling system for leaks, 
cleanliness, and antifreeze 
solution. Check V-belt for proper 
tension. Adjust as necessary. 

Diesel and Gas Engines: 

13. Check mountings, supports, and 
couplings for tightness or 
detects. 

14. Remove tags and operate pump long 
enough to observe general 
operation. Note pressure, sound. 
vibration, odor, and temperatures. 

15. If pump has automatic starting 
equipment, start it by acti.v_ating 
the mechanism so the automa~ic 
devices are tested at the same 
time as the pump. 

16. Secure pump and leave in ready-to
run condition. 

17. Notify proper officials that the 
unit is back in service. 

18. Clean up area and return tools to 
proper storage. 

19. Initiate work order that may be 
required for repairs or correction 
of observed detects. 
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APPBRDII 13-C 

EQUIPMBIT OPERATIOH GUIDES 

1. GBIBRAL 

Criteria provided in this section.will 
serve as standards tor building equiP
ment operation and are to be used as 
guidelines for local operating require
ments, checklist development, and 
staffing needs. 

These criteria are not intended to 
require the establishment of, or the 
continuance of, a route when the need 
for such does not exist. 

The standard frequencies and time 
allowances cited herein or on Form 4894 
are based on the operational activities 
and criteria in this section. Any ex
ception to the criteria provided herein 
that is made to meet local conditions 
must be justified, documented on Form 
4896, and approved by the Field 
Division General Manager/Postmaster as 
outlined in 13-203 and 13-501.21. 

2. EQUIPMEH1.0PERATIRG PERIODS 

The number of days and hours that 
equipment operates should be based on 
the following: 

a. HOURS OF OPERATIOH 

In postal workrooms or other space 
which is occupied beyond normal hours, 
heating and cooling shall be provided 
only in those areas occupied. Package
type air-conditioning arid heating units 
shall be installed where they will 
result in operating cost savings. Auto
matic controls shall be installed on 
heating and air-conditioning units and 
systems to assure minimum operating 
hours and reduce work load require
ments. Generally, the heati·ng and air
conditioning for office areas shall be 
turned off approximately 30 minutes 
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after the building occupants leave and 
turned on in time for the building to 
be at the prescribed temperature when 
the occupants arrive. A written 
procedure shall be prepared for each 
building specifying the hours of 
operation for the heating and air
conditioning equipment in accordance 
with the outside temperature conditions 
and the ability ot the equipment to 
bring the interior space within the 
accepted range for occupancy. A copy of 
the procedure shall be submitted with 
Forms 4894 and 4895. During weekends 
and holidays, particular attention 
shall be given to ensure that the 
equipment is shut down to the maximum 
extent possible in accordance with HBK 
MS-49. Unoccupied space shall have 
override controls to prevent the 
temperature from falling below 55°F. 
When an exception to the above 
operating hours is contemplated, it 
shall be justified by a detailed and 
documented professional engineering 
study. 

b. DAYS OF OPERATION 

Where the days of operation for equiP
ment are based on seasonal use, e. g. 
HV AC, the average number of operating 
days must be determined locally. Such 
information may be obtained from auto
matic recording devices or equipment 
logs, if available, or fran computing 
the number or degree days per year when 
such equipnent would be needed. 

For other building equipment, systems, 
or areas n~t requiring full-time 
operation, use the following guides: 

(1) Buildings or areas occupied 
occasionally on weekends are to 
be considered operational 5 1/2 
days per week, or 286 days a year. 
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(2) Five-day-per-week occupancy 
excluding holidays equals 250 days 
aye~. 

c. CEHTR.lL CHILL WATER AID BOILER 
PLANT OPBRATIHG IRSTRUCTIOIS 

The operating route sheets for central 
chill water and/or boiler plant equiP
ment sball include tbe following: 

(1) When the plant is to be placed in 
operation in accordance with 
local weather conditions. 

(2) The normal operating hours of the 
plant during the heating or 
cooling season. 

(3) The frequency of tbe physical 
inspections and checks to be made 
ot the equipment and the time to 
perform same. 

(4) Information on utilities conserva
tion in regard to billing data and 
guidelines to avoid peak demands. 

(5) Information to be included in the 
plant log. 

(6) Water-treatment procedures includ
ing the frequency or feeding, 
testing, and the time to perform 
same. 

(7) Special conditions and operations 
attendant to the particular 
installation. 

3. STAHD.lRD CRITERIA AliD ALLOV.AICES 

a. CENTRAL CHILL WATER 
PL.AHT OPERATION 

Continuous attendance or central ch111 
water plants is not authorized. The 
amount of time needed for the chill 
water plant operating route is to be 
based on the actual number of refriger
ation machines and accessory eqUipment 
in operation (not on the total number 
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of units installed) and on the func
tions described below. Operating 
functions required on other cooling 
system equipment rEmote fran the cen
tral plant area will be performed on 
separate routes as needed. See other 
parts of this section to determine 
appropriate criteria applicable to 
local equipment. Calculate the time 
required tor plant operation and enter 
on Form 4895 as outlined below and in 
part 13-502.12. 

(1) Startup and Secure (Col. 11) 

One-half hour will be allowed to 
start and put the chiller plant 
into operation, make a thorough 
inspection of the equipment within 
the plant area, and complete the 
operating log. 

Fifteen minutes will be allowed to 
shut down equipment in the plant 
area. 

Where 24-hour-per-day operation is 
justified, the startup and shut
down allowances will be eliminated 
from the time required to perform 
the plant operating route. 

(2) OperatiDS Checks (Col. 12) 

Inspect operating equipment every 2 
hours and record readings in the 
log. 'Ibis includes all operating 
equipment in the plant operating 
route area. Allowable time is ·not 
to exceed 1 0 minutes per machine. 
An allowance for checking out the 
central control board will be in 
accordance with the Central Con
trol Panel section of this appen
dix. 

(3) Water T.reat.eot (Col. 13) 

Water treatment includes activi
ties such as feeding, testing, and 
blowdown (see HBK MS-24). The fre
quency and time for this work must 
be determined locally. 

MS-1, TL-., 11-30-86 
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b. CD'rRAL BIGB PRESSURE BOILER 
PLAIT OPBI.ATIOR 

USPS shutdown procedures will be 
followed. Continuous attendance of 
central boiler plants is not author
ized. The amount of time needed tor the 
boiler plant operating route will be 
based on the actual number of boilers 
in operation, not on the total number 
ot units installed, and on the func
tions described below. Operating tunc
tiona required on other heating S¥Stem 
equipment remote from the central plant 
area will be performed on separate 
routes as needed. Low pressure steam 
(below 15 psig) and hot water heating 
boiler operating criteria and allow
ances are covered in paragraph labeled 
3f of this appendix. Hand-fired or 
stoker-fired boiler operations will be 
estimated on a local basis and reviewed 
by the divisional office. Calculate the 
time required for plant operatic~ and 
enter on Form. 4895 as outlined below 
and in part 13-502.12. 

Vorkboura Per D&J 

( 1) Startup and Seoure (Col. 30) 

One-half hour will be allowed to 
start and put the boiler plant into 
operation, make a thorough 
inspection of the equipment within 
the plant area, and complete the 
operating log. One-half hour will 
be allowed to shut down boiler 
equipment in the plant area. Where 
boilers are required to be in 
operation 24 hours per day, the 
startup and shutdown allowances, 
except for the initial starting and 
final shutdown, will be eliminated 
from the workhour requirements. 

(2) Operating Cbeoka (Col. 31) 

An operational check must be made 
of all boilers in operation, four 
times per shift, not to exceed 15 
minutes per inspection. For shift-

MS-1, TL-4, 11-30-86 
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ing of equipnent, i.e., placing 
additional equipment in service, 
15 minutes per shift is allowed. 

An allowance for checking out the 
central control board will be in 
accordance with paragraph 3c of 
this appendix. 

(3) Vater Treataent (Col. 32) 

Water treatment includes reeding 
and testing activities (see HBK 
MS-24) • The frequency and time 
required tor this work must be 
determined locally. Also, time for 
receiving oil deliveries, adjust
ing of burners, and changing of 
oil burner tips should be included 
here. 

o. CBHTRAL COHTROL P .ABEL 
(Including General Monitoring 
System) 

The purpose of the panel is to simplify 
operations by providing necessary 
information to the operator as to what 
equipment is operating, and if the 
system(s) are being maintained within 
their prescribed predetermined- condi
tions. 

Workhour allowances to complete opera
tional checks of the central control 
panel are based upon the refrigeration · 
tonnage installed. The time allowance 
is as follows: 

Tonnage 
Installed 

Workhour 
Allowance 

300 to 500 tons 7 minutes (0.12 hr.) 
500 to 1000 tons 10 minutes (0.17 hr.) 

1000 to 4000 tons 15 minutes (0.25 hr.) 
over 4000 tons 20 minutes (0.33 hr.) 

A complete operational check of the 
central control panel shall be made 
four times per 8-hour shift. These 
operational checks are made during the 
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heating and.air-conditioning seasons as 
required. Calculate the annual time 
required . and enter on Form 4 895, line 
37. 

NOTE: References to line numbers 
cited below are to line num
bers and equipnent listed on 
Form 4894 (Part 13-502). 

d. LID 1 : UC PACKAGE 
UIITS - SPECIAL 

Special purpose package units are 
defined as equipment serving an area 
requiring critical temperature and 
humidity control, where malfunction of 
this equipment would seriously inter
fere with the activity being performed 
in the areas because equipment or 
material would be damaged. Special pur
pose areas which are occupied at all 
times should be checked daily rather 
than twice daily since occupants will 
place a service call when additional 
attention is needed. Package units 
normally contain all components within 
an enclosure; however, this 1 tem may 
include a refrigeration system with 
separate components in the near vicin
ity. In such cases, the components 
should not be listed separately. 'lbe 
capacity of such units is usually under 
50 tons. Units above 50-ton capacity 
should usually be listed under line 5 , 
rather than line 1. 

e. LIIE 2: AIR IU.HDLERS 

The operation of air handlers shall 
conform to USPS equipment shutdown 
procedures. These units should not 
operate at night or on weekends when 
the area served is unoccupied. Air 
handlers may consist or a centrifugal 
fan, heating, and cooling coils with 
dampers, controls, and circulating 
pump. This allowance is only for equiP
ment with manual start-stop devices to 
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be checked twice daily for startup and 
shutdown. Air handlers equipped with 
automatic or remote startup control 
devices will be listed under line 37, 
rather than line 2. 

t. LID 3: BEATDG BOILEBS 
(Hot Water or Low Pressure Steam) 

USPS shutdown procedures will be 
fotlowed. Generally, these types of 
boilers need not be checked more than 
twice per clay when operational. Oper
ating logs, Form 4846 or 4846A, provide 
specific operational activities to be 
performed. 

g. LIHE .II : COOLING TOWER 
(Over 500 Tons) 

Cooling tower inspection frequency will 
correspond to the refrigeration units 
they serve. Enter here or on line 17 
depending on capacity. 

h. LIHE 5: REFRIGERATION EQUIPMENT 
(Small Central Chillers) 

This allowance is for small central 
chillers with capacities from 50 to 150 
tons or larger, or those that are 
remote from the. central plant area. The 
allowance includes time for checking 
other equipment such as pump, conden
ser, etc., in the same room or area. 

1. LINES 6 THROUGH 9: RESERVED 

j. LID 1-": COMPRESSED AIR SYSTEMS 
(For Building Systems) 

Compressed air systems (all capacities 
and types) may consist of one or two 
compressors (dual type) supplying 
central air and counted as one unit. 
Air compressors on a water supply or 
fire protection system should be 
included under line 19. 

MS-1, TL-4, 11-30-86 
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k. LID 15: STEAM COIDEHSATE 
RE1'URI SYSTEMS 
(Gravity or Vacuum) 

In oases where a duplex unit is used, 
it is to be counted as one system. 

1. LIIB 16 : CEITRAL DRIBING 
WATER SYSTEMS 

A central drinking water system (all 
types and capacities) may be a single 
refrigeration machine or two units 
serving the same purpose. In either 
case, it is one ~stem. 

m. LIRE 17: COOLIHG TOWERS 
{Up to 500 Tons) 

See line 4. 

n. LIRE 18: HOT WATER SYSTEMS 

Hot water systems are for domestic 
water supply. They usually contain a 
steam regulating valve, converter, 
pumps, traps, and ac·oessories. Small 
~omestic type hot water heaters are not 
to be included. 

o. LIHE 19: HYDRD-PHEOMATIC SYSTEMS 
(Including Fire Protection Systems) 

Hydro-pneumatic systems (water supply 
or fire protection ~stems) may include 
pumps, pneumatic tanks, air compres
sors, valves, etc·. Air compressors 
included under this line are not to be 
entered on line 14. A separate allow
ance for fire pumps is given on line 
38. 

p. LIRE 20: PUMPS 
(Other) 

Pumps listed here should not be those 
which are located in the central chill 
water plant or central boiler plant 
area(s). Do not list here any pumps 
which are part of other systems listed 
on this form. Time allowances for 
inspection of pumps associated with 
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centrally located plants and other 
listed systems are included in other 
lines. Do not include fractional 
horsepower circulating pumps at air 
handlers, air washers, bot water, or 
domestic water systems. This line may 
include oil transfer pumps, chilled 
water booster pumps, or others not 
covered in other lines. 

q. LIRE 21 : PRESSURE REDUCI.NG ABD 
REGULATING STATIOIS - STEAM ABD 
WATER 

This line covers pressure reducing 
valve (PRV) stations that have at least 
two stages reduction or serve a portion 
of a building. 

r. LIRE 22: SECONDARY WATER SYSTEM 
· {Heating and Cooling) 

A secondary water system for heating 
should include a steam or high temper
ature water system as a primary source 
of heat serving a control valve, con
verter, pumps, traps, and accessories. 
This line would not include secondary 
chilled water systems, air washers, or 
humidifier systems. 

s. LINE 23: SEWAGE EJECTOR 

Duplex sewage ejector units are to be 
listed as one system. The system 
generally consists of closed tank 
ejectors in which the sewage is lifted 
by directed air pressure or steam on 
the surface of the liquids. Sewage or 
lift pumps should be included under 
line 36. 

t. LIBES 2JJ THROUGH 27: RESERVED 

u. LIRE 32: PACKAGE UNITS -
COMFORT COOLING 

Equipment entered on this line refers 
to package units used for comfort 
cooling of building occupants. Small 
air handling units, especially of the 
ceiling-mounted type, should also be 
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entered on this line. Window units or 
under-window, tan/coil units are not to 
be included. 

v. LID 33: COIDBISBRS 

This line should include air-cooled, 
water-cooled, or evaporative condens
ers, of all capacities. When the 
condenser is in the immediate vicinity 
ot the refrigeration unit, it is not to 
be listed as a separate item tor route 
purposes. Also, air-cooled condensing 
un1 ts are not to be broken down into 
separate components (i.e. , tan, con
densing unit, etc.). 

v. LIRE 3ll : F .AJIS 

List only centrifugal - tans over 1 5 
horse power. 

x. LIRE 35: F us I PIOPBLLEB 

List only propeller-type tans having a 
diameter ot 24" or larger. 

y. LIRE 36: SUMP PUMPS 

Duplex sump pumps are to be listed as 
one unit. 

z. LID 37: J.IR IWmLERS 

Same as line 2 except . that the air 
handlers are equipped with automatic or 
remote start-stop control devices elim
inating the need for manual startup and 
shutdown at the equipment site. With 
automatic or remote start-stop control 
devices, equipment is turned on and off 
from a central board or general moni
toring system and will be checked by 
route only once a week. 

aa. LIRE 38: FIRE PUMPS 

Enter the number of f'ire pumps driven 
by either electric motors, gasoline, 
natural gas, or diesel engines. 

ab. LIHB 39: RESERVED 
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ao. LIHBS Jill THROUGH 47: 
ELIViTOR MACBIIE BOOMS 

Enter the number of elevator machine 
rocms in Column c according to the 
number of cars served by a common 
machine roaa. 

ad. LID 118: RESERVED 

ae. LDIES 53 TBBOUGB 55: BATTERY 
SYSTEMS 

Enter the nUIIlber of banks ot battery 
systems in Column c used as auxiliary 
power for tbe building according to the 
system voltage as indicated on the 
form. 

at. LIRE 56: MAIH CUBICLE 
ROOMS 

Enter the n1.111ber of' main (high voltage) 
cubicle rooms in the building. 

ag. LIBE 57: TRAHSFORMER VAULTS 

Enter the number of high voltage 
transformer vaults in the building. 

ah. LIHE 58: SWITCHBOARD ROOMS 

Enter the number of power switchboard 
roams for low voltage switchgear. 

ai. LIHE 59 : RESERVED 

aj. LIRE 6ll : PORTABLE FIRE 
EITIHGUISHEBS 

Enter the total number ot portable fire 
extinguishers which require monthly 
inspection. 

ak. LIHE 65: EMERGENCY LIGHTS 

Enter the total number of emergency 
lighting units which require monthly 
inspection. 

al. LIRE 66 : RESERVED 

HS-1, TL-4, 11-30-86 
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ll. SUGGESTED OPBJU.TOR DUTIES 

The suggested operator duties in this 
appendix, supplemented by the equipment 
manufacturer's operational instructions 
and local knowledge or history of oper
ational needs, shall be used in prepar
ing local checklists for operation of 
building equipment. 

USPS depends on the operating personnel 
and their supervisors to keep the 
building manager informed of any unusu
al condition observed, and the need for 
repairs and correction of faults wheth
er it is within their category of work 
or outside of it. If the need for re
pairs or replacements is considered 
important or of an emergency nature, 
the building manager or the supervisor 
should be verbally notified immedi
ately. 

a. AIR COMPRESSORS 

Observe operation for one cycle. Note 
the pressure and functioning of con
trols, safety and protection devices, 
and relief and unloader valves. Check 
air inlet and cleaner. Clean, if re
quired. Check discharge lines, storage 
tank, etc. Drain water from tank and 
lines. Look for signs of misalignment 
or unusual belt wear. Check belt ten
sion. Note pulleys, belts, guards, etc. 
Check over motor and controls. Be alert 
to any unusual sound, vibration, odor, 
temperature, or condition. 

b • .UR-COHDITIOIIRG MACBIHES -
CERTRAL SYSTEM 

(1) Compressor Roaa 

(a) Before starting the compressor, 
check source of energy supply 
(prime mover). Check indicator 
lamps and replace any which have 
burned out. Note pressure
temperature relationship. Start 
purge recovery unit. If system uses 
low-pressure refrigerants, check 

HS-1, TL-4, 11-30-86 

AppeDdiz 13-C (p. 7) 

oil and refrigerant levels. Check 
to see that chilled water and 
condenser water valves are open. 
Start auxiliary oil pumps. Check 
the water supply to oil cooler. 
Check the hot-gas bypass valve. 
Check the capacity control dampers 
or vanes. Start the condenser water 
pumps, operate the cooling tower 
fan as recommended by manufacturer, 
and check water pressures. Place 
the compressor in service. If 
capacity controller is manually 
operated, open slowly. 

(b) When running, make routine inspec
tions of pressures, temperatures, 
fluid levels, fluid flow, etc. 
Check for water leaks frqm pump 
packing, valve stems, etc. Take 
readings and record on log sheets. 
Occasionally, note superheat of 
suction gas. If refrigerant leaks 
are suspected, check with leak 
detector. Add refrigerant and oil 
as needed. Check scale traps. 
Occasionally remove covers from 
pressure switches and other con
trols, and check for loose screws, 
springs, contacts, etc. Treat 
chilled water and condensing. water 
as prescribed. Be alert to any 
unusual sound, vibration, knocking, 
odor, temperature, etc. 

(2) Condensing Water Circuit 

Check circulation or water and 
temperatures. Note the amount of 
make-up water that is being used. 
Observe operation of float valve 
and mechanism. Leaks, even small 
ones, should be_ noted and reported 
to the supervisor. If required, 
take water samples and treat the 
water as prescribed in HBK MS-24. 
Inspect sumps, tanks, collection 
pans, etc., for cleanliness, slime 
formation, or algae growth. Check 
spray heads and remove obstruc
tions. Evaporative condensers 
should be checked for unobstructed 
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passage or air and water. Check 
drains, overflow pipe, and con
tinuous bleed lines. 

(3) Rota tins Bquipaent 

Inspect starters and contactors for 
evidence ot unusually high tempera
ture ot the contact points. Take 
suitable precautions tor the vol
tage involved. Check condition of 
brushes and the presence of unusual 
wear or poor contact. Observe belt 
tension, pulley alignment, condi
tion of guards, etc. Observe pack
ing and check for leaks. Be alert 
to any unusual noise, vibration, 
odor, etc. Note oil level and 
lubricants. Make adjustments or 
corrections as needed. Observe 
oondi tion of associated piping, 
valves, pipe covering, insulation, 
etc. 

(4) Air Handlers 

(a) Openings. Check openings for 
entry or discharge of outside air; 
check screens to p~event entry of 
birds; check rain deflectors, 
flashing louvers, etc. 

(b) Filter Bank. Note pressure 
drop across filter bank, 
condition of filter frames and 
media, presence of places for air 
to escape or bypass filter, etc. 

(o) Dampers. Note operation of 
fresh air, return air, and relief 
air dampers. Look for freedom of 
motion, condition of damper and 
linkage, presence of dirt or 
buildup, response to control 
signals, etc. 

(d) Coils. (Chilled water, 
preheat, and reheat.) Check that 
proper circulation exists. Note 
fins; remove or report any 
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obstruction to the airflow. Look 
for rusting, corrosion, or buildup. 

(e) .l!!!,. Observe condition of 
housing, coverings, supports, 
shaft, bearings, belts, guard, etc. 
Observe operation. Be alert to any 
unusual noise, vibration, odor, or 
temperature in either fan or motor. 

(t} Controls. Cbeck control units, 
valves, relays, piping, gauges, 
etc. Note if there is freedom of 
motion in all moving parts; check 
responsiveness ot control units and 
those being controlled. Be 
sure the controls that protect 
against freezeups work properly. 

(g) Plenums and Ducts. Observe 
condition or material, covering, 
tightness of doors, closing 
devices, access openings, supports, 
canvas connections, gauges, test 
connections, valves, dampers, 
splitters, etc. 

o. AIR-CORDITIORING MACHINES -
PACKAGED UBITS 

These units ar~ sealed so very little 
attention is required other than .to 
make a general 'observation of the unit 
and associated equipment when the 
operating schedules are maintained. 
Occasionally it is well to check the 
discharge air and to observe airflow 
to and from the machine. Operation of 
cooling water equipment should be 
checked over and chemical treatment 
given as prescribed. 

d. BATTERIES 

Check specific gravity, voltage, 
temperature, and solution level or 
pilot cell(s). The pilot cell is con
sidered one cell of a bank electri
cally connected as one unit and should 
be the weakest cell of the bank. 
Inspect for leaks and add water as 
needed. Maintain the charging voltage 
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at the minimum rate that will ·keep 
battery charged. Clean tops of bat
teries and corroded terminals as 
nece.ssary. Observe support for 
deterioration. 

e. BOILERS, BBATIIG 

Complete boiler log (PS Form 4846 or 
4846A) for each boiler, performing 
checks, inspections, and test indicated 
on the log form. 

t. IBSERVED 

&• ILEV A TORS 

Establishment of elevator equipment/ 
machine . roan operating checklists and 
routes is applicable only to locations 
in which USPS personnel are assigned to 
the servicing and maintenance of 
elevators. Such routes are not to be 
established where the maintenance. is 
performed b.y contract except to period
ically visit the areas and observe the 
equipnent in operation. The building 
manager or maintenance contractor 
should be notified if unusual or unsafe 
conditions are observed. Inspection of 
elevator maintenance work performed b.y 
contract is to be made by the building 
manager or a supervisor familiar with 
the contract's maintenance require-
ments. · 

( 1) Inspection 

Make a general inspection of all 
items in the machine room. Use 
the senses of sight, hearing, 
touch, and smell in observing 
the functioning of the equipment. 
Include in the general inspection 
of the machine roam such items as: 

(a) Motor-Generator Unit. Look for 
arcing, feel the bearings tor 
temperature and for machine vibra
tions, and listen to it briefly. 
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Note oil level or need for 
lubrication. 

(b l Hoist Machine, Motor and 
Brake UDit. Observe operation, 
feel for temperature or vibration, 
and note lubrication condition. 
Observe brake action. Note amount 
of slide, freedom in clevis pins, 
leverage, etc. Note condition of 
lining. Inspect electrical connec
tions, solenoid and dashpot (if 
applicable). 

(o) Control Panels and Devices. 
Inspect all eq uipnent, paying 
particular attention to contactors, 
connectors, reverse phase relays, 
switch pins, timers, etc. Look for 
arcing, poor contacts, excessive 
temperature, sluggish action, 
chattering, unusual or hard 
slamming, or other deficiencies. 
Examine and clean the tape and 
chain selector drives when 
necessary. Note presence or or 
need for lubrication. 

(d) Governor. Observe action or 
the governor. Look for freedom of 
acti.on or moving parts and cable. 
Observe electrical connections and 
note the presence of or need for 
lubrication. 

(2) Operation 

It is not necessary for a USPS 
mechanic to ride each elevator for 
the sole purpose of observing the 
operation. During the course of a 
day's activities the elevators are 
ridden several times by various 
USPS employees who shoul.d observe 
and report any faults in the opera
tion. If all employees are properly 
instructed in this regard, it will 
result in quicker correction of 
faulty elevator operations.. How
ever, if the preventive maintenance 
standards are properly followed, 
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the ·callbacks will be sharply 
reduced. 

h. BSCJLJ.TOIS 

A general check of escalators can be 
made by the crattsman who starts and 
stops them. Included in the items to be 
checked are: f'unc.tioning of the start 
and stop switch; smoothness of opera
tion; presence of unusual noise or 
vibration; condition of handrail, side 
panels, lights, treads, comb, etc. Look 
for and correct loose trim, protruding 
screws or bolts, or any other feature 
that coUld damage clothing or injure 
personnel. 

1. FIRE PUMPS 

(1) Blectrio Motor Drive 

Operate the pump long enough to 
observe general performance, 
pressure delivered, etc. Note any 
unusual sound, vibration, odor, or 
temperature. Feel the bearings for 
vibration and for temperature. Note 
packing gland and operation of 
relief valve, etc. It the pump has 
automatic equipment to start it 
when a flow occurs or when the 
pressure drops, start it by 
activating the mechanism so the 
automatic devices are tested at the 
same time as the pump. Leave pump 
in ready-to-run condition. 

(2) InterD8l Combustion BDgine Drive 

Check the fuel supply, oil level, 
radiator, and battery. Operate long 
enough to bring engine to normal 
operating temperature. Make a 
general observation or the engine' 
clutch, pump, etc. Note pressures, 
functioning of gauges, and relief 
or safety valves. Check pump pack
ing. If pump has automatic starting 
equipment, start it on automatic to 
test the integrity of the devices. 
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Leave unit in ready-to-run condi
tion. 

j. BBATIIIG SISTBM 

Observe the operation or all units in 
the heating system. Note flow o-r steam 
and return or condensate. It returning 
condensate is hotter than your hand can 
stand, some traps (radiator or steam 
line) are probably blowing through. It 
this condition exists, report it to 
your supervisor. If the system is 
vacuum return, observe vacuum main
tained and check the operation of the 
pumps. In systems using hot water, 
check heating elements or coils, 
operation of circulating pumps, etc. It 
the S¥Stem is controlled by outside 
temperature, check to determine if the 
controls are functioning properly. 

k. BOT WATER GENERATORS AHD STORAGE 
T.ARKS 

Malee a visual inspection; note water 
temperature, steam supply pressure, 
operation of controls, gauges, and 
thermometers. Is insulation in good 
condition? Check steam traps, strain
ers, piping, etc. Look for leaks.and be 
alert to any unusual noise, vibration, 
etc. 

1. MOTOR AND GENERATORS 

Feel the bearing housing for evidence 
of heat or vibration. Look for creepage 
of oil or grease along the shaft. 
Observe brushes and commutators. Look 
for sparking, discoloration, poor sur
face oondi tion, black spots, etc. It 
required, clean commutator with a 
cleaning stick. Check brush holders, 
brush spring pressure, pigtail con
nections, etc. Check starter controls, 
push button, etc. Note the presence of 
or need for lubrication. Observe pul
leys, belts, coupling, guard, etc. Any 
misalignment or abnormal belt wear 
should be investigated and corrected. 
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Be alert to any unusual noise, vibra
tion, odor, temperature, etc. 

m. PUMPS, GERERI.L PUIPOSB 

Hake a general inspection; be alert to 
any unusual noise, vibration, odor, 
temperature, etc. Feel the bearings and 
cbeck packing gland. For pumps operat
ing on autanatic, observe at least one 
cycle to see that controls are func
tioning and that all components work 
properly. Observe piping, valves, etc. 
Report any observed leaks to super
visor. Particular attention should be 
given to the following pumps: 

Condensate return to boiler or 
central plant 

Chilled water 
Condenser water 
Booster pumps from city line to 

house tanks 
Circulating, hot water, drinking 

water, and similar applications. 

n. STEAM PRESSURE REDUCIHG STATION 

Observe the operation, noting pressures 
and the functioning of external pilots 
(the operation of internal pilots 
cannot be observed). Check the opera
tion of traps on both the high and the 
reduced pressure lines, and observe the 
condition of the .insulation. Make 
general inspection of the station, 
noting anything of an unusual nature. 
Relief valves are tested periodically 
on a scheduled basis, so unless they 
are malfunctioning, no action other 
than visual observation is needed. 

o. SUMP PUMPS 

Observe the operation noting the 
functioning or float mechanism or other 
controls as well as the pumping action. 
Check the strainer and inspect pit for 
silt, mud, obstructions, etc. Does the 
check valve hold and seat properly? 
Look for vibration or malfunctioning in 
the pump unit or the connected piping. 
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p. CUBICLE ROOMS, TlWlSPOIMIR 
Y lDLTS, .um SWITCHBOARD ROOMS 

Check each area for ventilation, 
lighting, and general oondi tion ot 
equipnent. Observe the watt-hour and 
demand meters. Observe all indicating 
lights and replace burned-out .ones. 
Observe relays tor proper functioning 
and target position. Check oil circuit 
breakers and transformers for proper 
oil levels. Check the network 
protectors for proper operation and 
record the counter reading where 
applicable. Check the emergency lights 
for proper operation and any other 
instruments as directed. Report any 
malfunctioning or needed repairs to the 
supervisor. 

q. FIRE EXTillGOISBERS 

All fire extinguishers shall be 
inspected monthly on an operating 
route. This inspection is a •quick 
check" that an extinguisher is avail
able and will operate. It is intended 
to give reasonable assurance that the 
extinguisher is fully charged and oper
able. If any deficiencies are revealed, 
the deficiency must be corrected or the 
extinguisher replaced as soon as 
possible. Ensure that access to, or 
visibility or, the extinguisher is not 
obstructed. Verify that the operating 
instructions on the extinguisher 
nameplate are legible and face outward. 
Ensure that seals or tamper indicators 
are not broken or missing. Inspect for 
obvious physical damage, corrosion, 
leakage, clogged nozzle, or cut hose. 
Ensure that the pressure gauge indi
cates that the pressure is within the 
operable range. For extinguiShers with
out gauges, and with unbroken seals or 
tamper indicators, determine their 
fullness by lifting and comparing 
estimated weight to weight stamped on 
shell. Verify that it is the correct 
extinguisher for that location by 
comparing the location markings on the 
shell and mounting. Complete the 
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applicable portions of Form 4705, Fire 
Inspection Tag. 

r. BMBBGDCI LIGBTS 

All Emergency lights shall be inspected 
monthly on an operating route. This in
spection is a "quick check" to ensure 
that the light is in place and will 
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operate. This is done by seeing that it 
is in its designated place and that 
there is no obvious physical damage or 
condition which would prevent opera
tion. In addition, the test button 
should be depressed (or light unplug
ged) for at least 30 seconds to ensure 
that the light turns on and stays 
bright. 
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SBCTIOI 111 

IRSPictiOIS AID BV.ILU.lTIOIS 

111-1 GEIBUL 

1•-101 BACIGROURD 

An etfecti ve management program 
requires evaluation or building opera
tions on a systematic basis. Such a 
review aids in evaluating program per
formance and in achieving greater 
coordination among the various field 
activities. It also ensures that USPS 
policies and procedures are carried out 
in a uniform manner nationwide. 

111-102 POLICY 

It is the policy of the USPS to ensure 
that a uniform level of adequate ser
vice is provided in all USPs-operated 
buildings, and to ensure that all 
leased space is maintained and operated 
in accordance with the leases. 

14-103 OBJECTIVES 

The objectives of the inspection and 
evaluation of USPS building operations 
are: 

a. Uniformity - To provide for uniform 
and adequate inspections on a 
planned basis. 

b. Compliance with Directives - To 
determine if programs and adminis
trative operations are being carried 
out 1n accordance with directives. 

c. Corrective Action - To make possible 
the initiation of corrective action 
at the level where problems have 
been encountered. 

d. Evaluation - To evaluate the perfor
mance of individual field personnel. 
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e. Training - To provide a basis for 
determining training needs. 

f. Assistance to Supervisors - To 
assist supervisory personnel in 
effectively maintaining clean, 
comfortable, and safe buildings and 
surroundings. 

1•-104 BUILDING MANAGER'S 
DSPBCTIOR FUHCTIOI 

1•-10Ji..1 The building manager is the 
line supervisor of the building and is, 
therefore, directly involved in 
inspection of USPS facilities more than 
anyone else. Basically, there are two 
sources of inspection requirements. 

1.11-1 Oil. 2 Internal sources or inspec
tion requirements stemming directly 
from the building manager's function: 

a. Inspection and Evaluation of BUild
ing Management Field Operations -
The building manager is responsible 
for those things which make up the 
day-to-day operation of the building 
and any associated stations and 
branches. , 

b. Cleaning Inspection - The building 
manager is responsible for the 
cleanliness of buildings. Inspec
tions shall be made to ensure an 
adequate level of cleanliness. 

c. Concessions Inspection - Although 
special health inspections are 
required, the building manager 
corrects all building deficiencies 
involved in concessions space and 
periodically checks for obvious 
health and contract violations as 
specified in Section 15. 



d. Repair·- Inspections are conducted 
to identity and schedule repairs 
needed to keep the facility in good 
condition and prevent avoidable 
deterioration. 

e. Protection - The building manager 
and start are responsible tor safe
guarding people and property from 
injury, loss, or damage due to tire, 
accident, theft, natural disaster, 
or attack. They are responsible for 
seeing that hazards are discovered 
and corrected. 

f. Construction and Alteration - The 
building manager is responsible for 
the inspection of construction and 
alteration done by in-house forces 
and contract work where the manager 
is the contracting officer· or repre
sents the contracting officer. 

g. Evaluation of New Facilities - The 
building manager should assist in 
the inspection and evaluation of new 
facilities. 

h. Inspection of Mechanical Equipment -
Periodic inspections of certain 
mechanical equipment is required by 
competent personnel. The building 
manager shall coordinate these 
equipment inspections and keep 
informed of the condition of build
ing equipment. 

i. Safety Inspection - The Super
visor's Safety Handbook, HBK 
EL-801, may be used by the building 
manager and maintenance supervisors 
to conduct safety and fire 
prevention inspections. Form 1784, 
Safety and Health Inspection 
Checklist, developed for safety 
personnel shall also be used. 

111-104.3 External sources or inspec
tion requirements coming from other 
organizations of USPS or from outside: 
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a. Space Inspection - BUilding managers 
may be required to perform specified 
space inspections related to space 
assignment and management. 

b. Inspection Service - Building man
agers are required to cooperate with 
the Inspection Service. 

c. GAO/OSHA Audits - Building managers 
are required to cooperate in GAO or 
OSHA independent audits. However, 
they must immediately notify the 
divisional office whenever a GAO or 
OSHA audit is initiated in the 
building. See ELM, Chapter 8, for 
additional instructions. 

14-105 EVALUATION TECHNIQUES 

1•-105.1 Total Inspection 

Complete, 100% inspection is ideal, but 
in many instances where the scope of 
inspection is large, this type of 
inspection is impractical. The type and 
scope of inspection should dictate the 
percentage of inspection. 

14-1 05 .2 Randoa Sampling. 

Random sampling is the selection of a 
few typical examples which show the 
condition of all. It is a teChnique 
particularly useful in building man
agement operations and shall be used 
where practical. 

14-105.3 Sampling Manual 

Military Standard 1 05A, "Sampling Pro
cedures and Tables tor Inspection l)y 
Attributes," is available through the 
Administrative Operations Division from 
the Superintendent of Documents, 
Government Printing Office. This manual 
contains simple tables and statistics 
which provide the adequate sample size 
based upon the total number of obser
vations available and the required 
reliability of the sample. 
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1'-2 DDISIOIJL IISPBC!IORS 
.I.ID lflLU.lTIOR 

, '-201 GBIIBIW. 

On-site review and evaluation of 
building management program operations 
will be conducted at field locations by 
divisional office representatives. The 
division will schedule inspections at 
sufficient frequency to assure that 
operation and maintenance standards are 
being maintained. 

1•-202 OIG!IIZ.lTIOR 

1-.202.1 IDapeotion Peraonnel 

The on-site inspection of field 
operations will be conducted by 
representatives of the divisional 
office or their designee. Members may 
also be selected fran other entities 
where appropriate. 

1'-202.2 Baaia tor Selection 

Inspection personnel shall be selected 
on the basis of broad knowledge of 
major program areas. 

1._203 SCBBDULIIG OF 
IISPICTIOIS 

Divisional Office - At the beginning of 
each year, the" divisional office shall 
plan and prepare schedules of 
inspections for the fiscal year. They 
should notify a:t"fected offices of 
scheduled inspections. 

At least 2 weeks in advance of the 
scheduled inspection, the postmaster of 
the affected office shall be given 
confirmation cf the schedUle, including 
names of persons doing the inspection. 
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1.11-205. 1.3 

1'-20 •• 2 Pield ottioera Cooperation 

The postmasters shall be responsible 
tor ensuring that the appropriate 
building managers are on duty during 
the inspection period. 

1.1l-20.11.3 OperatiDS Personnel 
Cooperat:.I.OD 

The building managers shall have super
visory operating personnel prepare a 
list of specific problems or subjects 
for discussion with the team. 

1'-205 COBDUCTIRG OR-SITE 
IBSPICTIOIS 

14-205. 1 DiYiaional ottice 

14-205.1.1 Upon arrival at the site 
to be inspected, the inspection 
personnel shall conduct a detailed 
review of operations following the 
general plan s~t forth in the 
checklists which are attached as 
appendixes. A general discussion will 
be held with the postmaster. Later 
discussions shall be on an individual 
basis with the building manager or 
supervisory personnel as may be 
required. 

1.1l-205 .1 .2 During the inspection, 
actual practices shall be compared with 
established procedures. Deviations will 
be noted, discussed with operating 
personnel, and included in the report. 
The checklist, Form 4905, shall be used 
as a guide for the evaluation. This 
checklist may be expanded by the 
divisional offices to meet particular 
needs and program emphasis. Form 4905, 
Figure 14-1, shall be completed to rate 
the operation and summarize the results 
ot the evaluation. 

111-205.1.3 Adequate time shall be 
provided field personnel to discuss 
their problem areas. Particular atten
tion shall be given to areas where 



procedures or policies are creating 
difficulties. Suggestions will be 
solicited as to revision of procedures, 
methods,. or techniques which will 
improve the overall efficiency of 
building management operations. 

1~-205.1.4 After the inspection of 
operations is completed, and prior to 
leaving, the inspection personnel shall 
prepare their findings and recommenda
tions. These findings and recommenda
tions shall be discussed with the 
postmaster and/or building manager (and 
other management where appropriate) in 
a joint meeting where an agreement can 
be reached concerning specific 
recommendations, responsibility for the 
actions to be taken, and target dates 
for completion. In those instances 
where, after thorough discussion, 
agreement cannot be reached as to a 
particular recommendation or corrective 
action, such recommendations shall be 
included in the inspection report 
together with the supporting and 
opposing views. The report shall be 
drafted prior to the inspection 
personnel departing. After return of 
the inspection personnel to the 
divisional office, final dec.isions 
shall be obtained as to actions to be 
taken and target dates on the items 
which were not resolved at the final 
field conference. 

14-205.2 Building Managers 

Local management may conduct 
inspections similar to those conducted 
by divisional personnel and will 
coordinate necessary actions and follow 
up with appropriate subordinates. The 
checklist, Form 4905, shall be used as 
an inspection guide. 

14-206 RANDOM SAMPLING 

As a part of the overall divisional 
inspection, random sampling shall be 
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used where needed, in lieu or 1 00%' 
inspection, as a means of determining 
the actual quality of maintenance being 
performed. 

14-207 TRAIRIHG FOR 
IKSPECTIOHS 

To meet defined needs, the inspection 
personnel may conduct training ses
sions, as time permits, during field 
inspections. The need for training will 
be assessed and the need for additional 
training materials and courses 
identified. This information may be 
used by the divisional office as the 
basis for recommendations for national 
training requirements. 

14-208 FOLLOWOP OF INSPECTION 
DEFICIEHCIES 

It shall be the responsibility of the 
building managers and/or the divisional . 
office to follow up on the corrective 
actions taken, to correct noted 
deficiencies, and to ensure that 
recommended actions are put into 
effect. See 824, ELM for Abatement 
Committee Use Form 1784-C, Safety and 
Health Deficiency Report, for all 
safety items. 

14-209 REPORTS 

1.11-209.1 Filing 

All reports in connection witb these 
inspections shall be written and copies 
filed in the divisional office and the 
office that was inspected. 

14-209.2 Submission ot Reports 

Each division shall retain a copy of' 
the reports of' maintenance audits that 
have been performed throughout the 
previous year. Upon request these 
reports shall be submitted to the 
Office of Maintenance Management. 
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1·-3 'IHSPICTIOI OF USPS 
P .ACILITIBS BY LOCAL 

, GOVEJUlMDTS 

1•-301 APPLICATION 

As previously stated, the USPS is not 
required to obtain local licenses or 
comply with local codes except as 
specified ·in Section 2-6 , or in other 
USPS directives. 

a. Sovereign immunity shall not be 
relinquished. 

b. Local government representatives 
have specialized qualifications 
needed to conduct inspections of 
equipment such as pressure vessels, 
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elevators, and food preparation 
facilities. 

14-302 

c. Conditions beyond those required by 
USPS publications are not imposed as 
a result of the inspections. 

d. In leased facilities, access shall 
be allowed to insurance inspectors 
when the visit has been prearranged 
by the lessor. 

1··302 PROCEDURES 

The procedure for scheduling and 
approving the inspections specified in 
the section of this handbook, dealing 
with the item of equipment to be 
inspected, shall be followed. 
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SBC!IOI 15 

COICBSSIORS 

15-1 GBIIBJlAL 

15·101 BACEGIOURD 

In fulfilling its responsibility tor 
the operation or postal buildings' the 
Postal Service has an allied interest 
to arrange for food and other essential 
services which are not conveniently 
available from commercial sources and 
which may improve the comfort or 
efficiency of postal employees and 
other occupants while on duty. Atten
tion is directed to HBK EL-602. 

15-102 POLICY 

Space is provided in buildings to be 
constructed and the Postal Service also 
makes such improvements or alterations 
as are necessary or desirable in exist
ing buildings for this purpose. The 
space requirements for food service 
areas are in AS-504, Space Require
ments. 

15-103 RESPONSIBILITY 

The food service officer, appointed by 
the installation head, is responsible 
for overseeing the day- to-day manage
ment or concessions. 

15-2 VEIDIRG STAIIDS OD 
VEIDIJIG M1CBDES 

15-201 OPERATION 

The operation of vending stands and 
machines in postal areas is covered in 
HBK EL-602 and POM 221.53. 

15-202 HOHPOSTAL AREAS 

When tenant agencies occupy large areas 
in postal buildings and desire that 
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vending machines be located within 
their areas tor the convenient use of 
their employees, the vending machines 
may be installed by one of the follow
ing methQds: 

a. An expansion of the contract for 
machines in the postal area with the 
proceeds going to the recognized 
postal employees' organization. This 
may be the best method where there 
are many tenant agencies with no 
employee organizations. 

b. Under license of the Randolph
Sheppard Act. 

c. Use of revocable license to a recog
nized tenant agency organization. 
(See Figure 15-1, Form 4906, 
Revocable License for Nonpostal Use 
of Real Property.) It this method 
is used, block 6 (consideration) of 
the form should provide for 
reimbursement for utilities at the 
same rate used in the other con
tracts tor vending machines in the 
building. 

15-203 SERVICES FURNISHED BY USPS 

The USPS provides cleaning in accor
dance with normal building programs for 
such work. Cleaning required beyond 
normal bUilding requirements is pro
vided at the expense of the vending 
machine operator. 

15-20- IHSPECTIOH 

The building manager inspects the 
vending machines and areas at least 
quarterly to ensure that they are 
maintained in a clean and sanitary 
condition. 



15-3 

15-3 POOD·SBRVICB 

15-301 GBIBRAL 

Instructions on selection of the appro
priate type of food services are con
tained in HBK EL-6 02, which also 
identifies the responsibilities and 
functions of' the USPS building manager 
related to food services in 15-302 
through 15-305. 

15-302 UTILITIES 

The USPS building manager maintains 
records of utilities consumed in the 
food preparation and serving activity. 
A monthly report of utilities consumed 
is made to the contracting officer for 
use in determining utility charges to 
the concessionaires. 

15-303 OPERATIOI 

The building manager maintains surveil
lance of the day-to-day operations of 
food service activities in cooperation 
with the food service officer. 

15-30- IISPECTIOHS 

The building manager is responsible for 
.· seeing that the periodic sanitation 

inspections of food service operations 
are made and participates in them. When 
the correction of deficiencies is the 
responsibility or the Postal Service, 
the building manager initiates action 
for their correction. The food service 
officer follows up to assure correction 
by the concessionaires. 

15-305 TRASH REMOVAL 

The concessionaire is responsible for 
removing trash generated by the opera
tion from ' the building, except for 
blind-operated concessions, where USPS 
provides for trash removal. 
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15-· OT.BER CORCBSSIOIS 

15-1101 EMPLOYEE I;UIPMEIT 

Section 3-504 provides for the building 
manager's approval and control of' the 
use or employee-owned electrical equip
ment. 

15--02 LICBRSB 

Other concessions operations, not 
operated by the blind and not required 
to be conducted under contract, must be 
authorized by Form 4 906, Revocable 
License for Nonpos tal Use of Real 
Property (Figure 15-1), modified as 
necessary to suit the prevailing con
ditions. One example may be the author
ization of newspaper and magazine 
vending at the entrances to Postal Ser
vice buildings, when permissible under 
the other provisions of this handbook. 

15-5 IISTALLATIOX OF PUBLIC 
TELEPHONE PAY STATIOHS 

15-501 POLICY 

In each building under its jurisdic
tion, the Postal· Service encourages the 
installation of enough telephone pay 
stations to serve visitors in the 
building and permit employees to make 
personal telephone calls, thus obvi
ating the necessity for them to use 
official telephones. 

15-502 AUTHORIZATIONS 

See ASM 362.8 for instructions on 
authorization and collecting commis
sion. 

15-503 PAY OUTLET 

15-503.1 Public Use 

Pay-station outlets must be provided in 
public lobbies, in corridors near 
courtrooms, and in similar locations 
where public convenience requires tele
phone ~acilities. 
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15-503.2 Baplo.ree Use 

In large buildings, one telephone 
recess should be provided for each 
group of 100 office employees, so 
spaced that no employee will have to 
walk more than 200 feet to reach a 
telephone. 

15-503.3 Postal Area 

The postmaster must concur in the 
installation or telephone pay stations 
for use primarily by postal employees. 

15-50.11 LOCATION 

15-504. 1 ConveDi.enoe 

In smaller buildings, one or more tele
phone pay stations near building 
entrances normally will be sufficient. 
In larger buildings, an adequate number 
of additional stations must be provided 
in areas which are remote from building 
entrances. As far as practicable, these 
must be dispersed so that telephone 
service will be reasonably convenient 
to all person~ei in the building. Con
sider providing special pay stations 
for the handicapped in accordance with 
Section 3-602d. (See also HBK RE-4.) 
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15-505 

15-50-.2 Outside Stations 

To make telephone pay stations acces
sible to all, it usually is necessary 
to locate them in unassigned public 
spaces, preferably in suitable 
recesses, alcoves, or rooms off lobbies 
or corridors. Outdoor telephone 
stations may detract from the appear
ance of a building, increase the Postal 
Service liability for injury or damage, 
create congestion and traffic obstruc
tions, and provide opportunities for 
the creation of nUisances. They may not 
be installed unless there are very 
special circumstances which would war
rant an exception to the general rule. 

15-504.3 Paying Looatioua 

Each proposed location must promise 
sufficient revenue to make 1 t accept
able to the telephone company. In each 
case, consider the prospect! ve diffi
culties connected with running neces
sary telephone lines and electrical 
circuits. 

15-505 INSTALLATION 

Telephone pay stations must be 
unenclosed stations attached to wall 
surfaces.. One or more local telephone 
directories should be provided at each 
location. 
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SEC!IOI 16 

PROTECTION 

16-1 GEHERAL 

16-101 SCOPE 

The building protection program is 
concerned with accident prevention, 
fire prevention, physical protection, 
and those civil defense activities 
relating to protection of personnel and 
facilities. 

16-102 RESPONSIBILITY 

16-102.1 Supervisory 

Building managers and supervisors are 
directly responsible for the prevention 
of accidents to USPS employees under 
their supervision, and to occupants or 
visitors on the premises, as well as 
for the prevention of damage by fire or 
other accidents to Postal property. In 
carrying out this responsibility, each 
supervisor is . expected to participate 
in all phases of accident, fire preven
tion, and civil defense programs. The 
line supervisor is the most important 
link in the chain. of organization 
necessary to the success of these 
protection programs.. Supervisors must 
know all employees, train them 
thoroughly to do their jobs correctly 
and keep them alert on the job. 

16-102.2 Satet7 Program 

The Safety Program identified in ELM 
Chapter 8 is an integral part of the 
building manager protection program. 
Supervisor's Safety Handbook, HBK 
EL-801, identifies supervisor responsi
bility, reporting requirements, and 
safe work practices. 
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16-102.3 Peraoual 

The protection or mail, postal funds' 
and property is a responsibility of 
every postal employee. All supervisors 
are encouraged to instill this sense of 
responsibility in each employee. 

16-103 OCCUPATIONAL SAFETY 
AND HEALTH ACT (OSHA) 

The safety requirements of OSHA must be 
followed in building operations, and 
the appropriate Postal Service Safety 
and Health Inspection Checklist, 
MM0-86-85, must be used by the building 
manager in safety inspections. 

16-2 COIDUCT OR POSTAL PROPERTY 

16-201 AUTHORITY 

Under authority of law, the Postal Ser
vice has adopted rules and regulations 
governing conduct on postal property 
(see POM 221.6). These rules and 
regulations apply to all real property 
under the charge and control of the 
Postal Service, to all tenant agencies, 
and to all persons entering or on such 
property. 

16-202 POSTING 

Poster 7 contains these rules and regu
lations and must be posted conspicuous
ly at each public entrance, as required 
by POM 221 .5. 

16-203 ENFORCEMENT 

The enforcement of these rules and 
regulations (POM 221 .. 6) is essential to 
the protection of postal property. (See 
ASH 270.) 



16-3 

16-3 IRVESTIGATIVB SERVICES 

16-301 GBIBRAL 

The Postal Inspection Service provides 
investigative services for offenses on 
postal property. 

16-302 OTHER AUTHORITIES 

All necessary liaison with other inves
tigative, intelligence, Federal, and 
local law enforcement bodies concerning 
offenses and investigative matters is 
conducted by the Inspection Service 
which has tbe sole responsibility for 
referring criminal cases involving or 
affecting USPS to the Department of 
Justice. -

16-303 REPORTING 

ASM 220 contains information on report
ing of postal losses and offenses. 

16-30- TENANT AGENCIES 

T~nant agencies must report losses or 
offenses ·to the USPS building manager 
through the agency contact. The 
following action is then taken: 

a. The building manager, when appropri
ate, verifies the extent of the loss 
or offense and reports the matter 
to the local postal inspector. In 
criminal cases such as burglary, 
assault, and robbery, the local law 
enforcement officers must also be 
notified. 

b. The Postal Inspection Service inves
tigates or coordinates the investi-
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gation with the tenant agencies' 
investigating body. 

16-- FIRE PROTECTION EQUIPMERT 

16-llO 1 PORTABLE FIRE EITIHGUISHEBS 

16-ll01.1 Fire Extinguisher Standards 

The USPS must conform to the 
requirements covering portable fire 
extinguishers in the National Fire 
Protection Association Standard No. 10, 
Portable Fire Extinguishers, and as 
modified by ELM 853.2 ( 1983), and HBK 
MS-56, Section 462. 

16-401.2 Selection of Extinguishers 

Fire extinguishers can be ordered from 
Federal Supply Schedule FSC Group 42, 
Part 1 - Fire Equipment and Supplies, 
unless local purchase results in 
reduced cost of extinguishers certified 
by the Underwriters' Laboratory. 
Minimum: 1 0 pounds. 

16-401.3 Maintenance 

Specific guidance on fire extinguisher 
maintenance and requirements i.s found 
in HBK MS-56, Fire Extinguishing 
Equipment. 

16-402 STANDPIPES AND HOSES 

Most fire departments will not use 
class II fire hoses insballed in 
buildings (because they are often 
poorly maintained) and prefer that 
hoses not be installed so that the fire 
department equipment can be more 
readily installed. Where hoses are not 
provided, the size of the threaded 
connection on the standpipes must be 
checked with the local fire department 
and adapters provided where needed. The 
installation of fire hoses must be 
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coordinated 
department 
instances: 

with the local fire 
only in the following 

a. Where the local fire department 
approves of the installations and 
will use the hoses installed; or 

b. In areas (such as postal workrooms) 
where personnel are specially train
ed and their fast action could bring 
the fire under control readily. 
Where hoses are installed on stand
pipes, the existing linen or cotton 
hose on them must be removed when 
deteriorated, and not replaced. 
Refer to HBK MS-56, Section 753 and 
OSHA 1910.158(c)(3) for additional 
information. In special cases where 
1-1/2 inch hose is needed, the hose 
must be polyester fiber, single
jacketed, rubber-lined firehose 
available through Federal Supply 
Schedule, Class 4210. Maintenance 
guides for standpipes and hoses are 
included in Section 13. 

16-403 SPRIHXLEB SYSTEMS 

See HBK MS-56 for additional informa
tion on sprinkler systems. The four 
basic types of sprinkler systems are: 

a. The Wet-Pipe Sprinkler System. The 
wet-pipe sprinkler, system is the 
simplest and most effective for the 
general control of usual fires. The 
system is connected to an adequate 
water supply and the piping is fill
ed with water. A waterflow device or 
an alarm valve is incorporated in 
the $YStem to sound waterflow and 
fire a1 arms. 

b. Standard Dry-Pipe System. The stan
dard dry-pipe system is a modified 
form of the wet-pipe system, with a 
dry-pipe valve replacing the water
flow device or alarm valve, and air 
pressure substituted for water in 
the piping. The air pressure keeps 
the dry-pipe valve in the closed 
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position and prevents water from 
flowing into the piping where it 
might freeze. When a sprinkler head 
opens, the air pressure is released 
and permits the dry-pipe valve to 
operate, which in turn allows the 
water to flow to the sprinkler 
heads. 

c. Deluge Sprinkler Systems. A deluge 
sprinkler system is a special type 
of automatic dry-pipe system, having 
open or unsealed heads installed in 
the piping arrangement and equipped 
with automatic and auxiliary manual 
controls. This type of system is 
installed only in occupancies where 
flash fires are likely to occur. 

d. Preaction Systems. Preaction ·systems 
are designed and installed similarly 
to deluge systems, except that 
standard sealed type heads are used. 
Heat-actuated controls operate riser 
valves to permit water to be avail
able at the sprinkler head before 
there is enough heat at the head to 
cause it to fuse. 

16-5 FilE DEPARTMENT NOTIFICATION 

16-501 GENERAL 

The building manager must instruct 
emplo.yees that it is their responsibil
ity to operate the fire alarm box and 
call the fire department upon detecting 
a fire. In no case may employees be 
directed or otherwise encouraged to 
withhold the sounding of an alarm or 
delay the alarm until they check with a 
supervisor. 

16-502 IH CASE OF FIRE 

In any case of fire, notify the fire 
department immediately. It is estab
lished USPS practice to connect the 
building fire alarm system directly to 
the fire department or to a commercial 
or Government-operated control center 
which will automatically relay the fire 
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alarm to the fire department. When a 
fire alarm box is pulled in the build
ings which are connected to the fire 
department or a control center, an 
autanatic signal is transmitted to the 
fire department. This automatic signal 
must be followed up by a telephone call 
to the fire department to give them the 
exact location of the fire. In those 
buildings where the building fire alarm 
system is not connected to the fire 
department or a control center, tel e
phone the local fire department to 
inform them of the location of' the 
fire. Further instructions and require
ments are found in ELM 850. 

16-503 IN SPECIAL SITUATIONS 

In addition to fire, other situations 
that must be reported to the fire 
department include: 

a. Detection of smoke. Upon detecting 
an odor of smoke or any other 
indication of fire (including such 
information received by telephone 
from a building occupant) the 
employee must immediately notify the 
fire department. After calling the 
fire department, if the conditions 
indicate that there may not be an 
actual fire, the employee may inves
tigate before sounding the building 
fire alarm. 

b. Discovery of an extinguished fire. 
Upon discovering evidence of an 
extinguished fire (including such 
information received by telephone 
from a building occupant) the 
employee must immediately notify the 
fire department. After calling the 
fire department, the employee must 
investigate the situation, take all 
necessary action to ensure that the 
fire has been extinguished, and 
sound the building fire alarm if 
necessary. Generally, the fire 
department will dispatch a profes
sional firefighter to assist in 
making this determination. 
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16-6 FIRE ALARM IDENTIFICATION 

Building fire alarm systems which are 
not connected to the fire department or 
control center must be identified by 
posting a sign adjacent to each local 
fire alarm box. The sign shoUld state 
that the alarm does not summon the fire 
department and that a telephone call 
must be placed to the local fire 
department. Figure 16-1 , Fire Alarm 
Identification Sign, suggests the for
mat to be used. These signs must be 
uniform size, 5 by 7 inches, and easy 
to read. 

FIRE OR EMERGENCY 

This building alann DOES NOT summon the 
Fire Department. 

Pull the building alarm station to evacuate building 
and proceed at once to CALL FIRE 
DEPARTMENT by telephone-

Telephone No. 

is building is 

444 4444 

U.S. Post Office 
1900 F Street 

GIVE ACCURATE, COMPLETE INFORMATION 

Figure 16-1. FIRE ALABM 
IDEITIFICATIOH SIGN 

16-7 FIRE DRILLS 

vlhen the annual fire drills required by 
ELM 854.2 are conducted, the building 
manager coordinates them with the local 
fire department and the tenants. The 
tenants must (a) participate in the 
drill, (b) appoint floor and corridor 
wardens to direct their employees to 
the stairs, and (c) ensure that al·l of 
their space is evacuated. 

MS-1, TL-4, 11-30-86 

\ 



Operation ancl MaiDteD.aDoe ot leal Property 

16-8 Fill BRIGADES 

The size, duties, membership, and 
training of fire brigades is covered in 
ELM 85 4. 1 • All postal fire brigades 
must be trained to perform their 
assigned 'duties. The fire brigade 
training course number 21503-00 ~ 
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be given t·o all fire brigade members. 
See ELM 85 4 • 1 5 • 

16-9 FIRE SAFETY REGULATIONS 

All postal occupants and tenants must 
comply with the fire safety regulations 
in Figure 3-2. 
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SECTIOI 17 

DAMAGE COITROL .DD BMERGERCI PLADIIG 

17-1 GDDAL 

11-101 SCOPE 

The USPS is responsible for minimizing 
the danger to life and postal property 
arising from the effects of attack, 
fire, flood, explosion, or other 
disasters in buildings under USPS 
control. Building operating equipment 
and systems (ventilation, steam, 
electrical, gas, and water) offer 
potential danger to property and life 
if accidents should happen and the 
results of these accidents are not 
quickly brought under control. The USPS 
building manager must provide the 
facilities and trained personnel to 
control damages which may be due to any 
cause, to confine this damage to the 
smallest area, and to prevent injury. 

17-102 ADVANCE PLAHHING 

The key to any program involving pos
sible accident, damage, or injury is 
advance planning and training for 
possible emergency situations. In this 
manner, organizations are set up and 
procedures are established and dissemi
nated to capable, trained personnel so 
that appropriate reactions to emergency 
situations are automatic. 

17-103 CONTINGENCY PLANS 

The plans and organization developed 
for compliance with this section must 
be consistent with ASM 280 and the 
following publications: 

a. 159A, "Contingency Plans - Work 
Stoppages (Limited Official Use)" 
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b. 159B, "Contingency Plans - Civil 
Disorders and Natural Disasters 
(Limited Official Use)" 

c. 159C, "Contingency Plans - Bombings, 
Bomb Threats and Bomb Scares 
{Limited Official Use)" 

d. HBK MS-49, Chapter 5 

e. ELM 852.3 and 852.4, Emergency 
Action Plans and Fire Prevention 
Plans. 

17-2 BUILDIIG OCCUP ART 
ORGAIIZATIOR 

17-201 OCCUPART HESPORSIBILITI 

The Postmaster or installation head is 
responsible for establishing a facility 
self-protection organization in build
ings under USPS control. This organiza
tion is to identity the functions and 
responsibilities of building occupants 
during emergency situations and is a 
joint responsibility of all tenants. 

17-202 ORGANIZATION STRUCTURE 

The self-protection,. organization shall 
include representation from various 
USPS organizational units and all non
postal tenants to assure identification 
of all occupant needs and adequate 
emergency planning. The Postmaster 
shall act as the facility' self
protection organization coordinator, 
directing the activities from an estab
lished control point during all emer
gencies. The Postmaster is responsible 
for the operation of the building under 
all circumstances. 
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17-203 BUILDIBG MAHAGBR'S 
RBSPOISIBILITIBS 

The building manager shall provide 
direction and assistance to the Post
master in development of plans for 
protection of the facility and its 
occupants. The building manager must 
organize, equip, and train a damage
control team as outlined in 17-3 and 
carry out the facility plan of emer
gency operations as outlined in 17-4. 
The damage-control team is set up to 
respond quickly and efficiently to any 
emergency at the facility that affects 
the building, equipment, or occupants, 
in order to control and confine damage 
and prevent injury. 

17-20- HOTIFYIHG OCCUPANTS OF 
EMERGENCY CORDITIOHS. 

All emergencies requiring the notifica
tion of the occupants are to be routed 
through the building manager to the 
Postmaster or installation head. Occu
pants that may be affected b.J an emer
gency condition are to be notified 
immediately, since an informed occupant 
is less likely to panic or spread 
rumors. Notification may be either by 
normal communication methods, e.g., 
telephone or personal contact, or by 
the building general alarm system. 

17-3 DAMAGE-CONTROL ORGAHIZATIOH 

17-301 DAMAGE-CONTROL LEADER 

Damage-control leaders are assigned 
from the building management super
visory rolls. Their duties are: 

a. To staff and train a Damage-Control 
Unit and select alternates for this 
unit. 

b. To establish a plan to attend 
mechanical devices, ventilation, 
water, gas, and steam valves, power 
switches, etc. 
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c. To deploy either individuals or 
teams at the sound of emergency 
alarms. 

d. To prearrange control posts for 
planned or directed action. 

e. To deploy personnel to investigate 
and correct damage to utilities 
after emergencies. 

f. To report conditions which require 
other assistance. 

17-302 ORGANIZATION OF THE 
DAMAGE-CONTROL TEAM 

A damage-control team must be estab
lished for each shift and tailored to 
the particular building or group of 
buildings in which it serves. The 
example given here is for a building of 
over 400,000 square feet: 

Damage-Control Leader - Operating 
Engineer Supervisor 

2 Plumbers or General Mechanics 
1 Carpenter or General Mechanic 
2 Operating Engineers or Enginemen 
2 Electricians (one high-voltage 

specialist, if.available) 

17-303 ROTATION OF TEAM 
MEMBERS 

The formal assignment to. the damage
control team will rotate on a yearly 
basis in order to train all operating 
personnel. In addition, all personnel 
should be trained in the operation of a 
primary and secondary assigned utility. 

17-4 PLAI OF EMERGENCY OPERATIONS 

17-401 IDENTIFYING CUTOFF 
VALVES AND SWITCHES 

17-401.1 Signs giving the location 
of cutoff valves and switches must be 
conspicuously posted in the security 
office in all buildings having such 
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offices and any other location as 
deemed appropriate by the building 
manager. These signs must be kept 
current. 

17-401.2 The signs must be of sub
stantial construction, and uniform as 
follows: 

a. White lettering on a colored back
ground. 

b. Large enough to be easily noticed. 

c. Have the heading, UTILITIES CUTOFFS, 
in letters at least 3/4-inch high. 

d. List all gas, electrical, steam, and 
water cutoffs and other utilities 
which may need to be cut off in case 
of emergency. These signs must not 
list any cutoff which would impair a 
fire protection system such as 
sprinklers, standpipes, fire alarms, 
or fire pumps. 

e •. Where more than one location is used 
for a single type of utility, all 
locations must be listed. 

17-401.3 Cutoff valves and switches 
serving this function in all the build
ing systems must be clearly identified 
by a sign visible from the floor and 
permanently mounted .near the valve or 
switch or hung from it. Use white 
letters on a colored background, the 
color to be the same as used for piping 
or electrical identification. 

17-402 DESIGNATION AND ASSIGNMENT 
OF COHTROL POSTS 

17-402.1 The building manager pro
vides technical assistance necessary to 
designate control posts throughout the 
building to adequately control gas, 
steam, electricity, water, and 
ventilation in emergency situations. 
The safety officer may be called on for 
assistance in the designation of these 
posts. 
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17-402.2 Damage-control team members 
must be assigned primary and secondary 
utility control posts to which tbey 
report in an emergency for each shift 
of operation. 

17-403 DESIGHATIOI OF.BUILDING 
COHTROL CENTER 

17-403.1 The security office in all 
buildings with such offices, or any 
other location deemed appropriate by 
the building manager, must be desig
nated control center for use in an 
emergency situation. The facility 
self-protection organization and the 
damage-control team (which functions as 
the utilities service of the organiza
tion) use this control center. 

17-403.2 The control center must 
contain the following: 

a. Telephone communications. 

b. Any other communication device used 
to activate the damage-control team. 

c. Phone listings, government exten
sions, and home phones of all mem
bers or the damage-control team and 
the building manager. 

d. Current plans, layouts, or diagrams 
of piping systems, electrical facil
ities, heating, ventilating, and 
air-conditioning. 

e. A set of floor plans. 

f. A directory of emergency numbers, 
i.e., ambulance service, hospital, 
bomb squad, police, fire department, 
emergency repair force, and key 
people. 

g. An occupancy census. 

h. A bullhorn. 



1. Portable emergency light. 

j. A diagram showing utility cutoffs 
and location of emergency equipment 
in the building. 

k. Adequate number and type of portable 
fire extinguishing equipment for 
auxiliary use. 

17-403.3 All operating personnel 
must lalow the telephone number of the 
control center in order to report 
emergencies quickly. 

17-404 GENERAL INSTRUCTIONS TO 
THE DAMAGE-CONTROL tEAM 

Because of the importance of these 
utilities in a large-scale emergency 
such as fire or air attack, the 
instructions in Figure 17-1 are neces
sary. 

17--05 DAMAGE-CONTROL PLAH 

17-405.1 The damage-control team is 
activated in an emergency by the 
communications medium available (public 
address system, building fire or 
emergency broadcast . alarm, telephone, 
or shortwave radio). 

17-.1105.2 The team members report to 
their designated control posts. 

17-405.3 The damage-control leader 
reports to the control center, receives 
reports on the emergency, and coordi
nates the necessary action to cope with 
the emergency. 

17-405.4 When the emergency is past, 
the damage-control leader surveys the 
situation, further deploys personnel or 
releases the team for normal duty, and 
submits reports to the building man
ager. 

17-1405.5 When the building is evacu
ated, all operation and maintenance 
personnel will report to a location 
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assigned by the building manager. They 
will remain in this location in case 
they are needed to cope with the emer
gency, and may return to their normal 
location only upon direction from the 
building manager's representative. 

17-406 RESPONSE DURING 
ROHDUTY HOURS 

When emergency occurs during nonduty 
hours and involves building structure 
or equipment which requires the tech
nical assistance of the damage-control 
team, security or other personnel 
discovering the emergency must follow 
locally prescribed procedures to bring 
the damage-control team to the site of 
the emergency. 

17-5 CORRECTIVE MB.ASUn:3 

17-501 IHVESTIGATIOH AND FOLLOWUP 

17-501.1 The damage-control leader 
must report all damage to the building 
manager. It is the responsibility of 
the building manager to completely 
investigate each accident or emergency. 
If necessary, technical assistance may 
be requested from the division. Where 
appropriate, the investigator coor
dinates with the Inspection Service, 
reporting all damage and the circum
stances surrounding the emergency. 
A detailed report must be submitted as 

. prescribed in HBK EL-80 1 • A particu
larly good source of data for the 
investigation of accidents involving 
utilities or equipment is the automatic 
recording charts found on most modern 
equipment. An analysis of the charts 
may reveal the causes of damage and 
lead to possible modifications of 
equipment. 

17-501.2 The building manager has the 
authority to utilize contract or group 
sources to make emergency repairs nec
essary to the normal operation of the 
building as expeditiously as possible. 
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trriLr.rt 

Water 

Gas 

Electricity 

Steam 
(Central 
Heating 
Plant) 

Local boilers, 
coal 

High pressure 
oil (over 
15 psig) 

Low pressure 
oil (under 
15 psig) 

Air-
conditioning 

PIIB 

Stand by 

Turn off in 
fire area -
stand by 

Stand by to 
turn off 

Stand by to 
turn off 

Stand by to 
turn off 

Stand by to 
turn off 

Stand by to 
turn off 

St~d by to 
turn ott 

IV.I.CU.I.TB 

Leave water on 

Turn off 

Leave electricity 
on 

Throttle down at 
central plant 

Turn ott valves, 
control fire aa 
necessary 

Cut oil burners 

Cut oil burners 

Turn off at 
evacuation 
signal 

17-501.11 

UPOII RETORI 

Turn ott water at control 
valve nearest to point of 
damage 

Survey for damage 

Turn off in case of local 
damage 

No action necessary at 
buildings 

Turn off valves, control 
local damage 

Resume service after 
inspection 

Resume service after 
inspection 

Resume service after 
reconnaissance and 
inspection 

Figure 17-1 • IISTRUCTIONS TO THE DAMAGE-CORTROL TEAM 

17-501.3 Repairs beyond the scope of 
the building manager's facilities must 
be estimated and reported in detail to 
the divisional office as soon as pos
sible. 

17-501.4 The building manager will 
furnish information to the Postmaster 
to report as required by ASM 220. 



Mr. Steven G. Raymer 
Director, Maintenance Division 
American Postal Workers Union, AFL-CIO 
1300 L Street, NW 
Washington, DC 20005-4128 

RE: Q10T-4Q-C 14171644 
 Q10T-4Q-C 16481407 
 MS-1 Handbook Revisions 

 
 

Dear Mr. Raymer: 

Recently, we met to discuss the above captioned dispute regarding the MS-1 Handbook, 
Operation and Maintenance of Real Property at the Step 4 level of the grievance-
arbitration procedure. 

This resolution concerns the remand by Arbitrator Goldberg of certain portions of the 
above captioned dispute. Specifically, the issues remanded are whether (a) 
preventative maintenance time allowances and frequencies, and (b) space 
adjustments and miscellaneous work time allowances, violated Article 19.  

As full and final resolution to this matter the parties agree as follows: 

Preventative maintenance time allowances and frequencies have been discussed and all 
mutually agreed to adjustments will be made in the published MS-1 and/or the 
appropriate Maintenance Management Orders (MMOs). The APWU will be provided the 
final draft(s) for review and concurrence prior to publication. 

The percentage of time allocated for Miscellaneous Work Hours will be increased from 
the proposed 2% (two percent) to 8% (eight percent). 

Additionally the parties agree to the following: 

There will be a 1 (one) year transition period during which staffing adjustments which 
impact employees will not take place. Staffing packages may be approved and 
authorized during the transition period. However, any excessing of employees will not 
occur until at least 1 (one) year from the date of signing of this settlement and in 
accordance with the Collective Bargaining Agreement. 

Maintenance work in Stations and Branches transitioning to Field Maintenance 
Operations as a result of the changes to the MS-1 should continue to be performed by 
employees currently performing those duties until adjustments occur resulting from 
attrition. When attrition at the installation results in a staffing level below the authorized 
complement, management may determine the occupational group of the employee(s) 
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that will continue to perform the work in the Stations and Branches. The shifting of 
Stations and Branches work to FMO work, in itself, is not intended to encourage the 
subcontracting of work at Stations and Branches. Any subcontracting of work must be 
done in accordance with Article 32 and applicable handbooks and manuals.  

Grievances held pending the outcome of this matter are released for application of this 
resolution and to be resolved or processed in accordance with Article 15. 

Please sign and return the enclosed copy of this decision as your acknowledgment of 
agreement. 

Sincerely, 
 

   
Terry C. LeFevre  Steven G. Raymer 
Labor Relations Specialist  Director 
Contract Administration (APWU)  Maintenance Division 
United States Postal Service  American Postal Workers Union, AFL-CIO 

 

Date: February 27, 2018 
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NATIONAL ARBITRATION  
BEFORE IMPARTIAL ARBITRATOR STEPHEN B. GOLDBERG 

  
 
   
In the Matter of Arbitration ) 

) 
between ) 

) 
UNITED STATES POSTAL SERVICE )  Case No. Q10T-4Q-C  14171644 
 )                        Q10T- 4Q- C  16481407 

)           
)   MS-1 Handbook Revisions 
) 

and )   
) 

AMERICAN POSTAL WORKERS ) 
UNION, AFL-CIO  ) 
 ) 
_______________________________ 
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BEFORE:  Stephen B. Goldberg, Arbitrator 
 
APPEARANCES:   

United States Postal Service: Kevin B. Rachel, Labor Counsel; Terry L. 
LeFevre, Labor Relations Specialist 
 
American Postal Workers Union, AFL-CIO: Melinda K. Holmes, Jeremiah C. 
Fugit, Attorneys (Murphy Anderson, PLLC) 
 

Place of Hearing: United States Postal Service, 475 L’Enfant Plaza, 
SW, Washington, D.C.     
        

Hearing Dates: November 15-16, 2016; February 1, 2017; April 
25-26, 2017 

 
Date of Award:   September 13, 2017 
 
Relevant Contract Provisions: Article 19, Article 34   
 
Contract Year: 2010-2015 
 
Type of Grievance: Contract Interpretation 



3 
 

 
 
 
SUMMARY OF AWARD 
 
 

1. The Postal Service revision of the MS-1 Handbook did not violate 

Article 34. 

2. The Postal Service revision of the MS-1 Handbook did not violate 

Article 19 in providing increased discretion to local management to 

customize MS-1 preventative maintenance times and frequencies. 

3. The Postal Service revision of the MS-1 Handbook did not violate 

Article 19 in transferring building maintenance work in stations and 

branches from Building Maintenance to the Field Maintenance 

Organization. 

4. The issues of whether the revisions to the MS-1 dealing with (a) 

preventative maintenance time allowances and frequencies, and (b) 

space adjustments and miscellaneous work time allowances violated 

Article 19 are remanded to the parties. As part of that remand, I shall 

direct the Postal Service to provide the Union with all data and data 

analysis collected by the Review Team, including Mr. Bratta, relating to 

appropriate allowances for (a) preventative maintenance time and 

frequencies; (b) space adjustment and miscellaneous work. (If the 

parties wish to jointly validate appropriate allowances, they are 

encouraged to do so.)  If this exchange of information does not lead to 

agreement, either party may request the Arbitrator to reopen the 

hearing, which I shall retain jurisdiction to do.  In the event additional 

proceedings before the Arbitrator are necessary, neither party may 

introduce evidence in those proceedings that has not previously been 

provided in a timely fashion to the other party.  

 

If, in a subsequent arbitration hearing, the Postal Service fails to 

present verifiable evidence that would on its face warrant a finding 
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that the proposed revisions in (a) preventative maintenance time 

allowances and frequencies; (b) space adjustment and miscellaneous 

work allowances are fair, reasonable, and equitable, it cannot prevail 

with respect to those proposed revisions. If, however, it does so, the 

Union must then demonstrate, by evidence and argument, why the 

Postal Service’s position should not be accepted. No burden of proof 

will be placed on either party. 

5. I shall retain jurisdiction of this matter to resolve any issues with 

respect to the remand here ordered and/or further proceedings arising 

out of the instant Award or the remand. 

 

 

 

 
_________________________ 
Stephen B. Goldberg 
Arbitrator 

September 13, 2017 
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I. ISSUES  

 

Two issues are presented by this case: (1) Do the revisions to the MS-1 

Handbook and related MMOs satisfy the Article 19 test of being “fair, 

reasonable, and equitable”?   (2) Do those revisions violate Article 34? 

    

II. SUMMARY OF RELEVANT EVIDENCE 

 

A. Introduction 

 

Maintenance operations at the Postal Service are divided among various 

functions. The building maintenance function, in which the instant dispute has 

arisen, consists of the maintenance of postal service buildings and building 

equipment. Work includes maintaining heating, ventilation, and air conditioning 

(HVAC), plumbing, electrical power distribution, and roof repair. The bargaining 

unit positions that perform the building maintenance function are Building 

Equipment Mechanics (BEM) and Maintenance Mechanics (MM). These positions 

are within the Maintenance Craft. 

 

The MS-1 Handbook, Operation and Maintenance of Real Property, along 

with its associated Maintenance Management Orders (MMOs), govern building 

maintenance policies at plants and certain other facilities. Included in the MS-1 

are staffing requirements for building operation and maintenance.  The overall 

principle of these staffing requirements is that staffing should be based on the 

work that needs to be performed to insure the effective functioning of buildings 

and equipment. 

 



                     Maintenance Q and A for Webinar as Submitted 

Where can I get a final version of MS-1 TL6 and MMO-99-18, MMO-100-18, MMO-101-18, and MMO-
102-18 ? 
____________________________________________________________________________________ 
 
We handle stations out of the plant right now.  All BEMs share this responsibility as it not on a bid job or 
in the LMOU. 
When the agreement says that the people that are currently doing the work will continue to do the work 
does that mean it belongs to the BEMs until attrition happens or does it mean that BEMs will go over to 
the FMO side of the house . 
 
 
 With all the contradictory, (statements), information given by the (3) three BEM's, why didn't the union 
request the arbitrator to re-open the hearing ? 
 
If there is an issue of being over-staffed in the building and the complement met in FMO, Will all the 
BEM's have to re-bid? Will the BEM's assigned to FMO be covered through attrition? 
_____________________________________________________________________________________ 
 
Is something as simple as looking at and logging, a fire extinguisher seeing if it is in the red/discharged, 
or in the green/full, to be considered an inspection?  
If yes, would this not put many other past simple duties assigned to the BEM occupational group now 
being given to MMs, in that same arena? 
 
Maintenance work at Stations and Branches.  When the maintenance staffing level at Stations and 
Branches is above the authorized complement level can the Employer assign the Station and Branches 
maintenance employees to perform work at offices outside of their installation? 
 
Maintenance work at Station and Branches.  Is the employer required to provide to the Union an MS-1 
staffing packet with the updated TL-6 work allowances for each facility prior to adjusting staffing or 
assigning work outside the maintenance employee installation? 
 
 
FMO considered a district position? 
_____________________________________________________________________________________ 
 
 At the Pittsburgh P&DC management is reverting BEM jobs in anticipation of the MS-1 being finalized. 
These reversions have been grieved but my question is can they do this prior to the implementation of 
the new MS-1 or are they positions to be reverted by attrition? Thank you. 
 
So for every job they revert at a Plant would they increase the FMO Staffing? 
 
How many jobs can they take from the Plant? 
 
If our office was using 2 BEM'S to work out in Stations on a daily basis can they take 3 to 4 jobs 
away(revert)? 
 



                     Maintenance Q and A for Webinar as Submitted 

____________________________________________________________________________________ 
I am new to the line H grievance process.  Please do a brief overview of the line H process and why it 
was implemented. 
_____________________________________________________________________________________ 
 
Q:  Will the transition of work from plant maintenance to FMO have any impact on existing AMT 
positions currently domiciled at the P&DC? 
 
How does this effect BEM's who were returned to consolidated facilities now considered non-
maintenance capable under the 2014 BEM agreement? 
 
When will the PO actually publish the MS-1, It is not on line and even the old one has been removed? 
 
 
Will all job reductions whether they are from the station and branches or the plant be done through 
attrition? 
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