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1-803

SECTION 1

INTRODUCTION

1-1 RESPONSIBILITY

1=101 The Poatmaster at each location
is responsible for operation and
maintenance of the faeility in
acecrdance with this bandbook. The
Poatmaater may act as the building
mapager or may deaignate another
individual to perform those dutles. The
director of Plant Equipment Engineering
{or equivalent title) would normally be
this deaignese except in smaller offices
wkere the officer in charge or Posat-
master would be personally responsaible.

=102 Inberent 1n the above respon-
8ibility are certain decisions based on

coat effectiveness for perasonnel
authorizations, ¢training regquests,
repair and Ilmprovement raqueasats,

maintenance eguipment purchases, and
security provisions. Effective maip-
tenance management requires the profer
tools, adeguate supervision, timely
inspection, meaningful information, and
technical competence. It requires
admini stering with open lines of commu-
nicationa at all levela. This responsi-
bility requires the use of good judg-
ment and common sense at alli times.

1-2 APFLICATION

This handbook appliea to USPE personnel
engaged in the operation and mainke-
nance of real property. It preacribes
the policies, procedures, and practices
governing the operation and malntenance
of USPS buildipgs and leased space
including but not limited to the
following:

a. Operation, maintenance, protectiorn,

repalr, alteration, Iimprovements,
and management.

M5-1, I-lld—ll y 11-30-86

b. Offieial relations witih other USPES

offices, other Federal agencies,
State and loeal goveramental
agancies, private organizations,

and the general public.

1=3 SAFETY

The precedures prescribed in this hand-
book place speclial empphaais on safe

work practice and maintalning a safe
envirooment for building cccupants and
the public., The provision of Supere
visor'a Safety Handbook, HBE EL-801,
=shall apply and all employees shall ba
insatructed to report unsafe practicea
or conditions to thelr supsrvisors.

1«4 DIVISIONAL SUPPFLEMENTS

1-301 The Flield Division Generzl
Manager/Fostmaster, to aeet loecal
conditiona, may 1ssue additional
inatructions to i1mplement the proce-
durea and practicea prescribed in thia
handbool,

1-802 The use of procedures and prac-
tlces in confliot with those contained
in this handboock must be specifically
authorized by the Fleld Divialon
(leneral Managet/Postmaster.

1=8032 Two copies of all diviaioral
supplements to this hardbook shall be
forwardaed to the Field Director, Main-
tenance Techniecal Support Center,
F.0. Box 1600, MNorman, 0K T3070-0704.
These supplements will be reviewed for
poasible adoption on a npatioowide
basis=.
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2=2

SECTION 2

BOILDINGS MANAGEMENT PIELD OPERATIONS

2-1 ADMINISTRATIVE SUPPORT MAMUAL

The Administrative Support Manual
{ASM) describes in detail many of the
policies which are implemented in thi=s
chapter.

2=2 GLOSSARY

For the purposs of this bandbook, the
following interpretations shall apply:

a. MAssigned space = Leased space
occupied by USPS,

b. Building Manager - The persoh
dezignated as respocaible for the
operaticn and funeticn of the
building and building syatems to
neet the needs of the occupants.

¢, Conversion - Includes redesign,
remodeling, and conversion of a
building from one use to another,
i.s., workroom or warehouse to
office space. :

d. Extenadon - An addition, emlarg-
ment, or expanaion of an exisating
building which results in an
ingrease in usable fleor area.

e, General purpose space - Space in
buildings suitable for assignment
for general office functions.

f. (SA-controlled buildings - Build-
ingas owned or leased by GSA where
the aasignment and reassignment of
apace and the operation of the
building is umnder the control of
GSA.

€. Leased space - Bullding or part of

building leased by USPS from
private source.
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h.

Maintenance - To preserve or keep
in an existing state or condition;
to prevent a decline from that
state or conaition by pericdic op
occasiopal examination, adjustment,
lubrication, cleaning, and making
miner repairs. Praventive mainte-
nanca is work which is programmed
at scheduled periodic intervala.

Tenant - Any nonpostal agency or
party occupying spaces in a bulld-
ing which i= under the ¢ontrol of
DUSPs.

Reimbursable services - Servicea
rendered fo a tenant which are
financed by the tenant. This could
be either for operation and main-
tenance or for apecial work.

Repair - A repair is the restora-
tion of a facility to a condition
substantially equivalent to 1it=
original state and efficiency. The
distipcetion 1s made that wherean
maintenance 1s preventive, repairs
are curative., Repairs may lnvolve
replacement of component units in
whole or in part when the new unit
substituted is not beiter than the
0ld one was when 1t was acguired.
Routine and incidental replacement
of parts constitutes ordinary
repairs; extensive replacement of
parts coostltutes extraordinary
repairs.

Special purpese space -~ Space 1o
buildings, including land inei-
dental toc the use therecf, which ia
whelly or predominantly utilized
for the spe¢ial purpozes of a
tenant and not genherally sultable
for the use of other tenmants.
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2-510

those locaticons designated by the
Field Divi=ien General Manager/
Postmaster.

2=-502 LOCAL AIR POLLUTION, WATER

POLLUTION, OR OTHER
REGUOLATIONS

Local regulations kpewn to impact
maintenance shall be liated. For
example: city regulations on use of
polyurethane, solvents, open burning,
etc, shall be listed.

2=-503 REPORTS REQUIRED

A listing of reports required or nade
by the buiiding manager showing where
they go and when they must be made with
a brisf desoeription (title} of the
report form, The building managar must
maintain a chronological listing show-
ing actual date of submission. If an
exemption to making a certain preport
has bheen granted by the supervisor,
that exemption must be documented in
this secticon.

2-508 RESERVED

2=505 DEVIATIONS AUTHORITY

A chronolegical listing by chapter and
seatlion of written, signed, dated
guthority for deviations from this
handpook with a copy of the complete
deviation filed in the appropriate
sactiop of the handbook.

2-506 ORGANIZATION CHARTS

A aat of current year organization
charts showing local, MSC andfoer
divisional relationshipa to the
building manager including detailsed
staff ipformation., This should be
reviewed annually and updated when
changes occur.
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2-507 EMERGENCY DATA

2-507.1 A copy of current local fire,
salf=protection organization, contin-
geney piana, and other emergency
procedures, complete with names and
phone numbers and emergency duty
atations. Emergency actliop plans mpust
includa the most current Environmental
Protection Ageney requirements for
controlling emergencies invelving FPCBs.
l.ocal maintenarce procedures shkall
recognize the need to prevent friable
asbestos building materials from being
diaturbed.

2-50T.2 A record of each unatnnounced
fire drill or other emergency drill and
real emergency in chronslogical order.

2-508 MAINTENANCE DOCUMENTS AND
LIBRARY

A listing of paintenance library
handbooks should be maintained showing
name and telephone npumber cof person
responsible to maintain the library and
reaceive and distribute bulletins and
change orders to the maiptenance
section.

2-509 MAINTENANCE TRAINING RECORDS

4 1i=ting of supervisory and nonsupep-
visory personnel showing: Total
training required for each pesition,
traintng completed, fraining plaaned,
and eatimated date of that training.

2=-510 VACATION AND TRAINING
SCHEDULE

A pew calendar year schedule by three
tours showing: Names, job titles, and
scheduled and/or projected vacaticns
and training periods. 3chedules must be
approved and signed by the building
manager. Major changes Jmpacting the
schedule should be added as need
dictates.
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2=1003

2-10 MANAGEMERT OF LEARED SPACE
2=1001 DEFINITIONS

The following definitions distinguish
between management of leased space and
lease administration:

a, Management of leased apace includes
day-by-day actiona permisaible
under the terms of leases, or
arpangements and requests
therefor, the responsibillities for
which are delegated to field
officers.

b, Lease administration includes
negetiations with preapective
lessors and other actions leading
to the preparation of formal lease
documents; subsequent actiona,
usually of a formal nature,
deaigned to enforce lease compli-
ance by the lessor; and actions
incident to lease medifications and
terminations.

2=1002 GENERAL

2=1002.1 When a lease provides for
the operaticon and maintenance of leaszed
space by the USPS, 1t is the
responslbility of the USPS bhuilding
manager to furtisk the service. The
same level and frequency of service
shall be furnished in the lea=med space
that Is furnished in the asame type of
space 1n other USP5 bulldinga. In
addition, the lessor will be required
tc 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
apace must be provided with a copy of
the lease and be familiar with the
terms of the lease, See Management
Inztruction AS-510-83-1.
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2=1003 DUTIES OF POSTMASTER OR
DESIGNATED QOFFICIAL

Occasionally, it way be necessary far
the real eatate organization to request
local assistance in various aapects of
lease administration to carry cut their
responsibility. Such assistanese pay
include the followling:

a, Prepare requirements concerning
maintenance and operations, for
ipnclusion in bidding and lease
document.s.,

k. Inspect and make recommendations
concerning sultability for apace
offered for lease.

¢. Collaborate with the divizicnal
office in making condition surveys
at the commencement, prior to
pccupancy, the renewzal, or the
expanaion of a lease, to ensure
that alterations have been per=
formed in accordance with specifi-
cations and to eatablish and record
original condition at the inception
of the lease term, Aszist in sur-
veying the corpdition of the proper-
ty at the terminaticn or expiraticn
of the lease; in evaluating and
recording the finding; and in
making recommendations concerning
the Postal 3ervice liability for
reatoration.

d. Take necessary zactiom to provide
normal Services whileh are net the
responsibility of the leasor under
the lezse provisions.

e. Coptinuouzaly review and evaluate
the performance of lesaor under the
terms of eac¢h lease; arrange for
thorough inspection of the properiy
as required by ASM 510 necessary to
ensure satisfactory compliance with
the lease requirements by the lesa-
sors, Make all necessary day=-by=day
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2-1108.2

meodular basis. The partitioning 1is
usually of the movable type, generally
ceiling height, and laid out on the
modular lines provided in the basic
design.

2=-1103.3 Storage Type

Space suitable for storage of suppliea,
equimment, records, or material, which
does mot provide an envlronment auit-
able for an office operatiop. This type
includes but i= not limited to closets
and unfinished attic and hasement
areas, as well as space built for
warehousing and record storage.

2-1103.4 Speaial Type

Space which by reason of ipstalled,
fixed faecilitiea or nutilitiea ia
adapted for special use, Included are
laboratories, vaults, unauspended
lookout area, darkrocoms, alectronic
data processing rooms with special
ailr-conditioning, and Industrial-type
operations with installed equipment.
Post office special type space ineludea
workrooms, lunchrooma, lockbox and
service 1line lobbies, mailing vesti-
bules, and platforms,

2=1103.5 Computing Net Assignable
Areas

Measurementa from the normal interior
face of exterior walls to the center-
-line of interior partitions, or te the
canterlines of intermediate partitioms
which aseparate assignable apaces. HNo
adjustment i1s made for colunns, pro-
Jectloms, and alcoves when computing
the net assignable area of a given
apace. In apace where a fully enclesed
conyector resting on the floor extends
from column to column or wall to wall,
the net asaignable area may be computed
by measuring from the face of the con-
vector enclosure to the inside face
of the corridor wall.
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2=-1104 CIRCULATION AREA

Clreulation area is that portion of the
gross area whieh 15 required for
physical access to every reasohable
aubdivision of aspace, whether or bpot
such areas are enclosed by partitions.
These are areas to which the public has
generally unprestricted acceas and
which, If enclosed by walls or parti-
tions, would be <ontrelled by USES,
rather than tv a particular cccupant.

2.1104,2 Borizontal Cireulation Areaa

Generally ineluda areas which are
defined by walls or partiticns for the
purpcse of physical aceea= to various
parts of the building. Horizontal
circulation i1s divided inte the fol-
lowing three typesa:

a, Core Circulation Areas - Includs,
but are not necessarily limited to:

(1) Lobbies
{a) Elevator
(b} Entrance
{¢)} Public
'{d} Public vestibules
{(2) 'Public pedestrian tunnels and
bridgea

b, Main Corridor Areas = Those needed
to connect the means of exit from
each floor, encireling or connect-
ing core areas.

2. Seocondary Corridor Areas - Those
required to provide acceas to thosze
auybdivisionz of space not accessai-
ble by main corridors. Partitioms
to form secondary corridors may be
installed if required for function-
al purposes, If partitiona are
omitted, the 1nstallation lineas
are indicated on asalgnment or
floor plans hy dashes, {Secondary
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2-1109-3-3

2=-1109.1.2
ba used for:

Storage type, which may

a. Storage

b. Vending stands

¢. Laboratories (nonfixed equipment)
d., File rooba

¢. Reserve

2-1109.1.3 Special Types:

a. PO box and mailing lobbies

b. PO workrooma

¢. PO lunchrooms

d. PO mailing platforms

e, Vaults

f. Laboratories (fixed equipment)
g. Courtroomsa

h, Libraries (with fixed atacks)
1. Auditoriums

j. Private tolleta

k. Reserve

2=1109.2 Sarvice Area

2=1109.2.1
used for:

Office type, which may be

a. Pealth unitas
b. Joint-use conference rocms
a. Concessions

2-1109.2.2
ba waed for:

Storage type, which may

a. Garagea, inocluding inslde ramps and
driveway

b, Van locka, ete.

¢. Yonding stands

2=1109.2.3
be used for:

Speclal type, which may

a. Cafeterias, kitchens, and somack
bars
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b, Conceasiona

c. Vending atands
d. Health units

¢, Telephone suite:

(1) Frame room
{(2) Toilet room
{3) Switchboard room

. Lsading platforms
2=1109.3 Operation Areas

2-1109.3.1 Office type, which may be
uged for:

a, Officas, bullding operations
perszonnel

b. Supply rogms, custodial

e, Gear rocoma

d. Security reems (bullding
protection}

@. Locker rooms {custodial employees}

2-1109.3.2 Storage type, which pay be
usad for: :

a. otorage

b. PBullding materials

¢, Custodial materials ard equipment
d. Supply rooms and closets, custodial
e. Service closets '

f. Gear rocms (custodial or other}

2-1109.3.3 Special type, which may be
uged for:

a. Custodlial shops {carpenter,
machine, electrical, plumbing,
paint)

b. Elevator penthouse

2. Lunchroom, eustocdial

d. Trash - wastepaper and incinerator
rooms

e, Gear rooms
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b. Represents the 03PS - Representa
the USPS as apecifically authorized
by the divisicnal office with
State, county, and logal eivil
authorities on matters related to
enforcement of laws, ordinances,
and regulations pertaining to
building conatruction or operation,

¢. Profesaicnal and Trade Aascociation
Contacts = Maintains contact with
local building owners and managers,
trade asscciationsa, contractors,
and technlcal socleties 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 STANDARD LEVEL SERVICES

The services established belew are
provided by the USPS (or the leasor) to
tenanta on a scale sufflicient to
support one normal §=hour shift per
day, 5 days per week. A normal ahift is
considered to include atartup and
shutdown time of equipment which
results in reimbursement being computed
for time in excess of 10 houra, Time in
excess of thisa will require
reimbursesent to the Poatal Service.

a. Cleaning - Hormal cleaning,
including window washing, floor
maintenance, and trash remowval,
When possible, cleaning will be
accomplished during normal buainess
hours.

b. Utilitiea ~ Electriecity {for normal
of fice equipment), water, and heat.

€. Physical Protection - Normal
protection or =security consiatent
with USPS activities.

d. Operation and Maintenance of
Building Equipment -~ Operatlon,

maintenance, and repair of
slevatora, air-conditioming,
heating, electrical, wventllation,
refrigeration, plumbing, and
sewerage systems, including
restroan supplies.

e. Maintenance of Grounds -
Maintenance of grounds, ilncluding
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 entprance, deor closers,
water coolers, electric outlets for
normal office use, door keys,
changing locks {except for special
secuprity), rocm and otccupant
identification, and window shades
or venetlan blinds.

3=202 REIMBURSABLE SERVICES

The Ffollowing are not considered oormal
building =mervices; therefore, they are
not included in the normal rental rate.
Fegueats for these services from Fed-
eral tenaots must be referred to GSA;
such requesta froem other tenants are
the responsibility of the particular
tenant. 3See ASHM 516 for further
inatructionas.

a. Physical Ppotection - Security
peracnnel and protecticon of
glassified records and property,
beyond normal bullding security.

b. Space Adjustments - Services which
are performed for the convenience
of and at the requeat of occupant
agenciea, suckh as the inatallatiocn,
removal, and relocatioen of parti-
tions, electric outlets, annuncia-
tor and buzzer aystemsa; and the
moving of furniture and office
eguirment.
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equipment, tanant must reimburse
the USPS for installation, mainte=-
nance, repalr, and additional
utility costs.

3-208 SPECIAL SERVICES

3=208.1 Auditoriums, Conference Rooms

and Other Meeting Placens

With respect to auditoriums, conference

rooma,

and other mneeting places

(including cafeteria areas when used

for a meeting place),

the following

apply:

a.

Guidelines - The guidelines and
rules to be followed by tenanta in
permitting the authorized use of
meeting places are prescribed in
Figure 3-~1. These guidelinea are
applicable to spaceo used for
conducting meetings within postal-
operated buildings,

Poatal Space -~ Meeting placea rew
served by the USPS and mot assaigned
to GSA may occasionally be used by
tenants as a ecourtesy of the USPS.
Permission for such use may ba

granted at the local level on a
case-by-case basis if suech use will
net interfere with postal
activitiea.

Nonpoatal 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
aatablish enough joint-use confera
ence roomd in nonpoatal space

to meet the needs of the tenpant
agenciea, The authorized use of
such space pust be controlled in
acrordance with Figure 3-1.

Special Buildings Services = The
uwse of meeting placea such as
conference rooms, auditoriuma,

and cafeterias by other agencies
often requirea bullding services
beyond these furnished by the USES
under the rental rate agreepent
with G3A. Thesme extra services may
be provided on a reimbursable basis
when the USES resources are
available and the services can be
provided without adversely
affecting postal activities.
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3-501.2

3-808 REMOVAL OF IMPROPERLY
PARKED VEHICLES

The towing of improperly parked vehi-
gles from parking facilities 1in and
arcund existing USP3=controlled
proparties may be authorized by the
USFS bullding manager provided the
following criteria are metb:

a. BStatutory sanction must exdist; that
is, the removal of improperly
parked vehicles from privata
property 1s not prohibited by local
statutes. This can usually be
determined by contacting the loecal
police. In some lnstancea a
de¢laion from the USFS lsegal
counsel may be regquired.

b. One of the following adverse
aituations mist exist. A vehicle is
improperly parked so that:

{1) A fire lane is blocked or any
other safety bazard is
created,

(2) Entrance or exit from a garage
or parking lot is bloeked.

{31) Entrance or exit from an
authorized pariing aspace 1z
blocked.

{4) Maneuvering area for postal
vehicles is blocked,

(5) A parking apace i3 occupled
which is authorized for postal
and criminal law enforcement
vehicles, or private vehiclea
of Federal jJjudges, Hembers of
Congress, or heads of tenant
agencies.

{6) A parking space authorized for
official customers, visitors,
and employeea'! vehicles ls
gecupled and other parking
spaces are not available for
authorized vehiclas.
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¢. The building mahager should attempt
to contact the operator of the
improperly parked vehicle to volun-
tarily remove the vehicle before it
is towed away. If this 1s not pea-
sible, the procedures for towing
require that the applicable local
statute or ordinance be followed
meticulously. If towing 13 per-
formed by licensed private opera-
toras called by the bulilding mana.
gar instead of by the police, the
building manager ahould develop a
list of those opearators within a
reasonable distance of the facility
involved and rotate towing Joba
among the operators Lo ensure egual
businesa cpportunity. It is to be
understocd by the operators that
all coats of towing are to be borne
by the owner of the vehicle,

i=5 FURNISHINGS AND EQUIPHENT
3J=5G1 DIRECTORY BOARDS
3-501.1 Lecatlion

Directory boards: {a} should be iD-
stalled in all buildings on each floar
adjacent to the elevator, or to the
stairway if there are no elevators;
{b) may be inatalled at loading docks;
{¢) should be providad to the extant
necessary in each particular case;
fd) should list the tenmants which have
quarters on that particular floor;
{e) at the loading dock, skould list
recelving agents for tenants; and
{f} at the street floor, should Dbe a
combined liatipng ahowing all of the
tenanta whieh have space 1in the
building.

3=501.2 Design

Directory boards =2hould be wall-
mounted, enclosed with glass deorsa, and
provided with locks, In new bHuildings
constructed by the USPS, directory
boards of standard design will be
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3=503.3 Outrigger Signs

Outrigger signa of any size protruding
into the ocopridors nust not be used
under any clroumatances,

3=-504 ELECTRICAL EQUIPMENT -
EMPLOYEE OWNED

3-504.1 General

In the interest of utlility conserva-
tion, individual appliancea (e.g.,
coffeas makers, electric can openers,
refrigerators} are not allowed to be
used by employees in postal installaa=
tions where commercial food and
beverage sourcez, auch a3 vending
machinea, cafeterias and snack bars are
avallable. At the ninimum, necessary
efforta should be made to install at
least asoft drink, coffee and anack
vending machines when the number of
enployees in the inatallation Justify
this, When wvending machlnes are not
justified, and indlvidual appliances
are necessary, ensure that only mipimum
numbers are used by eatabliashing coffee
poocl, etc. When feaszible, all appli-
ances should be shut off when they are
not reguired during peak icad pericds.

3-504.2 lgency Request

A tenpant desiring to have am employee
appliance installed in a building under
the jurisdictleon of the USPS is re-
guired to submit a reguest in writing
to the bulldirg manager of the bullding
in which the jnstallation 13 to be
made. The reguest deacribea the appli-
ance and its intended use, and must be
approved by the building manager. The
building manager will then inform the
requesating tenant of i1ts approval or
disapproval in writing.

3=-504.3 Bullding Manager Inapection

a. General - The building manager must
‘provide for the periodic inspection

of all inatallations of electrical
appliances to guard agalnst a
possibie fire hazard, and to ensure
the observance of good bousekeeping
and energy-conservation practices.
When the use or inatallstion does
not conform to the safety,
installation, sanitary, or energy-
oonsarvation requirements, the
tenint must be requested to order
itas removal.

Safety Requirements - Tha
electrical ¢irendlt omust have
suffieiant capacity to handle the
additicnal locad requirements. The
appliance must bear the label of
Onderwritersa! Laboratories or
another approved testing labora-
tory and be free of any defect at
the time of Installation. All
electrical appliances must be
turned off when not needed.

Installation ERequilrementa

(1) Hot platea and similar
appliances may be inatalled
only at the locations appreved
by the building manager, and
must be perpanently wired
through a combination switch
and pilot light.

{2) No obstructicn may be within
48 inches of the front of the
appliance. The clearance
between the appliance and
unprotected combustibles must
be at least b6 ineches on all
szides facing the combuatible
material, and 36 inches
overhead. If expozed to
combuatible material where
these clearances are not
possibla, the combustible
meterial musat be protected by
sheet metal not lesas than
24 U,5. gauge,
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3-603.4

3-602 FACILITIES FOR THE
HANDICAPPED

Within funds available, facilitliea for
the handicapped are provided in the
following order of preference: (See
RBE EKE-4, Standards for Faedility
Accesalibility by the Physically

Handicapped. )

8. Ramps - At al) bulldings without &
street level entrance, provide at
least one ramp. Tha ramp shall
preferably have a slope of 5%, but
if this is not feasaible, the siope
shall not exceed 1 foot in {2 feel,
and be 1n accordance with the mini-
mum standards contained in ANSI
A117.1.

b. Toilets - (ne men's and one wcmen's
tollet, preferably on the Firsat
floor, and, 1f feamible, on each
fleor, are provided, with a water
clozet 39 inches wide, with asaist
barsa, and with a door 30 inches
wide which swings sut. If feaaible,
the water cleset 1s mounted 20
inches above the floor. Entrance to
tollet rocpa must be 8 minimum of
J=Feet wide.

¢. Drinking Fountains - One drinking
fountain per fleor, mounted with
the top of the bubbler not over
38 ipches above the floor.

d. Telephones - At least ome public
telepbone, mounted 32 inches above
the floor near the entrance for
the handicapped. If a regesa is
provided for this shelf, it may not
be less than 30 inches wide., Also
aee Section 15-5.

¢, ‘Elevators = Elevators for
passengera or passengers and -
freight, installed in multistory
buildings accessible to and usable
by physically handicapped persons,
pust conform to the Suggested
Minipum Passenger Elevator
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Requirements for the Handicapped,
developaed by the Natiomal Elevator
Industry, Inc., in compliance with
ANST A17.1 Safety Code for
Elevators.

3-603 INSTALLATION OF
SPECIAL EQUIPMENT

3=503.1 Special Purpose Space

Space occupled by special equipment
suth a3 electronlc data proceasing,
laboratory, ete. sometimes requires
special environmental censideration and
is subject to continuous operaticn. It
is, therefore, considered to be special
purposs apace. When peeded, this space
ia provided with special air-c¢opdition-
ing unita to prevent the inefficient
operaticon of the large central chiller
te serve only thia amall area.

3-603.2 USP2 Electronic Equipment
Space

All construction and inatallation costs
incidert to preoviding this special
purpose apace are charged to the
account supporting the installation
rather than to the maintenance of the
building.

3-603.3 Tenants' Electronic
Eguipment

411 constructlon and installation are
the fundipngz respensaibility of the
benefiting tenant and are arranged for
in accoerdance with 3Section 3-2. Where
speclal opurpose ailr-conditioning or
emergency generators are required,
their funding i3 alsgo the responsi-
bility of the benefiting tenant.

3-603.4 Submeters

When tenants install equipwent which
increases utility copsumption beyond
normal office usage, submeters should
be installed (kWh, steam, ete.}, and
monthly recordings of submeter readings
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3-609.1

b. 4 standard Armed Forces recruiting
sign has been adoptad by the
Department of Defense to be used
where two or more recruiting
offices are staffed by full-tine
rearuiters. Inatall this aign on
the exterior grounds near the main
entrance so as to be elearly
visible to peadestrians. This
atandard recrulting aign may be
obtalned from local sources upon
reqgueat of the Corpa of Engineers
Division or District Off'lcs,
provided that the proposed aign
location is concurred in by the
USFS bullding manager and the coat
of the =2ign and ita installation
are reimbursable. Flans and
spacificationa for this adgn are
shown by Flgure 3-3, A Department
of Defense directive prescribes the
order of precedence of the servicen
shown in the fllustration, and must
be bonored.

e. An alternative to the standard sign
is shown by Figure 3-4, It may be
placed where 1t is not practical to
inatall the standard sign, such as
where twe or more services are
quartered in a ataore fronting on a
sidewalk, and where thers is no
grassed or other avallable area.
The remaining provisions cootalned
in the preceding paragraphs apply.

d. An "A® frame may coatinue to be
used by single service recruiters
wihich normally bhave offlcea wilthin
the building. However, these signs
nust be sacurely fastened sac that
they cannot be turned over by the
wind, Reeruiting saigns or -banners
are not to be displayed from the
windowa of USPS buildinga.

e. Where recrulting offices are estab-
lished, thelr location or room
numbers should be indicated in the
lobby. Idrectory boarda are the
preferred interior method for
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identifying location of the
racruf ting officea.

3=609 PRIVATE TOILETS AND
SHOWER FACILITIES

3-609.1 Proviaion of Private
Faclilities

It is USPS policy to make no provisicon
for private tollet and shower facilia
ties in general purpoge office apace,
Posaible exceptions to this are:

8. Private tollet facilities may be
provided for Judgea, court and
Justice Department officials as
provided ir the GSA Handbook,
Onited Statesa Courta. The USFES
doea not fund installation of
these facilitiea.

b. Private tollet facilities may be
provided for poatmasters where
authorized as in HBK AS-504, Space
Requirements.

¢, Special toilet facilitles may be
provided for ecertain 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, health
unita, detention ¢ella, postal
inspection imstallations which
adjoin entrances to lookouts,
continuous duty posts sueh as FBI
duty rooms, and aimilar inatalla-
tions. These teilets must be
located advantageously to serve the
greateat oumber of empicyees. The
posaibility of reasalgnment of the
space to other agencles muat be
consldered in locating these
facilitiens and the location must be
selected on the basis of minimum
obatruction to future agency
layouts, The beneflting agency
funds installation of thecae
facilities,
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3-614

e. Voter entrances and exits must be
arranged to ensure the security of
the majls,

f. Workroom apace, where mell 1s not
totally isolated toc preclude access
by unauthorized individuals, must
not be umed for voting.

g. Local law enforcement officlals
must agree in advance to enforce
both PFostal Service Regulationa
governing conduet on postal
premises and applicable atakte and
local lawsa during the voting.

h, The State or local government ouat
agree in advance to reimburse any
costs incurred by the Postal
Sarvice for additicnal security,
uytilities, or bullding operation
necessary for the use of the
facility for voting.

i. The display or distributica of any
political literature, badges,
insignia, or poaters on Poatal
Sarvice property, Ipnecluding parking
areas, is probibited.

3-613.2 4 request to use a UEPS fa-
cllity for voting must be recelved by
the Headquartera Operating Policles
Opfice, Operations Support Group,
through the Field Division General
Marager/Postmaster, net leas than 60O
day=s before the scheduled eleection, for
appruoval by the Postmaster General or
designee. The requeat musat include
complete details addressing each of the
copditions listed in 3-613.1. Requests
must be made and approvala muat be
obtained for each election use of a
USPS facility for voting.
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3-613.3 BRequests to use the grounds
of USPS facilities for political
meetings or rallies must be denied.
This longatandlipng practice was
establizhed because such use:

a. Tends to encourage partisan
political activities in Federal
apacve, which 1s probibited by law.

b. May require that the building
remain open beyond normal operating
hours.

¢, Greatly increases traffic in the
building, creates cleaning and
other maintenance problems,
increasss ¢oats, and may creato
liakility problems.

d. Interferes with the conduct of USES
business.

a. May be viewed as evidence of
Federal participation in the loeal
eleation proceas.

3-514 SOLICITING, ELECTIONEERING,
COLLECTING DEBTS, VENDING,
AND ADVERTISING

With <¢ertain specific exceptions,
soliciting alms and coatributions,
cappaligning for election to aoy public
of fice, c¢collacting private debts,
commercial soliciting and vendipg, and
the display or diatribution of
commercial advertlising on postal
premises are prohiblited. These and
related specific rules and regulations
governing conduct on postal property
are Ffound 1ir POM 221.6 and are
reprinted as Poster ¥No, 7.
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aontract; are contained in Short
Form Specifications, HBE RE-10, This
apecification mey alsc be uszed aa a
guide for planting, replanting, and
maintaiping treea, shrubs, ete. To
enhance the appearance of the grounds
and buildinga, landscaping should be
arranged to conform to that of adjacent
premises.

5-201.3 The divisional office shall
review any proposed landscaping which
may aesthetieally affect the archi-
tectural appearance of large or moou-
mentzl type buildinpgs.

5-202 ISOLATED LOCATIONS

In situations where there are wilde
expansesa of Iisolated grounds not in the
public view, maintenance skall be
limited to the elimipation of fire,
safety, and health hazards (a=m required
by local ordinances), and the preven-
tion of m30il ero=ion and depreciation
of land values.

5=203 TECHNICAL ASSTISTANCE

Due to the varying climatie and soil
conditions throughout the <¢ountry, the
racommendations and aervices of the
loecal agricultural agent or State
npiveralty should be solicited regard-
ing graass seed mixtures, fertilizing,
liming reeds, filling, sodding, care of
trees and ahruba, rrequency for mowing
and watering grass, and other grounds
majntenance problems. This service
should be free. Local gardean clubs are
also a good source of advice,

=204 EQUIFMENT

The equipment purchased should be of a
make and 3gilze mesat effective for the
work to be accomplished after copsid-
ering the ¢ost of equipment wversus
workhour =avipgs. All mowers, cutting

tools, and related equipment sha}ll be
maintalned £in good working order.
Gasoclire and other fuels =shall be
properly stored throughout the year,
During out-of-season mponths, any
necessary equipment overhauls shall be
accomplished, and the equipment ahall
be properly protected and steored,

5-3 APPROACHES
5=30% GENERAL

The maintenance and repair of drive-
ways, maneuverlhng arezs, aldewalks, and
curba on USPS property 1s essential.
The quality and composition of repair
apd replacement materials, as well as
applications methods, should conform
closely to those found most effective
for local areas by the hkighway or
atreet department. Timely preventive
maintenance auch as application of a
seal coat to aaphalt paving will pre-
vent deterloration and eventual major
rapairs. Where coracks, spalled areas,
potholes and ruts have already
pecurred, immediate repairs must be
made to prevent further damage to the
paving but also to eliminate a =afety
hazard and a source of damage to vehl-
¢les, Applicable GShort Form Specifi-

cationa, HBX RE-10 and Maintenance

Bulletin MMO-Z2-TT should be used for
maintehance repair projects.

5-302 SIDEWALKS

Particular attention should be glven to
sidewalk areas adjacent to USPS build-
ings. Cracked, ralsed, or sunken side-
walks should be prepaired or replaced
promptly. If the sidewalks adjacent to
USPS property need repair or replace-
ment and are the responsibllity of the
State or local government, every effort
shall be made to obtain repair or
replacement at the expense ¢of the State
or Jlocal government, If the State or
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6=302

SECTION 6

STRAUCTURES

6-1 RESPONSIBILITIE3
6-101 GERERAL

This section deal= with topies that are
typical of those encountered by person-
nel concerned with the structural fea-
turea of USPS buildings. Bulldipg mana-
gers must be informed of the condition
of the struectural elementa of all
buildings for which they are responsl-
ble.

6=102 ADHERENCE TO CODES

Compliance with local codes and
ordirances or model bullding code ia
required as a minimum standard. Where
USPS - handbooks, guidelines, er other
directives are more stringeant aa
related t¢ stroctural requirements,
these shall ba followed.

6-2 STRUCTURAL MAINTERANCE
ARD REPAIR

The bullding atructure reguires routine
maintenance, The Work required to main-
tain and preferve a building, such as
painting, peinting, roofipg, and weath-
erproofing is developed by engineering
defined 1in HBXK MS8-T,
Repair and Alteration of Real Pro-
erty, and HBK M5-6, FRepair and
Alteratlon Surveys, and is usually
accomplished by contract. The building
managers are responalble for having a
building inspection conducted at least
opce a year ip a1l buildings for which
they are reaponsible. The purpose af
thiz leocal inspection is to identify
developing problems in thelr earlieat
stages 30 that they can be corrected at
a mipimal c¢ost to the USPS. This
inspection shall include the roof and
should ideally be conducted in either
the spring or the fall of the year.
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Also imeluded In the lpoeal inapection
should be interior features such as
floors, blinds, door locks, and parti-
tions. The need to service these items
shall be noted by all USPES personnel in
the rfacility during their normal Jjob
performance and reported to the
building mapager. Preventive main-
tenapece guides for entrance doors,
power-cperated doors, and other
structural items that reguire pre=-
ventive maintepance are inh Section 13.
Short Form Specifications, HBK RE-10,
are used for local contracts and as a
guide for work performed by USFS
malntapance employees.

6=3 FACILITY REQUIREMENTS AND
RESPONSIBRILITIES

6-301 PLACING OF SEALS, PLAQUES,
AND MEMORIALS IN USPS
BOUILDINGS

The policy on dedicatory plagues and
meacrials 18 in ASM S1B.14.

6=302 FLOOR LOADS

Buildiog managers are responsible for
preventing unsafe flecor leading in any
space that they manage. In fulfilling
this responalbility they shall keep
readily avallable iaformation showing
the maximum loading that may be per-
mitted on any floor in the bullding.
A convenlent and appropriate place for
this information 1s on the assignment
plan for each buildipg. OSEA requires
that the building manager place plates,
on which the approved floor load has
been marked, in a consplcuous place in
sach area to which they relate (OSHA
1910.22{d){(1)}. If the safe loading
figure is not knewn or not available,
it should be obtained with the asais-
tance of the divisiopnal office, In some
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Any succeeding lines required to iden-
tify the major organizational element
cecupying the room or suite of rooms
must  be mounted and abutting the top
holder. Organizaticnal information on
these aigns should bhe the same as the
titles displayed on main lobby or floor
di rectory boaprds,

6=304.4 Room Number and DUse
Idantification

Hoom number and use 1identifiecation
aigna are used to identify publie and
building service spaces. Symbol-signs
to be used for this purpose are
specified in HEE MS-5UA.

6-30% CORRIDOR IDENTIFICATION

Corridors are identified on assignment
plans abd labeled by postal personnel.
The aize and type of lettering to be
used depends on the 2ize 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
bullding; for example, near eslevator
banks to show the location of commonly
viaited space such as first ald room,
library, auditorium, etc. Signs of thias
type ahould be applied to the corridor
walls uslng lettering specifiied 1in
HBE MS-544, OQutrigger or celling-hung
aigns, cother than those provided in the
construeticn project, are prehibited.
Qocasionally a =2lgn visible from a
distance 1s needed. A neat sign ¢n a
movable stand may serve if the need for
it 1s temporary. To meet the needs of

MS-1, TL-A, 11-30-86

Management,

long duration, appropriate signs on
corridor walls are preferred,.

6=306 HISTORIC PRESERVATION

It i1a U3SPS policy to comply with the
National Histeoric Freservation Act and
all regulations issued pursuant to it.
Procedurea for handling historic
propertles are covered in ASM 515, 518;
HBE FERE-1, Realty Acquisition and
Saction 4-303; and

MI AS-510-84..2.
6=307 ARTWORK

Proper care and malntenance of artwork
in postal-owned bulldings is eovered in
4SM 515; HBK RE-1, Section 4-303; and
MMOAT2-85,

6= IDENTIFICATION OF USF3 BUILDINGS
6-401 GENERAL

All postal installations must be
clearly identified to ensure customer
recognition of the facility. Refer to
ASM 518.1 for pollcy and guidance on
building identification.

6~402 REMOVAL OF BUILDING
DESIGNATION

Prior to the disposal of USPS-awhed
property, all signs, including PU.S,
Property == No Trespassing” signs,
which designate the building name or
Federal ownership, must be removed,
This Ia done just prior to tranafer of
title.
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used only when one or both of the
following conditions exist:

a. Deatruction of classified, patho-—
logical waste, or other materlal
involving a security opr safety
hazard 13 required;

b. Muniecipal or private diaposal
faceilities are not available or are
inadequate for the gquantities of
material involved,

T-302 BIRD CONTROL

T-302.1 General

The methoda of bird contrel fall inte
four general groups. All of these are
harmless to the birds themselves, and
may be expected te drive them to other
upnprotected locations. The results
cbtained with the various methoda show
that definite improvementa in the bird
problem are possible. Most of the meth-
cds have limitations, and careful con-
sideration iz neceasary to assure that
the method selected is suitable for
the lecaticon. Listed helow are brief
deacriptions of various mathods,

T-302.2 High Voltage Hethod

This method consiats of 1insatalling
pairs of wires mounted on insulators,
attached ta the area to be protected.
When the birds short the two wires with
their feet, they receive a high-
voltage, low=-current shock which is
repeated at intervals until the short
is removed when the birds leave, In-
stallation of thia method requires a
contractor whe ia familiar with this
speclalty. The resulta with thias syaten
are eXcellent, Initial cost of this
inatallaticon is high, but it is a per-
manent solutioen to the problem.

T-302.3 Chemical Methed

This method uwses a viscoua, siow=drying
material applied to the roosting sur-

faces with a paipt brushk or caulking
gun, The chemical-control method i3
very aucceszsful for a short time. Ap-
piicationr muat be repeated three or
more times per year. Cost of applica~
tion is low where extensive scaffold-
ing i3 not required.

T=302.3 High Frequency and
Audible Sound

Oltrahigh frequency sound usuwally does
oot produce satisfactory results. The
use of audible sound (asuch a3 distress
cries of a starliog) and the sonie
method have had only limited success.

T-302.5 Secret Proprietary Methoda

0f the methods tested thus far, the
moat succassful was affective for ap-
proximately 10 montha, and repeated
treatments were much less effective. If
there 1a not a loglecal explamation of
bhow a proprietary method works, Iits
effeotiveness sheould be evaluated
bafore commitmenpts are made. Consul=
tation with <divisional or MTSC
personnel 1a advi=mable.

7-303 CLEANING IN CONCESSION
SPACE -

The special cleaning reguiraments of
concession space and reaponaibility are
detailed in HBK EL-602, Food Service

Operation.
T-308 USE OF WALE-OFF MATS

Walk-off floormats are used at major
public entrances to trap dirt carried
in frog the street and prevent its dis-
tribution throughout the building. Two
sets of 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 ¢leane-
ing assignment. Light scll may be re-
moved by vacuuming., During inclement
weatber, when the mats are badly
soiled, they sbould be removed and

MS-1, TL-%, 11-30-86
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liats is required for support of the
equipment. When maiptenance is
difficuls, the contract officer who
arrsnged the procurement may be of help
in determining warranty applicabllity
and compunicating with the =upplier, If

local reaources are exhauated, the

problem should be transmitted to the
divisiopal office and to MISC using
Ferm 14568, Maintenance Problem
Feedback Report. Instructions for use

are printed on the form.

M3-1, TL-¥, 11-30-86



B-106

Operation and Maintenance of Heal Property

American Standard Safety Code for

Elevators, Dumbwaiters, and
Escalators, ASME/ANSI A17.1. State
and local regulaticns or codes should

be applied in harmony with thia code,
The building manager is responaible for
cbtaining the latest coples of the
referenced publiecationa and making them
available to the personnel who are
asaigned to the mailntenance, upkeep,
and repair of vertical transportation
equipment. The code i3 centinually
being revized and improved, Scme of 1ts
newer rules apply principally to Dew
installations and it 1a not finaneially
practical to apply them £fo existing

installations unless an extensive
modernization is undertaken. If the
coat of chapging an existing

installation tc meet a code reguirement
is out of proportion to the beneflts to
be derived, the division may use
administrative discretion about the
requi rement, provided legal cooformity
and resscnable safety are assured, and
provided instructions to the contrary
have not been issued,

8-106 SIGHS

A1l signs used to designate service, to
identify c¢ara and landinga, and to
instruct the public or builddng ocou-
pahta regarding operation of elevateors
and escglators are to be furnished by
the building manager and ara described
below:

a, Posting Hours of Service - The
hours of operation of each manually
oparated elevator must be posted at
each main-floor landing.

b. Identification of Eacalators and
Dumbwalters « Each escalator and
dumbwalter 1= identified by letter
or nunber zt each floor with a
poated =2ign similar to that uzed to
identify elevatorsa.

¢. Identification of Elevators — An
identificatior sign must be

installed on the wall at each bank
of elevators near the elevator
entrance at each landing. This sign
shows tbe number of the car as
designated on the construction
drawings and also the elevator
funetion, i.e., pazsenger only,
freight only, or passenger and
freight.

OQut-of-Service Notice - This sign
is used to identify elevatora which
are not operating., The algns must
be neatly made and bear the words
"his Elevator 1s Being Serviced.
Please Use Elevator No. ™

Identification of Floor Landings -
The floor number of each elevator
and escalator landing muat be
ldentified, elther by placing the
floor designation of each hoistway
docor edge 3¢ that 1t is viaible as
the door opens, or by postinog the
floor number in a door card or
certificate holder placed on a wall
in a location readily visible a=
the car door cpans.

No Smoking - For fire and sarety
reaschs or to comply with local
regulaticna where required, smoking
on elevatora can be discouraged Dy
installing "Pleass Nc Smoking”
#lgna in plaln view ¢n the rear
wall of the car, visible to persons
entering. Lettering approximately
ope-inch high is auggested.

Emepgency Inatructions - Procedures
to be followed in case of emergency
must be copspicuously placed in
each elevator car. Ap example of
typical instructions 1s ahown in
Figure 8-1. The lettering should be
phoaphorescent in case of lighting
Failure,

Carrying Passengers on Freight
Eilevators - Each freight elevator
which meets the conditions stated

M5-1, TL-4, 11-30-86
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in Paragraph 8§-109 muat have a aign
indicating that only employee
passengers are permitted to ride on
it.

Uging Elevators During Emergencies:

A sign must be econapicucusly posted
advising not to use elevators for
evacuation durfng fire or other
emergency.

Io Addition to Capacity and Data
Plates:

(1) In every freight elevator, a
2ign shall apecify the type of
loading for which the elevator
is designed and inatalled. The
wording of the sigp must be as
apecified in ASME/ANSI A1T.1.

{2) Classes of loading are:

{a) Class A: Goneral Freight
Loading. Where the load
18 distributed, the
welght of any single
plece of freight or of
any =2ingle hand truck and
its load ia not more than
1/4 the rated load of the
elevator, and the load 1s
handled ¢on and off the
car platform manually or
by means of hand trucks.

{b) Class B: Motor Vehicle
Loading. Where the
elevator i1s used solely
to carry trucks or
pas=senger automobiles up
to the rated capacity of
the elevator.

{e) Clas=z C1: Industrial
Truck Loading, Where:
truck 1s carried by the
elevator.

{d) Class C2: Ipdustrial
Truck Loading, Where

MSet, TL-§, 11-30-86

truck is not usually
carried by the elevator
but ‘used oniy for loading
and unlcading.

Class C3: Other Loading
with Heavy Concentra-
tiona, Where truck is not
uswally used.

(e)

These loadings apply where the
welght of the concentrated
load including a powered
industrial or band truck, ir
used, is more than 1/Y4 the
rated load and where the load
to be carried does not exceed
the rated load.

§-107 LOCKING OF ELEVATOR 3PACES

Elevator machine rooma and pit en-
trances must be Kept locked at all
times. Only qualified mechanics, in=-
spectorsa, or persona in thelr company
are permitted in these spaces, Doors to
these spaces must be self-eclosing and
self-=locking.

8-108 ELEVATOR DATA CARD

Foerm 4813, Elevator Data Card, Flgure
8-2, must be completed and maintalned
in the maiptenznce office for each
elevator,

8-109 CARRYING PASSENGERS ON
FREIGET ELEVATORS

a. Freight elevators, not accessible

to the general public, may carry
employeea subject to the following
conditiona:

{1) The rated load of the elevator
13 pot less than that required
for a passenger elevator of
equivalent inside net platform
area a3 required by Rule 207.1
of ANSI AM7.1.



e

Operation and Maintenanos of Eeal Froperty

8-202

b.

underatand the parts applicable to
elevators, and understand their
rezponsibility for thelr own
perschal safety, the safety of
fellow employees, and the safety of
the public using elevaters they
sarvice.

¥When an elevator operates
improperly or in a manner that
causes doubt about its saf'ety or
reiiability, it must be immediately
removed from asrvice. The cause of
the improper operation must be
determined and corrected, and the
elevator tested prlor to returning
it o service.

In no lnstance may slevator
mechani=sms or controls be
manipulated or temporarily altered
to expedite repairs. All
alteraticns, both mechanical and
alectrical, must be approved by a
profesaional engineer apnd ceprtified
for compliance with ASME/ANSI
417.1. Apy aiteration to the
caontroller should be approved by
the controller's manufacturer.

When an elevator malfunction ia
reported, the elevator MUST BE
TAKEN 00T OF SERVICE IMMEDIATELY.
The persaon responding t¢ the call
performs the following before
troubleshooting the malfunction:

{1) Deatermine that no oue is on
the elevator, and shut it
down.

(2) Post "OUT OF SERVICE™ signs in
front of holstway deoor at each
level.

The acurce of the mal functlon must
be determinad, proper repairs and
corrections made, and the elevator
thoroughly tested prior to
roeturning it to servica.

MS-1, TL-3, $11-30-86

r.

Prior to performing any work,
however minor, on an elevator,
signs must be placed in front of
the holatway daor at each level,
advising that the elevator is out
of service, (See Para. 8-1064d).
Signa aupported by a chain
auapended from each side of the
holstway door, attached to the door
facdng with magnets, are recom-
mehded. Magnetic signa attached
directly to the holstway door must
not be used ajnce they would not be
visible whenh the door 1=z open.
Other typea of barricades may be
used; bowever, they should be
conatructed to allow passengers ¢
leave an elevator without exgessive
effort.

If persons are trapped in a stalled
elevator, follow the procedures in
Appendix B8A.

Elevator mechanics must be provided
with the proper tools and equipment
for servicing elevators. Only high=-
quality meters may be used to teat
elevator circults. Teat lamps must
never be used since the lamps will
often deaw suf'ficient oqurrent to
cparate relays,

Only qualified elevator mechanics,
inapectors, or persons in their
company are allowed to enter
elevator machine rocomsa or pits. In
no instance should anyene other
than a gqualified elevator mechanic
whe is familiar with the equipment
enter a machine room to try to get
a stalled elevator started.

§-202 REPAIRS

Major repairs or replacements are
included in the repair program. Repalrs
not of an emergency nature should be
acheduled for a time which will not
affect building service.
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aigned when inspecticns are made, and
the elevator, dumbwalter, or escalator
MUST NOT EE OPERATED WITHQUT A
CERTIFICATE. Specifie inspection
requirements are contalined Iin
Management Instructiona AS-620-82-12
and AS 620-88-14,

8-302 SCHEDULING INSPECTIONS
AND TESTS

The program schedule of regular inspac-
tions 13 prepared a year 1in advance
with a plan for performance of the
inapection by a qualified inspector.
Bujlding managers are primarily resapon-
aible for assuring that all elevators
under thelr contrel are acheduled for
inspection before current certificates
explre. =

8=303 INSPECTOR QUALIFICATIONS

Inspectiona are made by elevator
inspectora, elevator engineers, or by
mechapical, electrical, or safety
engineers who meet the standard set in
ANSI/ASME QE1-1-1984 Standard for
Qualification of Blevator

Inapectora.

The suggested sources of elevﬁtor
lnapectors are listed helow:

a. TUSPS perscnnel, G3A, or other
Federal agency which has qualifled
elevator inspeactors who regularly
perforn inapections of thelr own
elevatora., Names and locaticna of
UGSPS elevator inspectors are
identified in maintenance bulletins
which are updated when necessary.

b. Municipal or State code enforeing

authority which performs elevator
. inapections in privately owned

facilities., When arranging for
these inspections, it must be
clearly understcod by the ounicipal
and/or state representative that
the Postal Service as an indepen-
dent establishment of the . S.

MS-1, TL-4, 11~30-86

government is not subject to State
or local regulation or licensing of
its elevatora. The inspectien 13 teo
be performed as a service and will
not obligate the Poatal Service to
comply with local licenses or code
requirements bevond the natio
standard. E

¢. Qualified alevator service com-
panies. The term "Inapector" as
used here refers to any cne of
these qualified persons. The me-
chanic in charge of maintaining
the equipment or =some other respon-
sible representative of the USES
should accompany the lnspector.
Where elevators are maintained by
contract, the maintenance Con=-
tractor 1a not eligible to per-
form inapection. However, the main-
tenance contractor must perform the
required tests in the presence of
the ilnapector. The Field Division
General Manager/Postmaster may make
exception to thizs rule at ampall
remote lccations where excessive
expense would otherwise be
incurred. Such ipstances requirs
specific approval on a case=by-case
basis and a different person {[other
than the one assigned responsl=-
bility) in the employment of the
contractor 1a allowed to perform
the inspections and required to
complete the appropriate USES
checkliast., A copy of the completed
checklist is furnished.to the Field
DMvision General Manager/
Fostmaster. Also at least every
third inspecticn must be made by a
USPS=certified elevator inaspector.
These eXceptions must be reported
to the MISC Field Director.

B-30% INSPECTION FREQUENCY

B=a304.1 411 passenger elevatora,
frelght elevators, escazlatora, and
moving walks must be lnapected at least
every 6 months,
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d. Fsrm 4089, Inspection
Checklist - Direct Plunger

0il Hydraulic Elevator.

e, Escalator Inspection Checklist
(issued by Maintenance Bulletin).

f. Power Dumbwailter Inapection Check-
liat (issued by Maintenance Bulle-
tinJ¢ B

8-306.1 DSPS-Certified Inapeatora

U8PS=Certified Elevator Inspectors must
complete appliecable checklists when
perforning inspections.

8-306.2 Contract Inspectora

When inspection= are contractad with
private firms, i.e., A/E, maintenance
contracters, and inaurance ocompanies,
completion of appropriate checklist(a)
mnust be made a part of the contract.

8=306.3 Loocal, State Government or
Other Federal igenciea!?
Inapsctionsa

When inspection is performed by loecal,
state government, or other federal
agencies' i1nspectors, 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 g¢hecklist to
assure that the inspection meetas
National ASME/ANSI A417.% and USPS
standarda.

B-306.4 Ratention

For each inspection, the USFS inspector
ratains a copy of the complete check-
list and furpishes one copy to the
leocal office along with the certificate
and inapection report. The leoecal office
retains the completed checklist for 10
years.

M5-1, IL-4, 11-30-86

8=307 CERTIFICATE OF INSPECTION

If an elevater, escalator, or dumb-
walter meets the s=afety requirementa
and there are nc sericus maintenance
deficiencles, the 1nspector shall
promptly prepare Form 279, Certificate
of Inapection, Figure 8-3. The person
responsible for maintaining the equip-
ment counteraigns the certificate and
displays it in the ecar, to show that
the equipment bas passed inspection.
Certificates for escalators are posted
on or pear the machine. The certificate
has additicnal spaces ta be filled in
when the equipment is reinspected.
Whenever another inspectlion 1s made and
the requirements are met, the inspector
and the perzen respensible for the
maintenance of the equipment aign the
certificate and date i1t. When all the
sapaces are filled in, the inapector
ahall issue a new certificate. If the
certificate becomes soiled or unsightly
before all the spavesz are nsed, it
should be replaced.

8-308 UNSAFE EQUIPMENT

If the equipment fails to meet the
requirements, the inspecteor shall with-
draw the certificate. If the inapector
findas a condition that might cause an
accident or serious mechanical failure,
he shall withdraw the certificate and
notify the building ma2rager, or other
responsible offielal, that the equip-
ment 1s unsafe and muat not be used,
Notify other parties specified in
Paragraph V of AS-620-82-12 and para-
graph IV of AS 620-84-14.

8-4 SPECIAL REQUIREMENTS AND
FROCEDURES

§-301 RELEASING PASSENGERS FROM
STALLED ELEVATORS

The release of passengera from a
atalled elevator is very hazardous 1if
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Figure 8-}

=205 EMERGENCY LIGHTING UNMITS freight). It serves to allay fears in
the event of a blown fuse or & more

FOR ELEVATOR CARS

An emergency lighting unit shall be

serious power failure,
iilumination for the control panel and

inatelled im each car {inoluding the telephone,

MS-1, TL-4, 11-30-86
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oy en 3707
. POSTAL SE

QUT OF ORDER

{ Defective or Inoperaiive Kyuipment)

TTPE OF MACHINE OR EQUIPMENT NUMBER
Elavatar 1.12
GFFICE DATE

DESCRIPTION OF DEFECT

DANGER
This key will open the elevator hoistway
door regardiess of pngition ‘of car.

HANDLING INSTRUCTIGNS =

This kay may B wiad DMLY by the alavatar
mecharic exeapt in case af FIRE ar other
EMERGENCY whaen it may ba uied by fire
Department of othar parsonnel specitically
authorized by the building manager.

THIS EQUIPMENT {IF PRACTICABLE) SHOULD
BE LOCKED OUT STARTER SWITCH OR
BUTTON, YUSE OR C!RCU[T BREAKER, OR BY
LOCKING THE COVER.,

TYPE OF MACHINE OR EQUIFMENT NUMBER
Elevator 1-12

OFFICE BATE

EMFLOYEE
THIS STUB MOST BE TORNED TN 70 SUPERVISOR
ARD TAG AFFINED TO ARTICLE

Figure 8-3, OOT OF ORDER TAG

and it provides
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other than normal means. The procedures
in Appendix 8-B do not requirs the
movement of a car by other than normal
or inapection means. I% should be noted
that under each and every procedure,
the main electrical disconnect switeh
shall be opened and locked, and the
emergency atop switch inside the car
placed in the stop position before the
trapped passengers are helped from the
car.

b. After the passengers are re-=
leased, the elevator shall be tho-
roughly and carefully inspected and the
cause of the trouble corrected bhafore
the service 13 resumed,

T.

The incident shall be documented

with a complete report contalining the
following:

8.

b.

c.

d.

Before summary of the incident

Cause of the trouble

Action taken to correct problem

Action taker to prevent recurrence

NMames of perscons entrapped and any
poasible injury

HS-1, TL-B, 11-30-86
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5. EQUIPMENT REQOIEED AND STORAGE LOCATION

The following equipment is atored in and marked
to indicate for emergency use only.

a. Two B=foot ladders

b. Holstway door umlocking key

c. Elevator aide emergency door key

d. Two safety belta

¢. Sledge hammer and pry bar (foreible entry tool)
f. Two flashlights with fresh batteries

g. 20 feet of 1/2-inch nylon rope

h. Portable evacuation bridge

i. Twoe-way radio

(This is just a sample list. Any item that is needed for a partleular plan
must be included.)

6. PROCEDURES - The person receiving the call (usually in Maintenance Contrel)
muat :

a. Acknowledge the call and maintalp communications.
b, Contact the rescue team leader and aset{ procedure in motion.
¢, Advise persons in the car:

(1} Steps are being taken to rescus them.

{2) They are safe.

{3) They must stand clear of the door when it opems.
{8} They oust not mmocke,

{5) They must not try to leave the car upaided.

d. Find out the following:

{1) Is the emergency stop switch in the run position?

{2} HNumber of persons in the car

(3) Is any persen in the car 111, injured, or handicapped?
{(4) Are the lights omn in the car?

{5) The location of the car in the holstway (if known )

7. BEFORE PROCEEDING - Do the following:

a. Determine that the mainline disconneet is in the closed position. (Someone may
have mistakenly opened the switeh stopping the elevator,)

b. If elevator Lis equipped with firefighter's service, activate the swiltch te

racall the elevator to the designated level, If this does not work, procesd
with the rescue.
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9.

Ose the safety balt to move persons
from the stalled elevator to the
rescue elevator acrosas the rescue
bridge ope at a time.

After all peraons are removed from
the stalled car, move them to the
most convenlent landing in the
rescues elevator. If the stalled
elevator is heavlily lecaded, it may
be neceasary to make two trips with
the rescue elevator. Likewisa, if
there are persons severely
distressed or in need of medical
attention, move them promptly and
come back for remalning pasasengeras,

Froosduras IV.

Top Emergency Exit (Three-person Rescue
Team)

Applicaticn:

1'

2.

Procedure I, II, or IXI
cannot be used.

Locate the car.

Opan and loek diaccnnect for
stalled car arnd have someone in

the stalled car place the atop
switeh in the stop positicn.

Advise persons in the car of the
rascue procedure,

Open the holstway door immediately
above car (Foreibly, if neceasary).

If car top is three feet or more
below the landing, place ladder
(with nonakid feet) From landing to
car top.

Remove car top emergency exdt cover
and place a second ladder (with
nonskid feet) throogh exit into
ear.

Have member of reacue team enter
the car.

Witk rescue team members stationed
in the car, on top of ¢ar, and at
the landing, use a safety belt %o
move the passengers from the car to
the landing one at a time. Give
priority to passengers that may
need medical attention.

FROCEDURE FOR HYDRAULIC ELEVATOR

Procedure I,

Movement of Car by HNeormal Means,

IT there ia electric power to the
elevator and an elevator mechanic ia

avallable,

the source of the problen

should be identified and the elevator
meved to the nearest landing by the

mechanic. If

thia cannet be

accopplished in leaa than 30 minutes,
proceed with Procedure II or IIT.

Prooedures II.

Holstway Door (Two-persoh Reacue Tean)

Application:

If elevator 1s within
3 feot of a landing and

1s

2

holistway door can be
opened,

Open and lock electric disconnect
in machine room to remove power
from drive pachipoery.

Instruct persona in car to put the
stop switech in the stop position.

Locate car and open holstway door
with uvnlocking device. (Note: If
bolatway door 1s not equipped with
an uwnlocldng devlce and car 1s
above the landing, it may be
poasible for someone in the ear to
open the car door and unlock the
hoistway door.)

MS-1, TL-%, 11-30-86
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SECTICN 9

ELECTRICAL SYISTEHS

9=1 BUILDING SERVICE

9-101 UTILITY COMPANY CONTACTS

The building manager shall maintain
lialson with the electric utility
company. This liaison is essential o
utility conservation and the management
funetions set forth in thia handbook.

9-102 PROCEDURE FOR OBTAINING
OR CHANGING UTILITY SERVICE

Procurenent of utility services shall
be made 1n accordance with the proce=
dures presocribed in the Postal Con-
tracting Manual, Publication U1,
walng GSA area-wlde utilities contracts
wher avallable (aee PCM 5=604),

9-103 UTILITY RATES AND BILLS

It is the responsibility of the
pestmaster or designated bullding
manager to determine that all building
electrical power is Dbeilng purchased
under the most . faverable utlility rate.
A copy of each building!s monthly
electrical bill shall be prouted through
the building manager's office, This may
be g copy of the bill rendered to the
ddvisional fipnance office. When needed,
the building manager shall request
technrical gsusistance from the
divisional office.

9=104 ELECTRICAL ENERGY COSTS

Electrical energy costa for a specifie
building depend primarily on the level
of lighting, the wuse of aipr-
copnditioning, the type of bullding
occupancy, and the hours of uwse of the
building. The procedures for evaluating
electrical wutility c¢ost are 1n HEE
MS~449,
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92 MATHTENANCE AND REPAIR
REQUIREMENTS

9-201 MAINTENANCE

Maintenance and serviecing eof electrical
gsystems and saquipment shall be in
accordance with the preventive main-
tenance guides in Saction 13 of this
handbook and HBE MS-2B, Maintenance of
Electrical Switchgear, The "Standard
Work Practices - Electrical Eguirment®
in Appendix %=-A of this section shall
be carefully reviewed and understood by
all personnel perforning maintenance
on electrical equipment. Also, the
proper performance of this maintenance,
while at relatively infrequent inter-
vals, is essential to the safety of the
building and d1ts ogccupanta. If
performed by contract maintenance,
incorporate these maintenance guldes,
inatructions, and checkpointa in the
contract specification. Work specified
in Guide E-29¢ may be beyond local
capabllity and should be contracted as
necessary.

9-202 CODE REQUIREMENTS

The HNatloeal Electrical Code shall be
used as the minimum safety requirement
for any electrical modificationa per-
formed by the U3SP3 or contract
perscohnel, It iz the building manager’s
and each electriclarc's responslbility
to mee that existing viclations of the
code are corrected.

9-203 CONTRACT WORK

The bulldiang manager shall use Short
Form Specifications, HBE RE-10, for
electrical repair or improvement work
contracts under $2,000 whenever the
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with -an orange strip applied to the
floor surface and the words ™langer=-
Eigh Voltage”™ shall be atenciled at
10-foot intervals. The lettering shall
be black and at least 2 inchez in
height. High-voltage ducts encased in
concrebe and yun in atties, basements,
or vertical ahafts must be painted
orange, and marked with the words
"Danger-Bigh Voltage™ applied as above.

9-210 PIPING IN ELECTRICAL
ROOMS

No water, steam, vent, or drain pipea
are permitted in any transformer wvault,
switchgear, switebboard, or computer
room. #Any such piplog currently existe
ing within these rocma which would be
prohibitive in cost to remove, must be
encloged with a suitable watertight
sheath to carry anmy liquid to the out-
aide of the room or vault.

S=-211 IRSULATING MATS AND
GLOYES

Rubbar insulating glovea are not
autherized except as speecifically
required by circumstances identified in
Appendix 9=A., If linsulated glovez are
present in the faellity, they shall be
majintained in good: condition and be
carefully inspected before each use.
The gloves shall be sent to a certified
testing faceility annually for Eestlng
and certification., At po time will
gloves that have falled certification
be allowed to remain in the facility
for any purpose, Insulated mats shall
not be permanently placed at any elec-
trical panel or enclosure. If mats are
paintained in any 9USPS facility, they
shall be satored in a protective tube,
ipspected carefully before each use,
and tested by a certifiled testing
faceility atnually. All service con-
tracta for high-voltage systems shall
require the contraectors to provide
their own safety equipment.
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9-212 PORTABLE METAL LADDERS

Portable metal ladders shall pot be
nged where there i a possibility of
the ladder becoming energlzed fromn
electrical circuits, eqguipment, or
apparatus, or where the metal ladder
may become an accidental ground for the
wopkman on the ladder.

9-213 WIRING DIAGRAMS AND
SCHEMATICS

The bullding records should contain
as-built diagrams and schematica. The
accuracy of the drawings should be
checked by peracnnel having knowledge
of electrical equipment. If the drawe
ings are not on file, and ceples cannot
be obtaiped, new drawings will have to
be made. If an eleectrical equipment
aurvey is toc be made by service
contract, provisions skould be made in
the contract for drafting new or°
revisad drawings. The drawings will
have sufficlent identification of parts
and control relationships to allow
troublesheoting in case of breakdown as
well as planeing preventive mzintenance
procedures and sequences, Any
subsequent elsctrical modification of
the building or boilding equipment will
be accompanled by suitable dpawlng
revisions. The scope of & new
eleetrical contract shall 1znclude
update of electrical drawings and new
calculations with the additional load
included.

9=3 DISTRIBUTION SISTEMS ARD
FACILITIES

9-30%1 EILOWATT-HOUR SUBHETERS

Kitchen and cafeteria power, refrig-
eration unita of 200 tons or more, and
electronic computer systems, Including
the computer ventilation &apd refrig-
eration, must be submetered. Whenever
any change to this equipment is made,
care shall be taken to include all
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generally be designed for 1100W of
concected load. Connected lighting load
on 2T7¥ lighting oirouits shoeuld net
exceed 3200W. Generally, a madmm of
elght duplex rsceptacles should he
connected Lo one cipouit. Home runs to
panelbeards should nct be run through
putlet boxes for switches,

9-308 CONVENIENCE OUTLETS

Tha USPS has the responsibility to
furnish outiets needed for normal
offiea activity in space it providesa,
and also whenh required because of moves
ordered by the USFS. Normal requirement
is interpreted to be one duplex cutlet
for 80 to 100 s=square feset of =pace
ginee this 18 the usual amount of space
atlowed per occupant, Only grounding
type duplex receptaclas shall be
inatalled {for npew conveniencs
receptacles or when replacing existing
receptacles,. Receptaclea ahall be
inatalled in accordance with all
Hatiomal Electrical Code requirements
and shall be mounted approximately 12
inches above the floor wheo installed
on walls and partitions.

9-309 POWER AND CONVENIENCE
QUTLETS FOR MATNTENANCE
ose

Wire ¢losatad mechanical equipment
rocomsa, electrical equipment rcomas,
tranaformer rocms, Swltchgear rooms,
elevator bolstways and pits, conveyor
and escalator landings, aatellite
shops, and outslde custedial =storage
areas shall be provided with special
power cutlets,

9=-310 POWER CABLE TESTING

Perisdic high-voltage testing of peower
cables 12 not required. Ip the event of
a switchboard or switchgear failure and
subzequent teating and repair, testing
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of the power cables 13 recommended as
part of the restoration, Cables shouid
be maintained e¢lean and dry, and be
protected from mechanical damage.

9-310.1 One-time high-voltage testing
may be performed if:

a, There is suspacted fault or leakage.

b. There has been mechanleal damage to
the cable.

c. A cable 1= pewly installed aor is
being returned to service after a
long pericd of nonuse.

9=-310,2 When it is determined that
this is neceasary, only the LC step=
voltage insulation-testing methed shall
be wused. Thiy testing ahall be
contracted t6 anationally recognized
testing companies with experience,
equipment, and expertise to properly
parform the test. Improper testing can
result in damage to the cables.

9-311 EQUIPMENT GROUND

The electrical ground to which eguip~
ment 13 attached should be checked for
low resistance with respect +to the
building greound system. Maximum resis-
tance, a3 measured with a wheatstone
bridge or other low-resistance measur=
ing device should not exceed § obms and
preferably should be less than 2 ohma.

9-312 THERMOGRAPHIC SURVEY

Many electrical testing contractors
offer apecial temperature surveying of
electrical equipment. Infrared cameras
are used to view the equipment and ahow
hot apota. These hot apots identify
poor connestioons and overloaded equip=
pent. Thi= i1s a reliable, gqulck method
and should be utilized.
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9-503 FLUORESCENT LAMPS

Fivorescent lamps are used for most
indgor Jighting systema. They contaln
meraury in the f{luorescent powder. For
this reascn, as well as the hazard of
broken glass, and the tendency of
childran Lo regard fluorescent lampa as
desirable playthings, all fluorseacent
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
tubs crusher,

9~-504 INCANDESCENT LAMPS

The incandescent lamp 13 the least
efficient 1iight acurce, and 1ita use
should be limited. All incandescent
lamps used 1n a space where the seeling
task iz eritfeal must be rated at the
normal eircuit voltage., Stairways,
elevator hoistways, and lighting im
these areaa musat be retrofitted to =z
more efficlent system.

9-505 GROUP REPLACEMENT

Follow the group replacement and light-~
ipg malntenanca procedures in
HBE MS-39. The ¢ime allowance for
washing and cleaning light fixtures 1isa
included in HEE MS-47,

9-506 STAIRWAY, CORRIDOR,
NIGHT, AND EXIT LIGHTS

When lights are connected to emergehcy
lighting panels, no other type of
lighting and power loads may be
connected to those circults eaxcept
receptacles plainly identified as belng
on emergency coircuits, whick may be
installed for portable emergency light-
ing units as deseribed 1n 9-507.

9-507 EMERGENCY LIGHTING UNITS

An emergency lighting unit, which will
turn on automatically when normal

building power faills, must be instzlled
in each tranafopmer room, switchgear
room, control center, Important machine
room, atairwell, and other speclal
areas designated by the building
marager, provided that emergency panel=
boards are not supplied from separate
emergency service feeders or from emer-
gency power generators. This unit must
conform to the current Fedaral apecifl-
cation and iz on yearly Federal supply
contracts.

9-508 BALLASTS FOR FLUORESCENT
FIXTURES

All ballastz 1in new fluorescent
fixtures, all ballasts ipstalled aa
replacements, and all ballastz 1no
existing flush-mounted fixtures 1in
contaet with fiberbocard or other
combustible materlials must be thermally
protected, automatic resetting. Where
electronic or carrler freguenoy clock,
program, or alarm systems are imposed
on the lighting eircuits, the ballaata
nust be of & type which will not
adversely affeot the operation of these
systema.

§-6 ELECTRIC POWER REDGCTION PLAN
9-60% INTRODUCTION

Part T of HBE MS-49 requires that
2 plan of action be developed to deal
with electrical power shortages, which
usually occur during the summer mcnths,
in midafternceon, on very hot, bumid
days, Rather drastie measures may be
required by all users to prevent

blackouta,

9-602 RESPONSIBILITY

The U0SPS bpuilding manager 13 respon=-
aible for developing a plan for use 1p
aach building under USPS contirol where
reducing the electrical lcad can cohe
tribote to alleviating the loca)l power
shortage.

MS-1, TL-&, 11-30-86



9-608

Operation and Maintsnance of Real Froperty

however, be reducad unleas 30 requested
by ar authorized reprasentative of the
local utility cempany.

=608 CONTROL POINT

Each field office =hall esatabiish a
control point for the purpose of coor-
dirating any requests for reducticn of
electrical power. Qenerally this con.
trol point will be 4in the building
manager's office. However, thea
divisional office may designate a
central contrel point for metropolitan
or other areas where there are several
USPS facilitles, The purpose of the
control point is to ensure the arderly
fiow of requeats for electrical power
reduction and the efficlient exocuticn
of the established plan fer such
raduction.

9-609 POWER REDUCTION

Opon receipt of request for electrical
power reduction, the bujilding manager,

or other designated central control
peint, shall inltiate the planned
courae of action and reduce electrical
loads accordingly. The head of each
tepant organization, or local agency
coptact perscn, shall ba advised as to
the time =uch reduction will be made,
the expected duration, and the items of
building or tenant equipment tkhat will
be sbut down or whose usage will be
mateprially reduced.

9-610 RESTORATION OF SERVICE

Upon recelpt of Informaticn from the
leea)l electric company that nermal
power will be restored, a aystematic
reatoration of power should he initiat-
ed. Thi= will prevent sudden surges of
power with posalble tripping of eirowit
breakersa, Therefore, each item of
equipment which has been shut dewn, or
whose load has been reduced, wlll be
returned to normal =ervice in a oyelic
manner as determined by the building
manager cr the central canmtrol point.
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HOTE:

~{b) Bach persen working on
the job has aigned and
persopally locked the
miltel open and attached
completed Form #8171, Low

Voltage Egquipment
Lockout Tag, or Form

3812, High Voltage
Equipment Lockout Tag.

A lockding device (NSN
5975-00-000-4495) is
avallable from WASC., This
device allows up to =lx
padlocks to be used. The
placing and removing of
these tags cannot be
delegated to any person.

{c} Each person has peracnal-
ly teated the circuit at
the polont of work to
pozitively ascertain that
the circuit ia dead.

Circuit breaker trip indicators
are not assurance that a circuit
is deenargized. A visible air
gap such as an open disconnect
awiltch must be present prior to
workipg on any high-wvoltage
eironit,

(d) A1l precautions are taken
to prevent aceldental or
prematura energlzing of
the cirouit.

{2) The tags indicated above must
remain ir place wntil removed
by the persons who attached
them.

{(3) No persecn may close a switch
until all ™Lockout™ tags have
been removed by the per=ona
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

&,

of the cirevit and all
"Lockout™ tags have been
removed.

(5) In the event that the worker
i3 uwnmavallable or unable %o
remove the tag and lock, and
emergency or extenuating cir-
cumatances requlre that the
cirecult be restored, the tags
and locks may be removed only
by that worker’s next direct
suparviscr. The suparvi=or
must make sure that all of
the work-crew members are
ramoved from the eircuit and
clear and that the ¢drouit is
clear. Tha supervizor muat
also confer with and abtain
agreement from the USPS
building manager or post—
master before removing these
taga and locks.

Precautiona Before
Beginning Work

(1) Each employee must be famil-
lar 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
tiazards must be made and all
necessary precautions and
safeguards taken to provide
for seli-protection and the
protection of other workers
and equipment. Employees must
copsult with thelr superviseor
when In doubt concerning
proper safety measurea,

(3) Safeguards such as danger
aigns, roped-off space, and
barriers to protect othera
must be used where the nature
of the work requires it.

MS-1, TL-4, 11-30-86



Operation and Haintenance of Heal FProperty

10-106

SECTION 10

HRATING, VERTILATING, AND
LIR-CONDITIONING SISTEMS

10-1 OPREATION, MAINTENANCE,
AND REPAIR

10-101 OPERATION

The operaticn of heating, ventilating,
and air-conditioning equipment must
comply with HBE MS~24, Heating,
Cooling and Ventilating. The energy-
conservation procedures specified in
HBE MS-49 mn=t also be followed.

10=102 MAINTENANCE

Preventive maintenance guides for heat-
ing, wventilating, and air-conditioning
aqulpment are in 3Section 33 of this
handbook. Sample checklists are also in
Secticon 9 of HBK M8-24. Uae these
gridea, checklista, and the manu-
faeturer’s inatructiona to develeop a
specific preventive maintenance
checklist for each item of egquipment.

' 10-103 HOURS OF OPERATION

Gensrally, +the heating and gir-
conditioning equipment serving office
areaa is turned off when the occupants
leave and turned on in time for the
tuilding t¢ be comfortable when the
pecuparts arrive. In postal workrooms
or other areas that are occupied beyond
normal hours, heating and air-
conditioning are provided ¢only for
areas which are ocoupled. A written
procedure muat be prepared for each
building specifylng the heurs of
operaticon for the heating and air-
conditioning equipment, deperding on
the cutside temperature and the ability
of the equipment to bring the building
within the acceptable copditicn for
cacupancy .
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10=104 ADHERENCE TO CODES

411 maintenance, repalr, testing, aed
inapection of beollers and presasure
vesaels must conform to the applicable
gactions of the Amepican Sooiefy of
Machanieal Enginheera Boiler and Pres-
sure Vessel Code. Flumbing must conform
to the provisiona of the Kational
Plumbing Cede,

10=-105 ROOM TEMFERATURES

¥hile individual preferences vary, the
beat degree of comfort 13 realized with
temperatures of TU9 to THOF and
relative humidity of approximately 453.
However, a much greater range of tem- -
perature variation 1= posaible without
adverse physiological effect or unace
ceptable discomfort. Consequently, in
order to ald Iin conserving our energy
rescurced, deviation from the above
ideal 13 peceszsary. Specifiec I1instruc-
tions on temperature settings are in
ASM sit, HBE MS-Y49, various Maintenance
Bulletina, and Postal Bulletin notices
which are published from time to time
te meet constralnts on energy con-
sumption.

10-106 ZONE AND ROOM CONTROLS

Thermostats are the final I1natruments
in the control syatem =and are often
used for ipdividual selection of room
or zone temperatures. They should be
adjusted or changed only af'ter checking
the operation of the air washer or
handler, If the air-conditioning
apparatus 1a not functiconing properly,
changes made to the zone or room von=
trols will pnot be =zatisfactory. When a
complaint Is received from an occupant,
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10=202 WHEN COCLING IS NEEDED

¥hen considerable differences exist
between the copditlons of outside air
and those required for comfort inside a
buildipg, the need to provide services
is obvious and no special guidance is
required, However, there are days when
the s=ense of comfort offered Dby the
outside air 1s deceliving and the fol-
lowing eriterisa. shall be wused: If a
building i3 equipped to take in ocutside
alr, circulate it through the space and
exhaust At., Refrigeration is noct re=
quired when the wet-tuld temperature of
the cutside air 1s at or below design
dow point temperature of the apparatua
in the building. For example, iIf a
building has air-gonditioning equipment
designed to operate at a dew point of
S4OF, refrigeration is not required
if the wet-bulb temperature of the
cutside air iz below SU9F. When the
wet=bulbt temperaturse 138 above the
deatgned dew point temperature, refrig-
eration may be required. Whenaver
practical, outside air shall bhe used
for cooling. Not all builldings bhave
facilitiens to theroughly wventilate the
apace. Thus, a decision for or against
the use of ccoling must be made with
judgnent based on the conditiona within
the =pace, the time regquired for cool-
ing to take effect, and the time of
day. . :

10=3 HEEATING

10-301 WHEN HEATING IS NEEDED

It will generally be neceasary to
supply heat o a building when the mean
temperature for the day 1= expected to
be below 659, For our purposes, the
mean temperature is the average of the
values recorded for the high and low
temperature observyed in a 2UL-hour
pericd. For example, 1f the minimum was
40°F and the wmaximum was 509, the
mean temperature 1s calculated to be
YROF,
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10=-302 D DAYS FOR HEATING

Degree day 13 a unit based upon temper-
ature difference and time used in esti-
mating fuel coosumpticon and specifying
nominal heating load of a building in
winter. For sny ocne day when the mean
temperature i1s less than 65CF, there
exist a5 many degree days as thers are
degrees Fahrenhelt difference in
temperature between the mean tempera-
ture for that day and 659F. The
number of annual degree days for the
heating seazson will be the 3um of the
degree daya for all days during the
heating season. In the example above,
the mean temperature is 20° less than
65°F; therefore, that day had 20
degree days. If the mean temperature is
over b65°F, the heating degree days
are gero.

10-303 STEAM AND CONDENSATE METERS

All buildings which have steam heating
systems should be equippad with asteam
or condensate mpeters 2¢ that the actual
ateam used for space heating can be
determined. All steam furmiashed fo con-
cessionaires must be metered.

10-30% BOILER FIRING INSTRUCTIONS

Boiler firing dinstructions, including
operating sequence, shall be ceonsple-
upusly posted in the boller rcam. The
name ¢of peracna gqualified to trouble-
sheot boller malfunctlons must be
Iisted with the firing instructions.
Only qualified employees are autherized
to correct malfunctions, and they must
follow established troubleshocting
routines. In no Iinstance ahall other
employeea attempt to manipulate the
contrels to fire the boller. Boiler
firing ¢ontrols are deaigned to be fall
safe, and manipulaticn of the controla
circumventing the fail-safe feature has
reaulted in many boller explosions.
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muyst -meet the requirements of local
codea., Loecsal altuations and econcmics
determine the method %o be a3elected.
A1l should be seriously conaldered
bafore & final decialon ia made for the
individual location, If Metheods B and €
are used, they should be monitored
annually by an independent laboratory.
Additiopal technical guidance on water
treatment c¢an be found in HBE MS-24.

a, Method A = Contract for the com-
plete water=treatment service.
Fequests for such servieces shall be
confined to waters-treatment com=
panies currently engaged in the
water-treatment field and employing
chemista or engineers of recognized
compatenca,

b, Method B = Centract for testing
seryices and supplies of treatment
chemicals. This type of contract
will uswally include the Initial
teating and analyais of the water,
establiahing chemical limits to be
raintained, and the type of basic
chemicals to be employed. The
cantractor will aupply the treat-
ment; inatruct the cperabers on
testing, feeding, and limita; and
make periodic checks to 2ee that
the system iz being maintained
properly.

¢. Method € = Contract for testing and
analysis only. In this contract an
analysis of the water and certain
types of tests are to be performed
by USFS employees.

To requesat a water=treatment contract,
a PS Form 7381, Requisition for
Supplies, 3ervicea, or Eguipment,
must be submitted to the divisional
office.,

10-6 INSPECTION AND TEST OF
BOILERS AND PRESSURE VESSELS

10-601 DEFIKITION COF BOQILERS AND
PRESSUHE VESSELS
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10-601.1 Bediler

A clozsed vessel in which hest generated
by either the use of eleestrical energy
or the combustion of fuel 1a used to
produce hot water or steam.

a. Pover Boller = A boiler ip which
Aateam or vapor 1s generated at
presaures more than 15 psig.

b. High Pressure High Temperature
Water Boiler = A water boller
operating at pressures exceeding
160 psig or temperatures exceeding
260°F.

¢. Heating Boiler = A steam or vapor
boller operating at pressures not
exceeding 15 palg, or a hot-water
boiler operating at pressures not
exceeding 160 paig or temperatures
not exceeding 2500F.

10-601.2 Preasurs Vaessel

A vessel 1n whieh 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.% Domeatic Water Heater

A heater which provides heot water for
use in restrooms, cafeterias, ete.
These heaters are usually lessa than 120
gallons in capaosity, operate at less
than 160°F and the water pressure is
equal to the domestic water supply
preasure to the building.

10-602 INSPECTION AND TEST
UIREMENTS

t0-602.1 Construction Inspection

411 beilers and presaure vessels in
postal facilities muat be constructed
in accordance with the American Society
of Mechanical! Engineers Boller and
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may affect the strength of the
unit, or when in the judgment
of the inspector, because of
defects noted;, the test is
neceasary to assure continued
safe operation.

{4} The appropriate USPES inspac-
tion checklist listed below
must be completed by the
inapsctor. The same inspection
source and procedures apeci-
fied for elevators in Sec-
tion 8 apply.

Form 4081, Unfiped Pressure
Veasel
Checkliats
Form 4082, External
Checkliat Caat-
Iron Boiler
Form 4083, Internal
Checkliat Cast~
Iron Boiler
Form 4085, Internal
Checklist Fire
Tube Boiler
Form 4085, External
Checkliat Fire
Tube Boiler

e. Code Requiremernts - Tests and
inapections must be conducted in
accorgance with the Natiopnal Beard
Inspection Code published by the
National Board of Boller and
Pressure Vessel Inapectors, 1055
Crupper Ave., Columbus, OH 43229,
Telephone {(614) B88B-8320.

f. Air and Water Pgllution Abatement -
Each boller must be inapected and
oparated to meet the local aip- and
water-pollution abstement stan-
darda.

10-603 FREQUENCY OF INSPECTION

The late=t boller and unfired pressurse
vesgel criterla will be found in
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Management Inatructiops AS-520-82-11
and AS-620-82-12.

10=-5604 EXEMPTIONS

The following pressure vessels are
exempt from this requirement:

a, Pressure veasels used for
tranasportation and storage of
compressed gases when conatructed
in coppliance with aspecificationa
of the U.5. Department of
Tranaportation {DOT) and when
charged with gas, marked,
maintalned, and pericdically
requalified for ume, as required by
appropriate DOT regulatiecns,

b. Vessels with a nominal water
containing capacity of 120 gallons
or leas for containing water under
pressure, including those
containing air, the compression of
which serves only as a cushien or
air Lift pumpling syatem.

a., Refrigeration receivers.

10-605 SCHEDULING OF INSPECTIONS

Each fileld officer in charge of a
posatal facllity pust schedule insapec-
tions to meet requirements of 10-603.

10=-606 INSPECTORS

Inapections are pade by i1napectors
certified by the Nationmal Board of
Boiler and Pressure Vessel Inapectors,
or by U3PS, State, city, or other
Federal inspectors with eguivalent
qualificaticns.

10-607 SOURCE OF INSPECTORS

The suggested source of pressure veasel
inspeectors, in order of preference,



Operation and Maintenancs of Real Property

11-105

SBCTION 11

PLUMBING AND SEWERAGE SISTEMS

11=1 PIPING SY3TEMS

11-10% CODE_REQUIREMENTS

All pipipg in USPS buildings must con-
form to the provisiona of the Natiomal
Flumbing Code; and, i1n the case of gas
plping and equipment, to the standards
eatablished by the American Gaa Asao-
cliation and the National Fire Protec-
tion Asaccilation {(KFPA).

11=102 PIPING IDENTIFICATION

All piping in USPS-owned buildings must
be coded and identified as specified by
ANSTI A13.1. Thls may be done by putting
colored bands at each joint, turn or
avery 50 feet of open atraight ruw. The
color requirements are as follows:
YELLOW for gas piping, ORANGE for steam
and het water piping, GREEN for chiiled
water and nophazardots materiala, and
RED for fire 1lines and sprinkler
systems. The stenell designationa and
tag designationa specifled must al=zoc be
used. See Fipure 114-1 for the ANSI
acheme for the identification of piping
syatems. Thoze facilitlies that have
complied with the previous standard
need not change their present coding.

11=103 PIPING LAYOUTS

& piping layocut of the variocus piping
systems 1n a building wust be kept in
the building manager's office and
copies should be furnished to the
supervisor responsible for the piping.
Generally, layputa of this type are
furnished by the designers when new
bueildings are being bullt.,. In older
buildings, the layocuts pay bave become
misplaced or out of date, If this 1a
the case, the building manager's office
pust provide them and keep them up to
date Lif any changes occur. If no draw=-
ings are available, the divisional

office aheuld be consulted to determine
required action, depending on
clrcumatances. Simple schematic
one=line drawlngs with appropriate
aymbols on plana are sufficient,
provided they show the relative
loacaticn of the valves controlling
mervice to the principal subdivisions
within the building (=such as a wing,
floor, or section). Valves serving
these functions in all the varioua
piping systems must Dbe <clearly
identified by a sign visible from the
floor and permanently mounted pear the
valve or bung {from 1t. TUse white
letters can a colered background which
should be the same coleor a3 used for
piping identification (see 11-102).

11-104 PIPING LEAES

Losa of water from leaks can cause
serious waste. A 1/8-ipchk diameter
opening allows a loaa of 120,000 gal-
lons of water per month and a 1/4=inch
diameter opening cap aceount for a loss
of 360,000 gallobs per month. Wasate
benefits no cne; therefore, proper
attention shkalil be given to the piping
systems to assure that no aveldable
losses of thias type will occur,

11=105 CROSS CONNECTIONS

A crosa conpection 18 a direct or
indireet connection. permitting waste,
sewage, or undrinkable watsr to flow
inte a potable water supply. Direct
connections eonsist of contiauous
conpecticonas leaditg nonpotable water
inte dricking water. Indirect connec-
tions consist of gaps of alr spaces
acrosa which nonpotable water caon be
sucked or blown. Of the many different
types of cross counections, the most
prevalent are: back siphonage of
polluted water due to a submerged
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Figure 11-=1

11-109.3 Deluge Sprinkler Systsm

A deluge spriokler system is a apscial
type of automatis dry-pipe ayatem,
having open or mnsealed heads installed
in the piping arracgement and equipped
with automatiec and auxdliary manual
controls, This type of system 1s in-
stalled only 1m occupaneies where flash
fires are likely to ccour,

11-109.4 Prasction Syatemns

Preaction systemsa are designed and
installed similarly to deluge systems,
excapt that standard sealed type heads
are used. Heat-actuated controls cper-
ate riser valves %to permit water to be
avallable at the sprickler head before
there 1s suf'ficient heat at the head to
cause 1t to fuse.

11=2 FIXIURES AND EQUIPMENT

11=-201 DRINETNG FOURTATHS

Before repairing a unit, particularly
one which is more than 10 years old, an
evaluation should be made to determine
whether it would be more economical to
dispese of the unit and purchase a pew
one, Wall-hupg fountains shall be uwsed
when replacing, or when adding, new
fountains, if it is practical to do so.

See HBK RE-4.

11=202 TOILET FIXTURES REQUIRED

Separate tollet rooma are provided for
mep and women, except that a single
room with one water cleoset and cone
lavatory iz adequate lpn bulldinogs where
fewer thar five people are employed.
The number of fixturea required is
based on the maxioom bpumber of
employees at pealk periods. 3ee Figure
11=1 and HBE RE-4.

TOILET ROOM FIXTURES

Mumber of Waier MEN WOMEN
Persons Clesets Urinals Lavatories Closets Lavatories
| to {0 | | | t !
11w 24 2 | 1 2 P
25 36 2 2 2 3 z
3w 56 3 L 2 4 3
5Tto 13 4 2 oL 5 4
T6to 96 4 3 3 7 5
87w 119 5 3 3 7 bl
12010 144 8 3 = 4 8 5
14510 171 & 3 4 9 &
172 to 200 7 3 4 i 7
201 1o 220 8 4 5 I 7
221 o 240 8 q 5 i2 b
241 to 260 9 4 5 13 5]
261 to 280 10 4 & 14 9
281 to 300 11 4 <] 15 1D
Cher 300 Add 1 for Add ) Tar Add 1 Tor Add | Tor Add 1 o
every 20 every 100 every A0 every 20 every 45
Additional Additional Additiona Addinengl Addirional
PETSNNS pErsons PErsis persons PETSUNS

Figure 11-1. TOILET ROOM FIXTURES

MS-1, TL-8, 11-30-86
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11=-302 WATER PRESSURES UIRED

The mirimm watepr prassure required for
plumbing fixtures on the top floor of a
building i3 15 pai. The ninimum
operating, water pressure required at
the higheat fire hoae wvalve 1s 25 psai
with 35 gpm flowing.

11-308 TEMPERATURE OF DOMESTIC HOT
WATER

For geperal use in office buildings,
the temperature of hot water shall
comply with energy <conservation
requirementa published in HBK MS-49,

11-305 WATER TREATMENT

Treatment of domestic water supplies
may or may not be necessary depending
on the local water copditions, A test
analysis should be performed to detera-
mine these eonditions. Hardoess excead-
ing 100 parts per miliico should be
treated, The amount of treatment tests
and equipment regquired would depend
upon the uaa, the amount of water
required, and the temperature main-
tained in the hot-water supply systems.
Generally, water supplied by municipal
water syatems for domestic uszes will
not require additicpal treatment. For
information regarding methods of pro-

MS-1, TL-%, 11-30-86

curing water-treatment services, see
10-503 and HPK MS-24, Chapter 6.

11=306 REQUIREMENT FOR SPRINKLERS

Sprinkler systems muat be provided for
paint shops, carpenter shops, trash
rooms, priot shops, Rgarages, storage
rooms over 500 square feet, bulk mail-
bag atorage rooms, and other areas
where the fire hazard is above normal.

11=-307 PROTECTION AGAINST FREEZING

In 1locations subject to f(reezing
weather, hose bibs, water fountains,
ete., that may be exposed to the
freezing conditions wiil be valved off
and drained before the onset of the
winter weather.

11-308 SIGNS AND TAGS

11-308.1 Closed Signs for Toilet Room

Heat-appearing, professionally made
aigns with the wording, MClosed-
Mechanica Working,™ must be used on
toilet room deora when the toilet must
be taken out of service.

11-308.2 Inatructional Signa
No aigpa pertaining to the use of the

equipment or facgilities may be placed
in any tollet room.
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SECTION 12

MISCELLANEOUS BUILDIRG BQUIPMENT

12=-1 INCINERATORS
12=101 INSTALLATION

Generally, inceinerators are not
provided in USPS-designed twudlldings due
te the nuisance created by fly ash and
odor, the cost of operation and ash
removal, and local air pollution codes.
Incinerators may be installed in USPS-
dezigned and -operated buildings conly
when cne or mere of the following
conditions exist:

a. Destruction of elsssified material,
pathological waste, or other
material involving a =ecurity or
safety bazard 18 required.

k. Municipal or private disposal
faellities are not availabla or
are lpadequate for the quantities
or material involved,

c. The cost of trash haul.away service
is very high, and an econcmic analy-
als for the location indicates that
incineration 13 the mosat economical
means of trash disposal. This eco=-
nomle analysis, inciuding operating
labor cost, must be acceptable to
the divisional office.

12-102 OPERATION AND
MATNTENANCE

The building manager shall provide for
the maintenance, operation, and repair
of incineratora in those USPS-operated
buildings where this equlpment is
insatalled., GCare must be eXercised when
the inciperator iz fired as overfeed=
ing, or excess alr can cause tempera-
tures within the unit fo exceed those
it 13 designed for, with a copseguant
deterioration <¢f the Inecinerator fire
box and stack. The manufacturer's

MS-1, TL-%, 11-30-86

inatpuctiona for the egquipment must be
followed specifically. Tenants may
furnish qualified peracnnel to destroy
glasalflied material. The bullding
manager 2aha)l designate those who may
operate the inciperator and be assured
that the operator= are adequately
instructed 1n the operation of the
untt. The equipment shall be maintained
te meet State and local air pellution
abatement requirements. The required
preventive maintepance for Iineinerators
is found in Appendix 13-E.

12-2 POWER-OFERATED DOCRS

The building manager shall provide for
the maintenance and repair of power-
eperated doors d1installed in USP3-
cperated buildinga, Mpintenance guildes
are in Appendix t3-B.

12-3 POWER-OFERATED SCAFFOLDS
12-301 INSTALLATION

Geperally, power-cperated scaffolds for
exterior malntenance of buildings are
inatalled on large buildings with more
than 1,000 fixed glass windows. On
spaller buildings with 1,000 or fewer
windows, a2 study =shall be made to
determine 1if power-operated scaffelda
are Justified.

12-302 OPERATION

Hormally, this equipment is operated by
USPS personnsl. Prior to operating this
equipment, the operator shall recelve
training in its operation. The training
shall normally be received on the job
from the wmechanic pesponsible for its
maintenance., Should this equipment be
cperated by other than USPS personnel,
the operator must receive {the same
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SECTION 13

BUILDING OFERATION AND MAINTENANCE
STAFFINC REQUIREMENTS

13=-1 GENERAL
13=101 APPLICATION

The work lcad criteria in this section
apply to all bulldings operated by the
USPS. In leased-operated buildinga
these oriteria are used only to the
extent of the TUSPS responsibility
under the terms of the lease.

13~-102 OBJECTIVES

The main objectives of these criterla
ape:

a. To promote the moat effective and
afficient use of =ztalfing.

b. To provide a basis for determining
budgetary requoiraementa.

c. To provide a means of evaluating
the maintenance effort.

d. To provide =z maintenance effort
that will preserve the facility
from deterlioration and keep all
equipment im a2 safe and econcmical
cperating condition.

13=103 ESCOPE

The criteria in this sectien will
identify workhour requirements for
building equipment operation, main-
tenance, and minor repair. Specifically
excluded are: elsvator operators,
custodiana, mail handling and process-
ing equipment mechanics and techni-
ciang, telephone operators, and
clerical and management personhel.

13-104 MANAGEMENT SYSTEM

The appropriate maintenance management
aystem feor apecific offices, as de-

M3-1, TL-&%, 11-30-86

seribed in HBE M5-63 or HBE MS-85, must
be applied to the hullding aoperation
and maintenance functions identified in
this section,

13-105 RESFONSIBILITY

Local application of the methodology in
this aeétion iz the responaibility of
the senior maintenance official. Local
aupervisory staff or othera with
applicable Lknowledge, =skills, and
abilities relating to building and
buildtng equipment maintepmance and/or
operational requirementa should be
utilized as peeded to meet maintenance
management objectives.

13-2 PROCEDURES
13-201 GENERAL

The procedures for determining the
building equipment preventive mainte-
nance and operating. requirements
ipclude the use of PM Guidea in Appen-
dix 13=B and Equipment Operation Guides
in Appendix 13-C, which should be
revised a=s needed to meet local condi-
tions. Standard frequencies and times
for performing PFM and operational
checks are also provided. These stan-
dards represent pepformance under
ayerage or normal c¢onditions and may
not alwsys be entirely appropriate for
any given equipment and facility. Im
some casea a range of standard time
and/or frequencies is given because of
the large variety in size and complex-
ity of equipment. Other loczl condi-
tions such a2 climate, geographic area,
customer/employee activity, type of
cohstruction, and the age of the
building or eguipment should =also be
conaidered to determine appropriate
requirements far each facility. After
completion and validation of  loeal
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13-3 -INVENTORY

13-301 REQUIREMENT

L complete and accurate inventary 1is
the fundemental deoument on which the
building operation and maintenance
staffing requirement is based.
Therefeore, 1t sbhould be carefully
prepared and currently maintained, The
Building Equipment Inventory, P53 Form

4897, Figure 13-1, must include all
faeility equipment identified in
Appendlx 13-4 even though the
malntenance may be performed by
contract. Other building equipment nct
listed Iin Appendix 13-4 that requires
preventive malntenance or operaticnal
checks should alsa be listed. Prepare
separate Forms U867 for eacéh building.
Alse list on separate forma any non-
USPS, tenant-owned egquipment maintained
by the USPS.

13-302 INSTRUCTIONS

a. Use Appendix 13-4 for ldentifica-
tion of equipment to be listed on
Form 4897. The preventive mainte-
nance and/or equipment operating
guides applicable to each type of

equipment are also given irv Appen- @

dix 13-A and may be useful as an
aid in identifying apecific egquip-
ment by referring to activities for
various eqldpment c¢omponents cited
in the guides.

b, List each ltem of equipment
gseparately, or list the total
quantity of selected equipment, as
indicated in Appendix 13-A. Each
item =hould have a locally asaigned
dentification number to distin-
guish 1t from other iltema. Existing
equipment numbers may be used if
appropriata.

o. Enter the physical location of each
item, by recm number, area, etc.

d. See Appendix 13-A for pertinent
descriptive informaticn or remarks

MS-1, TL-4, 11-30-86

to be entered op Form US9T for each
i1ten. This-infoermation iz needed
for propep completion of other
ataffing forms in this chapter.
This information may be obtained
from either manual or automated
equipment history records, or may
be cbtained from a pbkysical survey
of the equipment.

e. Prepare an individual Equipment
History Record, Form 4772, for
aach ltem of equipment designated
by an asterisk (®*) in Appendix 13-
A, Ipdividual histery records may
be prepared for other items, but
are mandatory for designated
equipment.

13- BUILDING EQUIPMENT REQUIREMENTS

13=R01 PREVENTIVE MAINTENANCE
13=401.1 Objective

It 12 1iptended that only items of
equipment that require periocdic maine
tenance will be identified in determin-
ing the preventive mpaintenance work~
load. All items listed on the inventory
may not require the expenditure of
workhours for gpreventive maintenance,
It 1= ozometimes more econcmical to
replace an item than to expebpd work-
hour=s that do not prolong the useful
life of the equipment or ominimize
equippent fallure, However, the total
effeet of equlpment fallure must be
considered,

13=301.2 Contraot Maintenance

Scme of the maintenance work ldentified
in this bhandbook reguirez apecizlized
personnel and equipment and, therefore,
iz beyond the scope of the maintenance
ataff at =ome loecations. An example of
such work is the maintenance to eleva-
tora and hydrostatic testing of port-
able fire extingulishers. This mainte-
nance may be perf'ormed at relatively
infrequent intervals, but is essentlal
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mechanical amd electrical features of
the equipment. 7This Iinformation is
easential for selecting applicable
activitiea f{rom the guidea. Data
concerning the equipment may be
collected, from manufacturer's liter=
ature, drawipgs, and visual inspection.
Viaual inapsction 1z necessary io all
cazes, particularly for older equlp-
ment, because 1t may reveal equipment
modificationa and part replacements
which are not shown on original inatal-
lation drawinga. Where equipment his-
tery records, PS Form 4772, are avail-
able, they should alao be reviewed to
help determine local PM or operational
requirementa.

13-403.5 Eatablishing Frequency
of Ssrvice

The next step 1a to determina the
frequency of service to the equipment.
The standard frequencies shown in the
guide=z are conalidered sufficient rfor
mormal requirements and econditions.
However, it 1s recognized that numerous
factors may influenee loecal require=
pents. Where eguipment operation 1s
irregular, the fregquency of service may
.have to be estimated. Deviations from
atandard frequencies (or fregquency
rangas) must be Jjustified and approved
by the Field Division General Manager/
Postmaster on Form L8DE.

13-403 .6 Seleocting Cheokliast
Aotivities

After establishing the frequabcy,
review the guldes and select the ape-
c¢ifie activitiea for the particular
type of checklist belng developed,
ensuring that each is appliecable to the
local equipment. In some cases, several
guides may be needed to cover all of
the given equipment/system compobents.
If any equipment components are not
covered in the guides, sultable malnte-
nance or operational activities for

MS-1, TL-%, 17-30-86

such components sheuid be develcoped and
added here.

13-403.7 Sequencing Aotivities

The next step 1s listing these activi-
tles in the order they are to be pepr-
formed. Checkliat activities are =e-
quenced for the purpeze of ensuring
performance of activities in a safe and
efficient manner, and in logiecal order,
Minimize time required to astop and
start equipment oer PM checklists by
groupipng itema together that are to be
performed while the equipment is run-
ning. Consider the physical loecation
and configuration of equipment compo-
nents to minimize travel.

13=-803.8 Validation of Checklist

The final step in completion ¢f eazch
checklist is %o enter the sequenced
activitiea on Form 4777 and have them
performed by several gqualified 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-
ditiora. Revise the checklist as needed
to meet local requirements.

13-303.9 Time Allowances

The standard time allowances for actliv-
ities listed in the guides are consld-
ered sufficient for normal requirements
and conditiona, Guide2 which are modi-
fied for local application should be
reviewed during valldation for time
variances. Average time for additicnal
local checklist activities should alse
be determined during validaticn. Time
for activities inp the guides which are
not performed locally should be exclud-
ed, If a loeally developed checklist
time varies more than 20% from the
standard time, 1t must be Justified and
approved by the Field Division Generad
Mapager/Postmaster on Form 4896,
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13=501.11 Inatruotions for Completion
of FS §8%6-4, Annual
Standard Workhour
Hequirement for Building
Equipment Freventive
Haintenance

(Figure 13-2).

a. Items are listed by general equip-
ment type in FM guide number crder,

i.e., HVAC - MA"™ guidesa, eleectricai .

-~ YE" guides, elevatora - ML"
guldes, miscellaneous equipment -
" guides, and plumbing - "PT
guides, Enter the quantity of each
item from the inventory according
to size as indicated. Questiona
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
oy the workhours per frequency to
determine the annual workhours for
each type of egquipment.

0. Subtotal the apnual workhours for
sach general type of equipment as
indicated op the form, 1.e., guides
#A,Y "E,T TL,® "M, " and "B.™ Add
gubtotals and enter as grand total
at bottom of laat page.

13-501.20 Local Preventlva
Maintenance Requirements

When 1locally developed preventive
malntenance requirements for specifie
equipment or building ccmponents exceed
the standard frequency or werkhours
given in this handbook or other offi-
clial direetivea, list those itemz on
Form UB%6. ({(See instructiops in 13-
501.21.) Locally developed requdrements
on equlpment for which there are no
preventive maintenance guldelines or
atandards in this or other official
directives should alsc be 1listed on
Form 4896.

M3-1, Ti-b, 1-30-86

13=501.21 Inatructions for Completion
of PS 896, Annual Local
Workhour Requirement for
Build uipment
Preventive Maintenance and

Operation (Figure 13-3).

Part I:

Group general types of equipment to-
gether, i.e., HVAC, Electrical, Eleva-
tor, Plumbing, and Misc., allowlng at
least twe blank lipes for subtotals
between groupings or liat different
groups on aeparate pages if desired.
Separate pages may also be prepared to
distinguish between preventive
maintenance, traveling route, and
gtationary route requirements.

Column A: Eapter the applicable
preventive maiptenance gulde pumber
from Appendix 13-B, or equipment opera-~
tion guide reference from Appendix 13-C
when guides and standards are provided,
When HBE MS-1 guldea or standards do
not exist, enter "MFOR" (manufacturer's
recommendationa), "MMO-XX-XX" (applice
able Maintenance Bulletin Number), or
other identifier to indicate the source
of lecally developed requlirements.

Columr B: Enter item nane from the
Building Equipment Inventory, Form
4897,

Column C: Enter the guantity of lecal
items having nonstandard regquirements.

Complete Columns D, E, and F if Form
k896 i1z being used in lieu of Forms
4B96-A, 4BSlU, or 4895, or I1f local
requirements exceed or are lesas than
the standard frequencies and/or times.

NOTE

In the latter czse, the entry of
standard allowances =erves only teo
provide data for workhour
comparlaon to locally developed
requiregents entered in Part IT.
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Operation end Maintenance of Real Proparty

The senior maintenance offlcial must be
personally irvolved in determining the
need for sighificant variances cited on
this form and providing adegquate
Justification. The Field Division
General Manager/Postmaster muat approve
the variances,

13=502 EQUIPMENT OPERATION

13-502.10 Standard Requiremonta

See 13-2 for an overview of deter-
mining reguirements. Carefully review
Appendix 13-C for specific astandard
operational requirements and eoriteria
for squipment/ayatems listed on Forms
4894 and 4895. Loeal operating require-
ments varying from the standards given
herein must be listed on Form 4896 with
aupporting Justification and approval
as outlined in 13-203. The annual
standard weorkhour allowances for
eguipnent coperation are to be
summarized on Forms 4894 and 4895 as
follows:

13=502,11 Form #89%, Annual
Standard Workhour
Requirement - Travellng
Operating Routes ’
{Figure 13-1)

NOTE

Une Form 4894 is to be pre-
pared listing only those items
that are not 1ln the stationary
route area, l.e., where travel
beyond the stationary route
area is required to check the
equipment. A& second Form L4894
iz to be prepared listirg only
those iftems wilithin the sta-
tiepnary route area {no travel
time authorized) with the
total workhours to be entered
cn Form 4895, Line 36, as part

of the staticnzry route work-
load,.

a. Using informatior from the building
ioventory and lecal coperatipg logs,
route sheets, ete., make the
roquired entriea in columns b and ¢
for equipment having the same route
frequency, 1.e., linea 1 through 9,
T4 through 27, 32 through 3¢, 44
through 48, 53 through 59, and 64
through 66. Compute the total
annual workhoursa for each line and
enter in Column e,

b. Total the annual workhours in
Colunmn e for each route fregquency
and enter in Blocks 10, 28, 40, U9,
60 and 6&7.

¢, Calculate 10% of the total annual
workbours for each route frequency
and enter in Bloeks 11, 29, #1, 50,
61 and 68 (see 13-403.11).

d. Determine the local travel time for
equipment in each route freguehncy
and enter in Blocks 12, 34, 42, 51,
62 and 60 {see 13-H03.10).

e. Add the total annual weorkbhours,
minor adjuatment, and travel time
for each route frequency and enter
in Blocks 13, 31, 43, 52, 63 and
70. Add the tetals from the
praceding blocks and enter as the
grand total in Block T1.

13-502.12 Porm 3895, Annual Standard
Workhour Requirement =
Statiocnary Operating Routes
(Figure 13-5)

a. If applicable, 11l in general
information about the central chill
water plant and high-pressure
boiler plant in Columns 1 through T
and 17 through 26, respectively.

M3-1, TL-&, 11-30-86
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13-503 CORRECTIVE MAINTENANCE
13-503.1 General

It is pecessary to allew workhoura to
provide for correction of day-to-day
failures and malfunctions of building
aquipment. Making corrective repaira of
same bullding equipment, suck as dripk-
ipg fountains, flush valves, and small
fans, 1a a more practical and econcmic
majntenance procedure than an elaborate
preventive maintepance pregram.

13-503.2 Definition

Corrective maintenance 1s defined as
that work required to correct day-to-
day eguipment failures and palfunc-
tions. The need for such work may
originate from problems identified by
employees or calls from other building
occupants. Correttive maintenance does
not inolude major repairs and/or
improvements, such as peplacement of an
alr=conditicning cooling tower, central
chiller, or building roof, and rerova-
tion or upgrading of a buildimg area.

13-503.3 Staffing Allcwance

The standard annpual allowance for
corrective maintepance 1is § workhours
per year per 1,000 gross aguare feet.
It 1is recognized that 'some buildings
may require more or leas workhours due
to their age, need for major renovae
tion, or operating conditiona, The
Field ©Divialon General Manager/
Postmaster may authorize a departure
from the standard allowanhce when
supperted by evidence of unusual actual
work load. The actual work load ias
determined by reviewlpg completed
maintenance work orders or appropriate
reports identifying workhours used for
building corrective maintenance
activities for the previoua 3 years, 1if
avallable. Factors to be conaidered
when evalvating the actual work load by
this means shoueld Iinclude repalr
methods, personnel utilization, and the

impact of completed major repalr,
alteraticn, nodification, and
improvement projects. The standaprd
allowante or average actual work load
for coprrective maintenance teo building
equipment 12 &to he entered or Fornm
4893, Column h,

13-508 MISCELLANEOUS

13=508.1 General

Experience has shown that there are
scome workhour requirementa for the
operation of a buildipg that cannct be
identified within any of the previocusly
dizeussed categories. Due to the wide
variety of miscellaneows activitiea, it
13 impractical to isclate and develop
standards for the accomplishment of
every type of a¢tivity. Examplea of
migcellaneous activities ineclude
authorized meetings, training, and
admipistrative time. This does not
inelude space adjustment and nonpoatal
funded activitiea described ip 13-50%
and 13-506 for which special staffing
allowances may be authorized.

13-504.2 Staffing Allowance
The atandard allowance for miscella-

necus work shall be not more than 10%
of the totzl building operation and

mainteaance workhours (operating
routes, preventive maintenance, and
corrective maintenance). Enter this

figure on Form 4893, Column i.

13=-505 SPACE ADJUSTMENTS

13=505.71 General

It is also recognized that there are,
to varying degrees, frequent changes to
and relgecationa of poatal operations.
Minor changes, renovaticna, or zltera-
tions to the building which are needed
to acecommodate such changes may be ac-
complished by postzl maintenance em-
ployeea. Examples of speee adjustments

MS-1, TL-%, 11-30-B6
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Column g: Enter other local workhour
requiranents for bullding egquipment
operation, if any, fram Columna j, Form
3896,

Colunmn h: Determine either the standard
or average actual c¢orrective painte-
napce annual workhour requirement
according to 13-503.3. If different
typea of craft work are belng listed,
enter the annual hours applicable to
sach type of work, if knowno, or distri-
bute the total hours as’ deemed appro-
priate. Checlt appropriate block at the
top to indicate either standard allow-
ance ¢r locally developed allowance.

Celumn i: For each line, c¢alceulate the
total of o<olumns ¢ through h, ' then
multiply by 0.10 (10%), and enter the
results in this column a3 the miscella-
neous allowahce.

Column J: Determine elther the satanhdard
or average actual space adjustment
annual werkhour allowance/requirement
according to 13-505.2. If different
types of craft work are being listed,
enhter the annual hours applicable to
each type of work, if known, or distri-
bute the total houras as deemed appro-
priate. Check apprepriate block at the
top to indicate either standard allow-
ance of locally developed allowance.

Column k: Determine Lhe rnonpostal
funded annuwal workhour requirenent
according to 13-506 and enter the
annua] hours applicable to each type of
work.

Colume 1: Total Amnunal Workhours: For
each lipe, c¢roas-toptal columns ¢
through ¥k and enter the results in this
column a2 the total anpual workhours
for each type of work listed.

Subtctal coluens ¢, d, e, f, and g as
indicated to Line 9.

Croas-check the calculations by total-
ing the columna as indicated on Line
16, then cross=-totaling Line 10 tfo
Column 1.

13-508 DOCUMENTATION

13-508.1 Approval and Ratention

The c¢ompleted staffing forms and
supporting documentation shall be
sutmitted to the diviaional office for
review and approval. The serclor
malntenance ¢official shall maintain the
approved ataffing forms and implement
the maintenance program to accomplish
the identified work.

13=506.2 Revision

The ataffing analyais will be revised
when significant building and building
equipment modificatiops, delestions, or
additions warrant a ¢hange 1ln the local
staffing requirements, or as directed
by higher level management.

M5-1, TL-4, 11-30-86



Appendix 13-4 (p. 2)

Opsration and Maintenance of Esal Property

)

|_OPERATING GUIDE

| |
FORM | | NMICS | DESCRIPTION | PM | | Ps
8772 | ITEM | ACRONYM {AND REMARKS (PS 4897) |GUIDE NO(s) 1APP. 13-C | kB934
REQ. | | | | (APP. 13=B)| PART 4 | LINE #
%  Beilers, Cast BEVACE Give wfr., type, lbs. A-6, i=5, e, J, k 3
Iron and Stesl ateam/hr. , BIUa/hr, A-7, A8
Fuel(s) uaed
*  Burner, Gas {1)  Give type of fuel and AT e 3, 18
BTUs/hr
#  Burner, 0il (1) Give type of fuel and A-8 e 3, 18
BTUs/hr
Clooks, Electrie, BLDG Give mfr. and type of E-3 - -
Central System master unit
Coils, Preheat, BLDG Give sag. ft. of A=9 bhd -
Reheat, ete, (at exposed area
remote locations)
Condensers, Air BLDG Give capacity in tens  A-3, E-29, b 33
Cooled P-18
Condensers, BLIG Give capacity in tons A=-14, E=-29, B 33
Evaporative {2) P-18
&  Controls, Central HVACI Give net =q. ft. of. A=10 - -
System space served by .
system, and number
of atations
{ioput devices)
®# Controla and HVACA Give size and type A-190 bit 37
Mechanisms for {pressure or timer)
Roll-type Filtera
®  Cooling Towers BLDG Give tonnage and A-12, 213, b 4 or 17
number of calls E-29
{cell incliudes fan,
motor, ete.)
Dock Boards (alse BLDG Give size and capacity M-21 - -

see Loading Ramp)

®  Prepare Equipment

Inventory History Record, P35 3772, for each unit and, 1if

applicable, Motor Record, PS 47724, for motor of one horsspower or larger.

(1)

(2) Also UPRV, if appl

icable.

ae acronym for equipment on which this item iz inatalled.

M1, TL-&, 11-30-86




Appendix 13-4 {p. &%) Operation and Maintenance of Real Property

| | | | | _OPERATING GUIDE
FORM | |  NMICS | DESCRIPTION ' PM ! | P8
4772 | ITEM | ACRONYM |AND REMARES (PS 4897} |GUIDE NO(s) |AFP. 13-C | B804
REQ. | | | | (APP. 13=B)| PART 4 | LINE #
Fana, Centrifugal BEBLDG Give mfr. CFM and hp. A-15 1l 3y
{Exhaust op of motor
Return Air) G
Fans, Propeller, BLDE Give make, aize, and 4-22 1 35
24 in, dda. or hp. of motor
larger
Fans, Propeller, BLDG Give diameter of blade A=23 - -
Pedestal or Wall- and hp. of motor
Mounted
Filters, Electro=- BLDG Give mfr., alr A=21 - -
statie capaclty anmd grid
voltage
# Filters, Movable HYACA Give ag. ft. of A=16 bib 37
Curtain, 0il expoged surface
Coated
» Filters, Holl HYACA Give alze and type of &~17, 4-19 blb 37
Type, Disposable media
Media
Fllters, Throw (n Give number of each 4-20 - -
Away slze
Fllters, Viscous (1) Give number of each A-1B - -
Type {(Washable) aize

Fire Adarm Boxes FAFLS Give wfr. and whether E=38 - -
(Manual) coded or noncoded

Fire Alarm Check  FAELS Give operating water P-23 = o,

Talves and pressure {(unit includes
docessories {Wet retard chambers, jockey
Pipe Sprinkler pumpsa, tamper slarms,
System) etc.)

®#  Prepare Equipment Inventory History Record, PS 4772, for each unit and, if
applicable, Motor Record, PS ATT2A4, for motor of one horsepower or larger.

(1) Use acromym for equipment on which thia item is inatalled.

(2} Also UPY, if applicable.

M5-1, TL-3, 11-30-86




Appendix 13-4 (p. 6)

Operation and Maintenance of Real Proparty

|

| OPERATING GUIDE

|

FORM | | NMICS |} DESCRIPTION MM | | B3
4772 | . ITEM | ACRONYM |AND REMARKS (PS U4897) |GUIDE NO(s) |APP. 13aC | 4B94
RED, | ] ! | (APP. 13=B}| PART 4 | LINE #

Fire Doors - FAELS Give type of hold M-11 - -

Swinging Type, open device, if any

Stairwells and

Exitweays

Fire Extin- FAELS Give capacity in lbs.’ P-4, P-5 q 64

guishers, Gas and ext. agent (MP

(COa) - Dry Chemical, Halon,

Cartridge Type ete, )}

Fire Extin- FAELS Give capacity in lbs. P-3, P-5 q 64

guishers, Stored- and ext, agent (MP

Preasure Type Dry Chemical, Balon,

etc. )

Fire Extin- FAELS Give mumber of tanks, P-6 - -

guishing Systems - capacity, and ext,

Fixed agent (COp, Halon,

etc.)

Fire Hoses (1 1/2" PAELS Give date of purchase P-25 - -

racked in

buildingsa)

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-3i i 38

Fire Supervisory FAELS Give tyDe of super- E-34 - -

Signals - Teating viaion :

Floor Scrubber - BLDG Give mfr. and 21ze M-18 - -

Tacuuy, Autamatie,

Battery-Powered

® Prepare Equipment Inventory History Record, PS 4772, for each unit and, if

applicable, Motor Record, PS §7T724, for motor of one horsepower or larger.

(1)

{2) Alseo UPY, if applicable,

Use acronym for equipment on which this item 1s inatalled.

M8~1, TL-&, 11-30-86




Appendix 13-4 (p. 8) Operation and Maintenance of Real Property

| | i | | OPERATING GUIDE
FORM | |  wMICS | DESCRIFPTION i PM ] | 25
u772 | ITEM | ACRCNIM |AND REMARES (PS 8897) IGUIDE NO(s) lAPP. 13-C | 4894
REQ. | | | | (aPP. 13-B)| PART 4 | LINE #

Lawimowers and BLDG Give mfr., type, size, M=2 - -

Edgers (Gasoline and engipe hp,

powered)

Lirts, Power BLIG Give mfr, and height =17 s -

range

Lighting Fixtures, BLDG Give type, no. of bulbs E-7 = -

Qutaide and wattage, and height
Lightning BLIG Give pumber of air E-12 - -
Protection terminals and down
conductors
Lights, Emergency FAELS Give type (wet, dry, E=1 r 65
or gel cell)
Load Levelers BLDG Give mfr. and capacity HM-20 - -
{(below grade)
Loading Ramps, BLDG Give mfr. and capacity M-10 - “
Adjuatable
Marholea, Sewer BLDG P9 - -
Motors, Qver 5 8¢ (1) Give mfr., bp., and E-29 1 2-5,
aquipment served 14=23,
{complete PS 47T72-4) 32-38,
4y 47
Paper Baler BLDG Give alze of bale M-5 - -
Pumps, Centrifugal HVACP Give motor hp., GPHM P-18, E-29 m 2-5,
(Not Integral and equipment/systea 15-22,
with Motor) served 33, 37
Pumps, Condensate HVACP Give motor hp. and A=11 n 15
or Vacwim equipment zerved
Pumps, 3ump HVACP Give motor hp, P-11 o 36

{Sewage or Lift)

#  Prepare Equipment Inventory History Record, PS 4772, for each unit and, irf
applicable, Motor Hecord, PS LYTT24, for moior of one horsepower or larger.
{1} Use acronym for equipwent on which this item 1s installed.
{2} Also UPYV, if applicable.

MS-1, TL-4, 11-30-86
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Operation and Maintenance of Real Property

LURH E

|
i

|_OPERATING GUIDE

|
| NMICS | DESCRIPTICN M | | ES
4772 | ITEM | ACRONYM |AND REMARES (PS 4897) |GUIDE RO(s) JAPP. 13-C | 4B9%
REQ. | | | | (APP. 13-B)| PART 4 | LINE #|
Sweepera (Battery BLDG Give mfr., type, M=16 - -
Powered) and =ize
Sweepers (Gasoline BLDG  Give mfr., type, M-3 - -
Powered) gize, engine hp.
Tanks, Fuel {Htg) BLDG Gilve approx. size or M-2 - -
011 Storage capaclty
Tanks, Water (1){2) Give approx. =ize or pP-12 k 16, 18,
(All Types) capaclty and type 22
(BW, CW, ete.)
Trapa, Crease BLDG Give saize B=T - -
Traps, Steam BLDG Give type and pipe Pu17 b, J» ks 3, 15,
All Types size n 18, 21,
22
Valves, Mavnually BLDG Gilve size and function P-134 - -
Operated (Main-
lice or Critical «
aver 2 inchea)
Valves, Motor BLDG Give size and motor hp. P=15 - -
Operated
Valvez, Regulating BLDG Glve size and pressaure P-13 n 21
(Steam)
§  Window Washing BLDG  Give height of building L-18 - -
Secaffolds, Power and approx. length of
Cperated track

& Prepare Equipment Inventory History Record, PS 4772, for each unit and, if

(1)
(2)

applicable, Motor Record, PS 4772A, for motor of one horsepower or larger.
Use acronye for equipment on which this item i1s installed.
Also UGPV, If applicable.
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Operation and Maintenanoce of Real Froperty

GUIDE NUMBER &-%

ATR HARDLERS
Frequency: Annual

Spacial Instructions: Open and tag
elactric circuita.

Checkpolnta:
1. Fans

a. Clean buildup, dust, and dirt
from fan blades.

b. Clean inaide of fan bhousing
and casing, noting structural
irregularities, condition of
inasulation, loose bolts,
foundation and vibration=
1s¢lation.

2. Bearings {(With pillow blocks,
aleeve or ball bearings)

a. Lubricate bearings, change
oll, perform pressure
iubrication according to
manufacturert's instructlons.
Take care not to
overlubricate.

k. ERemove top housipg and examine
retainers and slings,

3. Drivea (Belt and Direct)

a. Inspect for excessive belt
waear indicating misallgnment,
overloading, or improper helt
tenaion.

b. If belts are worn, they ahould
ba replaced to preveant
untimely breakdown. (Multibelt
drives should be replaced ip
matehed =ets,) Adjuat belt
tensaion with a scale and
stralght edge.

¢, Chetk rigld couplings for
alignment on direct drives
and for tightness of assembly.

d. Inspect flexible couplings for
aligoment and wear.

4. Colls

a. Examine colls for leakage at
Jointa and bends.

b. Clean coil exterior by
brushing, vacuuming, blowing,
or chearical cleaning.

c. Hmidifier or wet colls (eity
water, apray, steam pan gridas,
ete.) will require additional
attention to aveld scaling and
cdors.

5. Freeze Protection

a, Check pitceh of coil to
draipnage point and blcw down
with compressed air,

b. Inapec¢t test controla and
devices used for freeze
protection.

¢. Clean face bypasa dampers and
lubricate damper operatcrs.

#. Controla

@, Inspect and clean dampers,
. control linkage and control
motora. ,
k., Lubricate as necessary.

GUIDE NUMBER A-5

BOTLERS, OIL FIRED
{Cleaning fireside only.)

Frequancy; 1 to 5 times annually
Applicaticn: This 1is to provide for
fireside cleaning to remove soot and
maintain high efficiency.

Special ipstructions: Allow boiler to
eool and loeck and tag controls and
valves in off poaition.

1. Clean scot from chamber, tubes,
and all heat tranafer surfaces.

MS-1, TL-4, 11-30-86
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Operation and Maintenance of Real Property

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 for
strains and tensien.

J. Clean and lubricate forced-
draft far,

k. Check condition ef deor
gaakets,

1. Carefully account for all
tools before elosing up
boiler.

GUIDE NUMBER A-7

BURNER, GAS

Frequency: Annual

Checkpointa:

1-

2.

Check boller rocm for adequate
yentilation in aceoprdance with AGA
burner requirements.

Check operation of all gas con-
trols and valves inecluding: Gaa
shutoff, petal gas regulator,
safety shutoff valve {aoleroid),
autcmatie gaa valve, patal
sclenoid valve, butterfly gas
valve, motor, linkage to alr
louver, and zafety petal solencid
(1f used),

Check flue connectiona for tight
Jolots and minimem resistance to
alrflow. (See that combustion
chamber, flues, breeching, and
chimrey are clear before firing.)
Draft regulators should give
3lightly negative pressure in the
combustion chamber at maximum
input.

On forced—draft burnera, gas
manifold pressure requirementa
should correapond with modulating
{butterfly) valve in full-open
poaition and stable at all other
firing rateas,

.

Take CD; flue gas temperature
readings for determination of
efficiency of the unit, CO; for
atmospheric gas burnters should be
8 to 9.5%; for forced draft
burnera 9 to 103, Determine
conbustioe efficiency aecording to
instruoctions with flus gas test
apparatus. Combustion efficiency
should be at least BO§. If
efficiency is low, check baffling.
Check burner for flashback and
tight sbutoff of (uel,

Check operation of controla.
and adjust if pecessary.
Satisfactory operation and
adjustments should conform to
manufacturerts instructions,

Clean

GUIDE NUMBER A-8

BURNER, OIL

Frequency: Anaual

Checkpointa:

1.

2.

Test and imspect burner {(with or
without firing) at rated pressure
for leaks,

Timed trial for ignition for
pllots and burners should be 1n
accordance with manufacturer's
instructions.

Check operation of automatic
safety cootrols and combustion
flame safeguards for abnormal
discharge of oil on ignition
failure, and sensors for presence
of flame.

Check pre-~ignition purging
capability of burner, combustion
chamber, boller passes, and
breeching. Stack dampers should be
fully open during purge and light-
of f pericd.

Check delivery of fuel in relation
to ita response to the ignition
ayatem. Examine electrodes for
carbon buildup, dislocation,
distortion, and burning of parts.
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Appendix 13-B {p. 6)

Operation and Maintenance of Real Property

4, Check for coptrol-point cyeling.

5. Check closeness of differential
gap on two=position controllera
{on~of f-open-closed).

6. Check condition and action of
primary elements in the
controllers (bimetallic strips,
sealed bellows with ecaplllary
tubes) for remote sensing, ete.

T. MNote the action of the controlled
device (thermostats, husidistats,
and pressurestata) which changea
the controlled variable {motors,
valves, dampers, ete.).

6. On electronic contrels check the
ascuprce of the sighal and its
amplifieation,

9. Check air sysatems for leaks; check
for correct maintenance of
pressure In ppeumatic electric and
electric pnewmatic units. Check
upifs for proper closing and looae
connections,

10. Check the condition and the
ability of bhumidity-sensaing
primary control elements (hair,
wood, leather, or similar
aubstancesa) to read to moisture
changes and their acticn on the
contpol mechanism.

11. Check resulting action of
preasure-senaing primary control
elements such as diaphragms,
bellows, inverted bells, and
aimilar devices when activated by
alr, water, or similar presaure.
Check cperatlions of all relaya,
pllot valves, and pressure
regulators.

12. Use test kits and manufacturer's
instructlons whenever poasible.
Replace rather than rebuild a
control installed in the system.
Take contrel to shop for repair.

GUIDE HUMBER A-~11

CONDENSATE OR VACDUM POMPS
{On steam return systems)}

Frequency: Annual

Checkpolnta:

1. Operate unit to check for steam
binding.

2. Cheok condensate temperature
(should be approximately 30°©
belew steam temperature 1f trapa
are not lealding),

3. Examine flanges for steam leaks.

i, Pump receiver dowt.

5. Ture condensate to =ewer,

6. Shut down unit.

T. Clean receiver.

8. Clean and adjuat motor float
switch and float operation on
high-low water level. Inspect
pressure switches,

9. Clean and examine receiver, vent
pipe, inlet and discharge openinga
for excessive corrosion. Report
condition.

10. Check aligrment of coupling with
straight edge.

11. Lubricate pump andé motor.

12. Adjust packing glands and change
packing whenh necessary.

13. Examine vacuum breaker operaticn.

14. Ipspect ball fleoats, rods, and
other linkage; adjust as
necessary.

GUIDE NUMBER a-12

COOLIRG TOWERS
Frequency: Annoual

Special Inatructions: After the coollng
season = OCpen apd tag electric
circuits.

Checkpolnta:

1. Drain and fluesh down tower., Remove
trash, dirt, and algae from pans,
caginga, rill, and screens.

2. Steel caalng, bazing, and
framework should be painted with
protective paint where applicable.
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Operation and Msintenance of Real Property

2. Check irsnlation; repair if
needed,

3. Check structural members, vibra-
tion eliminators, and flexible
connections.

L, Check beardings, shaft, pulley, and
allgment with motor {if vibratien
is excessive, check balance of
rotor).

. Perform required lubrication.

. Check belts; adjust tension, or
raplace as required.

7. Blow cut or vacuum windinga, if

necesaary.

8. Clean complete unit, ineluding fan
rotor. Touch up or paint as
requi red.

GUIDE WUMBER A-16
FILTERS, MOVABLE CURTAINM, OIL COATED
Freguency: 1 to 4 times annually

Speclial Instructiona: Review manu-
facturer'as instructionma, Secure fans
and fiiter motor; tag switches.

Checkpolintas:

1. Inapect framework and atpucture.
Look for leoese or misalng bolts,
air leaka, condition of flaahing
or caulking, ete.

2. Fxamine all moving parts for
proper alignment, freedom of
motion, excessive clearance or
Flay, etec.

2. Inspect and adjust motor and drive
unit, gear reducer, saprockets,
drive chains, belts, ete, Perform
required luobrication.

4, Inspect pressure-sensing device,
pregsure Swiltches (if automatic),
selector(s), startera, electric
contrels, warning and/er indicator
lights, ete. Clean and adjust as
netessary.

5. Remoave sludge from pit; change or
replenish ocil.

6. Remove tags; restore to service
and check eperations.

GUIDE NUMBER A-17
FILTERS, BROLL-TYPE DISPOSAEBLE MEDIA
Frequency: 1 to 4 times annually

Application: To change roll filter
media.

Speclal Inatructions: Secure unilt and
fana; tag switehes,

Checkpointa:

1. Remove old filter media roll and
inatall new rall.

2. Yacuum heavy accumulation of dust
and remove debria,

3., Iospect for proper alignment and
operation of automatic controls,
adjust as necesasary.

GUIDE NUMBER i-18
FILTERS, VISCOUS-TYPE (WASHABLE)
Frequency: 4 to 52 times annually

Application: This guide i3 for reusable
filters and includes time for removing,
cleaning and replacing the filters., The
throwaway filters are usually more
econemical than the viscous type.
Therefore, this {ilter shall be uged
only where econcmically justified.

Checkpolnta:

1. HRemove filters and replace with
filters that have been cleaned and
recoated. Examine frame and clean
it with 2 nigh sucticn vacuum.

2. Move dirty filters to c¢leaning
station,

3. Clean, reccat, and atore filters
removed until next acheduled
change.
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GUIDE NUMBER 1-22

FANS, PROPELLER, 24" DIAMETER OR
LARGER

Frequency: Annual

Special Inatpuctiona: Disconnect and
tag circuit,

Checkpolnta:

1. Clesn unit, especilally fan blades.

2. Inspect pulleys, belts, couplings,
eta.; adjust tehnalon and tighten
mountings as necessary. Change
badly worn belts.

3. Porform required lubrication.

., Clean mctor with vacuum or low
pressure air (leas than 30 psig).
Check for cbatructions in motor
cooling and airflow.

5. Pearform visual examination for
cracks at blade to blade-
supporting asseabliea,

6. Touch up paint for preservation.

T. Remove tags; atart unit and check
for vibration and noise.

GUIDE NUMBER i-23

FARS, PROPELLER, FEDESTAL OR WALL
MOUNTED .

Frequancy: Anoual

Special Instructions: Thia guide iz for
the large fans used in the workroam or
other areas to provide air circulation.
Thia maintenance should be performed
during the winter prior to the cooling
sgason.

Checkpointa:

1. Diaconnect from electric power and
clean entire unit including the
blade and motor.

2. Bxamine line cord for frayed
inaulation or evidence of
deterioration.

2. HWrench test blade setacrew, motor
mount bolta, and blade guard
mounting bolts.

4. Lubricate unit and clean up exceas
lubricant.

5. Opergte unit and check for eicess
vibration and unusual peisze.

GUIDE NUMBER i=-2%
FAN/COTL. UNITS, UNDER-WINDOW TIPE

Frequency: 1 to 4 timesa annually.
(These units are normally in office
areas - maximug frequancy is 4 times
per year.}

Checkpoints:

1. Drain pan, Clean eoila and other
components with wacuum.

2. Inapsct motor and fan. Lubricate
as requiraed.

3. Check trap, temperature regulator
and shutoff valves.

4. Chapge filter (if equlpped and
necessary).

5. Check for loose conpections in
unit; tighten as necessary.

§. Clean and wipe down exterior vents
and smooth surfaces,

T. Clean swrounding floor areas.

GUIDE NUMBER i-25

HEAT/COCLING UNIT, ROOF TOP
{UP TO 15 TONS)

Frequency: Semiacnual

Time: Spring 10 Hours
Fall T Hours

Specilal Inmstructions: This applies to
roof-top heating/coocling units, Gas-
fired heating with alr=-cooled
condenser.

1. HRemove panels, <¢lean entire unilt.

2. Clean drip pans and drains, paiat
a3 neceasary.
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¢, -Change oil in purge pump when ¢. Check apeed inecreaser; drain
it becomes contaminated or oll from gear box; flush and
~emul=ified. inspect gears for indication
d.  Inapect discharge valve and of wear, pitting, and
cil diatributor rubbers; renew misalignment.
if necessary. d. Femove head fram cil coolers;
inspect and clean tubes.
%. Controls Change il fllters.
€. FRefill oll sump.
a. Check adjustment of pressure— f. Remove acgeess caps to
trol, restrictor, high level compressor internals and clean
cutout, low temperature where possible.
cutout. ) g. Clean and adjust pilot
b. Check all conirol interlocks positioner for guide wvanes,
for proper operatlon, h, Examine bearing for clearances
¢. Check capacity control valve, and wear.
linkage, and atem. Lubricate i. Clean and lubricate coupling.
according to manufacturerts j. Check hot and cold alignment
instruections, between drive ahd driven
compressor.
k. Check all relief valve rupture
GUIDE NUMBER A-2T7 discs,
1. Tesat entire system for
REFRIGERATION MACHINES refrigerant leaks,
({Centirifugzl and Reciprocating) m. Calibrate and adjuat all
gauges and instruments. HNote
Frequency: Annual that the thermometera which
measure inlet and outlet
Special Ipstructions: Opern and tag temperature of chilled water
electric circuits. should be calibrated together.
Do this by placing the sensing
Checkpointa: element in a container of
melting ice and water. This
1. Compreasor will provide a temperature of
329F for calibration
a. Take =mample of oil and have purposes.
analyzed for acld and metal n. Check safety controla for
caontent. Keep reporf of setting operation; tighten
analysls with P3 Form 4772. electrical connections and
Dralin, flush, and ckange oil ¢lean where indicated.
in reservoirs ipcluding £11- o. Review manufacturer's
ters, strainers, and traps. Do literature for further detalla
not change oil in recipro- on service required on
cating machinez unless compressor.
contaminated. p. Perform maintenance on purge
b. Clean and inspect main and unit in accordance with
auxiliary oil pumps, including manufacturer's instruetions.
packing, seals, alignment, 4. Leave equipment and area clean
pulleys, belts, and couplinga. and free of debris,
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GUIDE HUMBER i-30

UNIT HEATERS (STEAM AND HOT WATER)
Frequency: Appual

Checkpointa:

1. Clean atrainer ahead of valve.
Check valve head and seata for
wear and cutting.

2. Replace valve if seats need
rogrinding. Send o0ld valve to
manufacturer for overhaul,

3. Steam quality should be examined
for foreign matter i1f valvea are
being damaged.

4, FExamine pilot lines for dirt,

K. Check steam gauges.

6. Check safety or pressure relief
valve for relieving and seating.

7. ©Check diaphragms for failure.

B. Check binding of valve stem.

0. Clean and adjust heater deflector
fins and element.

10. Clean fan and lubricate motor.
11. Adjust weighted lever or spring-
cortrol tension.

GUIDE NUMBER A-31
UNI'T BRATERS (QAS FIRED)
Freqguency: Annual

'Speeia) Instructions: Open and tag
electriec cirenit.

Checkpolnta:

1. Clean and adjust heater deflectoer
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 pliot or electric dgnition
device.

5. Inapect vent and damper operation.

6. Operate unit and adjust burner.

T. Check opsration of safety pilot,
gas shutoff valve, and other
burner safety devices.

GUIDE NUMBER i1-32

FIRE DAMPERS (IN DUCT)
Frequenoy: Annual

Special Instructions: Fysible link must
never be replaced with a plece of wire.
On first inspection, make sure that the
damper 13 not installed backwards. In
all cases, the air movement should tend
to close damper.

Checkpolnts:

1. Determine that the access door is
reasonably airtight and latches
properly.

2. 1If damper is closed, check for
ruptured fusible links, broken
attachmeret or hinges, damage,
corroslon, ete.

3. FRemove fusaible link and check for
proper rating.

4, Determine that damper is self-
¢cleaing and properly latches,
Adjust if necessary.

5. Lubricate friction points and
exercise damper to ensure complete
freedom of movement.

6. PEach year install new fusible
links of proper rating and tensile
strengthk in areas of vibration.

7. FReinstall fusible limk {lccations
where vibration 1s not a problem).

B. Close acceas door and check for
wind noise.

GUIDE NOMBER 1-33 AND i-34

GENERAL MONITORING SYSTEM

Special Instructions: Sese current
Maintengnce EBulletin for preventive
maintepance checklist items, TIre-
quencies, tims atandards, ete., for GMS
components. Calculate annual workhour
requirements and enter on Form 4806-A.
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GUIDE NUMBER E-3
EMERGENCY LIGHIS
Frequency: Annual

Specizl Inatructions: Use rubber gloves
and apron. Do not spark battery
terminals or smoke while performing
maintenance. FHReview and follow
manufacturerts instructions for cyeling
batteries. In some cases it may be
necessary to remove the light from
service and perform the e¢ycling in a
shop area. Any light that is removed
must be replaced immediately. In s3ome
cases only the batteries may have to be
changed out. (See manufacturer’'s
instructiona.) The checkpolmta apply %o
wet—cell, dry-cell, and gel-cell
batteries unlass otherwlse indicated.

Checkpoints:

1. Iaapect for structural defects and
deposita,

2. Clean off corrosalon depoaits and
apply =ilicone grease to terminala
{wat-cell).

3. Inapect water level and take
specific gravity reading. If
reading is lesaa than specified by
battery manufacturer, the battery
ghould 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. Puab test button and cbserve light
operation. (See manufacturer's
instructions. )

6. Check vent holes (wet-cell).

T. Clean exterior with dry cloth.

8. Disconmnect unit to operate for 1
1/2 hours., At the end of 1 1/2
hours, the unit muat be fully
operational. If the manufacturer's
inastructions recommend cyeling the
battery by aliowing the unit to

operate until the lights ge out,
leave the unit disconnec¢ted beyond
the 1 1/2 hours to complete
¢yeling. Reconneet the wnit.

9. hecord the results of the 1 1/2
houra' duration test on the route
sheet, If the unlt did not pasaas
the test, replace or repair it.

GUIDE NUMEER E-5
LEAD=-ACID BATTERIES
Frequerpcy: Quarterly

Application: This gulde is for
batteries used on switch gear, cooirol
clrcults, fire alarm systems, spriokler
supervisory systema, and transformer
supervisory systems where the acurce of
DC power must be reliable.

Speclal Instruections:

1. U=e caution in handling the
hatteries and electrolyte. The
electrolyte is injurious Lo the
8kin and ¢lothing.

2. Never smoke or carry an opec flame
in ¢r pear the battery charging
area.

3. W¥ear apron, face shield, and
gloves,

i, Hever remove any conrecting
cables or straps while charging or
when there is a posaibility of a
load being on the batteries (this
can cause a spark that may ignite
ever=preseht hydrogen gas).

Checkpoints:

1. Check as~found voltage and
apecific gravity for each cell and
record on Ferm 4815, Storage
Battery Monthly Report. Check and
record the temperature of twe to
three cells in each row,

2. When the electrolyte 1s at the
lowest mark, add distilled water
to bring it to the proper level.
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GUIDE NUMBER E-12

LIGHTNING PROTECTION
Frequency: Annual

Special Instructicns: On first
inspection, <¢heek that (1) al) air
terminals {(lightning roda) are
interconnected, (2) at leaat two down

conductors are instzlled with their own
ground connection.

Checkpoclinta:

1. Inspect air terminals for
corroflon and rigld attachment to
structure,

2. Examine conductora for corrosion,
strong mechanical joints which
pravide good electrical
conductivity, and loose or broken
faateners.

3. Check for loops, sharp bends (lesa
than 8" radius), and frayed
horizontal and vertical
conductors.

. Check for damaged guards znd down
conductors.

5. Inspect grounding attachment for
permanency and corrosion (if
practical).

6. Teat resistance to ground for esach
down conductor.

GUIDE NUMBER E=-2%
MOTORS
Fregquency: Annual

Application: This guide 12 for
squirrel-cage, woupd-rotor, and syn-
chronous motora 1in exceas of 5 horse-
power. The maintenance specif'ied by
thiz guide 1s not intended to require
disassembly of the motor. This gulde
does not normally apply to motors rated
les2 than 5 horsepower on Dpuilding

aquipment. Maintenance for these motors
ia normally limited to cleaning and
lubrication which is accomplished with
the maintenance of the driven machine.

Special Instructiona: Open apnd tag the
¢lireuit serving motor. Obtain and
review manufacturer's inatructions,
Give agpecial attentiom to lubrication
procedure as well as bruah and
copmutator maintenance.

Checkpointa:

1, Clean motor with a ¢lean rag or
vacuum. Clean areas otherwise
ipsccesasible, by blowing with
clean, dry air using not more than
30 pounds per square inch
preasure, Clean surfaces and
ventilation passages thoroughly.

2. Visually inspeect winding for
cleanliness. Look for coating of
oll or grease (disassembly of a
motor for ¢leaning iz pormally
beyond the scope of preventive
maintenanee),

3. Check air gap uniformity and
report defective bearings for
replacement.

4, Insapect =zquirrel-cage rotors for
broken or loose bara and evidence
of local heating.

5. On wound-rotor and synchronous
omoetora thoroughly clean the
collector rings and/or commuta-
tora. Inspect them for roughness
and eccentricity., Examine Lrushes
for fit, free play, chipped toea
or heels, heat cracks, wear, and
contact pressure.

6. Perform lubrication according to
manufacturer's instructions.

7. Inapect for molsture and
protection from water.

8. If motor has not been operated for
an extended period, check
insulaticn resistance with a
megger, If insulation resiatance
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9. Inspect generator heaters,
10. Report any needed repairs,

GUIDE NUMBER E-33

EMERGENCY GENERATORS, ALL TYPES OF
ERGINES

Frequency: Monthly

Applicaticn: This guide provideaa for
the operatiopnal teat of emergency
generators.

Speecial Instruetiona: Cheek fira
extipguishers for location and type.
Allow no open flames or smoking in the
area. Use only approved asafety=-type
fual «cans, Obtain and review
manufacturerta inatruectionas apd
apecificationa.

Checkpoints:

1. Drain condensaate from bottom of
fual tank and check fuel for
quantity and contamination.

2. Cheock engine oil level,

3. Check coplant level and inapect
for leaka. Inspect engine alr
¢leaner; replace iIf dirty.

4. Test and determine =zpecific
gravity of starting batteries,
Clean terminala. Set proper charge
rate after generator has been
operated.

5. Examine generator for moisture
and/or dirt,

6. Start znd operate unlt under full
load for 1 hour. It 13 important
that the unit be operated under
load. If a portion of the building
lecad cannot be connected, a
reaistance load should be used.

T. Wrile unit is e¢perating,
thorcughly observe cperation fop
indication of defects or possible
mal functions,

g. After unit has operated for 50
minutesa, log the operation to show
at least the following informa—

ticon: engine and generator speed
in RPM, operating voltage,
operating amperses, engine
temperature, engine oil preasure,
and hour meter readings.

9. After unit ha= been operated,
check ilubricant and coolant
according to manufacturer'!s
instructicns fo assure that it
will be ready to operate in an
emergency.

10. HReport any needed repairs op
cbaserved defects.

GUIDE NUMBER E-34
FIRE SUPERVISORY SIGNALS - TESTING
Frequency: Quarterly

Special Instructions: The work required
by this procedure mpmay cause the
activation of an alarm and/or a
supervisory aignal. The fleld office
manager and the codtrel center or fire
department that will receive the alarm
and/or aignal must be notified prior to
start of work. When feasible, the
position of wvalves, air preasure,
temperature, or water level being
monitored should be altered to actuate
the signala. Check all supervisory
deviees for damage, carrosion, and
pitted electrical contactors. Inapect
cohduit for loose joints, hangers, and
elamps.

Checkpolnta:

1. Valve supervision - turn valve
stem about three revolutions and
check for signal, Adjust tamper
device If necessary.

2. Adr pressure supervislion:

a. Inspect pressure gauges for
any damage.,

b. Tap gauge tec zee if needle 1s
Jammed or immovable,

¢. Check for proper air pressure.
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4. Test linme voltage on each circuit,
voltage-to-ground ¢on ungrounded
aystems, and supervisory current,
when applicable, Log the readinga
apd weathar condltiona.

5. Inspect for burned out indicator
lamps, 1noperative targats, and
all other types of auperviaory
aignala on the control board.

GUIDE NUMBER E=37

FIRE ALARM SYSTEM - RECORDERS
Frequency: Weekly
Checkpointa;

1. Clean recording devices,

2. Check prewound mechanisms. Rewind
if necegsary.

3. Examine alignment and tenaion of
paper tape and supply of tape on
reels. Install new tape when
needed.

4., Manually move ribboen to prevent
ink from drying (Papermarking
type).

5. Inapect for legible punctures or
markings on tape.

€. Check for correct time on tipe
atamp. HReset if neces=sary.

GUYDE NUMBER E-38

FIRE ALARM BOXES (MANUAL)

Frequency: Quarterly (Bimonthly if
noosupervised)

Speclal Instructions: Tha work required
by this procedure may cause the activa-
tion of an alarm and/or a supearvisory
ajgnal. The fleld maintenance mnanager

and the control center op Fire depart-
ment that will receive the alarm and/or
aignal must be notified prior to gtart
of work. When alarm systems ars con-
nected te muniecipal systems, tasat
signals to be transmitted tc them will
be limited to those acceptable to that
authority. Results sbould be recorded
on the poute aheet. 4 differant box
sbould be activated on sach test.

Checkpointa:

1. Examine box for damage atid legible
box number.

2. Check external tamper devices.

3. When practical, remove "Break
Glasa™ and follow instructiocns for
actuating alarm.

4., Confirm that proper =ignal (coded
or uncoded) is transmitted to
receiving station (Central Control
Station, Pire Department, Follce
Department, ADT, ete.).

5. Determine that audible alarms or
aignals {lecal or ganeral)
actuated by the alarm box are
cperating.

6. Inspect recording register for
logibility, time, code bumber, and
nuber of rounds.,

7. On syatems with shunt
noointerfering or poaitive
nopinterfering circuits, operate
one box apd then operate another
box on each box loop prior to the
completion of the flirst cycle,
Check ror interference at
receiving station or recording
regiater.

8. Resteore alarm box and acceasories
te mormal position promptly after:
each teat. This includes
rewinding, resetting, replacement
of tamper devices, ete,
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motor geperator sat connections,
change ofl ir bearings, and
lubricate in accordance with
manufacturer's instructicns.
Miscellaneous - Observe cperation
of signal and diapatehing systema.
Inspect drum buffers, rope clampa,
alack cable syiteh, coupling,
shaf't, keyways, Indicator dials,
and pulleys. Clean, adjuat, and
lubricate as necessary.

Emergency Light = Check operation.
Qi1 Level - Check level in oil
buffer.

For elevators provided with Fire
Fighters Service, initiate Fhase I
Recall and operate to at least two
floors under Phase I Operation.
Log results of this test on
reverse of route sheet,

GUIDE NUMBER L-3

ELEVATORS, ELECTRIC

Frequaney: Annual (Third Month)

Special Instructions: Heview
manufacturer's lnstructions.

Checkpointa:

1.

bopor Operation - Clean, lubricate,
and adjust brake, operation of
checks, linkages, gears, wiring,
and¢ motor; check Keys, setacrews,
contazets, chains, and cams,

Door Closer - Clean, adjust, and
lubricate pivot points, =111
trips, aznd checking devices.

Guide Shoesa = Lubricate guide shoe
stems; adjuat Ir necessary.

Car = Test alarm bell aystenm.
Clean light fixturesa. Inapect,
elean, and adjust retiring cam
device, chain, dashpots,
commutators, brushes, cam pivots,
fastenings. Test emergency switch
{ground case 1f necessaryl}.
Inspect safefy parts, pivotas,
setscrews, switches, ete. Check

W (o
» L]

10.

adjustment of car sboes or roiler
guldea; adjust if necessary. Clean
and lubricate car gate tracks,
plvots, hangera, car grilles, and
atile channelas,

Selector - Clean, adjuat, and
lybricate brushes, dasbpots,
traveling cablea, chain, brush,
pawl magnets, wiring, contacts,
relays, tape dprive, and broken
tape switch.

Controllera - Clean with blower;
check alignment of switches,
relays, timers, hinge pina, ete.
Adjust and lubricate. Check all
condensers, resiatance tubes,
grids, fuses, holders, and all
centroller connections.
Miacellaneous - (bserve operation
of signal and dispatching asystems.
Inspect drum buffers, rope ¢lamps,
slack cable switch, ceuplinga,
ahafts, keyways, etc, Clean,
adjust, and lubricate as
necesaary.,

Emergency Light - Check operation.
0il Level = Check level in oil

buf fer.

For elevators provided with Fire
Fightera Service, inltiate Phase I
Recall and operate to at least two
floors under Phase 1II Operation.
Log results of this test on
reverse of route sheet.

GUIDE NUMBER L=4

ELEVATORS, ELECTRIC

Frequency: Annual (Fourth Month)

Special Instructions: Review
panufacturer's inatructions.

Checkpolnts:

1.

Door Dperation = Clean, lubricate,
and adjusat brake, operation of
checks, linkages, gears, wirlng,
and motor; check keys, setscrews,
contacta, ¢haina,” and cams,
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shafts, keywaya, ete, Clean,
adjust, and lubricate as
necgssary.

9. Emergency Light - Check cperatlon.

10. {dl1l Level - Check level in oil
buf fer.

11, For elevators provided with Fire
Fighters Service, initiate Phase I
Recall and operate to at least two
floors under Phase II Operaticn.
Log reaults of this test on
reverse of route sheet.

GUIDE NOUMBER L-6
ELEVATORS, ELECTRIC
Frequency: Annual {Sixth Month}

Special Instructions: Review
manufacturer's inatructicons.

Checkpointa:

1. Door Qperation - Clean, lubricate,
and adjust brake, operation of
checks, liokages, gears, wilrinog
and motor. Check keys, setscrews,
contacts, chains, and cama,

2. Door Cleoser = Clean, adjust, and
lubricate pivot points, siil
tripa, and checking devices.

3. Selector - Clean, adjuat, and
lubricate brushes, dashpota,
travelipg cablesa, chain, brush and
pawl magnets, wiring, contacta,
relays, tape drive, and broken
tape switch,

4, Car - Test alarm bell and
communication system. Clean,
adjust and lubricate car gate
tracka, pivots, hapgers, ete.
Clean light fixture. Tesat
emergency switch. Inapect, ¢lean,
and adjust retiring cam devicas,
chain, dashpots, commutator,
brusties, cama, pivots, fastenings,
ete. Inspect mafety parta, pivets,
set—screws, and switehea, Check
clearance of car and safety shoes;

adjust as necessary. Test all
safety devices. Check car
anclosure steadylrng plates.
Inapect stile channels for bends
or oracks, also car Iframe, cams
and supports, Inspect gate up-
thrast, sill groovesa, bottom
guides, ato. Clean and =djust as
requlred, Lubricate moving parts
of docor or gate, pivot pointas,
sheaves, guldes, and track.

5., HMiascellaneous = Obzerve operation
of =ignal anhd dispatching systems.
Inapect drum buffers, rope clamps,
slaek cable switch, couplinga,
abafts, keyways, stc. Clean,
adjust, and lubricate as
necessary.

6, Emergency Light - Install new dry-
cell battery, and check operation.

7. 0il 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 thia tesat oo
reverse of route sheet.

GUIDE NUMBER L-T

ELEYATORS, ELECTRIC
Frequency: Annual {Seventh Month)

Speclal Instructicns: Review
manuf acturer's inatructions.

Checkpointa:

1. Door Operatiop - Clean, lubrilcate,
gnd adjust brake, cperation of
checks, linkages, gears, wiring
and motor. Check keys, set-
acrews, ¢ontacts, chaina, and
cams3,

2. Door Closer = (Clean, adjust, and
lubricate pivot points, =111
trips, and checking devices.
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GOIDE NUMBER L-9
ELEVATORS, ELECTRIC
Frequency: Anpnual (Ninth Month)

Special Instructions: Raview
manufacturerts instructiona.

Checkpolnta:

1. Door Operation - Clean, lubricate,
and adiusat brake, operaticn of
checks, linkages, gears, wiring
and motor; check keys, =etscrews,
contacts, chaina, and ¢ams.

2. Door Cioser - Clean, adjust, and
lubricate pivot pointa, sill
trips, and chetking devices.

3. Belector - Clean, adjust, and
lubricate brushes, dashpots,
traveling cables, chain, brush and
pawl magnets, wirlnog, contacts,
relays, tape drive, and broken
tape switch.

4, Controlleprs - Clean with blower.
Check alignment of switches,
relays, timers, hinge pins, ete,
Ldjust and lubricate; check all
resistance tubes and grids; check
cil in overlcoad relaya, settings,
and eperation of overloada, Clean
and inspect fuses, holders, and
all controller connections.

5. Car - Test alarm bell and
compunication syatems. Clean,
adjust, and lubricate car gate
tracks, pivois, hangers, ete.
Clean light fixture., Teat
emergency swiltch. Inspect, clean,
and adjust retiring cam device,
chain, dashpots, commutater,
brushes, cama, pivota, fastemings,
ete, Inspect safety parts, pilvots,
setscrews, switch, ete, Check
adjustment of car shoes or roller
puides; adjust if necessary.

6¢. Emergency Light - Check operation.

7. (il Level = Check level in oil
buffer.

§. For elevators provided with Fire
Fighters Service, initiate Fhase I
Recall and operate to at least two
flocora vnder Phase II Operation.
Log resulta of this test on
reversae of route sheet.

GUIDE NUMBER L-10
BLEVATORS, BLECTRIC
Freguenocy: Annual (Tenth Month)

Special Inatructions: Revlew
manufacturer's instructions,

Checkpointas:

1. Door Operation - Clean, lubricate
and adjust brake, operation of
checka, linkages, gears, wiring
and motor; check keys, =et-
screws, contacts, chains, and
cams.

2. Dboor Closer = Clean, adjusat, and
lubricate pivot points, 8ill
tripa, and checking devicea.

3, BSelector = Clean, adjuat, and
lubricate brushes, dashpots,
traveling cables, chaln, brush and
pawl magnets, wiring, contacts,
relays, tape drive, and broken
tape switeh,

4., Car = Clean, adjust, and lubricate
car door or gate tracks, pivots,
hangera, ete.

5. Leveling - Clean, adjust, and
lubricate leveling switches,
leveling operation, holstway
vanes, and magnets op inductors.

§. Machine - Inspect worm and gear
backlash, thrust end play, and any
bearing wear ln machine,

7. Hoistway Deoors - Clean and
lubricate tracks, chaina, sheaves,
hangera, check upthrust and adjust
if necessary. F{ll and adjust
cheacks. Check bottom glbs, struts,
a{11s, headers, and fastenings.

Ad juat door contacts as required.
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Operation and Maintenance of Real Property

Guidaes - Lubricate wheel bearingsa
{roller guides) as neceasary.

Car - Clean, adjust, and lubricate
car gate tracks, pivota, hangers,
ete. Teat alarm bell and communi-
cation system, Clean light fix-
ture, Tesat emergency switch.
Inapect safety parts, pivota, set-
sorews, and switech. Check adjust=
ment of car shoes or roller
guides. Inspect stile channels for
bends or cracks, also car frame,
cams, and supports. Inapect gate
or door upthrust, alll grooves,
and bottom guides, Check pivot
points, sheaves, guldea, and
tracks for wear.

Miacellaneous - Inapect drum
buffers, rope clamps, alack cable,
aswitch, coupling, shafts, keyway,
ete. Clean, adjust, and lubricate,
Observe operatico of signal and
dispatching ayatem.

Emergency Light = Install new dry-
cell battery and check operation.
0il Level - Check level im oll
buffer.

For elevators provided with Fire
Flghters Service, initiate Phase I
Recall znd overate to at least two
floors under Fhase 1I Operation.
Log results of this test on
reverage of route sheet.

GUIDE NUMBER L-13

ELEYATORS, HIDRAULIC

Frequency: Monthly

Special Instructions: Review
manufacturer!s instructions.

Checkpolnta:

1.

Observe operation of elevator
throughout its full range and at
all floors it serves to test
coptrols, safety devices,

levaling, releveling, and other
davices, If creeping is excessive,
determlne cause and eorrect it.
Check opening and cloaing of
doora, gates, the indicators in
cab, and at each floor.

Inspect interior of car. Test
telephone, normal and emergency
lighta, fan, emergency <all system
or alarm, miscellaneous hardware,
certificate and holdep, control
panel, emergency light, ete.
Inspect boistway and pit, Clean
and lubricate equipment as
required.

Test mechani=m. Observe operation
of moter and pump, ©il lines,
tank, controla, plunger, packing;
check oll level, ete.

Teat manual and emergency <ontrol.
Report any needed work you cannot
da.

For elevatora provided wiih Fire
Fighters Service, initiate Phase I
Recall and operate to at least two
floors under Phase IT Uperation.
Log results of this test on
reveras of route sheet.

GUIDE NUMBER L-14

ELEVATORS, HYDRAULIC

Frequenoy: Annhual

Special Inatructionsa: Review
mahufacturer's inatructions.

Checkpolnts:

1.

2.
3.

Thoroughly clean the mechanism,
hoi atway, pit, top anrd bottom of
cab, ete.

Make annual inspection and test.
If possible, the above shall
eolineide with required USPS annual
inapection of the elevators and
issuance of Form 279, Certificate
of Inapection.
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8. Follow manufacturer's recommenda-
tions for lubrication,

9, Perform annual work as prescribed
by the manufacturer.

10. Heassemble entire unit, thoroughly
¢leanirg steps, and check for
broken treads as steps are
replaced. Check entire unit for
proper running clearances. HReshlm
steps as required.

11. Submit condition report to super-
viszopr listing any major repairs
required ao that needed parts can
ba ordered and work scheduled.

GUIDE NUMEER L-1T7
ELEVATORS, SIDEWALK

Frequency: Monthly

Special Instrucetions: Review
manufacturerta instructiona. Use
sultable Dbarricade for sidewalk
ppening.

Checkpointa:

1. Operate elevator through full
range and at the levels served Lo
test controls, safety devices,
leveling, releveling, and other
devicesa., If creeplng is excesalive,
determine cause and correct.

2. Inapect opening and closing of
sidewalk doors. Clean camis),
moving parts, holstway, pita, ete.
Lubricate as required.

3. Test emergeacy stop switch and
signal bell cor alarm.

L}, Examine operating mechaniam,
moctor, poter coptrols, pump, oil
lines, valves, tanks, ete,

5. PReport any deficlencies found
during scheduled maintenance.

GUIDE NUMBER L-18

WINDOW WASHING SCAFFOLD, POWER
OPERATED

Frequency: Quarterly

Special Instructions: Review
manufacturer's instructions,

Checkpointa:

1. Imapect structural features on
roof. Remove any cbstructicns from
the track and from, on, or near
the garage.

2. Inspect roof car, platform, steps,
wire mesh panels, gate, hinges,
hardware, ete.

3., Opserve operation of drive motor
and mecharndsm, brake, cable, reel,
drive, wheels, gulde rollers, eteo.
Adjust as necessary.

4, Examine telephone c¢able reel and
make a teat call.

5, Inspect operation of electrie
controller, direction switches,
inching buttons, protective
devices, limit switches, position
interlocks, locking pips, and
agckets, ete. Adjust as necessary.

6. Check operatior of manual and/or
emeprgency controls, handeorank,
motor diasengagemsnt, brakes, and
gther devieces. Adjust as neces-
ary,

7. Inspect fresh water and wash water
tanksa, pipe lines, drains, inspec-
tion or acceas openings and
cavers, etc, {Tanks should be
emptied and washed out after use).

8. Test operation of scaffold from
low to high pesitiorn and along
track to aasure safe operation and
test eperation of all control
devices, limitas, interlocks, etc.
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Checkpointa:

1. Change engine oil (Note: oil
should be changed and gasoline
drawn at end of seasen prior to
laying up unit for winter).

2. Service air and fuel filters.

3. Sharpen or replace cutting blade.

k. Clean and gap or replace spark
plug.

5. Inapact unit, oclean debrisa from
cooling alr paasages, and make
other needed adjuatmentas.

GUIDE NUMBER M-3

SWEEPERS (QASOLINE)
Frequency: Every 50 Operating Houra

Spacial Instructions: Review manu-
facturer's maintenance recommendationa,

Application: Gasolime-~ or gas-powered
riding type =weepers used ir driveways,
parking lots, aidewalks, etc. Daily
lubrication should be ac¢compli=zhed by
the operator.

Checkpolnts:

1. Ckange oil and change or tlean
filter, as appropriate, every
fifty operating hours.

2. Bervice air and fuel filters.

3. Iuspect engine, clean cocling air
passages.

4. Clean and gap, or change spark
plug.

5. Check oll level in gear boixes,

6. Adjust tension and/or replace V-
belts.

T. AdJust brakes, brushes, and
operating mechanisms as recom-
mehded by the manufacturerts
instructionsa,

8. Ipspect entire uwnit and make or
report needed repaira,

GUIDE NUMBER M-4

TANES, FUEL OIL STORAGE

Freguency: Every 4 Years

Checkpodinta:

1. Prior t¢ end of heating season,
adjust «il deliveries so oil will
be nearly consumed.

Remove manhola.

Pump oil tank downo to within €7 of

bottom of tank.

#, Pump sludge from bottom of tank
and flush and diapese of by
approved method, A vacuum fruck
may be required to remove and
diaspose of sludge.

5. Dizcoonect heating coll; remove
from tank and clean.

6. Examine tank for leaks: check
condition of plping connections.

T. Clean and adjust oil tranafer
pumps (oill- op steam-driven),

8. Examimne, tlsan, and adjust

- operation of strainersa, traps,
contrel valves, oll-flow meter,
¢i1l temperature, and pressure
gauges.

9. If a worker aust enter tank, test
for oxygen deficiency, and supply
proper respirator as needed.
Safety barpess must be worn.
{Observer shall be present outside
tank at all times when worker is
inaide tank.)

g
-

GUIDE NUMBER M-5

PAPER BALERS
Frequency: Annual

Special Ipatructions: Open and tag
electric switches.
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GUIDE NUMBER M-8

DOOR, POWER~OFERATED MAIN ENTRANCE
AND DOCK

Frequency: Quarterly
Checkpointa:

1. Check alignment of door and
mechanism. Inspec¢t mountings,
hinges, mats and trim, weather
stripping, ete. Replace, tighten,
and adjust as required,

2. {Operate with power, observing
operating of actuating and safety
wats, door speed, and checking
fupctions,

2. Cheeck manual operation.

k. Inspect power unit, add cil, and
tighten hydrauilic lines as
required.

5. Check operation of control board
relays; clean, replace, and adjust
cosntacts a3 required,

6. Inspect door operating unit,
tighten lines, and adjuat as
required.

T. Clean and lubricate door pivot
pointa,

8. Report any needed repaira.

GUIDE KUMBER M-9
DOORS, MAIN ENTRANCE
Freguency: Semiannual

Application: Entrance doors used in
mals entries to bulldings where a
pocrly operating door may be dangerous
and cause congestion. .

Checkpolnts: (for hinged doors)

1. Inapect the frame and supporting
structure.

2. Ipnspect hardware: hinges, latch
keeper, 1loek, etc. Apply graphite
where needed; wipe off excesa.

3. Inspect glaasa, putty, or retaining
pieces, Correct any deficlencleas.

4. Operate door to obaerve
functioning of check, Adjust and
service as needed.

5. Touch up paint as needed.

Checkpointa: {for revolvipg doora)

1. FRemove obstructions and clean cut
track,

2. Fold door. Note action apd freedom
of motion.

3. Inzspect locking device; adjust as
needed.

4, Clean pivet points and apply
graphite.

5. Inapect felt or rubber szeals.
Keport needed repairs.

6. Touch up paint as required,

GUIDE NUMEER M-10
LOADING RAMPS, ADJUSTABLE
Frequency: Quarterly

Special Instructions: Disconnect, lock,
and tag switch out. Review
manufacturerts instructions,

Checkpolinta;:

1. Inspe¢t structural features,
framework, support members, anchor
bolts, pit, platform, etec. Examine
condition of bumper. Does it
protect ramp propeply?

2. HRemove dirt and trash from pit,
and determine if pit drain is
open.

3. Inapegt motor, controls, atarter,
push buttons, solencids, ete,
Clean, ad]ust, and lubricate as
necessary. Be sure discomnect
switeh can be locked.,

4. Fer hydraulic unitas:

a. Inspeet coupling, pump,
contrel valves, piping, relief
valve, reservolr, f£i11 pipe,
cap, vents, etc. {lean,
adjuat, and lubricate as
heeded,
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10.

11.

041 ahaft bearing under Packer
with #10 oil.

Lubricate contalner roller
fittinga in axle.

0il all moving joirnts on container
door lateh with #10 oil.

0il all container door hinges with
#10 cil,

011 Tie Rod (Lock Heok) with #10
oil. Insapect condition of cotter
pins.

Wipe clean and apply heavy grease
along top slide.

Wipe clean and apply heavy grease
throughout length of alide
channel .

Inspact cotter pina, closed end of
Packer Cylinder. Look for signs of
wear, or broken cotter pins,

See that all dirt and debris have
been cleared from under and around
carriage of compactlon unit.

Check opan-end Packer Cylinder
mounting pin.

GUIDE RUMBEE M-13

STATIONARY PACEKERS

Frequency: Monthly

Checkpointa:

1.

Qbserve all safety precauticns.
Shut of f current before performing
activities listed below.

Remove breather cap on oll tank.
Clean breather holes and replace
cap. Do not presa on s¢ tightly as
to block ailr pass=age.

Inspect mounting hardware on side
and bottom slides, Check for lost
or broken cotter pins and loose
belts.

Check and tlghten mounting
hardware on Scraper Bar.

GUIDE NUMBER M-15

STATIONARY PACEERS

Frequency: Quarterly

{heckpolnta:

1.

2.

3.
4.

Opserve all safety precautions,
Shut off current before performing
activities listed below.

Check hydraulie il for preper
level and presence of
contamipnation. Add or change oil
as appropriate.

Remove, clean, ar replace oll
filter.

Grease the grease hole coupling.

GUIDE NUMBER M=16

SWEEPERS, RLECTRIC (BATTERY)

Frequenecy: Monthly

Checkpolnts:

1i

2.

Check battery for correct water
lovel. Add water 1f required.
Check battery terminals and cable
clapps for corroaion and
loG2enesa,

Check bydraulic pump, hoses,
lines, fittings, ete. for nolse,
leakage, and dapage.

Check condltion of tank and duat
filter. Clean filter in splvent as
hecessary.

Check belis and chains for proper
tension, wear, alignment, and
general condition.

Check operaticnal controls for
proper cperation.

Check dust skirts for proper
adjustment.

Check hydraulle fluld and add
lubricant #HY-2 as required.
Replace filter a3 necesaary.
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Checkpointa:

1. Check all moving parts for signs
of wear and loocsensss,

2. Cheok and secure all conmecting
pina, nutas, rollers, and retaining
rings.

3. Wrebch test all setscrews.

34, Clean trash and dirt from pit
area.

5. VWipe ram with aoft cloth and
sglvent.

6. Clean dirt buildup from motor,
hydraulic pump, frame, and
housing.

T. Lubricate moving parts as
requirad,

8. Check oil in reservoir for proper
level and cordition. Change oil
when peeded. Im large units
lahoratory analysis of oll sample
may be required annually to detepr-
mine 1f cil peeds changing.

9, Clean up, remove all tools, and
check operation of unit.

GUIDE NUMBER M-21
DOCK BOARDS
Freguency: Monthly

Safety: Block deock board in up positich
with a 4x4 timber. This timbep shall be
especially prepared (eut to the correct
length) for this purpose and placed
securely under the board.

Checkpointa;

1. Clean trash and dirt from pit.

2. Cheok olevis pins for wear and
presence of clevis pin retaineras.

3. Check springa and cable for wear.

. Lubricate moving parts as
required,

5. <Check for proper operatlion,

GUIDE NUMBER P=2

FIRE CONTROL VALVES FOR
WATER DISTRIBUTION SISTEMS

Frequancy: Annual

NCTE: Some states require specifie
training and licensing for
peraons installing and main-
taining sprinkler systems.
Therefore, local codes must be
complied with.

Special Inatructions: The work required
by this procedure may cause the activa-
tion of an alarm and/or a supervisory
gignal. The bulldipg manager and the
control center or fire department that
will receive the alarm and/or signal
must be npotified prior to start of
work, When a wvalve 1s left unattended
in a poaition which will interrupt fire
protection water supply, 1t must be
tagged in accordance with Ssection 10.
Mpat fire system control wvalves ars
normally in the open position. If a
valve is found closed at the time of
the 1papection, confirmation must be
obtained through the building manager's
office on the proper normal valve
posltion. This work should be dope when
other scheduled maintenance is being
performed that inveclves waterflow
through wvalve{a),

Checkpolnta:

1. Remove any obstructicna to easy
accesaibility of valve.

2, Determine that smafe ladders or
acceds ways are in place where
needed,

3. Inspect for damage to valve or
accessories, including tamper
locking devices.

4., Determine that valve is properly
ldentified.

MS-1, TL-%, 11-30-86



Appendix 13-B (p. 22}

Operation and Maintenance of Real Praperty

8. If extinguisher iz a nongauge
ty¥pe, lospect for immovable or
corroded pressure-indicating stem.

. For COp and Halon fire
extinguishers, woigh the
extinguisher and compare to groas
or full weight stamped on shell
body. If underweight more than
10%, it must be recharged; if
other evidence of damage exists,
bydrostatically test.

10. Ensaure that seal or tamper
indicator 1a net misaing or
broken. Replace extipnguisher if
geal op tamper indicator i=s
miasing or broken.

11. .Complete the applicable pertions
of Form 4705, Fire Inspection Tag.

GUIDE NUMBER P-4

FIRE EXTINGUISEER, PORTABLE, GAS
(C0p} - CARTRIDGE TYPE

Frequency: Annual

Special Instructions: This maintenance
is a thorcugh examination for deficilen-
cies requiring repair or replacement.
Do not operate any extinguisher if
elther the shell or cartridge shows
aigna of mechanical damage or cor-
roslon. The cartridge muat bz removed
and depresswized prior to disposal,
Bydrostatic test must be performed on
damaged or corroded shell (see Guide P-
BE). Deficlencies muat be repaired or
the extinguisher replaced. An extin-
guisher removed from service must be
immediately replaced with one of
sultable extinguishing capabilities.
The monthly inapection {(see Appendix
13=C, Part 4) muat be performed at the
same time this maibtenance 1s per-
formed. This gulde 13 applicable to gas
(€05} cartridge type dry chemical
extinguishers., Review HEB M3-K6 for
additional infermation on fire extin-
guishing eguipment.

Checkpolntas;

1. Inapect for dents, broken hanger
attachments or handle, corrosion
at seams, damaged threads, and
legible operatipg instructions.
Replace in accordance with HBK
MS=-£6, Seetlion RL42.

2. Check for signs of damage or
tampering. If seal is broken,
remove cartridge and check actual
welght veraus gross weight stamped
on cartridge. Replace any
cartridge that has lost its gas.
{Weigh repiacement cartridge.)
Ref1l]l shell to preoper level with
extinpguishing agent.

3. Inspect for damaged, Jjammed, bent,
or corroded puncture lever, pln,
and fastener on puncture mechanism
for gas cartridges.

4, Ipspect valves and carrylng
handles for corroded or damaged
handlea, sprinogs, stems, .
fasteners, joint, threads, and
Jammed levers,

5. Replace cracked, cut, or brittle
tiose, nozzle, or horn and damaged
couplings. Remove cobatructions in
nozzle, horns, or hose. Check for
leaka, .

6. If necessary, replace seal ot
tamper Indicator if no other
deficlencles exist.

7. Complete the applicable portions
of Forw 4705, Fire Inapection Tag.

GUIDE NUMBER P-5

FIRE EXTINGUISHERS, HYDROSTATIC
TESTING OF STORED PRESSORE AND
CARTRIDGE TYPE

Frequency: S5 Years (Except as noted
below)

3pecial Insatructions: Hydrostatic
tasting of extinguishera reguires
experienced perscnnel and suitable
testing egquipment. Adequate facilitiea
musat be provided., Fire extinguishers
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5., Verify all devices (manual pull
atations, detectors, abort
switches, valves, ate.,)} are
suitably protected to prevent
damage which would cause them to
be inoperative.

. Verify all warning and instruction
aigns inatalled at entrances,
inside protective areas, and near
operating devices are current and
in usable condition,

7. Teat system according to
manufacturer's instructicns.

8. Check for proper alarm and signal
operaticn,

GUIDE NUMBER P-T
GREASE TRAPS
Frequency: Monthly
Special Inatructions:

protective clothing,
glasses,

Due appropriate
especlally safety

Checkpolnta:

1. Clean ovt trap ard sterilize.

2. Inspect for clogging, scale, and
improperly positioned or missing
baffles,

3. Tighten locose parta as neceasary.

GUIDE NUMBER P-§
MANHOLES, 3EWER
Frequency: Quarterly

Special Instructlons: Wear suitable
protective clothing.

Cneckpointa:

1. Ramove cover.

2, Observe flow.

3. Examine structural featurss of
sewer lina, interior of manhole,
manhgle frame and cover, ete.

4, Touch up paint as required.

. BRepert any deficiencies or needed
regpalirs.

GUIDE NUMBEER P-10

SEWAGE EJECTORS (PNEDMATIC TANK TIPE
EJECTORS)

Frequency: Annual

3peclial Insatruetions:

Cpen and tag

eleotric circuit., Review manufacturer's
instructions.

Checkpointa:

1.

10.
11.

12.

13.

14,

Remove cover plates, inspect check
valves in compreasor discharge
lines, and suction and discharge
lines of sewage pot. Check freedom
of motiom and wear oo ¢lapper or
¢lapper seat.

Remove sewzge pot inspectien
plate. Inspect and clean float
ball or bucket and rod,

Inspect float assembly linkage,
shaft, keys, keyways; look for
wear, binding, etc.

Change oil ip immersed float
switech. Check packing.

Remove any obatructions from water
line, Check atrainer.

Check scolencid valve for freedom
of motion.

Stop all leaks.

Remove cover plate of separator in
vent line. Remove any ¢batructions
in vent. .

S1ide valve and piston valve (1f
applicable). Examine linkage for
freedom of motion and exceasive
wear) replace or adjust as
required.

For rotary alr compressors, c¢heck
shaft packing. Repack if needed,
Charnge lubriecant, flush, and
raplenish.

Examine mounting bolts alignment,
ete. Adjuat or tighten as
necessary.

Inapect, lubricate, pack, or
resepvice all valves as regulred.
Examine motor, controla, starter,
ete. Clean and lubricate as
necessary.
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7. Check diaphragms for failures.

8. Check binding valve stem.

0. Aidjust weighted lever or spring
control tension.

GUIDE NUMBER P-1%4

VALVES, MANUALLY OPERATED
(Main line or cpitical)

Frequency: Main line or ariiieal:
Annual ; Other over 2 inchea: § Years

Appliecation: For wvalves other than
those waed oo Fire Protectlon gystems.
Maiptenance for wvalves used on fire
protection systems i3 deacribed under
the appropriate gulde for the speacific
item of fire protection equipment.

Checkpoints:

1. Exercise valve from one limit to
the other (fully open to fully
clos=ed) to test freedom of motion.
Lubricate stem and moving parta
with graphite.

2. Datermine if valve seats and holds
properly.

3. Check packing gland, adjust, and
lubricate. Repack az required.

3., For valves equipped with wheel and
chain for remcte operation, check
for freedom of motion.

GUIDE NUMBER P-15
VALVES, MOTOR OPERATED
Frequency: Annual
Checkpointa:

1. Clean unit and make visual
examination of all parts.

2. Operate from limit to limit.
Observe c¢peratlicn; look for
binding, sluggishnessa, action of
limits, ete.

3., Determine if valve seats and bholds
properly.

b, Apply graphite to moving parts of
valve.

5. Lubricate motor and gear box as
necessary.

4. Inspect contacts, brushes, motor,
coptrola, switches, ete. Clean and
adjust as pecessary.

GUIDE NUMBER P=16
BACEFLOW PREVENTERS
Frequenoy: Annual

Equipment Required For Test

Differential FPressure Gauge Test Kit

Purpose of Test

To teat the operaticn of the Differen-
tial Pressure BRelief Valve and the
Check Valves.

Tast Diffarential Relief Falve

Tehe Differential HRelief Valve muat
operate to keep the zone bebtween the
twe Check Valves at least 2 psi less
than the supply pressure.

1. Bleed all alr from Check Valvea,

2. Close Valve B on the diacharge
alde of the Backfiow Preventer.

3. Gonnect the "high" aide of the
bifferantial Pressure Gauge to
Test Cock #2 and the "low" alde to
Test Cock #3.

4, Open Test Cocks #2 and #3.

5. Slowly open the Bypass Valve #1
until the Differantial Gauge
Needle satarts to drop. Hold the
bypass in this poaition and
observe the reading on the gauge
at the mament the first diacharge
1s noted from Relief Valve. The
differential pressure at the iime
the Relief Valve opens must be at
least 2 psi.

6. Close all Gauge Valves.

Tast Check Valve 1

The Check Valve must be at least 3 psi
more than Rellef Valve opening pres-
sure,
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2. Shut down and drain pump housing;

oote if suction and diacharge

valves are holding.

. Remove gland.

4, Examine shaf't sleeve for wear;
replace as necassary.

5. Adjust gland evenly, finger tight.

6. On pumps with oil ring lubrica-
tion, drain oil, flush, then fill
to proper oll level with new oil.

7. Perform lubrication in accordance
with manufacturer's instructiona.

8, Clean strainers.

9, Put pump into operation., Stop and
start pump, noting undue vibratlcon
nolise, pressure, and action of
check valve.

ta. If test 1s satisfactory, start
pump again, and adjust te slight
leakage through gland.

11. When pump reaches normal operating
temperatures, check alignment
between pump and drive.

GUIDE WUMBER P-19
RADIATORS, HEATING

Frequency: Once Every 5 Years
(Prior toc heating season}.

Checkpolnts:

1. Remove and inapect seat of trap.
Clean out trap.

2. FReplace thermal element with new
or tesated unit.
KHOTE: HReplace defectlve seata in

traps fitted with removable

type.

3. Cheeck radiator valve for free
turning and seating at same time.
Check packing.

4, If radiator has autamatic
temperature regulating valve,
remcve valve cover and remove dirt
by wvacuuming,

5. For hot water radiatora, check
bleed valve.

6. Check for sediment - clean if
necessary.

GOIDE NUMBER P-20

ROCF, BUILT-UP

Frequency: Semiannual

Workhours per Frequency: Calculate
annual werkhours by using the standard
tipes for building/compenents and
checkpoints listed below.

Check-
point Item Time
- Review inapection 30 minutes
materials per
. inapection
- A=zssmble equip— 10 minutea
ment and tools per
inapection
1 (utaides building 2 minutes
wall= per 100.
lineal ft.
2 Inside cellings 2 minutes
and walls per 1000
(top floer) aq. rt.
ceiling
area
{office)
1 minute
per 1000
aq., ft.
celling
area
{workraom)
3 Roof Perimeter 1 minute
per 20
lineal ft.
L Cutter 15 minutes
per 100
lineal ft.
5 Expansion/ 1 minute
control joints per 20
lineal ft.
& Roof .5 minutes
penetrations each
T Roof drains .5 minutes
each
-] Roof Mat 5 minutes
per 1000
aq. ft.

MS-1, TL-U, 11-30-86
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Checkpointa:
1. Slip=-type joint with packing gland

a, Ewamine joint closgely; look
for evidence of displacement,
loose, defective anchors or
bolts, and alighment of joint
with piping, gulde rods, etc.
Correct what can be done with
pressure ob. Report remalning
itemsa,

b, Observe packing gland; adjust
to atop weeping or leaks.

¢. Renew packing completely when
systen 1s down for other
reasons such as repair,
overhaul, or maintepance of
other components,

2. OGun-packed type

&. DPerform work prescribed in
{(ta) and (1b) for alip-type
joint witk gland,

b, Add paclkdng if needed.

GUIDE NUMBER P-23

ALARM CHECK VALVES AND ACCESSORIES
{for wet plpe sprinkler systema)

Frequency: Annual

Spacial Inatruetions: The work required
may <ause the activation of an alam
and/or a supervisory signal. The field
office manager and the control center
or [fire department that will recelve
the alarm and/or signal must be
notirfied prior teo =start of work, If
drains are not piped to outside of
bullding, take hnecessary stepa to
prevent water damage during full flow
drain test. Rate of discharge from two-
inch drain may exceed <apacity of floor
drain. Preventive malntenance should be
scheduled for the control valve (main
aupply) of the wet pipe sprinkler

aystem at this time.
P-E)o

{Sea Guide Number
Review manufacturerts l1nstruc-

tions,

Checkpoints:

1.

2"

10.

Closa main supply valve for the
sprinkler system, then open 2%
drain valve.

Immediately close draln valye when

water pressure on incoming side of
alarm check valve has dropped to
10 teo 20 pai. If pressure rises
within 1 minute, main supply valve
1s not seating properly. In such
¢ase, opeh draip valve and
alternately open and close supply
valve several times in an attempt
to flush the valve seat. If not
suceeaaful, supply wvalve needs to
be repaired.

With both 2" drain valve and
supply valve open, check operation
of alarm check valve, water motor
gong apd its drain, and all other
alarm or supervisory sigrals such
as waterflow paddle alams,
presaure switches, ete.

When applieable, check if boosater,
Joekey, and fire pumps equipped
with autcmatie atart are
cperating.

Perform any other steps reguired
in manufacturer™s instructions.
Check for proper waterflow through
2" drain, If waterflow i3 weak
{considerable drop In water
preasure when 2" drain is wide
open}, supply valves may not be
fully open or there may be other
plping obstructicns,

Record the flow full drain
reajdual pressure {(loweat pressure
on supply side gauge).

Close 2% drain.

Check that waterflow through water
motor gong 18 stopped to ensure
that clapper of alarm check valve
is properly seated.

Record static pressure (pressure
on supply ailde gauge).
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Checkpointa;

1. Remove obstructiors 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 conpeciion
and ¢heck threads.

4. Crack valve until water weeps
through valve. Then clicse valve
and check for leaks,

5. Serew cap onto velve until it is
hand-tight.

GUIDE NUMBER P-2T7

FIRE DEPARTMENT PUMPER CONNECTIONS
{Standpipe or Sprinkler)

Frequency: Annual

Special Instructions: Never stapnd
directly in front of connection when
removibng cap.

Checkpolnts:

7. Remove any cbatructions to easy
accessalbility.

2. Inspect for collision damage and
misaing parts.

3. Remove caps; check for internal
cbstruction and signs of leaking
chack valve,

L, Inspect swing check for free
movement (Siamese type).

5. Inspect threads.

6. Replace miasling parts and screw
caps on hand-tight when
applicable; install new franglble
capa.

7. Inapect check valve for corrosion
and leakage at jolnts.

8. Check ball drip for free movement.

9, Inspect drain for corresioen,
blockage, and croas cennection.

GUIDE RUMBER P-28

FIRE HYDRANTS
(Dry Barrel or Wet Barrel)

Frequency: Anpual

Specjal Instructiomns: Dry barrel
hydrants should be checked ir the fall
bafare the first fro=t,

Checkpointcs:

1. Remove aty obatructions which
winder accessibility.

2, Qutlets must be at least 18" above
ground or fleor and the bydrant in
plumb poaition.

3. Make sure that dry barrel type
hydrants are used in unheated
areas (indecor or cutdoor) where
freezing i3 encountered.

4, Check for leakage at hose ocutlet,
ete,

5. Examine conditicen of gasketa,
packing gland, and threads.

6. Examine barrel for cracks.

7. Remove ocutlet capsa, check for ease
of removal, and replace all but
coe 2 1/2% cap.

8. Dry barrel type = shut hydrant;
check for drainage by back suction
or by dropping welght on string
into barrel to check for water.

9. Dry barrel type - 1f water 1is
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 1s ¢lear,

11. Cap bydrant; open hydrant 2 turns.

12, Check for leaks,

13. Dry barrel type = repeat items 8
and 9 above.

14, 1If drain is manually plugged, pump
water out of barrel.

15. Lubricate all threads.

16. Check to see that nozzle caps are
hand-tight.

H58-1, TL-4, 11=30-86
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Checkpointa:

1. Cheeck for leaks.

2. Flush tank to remove scale and
sadiment.

3. Check thermostat znd controls for
proper setting.

4. Clean combustion chamber and fire-
alde heat transfer surfaces,

5. Set burner for efficient operation
on o1l fired unita. Take flue gas
C0; reading to determine proper
burner adjustment.

6. Clean and lubricate circulating
pump.

7. Operate try lever on pressure-
temperature relief device {valve).
Hater should flow freely and stop
when try lever is released,
Replace valve if defective.

GUIDE WUMBER P-32
DRINEING WATER COOLERS
Frequency: Annual
Checkpointas:

1. Clean ceils {(uslng vacuum wachine)
and fan blades.

2. Inspect P-trap, water supply
valves, connections, and bubbler
valve for proper operation,

3. Check belt for tightpess and wear
{if applicable).

4, Lubricate motor {if applicable).

5. Inspect for and repair leaks in
refrigerant lines.

GUIDE NUMBER P=33

FIRE PUMPS, ELECTRIC MOTOR DRIVE
Fregquency: Annual

Special Instructions: Open and tag

circuit serving motor. Review
manufacturer’'s instructiona, Give

special attentiom to notifying all
required officials that the fire pump
will be out of service. Notice shall
include estimated pericd of downtime
and other =specizl problems which may
develop, If these work procedures may
cause activation of ar alarm and/or
supervisory signal, the control center
or fire department must be notified
pricr to start of work.

Checkpoints:

1. Clean motor with olean rag or
vacuum., Clean inaccegsible areas
with eclean dry air of net more
than 30 psig,

2. Visually lospect windirngs for
¢cleanliness. Check for costing of
cll or grease without
disassembling motor.

3. Perform lubricaticn accordipg to
manufacturer's recommendationa,

4. Inspect for moisture and
protecticn from water.

5. If motor has not been operated for
an extended period, check
insuwlaticn reaistance with a
megEer. :

6. Check potor mountings, supports,
and couplings for tightness or
octher defecta.

7. Remove tags and operate pump long
enough to observe genaral
cperation., ‘Note pressures, sound,
vibration, odor, or temperaturas.

8. If pump has autacmatiec stapting
equipment., ataprt it by activating
the mechani=m =0 the auvtcmatic
devices are tested zt the same
time as the pump.

9, Secure pump and leave in ready-to-
run condition,

10. Notify proper officials that unit
ia back 1n =mervice.

11. Clean up ares and return togls to
proper storage.

12. Initiate work ordera that may be
required for repairs or correction
of observed defects,

MS-1, TL-d, 11-30-86
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APPENDII 13-C

EQUIPMENT OPERATION GUIDES

1. GENERAL

Cpriteria provided in this sectionh will
asrve a3 standards for building equip-
ment operation and are to be used as
guidelines for local operating require—
ments, checklist development, and
staffing needs.

These oriteria are not I1ptended to
require the establishpent of, or the
continuance of, a route when the need
for such does not exiat,

The standard freguencies and time
allowances cited herein or on Form 4894
are based on the operaticnal activities
and eriteria in this secqtion. Any ex-
ception to the critepria provided heredn
that is made to meet local conditiens
must be Juatified, documented on Form
4896, and approved by the Field
Division Geperal Manager/Fostmaster as
outlined in 13-203 and 13-501.21.

2, EQUIPMENT OPERATING PERICDS

The number of days and houra that
equipment operates should be based on
the following:

B. HOURS OF OPERATION

In pestal workrooms or other space
which is occupled beyond normal houras,
heatipg and cooling shall be provided
only in those arezs occupled. Package-
type alr-conditioning and heating units
shall be i1natalled where they will
result in operating cost savings. Auto-
matic controls shall be insatalled on
heating and zir-conditioning units and
aystems to assure minimm operating
hours and reduce work load require-
ments,. Generally, the heating and air-
conditiocning for office areas shall be
turned off approximately 30 minuteas
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after the buildipg occupants leave and
turned on ip time for the bullding to
be at the prescribed temperature when
the occcupznts arrive. A written
procedure shall be prepared for each
building specifying the hours of
operation for the heating and air-
copditioming equipmert Iin accordance
with the outside temperature conditicna
and the ability of the equipment to
bring the interior space within the
accepted range for occupancy. A copy of
the procedure s=hall be submitted with
Forma 4894 and U0695. Iuring weekenda
and holidays, partieuwlar attention
shall be gilven to ensure that thae
equipment is shut down t¢ the maximum
extent posaible 1n accordance with HBE
M5-49, Opoccuplied apace shall have
override contrela to prevent the
temperature from falling below 559F.
When ap exception to tke above
operating boura is contemplated, It
shall be Justified by a detailed and
documented professicnzal englpeering
atudy.

b. DAYS OF OPERATION

Where the days of operation for equip-
ment are based ¢n seasonal use, €.g.
HYAC, the average pmumber of operating
days must be determiped locally. Such
informatior may be obtained from auto-
matlie recording devices or equipment
logs, if available, or from computlag
the number of degree days per year when
such equipment would be npeeded.

For other building equipment, systems,
or areas not requiring full-time
operation, use the fellowing guideas:

(1) Buildipgs or areas occupied
occagionally on weekends are to
be considered operaticnal 5 1/2
daya per week, or 286 days a year.
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b. CENTRAL HTGH PRESSURE BOILER
PLANT OFPERATION

USPS shutdown procedurea will be
followed. Contipbuous attendance cof
central boller plants is not author-
ized, The amount of time needed for the
boliler plant operating routse will be
based op the actual number of boilera
in operation, net on the total number
of units imstalled, and on the fune-
tions desecribed below. Operating funce
tiona required on other heating system
equipment remote from the central plant
area will be performed on separate
routez a2 needed. Low pressure steam
(velow 15 pasig) and kot water heating
boiler operating oriteria and allow=
ances are covered 1n paragrarh labeled
3f of tkis appendix. Hand-fired or
atoker-fired boller operations will be
estimated on a local basais and reviewed
by the divisional office. Calceulate the
time requirsed for plant operaticn and
enter on Form U865 as outliped below
and in part 13-502.12.

Workhours FPar Day
(1) Startup and Seoure (Col. 30)

Ope=half hour wlll be allowed to
start and put the boller plant Inte
operationr, make a tharough
inspection of the equipment wWithinm
the pliant area, and complete the
operating log. One-~half hour will
be allowed to shut down beoller
equipment in the plant area. Where
bollers are required to be in
operation 24 hours per day, the
atartup and shutdown allowances,
excapt for the initial starting and
fical shutdown, will be eliminated
from the workhour requirementa.

(2) Operatipg Cheoks (Col. 31)

An operational check must be nade
of all belleras 1n osperation, four
times per shift, not to exceed 15
minutes per inspection. For shift-
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ing of equipment, i1.a,, placing
additicnal equipment 4in service,
15 minutes pepr shift is allowed.

An allowance for checking out the
central control board will be in
accordance with paragraph 3¢ of
this sppendix,

(3) Water Treatment {(Col. 32)

Water treatment inciudes feeding
and testing aectivities (see HBK
MS-24). The frequency and time
required for this work must be
determined loecally. Alse, time for
receiving oil deliveries, adjust-
ing of burners, and changing of
il burner tips should be ipeluded
here.

6. CENTRAL CONTROL PANEL
{(Including General Monitocring
Systen)

The purpose of the papel is to simplify
operations by providing necessary
information to the cperator as to what
eguipment is operating, and if the
system(a) are belng maintalned within
their prescribed predetermined condi-
tions.

Workhour allowances to complete cpera-
tional checks of the central contrel
panel are based upon the refrigeration
tonnage installed. The time allowance
ls as follows:

Workhour
Allowance

Tonnage
Installed

300 to 500 tons 7T miputes (0.12 hr.)
500 to 1000 tons 10 minutes (0.17 hr.)
1000 to LOQO tons 16 minutes (0.25 hr,)

over 4000 tons 20 minutes {0.33 hr.)

A complete operational check of the
central control panel shall be mpade
four timea per 8=hour shift. These
operational checks are made during the
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k. LINE 15: STEAM CONDENSATE
RETURN SISTEMS
(Gravity or Vacuum)

Ir cases where a duplex unit is used,
it is to be counted as one Zystem.

1. LINE 16: CENTRAL DRINKING
WATER SYSTEMS

A central drinking water aystem {all
types and ecapacitles) may be a single
refrigeration machine or two unlts
serving the same purpose, In either
cagse, it 1= one system.

m. LINE 17: COOLING TOWERS
{Up to 500 Tona)

See line o,

n. LINE 18: HOT WATER SISTEMS

Hot water systema are for domestic
water supply. They usually contain a
ateam regulating wvalve, converter,
pumps, traps, and accessoriea, Small
demestic type hot water heatersa are net
ta be included,

o. LINE 19: HYDRO-PNEUMATIC SYSTEMS
{Includipg Fire Protection Systems)

Hydro-pneumatiac aystems {water supply
or fire protection systems) may include
pumps, poneuawatlic tanks, air compres-
sors, valves, etc. Air compressors
included under this line are not to be
entered on lipe 14. A separate allow=-
ance for fire pumps 1s glven on line
38.

p. LINE 20: PUMBS
{Other)

Pumpa llsted here should not be those
which are located in the central chill
water plant or ceintral boiler plant
areal(s). Do not list here any pumps
which are part of cther systems listed
on this ferm. Time allowances for
inapectlon of pumps asscciabed with
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centrally located planta apd other
listed aystemsa are ircluded in other
lines. Do not dinelude fractional
horsepower circulating pumps at air
bhandlera, air washera, hot water, or
demestic water systems. This line may
Inelude cil transfer pumps, c¢hilled
water booster pumps, or others not
covered in other lires,

@. LINE 21: PRESSURE REDUCING AND
REGULATING STATIONS - STEAM AND
WATER

This line covers pressure reducing
valve (PRV) stationa that have at least
two stages reduction or serve a portich
of a building.

r. LINE 22: SECONDARY WATER SYSTEM
- {Heating and Cooling)

4 asecondary water sysatem for heating
should include a steam or high temper-
ature water syatem as z primary =source
of heat serving a control valve, con-
verter, pwps, traps, and accessories.
This line would not include secondary
ehilled water syatema, air washera, or
bumidifier syatems,

a8, LINE 23: SEWAGE EJECTOR

Duplex sewage ejector unlta are to be
listed as one system. The aystem
generally consistas of closed tank
ejectors in which the sewage 1s lifted
by directed alr pressure or steam on
the surface of the liguidsa. Sewage or
1lift pumps should be included under
line 36.

t. LINES 24 THROUGH 27: RESERVED

U. LINE 32: PACEAGE UNITS -
COMFORT COOLING

Eguipment entered on this line refers
to package units used for comfort
cooling of bulldéipg occupants. 3Small
alr handling units, especlally of the
gelling-mounted Lype, should also be
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h. SOGGESTED OPERATOR DUTIES

The sugpested operator duties in this
appendix, supplemented by the equipment
panufacturer'!sa operational inatructions
and loeal knowledge or history of oper-
ational needs, shall be used in prepap-
ing lecal checklista for operatiom of
building equipment.

USES depends on the operating personnel
and thelr supervisors te Lkeep the
building manager informed of any unusu-
a2l condition obaerved, and the need for
repaira and correction of faults wheth-
err it i=s within thelr category of work
or outside of it. If the need for re-
pairs or replacements is copaldered
important or of an emergency nature,
the building manager or the supervisor
should be verbally notiffed immedi-
ately.

a. AIR COMPRESSCRS

Observe operaticon for one gycle,
the pressure and functioning of con=-
trols, safety and protection devices,
apd rellef and unloader valves, OCheck
air inlet and cleaner. Clean, if re-
quired, Check disacharge lines, storage
tank, etc. Drain water from tank and
lines. Look for azigns of misaligoment
or unusual belt wear. Check belt teb=
sion. Note pulleya, belta, guards, etec.
Check over motor and controls. Be alert
to any apusual sound, vibration, odor,
temperaturs, or copnditioe.

Note

b. AIR~-CONDITIONING MACHINES -
CENTHAL SYSTEM

{1) Compresaor Eomm

(a) Before starting the compressor,
check source of energy supply
(prime mover). Check indicator
lamps and replace any which have
burned out. Note [ressure—
temperature relationship. Start
purge recovery unit. If syatem uszes
low-pressure refrigeranta, check
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(b}

(2}

0ll and refrigerant levela. Check
to mee that ckhilled water and
condenser water wvalves apre open.
Start auxiliary oll pumps. Check
the water supply teo oil cooler.
Check thke hot-gas bypass valve.
Check the capaclty control dampers
or vanes. Start the condenser water
pumps, oparate the cooling tower
fan as recommended by manufacturer,
and check water pressures, Place
the compressor in service. If
gapacity controller is manually
operated, open slowly.

When running, make routine inspec-
tiona of pressures, temperaturea,
flutd levels, fluld flow, ete.
Check for water leaks from pump
paciding, valve stems, etoe. Take
readings and record on 1og sheets.
Decasionally, note superheat of
suction gaa. If refrigerant leaks
are suapected, check with lezk
detector. Add refrigerant and oil
as needed, Cheek acale trapa.
Ccecasionally remove covers from
preasure switchesa and cther con-
trols, and check for locse screws,
spring=, contaects, ete. Treat
chilled water and condensing water
a3 prescribed, Be alert to any
unusual sound, vibration, knocking,
odor, temperature, etec.

Condensing Water Circuit

Check coirculation of water and
tamperatures, Note the amount of
mzke=-up water that 1s being used.
Obvserve operation of float wvalve
and mechanism. Leaks, evenh #mall
onea, should be noted and reported
toc the supervisor. If required,
take water samplesz and treat the
water as prescribed inm HBK MS-21.
Inapect sumps, tanks, <¢qllection
pans, ete., for cleanliness, alime
formation, or algae growth, Check
spray hkeads and remove obstiue-
tipna. Evaporative condenseras
should be checked for unobatructed
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at the minimm rate that willl keep
bvattery oharged. Clean topa of bat-
teries and corroded terminals asa
pgoessary. Observe aupport for
deterioration.

. BOILERS, HEATING

Complete boiler log (FS Form 4846 or
4846A) for each boller, paerforming
checies, inapsctions, and test indicated
on the log form.

. RBSERVED
g. ELEVATORS

Eatablishment of elevator equipment/
machine poom operating checkliats and
routeas I3 appiicable only to locations
in which USPS personnel zre asslgned to
the aservicicg and maintenance of
elevators, Such routea are not to be
eatablished where the maintenance 1a
performed by contract except to periode
itecally visit the areas and cbserve the
equipment in operation. The bHuilding
manager or maintenance contractor
should be notified if wnusual or unsafe
conditions are observed. Inapection of
elevator maintenance work performed by
contract 13 to be made by the building
manager or a supervisor familiar with
the copntract's maintenance require-
ment 2. :

{1) Inspecticn

Make a pgeneral Inspection of all
items in the machina rocm. Use
the senses of asight, hearing,
touch, and smell i1n cebserving
the functioning of the equipment.
Include 3in the general insapection
of the machine room such items as:

{a) Motor-Generator Unit. Leook for
arcing, feel the bearings for
temperature and for machline vibra—
tions, and listen to 1t briefly.
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(b}

(e}

{d)

(2)

HNote ol level or need for
lubrication.

Holat Machine, Motor and

Brake Unit. Cbserve operation,

feel for temperature or vibration,
and note lubrication conditioce.
Obaerve brake action. Note amount
of slide, freedom in clevis pins,
leverage, ete. Note condition of
lining, Inapect electrical connec-
tions, solenoid and dashpot {(irf
applicable).

Control Panels and Devices.
Inspect all equipment, paying
particular attention Lo contactors,
connectors, reverse phase relays,
switeh pins, timers, etc, Look for
arcing, poor coatacts, excessive
temperature, slugglsh action,
chattering, unusual or hapd
slamming, or other deficlencies,
Examine and clean the tape and
chain aelector drives when
necessary. Note presence of or
peesd for lubriecation.

Governor. CObserve action of

the governor. Look for freedom of
action of moving parts and cable.
Observe glectrical connecticons and
note the presence of cr heed for
lubricaticn.

Operation

It 1s not necessary for a USPS
mechanic t¢ ride each selevator for
the sole purpose of observing the
operation, During the course of a
day's activities the elevatora are
ridden several t{imes by varicus
USPS employees who should observe
and report any faults in the opera=-
ticn. If all employees are preoperly

instructed in this regard, it will
resuit 1in quicker correction of
faulty elevator operations. How—

ever, if the preventive maintenance
standards are properly followed,
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Be alert to any unusual noise, vibra=
tion, odor, temperatursa, ate.

m. PUMPS, GENERAL PURPOSE

Make a general inspaction; be alert to
any unusual poise, vwvibration, odor,
temperature, ete. Feel the bearings and
check Dpacking giand. For pumps operat-
ing on automatic, observe at least cne
eycla to see that c¢ontrola are funce
tioning apd tkat all components work
properly. Observe piping, wvalves, etc,
Repert any observed leaks to super-
vizor. Particular attention should be
gElven te the following pumps:

Condensate return to boiler or
cehtral plrant

Chilled water

Condenser water

Booster pumps from city line to
house tanks

Circulating, het water, drinking
water, and similar applicatiocns.

o. STEAM PRESSURE REDUCING STATION

Observe the operation, notling pressures
and the functioning of sexternal pilots
(the operation of internal pllets
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 inspectlen of the atation,
roting anything of an unusual pature.
Felief wvalvea are tested periodically
oo a sacheduled basisa, 30 unless they
are malfunctioning, no action other
than wvisual observation 15 needed,

o. SUMP POMPS

Observe the operaticon noting the
functioning of float mechaniam or other
controls as well as the pumpinpg action.
Check the strainer and inapact pit for
silt, muvd, obatructions, ete. Does the
check valve hold and seat properly?
Lock for vibration or malfunctioning in
the pump unit or the connected piping.
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p. CUBICLE ROOMS, TRANSFORMER
VAULTS, AND SWITCHBOARD ROOMS

Check each area for ventilation,
1ighting, and general coandition of
aquipment. Obaerve the watt-hour and
demzrnd metera, Observe =2ll indicating
light=s and replace burned-out ones.
Observe relays for proper functioning
and target positiocn. Check oill cireuit
breakers and transformera for proper
0il levels., Check the netwerk
protectors for proper operation and
record the counter reading where
applicable. Check the emergency lights
for proper operation and any other
ipstruments as directed. Report any
mal functioning or needed repairs to the
supervisor.

q. FIRE EXTINGUISHERS

A11 fire extinguishers shall bhe
inspected monthly on an operating
route, This ipapection i3 a "guick
check" that an extinguisher is avail-
able and will operate. It 1is intended
to give reasonable assurance that the
extioguisher is fully charged and oper-
able. If any deficiencles are revealed,
the deficlency must be corrected or the
extinguisher replaced as socon as
possible. Ensure that accesa to, or
visibllity of, the extingulsher 1s not
cbatructed, Verdfy that the operating
instructions on the extinguisher
naneplate are legible and face outward.
Ensure that seals or tamper indicators
are not broken or miasing. Inapect for
obvlous physical damage, o¢orroaion,
leakage, clogged nozzle, or cut hose.
Ensure that the pressuwe gauge indi-
cates that the pressure 1s within the
operable range. For extinguishers with-
out gaugesa, and with unbroken aesals op
tamper 1indicators, determine thelr
fullness by 1lifting and comparing
eatimated weight to welght stamped on
shell. Verify that it 1s the correct
extinguisher for that locaticon by
comparing the location markings on the
=hell and mounting., Complete the



Operation and Maintenance of Real Proparty

14-108.2

SECTIOR 14

INSPECTIONS AND EVALUATIONS

14-1 GENERAL
14-101 BACEGROUND

An effective management program
requires evaluation of building cpera-
tions on a systematic basis. Sueh a
raview alds in evaluating program per-
formance and in achievipg greater
coordination azmong the vardious field
activitiea, It alsmo ensures that USES
policiea and procedures are carried cut
in a upiform manner naticowide.

14=-102 POLICY

It is the policy of the USPS to ensure
that a unlform level of adegquate ser-
vice is provided in all U3PS-operated
buildings, and to ensure that all
legsed space 1s maintalined and operated
in accordance with the lessea,

14-1023 OBJECTIVES

The objectives of the inspection and
evaluation of USPS building eperations
are:

&. Upiformity - To provide for uniform
and adequate inspecticna on a
planoed basis.

b. Compliance with Directives - To
determine if programs and adminis-
trative operations are being carried
out in accordance with directives,

¢, Corrective Aetion = To make possible
the ipitiation 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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@, Training - Te previde a basis for
determining training oeeda.

f. Amatstance to Supervisors - To
aszist supervisory peracnnel in
effectively maintaining clgan,
comfortable, and safe buildings and
surroundings.

14=104 BUILDING MANAGER'S
INSPECTION FUNCTION

14=104.1 Tkhe building manager 1s the
line supervisor of the building and is=,
therefore, directly ibvelved in
inapection of USFS facllities mere than
anyone else, Basically, there are two
aources of inspection requirements.

14=104,2 Internal sourcea or inspec-
tion requirements stemming directly
from the buillding manager's function:

a. Inspection and Evaluation of Build-
ing Management Field Operaticns -
The building manager is responsible
for those things whick make up the
day-to=day operation of the building
and any assoclated statiomna and
branchea.

b. Cleaning Inspection = The building
manager i1s responsible for the
cleanlineas of bulldings. Inapec-
tiona skall be made to¢ enaure an
adequate level of cleanliness.

¢, Concessiona Inapection - Although
special health inapecticns are
required, the bullding manager
corrects all building deficiencies
involved in concessiona space and
periodically checks for obvilous
health and contract violationa as
apecified in Section 15.
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1A-2 DIVISIORAL INSPECTIONS
ARD EVALUATION

18-201 GEWERAL

Op=-8jite review and evaluation of
buillding mansgement program operations
will be conducted at fleld locations by
divisional office representatives, The
division will schedule inspections at
sufficient fregquency to assure that
operation and maintenance satandards are
being maintained.

13-202 ORGANIZATION
14=202.1 Inspeotion Parsonnel

The on-8ite 1nspection of field
operatlons will be copducted by
representatives of the divisional
office or thelr designee. Members may
alac be selected from other entities
where appropriate. g

13-202.2 Easis for Sslection

Inspection persconel shall be selected
oen the basia of broad Imowledge of
major program areas.

14-203 SCHEDULING OF
TNSPECTIONS

Divisional Office - At the beginning of
each year, the divisional office shall
plan and prespare achedulea of
inspeetiona for the fiscal year. They
should notify affected offices of
acheduled inspections,

18208 ADVANCE PREPARATION

14=204.1 Confirmation of Schedule

At least 2 weeks i1in advance of the
scheduled inspection, the postmaster of
the affected office shall be glven
confirmation of the schedule, iocluding
pames of persons doing the [napection.
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13-204.2 Field Officers Cpoperation

The posatmasters ahall be responsible
for ensuring that the appropriate
building managers arae on duty during
the inapeetion period.

18-208.3 Operating Peraonnel
Coopearation

The bullding managers shall have supet-
visory operating personnel prepare a
list of spe¢ific problems cor subjects
for discussicn with the team.

18-205 CONDUCTING ON-SITE
INSPECTIONS

18=205.1 Divisionnl Offics

18-205.1.1 TUpon arrival at the site
to be inspected, the inspecticn
peracnnel shall conduct a detailed
review of operations following the
general plan set forth in the
checklists which are attached as
appandixes. A getieral diacuasion will
be held with the postmaster. Later
diacussiona shall be on an individual
basia with the building manager cor
aupervisory perscnnel as wmway be
requlread,

134-205.1.2 Durlpg the inspection,
actual practlices shall bte compared with
eatablished procedurea, Deviatlons will
be noted, discuassed with operating
perscnnel, and included in the report.
The checklist, Form UG0S, shall be used
as a gulde rfor the evaluation. Thia
checklist may bs expanded by the
divisional offices to meet parficular
needs and program emphasis. Form 4905,
Figure 14-1, shall be completed to rate
the operatioh and smmarize the results
of the evaluation,

18=205.1.3 Adeguate time shall ble
provided field personoel to discuss
thelr preblem areas. Particular atten~
tion shall be given to areas where
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14~3 'INSPECTION OF USPS
FACILITIES BT LOCAL
. GOVERNMENTS

14=301 APPLICATION

As previcualy stated, the USPS is not
required to obtain local licanses or
comply with local <ecdez except as
specified in Section 2-6, or irp other
USPS directives.

a. Soverelgn lmpunity shall oot be
relinguished.

b. Local governmment representatives
have apecialized qualifications
needed to conduet inspectiona of
equipment such as pressure vessels,
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elevators, and food preparation
facllities.

c. Conditions beyond those required by
USPS publications are not imposed as
& result of the inspections.

d. Ino leamed facilities, aceesa shall
ke allowed to lnsurance inspectors
when the visit has been prearpanged
by the leasor.

12-302 PROCEDURES

The procedure for scheduling and
approving the inspectioma apec¢ified in
the section of this handbock, dealing
with the 1tem of eguipment to be
inspected, shall be followed,
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15~3 FOOD+ SERVICE
15=-301 GENERAL

Instructions on selection of the appro-
priate type of focd services are con-
tained im HBEK EL-602, which also
identifies the responsibilities and
functicns of the USPS building manager
related to food services in 15-302
through 15=305,

15-302 UTILITIES

The USES building manager maintains
records of wutilitiea conaummed in the
food preparation and serving activity.
A monthly report of utilities consumed
is made te the contracting officer for
use in determining uwtility charges to
the concessionaires.

15=-303 OPERATION

The building manager malntatna surveil-
lance of the day-to-day cperations of
Food service activities in eccoperation
with the food service officer.

15-308 INSPECTIONS

The buildipg manager is responaible for
- meelng that the pericdic sanitation
inapections of food serviece operations
are made and participates in them. When
the correction of deficiencies 13 the
responsibility of the Popatzl Service,
the bullding manager Ainltiates action
for their correction. The food service
officer followas up to assure correction
by the concesslonaires.

15-305 TRASH REMOVAL

The <¢concessionaire is responaible for
removing trash generated by the opera-
tien from ~ the building, except for
blind-operated concessiona, where USPS
providea for traah removal.

15-4 OTHER CONCESSIORS

15-801 EMPLOYEE EQUIPMENT

Section 3-504 provides for the building
manager's approval and control of the
use of employee-cwned electrical equip-
ment.

15-202 LICENSE

Other concessicns operationa, hnot
operated by the blind and not required
to be conducted under contract, must be
autheorized by Form HB906, Revocable
License for Wonpostal TUse of HReal
Property (Fipgure 15=1}, modified as
necessary te auwit the prevailipog <one
ditions, One example may be the author-
ization of newspaper zahd magazine
vending at the entrances to Postal Sep-
vice buildings, when permissible under
the other provisions of this handbooik.

15=5 INSTALLATION OF PUBLIC
TELEPHONE PAY STATIOHS

15-501 FOLICY

In each building under its Jurisdic-
tion, the Poatal- Service encoursges the
inatallation of enough telephone pay
stationa to serve visitors 1in the
building and permit employeea to make
personal telephore c¢alla, thus abvi-
atinrg the necessity for them to use
of fielal telephones.

15=-502 AUTHORIZATIONS
See ASM 362.8 for instruetions on

autherization and collecting ocommis-
sion.

15-503 PAY OUTLET
15=503.7 Public Uasa

Pay-station cutlets must be provided in
publie 1lobbies, 1n corriders near
courtrooms, and in asimllar locations
where public convenience requires tele-
phone facilities.
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SECTION 16

PROTECTION

16-1 GENERAL

16-101 SCOPE

The building protection program is
concerned with accident prevention,
fire prevention, physiecal protection,
and theo=2e ocivil defense activities
relating to protection of persconnel and
facilities.

16-102 RESPONSIBILITY

16=102.1 Supervisory

Bullding managers and supervisers are
directly responsible for the prevention
of accidenta to USPS employees under
thelr supervisicn, and to oecupants or
visiters on the premises, as well as
for the preventjon of damage by fire or
other accldents to Postal property. In
carrying oot this respensibility, each
supervisor 1s expected to participate
in all phasea of acoldent, fire preven-
tion, and c¢ivil defense programs. The
line supervisor 13 the most important
liak in the ¢hain eof organizaticn
necessary to the =success of thease
protection programs. Supervisors must
know all employees, train them
thoroughly to de their Jjobs correctly
and keep them alert on the job.

16-102.2 Safety Program

The Safety Program Iidentified 1in ELM
Chapter 8 is an integral part of the
tullding manager protection program.
Superviscr'a Safety Handbook, HBK
EL-801, identif'ies superviscr responsi-
bility, reporting requirements, and
safe work practices,

MS-1, TL-%, 11-30-86

16-102.3 Per=zcnal

The protecticon of mail, postal funds,
and property 1s a responsaibility of
every postal employee. All supervisers
are encouraged to instill this sense of
respoesibility in each employee.

16-103 OCCUPATIONAL SAFETY
AND HEALTH ACT (OSHA

The safety requirements of OSHA must be
followed in building operations, and
the approprizte Pestal Service Safetly
and Health Inapection Checklist,
MMO-86-85, pust be used by the building
manager in safety inspectiona.

16=-2 CONDUCT ON POSTAL PROPERTY
16-201 AUTHORITY

Under authority of law, the Poatal Ser-
vice has adopted rules and regulations
governing conduct on postal property
(aee POM 221.6). These rules and
regulationa apply to all real property
under the charge and coptrel of the
Poatal Service, to all tecant agencies,
and to all persona entering or on such
property.

16=202 POSTING

Poster 7 contains these rulea and regu-
laticna and gust be posted conspicucus-—
1y at each public entrance, as reguired
by POM 221.5.

16-203 ENFORCEMENT

The enforcement of theae prulea and
regulations {(POM 221.6) is essential to
the protection of postal property. (See
ASM 270.)
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coordinated with +the 1local fire
department only in the following
inatances:

a. Weere the local fire department
approves of the installations and
will use the hoses installed; or

b. In areas (such as postal workroams)
where personnel are specially train-
ed and their fast acticn could bring
the fire under control readily.
Where hoses are installed on stand-
pipes, the existing linen or cotton
ko=e on them must be removed wheh
deteriorated, and not replaced.
Refer to HBE MS-56, Section 753 and
OSHA 1910.158{¢){3) for additional
information. In apecial cazes where
1-1/2 inch hose is needed, the hose
must be polyester fiber, aingle-
Jacketed, rubber-lined firehose
available through Federal Supply
Schedule, Class 4210. Maintenance
guides for standpipes and hoaes are
included in Section 13.

16-403 SPRINELER SYSTEMS

See HBK MS-5& for additional informa-
tien on sprinkler systems. The [our
baslc types8 of sprinkler systems are:

a. The Wet-Pipe Sprinkler System. The
wet-plpe apripkler system ifa the
aimplest and most effective for the
geheral control of usual fires. The
system is5 connected {o an adequate
water supply and the piping is fi11-
ed with water. A waterflow device or
an alarm valve 1Is lncorporated in
the system to sound waterflow and
fire alarmasa.

b. Standard Dry-Pipe System. The stan-
dard dry-pipe system 13 a modifled
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 ailr pressure keepa
the dry=-pipe valwve in the closed

position and prevents water from
flowing inte the piping where 1t
might freeze. When a aprinkler head
opensa, tha air pressure i1s released
and permits the dry-pipe valive to
cperate, which in turn allows the
water to flow to the aprinkler
heads.

¢. Deluge Sprinklep Systems. A deluge
gprinkler system 1s a special type
of automatic dry-pipe syatem, having
open or unssaled heads installed in
the piping arrangement and equipped
with attamatic and auxiliary mahual
controls. This type of system is
ipstalled conly in occupancies where
flash firea are likely to ococcur.

d. Preaction Systems. Preaction systems
arse designed and installed similarly
t¢ deluge syatems, except that
standard sealed type heads are used.
Heate-actuated controla operate riser
valves to permit water to be avail-
able at the aprinkler head before
thepe 1s enough heat at the head to
cause it to fuse,

t6=5 FIRE DEPARTMENT NOTIFECATION
16-501 GENERAL

The bullding manager must iostruct
employees that 1t 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 ctherwise encouraged to
withheld the sounding of an alarm or
delay the alarm until they check with a
supervisor.

16-502 IN CASE OF FIRE

In any c¢ase of fire, notify the fire
department immediately. It 1s eatab-
lished USPS practice to connect the
building fire alarm system directly to
the fire department or to a commercial
or Govermment-operated control center
which will autamatically relay the fire
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16-8 FIRE BRIGADES

The size, dutles, membership, and
traiming of fire brigades is covered in
ELM 854.1. All postal fire brigades
must be trained to perform their
aasigned ‘dutiea. The fire brigade
training c¢ourse number 21503-00 Emust
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ba given to all fire brigade members.
Sea ELM 854,15,

16-9 FIRE SAFETY REGULATIONS
All posatal occupants and tenants muat

comply with the fire safety regulations
in Fipgure 3=2.
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17-203 BUILDING MANAGER'S
RESPONSIBILITIES

The building manager shall provide
direction and assistance tc the Poat-
master 1in development of plans for
protection of the facility and 1its
occupants. The budlding manager must
organize, equip, and train a damage-
control team as outlined in 17-3 and
carry out the faellity plan of emer-
gency operations as outlined in 17-4.
The damage-control team i3 set up teo
respond quickly and efficiently to any
emergency at the facility that affects
the building, equipment, or cccupants,
in order to control and confine damage
and prevent injury.

17-208 NOTIFYING OCCUPANTS OF
EMERGENCY CONDITIONS

211 emergencies requiring the notifica-
tion of the otcupants are to be routed
threugh the building manager to the
Postmaster or installation head. Occu-
pants that may be affected by an emar-
gency condition are to ba notified
immediately, since ar informed occupant
ia less 1likely to panic or spread
rumors, MNotifilcation may be either by
fiormal communication methods, e.g.,
telephone or personal ocontact, or by
the building general alarm system.

17=3 DAMAGE=CONTRQL ORGANIZATION

17-301 DAMAGE-CONTROL LEADER

Damage-control leaders are assigned
from the bullding maragement super-
visory reolls. Their dutles are:

a. To staff and train a Damage-Control
Unit and select altsrmates for thia
unit.

b. To eatablish a plan to attend
mechanical devicas, ventilation,
water, gas, and steam valvea, power
switches, etc.

c. To depleoy either individuala or
teams at the sound of emergency
alarms.

d. To prearrange cobtpol posts for
planned or directed action.

e. To deploy peraschnnel to ilbveatigate
and correct damage to utilities
after emergencies.

f. To report conditions which require
other assistance.

1T~302 ORGANIZATION OF THE
DAMAGE-CONTROL, TEAM

A damage-control team musat bhe estab-
lished for each =2hift and tailered to
the particular bullding or group of
bulildings in which it serves., The
exanple given here is for a building of
over 400,000 aquare feet:

Damage-Control Leader - Operating
Engineer Supervisopr )

2 Plumbersa or General Machanics

1 Carpesnter or General Machanic

2 Cperating Englneers or Enginemen

2 Electricians (one high-vcoltage
specialist, if availlable)

17-303 ROTATION OF TEAM
MEMBERS

The formal assignment to the damage—
control team will rotate on a yearly
basis in order to tralm all operating
perscbnel. In addition, all personnel
shouid be traimed in the operatlior of a
primary and secondary assigned utility,

17-4 FLAR OF EMERGENCY OPERATIONS

17-801 IDENTIFYING CUTOFF
VALVES AND SWITCHES

17=401 .1 Signs giving the location
of cutoff valves and switchea must be
conapicuously poested 1In the security
office 1n all buildings having such
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i. Portable emergency light.

Jj. A diagram showing utllity cutoffs
and location of emergency equipment
in the bdulldipg.

k. Adequate number and type of portable
fire extinguishing equipment for
auxiliary use.

17-803.3 All operating persomnel
must Mnow the telephone number of the
control c¢enter in order to report
emergenciens quickly.

17-408 GENERAL INSTRUCTIONS TO
THE DAMAGE-CONTROL TEAM

Because of the importance of these
utilities 1n a large-scale emergency
such as fire or ailr attack, the
inatructicons in Figure 17-1 are neces-

sary.
17-405 DAMAGE-CONTROL PLAR

17=805.1 The damage-control team is
activated in an emergency by the
comntunications medium available {public
address aystem, building fire or
emergency broadeast alarm, telephone,
or shortwave radio).

17=405.2 The tfeam wmembers report to
their designated ¢ontrol. posts.

17-405.3 The damage-control leader
reports to the control center, recelves
reports on the emergency, and coordi-
nates the necessary actiaon to cope with
the emergency.

17=805.4 When the emergency 13 past,
the damage-control leader surveys the
situation, further deploys perseonnel or
releases the team for normal duty, and
submite reports te the building man-
ager.

17-405.5 VWhen the bullding is evacu-
ated, all operation and maintenance
perzsonnel will report to a location

assigned by the bullding manager. They
will remain in this location in case
they are needed to cope with the emers
gency, and may returth to thelr normal
location only upoen direction from the
brilding manager's reprasentative.

17-406 RESPONSE DURING
NONDUTY HQURS

When emergency occura during nonduty
hours and invelves building structure
or equipment which requires the tech-
nical assiatance of the damage-control
team, ascurity or other persoconnel
discovering the emergency must follow
locally prescribed procedures to bring
the damage-control team to the aite of
the attergency.

17-5 CORRECTIVE MEASURES

17-501 INVESTIGATION AND FOLLOWOP

17=501.1 The damage-contrel leader
must report all damage to fLhe bullding
manager. It is the responsibility of
the hbuilding manager tc completely
lnvestigate each acceldent or emergency.
If nrecessary, techaleal assistance may
be requested from the divisiorm, Where
appropriate, the dinvestigator coors-
dipates with the Inszpection Service,
reporting all damage and the oircum-
atances surrounding the emergency.
A detalled report muat be submitted as
prescribed In HBK EL-801. A rparticu-
larly good source of data for the
investigation of ageldenta 1involving
utilities or equipment 1s the automatic
recording charts found on most modern
equipment. An analysia of the charta
may reveal the causes of damage and
lead to possible modifications of
equipment.

17=-501.2 Thae building manager has the
authority to utilize contract or group
sources to make emergency repairs nec-
easary to the pormal operaticn of the
bullding a® expediticusly asz poasible.

MS-1, TL-34, 11-30-86



