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A. EIPLARATION

This is & complete revision of Handbook MS-1, Operation and Maintenance of
Real Property.

B. DISTRIBUTION

1. Initial. Copiee of this complete issue are being distrihuted to
Headquartera; Regional Poetmastere General; Regional Chief Inspectors;
Facilities Service Centers; Pivisional Field Pirectors, Operations
Support; Management Sectional Centers; Area Maintenance Offices;
Maintenance Capable O0ffices; Bulk Mail (enters; MSC and BMC Safety
Managers; Fostal Employee Development Centers; Inspectore in Charge;
Maintenance Overhaul and Technical Service Centers; Field Division
General Manager/Postmaster; Divisional Manager, Safety and Health
Services; and Regional Director, Human Hesources,

2. Additienal Copies. Order additional copies directly from your eupply
center on Form 7380, Supply Center Reguisition.

¢. RESCISSIORS

All copies of the previous issues of Handhook MS-1, Transmittal Letters 1,
2, and 3, are rescinded and should be discarded.

b, COMMENTS AND QUESTIONS

Recommendatione for improving the guidelines, information, and procedures
contained in this handbook are solicited from all sources. Anyone wishing
to make such recommendations should submit them to:

Field Director

Maintenance Technical Support Center
P.0. Box 1600

Norman, OK 73070-6708

E. EFFECTIVE DATE

These inatructions are effective upon receipt.

o Cf7-424225gr\/

James C. Wilson

Director

O0ffice of Maintenance Management

Engineepring and Technical
Support bepartment
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SECTION 1§

IXTRODUCTION .

1wl RESPONSIBILITY

=101 The Poetmaeter at each location
is reeponaible for operation and
malntenance of the faelllity 1in
aceordance with thie handhook. The
Postmaster may act as the building
manager or may deejgnate another
individual to perform those dutiee. The
director of Plant Egulpment Engineering
(or equivalent title) would normally be
this designee except in smaller offices
where the officer in charge or Poetw-
master would be personally reeponsible.

1=102 Inherent in the above reepon-
gibility are certain decisions based on

coet effectivenese for personnel
authorizationa, training requesis,
repeir and improvement requeste,

maintenanoe equipment purchases, and
security provisions. Effective main-
tenance management requires the proper
tools, adequate gupervision, timely
Jinspection, meaningful information, and
technioal competence. It regulires
administering with open lines of comnu-
nicatione at =211 levels. Thie reeponsi-
bility requiree the use of good judg~
ment and comgon 2ense at all times.

1-2 APPLICATION

Thie handbook applies to USPS personnel
engaged in the operation and mainte.
nance of rezl property. It preecribes
the policilea, procedures, and practices
governing the operation and maintenance
of USPE bunildings and leased space
including but not 1limited ¢o the
following:

a. Operation, maintenance, protection,

repalr, alteration, improvements,
and management.
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b, Official relations with other USPS

offices, other Federal agenuviee,
Stete and local governmental
agencles, private organizations,

and the gererazl public.

1=3 SAFETY

The procedures prascribed in this hand-
book place special emphasis on safe
work practice and maintaining a safe
enviromment for building occupants ancg
the publie. The provision of Supere
yisor's Safety Handbook, HBK EL-801,
shall apply and all empiloyeee shall be
instructed to report unsafe practices
or conditions to their supervisoras.

i=4 DIVISIONAL SUPPLEMENTS

1-301 The Field Division General
Manager/Fostmaster, to meet Jocal
conditione, may issue additional
inetructions to implement the proce~
dures and praotices prescribed in this
handbook.

1=402 The use of proceduree and prac-
tioee in confliict with those contained
in thie handbook must be epecifically
authorized hy the Fisld Divielon
General Manager/Poetmaeter.

=803 Two coples of all divisional
eupplements to this handbook shall be
forwarded to the Fleld Director, Main- -
tenance Technleal Support J{enter,
P.0O. Box 1600, Norman, 0K T73070-6705.
These supplements will be reviewed for
pozsible adoption on a nationwide
basls.
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1-5 OPEHATING ISSUANCES

The following 18 a partlial listing of
USPS hnandbooks and publications which
contain detailed specialized informa.
tion in areas closely related to
building cperatione:

EBK MS.6 Repair and Alteration

Surveys

Repair and Aiteration of
Reai Property

{Being revised)

Phyelcal Surveye of

Leased Postai Facilities

HBK MS-11 Industrial Storage
Batteries

FRE MS-.21 Elevator Msintanance

HBK MS-24 Heating, Cooling, and

Ventilat
HBE MS-28 Maintenanoe of Eleotrioal

Swiltchgear

HBK MS-39 Fluoreecent and Mercury
Yaper hti Cleani
and Relamping

EBK MS-45 Area Maintenance Office
Operating Procedures

HBE MS-47 Housekeeping « Posta)
Facllitiee

HBK MS.49 Energy Conservation and

: Maintenance Contingency

Planning

HBK MS.56 Fire Prevention and Control

HEK MS-83 Maintenance Management -
Class A Officee

EBR MS.&5 Maintenance Management «
Clase B Offices

HBK RE-10 Short Form Specificatione

HBK EL-801 Supervisor's Safety
Handbook

HBE MB.7

HBK MB-9

HBK FL-803 Maintenance Employee'e
Guide to Safety

HBK EL~-602 Food Servioe Operation

HBK MS.10 Floore, Care and
Maintenance

PUB 24 Supply Catalog
FUB 41 Poetal Contracting Manual

Treining Catalog
Managenment Instructions

Safety Inapection of Heating
Bollere, Onfired Preseure Vessgels,
Elevators, Escalators and Dumb.
waitere

AS-620.82-12
Safety Inspection of Heating
Boillere, Onfired Preesure Vessele,
Elevators, Escalators and Dumb-
waiters in Owner-Maintained lLeased
Buildinge

AS~620~-84-14
USPS Maintenance of Leaeed
Facilitiee

A5-510-83-1
USPS Buildinge Occupled by
GSA/FPedera)l Agencles - Reimbursable
¥ork Authorizations

45-510-82-10 _
Building Management Program

AS-510-81-14
Faellity Fire Protection
Criteria

RESB DC-B6~3

btd 4/8/86
Friable Asbestos Contailning
Materials Control Program

Filing EL-810-85.5




Oparation and Maintenanoe of Real Property 2=2

SECTIOR 2

BUILDINGS MARAGEMENT FIELD OPERATIONS

2=1 ADMINISTRATIVE SUPPORT MANUAL h. Maintenance « To preserve or keep
in an existing state or condition;
The Administrative Support Manual to prevent a decline from that
(4SM) describes in detail many of the state or condition by periodic or
policiee which are implemented in thig occasional examination, adjustment,
chaptar. lubrication, cleaning, and making
minor repairs. Preventive mainte.
2=2 GLOSSARY nance is work which is programmed

at schedujed periodic intervais.
For the purpose of this handbook, the

following interpretations shall apply:
i. Tenant - Any nonpostal agency or

a. Assigned space « Leased space party occupying spaces in a bulld-

ogeupied by USP3. ing which is under the controi of
USPs.

p. Building Manager - The person
designated as responsibdle for the J. PReimbursable services -~ Services
operation and function of the rendepred to a tenant which are
bujilding and building aystems to : financed by the tenant. This couid
meet the needs of the otceupanta. be either for operation and maine

_ tenance or for special work.
o. Conversion -~ Inocludes redesign,

remodeling, and conversion of a " k., Repair « A repair is the restora.
building from one use to another, tion of & facility to & condition
i.e., workroom or warehouse to substantially equivalent to its
office space. : original atate and sfficiency. The
distinction is made that whereas
d. Extension - An addition, enlarg- maintenance is preventive, repaips
ment., or expsnaion of an existing are curative. Repalirs wmay involve
building which resuits in an - replacement of component units in
increase in usable floor area, whole or in part when tbe new unit
subgtituted is not better than the
e, QGetieral purptse space - Spaoce in old one was when 1t was acquired.
puildings sujitable for assignment Routine and incidental replacement
for general office functions, of parts constitutes ordinary
repairs; extensive replacement of
f. GSi-controlled puildings -~ Build- parts constitutes extracrdipary
ings owned or leased by GSA where repairs.
the assignment and resssignment of
space and the operation of tha 1, Spec¢ial purpose space - Space in
pullding is under the control of puildings, including land inci~
GoA. dental to the use thereof, which is
wholly or predominantiy utiiized
g. Leased gspace «~ Building or part of for the special purposes of a
building leased by USPS from tenant ahd not gemerally sultable
private source. for the use of other tenants.

MS-1, TL-4, 11-30-86
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. Spade adjustments - A reerrangement

of space, or relocation of equip-
ment, which does not extend any
" exterior wall of the huilding., 2
space adjiustment is usuvally made to
accommodate & specific terpant's
operation or to permit the moat
effjcient use of space and faciliw
tiee.

2~3 INTERCHANGE OF SPACE IN POSTAL
SERVICE AND GSA-CONTRCLLED
BUILDINGS

2-301 POSTAL SERVICE - GSA
AGREEMENT

The occupaney of sapace by the Ppetal
Service in GSA-controlled huildings and
ocoupancy of epace by other Federal
agenciee in postal«owned huildings 1is
governed hy the provisions of an
agreement entitled, "Agreement Between
General Services Adminletration and the
United Statee Postal Service Covering
RBezl and Persomel Froperty BRelation-
ships and Assoclated Servicee.®

2=302 The portion of the agresement
epplicahle to nonpoetel activitiee
located in USPS huildings le covered in
section 3 of this handbook, Management
Inetructione A45-510~82-10 and ASw510w

82-11, and chapter 5, Administrative

Support Manuel (ASM). Those USPS
huildings that heve nonpostal

activities shall have a copy of each of
the above-cited publications in their
dota files for ready reference.

2=% BUILDINGS MANAGEMENT
RESPONSIBILITY

2-h01 IN USPS-OWNED BUILDINGS

2=-401.1 Provide general and special
purpose space and relaited seprvices
neceesary to meet the needs of the
occupying activity.

2=101.2 Make repaire, Iimprovements,
and alterations necessary to preserve

the buildirg and equipment, and maipe
tain & safe, comfortable environmment.

2-402 IN USPS-LEASED BUILDINGS

In leeeed huildingas, the direct
management responsihilities may he
divided between the USPS and the leesor
as set forth in the terms of the lease,
Fallure on the part of the lessor to
meet its responsihility shall he
documented and reported to the lease
contrecting officer for corrective
action. The types of leases are!

8. il Service - The lessor is
reaponeible for furniehing all
building services inoluding
maintenance, utilities, repair,
cleaning, etc.

h. Partial Service - The responsi-
hility for cperatiorns and mainte
nance of the huilding is divided
between the USPES and the lessor.
One common partial service lease
makes the USPS responsible for the
utilities and cleaning, with the
lessor reeponeible for all other.
The divieion of reeponaihlility le
set forth in the lease agreement.

¢, HNo Service -~ The {SP3 has aesumped
maintenance reeponsibility under
the terms of the leese, or in an
amendment to the lease. This
epplies to repalir and preventive.
maintenance and doee not apply to
Improvemente and Alterations
(AS~510«83=1).

2»5 MANAGEMENT DATA
2=5U1 GENERAL

The euccessful management of a building
requlires that certain data on the
huiiding and personnel be availeble. It
is recommended that data files de-
scrived in this part be maintained at
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2=510

thoaé locationa designated by the
Field Division General Manager/
Postmaster.

2502 LOCAL AR POLLUTION, WATER

POLLUTICN, OR OTHER
RESULATIONS

Local regulatione known to impect
maintenance skall be 1listed. For
example: city regulations on use of
polyurethane, solvente, open burning,
ete, shall be listed.

2~503 REPORIS REQUIRED

A listing of reporits required or made
by the bullding manager showing where
they go and when they must be made with
a brief deeeription (title) of the
report form. The building manager =must
maintaln a chronologlieal listing showe
ing actual date of submission. If an
exemption to making a certaln report
has beenr granted by the supervisor,
that exemption muet be documented in
this sectlion,

2~50% RESERYED

2-505 DEVIATIONS AUTHORITY

& chrenological listing by chbaptéer and
egction of written, signed, deted
autbority for deviations from thie
bandbock with a copy of the complete
deviation filed in the appropriate
section of the bandbook.

2-506 ORCANIZATION CEARTS

A smet of ourrant year organization
tharte showing Jloecal, M3C and/or
divisional releticonships to the
building manager including detailed
steff information. This shbould be
reviewed annuvally and updated when
changes oceur.

MSutl, TLel, 11«30.86

2507 EMERGENCY DATA

2=507.1 A& copy of current local fire,
self-protection oprganization, contine
gency plans, and otber emeprgency
procedures, complete with names and
phone numbers and emergency duty
stations. Emergency aotion plans must
include the moet current Environmental
Protection Agenoy requirements for
oontrolling emergencies involving P(Bs,
Loeal maintenance procedures shall
recognize the nsed to prevent friable
eebeastos building materials from being
disturbed.

2-507.2 A record of eech unannounced
fire driil or other emergency drill and
real emergency in chronological order.

2.508 MAINTENANCE DOCIMENTS AND
LIBRARY

A listing of maintenance Jlibrary
hendbooks should be maintained ehowing
name and telephote number of person
responsible to maintain the libpary and
receive and distribute bullefine end
¢change orders to the maintenance
section. :

2-509 MAINTENANCE TRAINING RECORDS

4 listing of supervisory and nonsuper-
visory personnel showing: Total
training required for each position,
traioing completed, training planned,
and estimated dats of that iraining.

2-510 JACATION AND TRAINING
SCEREDULE

A new calendar year schedule by three
toure showling: Nemes, job titles, end
echeduled and/or projected wvecations
and training periods. Scheduies must be
approved end aigned by the building
manager. Major changes impacting the
scbedule should be added as need
dictates.
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2=511 LABOR AGREEMENTS

A ocopy of current national and loecal
agreements with any special 1loo0al
interpretations.

2~512 INSPECTION 1LOG

The building manager must maintain an
inspection log, showing in c¢hroho.
logical order such inspections whioch
impact maintenance {for example, annua)
or major safety inspections, bullding

equipnent inspections, structure
inspections, perseonnel  inspections,
stockroom inspections, and nail

processing equipment inspections).
2-5%13 BUDGRT

Last fiscal year estimated budget and
actual used should be listed, Current
fiscal year estimated budget and actual
to date by quarter, projected next
fisual year budget, and 1tems which
would impact estimated bhudget should be
usad,

2-514 SPECIAL PROJECTS AND PLANS

4 speclal projeets and plans fille
must show current special efforts or
rlans which impact the maintenance
huilding management function, For
example, plana and status on local
energy conservation, R & A, moving
plans, overhauls for major equipment,
and security plans.

2-6 LOCAL CODES AND ORDIRARCES

It is USPS policy to comply with local
codes and ordinances except where they
are inconsistent with national c¢odes or
postal policy, or where adherence would
result in redundant or unnecessary
expense,

2=7 DISPLAYING THE COLORS

2«70t The flag of the United States
must be Pproperly displayed on a

stationary flagstaff at all postal
facilities. Procedures for displaying
the flag are in ASM BREo,

2«T02 Direet questions on the
displsy or use of the flag to the
divisional office. Questions by
divisional offiecials will be referred
to the Agsistapnt Postmaster General for
Punlic and Employee Communications,

2-8 ESTABLISHING WORK SCHEDULES

When esatahlishing work schedules, give
first consideration to the operation of
the facility to meet the needs of post-
al operations and other tenants. Keep
interruptions to s minimm and then
only to oorrect emergency conditions,
Coordinate painting, constructioen,
repair, and space adjustment work with
the oceupants, regardiess of the source
of fundsg, unless it is perforped in an
area where fthe work of the coocupant
agencies is not interprupted.

2-9 EMPLOYSES' ROLE IN MAINTENANCE
PROGRAM

All employees sre required to repori{ Lo
their superviscors any bulldipg condi-
tion which reguires maintenance or
repair, The supervisor reviews these
reports and forwards them to the
palntenance conirol units, Maintenance
employees use Form 4568, Postal Main-

e g

tenance FPreohlems Feedhack Report, to

provide feedback to the divisiconal
of fice and MTSC on unusual majintenance
problems and/or improvements which may
be of interest to others. This feedback
report is valuable in directing manage
ment attention to prohlems st the
operating level. Defects found in
equipment under warranty ahould be
reported on Form 4568 (mee part T43 of
BBK MS8-63). When using these forms, the
pname and telephone number of the person
most familiar with the problem should
be included to simplify furiher
comaunication,
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2=-1003

2.10 MAKAGEMENT OF LEASED SPACE

2-1001 DEFINITIONS

The 'folluwing definitione distinguish
between management of leased space and
lease administration:

d. Management of leased space includee
day«hy«day actione permiesihle
under the terma of leasea, or
arrangements and requests
thepefor, the responsibllities for
wnich are delegated to field
officeprs,

h. Lease administration includes
negotiations with prospective
lessops and other actions leading
to ths prepdration of formal lesse
documents; suhseguent actions,
vsually of a formal nature,
designed to enf'orce lease complie
ance by the lessor; and actions
incident to lesse modifications and
terninations,

2-1002 GENERAL

2~1002.1 Whan a lease provides for
the operation and maintenance of leased
apac¢e hy the USP3, it d1s the
reeponaibility of the USPS huilding
mapagsr to furnish the servies, The
same level and freguency of service
shall be furnished in the leesed space

that is furnished in the same type of

space 1ln other USPS buildings. In
addition, ths lessor will bhe reguired
to meet any of the conditions of the
lease for which 1t is responsihle. See
Mapagement Instruction AS-510-B3-1.

2-1002.2 The huilding manager re-
sponsible for management of leesed
space must be provided with a copy of
the leese and be familiar with the
terms of the lease. 3See Management
Instruction 458-510-83-1.
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2-1003 DUTIES OF POSTMASTER OR
- DESIGNATED OFFICIAL

Occasionally, it may be necessary for
the real estate organization to request
local assistance in verious aspects of
lease administration to carry out their
responsibility. Such agsistance pay
include the following:

8. Prepare requirements concepning
maintenance and operetions, for
inclusion in bidding and lease
documenta.

h. Inspeet and make recommendetions
concerning suitability for space
offered for lease.

¢. Colizborate with the divisional
office in making condition surveys
at the commencement, prior to
occupancy, the renewal, or the
expengion of a lease, to eneure
that alterations have been per-
formed in aecordance with apecifi-
cations and to establish and recoprd
original condition at the inception
of the lease term. Assist in sur-
veying the condition of the properw
ty at the termination or expiration
of the lease; in evaluating and
recording the finding; and in
making recommendations conceriing
the Postal Service liability for
restoration.

d, Take necessary action to provide
normal services which are not the
responaihility of the lessor undep
the lease provisions.

e. Continuously review and evaluate
ths performance of lessor under the
terms of each lease; arrange for
thorough lnspectlion of the property
as required by ASM 510 necessary to
ehsure satisfactory compliance with
the lease reguirements by the les.
sors. Make all necessary day-hy-day
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contacts with lessor. Document and
report to the real estats repre-
gsentative as appropriate, signifi-
cant or continuing fsilures of
lessors to perform in accordance
with the terms of leases. In case
of controversy and doubt, reguest
interpretation of the lease proviw.
sionz from the real eetats reprew-
sentative as appropriate. Recommend
to the real sstate rapresentative
any necessary modlfications of
lease provisions.

f. Follow regulrements of ASM 513.2
and 513.3 for lease c¢ancellation
and vacating leased facilities.

2-~11 METHODS OF COMPUTING BOILDING
AREAS

2-1101 GENERAL

When including building arees in the
measurenant of space, use grose area
and total net area. Definitione for,
and prescribed methods of, computing
pbuilding areas are covered in this
part.

2-1102 GROSS AREA

2=1102. 1 Groas area 18 ths sum of
the floor arsas inoluding the normal
outside faces of exterior walle,
diaregarding architectural setbacks or
projections. It pertains to all atories
or areas which havs loor surfaces.

2-1102.2 Compute grose area by meas-
uring from the normal outside face
of exterior walls, disregarding
cornices, pilasters, and buttresses,
wbich extend beyond tbe wall face.

2=-1102.3 Do not include a ground
level or intermediate story, or part of
it, which is left unenclosed, as part
of the gross area of the building.

2=1102.% In addition ¢to areas
obviocusly in tbis category, groas area

includes basements {exoept unexcavated
portions), attics, garages, roofed
porches, mezzanines, sbipping
platforms, penthouses, and mechanical
equipment floors, lohhies, and
corridors, provided they are within the
normal face lines of the building.
Since post office mailing platforms
are alwaye included in net assignable
area, they must be included in groes
area, regardless of whether they are
within or outside of the exterior wall
lines of the building.

2=1102.5 The grose area doee not
include open courts, light wells, upper
portions of rooms, or lobblies which
rise above the story being measured or
extend beyond the principal exterior
walls of the bullding.

2~1102.6 Do not inoclude unroofed
features, such as cooling towers, in
groes area.

.

2.1103 NET ASSIGNABLE AREA
2«1103.1 General

Net assignable area ie that portion of
tbe gross area which 1s asasigned or
avallable for assignment £¢ using
agencies, including epace which is
eveilable Jjointly to the various
occupants of the building, It also
includes space provided for the
operation and maintenance of the
building. Typical wuses of net
assignable erea, classified by types,
are listed in 2«1109,

2-1103.2 0ffice Type

Space which providezs an environment
ayitable for an office operation. This
requirement includes, but is not
limited to, suitahle and adequate
ligbting, heat and ventilation,
appearance, accessibility, eirculation,
fiocor covering, and sound control. The
spane may consaist of a large openly
planned area generally laid out on =a
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2-1108.2

modujiar basis. Toe partitioning ie
usually of tbe mnvabls type, Zensrally
celiing height, and laid out on the
modular lines provided in tbe basic
degign.

2+1103.3 Storage Type

Space suitable for storage of supplies,
eqni pment, records, or material, which
doea not provide an environment auita-
abie for an office operetion. Thia type
incjiudes but is not limited to closets
and unfiniebed attic and bagement
arees, as wel]l as space built for
warehousing and record storage.

2.1103.% Special Type

Space which by reason of instalied,
fixed facijitiss or utilities is
adapted for special use. Included are
laboratoriea, wveults, unsuspended
lookout area, darkrooms, elzotronic
date prooesaing rooms with apecial
sir«conditioning, and industrial.type
operations witb instalied equipmant.
Poat office special type space includes
workrooms, lunchrooms, lockbox and
service line Jobbles, mailing vesti-
bules, and platforms.

2-1102.5 Computing Net Asaipgnable
Areas

Mpasurements from tbe normal interior
face of extarior walls to the center-
-line of interior partitiona, or to tbe
centeriines of intermediate partitionms
which separate essigneble spaces. Mo
adjustment is wmade for <olumns, pro-
Jections, and alcovea when computing
tbe net assignable area of a given
space. In space where a fully enclosed
convector resting on the floor extands
from column to oojumn or wall to wall,
the net asaignable area may be computed
by measuring from tbe faca of the con-
vector enciosure Lo the inside face
of the corridor wall.
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2~1104 CIRCULATION AREA
2«1104.1 General

Circuletion area ie tbat portion of tha
gross area which is requirad for
physical aceceze 1o every reascnable
subdivision of epace, whether or aot
such areaa are enclosed by partitions.
These are areas to which the public has
generally unrestricted access and
which, if enclosed by walis or parti-
tions, would be controlled by USPS,
rather than by a pariicular occupant.

2-1104.2 Horizontal Circulation Areas

Generally include araas which are
dafined by walie or partitions for the
purpose of physical access to vardous
parts of the builjding. Horizontal
circuliation iz divided into the fol-
iowing three types:

&. Core Circulation Areas - Include,
but are not necessarily limited to:

(1) Lobbiea
{(a) FElevator
{b) Entrance
{e} Publie
(d) Public vestibules
{2) 'Public pedestrian tunnels and
bridges

b. HMain Corridor Areas - Those needed
to connect the means of exit from
aach floor, encircling or connect-
ing core areas.

¢, Secondary Corpidor Areas - Those
required to provide acceas to thosge
subdivisions of space not accessi-
ble by main corridors. Partitions
to form secondary corridors may be
installed if required for function-
al pupposes. If partitions are
omitted, the installation lines
ere indicated on assignment or
floor plans by dashes. (Secondary
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corpidors without opartitions ape
designated "phantom™ corridors).

2-1108.3 Computing Circulation ireas

Measure from the ioner faces {or room
sids} of the walls op partitions which
enclose such areas. Where areas normal-
ly required for oirculation purposes
are not enclosed by walls or parti-
tions, measurements should be taken
from imaginary lines which conform as
neaply as poasible to the established
circulation pattern of +the building.
When projecting corpridor areas, include
only areas required for general aocess;
do not include aisles whichb are nor-
mally required for circulation within
offices or other working areas.

2-1105 MECEANICAL AREA

2-1105.1 Mechanical area is that
portion of the gross area designed to
house mechanieal and utility services
required in the Dbuilding operation.
This dees not incilude any area wbich
bouses printing, mail processing, or
other special~purpose machinery.

2=-1108.2 Mechanical areas include,
but are not limited to:

a. Boller rooms _

b, Mechanical and electricsl equipment
rooms

¢. 'Cooling towers {(enolosed only)

d. Fuel rooms

e, Meter closets

f. SBhafts and stacks:

(1) Air ducts

{2) Mecbanical service
{3} Service chutes

{4) Vents

2=1105.3 Compute mechanical areas by
messyriog from the inner faces of the
walls, partitions, or acreena which
enclose such areas.

2=-1106 CONSTRUCTION AREAS

2=-1106.1 Examples of areias normally
classified as coastructlon are walls
and permanent partitions, columns and
projections, and unusable areas in
attics or basements.

2-1106.2 Precise ecomputation of
conatruction area is not contempiated
under this system because some con-
struction features are included in
the computation of net and assignahle
area. Total construction area is usual-
ly determined by assuming it to be the
residoal area after the net asalgnable,
circulation, and mechanical areas have
been deducted froam the gross area.

2=1107 TOTAL NET AREA

That portion of the gross area which is
compozed of the net assignable area and
horizontal circulation areas.

2=1108 RATIO OF NET TO GROSS ARBA
Compute by dividing the total net area
hy the gross area.

2=-1109 TYPICAL USE OF SPACE

The following 1listing shows typical
uses of net assignable space found in
apreas classified by type:

2»1109.1 Single Agency Assigned Areas

2=t109. 1.1
used for:

Office type, which may be

8, Offices

b. File rooms

c. Laboratories {nonfixed equipment)
d. ldbraries (without fixed stacka)
€, Credit unions

f. Storage

£. Hoserve

~ h., Conferehtces

M5.1, T8, 11-30-86
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2=1108.1.2
be uged for:

a. Storage
b, Vending stands

. Laboratories {nonfixed equipment)

d. File rooms
e. Reserve

2=1109.1.3 épacial Types:

a. PO box and mailing lobbies

b. PO workrooms

¢. PO lunchroome

d, PO malling platforms

e, Yaults

f. Laboratories (fixed equipment)
g. Courtrooms

b. Libraries {with firxed stacks)
i. Auditoriums

J. Private tollets

k., Reserve

2=-1109.2 Service Area

2»11909.2.1
used for:

a. Bealth units
b. Joint-use conference rooms
¢, Conceesions

2-1109.2.2
be used for:

&, Oarages, including inside ramps and

driveway
b. Van locks, ete,
¢, Vending stands

2«1109.2.3
be used for:

a. (afeterias, kitchens, and snack
bars
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Storage type, which may

Office type, whicb may be

Storage typa, which may

Special type, which may

c.
d.
e.

f.

Concessions
Vending stands
Healtkh units
Telephone suite:

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

Ioading plasforms

2«1109.3 Operation Areas

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

€.

Offices, building operations
personnel

Supply roome, custodial

Gear rocms

Security rooms {(building
protection)

Locker rooms (custodial emplioyees)

2=1109.3.2 Storage type, which may be
used for:

a,
b
Co
d.
e,
b

Storage

Buil ding materiale

Custodial nmaterials and eguipment
Supply rooms and closete, custodial
Service closets '

Gear rooms (custodial or other)

2=-1109.3.3 Special type, which may be
used for:

e.

b.

Cuetodial shops (carpenter,
machine, electrical, plumbing,
paint)

Elevator pentbouse

Lunchroom, custodial _
Trash - wastepaper and incinerator
roome

Geer rooms
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SECTION 3

TERANT RELATIONS AND SPECIAL SERVICES

3~1 TENANT RELATIONS
3-101 SCOPE

Many USPS buiidings provide housing for
nonpoatal tenante as well as for postal
operatione. It is dinmperative that a
barmonious relationship with tenants be
walntained, Towards tbat end, cartain
procedures and avenues of communication
have beenn established and it 4is
eesential that the building managers
adhere to them.

3-102 TENANYT REQUESTS

3-102.1 Refarral to G3A

All requaete for normal building eer—
vicee are made to the USPS building
manager. In buildings where GSA acts ae
tha D3PS leasing agent for other fedw
eral agencise, refer their requeste
for work which ia not included in the
etandard level of service, and le not
USPS presponsibility, to G3A., Nope
Fedaral tenants are responsible for
thelr own speclial services., Non-Federal
tenants leasing uander a -sublease or
outlease agreement are not permitted to
make improvementa, alterations, or re-
pairs to occupied spaca unlese approved
by tbe contracting officer. All re.
guests of this nature must be referred
to the appropriate Faciliities Servica
Canter,

3«102.2 Tenant Control

All contacte with the U3P3 building
managers baving to do with tenant
requests for services or other building
problems must be made througb an
authorized contact of the tenant. Each
location maintains a file of authorized
agency contacta,
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3~102.3 Tepant Good Hounekeeping

It is the responsibility cof all tenante
to practice good housekeeping and to
exerclise economy in the use of bullding
utilities., (Thia includes turning off
lighte 4in unoccupied areae, and
refraining from taping eigna, posters,
ete. to walle witb tape that will
remove the paint.) All occupante are
required to comply with safety codee
and the Rulee and Regulations Governing
Conduct on Postal Property which are
lietad in Postal Operatione Manuaj,
221.6 and on Poeter 7. USES building
managere ara reeponsible for informing
tanants of any peor houeckeeping
practices, uneconomical operatione, and
any violatione of thbe rules and
regulations governing tha operation of
the buildings. Thie muet be done
courtecualy and ip & spirit to
encourage the cooperation of occupants.
The building manager or Foatmaster must
ensure that Poster 7 1le posted in
centralized locations within tha
building for tenant and custonmer
information.

3~103 PUBLIC RELATIGNS

The maintenanca of good public
relations ie essential. The following
functions of the bullding managere in
tbe area of public relations are very
important in developing a public image
and should be performed s¢ as to
inspire confidence and reepect for the
RSN

a, Public Use of Building and
Grounda - Administere policies,
regulations, and proceduras
governing the public use of U3PS
bulldings and grounds.
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h. Represents the USPS - Represents

the (3PS as specifically authorized

by the divisional office with
State, county, and local civil
authoritiee on mattere related to
enforcement of lawsa, ordinances,
and regulations pertaining to
building construction or operation.

¢. Profeasionsl and Trade Association
Contects = Maintains contaot with
local huilding owners and managers,
trade asscciations, contractors,
and technical societies as may be
regitired in order to keep abreast
of the lateet developments releted
to building conatruction,
maintensnce, and operation.

3.2 SERVICES
3-201 STANDARD LEVEL SERVICES

The servicas eatablished helow are
provided by the USPS {or the leseor) to
tenants on a2 scale sufficient to
support ons normal 8«hour shift per
day, 5 days per week, A normal shift is
considered to include startup and
shutdown time of equipment which
resuits in reimbursement being computed

for time in excess of 10 houra. Time in

excess of this will require
reimbursement to the Poatal Service.

&, Cleaning - Normal cleaning,
ineluding window washing, floor
majintenance, and trash removal.
When possible, cleaning will be
accomp) ished during normal bueiness
hours,

b. Utilities - Eleetricity (for normal
office equipment), water, and heat.

¢. Physical Pretection « Normel
protection or security consietent
with USPS activities.

d. Operation and Maintenance of
Building Equipment - Operetion,

maintenance, and repair of
elevators, alr-conditioning,
heating, electrical, ventiiation,
refrigeretion, plumbing, and
sewerage systems, including
reatroom supplies.

e. Maintenance of Grounde -
Maintenancs of grounda, including
approachea, aldewalks, parking
areas, and roads.

f. Other Building Equipment -~ The
furnishing and maintenance of
building eguipment such as public
directories and builletin boards at
the main entrance, door closers,
water coolers, electric outlets for
normal office use, door keys,
changing locks {&xcept for special
security}, room and occupant
identification, and window shades
or venetian blinds,

3-202 REIMBURSABLE SERVICES

The following are not considered normal
bujilding services; therefore, they are
rnot included in the normal rental rate.
Requeets for these services from Fed-
eral tenants must be referred to GSA;
such requests from other tenants are
the responsibility of the particular
tenant. See ASM 516 for further
instructions,

a. Fhysical Protection - Security
personnel and protection of
classified records and property,
beyond normal building security.

b. Spece Adjustments - Services which
are performed for the convenience
of and at the request of otcupant
agencles, such as the installation,
removal, and relocation of parii-
tiona, electric outleta, annuncia«
tor and buzzer systems; and the
moving of furniture and office
equipment.

MS.%, TL-4, 11-30-86
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C.

i.

Communicationa Equipment ~ Telew
phones, telegraph, teletypewriter,
data transmission cdrcuits, fagw
simile, cable, and radio.

Automatic Protection Systems -
Installation, operation, and maine

tenance of burglar slarms and otber

automatio protective devices and
aystens for secwrity protection due
to the special nature of an agefiw
¢y's activity.

Btilitiss - Utilitiea for special-
ized installations, auch ss cafe-
terias and lunc¢h stands (except
aunthorized stands operated by the
blind); printing, duplicating, and
photographic plants; and
laboretories.

Special BEquipment - Conatruction,
installation, operation, mainte-
nance, and repair of special
equipment; space adjustments
required in bulldings as a result
of sucb installations.

Exhibits - Construction, instal-
lation, and maintenance of
exhibita.

Special Cleaning - Weshing and
polisbing furniture and cleaning
tbe inside of file cabinets,
bookeases, desks, and other
personal property.

Special Purpose Space - Space
adjustmsnts in buildings for
selentific, laboratory, computer,
or other specialized purposes,
including installation of
ventilating, temperature, and
humidity~control equipment and
special lighting.

Services of Techniciana - Services
of motion~-picture equipment
operators and other tecbnicians
required in the use of auditoriums,
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conference rooms, and special
tenant projecis.

3-203 SERVICES NOT AVAILABLE

FROM_USPS

The Following services are strictly the
respongibility of ths tenant and are
not avallable from the USPES.

a.

e.

Furniture and Furnishings - Tenants
are responsible for firancing and
procuring their own furniture and
furnishings. G34 is responsible for
furniture and fwrnishings for the
H.5. Courts and Members of Con-
greas. Drapes are considered fur-
nishings even when installed in
lieu of blinds and shages. (arpet-
ing is normally considered a
furnishing. An exception to this
may be made if nominally pricad
carpet is installed in lieu of
replecing other types of floor
coverings.

Flags - Agenciea requiring flags
for tbeir officea may purchase them
from the Federal Supply Service.
Postmasters at CAG A tbrough X
offices and CAG I, offices located
at county seats mnat cooperate with
the Veterans' Administration to act
@3 depositories for burial flags.
Burial flags, application forms,
and tbe rules governing flag iasue
ere supplied by the Veterans'
Administration {ase ASM 4i0 for
instructiona).

Air-conditioning, Fans, and Water
Coolers Financed by Tenants -~ Where
air-conditioninpg, fans, and water
cooling units are not furnished by
ths USPS, suchb equipment may be
purchased, and accountability
therefor retained by the otecupant
tenant, when its instaliation ias
approved by the USPS building
manager. Where approval is given
for installatien of oceoupant-owned
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equipment, tenant muat reimhurse
ths USPS for installation, mainte-
nance, repair, and additional
utility costs.

3-204 SPECIAL SERVICES

3-204.1 Auditoriums, Conference Rooms

and Other Meating Flaces

Witk respect to auditoriums, confsrence

rooms,

and othsr pmesting placss

{including cafeteria areas when used

for a meeting placs),

ths following

apply:

a.

Guidelines - Ths guidslines and
rules to be followed by temants in
permitting the awthorized uss of
meeting places are prssopibed in
Figurs 3-1. Thsse guidslines are
appilcable to spacs ussd fop
conducting msstings within postal-
operatsd buildings.

Postal Space - Meelting places prew
served by the USPFS and not sssignsd
to GSi may occasionally be used by
tenants as a courtesy of the UIPA.
Psrmission for such use may be

e

d.

granted at the local level on a
case-by~case basls if such use will
not interfere with postal
aotivitiss.

Nonpoatal Space = Meeting placss in
nonpostal space which 18 assigned
by GSA are controllsd by GSA op the
using agenclies. In large multi-
tenant buildings, GSA should
establish enocugh joint-use confer-
ence rooms in nonpostal space

to mest ths needs of ths tenant
agencies, Ths suthorizsd use of
such spage must be controlled in
accordance with Figure 3-1.

Special Bulldings Services - The
use of meeting plaecss such as
conferencs rocms, awditoriunms,

and cafetsrias by other agencies
often reqguires building services
beyond those furhished by the USES
under ths rental rate agreemsnt
with G3A. Thsse extra services may
be provided on a reimhursahle basis
when ths USPS rssources are
availlahle and the services can be
providsd without advsrasly
affecting postal activitiee,

MS.1, TL-3, 11-30-.86
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3=3 FIRE SAFEIY REGULATIORS

3-301 PUBLISHED REGULATIONS

The rire eafety regulations to be
cbserved in buildings operated by the
USPS are set forth in Figure 3=2Z.

3-302 THE BUILDIBG MANAGER'S
RESPONSIBILITIES

It is the building manager's obligation
as a USPS representative responsible
for the facllity to ascertain thet
these regulations are followed, to
request and promote compliance with the
regulations by tenants, to report to
higher autbority any noncompliance
which cannot be corrected at tbe local
level, and to call for such techaical
or administrative asaistance asz is
needed,

3-303 TECHNICAL REFERENCE

The policy for fire prevention,
extinguishment, and control is found in
ELM 850. Technical assistance ¢an also
be found in HBK EL-801, Supervisor's
Safety Handhook, Chapter VII.
Additional ifnformation about fire
extinguishirg equipment is contaired in
HBK MS-56.

3~308 NONCOMPLIANCE SITOATIONS

To the maximum extent possihle, the
huilding manager wil] cbtain voluntary
compliance from the ocoupant agencies.
In any czse where voluntary compliance
{18 not obtained, the problem is fopr.
warded to progressively higher Jevele
until resclutione are obtained. I no
gase may bullding managere conclude
that their responsihility terminatee
when they beve informed the occupant of
the problem, They must pursue tbe

matter until it is either corrected or
transferred to a higher level for
action. '

3-8 PARKING

3-801 SPACE ALLOCATION

The USPS i3 reeponsible for determining
what space in and around existing prow
perties under its custody and control
Ky be used for wvehicle parking. The
Postmaster makes this determination at
each locetion, pureuvant to and
consistent witbh the provisiona of
Article X% of the current National
Agreepent.

3-802 PRIORITY ASSIGNMENT

The priorities for assignment of
parking spaces are determined by local
management.

3-403 LAYOUT

3-%03.1 The best parking arrangement
varies for eacb parking site depending
upor its Jocation, configuration of
land and building, safety requirements,
whether or nrot hiock parking is
required, and other factors. Therefore,
each parking site should be carefully
studied and planned 8o that layouts
inelude consideration of the pertinent
faotors. Normally, dindlvidual parking
spacee are 9 by 20 feet and access
lanes are 20 fest. '

3-803.2 Proposed parkirg layouts
mist be reviewed by the local safety
officer to ensure compliance with sound
safety and fire prevention prectices.

3-30% AGENCY ASSIGNMENT

Wher allotment of parking areas is made
to tepants, the tenants make the
individual space asasignment.
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3.508 REMOVAL OF IMPROPERLY
PARKED VEBICLES

the towing of improperly parked vehi~
cles from parking facilities in and
around existing USPS-controlled
properties may be authorized by the
U3SPS bhuilding manager provided the
following criteria are net:

a., Statutory sancfion must exist; that
is, the removal of improperly
parked vehiclee from private
property ie not prohibited by local
statutee. Thie can usually be
determined by contacting the local
pelice. In some instances a
decision from the USPS legal
counsel may be required.

b, One of the following adverse
situations must exist. A vehicle is
improperly parked so that:

{1) & fire lane is blocked or any
other safety hazard is
ereated.

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

{3) Entrance or exit from an
authorized parking space ie
blooked.

(4} Maneuvering area for postal
yehicles is blocked.

{5) A parking space le cccupied
which is authorized for postal
and criminal law enforcement
vehicles, or private vehiclee
of Federal judges, Members of
fongress, or heads of tenant
agencies.

{6) A parking space autborized for
of'ficial customers, vieitors,
and employees! vehicles is
occeupied and other parking
spaces are not available for
authorized yvehicles.
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¢. The building manager should atfempt
to contact the operator of the
improperly parked vehicle fo volun
tarily remove the vehicle before it
is towed away. If thie is not pos-
sible, the procedurece for towing
require that the applicable loecal
statute or ordinance be followed
meticulously. If towing ie per-
formed by licensed private operaz-
tora called by the building manaw
ger instead of by the police, the
building manager should develop a
list of those operators witbin a
reasonable distance of the facility
involved and rotate towing jobs
among the operators to ensure egual
buzinese opportunity. It is fo be
understood by the operatore thai
all coets of towing are fo be borne
by the owner of the vebicle.

3.5 FURRISHIRGS AND EQUIPMENT
3501 DIRECTORY BOARDS
3+501.1 Loeation

Directory boards: (a) should be ipw
stalled in all buildings orn each floor
adjacent teo the elevator, or to the
stairway 1if there are no elevators;
{b) may be installed at loading docks;
{c) should be provided to the extent
necessary in each particular case;
{d) should 1ist the tenants which have
gquarters on that particular floor;
{e) at the loading dock, should list
receiving agents for tenants; and
{f) at the street floor, should be a
combined listing showing all of the
tenants which have space in the
building.

3-501.2 Dasign

Directory boards should be walla
mounted, encliosed with glass doors, and
provided with locks., In new buildings
conatructed by the USPS, directory
boards of standard design will be
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inetalled zt the time of construction.
In other USPS-owned, ~leased, and
~operated buildings, such boards as are
needed will be provided.

3-501.3 Information Contained

DPirectory hoards should contain ¢he
names of orgapization subdivisiona and
principal cofficlals of the tenants,
This informetion should be displayed
according to the wishes of the tenanta,
subject to the approval of the bullding
panager and the limitations of the
boardao

3-501,4 Changing Information

The building manager directa the
placement of the information on the
directory boards 4in a building and
makes npecessary changes and
modifications,

3-501.5 Service by lLessor

Directory boards in a rented building
in which only a part of the space is
under the jurisdiction of the USPS are
upider the control of the leasor, ADpro=-
priate material for ingertion ip such
boards may be transmitted to the build-
ing manager who has jurisdiction over
the spece, and who arranges with the
lessor to have it dispiayed.

3502 BULLETIN BOARDS
3-502.1 In USPS Space

The provisicon of and posting on
pulletin boards 1is covered in ASM 340
and Article XXI1 of the current
Kational Agreement,

3-502.2 In Tenent Space

Bulletin boards in tenant space should
be provided at the tenant's request.
Such boards are usually the open type,
wall-mounted or free-standing, and of
simple design and color to harmonize

with the location. The coats of such
inatallations are genrerally reimburs-
ahle by the tenante, These boards are
under the tenants' jurisdicetion, but
materisl for posting should, in gen-
eral, conform to the requirements
stated 1in POM 221.5, and to the
following:

a, It nmust be posted in a neat and
orderly manner.

b. It must be removed after being
displayed for a reasonable length
of time.

¢, It is subject to periodic review by
the USPS building manager. If any
of the poated materdizl is found not
to comply with the above or is
deemed to be objectionable in any
other respect, the building manager
muat request the tenant to premove
the offending material promptly.

3-503 DOOR TITLE CARDS AND HOLDERS
3-503.1 Provision of Cards

Identification cards and door titles

are provided by the USPS at no cost to
the tenant when the building is
aoperated by the USPS. The holder is
also supplied free of charge. Tbhe
present door card gystem for room and
occupant ddentificaticon will continue
except as provided in Section 6.

3.503.2 Tenant's Reguesta

Tenant's contacts requiring room
identification must submit their
requests to the building manager for
that building on their letterhead
statlionery showing the exact letiering
desired. The name of the operational
unit whieh is occupying the room is
uaually sufficient., Occasionally, it
may be desirable to list the name of
the chief of the unit also, Avoid
lettering painted on doops,
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3-503.3 Outrigger Signs

Qutrigger signs of any sizs protruding
irto ‘the corridors must not be used
under any ciroumstances.

3504 ELECTRICAL EQUIPMENT w
EMPLOYEE OWNED

3.504,1 General

In the interest of ubtillty conseprva-
tion, individual appliances {(e.g.,
coffee makers, electric can openers,
refrigeratora) ars not allowsd to be
nged by employeee in postal installaw
tione where commercial food and
beverage sources, such ss vending
machines, cafeterias and enack bars sre
available. At the minimum, neceesary
efforts sbould be made to inetall at
least soft drink, coffee and srack
vending machires when the number of
employees in tbe installation justify
this. When vending machines are not
Justified, and individual
are necassary, ensure that only minimum
pumbers are Used by establishing coffee
pool, ete. When feasible, all appli~
ances ghould be shut off when they are
not required during peak load periods.

3.50%.2 Agenocy Request

A tenant desiring ito have an employee
appliance installed in a building under
the Jurisdiction of the USPS is re-
guired to submit a request in writing
to the building manager of the building
irn which the installation is %o Dle
made. The request describes tbe appli-
ance and its intended use, snd must De
approved by the building manzger. The
building manager will then inform the
requeating tenant of iis approval or
dizapproval in writing.

3.50%.3 Building Manager Imspeotion

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

appliances

b‘

e.

of ail inatallatioms of alectrical
applianosa to guard against a
poasihle fire hazard, and to ensure
the observance of good houseieaping
and energy-gonservation prsctices.
When the use or installation does
not conform to the safsty,
installation, sanitary, or energy-
gonservation requirements, the
tepant must be requested to order
its removal.

Safety Requirements - The
electrical eircuit must bave
sufficient capacitiy to bandie the
additional locad requirements. The
appliance must besr the label of
Underwriters' Laboratories or
another approved testing laborae
tory and be free of any defect at
the time of installation. ALl
electrical appliances must be
turned off wben not needed.

Installatior Requirementa

{1} Hot plates and similar

appliances may be installed
oniy at the locations approved
by the building manager, and
must be permanently wired
through a combination switch
and pilet 1ight.

{2) No obstruction may be within
48 inches of the front of the
appliance. The clearance
petwsen ths appliance and
unprotected combustibles must
be at least 6 inchss on all
eides facing the combusiible
material, and 36 inches
overhead. If exposed to
combustible material where
thsse clezrances are not
possible, the combustible
msterial must be protected by
sheet metal not less than
24 U.5. gauge.



3-505

Operation and Maintenance of Real Property

(3} All appiiances will be in-
stalled on a noncomhustikle
base c¢omposed of, or covered
by, sheet metal of a thickness
of not lesa than 24 7.3,
Z£auge.

{4) Automatic coffee makers bear-
ing the label of Underwriters?
Lahoratories or ancther
approved testing laboratory
may be plugged directly into
existing convenience outlets,
if the circuit has sufficient
capacity.

d. Sanitary Requirements -~ The
huilding manager specifies how to
dispose of coffee grounds,. No
ohjectionahle food odors or
accumulation of dirty dishes is
permitted. All equipment must be
¥ept clean and in reasonahle
repair. Stores of sugar, cream, and
similar items must be kept in
tightly closed containers.

€. Reporting Violations « USPS
employees must report any cobserved
viclation of these requirements to
the. building manager.

3-505

UIPMENT LOANED BY USPS

3«505.1 Loaning Equipment

ds a geperal rule, the huilding manager
may not loan any equipment to tenants.
Loans are made only by written regquest,
when it 1s olearly in the ilnterest of
the Government and/or essential to the
safety and welfare of employees or the
publie.

3.505.2 Dooumentation

Whenever equipment 13 loaned to
tenants, the acguisition and control
unit must document the transaction to
show receipt for the property and make
the proper accounting entries. Records

of equipment loaned to tenants must be
maintained on Form 1550, Supplies and

Eguipment Receipt, and segregated in

a separate fille titled ™Equipment on
Loan to Tenants.™ The name of the
borrowing tenant is designated as the
accounttahle officer.

3-6 MISCELLANEOUS

3~601 FUORKISHING ASSISTANCE
TO TENANTS

When tenants request technical advice
on huilding operation or service
arising in connection with their own
operations and not related to USPES
regponsibilities, furnish such advice
under the following conditions:

a. Nonreimhursable ~ The service is
provided without charge if the time
required is only a2 few hours and
the service 1s principally giving
advice,

b. BReimbursahle -~ In most instances
reimhursable services to tenants
such a2 space alterations, prep-
aration of special equipment, and
furniture repair should be furw
pished by GSA in accordance with
Section 3=-202. Bowever, such
services may be furnished by the
USPS on a relmhursable besis when
the following conditions are met,

{1) The furnishing of such
services is clearly in the
best interest of the USPS.

{(2) USPS resources are availahle
to provide the services
without adversely affecting
postal activities.

(3} Any zlterations which may
affect the rental rate
agreement with GSA muat be
fully coordinated with GSA

R before proceeding.
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3~602 FACILITIRS FOR TEE
HANDICAPPED

Within funds available, facilities for
the handicappsd ars provided in the
following order of preference: {3See
HEK RE«R, Standards for Facility
Accesaihility hy ths Physieally

Handicapped. )

a. Ramps -~ At all buildings without a
street level entrance, provide at
leasat one ramp. The ramp shall
preferahly have a slope of 5%, but
if this is not feasihle, the slope
ashall not exceed 1 foot in 12 feet,
anpd be in accordance with the mini-
mun standards coatained in ANSI
A117.1.

b. Toilets - {me men's and one women's
toilet, preferahly on the first
floor, and, if feasihle, on each
flocor, are provided, with a watar
closet 39 inches wide, with assist
bars, and with a door 30 inches
wide which swings out. If feasible,
the water closet 1s mounted 20
inches shove the floor. Entrance to
toilat rooms must be a minimum of
F.feet wide.

¢. DPrinking Fountains - Ome drinking
fountain per floor, mountad with
the top of the bubbler not over
38 inches above the floor.

d. Telephones = At least one public
telephone, mounted 32 inches above
the floor near ths entranca for
the handicapped. If a recess is
provided for this shelf, it may not
he less than 30 inches wide. Alseo
see Section 15.5.

e. Elevators = Eleystors for
passengers or passengers and
frelght, inetalled in multistory
huildings accessihle to and usable
by physlcally handicapped persons,
must conform to the Suggested
Minimum Passenger Elevator

MS=1, TLe%, 11-30-86

Requirements for the Handicapped,
developed by the National Hlevator
Industry, Ine., in compliance with
ANSI A17.1 Safety Coda for
Hlevators,

3-603 INSPALLATION OF
SPECIAL EQUIPMENT

3«603.1 Special Purpose Space

Space occupied by special equipment
sauch as electronic data processing,
laboratory, etc. sometimes reguires
special environmental consideration and
is subjact to contlinuous operation. It
is, therefore, considered to be special
purpose space. When needed, this space
is provided with special air-conditione
ing units to prevent the inefficient
operation of the large central chiller
to serve only thia small area.

3-603.2 O3PS Flectronio Eguipment
Space

All construction and installation costs
incident to providing this special
purpose space are oharged to the
acoount supporting the installation
rather than to the maintenance of the
huilding.

3-603.3 Tananta' Eleotrenio
Equi paent

All c¢onetruction and installation are
the funding responaibility of the
benefiting tepant and are arranged for
in accordance with Section 3-2. Where
special purpose air.conditioning or
emergency generators are required,
Eheir funding is also the resaponsi.
hility of the benefiting tenant.

3=603.8 Submeters

When tenants install equipment which
increases utility coosumption beyond
normal office usage, submeters should
be installed (kWh, steam, ete.), and
monthly recordings of submefer readings
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maintained, Thome readings are the
basis for temant reimbursement to the
08SPS for additlionmal wutility cost. The
tenant bears the coat of the asubmeters
ag part of the specjial equipment
inatallation cost. This requirement may
be waived Lf the additional utility
coat can be estimated and the rental
rate adjuated ¢to refleot this
additional operating cost.

3-60% KEIS

Procedures for key control and issue
are in the ASM 273.5.

3-605 LOSSES, THEFTS, AND
ARTICLES FOUND

Building security and oither U3ES
repregentatives nmust assist building
oceupants in matters pertaining to
losses, thefts, and articles found.
Every effort must be made to return
found articies to their rigbtful
owners, or to safeguard them for a
reasonable time pending claims by the
losers, In hsndiing such articles,
follow the procedures jin ASM 220 to
assure accountabllity and proper
identification.

3-606 MOVING
3~606.1 Noareimhursable -

Office equipment, furniture, furnishe
ings, and other personal property will
be moved when required as a result of
moves ordered by the OSPS in the
assignment, reassignment, and control
of space. )

3-606.2 Reimburaable

Moving services reguired by a tenant
for 4its convenience are funded and
accomplished by GSA or the benefiting
tenant. The USPS will not provide the
work force for this even on a reim-
bursable basisz.

3~-60T OFFICE MACHINE REPAIRS
3-607.1 USPFS Machines

Office machines, t{ypewriters, calou
lators, adding machines, reproducing
equipment, ete. used in USES offices
must be repaired a3 preseribed loecally,
either by contract or by O3PS person-
nel,

3-607.2 Tanant Machinea

Tenants are responsible for arranging
for repair of thelr own machines.

3608 NONPOSTAL DISPLAYS
3-608.1 O3PS Buildings and Grounds

The uze of USPS bulldings and grounds
for displays for other than official
purposes 1s not pernitted.

3=608.2 Nationally Reocognized
Holliday»s

Employee groups are permitted to erect
boliday displays within thelr assigned
office areas. All such displays must be
erected at no cost to the government,
in a way that will not interfere with
poatal business, and that meets the
fire and safety requirements of 3-3.

3=608.3 Displays in Postal Lohbien
Hegulations governing use of lobby
space, Including apace for displaya
aponscored by other government agencies
are found in PCM 221.5.

3~608.8 Recrulting Signs

a. Provide for directory =ervice and
for the display of signs adverw
tising tbe presence of Armed
Forces recruiting office(s) witbin
the building.

M3-1, TL-3, 11-30-86
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3-609.1

b,

c.

A standard Armed Forces reeruiting
aign has been adopted by the
Department of Defense to be used
where two or more recruliing
offices are staffed by full-time
recrultera. Install this sign on
tbe exterior grounds near the main
entrance 2o as to be clearly
visible Lo pedeetrians, This
standard recruiting sign may be
obtained from iccal sourcee upon
requaet of the Corps of Engineers
Mvision or Metrict Office,
provided that the propoged sign
location ie conourred in by the
U3PS building manager and tbe coet
of the sign and ite inetailation
are reimbursable. Plans and
specifications for this sign are
shown by Figure 3~3. 2 Department
of Defense directive preecribee the
order of precedence of the services
shown in the illustration, and must
be bonored.

in alternative to tbe etandard elgn
is shown by Figure 3=4. It may be
placed where it is not praectical to
install the standard sign, suoh as
where two or more servioee ere
quartered in a store fronting on a
sidewalk, and where there is no
grassed or other available area.
The remaining provisions contained
in the preceding paragraphs apply.

An "AT frame may continue to be
used by single service recruitere
which normally have off'icee within
tbe huilding. Bowever, these signa
pust be securely fastened so tbat
they cannot be turned over by the
wind, Recruiting signe or -banners
are not to be displayed from the
windows of USPS buildinga,

Where recruiting offices are estabe
lished, their location or room
pnumbers should be indicated in the
lobby. Directory boerda are the
preferred interior methed for

M3-1, TL-A, 11-30-86

identifying location of the
reepuliting offices.

3-609 PRIVATE TOILETS AND
SHOWER PACILITIES

3=609.1 Provision of Private
Facilities

It ie USPS policy to make no provision
for private toilet and shower faclli-
tiee in general purpose coffice space.
Poesible exceptions to this ere:

a. Private tcilet facllities may be
provided for judges, cowrt and
Justice Department officials aa
provided in the G3A Handbook,
Pnited States Courte. The USPS
doee not fund instatlation of
these facilities.

b. Private toilet facllitiece may be
provided for poetmastere where
authorized as in HBK AS~504, Space
Requirements.

¢. Special toilet facilities may be
provided for certain types of
installatione where the nafure of
the operation precludee tbe use of
tbe general toilet facllitiea. In
thie category are teolilet facilities
attached to medical units, healtb
unite, detention cellie, postal
inspection installations which
adjoin entrances to lookouts,
continuous duty posts euch as FBI
duty rooms, and similar inetallza-
tione. Theze foilete must be
located advantageously to serve the
greeteet number of employeee. The
posaibility of reassignment of the
apace to other agencles muat be
congidered in locating these
facllitiee and the location must be
selected on tbe baeis of minimum
obstruction to future agency
layouts. The benefiting agency
funds installation of those
facilities.
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3-609.2 Existing Facilities

Exiating private toilet and/or shower
facilities, for officials who would not
qualify under the above criteria,
should not be removed unless it becomee
neceesary in the reassigoment of space.

3.510 PROPERTY PASS

3-610.1 Optional Form 7, Property
Pase, Figure 3-5, 1is prescribed for
use by all agencies requiring a pase
for the removal of tenant-agsney-
controlled Government property from
UGSPS buildings., The form may be used
for the removal of personally owhed
property when under security
rogulations. It is to be filled in and
signed by the pereon authorizing the
removal of the property. The person
autborized to remove the property is to
surrender the pass to security when
leaving the hujildings.

3.610,2 The disposition of the pess
after collection hy security is a
patiter of administrative determination
to be made by the using agency.

DMONAL FORM 7 1 DATE SRR
o PROPERTY PASS
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Figure 3-5. PROPERTY PASS

3-611

RGERCY PREPAREDNESS

The requirements for contingency
planning are found in ASM 280-285,
Additional guidelines are in ELM
£19.22.

3-612 RESTROOM FACILITIES

Restrooms off publie corridore are
noprmally kept opon during regular hours
of business for the benefit of the
public. Where vandalism or loitering
cannot be controlled, poetmaeters may
lock reetroome, furnishing keys for
employees of those agencies served by
the restrooms, This must rot be con-
etrued to permit access by nonpostal
personnel to reetroome in prastricted
postal areas.

3~-613 VOTING IN 0SPS FACILITIES
(BUILDINGS, SPACES, AND
GROUNDS, BOTH LEASED AND
OVHED) '

3~613.1 [HRequeets to use USPS facil-
ities for voting pwposes in a prizary
or genperal election may be considered
under the following guidelines:

a. The USPS facility sust be the only
place in the area that is reaeon~
ahly available for voting.

b, The USPS facility must be ussd "as
is®™ and must not be materially
altered to eccommodate voting
equipment, voters, or workers.

¢. ‘The Postal Service must not be
required to provide any assistance
in ths installation or removal of
iteme needed for voting.

d. Voting must be conducted in a

manner that does not interfere with
USPS business,

H3-1, TL-%, 11.30-86



Operatiorn and Maintanance of Reul Property

3-61%

e, Voter entrances and exits must be

arranged to agaure the securlty of
tbe mailas,

f. Workroom space, where mail Is not
totally isplatad to preclude access
hy unauthorized individuale, must
not be used for voting.

E. lLocal law enforcement officiale
must agree in advance to enforce
both Poetal Service Regulatione
governing conduct on postal
premises and applicable state and
local lawe during the voting.

h. The State or local government must
agree in advance to reimburse any
cogte incurred by the Poetal
Servioa for additional security,
utiiitiesa, or building operatlion
necessary for the use of the
facility for voting.

i. %ha displey or distribution of any
pelitical litarature, badges,
insignia, or posters on Poatal
Service property, including perking
areas, le prohibited.

3-613.2 & request to use a USFS faw
eility for voting must be received by
the Headquartere Operating Policiee
Office, Operetione Support Group,
through the Field Pivision General
Manager/Postmaster, not less than 60
days before tbe scheduled election, for
approval by the Postmaster General op
dasignee. The request must include
complete detaile addreasing each of the
conditions listed in 3-613.1. Requeats
nuet be made and approvals must be
ohtained for each election uee of a
USPS facility for voting.

MS.1, Ti-%, 11-30-86

3=-613.3 [Requests to use the grounds
of U8PS facilitiee for political
meetings or rallies nust be denled.
Thia longstanding practice was
establlished because such use:

a. Tends to ancourage partisan
politiecal activities in Fedaral
space, which is prohibited by law.

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

¢. Oreatly increases traffic in the
building, creates cleaning and
other maintenance problems,
inoreases costs, and may create
liability problems,

d. Interferes witd the conduct of USES
businesa,

e, May be viewed as evidence of
Federal partlcipation in the local
election proceae.

3.614 SOLICITIRG, ELECTIONEERING,
COLLECTING DEBTS, VENDING,
AND ADVERTISING

With certain speecific exceptions,
soliciting alme and contributions,
campalgning for election to any public
office, c¢ollecting privata dehts,
commercial soliciting and vending, and
the dieplay or distribution of
commercial advertieing on postal
premiees are probibited. Tbese and
releted specific rules amnd regulations
governing conduct on postal property
are found in POM 221.6 and are
raprinted as Poater Ko. 7.
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SECTION 5

GRCUNDS AND APPROACHES

5«1 BESPONSIBILITY
5=-101 SCOPE

5.101.1 This section deals with the
topics that ere typical of thoee
encountered by peraonnel concerned with
keeping the ground, approaches, roads,
and parking areas around USPS buildings
attractive and in an acceptahle state
of maintenance and repair.

5w 101.2 The building manager shall
regularly inspect these arees to assure
that the required level of maintenance
is being accomplished and teo identify
needed repaire. The freguency of
inspection will wvary with climatic,
scll, and other lcocal conditions, and
shall be determined hy qualified
personnel.

5=101.3 Needed repairs beyond the
capablility of the local office shall be
included in the repalr and improvement
program upon recognition of the need.
The degree of urgency shall be noted to
assure proper prioriity in the program,

5«102 LUCAL ORDINANCES

USPS mmtiagement persocnne) mst be fully
familiar with zll local ordinancea
which affect approechee, roads,
sidewalks, and parking areasa. The
respongibility for meintenance and
repairs should be resolved with local
road and highway offieisls and
documented to preclude future confliect
of opinien concerning the scope of
reaponsiblility.

5103 REPALR RESPONSIBILITY

In most loeations, the USFS is not
responsible for the pepair or replace-
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mant of puhlie improvemente such as
curhing, gutters, and streets adjecent
to USPS-owned property. In these
Jocations the expenditure of funds for
this purpese 1is not authorized. When
repalir or replacement is required, the
appropriate local government officlals
should be notified. In loeatione where
the USPS has theze responeihilities,
theee areas shall be inapected af{ least
onge a year by the huilding manager or
dealgnee., If deficienciee are identi.

- fied and the coet of making repair or

repiacement is within the Postmaster's
apending authority, the Posetmaeter
should arrange for the repairs to be
made locally. If the coat is beyond the
Poatmaeter's aspending authority, the
Poastmaster should requeat aszsistance
from the next level of authority.

5«2 GROURDS

5201 GENERAL

Sw2i}1.1 The building grounds shall
be maintalned, preserved, and upgraded
as necesgary. Work will include, but is
not limited to, the plantipg of lawns,
shrubs, and trees, and the continuation
of an effective maintenance program of
watering, fertilizing, mowing, and
pruning. Sereening of unsightly
equipment and parking areae with trees,
shrubs, hedges, or walls will be
continued. Cecordination of grounds
upgrading plans with other agencies,
loeal governments, and civic ciupbs is
encouraged.

S5u20%1.2 Method for establishing and
maintaining such areas, whether
performed by the local office or by
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eontract; are contained in Shors
Form Specifications, HBE RE-10. Thia
apecification may alsc be used as a
guide for planting, replanting, and
maintaining trees, shrubs, etec. To
enhance the appearance of 4he grounds
and huildings, landscaping should be
arranged to conform to that of adjacent
pramises.

5-201.3 The divigional office shall
review any proposed landscaping which
may aastbetically affect the arochi-
tectural sppearance of large or monuw.
mental type buildings.

5-202 I1SCLATED LOCATIONS

In situations where there are wide
expanses of isolated grounds not in the
public view, maintenance shal] be
limited to the elimination of (fire,
safety, and bealth hazards (as required
by loecal ordinances), and the preven-
tion of soil erosion and depreciation
of land valnes.

5.203 TECHNICAL ASSISTANCE

Due to the varying eclimatic and soil
conditions throughout the country, the
recommendations and gervices of the
loecal agricultural agent or State
university should be aclicited regard.
ing grass seed mixtures, fertilizing,
liming needs, fiiling, sodding, care of
trees and shruba, frequency for mowing
and watering grasa, and other grounds
naintenanca problems. This aervice
shouid be free. Local garden clubs are
aiso a good source of advice.

5208 EQUIBMENT

The equipment purcbased should be of a
make and size moat effective for the
work to be accomplished after conaid-
ering the c¢ost of equipment versus
workhour savings. All mowera, cutting

tools, and related equipment shall be
paintained in good working order.
Gamoline and other fuela shall be
properly atored throughout the year.
Puring out«ofwseason months, any
neceasary egquipment overhauls shall be
accomplishad, and the egquipment shall
be properly protected and stored,

5-3 APPROACHES
5~301 GENERAL

The maintananos and repair of drive.
ways, maneuvering areas, sidewalks, and
curbs on UOSPE property is essential.
The quality and composition of repair
and replacement materialsz, as well as
applications methods, should conform
closely to those found most effective
for local areas by the highway or
street department. Timely preventivs
maintenance such as application of a
seal coat to asphalt paving will pre-
vent deterioration and eventual major
repairs., Whera cracks, apalied areas,
pothboles and rutes have already
ovoupred, immediate repairs must be
made to prevent furtber damage to the
paving hut also to eliminate a safety
hazard and a sourcs of damage to vehi-
¢les. Applicable Short Form Specifi-

oations, HRE RE-10 and Maintenanes

Billetin MMO.2.T7 should be used for
paintehance repailr projects.

5.302 SIDEWALXS

Particular attention should be glven to
sidewalk areas adjacsnt to USPS builde
ings. Cracked, raised, or sunken side-
walks should be repaired or replaced
promptly. If tbe sidewalks adjacent to
USPS property need repair or replace-
ment and are the responsibility of tbhe
State or logal government, every effort
shall be made to obtalin repair or
replacement at the expense of the 3tate
or local government., If the State or
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local -government is unable to fund the
repairs or replacement, the UIPS may:

e. Reimbuprse the State or political
subdivision,

b. Undertake the installation, repainr,
or rePlacement.

S«4 SNOW REMOVAL

s-A01 In tbe areag where snow
removal presents a problem, a sSnow-
removal plah shall be estahlisbed.
Usually, it is advantageous to have a
working agreement witd local road and
highway officials. In sddition to
practical advice, loecal  highway
officials may authorize the use of
highway equipment to assist in snow
removal under some conditions. The
spow~removal plan shall specify areas
to receive priority treatment, such as
pedestrian loading zones, walks, nain
entrances, Aapproeches, maneuvering
areas, and parking lots.

Buh(2 Where snow removal has been
assigned to postal employees, operating
plans, organization of forces, and
required instructions and training must
be accompliished well in advance of tbe
winter =season.

5=803 All equipment must be repaired
and ready for operation well in advance
of the winter season. De«icing materiw
als, toois, ete. must be ordered and
svailahle in amounts required for the
full season.

5=5 SIGNS
5-501 GENERAL

Postmasters are responsible for estab-
}isbing and maintaining the neceasary
signs witbin thelr areas. All signs
serving the same purpose must be of
the same design, ¢olor, and con-
struction. Traffic signs, such as STOP,
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CAUTION, or DO NOT ENTER must conform
to standards set by the Bureau of
Public Roads for natiomwide use. NO
TRESPASSING signs are available from
the F3S Catalog, National Stock Number
9905-00~558-2971. Be carefui to proper-
ly position all s=signs to most effec-
tively serve the purrbose for which they
are intended, Lighted signs or other
signs not aspecifically autborized by
thiz handbook or gther directives are
not permitted on or near the building.
Signs muast be inspected for required
meintenance during the reguiarly
scheduied inspections of grounds.

5-502 STRIPING OF PARKING AREAS

Parking areas showld be striped to
facilitete the orderly parking of
vehicles and to accommodate the maximum
number of vehicles. Each parking space,
except for handicapped parking, shouid
be §t by 20'. Handicapped parking
sbouid be 13' wide, located convenient
to the customer and employee entrances,
and identified for use by the
handicapped only. Reduced size spaces
8' by 15* should be used for compact
cara to improve parking area
utilization. Paint should be traffic
grade, either white or yellow in color.

S5-6 FENCES

Fencing requiresents are determined at
tbe division office level or above. The
indisceriminate use of fences is not
permitted. Fencing must be kept to the
minimm necessary to provide adequate
protecticon of USPS property and for the
protection of the public from asfety
hazards.

=7 PARKING AREA LIGHTING

411 parking ereas shall be adequately
lighted. The level of lighting shall be
in accordance witb the lighting
guidelines established by the UIP3S.
{See HBK MS-49.)}
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SECTION 6

STRUCTURES

6«1 RESPONSIBILITIES
6~101 GEKERAL

Thie section deals with teopies that are
typical of those encountered by person-
nel concerned with the structural fea-
turee of USPS huildings., Building mana-
gers must he inforged of the condition
of the satructural elements of all
buildings for which they are responsie
ble.

6-102 ADHERENCE TO CODES

Compliance with 1looal c¢odes and
ordinaneee or model building code le
reqiired ee 2 minimum etandard. Where
USPS - pandbooks, guidelinee, or other
directives are more asatringent as
related to etructural reguirements,
these shall be followad,

6.2 STRUCTURAL MAINTERANCE
AND REPAIR

The building etructure requires routine
maintenance, The work regquired to main-
tain and preserve e building, such as
painting, pointing, roofing, and weathw
erproofing 1s developed by engineering
defined in HBK MS-7,
Repair and Alteration of Reei Pro-
erty, and BBK MS<6, Repair and
Alteration Surveys, and is ueually
accomplished by contract. The building
managere are responsible for having a
puilding lnspection conducted at least
once & veer im all buildings for which
they are responsibie. The purpose of
this local inspection is to identify
developing problems in thelr earliest
stages 20 that they cen be corrected at
e minimal cost to the UPSPS. This
inepection ehall include the roof and
should ideally be conducted in eitbep
the epring or the fall of the year.
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Alec included in the locel jnspection
should be interior featuree such as
floore, blinds, door locks, and parti-
tions. The need to service these items
shall be noted by all USPS personnel in
the facility during their normal Jjob
perfornance and reported to the
building wmanager. Pfreventive paine
tenance guides for entrance doore,
power~operated doors, and other
etructural items that require pre-
ventive maintenance are in Section 13.
Short Form Specifications, HBK RE-1Q,
are used for local contracts and as a
guide for work performed by USPS

maintenance employess.

6«3 FPACILITY REQUIREMERTS AND
RESPONSIBILITIES

6~301 PLACING OF SEALS, PLAQUES,
AND MEMORTALS IN USPS

BUILDINOS

The polioy on dedicatory plagues and
memorials 1s in ASM 518.14.

6-302 FLOOR LOADS

Building managers are responsibie for
pPreventing unsafe floor loading im any
epace that they manage. In fulfilling
this responeibility they shall keep
readily availsble information showing
the maximum loading that may be per-
mitted on anmy fioor imn the bullding.
A convenient and appropriate plece for
this information ie on the assiznment
plan for each building. OSHA requires
that the building manager place platee,
on which the approved floor loed has
been marked, in a conepicuous piece in
each srea to which they relate (OSHA
1910.22(4)(1)). If the safe loading
figure is not known or not avallable,
it should be obtained with the assisz-
tance of the divisional office. In some
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instances this information may be
obtained from G3A for buildings it cone
structed or previously oparated. Any
pian for the placement of large conceln~
trated loads (safes, large wmachines,
stacks of paper, heavy files, mail
handling equipment, nutting trucks,
storage areas, etc.) shall be reviewed
and approved by the building menager so
that aceidantal floor overloading does
not occur. Tske advantage of tha
increased floor strength over a beam,
¢lose to & column, or near a load-
beaping wall. If, in the layout of a
space, hesvy objects are involved and
therz ie a guastion about floor load-
ing, a structural engineer should be
congulted hefore approving the
arrangement.

6-303 ASHTRAYS AND SAND URNS

Wall~mounted ashtrays shall be
provided in all elevatoer lohbies,
entrance lobbles, and in the corridor
immediately outeide oafeterias, snack
bars, courtrooms, and other similar
high-usage areas. Units will have a
closing cover that closes by spring or
welghted hinge action. Onitz must de of
stainless steel or of equally durable
paterial in keeping with the interior
decor of the bujlding. Construetion and
finish must permit easy c¢leaning. All
units will be mounted at s standard
height of 40 incbes from the floor to
the top face of the tray. Sand-filled
upne will not be purchased for use as
ash receptacles and must be raplsaced
with walle-mounted ashtrsys on a
practical schedula,

6-308 ROOM AND CCCUPANT
IDENTIFICATION

6.304,1 Standardization

New ©buildings and auildings tbat
undergo major renovations must be
equipped witb tbe typesz of signs

dascribed in HBK MS-544, gGraphics
Handhook. Fostmasters must be sure
that this standard 13 pmet in all
buiidings for which they are respon-
sible. Other typas of nameplate
holders now in use must be replaced
wilth standard holders the next time the
space wdergoes rencvation.

6~-304,2 Numbering Interior Spamg

a, 3Space numbera are sssigned to each
separate subdivision of space on
each floor. The first digit or
letter denotes tbe floor. Ose the
following system:

{1} B-1, B2, etc., for basement
spaces.,

{(2) G-1, G-2, etc., for ground
floor sSpaces.

{32} 10t, 102, ate., for first
floor apacee.

(4) M-101, M-102, etc., for
nezganina spaces above fipst
floor.

{8} P-g90%, P-902, etc., for
penthouse spaces in B-story
buildings.

(6 P-1001, P=1002, etc., for
penthouse apaces In 9-atory
buildings. '

k. Spaca numbera ara assigned to
stairways, elevators, and
egcalators, Ose the followitg
systom:

() Stadr No. 1, 2, 3, etc.
(2) Elevator No. 1, 2, 3, etec,
(3) Escalator No. 4, B, C, etc,

6.308.3 Cccupant Identification

Ccoupant didentification is normally
rastricted to the major organizationzl
element occupying a room or aulte of
rooms. It is asppropriate for the first
line to contain an agency's major
identification symbol or short title,

M3-1, TL-3, 11-30-86
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Any succeeding lines required to iden-
tify the major opganizational element
oceupying the room or suite of rooms
muat be mounted and abutting the top
holder. Organizational information on
these signs should be the same as the
titles displayed on main lobhby or floor
di rectory boards,

$-30%.2 Room Number and Use
Jdentification

Room numher and use identification
algns are used to identify publiic and
bullding service spaces, Symbol-eigns
to be used for +this purpose are
specified in HBE MS-5hA.

6-305 CORRIDOR IDENTIFICATION

Corridors are identiffed on assignment
plans and labeled by postal personnel.
The slze and type of lettering to be
used depends on the size of the build-
ing, length and width of the corridors
and other features of the building. It
may be desirable to provide directional
information iIn some parts of the
butlding; for example, near eolevator
banks to show the location of commonly
- visited aspace euch as fipst aid room,
library, auditorium, ete¢. 3Signs of this
type should be applied to tbe corridor
walls using lettering specified in
HBEK MS~534. Outrigger or ceiling-hung
aigns, other than thoge provided in tbe
construction project, are probibited.
Occaaionally a sign visible from a
di stance 18 needed, A neat sign on a
movable stand may serve if the need for
it is temporary. To meet the peeda of

MS-1, TL-Y, 11.30-86

long duration, appropriate signs on
corridor walls are preferred.

6-306 HISTORIC PRESERVATION

It i3 USPS policy to comply with the
National Historic Preservation Act and
all regulations issued pursuant to it.
Procedures for handling historic
properties are covered in ASM 515, 518;
HBK BRE-1, Realty Acguisition and
Mapagement, Section #.-.303; end
MI AS.510-84-2,

6-307 ARTWORK

Proper care and maintenance of artwork
in postal-owned bulldings i=s covered jin
ASM 515; HBK RE-{, Section 4.303; and
MMO-72~85,

6«0 IDENTIFICATION OF USPFS BUILDINGS
6401 GENERAL

All postal installations mnmust be
¢learly identified to ensure custcomer
recognition of the facllity. Refer to
4SM 518.1 for policy and guidance on
building identification.

6-402 REMOVAL OF BUILDING
DESTGNATION

Prior to the disposal of USPS-cowned
property, all signs, including ™U0.S.
Property -« No Trespasaing™ siguns,
which designate the building name or
Federal cownership, pust be removed.,
This i3 done Jjust prior to tranefer of
title.
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SECTION 7

CLEANING PROGRAM

7-1 INTRODUCTION

USPES cleaning standards and methods are
specified d4n HBK MS.47, Hoveaw
keeping - Poetal Facilities.

T-2 SERYICES PERFORMED BY CONTRACY

Contracts should not be entered into
for cleaning sapace occupied by postal
workrooms or areas coccupled by other
agencies which have high-level security
requirements, unless approval 13 obw
tajned on e case-by-case basis from an
authorized official of the agency in-
volved. The employment of an outeide
contracter to perform buildings ser-
vices must be consistent with ASM
§35.261. Contrecting procedures are
covered in Publicetion 41, Poetal
Contracting Manual. See ASM 535.26,
and Management Ipstruction A5 530=-81=17
for additional information con
contracting cleaning services,

7«3 SPECIAL CLBANING PROUBLEMS

7-301 DISPOSAL OF WASTE, SCRAP,
AND REFUSE MATERIAL

7301.1 Responsinhility

Pisposal of weste, screp, and refuse
material is normally the responsibility
of the building manager, The
responeiblility for dispoeal of refuse
in leaeed buildinge depends upon the
leese agreement. In connection with the
operation of conceaslons facilitles in
bulidings, refuse dilsposal 13 the
responeibillty of the concessionaire,
However, the USPS will be responsible

for removing tresh generated by vending

atands opereted under the provisions of
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the Randolph-Sheppard Act, (See seetion
15.)

T-301.2 Salable Waste and Sorap

Sorap is eold 1in ac¢eordance with
inetructions c¢ontained in Handbook
AS-701, Supply Management, part 782.
However, the Postal Service may request
GSA to dispose of salable waste, screp,
or personal property. If G3A agreesa to
this request, GSA mey dispose of such
property without charge to the Postal
Service, GSA may not diepose of euch
property except by eele or tranefer for
the falr market value. The proceeds of
such disposition are remitted to the
Poetel Service,

T-301.3 Retuse Removal

In usPs~operated buildings, refuse
{trash or garbage) removal will
normally be accomplished by contract.
Where wnusual operating requirements or
local tonditions euggest that this be
bandled by USPS employeee, a thorough
economical analyais must be made,

7=-301.8 Incinerators

Where incinerators are installed, they
must be operated and maintained to meet
the Stete end local air pollution
ebetement standerds. Ir the
incineretore peed modification to meet
the standards, the divisjional office
muet be adviaed s0 thet the
modificetione cen be made or the use of
the incineratora discontinued. USPS
employees are responsible for operetion
of incinerators. However, tenants pay
be required to furnish qualified
peraonnel to destroy trash when the
high security classificetlon of the
material warrants. Inclneratore are
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used only when one or both of tbe
fnllowing conditions exist:

a. Destruction of classified, patho-
loglical waste, or other material
involving a gecurity or safety
hazard 13 required;

b. Municipal or privete disposal
facilities are not available or are
inadequate for the quantities of
material involved.

T-302 BIRD CONTROL
T=302.1 Geperal

The methods of hird oontrol fall into
four general groups. All of these are
harmless to the hirds themselves, and
may be expected to drive them to other
unproteoted locatione. The results
vbtsined witb the various methods show
that definite improvements in the bird
problem are possible. Most of tke meth-
ods have limitations, and careful con-
sideration is necessary to assure that
the method selected ie suitable for
the locetion., Listed bhelow are brief
deecriptions of various methods,

T=302.2 High Yoltage Method

Thie metbod consists of installing
paire of wires mounted on insuletore,
attached to tbe area to be protected.
When tbe birds short the two wires with
their feet, they receive a high-
veltage, low-current shook which is
repeated at intervals until the short
is removed wben the birds leave. Ifw
stallation of thie method requlree a
eentractor wbo is familiar with this
speciaity. The results with this system
are excellent, Initial coet of this
installetion is high, but it is e per-
manent solution to the problenm.

T=302.3 Chemical Method

This method uses a viscous, slow-drying
material epplied to the rooeting eur.

faces with a paint brush or caulking
gun. The chemicalecontrol method is
very successiul for e short time, Ap-
plication must be repeated tbree or
more times per year. (ost of applica-
ticn ie low wbere extensive ecaffolde.
ing ie not required.

7=302.%4 High Frequency and
Audible Sound

Ultrahigh frequency sound usually does
not produce zatisfactory results. The
use of audible sound (such as distress
ories of a starling) and the sonic
metbod have had only limited success.

T~302.5 Secret Proprietary Methods

¢f the nmethode tested thus far, the
moat suocessful was effective for ap-
proximetely 10 monthks, and repeated
treatpents were much less effective, If
there ie not a logicel explanation of
khow a proprietary method works, its
effectiveneas sbould he evaluated
before commitments are made. Consule
tation witb divisional or MTSC
personnel is adviseble.

7-303 CLEANING IN CONCESSIOR
SPACE

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

Operation.
T«308 OSE OF WALK-OFF MATS

Walkwoff floormats ere used et mejor
public entrances to trap dirt carried
in from the street and prevent its dis-
tribution throughout the building. Two
eets of mats normally should be provid-
ed to permit removal and proper cleabw
ing. The mats will be cleaned daily as
a part of the lobby and entrance clean-
ing assignment. Light s0il may be re-
moved by vacuuming. During inclement
weather, when the wmats are badly
solled, they should be removed end

MS-1, TL-R, 11.30.86
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cleaned by scrubbing or hosing, and
permitfted to drain, The mats are
available from commercial supply
channels.

7-305 CLEANING SUPPLIES
AND EQUIPMENT

T-305.1 General

Order cleaning supplies and eguipment
aecording to tbe instructions in Pub-
lication 24, Supply Catalog. A 1list
of approved ocustodial products  and
equirment wbich have been teeted and
may be purchased loeally is published
periodically in the POSTAL BULLETIN.

T=305.2 Dafactive Supplies
and Eguipment

T=30%.2.1 ¥hen defective or unsat-
iefactory supplies or equipment are
received from GSA, ftbe GSA Regional
Federal Supply Service must be notified
at the address shown on the catalog, If
the supplies are received from tbe arez
aupply center, notify the center.
Include the following information:

a. A statement of wby the merchandise
18 unsatisfactory

b. MILSTRIP/PEDSTRIP agency requisition

mmber

¢. National stock number /

4. Merchandise description

e. Quantity received

f. Quantity omn hand

g. Quantity defective -

b. Contract number

i. Name of contractor

j+ Purchase order number

k. Manufacturerts lot or batch nmmber

1. Date material wae received

m. Locstion of material

n., Supply point from which shipment was
made

0. Name and telephone number of person
to contact who i3 familiar witb the
probl e :
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T«305.2.2 A GSA inspector ehould
follow up to determine if the merchaf-
dise meete specification, and if not,
the inspector should take corrective
aotion.

T«305.3 Specification Changes

If the mepchandise is found to meet the
purchase epecifications requirements
but does not give satisfactory perform-
ance, or if the followup action by GSA
ie considered inadeguate, notify MISC,
P.0O. Box 1606, Norman, OK T73070-6706,
so that the reason for unsatiefactory
material can be evaluated and correc-
tive action taken.

T«R CLEANIRG EQUIFMENT
T-R01 GENERAL

The trends to higher wages and more re-
stricted clesning staff make it impera-
tive that sdeguate mecbanical equipment
be available. All cleanding activities
must be mechanlzed to tbe maximum ex-
tent economically practicable,

T-%02 MAINTENANCE

It 4is important that power eguipment
used in the cleanlng program receive
regular malntenance, botb for preser-
vation of the equipment and to assure
that it 4= available for use when
needed. Power cleaning equipment will
be included in the Mainienance Manage-
ment Program as described in HBK MS-63
and HBK MS-65, Preventive maintenance
guidelines for select eguipment is
included in Chapter 13, Appendix B of
this handpook. Because this type of
equipnent is usually procured, there is
little standardization and little
national maintenance documentation
developed for tbe eguipment.
Manufacturer's literature containing
recommended periodic maintenance
practice, repair methods, and parts
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lists is required for support of the
equipment, V¥hen malintenance lIs
diffievult, +the contract officer who
arranged the procurement may be of help
in determining warranty applleahility
and communicating witd the supplier, If

‘local rescurces are exhaueted, the

problem should be transmitted to the
divisional office and to MISC using
Form 4568, Maintenance Problem
Feedback Report. Instructions for use
are printed on the form.

M3-1, Ti-K, 11-30.86
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SECTIUN 8

ELEVATORS, ESCALATORS, AND DUMBWAITERS

8.1 OPERATIONAL REQUIREMENTS

8-101 BUURS OF SERVICE FOR
ELEVATURS AND ESCALATORS

Automatic elevators which are eguipped
to shut down automatically duwring light
traffic shall not be manuasily shut down
at night or over the weekend unless a
apecific operating problem exists.
Automatic e¢ars without this shutdown
feature, manually operated cars, and
escalators shall be scheduled to pro-
vida sarvica 30 minutes prior to the
beginning of normal building hours, 30
minutas past normal guitting time for
the occupants, and otherwise as might
be required under special circum-
stances.

8-102 TYPICAL SERVICE
REQUIREMENTS FOR
ELEVATORS

Generally, the service in a building
with a bank of three or more elevators
can be considered adeguata 1if the
average walting time at the terminal
fioop is not more than 20 seconds. and
if the longest waiting time at any
floor does not excaed 60 seconds for
more than 19 of the passenger Erips.
The =service in three~ or fourwstory
buildings, with approximately 100,000
Zross square feet or less, will usually
be somewhat slower than that specified
above since the cost of the installaw-
tion usually precludes the installation
of more than a singla car or a two-car
bank. See HBK RE~4, Standards for
Facility fAccessihility by the
Physically Handicapped.

8-103 QUALIFICATIONS OF ELEVATOR
OPERATORS

Where manually operated elevators are
in use, the building manager is respon-
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sible for assuring that all full-time
operators are sufficlantly familiar
with the operation of elevators to prow
vide safe and efficient transportation
of passengers {or freight). New employ-
ees or newly assigned operators must be
given training or refresher courses as
required for them to demonstrate profi-
ciency in the work. Part-time operators
(laborers, guards, ate,) and contpract
parsonnel where required, must alsc be
given sufficient training to gqualify
them for operating an elevator. The
criteria for determining the workhour
requirements for elevator cperators is

found in HBK MS~63, Maintenance
Managemepnt - Class A 0Offices, part
752 and HBK MS-65, Maintenance

Management -~ Class B Offices, Section
616.2. i

8108 VERTICAL TRANSPORTATION
FQUIPMENT IN LEASED SPACE

Responsaibility for coperation and
maintenance of elevators and escalators
in leased buildings is designated in
the lease. Wnen tbe USPS accepts the
responaibility of the operation and
maintenance of thia equipment, all
provisiona of this section apply.
Vertical transportation equipment in a

“leased building should satisfy required

standards of operation and safety
before the space is leased or an
existing lease i3 renewed. If a
building is under a long-term lease,
efforts sbould be made to corprect
substandard conditions when they are
discovered, rather than wait until the
lease ji= due for renewsal.

B.105 ADHERENCE TO CODES

All cperaticn, maintenance, repair,
testing, and inspection of elevators,
dumbwaiters, and escalators mpust cone
form to the applicable sectiona of the
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American Standard Safety Code for
Elevators, Dumhwaitera, and
Escalatore, ASME/ANSI A17.1. State
and local regulations or codes shouwld
be appiied iIn harmony withk thizs code.
The building manager is responsible for
ohtaining the latest coples of the
referenced publications and making them
available to the pereonnel who are
assigned to the maintenance, upkeep,
and repair of veritical transportation
eguipment. The code 13 continually
peing revised and improved. Some of its
newer rules apply prineipally to new
installations and it iz not finaneially
practical to apply them to existing
inatallations uniees an extenalve
modernization 1z undertaken., If the
coet of changing an existing
instazllation to meet a2 ctode requirement
is out of preportion to the benefita to
be derived, the divisién may use
administrative diacretion about the
requirement, provided legal conformity
and reasonabla safety are assured, and
provided instructions to the contrary
have not been leeued.

8-106 SIGRS

All signs used to deeignate service, to
identify care and landings, and to
instruct the public or building occue
pante regarding operation of elevators
and escalators are to be furnished by
the building manager and are described
below:

a. Poating Hours of Service - The
houre of operation of each manually
operated elevator must be poeted at
each main.floor landing.,

b. Identification of Eacalaters and
Dumbwaiters ~ Each escalator and
dumbwaliter is identified by letter
or number at each floor with a
posted =ign similar to that used to
identify elevatore.

e. Identification of Elevators - An
identification =ign must be

€.

&

h.

installed on the well at each bank
of elevatore near the elevator
entrance at each landing, This sign
showe the mumber of the car as
designated on the construotion
drawings and also the elevator
funcetion, i.e., passenger only,
freight only, or paesenger and
freighnt.

Out-of'-Service Notice -~ This sign
le used to ldentify elevators which
apre not operating. The signs must
be neatly made and bear the words
"This Elevator is Being Serviced.
Please Use Elevator No.®

Jdentification of Floor Landinge -
The ficer number of each elevator
and escalator landing must bde
identified, either by placing the
floor designation of each hoistway
door edge so that it is visible as
the door opens, or by posting the
flioor numher in a door card or
certificate holder placed on a wall
in a joccation readily visihle as
the car door opens.

No Smpoking « For fire and safety

. reasons or to compiy with local

regulations where required, smoking
on elevatore can be discouraged by
installing "Piease No Smoking®
signa in plain view on the rear
wall of the car, visible to persons
entering., Lettering approximately
onew~inch high is suggested.

Emergency Instructions « Procedures
to be followed in case of emergency
must be conepicupualy placed 1n
each elevator car. An example of
typical instructions is shown in
Figure 8«1. The lettering should be
phoephorescent in case of lighting
failure.

Carrying Passengers on Frelght
Elevators - EHach freight elevator
which meets the conditicons stated

MS-1, TL-3, 11-30-86
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.5, POSTAL SERVICE INSTRUCHONS: A swioar stk card shafl be muntained fo7 sath sthvator. The
ELEVATOR DATA CAHD card sﬁouLd t conpieed for asch mew alevator a1 the Time of initial
isgeon.

QATE AECHON [ ELEATOR NO JBLILDING STRAELEYT AQORERS CITY, STATE AND ZIP COOE

TYPE OF BELEVATOR MANUEACTUREN LOCATICN OF MATHNE INETALLATION

DATE
Cieags Clepar. Cisenpy, Tlese. [low.
TYPE OF FOWER SUBHLY [SAPACITY SPEED 1FPM) SALES 5LMAER TYPE OF MAGHINE

LB, PERSONS
TYPE OF QONYHOL TYPE OF QFERATION METHOD OF ROPING

TYFE OF Caf HodM TYPE OF HGISTWAY DOGHE INSIRE FLOOH MG, OF NG, OF
DIHEMSIGNS FLOORS [OPENINGS

MACHINE MAKE STYLE SERIAL NO. HP.OR XW.[ SPEED VOLTS | PHASE { CYCLES AMPES
HEIST MOTOA
WG MOTOR
M. G, GENERATOR
EXCITER

EQUIPMENT | MANLEACTUAER STYLE SERIAL ND. TVHE
CONTROLLER
SELECTOR
IBRAAKE
 DWKIF, CPERATORN
INTERALOCKS
GOVERANOR .. CAR TRAPFING SPEEL FrM
RN —CWT, . TRIPS NG SHIE0 £PnE
saretTy —Gan
SAFETY =GWT.
BUFFER—CAR ] STROKE ey
FUFEER—OWT, ! STROKE BT
P& Form 4813 - May 1974 {Continue on reverse)

WIRE ROPE

KIND MATERIALS NLIMBER SIZE AND CONSTRUCTION INBTALLATION DATES
HOIST
GOVERNOR—CAR
GOVERNOR LN .
CARLWT,
ORUMGWT.
|COMPENSATING |

MAJOH HEPAIRS OH ALTERATIONS
DATE DESCRIPTION OF WORK WORK PERFORMED BY

Reverse of Farm 4813
Rvisnd June 1988

Figure 8-2. ELEVATOR DATA CARD

MS.1, 1%, 11-30-86
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in Paragraph 8~109 muet have & 2ign
indinating that only employee
passengers are permitted to ride on
it.

8sing Elevators During Emergenciea:

A sign must be conspieucusly posted
advising not to use elevetors for
evacuation during fire or other
smergency.

In Addition to Capacity and Data
Plates:

{1} In every freight elevator, a
gdgn shall specify the type of
loading for which the elevator
is designed and installed. The
wording of the sign muet be es
specified in ASME/ANSI A17.1.

{2} Classee of loading are:

{a) Clase &: General Frelight
Loading. Where the load
is dietributed, the
weight of any single
plece of freight or of
any single hand truek and
its load is not more than
1/4% the rated load of the
elevator, and the load is
handled on and off the
car platform manually or
hy means of hand trucks,

{b) Class B: Motor Vehicle
Leading. Where the
elevator 1s used solely
to carry trucks or
passenger aukomobilee up
to the rated capacity of
the elevator.

{¢) Class Ct: Industrisl
Truck Loading. Where:
truck is carried by the
elevator.

{d} Class C2: Industrial
Truck Loading. Where
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truck ie not ususlly
carried by the zmlevator
but ‘used only for lcading
and unloading.

Claze C3: Qther Loeding
with Heavy Concentre.
ticns. Where truck is not
usually used.

{e)

These loadings apply where the
welght of the concenirated
Joad including a powered
industrizl or hand truck, if
used, is more than 1/4 the
rsted load and where the load
to be cerried does not exceed
the rated load.

8-107 LOCKING OF ELEVATOR SPACES

Elevator machine prooms and pit en.
trances must be kept locked at all
times., Only qualified mechanics, in-
spectors, or pereons in their company
are permitted in these spacea. Doors to
these spacez must be self«closing and
self-locking.

8.108 ELEVATOR DATA CARD

Form 4813, Elevator Date Card, Figure
8.2, must be completed and maintained
in the maintenance office for each
elavator,

8-109 CARRYING PASSENGERS ON
FREIGHT ELEVATORS

a. Freight elevaltors, not accessible
to the general publie, may carpry
employees subject to the following
conditions:

{1} The rated load of the elevator
is not less than that required
for & passenger elevator of
equivalent imnside net platform
aree as required by Rule 207.1
of ANSI A1T7.1.
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{2) Hoistway entrances and car
doors or gates must conform to
the requiremente of the

- following rules of ANSI A17.1.

{a) Hoistway entrances,
Section 110.

{h) Car doors and gates,
Rules 204.6c and 204.64.

{¢) The hrake ¢can stop and
hold the car with 125§ of
rated load {See Rule
207.8).

h. The following sign muat be placed
in those ele¢vators that meet the
requirements In a, ahove: "NO
PASSENGERS EXCEPT EMPLOYEES
PERMITTED. "

¢. The following sign must be placed
in elevators ithat do not meet the
reguirements in a. above: TIHIS IS
NOT A PASSENGER ELEVATOR: NO
PERSONS OTHER THAN TEE OPERATOR AND
FREIGHET HANDLERS ARE PERMITTED TO
RIDE OR THIS ELEVATOR.T

d. If freight elevators have not been
previcusly certified to carry
employees, granting permission to
use them to transport empleyees is
oongidered a major alteration and
muyst meet the requirements of Rule
1200.2h of ANSI A17.1.

8~110 REQUIRED WORKEOURS FOR
BLEVATOR OPERATION

¥here malntenance personnel are
required to operate manuval elevators
{not automatic)
specified in part 152 of HBE MS.61.

8~111 USE OF ELEVATORS DURING
EMERGENCY

Flevators must not be used during a
fire, earthquake, or other emergency.
This is necessary because of the high
riak of elevator failure, stoppage, or

they must he as

power fallure during emergencies, trap-
ping persons In elevatore and resulting
in death or serious injury. Emergency
contingency plans must not inciude use
of elevators for sesvacuation of handi-
capped personnel op for other purposes.
Automatio elevators equipped with
emergency control as defined in ANST
A17.1 rule 211.3 must be operated by
fire department only. The keys must be
saintained hy hullding maintenance
persconnel so that they will be readily
acceselhle to flre department personnel
hut npot availahle to the puhlile,
Instruct elevator operators 1in the
following procedures:

a. Fire Emergency - BRetwrn nonstop to
main floor {lohby) or other
approved level and lock the
glevator out of service.

b. Earthquake ¢r Bomh Scare - 3top at
pnearest landing and lock elevetor
out of service.

8«2 MAINTENARCE AND REPAIR
8.201 MAXNTENANCE

Vertical transportation equipment must
be maintained and serviced according to
this handbook and HBK MS-21, Elevator
Maintenance. The preventive maln-
tenance guldes in Section 13, and the
manufacturer?s Iinstructions can be used
to develop the maintenance checkliet.
411l  malntenance supervisors and
mechanics must be instructed in the
following procedures:

a. All elevator maintenance, repairs,
and alterations must comply with
the Safety Code for Elevators,
ASME/ANSI A17.1, and the Natiomel
Fire Protection Assoclation Code
{RFPA) including RFPA 70 (Rational
Blectric Code) and those portions
of NFPA related to firewpeslistance
ratings. All elevator mechanics
myat be fully aware of these codea,

¥S-1, TL-%, 11-30-86
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c‘

d.

€.

underetand the parts appliceble to
elevators, and underatand their
responsibility for thelr own
personal aafety, the safety of
fellow employeee, and the safety of
the public using elevators they
service.

¥hen an elevator operetes
improperly or in a manper thet
canses doubt ahout its safety or
relizbility, it mu=st be immedietely
removed from service. The cause of
the improper speration must be
determined and ocorrected, and the
elevator tested prior to returning
it to servige.

In no instance may elevator
mechani sms or controls be
manipulated or temporarily altered
to expedite repairs., A1l
alterations, both mechanical and
electrical, must be approved by a
professional englineer and ceprtified
for complisnce with ASME/ANSY
A1T7.%. Any alteration to tbe
controller should be aporoved by
the controliler'e manufacturer.

¥hen an elevator malfunction is
reported, the elevetor MIST BE
TAKEN OUT OF SERVICE IMMEDIATELY.
The person reaponding to the call
performs the following before
troubleshooting the mal function:

(1) Determice tbat no one is on
the elevator, and shut it
down.

{2} Post "OUT OF SERVICE™ sigmns in
front of hoistway door at each
jevel.

The source of the malfunction must
be defermined, proper repairs and
corrections made, and the elevator
thoroughly tested prior to
returning it to service.
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f. Prior to performing any work,
however minor, on an elevetor,
signs must be placed in front of
the hoistway door at each level,
advising that the elevetor is out
of service. (3ee Para. 8-106d)}.
Signs supported by a chain
svapended fronm each gside of the
hoistway door, attached to tbe door
facdag with magnets, are recom-
mended. Magnetic signs ettached
directly to the boistway door must
not be used since they would not be
visible when tbe door is open.
{Other types of barricades may be
used; however, they should be
constructed to allow passengers to
leave an elevator without excessive
ef'fort.

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

h. FElevator mecbanjies must be provided
with the proper tools and equipment
for servicing elevators. Only nigh.
guality meters may be used to test
elevator circuits. Test lamps must
never be used since the lamps will
often draw sufficient current to
operete relays. '

1. Only qualified elevetor mechanics,
inspectors, or persons in their
company are allowed to enter
elevetor machine rooms or pits. In
no inatance sbould anyone other
than a gqualified elevator mechanic
who is familiar with the equipment
enter & machine room {o try to get
e stalled elevator started.

8-202 REPAIRS

Major repairs or replacements are
inciaded in the repair program. Repairs
not of ar emergency nature should bde
scheduled for e time which will mnot
affect bullding service,
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8=203 CONTRACT MAINTENANCE AND
REPAIR

8«203.1 Contract or In-House Poliocy
Guidelinea '

Whether to perfornm elsvator maintenance

with in-houss personnel or by contrent

mst be decided on a case-by-case ba-
sis, Various factors, including eecono-
mlcs and capability of onboard perason~
nel, must bs coneidered. In-house
paintenance cannot bhe implemented
upiess there ia at jeast one fully
qualified elevator mechanic availehle
at eaeh location to train other lees
experienced elevator mechanies for that
location.

8.203.2 Elevator Maintenance and
Repair Contracts

A standard elevator maintenance con-
tract ie available from the procure-
ment office, see Reglopal Instruction
1035-PM-108, Filing HNo. 641, Selici-

tation Format and Specification for

Elevator Maintenance Servioce. The
huilﬁing manager furniehes the physi-
¢al data on elevators and other infore
mation such as dates of tests and spe-
clal use of equipwent. The hullding
manager wmust bave a thorough knowledge
of the contract requirements necessary
to exercise good coatract surveillance
as required by 8.203.3.

8-203.3 Spenial Contrants

Where unusual conditions warrant
deperture from the standard contract,
the assistanes of MISC 4in revising
specifications should bhe requested.

8=-203.4 Contract Surveillance

The awarding of a contract for elevator
maintenance does not relieve the USES
of the responsibility for safe, effi-
cient elevator service. In fact, the
additional responsibility of assuring
that contractors perfore the work for
which they are pald is incurred. There-

fore, a schedule of dipspection and
review of contractors’ work must be
eatahliehed at eechh location. This
surveillanoe is performed by meintew
nance supervisore who muet recelve
special training in elevator mainte-
nance to enzable them to recognize defi-
elencies in contractor performanoce.

8=-204 ELEVA ROOM
TEHPERATBRE

Each machine room must be provided with
ventilation, ae required by ASME/ANSI
A17.%. Special consideration may bde
necesssry in wmachine rooms houeing
electronic elevator control equipment.

8=-205 MACHINE ROOM HOIST

Macnine rooms for two or more elevators
should be provided with an overhead
tro)lley hoist wnich terminates over the
trap door to facilitate servicing heavy
items of equipment.

8-206 MILEAGE INDICATORS

Mileage dindicatore are no longer
required on elevators. Where indicators
are installed, they should be used to
ald in deterunining wmaintenance and
inspection requirements.

8~207 MACHEINERY LIGHTING

Machinery rooms and mpacbinepry space
must be lighted to not lees than
10 foot«candles at the floor, Elevetor
pite must be 1lighted to not Jless than
5 foot-candles.

8~3 INSPRCTION AND TESTS
8-301 GENERAL

Eievators, dumbwaiters, and escalators
zust be inspected and tested as recon-
wended in the American Stapndard Safety
Code for Elevators, Dumbwaiters and
Escalators, ASME/ANSI A.17.1. A& cer-
tificate of inapection Is issued or

MS-1, TL-&, 11~30-86
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8~308.1

signed when inspactions are mede, and
the elevator, dupbwalter, or escalator
MUST XOT BE OPERATED WITBOUT A

CERTIFICATE. Speeciflc dinspection
raquirements are contained Lo
Management Instructions AS-620-82.12
and AS 620-8L4-14,
8-302 SCHEDULING INSPECTIONS

AND TESTS

The program schedule of regular inspec-
tions 1s prepared a year i1in edvance
with a2 plan for performance of the
inspection by a qualifled inspector.
Building managers ere primarily respon-
sihle for asswring that all elevators
under their contprol are scheduied for
inspection before current certificates
expire, -

8~303 INSPECTOR QOALIFICATIONS

Inapectiona are made hy elevator
inspectors, elevator engingers, or by
mechanjical, electrical, or =sefety
ehgineers who meet the standard set in
ANSI/ASME OE1~1=-1984 Standard for
Qualificetion of Elevator
Inspectora.

‘The suggested sources of elevétor
inspectors are listed below:

a. USPS persomnel, GSA, or othsr
Federal agency which has qualified
elevator inepectors who regularly
perforn ilnspections of thelr own
elevators., Names and locations of
USPS elevator inapectors ere
jdentified in maintenance hulletins
which are updated when necessary.

h. Municipal or State code enforecing

suthority wihich performs elevator
. inspectlions in privetsly owned

facilities. When erranging for
these inspections, it must be
clearly understood by the nunicipal
and/or state representetive that
the Postal Service as an indepen-
dent establishment of the U.S.
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government 1s not subiject to State
or locdl reglation or licensing of
its elevators., The inspection 1s teo
be performed as a service and willl
not obligate the Postal Service to
comply with local licenses or code
requirements beyond the natio
standard. -

¢. Qualified elevator service com-
panies, The term "Inspector® as
used here refers to any one ¢f
these qualified persons. The ne-
chanic in charge of maintaining
the equipment or some other reapon-
sihle representative of the USPS
showld accompany the inspector,
Where elevators are maintained by
contrect, the maintenance COO~-
tractor i3 not eligihle to per-
form Inspection., However, the main-
tenance contractor must perform the
requirsd tests in the presence of
the inspector. The Fisld Division
General Manager/Postmaster may make
exosption to this rule at small
remote locations where excesasive
expsnse would otherwise be
incurred. 3Such instances require
specific approval on a case=-Dy-cese
besis and a different person (other
than the one assigned responsi-
bility) in the employment of the
contractor is allowed to perform
the inspections and required to
complete ths appropriats USPS
checklist. A copy of the completed
checklist is furnished.to the Field
Bivision General Manager/
Postmaster., Alse at least every
third inspection must be made hy a
UsPS~certified elevator inspector.
These exceptions muat be reported
to the MISC Field Director.

8~308 INSPECTION FREQUENCY

8~3045.1 411 passenger elevators,
frsight elevators, escalatora, and
moving walks must be inspected at least
every & months.
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Figure 8~3. CERTIFICATE OF INSPECTION

8-304.2 Dupbwaliters must be inspectw
ed once every year.

8-30%.3 Pariodic tests must be per-
formed coneurrently with inspections in
accordance with ASME/ANST A17.1.

8-305 SPECTAL INSPECTIONS

Special inspections must be made:

a., Immediately following a major
repair, whether by contractor or by

USPS emplioyees.

h. Af'ter repeeted service interrup-
ticte on the equipment.

¢. Immediately after an acecident or
fire resulting in injury to persons
or damage te equipment. See

Supervisor's Safety Handbook, HBE
EL-801, for reporting requirements,

8~306 INSPECTION CHECELISTS

The following USPS checklists have been
developed Lo assure adequate inspec-
ticn. They must be completed by the
inspector as indicated below.

a. Form 3086, Electric Traction
Elevetor Six-Month Test and
Inspection Checklist.

h. Form LOBT7, Annual Test and
Inapection Checkliat Blettpric
Trectlion Elevator.,

¢. Form %088, Five.Yeer Test and
Iospection Checklist Eleetric
Traction Elevator.

MS-1, TR, 11.30.86
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d. Form 408%, Inaspection
Lhecklist - Oirect Plunger
0il Bydraulic Elevator.

¢, Esgcalator Inepection Checklist
{issued by Maintenanoe Bulletin).

'« Power Dumbwaiter Inspection Checke-
liet (issued by Maintenance Bullew
tin}. ]

8~306.1 USPS-Certified Inapectors

USPS~Certified Elevator Inepectore must
complete applicahle checkliste when
perferming inspections.

8~306.2 Contract Inapectors

When inspections are contrected with
private fime, i.e., A/E, maintenance
contractors, and ineurance uoompanies,
completion of appropriate checkiist(s)
must be made a part of the contract.

8.-306.3 Loeal, State Goverament or
Other Federal Agenciest'
Inspectiona

When inspection is performed by local,
etate government, or other rfedepral
agencies' lnspectors, they must he
requested to complete the appropriate
chegklist. If they refuse, & copy of
the checkliet used muet be conmpapred to
the apprepriete USPS checkliszt to
assure that the inspection meetis
National ASME/ANSI A1T7.1 and HSPS
standards.

8-.306.4 Retention

For each inspection, the USPS inspector
retains a copy of the complete check.
list and furnishes cone copy to the
local office along with the certificate
and inspection peport. The local office
retains the completed checklist for 10
yeers,
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8~307 CERTIFICATE OF TNSPECTION

If an elevater, eecalator, or dumb-
walter meets the safety requirements
and there are no sericus maintenance
deficiencies, the inepector shall
prompily prepare Form 2749, Certificate
of Inspection, Figure 8-3. The person
reeponsihle for maintaining the equipw
went countersigns the certificate and
displays it in the car, to show that
the equipment hes passed inspection.
Certificatee for escalators are posted
on or near the machine. The certificate
has additional epaces to be [illed in
when the eguipment is reinspected.
Whenever ancther inspection is made and
the requirements are met, the inspector
and the perscn responsihle for the
maintanance of the equipment sign the
cepiificate and date it. When all the
spaces are rCilled in, the inspector
shall issue z new ceptificete. If the
certificate becomee sciled or unsightly
before all the epacee are used, it
should be replaced.

8.308 UNSAFE EQUIPMENT

1If the eguipment fails to meet the
requirements, the inspector shall with-
draw the gertificate. If the inspector
finds a condition that might ocause an
accident or sericus mechanical fajilure,
he shall withdraw the certificate end
notify the building manager, or other
responsihle officizal, that the equip-
ment is wngsafe and must not be used.
Notify other parties epecified in
Paragraph ¥V of AS-620-82-12 and para-
graph IV of AS 620-8h-14,

8-4 SPECIAL REQUIREMENTS AND
PROCEDURES

8301 RELEASING PASSENGERS FROM
STALLED ELEVATORS

The release of passengers from a
stalled eleyator Lla very hazapdous i€



B.Kk02

Opsration and Haintenance of Real Froperty

the proper pracautions are not taken,
Therefore, the regulirements of Appendix
8-4 must be met.

8-202 TELEPHONES

Each elevator machine rocm and each car
shall have a telephone connected to a
central telsphone exchangs system Aif
the alevator eerves mnmore than three
floora. Telephone numhers will he
included in the emergency instpuctions
poeted as preguired by 8-106g and Figure
8u1. If the installation of a telephone
in elevator cars is impractical, other
emergency elgnal devicee meeting the
requiremerite of Section 211.1 of
ASME/ANSI A17.1 shall be installed and
maintajned.

8.803 ADXILIARY RMERGENCY STOP
SWITCHES

Two auxlllary emergency atop switches
shall he installed for every elevator;
one on Lop of the car, and the other on
the wall ian the elevator pit. These
swltches provids emergency protection
for a mechani¢ if the c¢ar moves when he
is working on top of the car or in the
pit. Therefore, these switchee muat be
installed 4in accordance with the
currant edition of ASME/ANSI At17.1.

£.304F ELEVATOR AND HOISTWAY DOOR
EMERGERCY KEYD

B«304.1 ﬁoiatway Door Uniocking
Doviceas and Aocvens Keys

Puring normal operation, slevator
hoiatway doors are unlocked hy a
mechanism that is activatad by the
elevator c¢ar as it reaches the floor.
Keys for manually wnlocking holstway
doors are provided for some elevators
to permit sccess to the hoistway for
maintenance when the elevator csr is
not at the floor. The emergency doors
in the c¢ar of an elevator are used only

to permit departure of paasengers from
the car when exit through the conven—
tional door is impoesible. Keys for the
holstway doors and emergency doors
serve only epecial purpoeee and have no
function in the normal operation of the
elevator. Serious consequencss could
result from improper or careless hand~-
ling of these special.use keys. The
manager shall zafeguard them and limit
their use strictiy to the purpose for
which they are intended. The keys shall
be prominsntly lsbeled by attaching
Form HT707, OQut of Order, completsd as
shown in Figure 8-4. They must be kept
in a "hreak glass® receptacle that is
mounted din the eecurity office,
building managsr’s office, or
postmaster’s office, Qualified elevator
mechanics resaponsible for elevator
maintenance may be lssued 3 szet of
these keys to be used in servieing the
elevator. No other locations for these
kays are permitted. Under no
circumstances shall the keys be removed
from their preecribed place, or used
without the knowledge and oconsent of
the bullding manager or his authorized
representative.

8~-308.2 Bmergency Operation Keye

¥hare elevators are equipped with
emargency service operatione 1in
aceordance with Rule 211.3 of ASME/ANSI
A17.1, the key(e) for this service must
be safeguarded in the same manncer,

8.404,3 Parking Device Key

Ifr an elevator door is eclosed and
locked when the car is at the landing,
it must be equipped with s parking
device that allows opehing the deor
when the car is within the landing
zone. Keys to such devices may he
issued to custodians or other persons
that have = nsed since they will unlock
the door only when the cspr is in the
landing zone.

MS-1, TI-3, 11-30-86
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$-305 - EMERGENCY LIGETING UNITS freight). It serves to allay fears in

FOR ELEVATOR CARS

An emergency lighting unit shall be

installed in each

MSw1, TL-8, 11-30-86

the event of a blown fuse or a nore

serious power failure,
illumination for the control panel and
car (including the telephone.

2RO

e en W07

OUT OF ORDER

{ Defective or Inoperative Equipment)

EPMVE NUMBER
Elevator i-12
OFFICE BATE
BESCRIFTION OF DEFECT
OANGER

This Key wili open the eievator hoistway
door regardless of position of car.

This key may be used ONLY by the elevator
muochanic oxcept in case of FIRE or othar
EMERGENCY when it may bs used by Fire
{epartmant or gthar parsonns spacifically
authorizsd by the building manager.
THES EQUIPMENT (IF PRACTICABLE) SHOULD
BE LOCKRED OUT AT STARTER 3WITCH oOrR

BUTTON, FUSE OR CIRCUIT BREAKER, OR BY
LOCKING THE COVER.

FIVE OF MAUTHNE B EGUIFNEST RUMBER
Elevator 1-12
e 17 Y54

RN oS
mrmmmmm

Figure 8«i. QUT OF ORDER TAG

and it provides
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APPENDIX 8-A

RELEBASIRG PASSENGERS FROM
STALLED ELEVATORS

1. GRNERAL

This procedure for releazing passengers
from etalled elevators shall be z part
of the amergency contingency planping
and training required by Section 54D of
HBK MS-39, Energy Conservation and

Maintenance Contipgency Planning.
Releese of trapped paesengers shall be
accomplished only by gqualified elevator
mechanies or persons sapecifically
trained ip emergency procedures for
alevators,

2. RELEASING PASSENGERS FROM
A STALLED ELEVATOR

Elevatore may stall as a result of
power failure or malfunction of
equipment. When this occurs, the
following steps must he taken
immediately.

a, Estahlish copmunication with the
occupants of the car and assure
them that:

{1) Steps are deing taken for
their release,

{2} They are safe,

{3) They should stand clesr of the
door when it is opened.

{4} They must not smoke,

(5) They must NOT try to leave
the car unaided.

h. Find out the following:

(1} Number of persons in the car

{2) Are any occupants in the car
ill, injured or otherwise
handicapped?

(3) Are lights on?

{4) The location of the car in the
holstway
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¢. Continue Contact

Maintain communication while reecue
is underway to keep the trapped
occupants informed and reassured of
thelr safety.

3. RESCUE PERSONNEL

Only experienced maintenance peraonnel
who are apecifically designated and
trained shall attempt to release
trapped paesengers. The person in
charge of the facillity ehall:

#. Designate persons to perform rescue
dutiee on each tour.

h, Specify the responsihil.ity of the
designated persons,

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

4. IRSTRUCTIORS

Written instructions containing steps
to be taken shall be furnished all
persons designated to perform rescue
duties, Telephone numbersz of elevator
maintenance personnel shall be inciuded
in these instructione,

5. REBCUE PROCEDURE

The preferred method for safe rescue of
passengers from stalled elevators is to
move the elevator to 2 landing, How-
ever, only a skilled elevator mechanic
who 1s famillar with +the equipment
should ettempt to move a stelled car hy
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other than normal means. The procedures
in Appendix 8+B do not reguire the
movement of a car by other than normal
or inspection means. It should be noted
that under each and every procedure,
the main electrical discoanect switch
shall be opened and locked, and the
emergency stop switeh inside the car
placed in the stop position before the
trapped passerngers are helped from the
oar.

6. After the paeeengere are re-
leased, the elevator shall be tho-
roughly and carefully inspected and tbe
cause of the trouhle corrected before
the service is resumed,

1.

The incident shall be documented

with a complete report containing the
following:

a.

b.

e.

e‘

Before summary of the incident

Cause of the trouble

Action taken to correct problem

Action taken to prevent recurrence

Names of persons entrapped and any
possible injury

HS-1, Ti-3, 11-30-86
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APPENDIX 8.3

FORMAT FOR WRITTEK PROCEDURE ON REMOYAL
OF PASSENGERS FROM STALLED ELEVATORS

(This is intended to be only a format. Exact procedures for each elevator or group of
similar elevators must be prepared considering unique conditions.)

1. LOCATION:

2. APPLICATION: This procedure applies to elevator number{s)

located in .
3. PESCRIPTION OF ELEVATORS:
a. Type ‘ {passenger or freight’
b. Hoist machine {electric traction or hydraniie)
¢. Number of stops
d.  Holstway access {indicate means of opening holstway

door; i.e., holstway door uwnlocking
device at each landing, etec.)

e. FEmergency exits _ {indicate side and top exit if they exist)

. Type of emergency communication {telephore or intercom)

&. Persaons responsible for elevator maintenance

Telephone:

4. PERSONS TRAINED IN PROCEDGRE BY SHIFT:

Tel ephone Telephone Telephone

Team Leader Number 18t Alternate  Number 2nd Alternate Number
Tour 1
Tour 2
Tour 3

MS-1, iLw#, 11~30~86
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5. EQUIPMENT REQUIRED AND STORAGE LOCATION

The following equipment is stored in ‘and marked
£o indicate for emergency use only.

a. Two 8~foot laddere

h. Hoistway door umlocking key

¢. FElevator side emergency door key

d. Two safety belts

e. Sledge hammer and pry bar (forcihle entry tool)
f. 'Two flashlights with fresh batterles

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

h, Portahle evacustion bridge

i. Two=way radioc

{Thie is just a sample liat, Any item that is needed for a particular plan
must be included.)

6. PROCEDURES ~ The person receiving the call {ueually in Maintenance Control)
mast :

a. Acknowledge the <¢all and maintaln commmications.
h. Contact the rescue team leader and set procedure in motlon.
c., Advise persons in the car:

{1) Steps are being taken to reecue tham.

{2) They are safe.

{3) They must stand clear of the door when it opens.
{(3) They must not smoke,

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

d. Find out the following:

(1) le the emergency stop switch in the run position?

{2) Number of persons in the car

{3} 1iIs any person in the car ill, injured, or handicapped?
{(4) Are the lights on in the ear’

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

7. BEFORE PROCEEDING - Do the following:

a. Determine that the mainline disconnect is in the closed position. (Someone may
have mistakenly opened the switch stopping the elevator.)

h. 1iIf elevator is equipped with firefighter's service, activate the switch to

recall the elevator to the designated level. If this does not work, proceed
with the rescue.

%1, Th-%, 11-30-86
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REMOVAL OF PASSENGERS FROM STALLED ELEVATOR

PROCEDURES FOR RLECTRIC TRACTION ELEVATOR

Procedure I,
Movement of car by normal meane,

Ir there is electric power to the
elevetor znd an elevator mechanie is
avallable, the source of the prohlem
should be ideptified, and the elevator
moved %tv the npearest landing hy the
nechanic. Contact with persons in the
car must be continucusly maintalined., If
this <cannot bhe accomplished i
approximately 30 minutes, proceed %o
Procedure 3II, III, or IV as
appropriate.

Procedure II.

(two-porson Reecus Team.)
Application: The elevator ie within
3w1/2 feet of landing and

the hoistway door can be
opened,

1. Open and lock main disconnect in
wachine roum to remove power from
drive machinery.

2. Instruet persons in car to put the
stop switch in the stop poaition.

3. Locate car and open hojetway door
with unlocking device, (Note: If
hoietway door is not equipped with
an unlooking device and car ie
above the landing, it may be
poesible for somegne in the car to
open the ecar door and unlock the
hoietway door.)

4. If car is above the landing,
protect the opening to the hoistway
under the car with a board or a
ladder. There have heen jinetances
where a person jumped from the car
only to fall to his/her death under
the car.
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5.

6.

After the doors are propped open,
verify that the etop switch is in
the etop position.

"wo persons should be at the
landing and assist removal of the
paeeengers one at e time.

Procedure III.

Side Emergency Exit (Three-person
Reecue Team)

Application:

T

The car is not pear a
landing and there is an
edjacent operating
elevator with side
emergency exit.

Open and lock disconnect to the
stalled elevator.

Have pereons in the stalled
elevator place the stop switeh in
the stop position.

Advise persons in the stalled
elevator of rescue procedure.

Station person irn machine room.

Put portable evecuationp hridge in
adjacent rescue c¢ar; two members of
reacue team move reecue ciar even
witbh stalled car,

Flace etop switch in the rescue g¢ar
iv the stop pesition and have
person in machine room open and
jock disconnect to the rescue car.

Oper both aide emergency exits,
jnstalli portabie rescue bridge
between c¢ars; opne member of the
rescue party enters the stalled car
with a safety belt.
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8. Use the safety helt to move persons
from the stalled elevator to the
reaocue elevator across the rescue
hridge one at a time. 3.

9. After all parscns are removed fronm
the atalled car, move them to the i,
moet convehient landing in the
rescue elevator. If the stalled
elevator is heavily loaded, it may 5.
be necessary to make two trips with
the rescue elevator. Likewise, if
there are persons severely
distressed or in need of medical
attention, move them promptly and 8.
come back for remaining passengers.

Proocadurs IV.

Top Emergency Exit {Three-person Rescue 7.
Team)

Application: Procedure I, II, or IIIX 8.

cannot be used.
1. Locate the ¢ar.

2. Open and lock disconneet for
stalled car and have someone in

the stalled car place the stop
aswitch in the stop position.

Advise persona in the car of the
raescue vrocedure.

Open the hoietway deor lmmediately
above car (forcihly, if necessary).

If car top ie three feet or more
below the landing, place ladder
{(with nonskid feet) from landing to
car top.

Remove car top emergency exit cover
and place a second ladder (with
nonskid feet) through exit into
car'

Bave member of rescue team enter
the car.

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

PROCEDURE FOR HYDRACLIC BLEVATOR

Procedure I,
Movement of (ar by Normal Means,

If there is electric power to the 1.
elevator and an elevator mechanic is
availahle, the source of the prohlem
should be didentified and ihe elevator
moved to the nearest landing hy the -
mechanic. Ir this cannot he
accompliehed in less than 30 minutes,
proceed with Procedure II or 1II. 3.

Procedure II,
Hoistway Door {Two-perscon Rescue Team)

Application: If elevator is within

3 feet of e landing and

nod stway door can be
opened,

Open and leck electric dieconnect
in pachine room to remove power
from drive machinery.

Instruct persons 1n car to put the
stop switch in the stop position.

Locate car and open holstway door
with unlocking device. {Note: If
hoistway door is not equipped with
an wmlocking device and car is
above the landing, it may be
possible for someone in the car to
open the car door and unlock the
hoistway door.)

MS-1, TL-%, 11-30-86
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Appandix 8-B {p. 5}

., If car ia above the landing,
protect the opening to the hoistway
under the car with a board or a
ladder. There have b¢en instances
where a person jumped from the car
onty to fall to his/her death under
the car.

5. After the doors are propped open,
verify that the stop switch is in
the stop position.

6. Two persons should be at the
landing and assist removal of the
passengera one at a8 time.

Procedure III.
Manual Lowering Valve.

1. Open and lock electric disconnect
to elevator machinery.

2. Maintain contact with persons in
car and advise them that the car
will move down, and they must stay
away from the door.

3. Statjion rescue team member at the
floor to whiceh the capr will be
lowered. '

4. Slowly open manua) lowering valve
allowing car to lower to the
designated landing. (Lowering
valve must be jdentified with a tag
showing its purpose and method of
operation. )

5. Person at rescue landing must open

hoistway and car door, and provide
or obtain any needed assistance.

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

Frogedurse IV.

Top Emergency Exit {Three-person Rescue
Team)

Application: Procedures I, II, and III
cannot be used.

1. Locate the car.

2. Open and lock disconnect for
stalled car and have someone in the
stalled car place the atop switch
in the atop position.

3. Advise persona in the car of the
rescue procedure.

k. Open the hoistway door immediately
above car (forcibly, if hecessary).

5. 1If car top is 3 feet or more below
the landing, place ladder (with
nonsikid feet} froe landing to car
top.

6. Remove car top emergency exit cover
and place a second ladder (with
nonskid feet) through exit into
car.,

T. Have memher of rescue team enter
the car.

8. Witk rescue team members stationed.
in the car, on top of ear, and at
the landing, use 2 safety belt to
move the passenger from the car to
the landing one at a time. Give
priority to passengers who may need
medical attention,
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SECTION 9

ELECYRICAL SYSIEMS

9.1 BUILDING SERVICE
9.101 UTILITY COMPANY CONTACTS

The bullding panager shall maintain
liaison with the electric utility
company. This lialson is sasential to
utility conservation and the management
funectiony set forth in tbis bandbock,

9~102 PROCEDORE FOR OBTAINING
OB _CHANGINO UTILITY SERVICE

Procurement of utility services shall
be made in accordance witb the prooe-
duree prescribed in the Postzl Con-
tracting Manual, Publication 41,
using G3A area-wide uiilities contracts
when available (see PCM S5.604).

9-103 UTILITY RATES AND BILLS

It is the responzibility of the
postmaster or deeignated bullding
manager to determine that all building
electrical power is being purchased
under the most . favorable utility rate.
A4 copy of sachk building's monthly
electrical bill shall be routed tbrough
the building managerts offics. Thiz may
be a copy of the bill rendered to tbe
divisional fipance office. When needed,
tbe building manager shall request
technical 4assietance from the
divisional office.

9.105% ELECTRICAIL. ENERGY COSTS

Electrical energy coete for a specific
building depend primarily on tbe level
of lighting, the use of alr=-
conditioning, tbe type of building
oecupancy, and the houra of use of the
building. The procedures for evaluating
electrical wutiiity cost are in HBK
MS-449,

9~2 MAINTERANCE ARD REPAIR
REQUIREMENTS

9-201 MAINTENANCE

Maintenance and servieing of electrical
systems and equipment sball be in
accordance witb +the preventive pain.
tenance guldes in Section 13 of this
bandbook and HBK MS-28, Maintenance of
Eleotrical Switchgear. The "Standard
Work Practices - Electrical Eguipment®
irn Appendix 9«A of fthis section shall
be carefully reviewed and understood by
all personnel performing maintenance
on electrical eqguipment. Also, the
proper performance of this maintenance,
while at relatively Infrequent inter-
vals, Is eesential to the safety of the
building and itz ocoupants. I
performed by contract maintenance,
incorporate these maintepance guidee,
inatructions, and cbeckpoints in tbe
contract specification. Work epecified
in Guide E-29 may be beyond local
capability and should be contracted as
necessary.

9.202 CODE REQUIREMENTS

The National Electrical (ode shall be
used as ths minimum safety requirement
for any electrical modifications per-
formed by the USP3 or contract
persopnsl. It 1z the bullding managsr’s
and sacb electriclan's responeibllity
to see that existing violations of the
code are corrected.

9-203 CONTRACT WORK

The building manager shall use Short
Form Specifications, HBK RE~10, for
electrical repair or inmprovement work
contracts under $2,000 whenever the
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provisiona of the aspecification are
applicabie,

9-20% WORK ON SYSTEMS AND
EQUIFMENT

Unless specifically authorized in
writing by the Office of Maintenance
Management, no USPS employee shall
perform work on any energized powar
circuit where the voltage~to-ground
exceeds 50V. This does not preclude
testing performed by qualified
electricians. If aspecial conditions
prohihit the deenergizing of the lines
or equipment, the Jjob shall bhe
contracted. {See Appendix 9-A for minor
exceptions.) Before working on
deenergized linea and equipment, the
electriclans shall padlock the awitch
in an open posajition and personally
attach to the opened switch Form 4811,

Low VYoltage Eguipment Lockout Tag, or

‘Form #4812, High Yoltage Equipment
Lockout Tag. Two or more electricians

experienced in high-voltage work shall
be present at all times when work is in
progress if the woitage of the systems
or eguipment belng worked on exceeds
600V, (See Appendix 9-A.)

9-205 LOCEING CF ELECTRECAL

All switchgear rooms, suhstations,
transformer vauits, and switchboard
locations shall be partitioned off and
locked, Distripution panels and wire
clogets shall also be locked. Keya to
these panels and closets may be
furnished to authorized occupants if
switehing of lighta or agency equipment
must be done from these locationa.

9.206 ELECTRICAL WIRE CLOSETS

No material or equipment may be stored
in these ciosets., All panel, wire
trough, trench, and junctlion box covers
must be replaced immediately when work

is completed. Cleanliness of these
spaces ia the responsibility of the
properly trained building services and
huilding equipment persounel.

9-207 GROUND PRACTICES

All noncurrentw-carrying metal parts of
the electrical system, including
conduits, puil and junetion boxes,
switches, panalboards, switchhoards,
}ighting fixtures, motors, generators,
controllers, switchgear, and trans.
forpera, shall bhe properly and
adequately grounded in accordance with
the Nationzl Electrical Code. If equipe
ment is not grounded or is improperly
grounded, the building manager shall be
notified. The purpose of an equipment
ground on electrical apparatus or
equipmpent is to minimize personnel
shotlk hazard by restricting the voltage
which may appear on noncurrent-carrying
parts of electrical eguipmant in the
event of fault.

9-208 IDENTIFICATION OF CARLES
ARD EQUIPMENT

Switches and circuit hreakeps shall he
pernanently marked for guick and easy
identification of circuits or equipment
supplied through them. All lead-covered
¢abies, regardlesa of voltage, sball be
marked with nonferrous metal tags
stamped with the feeder or circuit nmum-
ber. These itags shall be placed on all
cables in manholes, Jjunction boxes, and
other exposed points where they enter
and leave cahle shafts and cable rooms.
Panelboard directories shall he typed
and placed in all branch cirecuit panel-
board cahinets, and shall identify the
room and type of equipment. These
directories must be kept current.

9-209 HIGH-VOLTAGE DUCT
IDENTIFICATION

All underground high-voltage ducts
within +the bullding shall he maprked
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with an corange strip applied to the
floor surface and the words "Danger-
High Voltege™ shall be stenciled at
10-foot intervais. The lettering shall
be hieck and et least 2 dinches in
height. High-voltage duets encased in
concrete and run in attiecs, basements,
cor vertical ehaf'te mpust be painted
erange, and marked with the words
"Danger-High Voltage®™ epplied as ebove.

9-210 PIPING IN ELECTRICAL
ROOMS

No weter, steam, vant, or drain pipes
are permitted in any transformer vault,
switohgesar, switchboard, or computer
room. Any such piping currently exist-
ing within thesge roome which would be
prohihitive in cost to remove, must be
enclosed with a suitable watertight
aheath to carry any liquid to the out-
side of the room or vault,

9-211 INSULATING MATS AND
GLOVES

Rubher insuleting glovee &re Dot
euthorized except as specifically
required by cirocumstances identified inm
Appendix 9=A, If insulated gloves are
pregent in the fecllity, they shall be
maintained 1 good eondition and be
carefully dinspected before eech use.
The gloves shall be sent to e certified
testing fecility annhually Ffor festing
and certificetion, At no tlime will
gloves thet have falled certification
e allowed to remalin in the fecility
for any purpese. Insulated mats shall
not be permanently placed at any elec-
trical penel or enclosure. If mats are
malntained in any USPS facility, they
shall be stored in a protective tube,
-inapected cerefully before each use,
and tested by a certified testing
Pacility annoually. All service con-
tracts for high-voltage systems sbhall
require the contractors to provide
their own safety equipment.
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9-212 PORTABLE METAL LADDERS

Portable metal 1ledders =shall not be
used where there is a possibility of
the ladder hecoming energized from
eleetricel circuits, eguipment, or
apparatus, or where the metal ledder
may become an accidental ground for the
workman on the ladder.

9-213 WIRING DIAGRAMS AND
SCHEMATICS

Tne building records should contain
ae~built diagrams and schematics. The
accuracy of the drawiogs sbould be
checked by perscunel having knowledge
of electrical equipment. If the draw-
ings are not on file, and copies cannot
be obtained, new drawings will have to
be made. If an electrical equipment
survey is to be made by service
econtrect, provisions should be made in
the contract for drafting new or°
revised drawings. The drawings will
have gufficient identificetion of parts
end contrel relationehips to allow
trouhleshooting in case of breakdown as
well as planning preventive maintenance
procedures and eequences, Any
subsequent electrical modification of
the building or building equipment will
be accompanied by suitable drawing
revielons, The scope of a new
electricel Contract shall inciude
update of electrical drawings and pew
caleulations witbh the additional lcad
ineluded,

9-3 DISTRIBUTION SYSTEMS AND
FACILITIES

9301 KILOWATT-HOUR SUBMETERS

Kitehen and cafeteria power, refrig-
eretion umits of 200 tens or more, and
electronlc computer systems, including
the computer wventilation and refrige
eration, must be submetered. Whenever
any change to this equipment is pade,
¢care shall be taken teo include all
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equipment in these categories on
netered clreuits. A monthly recording
of cafeferia and kitchen power and com-
puter systems submeter readings shall
be kept. The c¢perating engineer ig
responsible for Lkeeping a monthly
record of refrigeration submeter
readings. 7The records are to be used
for nhilling other occupants and the
caf'eteria operator, and in control of
energy usage.

9-302 METERS, RECORDERS,
INDICATORS
SUPERVISORY DEVICES

All devices of this type were installed
t6 ald in the operation and maintenance
of the building. They shall be kept in
good operating condition.

9-303 HIGH-TENSION SYSTEMS
AND EQUIPMENT

9-303.1 Responaibility

In most locations, the maintenznce and
servicing of the primary electrical
service to buildings operated by USPS
i3 the responsibility of ¢be loecal
power <company. Where USPS hee the
responsibility, Headquarters 0Office of
Maintenance Management shouid be ¢one~
tacted for procedures govercing the
opération of high~voltage equipment,
the steps f¢ be taken when clearing and
restoring high-voltage wunits on all
supply feeders and network systems, and
special ianstructions for specific
installations, as required.

9~303.2 Instructions and
Procedurea

Headgquarters instructions on clearing
and restoring higheveoltage wunits
together with one-line schematics shall
be posted in each switchgear room and
vault., The drawings shall bde black line
on whife bazekground and shall be prow
tected £o prevent vandalism or normal
degradation., Two qualified people shall

be present whenever maintenance or
switching of high-voltage equipment is
being performed, one to check the work
of the other. In the event of a fire or
similar emergency, necessary switehing
operations may be performed by one
gualified perscn. Ungqualified personnel
ehall net be permitted to work on
high-voltage equipment. Admittance fo
spaces housing this equipment shail be
limited to qualified personnel only.
The telephone number of the utility
company dispatcher shall be mounted,
visible to the telephone in all switch-
gear pooms and transformer vaults. The
Service must be locked in z deenergized
position and a Form 4812 placed on the
disconnect device c<ontrol before any
work is performed.

9-30% TRARSFORMERS AND
TRARSFORMER VAULTS

Liquid-cooled ¢ransformers Installed
inside buildings must be provided with
a coacrete curb not over 8§ incbes inm
height and of such size that it will
contain all liquid in the transforper.

9-305 BRANCH CIRCUIT PANELBOARDS

¥hen panelboards are inatalled or
replacted in a building, tbhey shall be
of the automatic circuif bresker type.

9~306 FUSE.TYFE BRANCB
CIRCULT PANELBOARDS

This type of branch sireuit panelboard
shall not be installed in USPS-owned
and -operated buildings. Fuse-{ype
branchk circuit panels are susceptible
to overfusing and this crestes a fire
hagard., Most fuse or switch and fusee.
t¥ype panels have a low interrupfing
current capacity.

9-307 BRANCH CIRCUITS
No branch circuit rated less than 204

shall be installed for general use,
Branch 1lighting circuits of 120V muat
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generally bs designed for 1400W of
connected load. Connectsd lighting loed
on 27TV lighting oircuits shouid not
exesed 3200W. Gensrally, e maximum of
eizht duplsx receptacles should he
counnected to one circuit., Howme runs to
panelboards should not be run through
outlet boxes for switches,

9-308 CONVENIENCE OUTLETS

The USPS has the responsibility to
furnish outlets needed for norual
office sctivity 1in =space it providss,
and also wben required because of moves
ordersd by ths USPS. Normal requirement
iz interpretsd to be one duplex outlst
for 80 to 100 sguare feet of gspace
since this is the wsual amount of apuce
allowed per occupant. Only grounding
type duplasx receptaclss shall be
installed for new convenience
receptaclss or wben replacing existing
raceptacles, Recepteclss shall be
installed in accordance with =all
Bationsl Electrical Code requirements
and shall be mounted epproximately 12
inches above ths floor when installed
on walls and partitions.

9-309 POWER AND CONVENIENCE
OUTLETS FOR MAINTENANCE
gsE

Wire clossta¥ mechanical equipment
rooms, electriesl equipment rooms,
transformer rooms, switchgsar rooms,
elevator boisbtways and pits, conveyor
and ssgcaletor landings, satellite
sbops, and outsids custodial storage
areas shall be provided witb special
power outlets,

9-31C POWER CABLE TESTING
Perlodic high~voltage testing of power
cables is not regulrsd. In the svent of

& switobboard or switchgear faliure and
subssguent testing and repair, testing
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of the power cables is rscommended as
part of the restoration. Cables should
be mpaintained clean and dry, and be
protected from mechanical damage.

Gw»310.1 Onewtime high~voltage tssting
may be performed if:

a. There i3 suspected fault or leakage.

b. There has been mechanieal damage to
the cable.

¢. A cable is newly installsd or is
being returned to service after a
long periocd of nonuse,

9-310.2 When it is determined that
this 4is necsssary, only the DL step
voltage insulation-testing method shall
he used. This testing sball be
contracted +o natiomally rscognized
testing companies witb experience,
equipment, and expertise o properiy
perform the test. Improper testing can
result in damage to the cables.

9-311 BQUIPMENT OROGUND

The electrical ground to which equlpe-
ment is attachsd should be checksd for
low resistance with respect to the
building ground system. Maximum resis-—
tance, as measured witb a wheatstone
bridge or otber low-presistance msasure
ing devica should not excesad 5 chms and
preferably should be less than 2 ohma,

$-312 THERMOGRAPHIC SURVEY

Many electrical testing contractors
offer special tempereture surveying of
electrical egquipment. Infrared cameras
are used to view the equipmsnt and show
hot spots. These bot spobs identify
peor connections and overloaded eguipe
ment. This is a pralisble, gulck method
and should be utilized.
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9-2 OPRRATING BQUIPMENT
AND SYISTEMB

9-301 FIRE ALARM SYSTEMS

Fire alarm systems are installed to
alert occupants and reeponsible persons
te a potentially dangerous condition
and to permit evacuation of the
building. Fire alarm systems are of two
varieties; the manual system, which
enables a pereon diecovering e fire to
call for bhelp, and the autometic gystem
which detecte a fire and ecunds the
alarm. Where the fire alarm box does
nnt signal a fire department or a
continuously manned control center, a
sign eball be poeted adjacent to the
box Lo instruct the pereon sounding the
alarm to aleo notlify the fire
department. In looalitles where a
epecial aign 15 required by code or
local ordinance, it shall be posted. If
the offlce doee not have quallfled

personnel, preventive maintenance and -

repair work on the system should be
contracted to firms whe specialize in
thie kind of work., In officee having
sufficient work to engage et least a
major portion of one employeete time,
one or more employees should be tradned
for 1t. Journeyman elecirlcian skills
should be eufficient to keep the fire
alare ayster Iin proper working
condition. All parts of the syetem must
he kept serviceable., If & fire alarm
system must be taken out of service for
any reason, all key personnel must be
informed. Form 4707 must be dieplayed
whenever any etetlon ls inoperative.

9-102 SECURITY SYSTEMS

Syeteme for securlty patrols are
similar to fire alarm systems in that
they wvary from the simple key that
punches & <¢lock carried by security
personnel, to the extensive system thet
18 supervised at a central control
desk., The electrlical security systems
are ueuzlly serviced hy the same

amployee who Servicee the fire alarm
system., The c¢ircuits are similar and
several of the principles of one apply
to the cother.

9-403 STORAGE BATTERIES

The care necessary for storage bat-
teprles le prescribed in HBK MS-11.
Batteries used for electrical
switchgear or huilding alarm devices
shall be maintained ln accordance with
preventive maintenance guide numbers
-5 and E-6 in Section 13 and Form
k815, Storage Battery Monthly Record,
Figure 9«~3. Form 4815 13 used to record
the pllot <¢ell voltage of these
eritlcal batterlee.

w5 LIGHTING
9501 GENERAL

HBK M3-49 speclfles the character
of illumination, type of light scurce,
lighting Ainstalletion deslgn, and
lightlng fixtures gand 1instzllation
criteria. Lighting projects for space
not meeting the coriterla should be
included in the repair and improvement
program. Any lightling installation by
maintenance pereonnel must be designed
and installed 1n accordance with the
ebove standards. Lighting equipment
will be installed to meetgorlteria;
however, all currenf energy oonser-
vation inatructions wlll he followed.

9502 LIGHTING USE

Incandescent lights must be turned off
when all room occupants leave. Fluores-
cent lights must be turned off 1f the
roonm will be unoccupled for a pericd of
5 minutes or more., A1l room lights
should be turned off by ithe cecupants
at the end of the workday. Cuetodians,
securiiy, and other personnel must turn
lights on and off at night only in the
irmedliate apace in which they are
working,
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9~503 FLUORESCENT LAMPS

Fluorescent Jamps are used for most
indoor lighting systems. They contaln
mercury in the fluorescent powder. For
thie reason, as wel)l as the hazard of
hroken glase, and the tendepecy of
childran to regard fluorescent lamps as
desirable playthings, all flucrescent
lamps must be disposed of elther by
placing them in the cartons from which
the new lemps were taken and placing
the cartons in the trash, or hy using a
tube crusher.

9-502 INCANDESCENT LAMPS

The incandescent 1lamp dis the Jeast
efficient 1light souwrce, and its use
should be limited. All dincandescent
lamps used in a space where the seeling
task is cpitical must be rated at the
normal eircuit voltage. Stairways,
elevator hoistways, and lighting in
these areas must be rstrofitted to a
more efficlent syetem.

9505 OROUP REPLACEMENT

Follow the group replacement and light-
ing maintenance procedures in
HBE MS«~39., The time ellowance for
washing and cleaning lignt fixtures is
included in HBE MS.&47,

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

Whar lights are connected to emergenocy
lighting panels, po other type of
lighting and power Jloads may he
conpected to those circuits except
receptacles plainly identified as being
on egergency circuits, which may be
installed for portahle emergency light-
ing units as deascribed in 9.507.

9507 EMERGENCY LIGHETING UNITS

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

huilding power fails, must be installed
iz each <tranaformer room, switchgear
roum, cobirel center, important machine
room, stairwell, and other special
areas designated by the building
panager, provided that emergency panele
boards are not eupplied from separate
emergency service feeders or from emer-
gency power generatore. This unit must
conform to the current Federal specifi-
cation and is oo yearly Federal supply
contracta.

9~508 BALLASTS FOR FLUORRSCENT
FIXTURES

411 hallests in new fluoprescent
fixtures, all ballaats installed as
replacements, and all hallasts in
exiasting flush-mounted fixtures in
contact with fiberboard or other
combustihle materials must be thermally
protected, automatic resetting. Where
electronic or carrier frequsocy clock,
progrem, or alarm systems are imposed
ot the lighting circuits, the ballasts
must be of a type which will not
adversely affect the operation of these
syetenms.

9.6 ELECTRIC PONER REDUCTION FLAN
9601 IRTRODUCTION -
Part 7 of HBK MS-49 requires that

a plan of ection be developed to deal
with electrical power shortages, which

~usually ocour during the summer months,

in wmidafternoon, on very hot, humid
days. Rathsr drastic measures may be
required by all users to preveni

blackout s,

9~602 RESPONSIBILITY

The USPS building manager 18 respon-
sibls for developing e plan for use in
each huilding under USPS control whers
raducing the electrical locad can <on-
trihute to alleviating the local power
shortage.
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9«603 UTILITIRS CONSERVATION

‘An integral part of the electric power
reduction plan will be the utilization
and conservation techniques contained
in HBK MS-49. Particular attention
should be given to the reduction of
refrigeration compressor joads for aire
conditioning and the maximum use of
outelde air to maintain reasconable
interior temperatures within the
building. This is eepecially true when
the occupante are made aware of. the
faet that these c¢onditions are
temporary in nature and that a return
to normal will be made when normal
power ¢an be restored to the building.

9=604 BASIC INFORMATION NEEDED
9-604.1 General

The electrical-mechanical  equipmernt
whioh can be shut down, or wbose elec-
trical requirements can be materially
reduced, nmust he Jldentifled. Thie
equipment inoludes both building and
mail handling equipment under opers-
tionel c¢ontroi of the B3PS and
equipment under the operational comtrol
of the ienante.

9.604.2 Bullding Equipment

Examples of such equipment are: refrig-
eration compressors; eupply and exhaust
fana; exterior, corpidor, and general
lighting. '

9.5604.3 Mail Handling Equipment

Equipment esuch as conveyors, sorters,
ete., are large power usere and esasen
tial to the operation., However, their
operating time can often be reduced by
shutting down when not actually in use
or by rescheduling operations to less
power-critical times. Also, lighting
can be reduced in areas where no one is
working. '
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9-608.4 Tenant Equipment

Examples of tenant equipment are; ADP
equipment, copying machines, special
purpose alr-conditioning unite, con-~
ference rooms and associated equipment
suck as projectors, and office light~
ing.

9-605 OCCUPANT COOPERATION

The head of each tenant organization,
or appropriate local oontact person,
ahall be advised of the need for auch a
plan, and that person's full coopera-
tion solicited, It 1s most important
that each tenant identify what
egulpment can be shut down and what
equipment can beve its elecirical loed
materially reducad, Specific locations
and the number of light fixtures
which can be turned off' are to be
identified.

9606 SUMMATION OF ELECTRICAL
LOAD REDUDCTION

A eummary of the building and tenant
egquipment referenced above must be pre.
pared, showing the epproximate kilowatt
rating for each item of equipment, and
the total of all equipment., JIn this
manner the total electricesl load which
may be reduced can be approximated. The
priorvity or sequential opder of equip-
ment shutdown must be c¢learly indicated
end followed when tbe plan is placed in
aetion.

9-607 UTILITY COMPANY CONTACT

The USPS huilding manager must contect
each slectric company serving tbe
buildings under the manager's adminis.
trative control and inform them of the
arrangements to reduce the electrical
loada therein eshould s=such reduction
become necessary. Any agreements and
all procedures resulting from these
arrangements are to be confirted in
writing and approved by the divisional
office, Ele¢trical loads should not,
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however, be reduced unlese so requested
by an autborized representative of the
local utility company.

Qw5608 CONTROL POINT

Bach field office shall establish a
control point for the purpose of coor-
dinating any requests for reduction of
alectrical power. Generally this con-
trol point will be in the bullding
nmanager's office. However, the
divisional office may degignate =z
cantral control point for metropolitan
or other areas where there are several
USPS facilitiea, The purpose of the
control point is to ensure the orderly
flow of requestas for electrical power
reduction and the efficlient execution
of the establlehed plan for such
reduction.

9608 PONER REDUCTION

Upon receipt of request for electrical
power reduction, the building manager,

or other designated central control
point, shall initiate the planned
course of action and reduce electrical
loads accordingly. The bead of each
tenant organization, or local agency
contact person, shall be advised as to
the time =zuch reduction will be made,
the expected duration, and the items of
building or tenant equipment that will
be shut down or whose usage will be
materially reduced.

9«610 RESTORATION OF SERVICE

Upon receipt of information from the
local electric company that normal
power will be restored, a systematic
restoration of power should be initiat-
ed, This will prevent sudden surgee of
power with possible tpipping of eircuit
brezkers. Therefore, ezchk item of
equipment which has been shut down, or
whose load has been reduced, will be
returned to normal service in a oyelie
manner as determined by the building
manager or the centpral control point.
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AFPPENDLIX 9-4

GENERAL GUIDE FOR ELECTRICAL
EQUIPMERT MAINTERANCR

1. STARDARL WORK PRACTICES -

ations, and it is necessary
ELECYRICAL EQUIPMENT

a. Basic Requirements

USPS employees may not work on
circuite or eguipment unlese it
has first been deenergized., If
special conditions prohihit the
deenergizing of the circuit or
eguipment, the Jjob must be cob.
tracted to & publie utility or
other firms having the specially
trained, experienced, end
equipped personnel to perform the
work safely. However, USPS
employees may work on energlzed
cireuits when:

{1} Line~voltage, current, and
similar tests are made by
experienced electricians with
proper laostrumente.

{2) The cutting lines ere ‘

- necessary in an emergency
where there is no other means
of disconnect, and proper
emergency equipment is used.

{3} Fuses are replaced‘by means
of proper fuse pullers in
circuit of 150V or less.

(4) Low-voltage switching and
disconnecting are performed,
or high-voltage switching and
discornecting are performed.
For purposss of electrical
equipment maintenance, low
voltage is less than 600V
and high voltage ie H00V
or higher.

(%) Contract personnel are not
obtainable in special situ-

NS-?, \nﬂ'g' 11""30""‘86

to maintain power on the
system. In esuch eituations,
the building manager author-
izes each joh individually,
and the following precautions
must he ohserved:

{a) All work is performed by
gualified persounnel who
are famiiiar with the
Hational Eleetric Code
and other appilicahle
codes.

() A1l energized parts and
personnel are effectively
guarded by the use of
protective equipment,
such as ruhber gloves,
rohber hlanketz and floor
mate, hotline toole,
switchsticks, and teeting
and grounding devicee to
protect persons or
ohjects from harmful
contact.

{c) A1l protective eguipment
provided for use on enerw
glzed lines or equipment
is periodicelly examined,
tested, and kept in a
safe condition. Safety
glasses must always be
worn when working on
energized eipcujts,

h. Locking and Taggling

{1) No person or crew may perform
Wwork on or close to e circuit
until:

(a) The cireuit 1s properly
"deenergized.
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NOTE:

. (h) Each person working on
tbe joh has signed and
personally looked the
awitch open and attached
completed Form 4811, Low
Yoltage Eguipment
Lockout Tag, or Form

4812, High Voltage
Equipment Lockout Tag.

A locikding device (NSN
5975.00.000.4495) is
avallable from WASC. This
devica allows up to six
padlocks to be used. The
placling and removing of
these tags cannot be
delegated to any person.

{¢) Each person has persomal-
ly tested the ¢ircuit at
the point of work to
poaitively ascertiain that
the clreult 1s dead.

Circult breaker trip indicators
are not aseurance that a cireuit
is deenergized. A visible air
gap such as an open disconuect
switch must be present prior to
working on any high-voltage
circult.

{(d} ALl precautions are taken
to prevent agdidental or
premature energizing of
tbe cireuit,

(2) The tags indicated above must
regaln in place until removed
by the persons who attached
then.

{3} No person may close a switch
until all "Lockout™ tags have
been removed by the persons
who attached them.

{%) The lock may not be removed
hy anyone except the person
who placed it there and not
until all persone are clear

Ce

of the circuit and all
"Lockout® tags have been
removed.

(%) In the event that the worker
ie unavalilable or unable to
remove the tag and loek, and
emergency or extenuating cir-
cumstances reguire that the
cirowit be restored, the tags
and locks may be removed only
hy that worker's next direct
supervisor. The eupervisor
must make eure that all of
the work-crew members are
removed from the circuit and
¢lear and that the cireunit is
¢lear. The supervisor must
also confer with and obtain
agreement from the USPS
buildisg manager or post-
master bafore removitg tbese
tags and locks,

Precautions Bef'ore
Beglinning Work

(1) Each employee must be famil-
iar witbh the equipment to be
worked oo and muet understand
and follew the eupervisor's
instructione concerning the
work to be done,

{2) A complete survey of existing
hazards must be made and all
necessary precautions and
safeguards taken to provide
for self-protection and the
protection of otber workers
and equipment. Esplioyees must
consuit with tkheir supervisor
when in doubt concerning
proper safely measures,

{3) Safeguards such as danger
signs, roped-off space, and
berriers to protect others
pust be used wbere the nature
of the work requires it.

M5-1, TI-4, 11-30-86
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(k) No work may be done near
high-voltage lines, cahlee,
or apparatus until specific
safety instructions are
ghtained from the supervisor.

{5) No electrical apparatus of
any kind may be cleaned
until the equipment ias
deenergized and out of
geryice.

2. PROTECTIVE RELAY MAINTENANCE
a, Application

Frotective relays normally
operate high-voltage (600 ¥V or
ahove) c¢ircuit hreakers. The
relays are designed to sense
abnormzl conditions and wusually
have a time~delay characteristic.

h, Maintenance Hequirements

Freventive naintenance guides
have been prepared for the types
of relaye that are normally found
in buildings. However, because of
the varioua types and models
used, the manufacturerts
instructicne for each relay are
abeclutely essential for proper
majntenance.

¢. Maintenance Records

Records of relay maintenance,
including test results and setw
ting, must be maintained with the
preventive maintenance records.
The contractor may furnieh these
records on his forms.

3. CIBCUIT BREAXERS

The Preventive Maintenance Guide for
the various types of breakers specifies

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

the required maintenance and test. The
manufacturerts instructiona should
always be referred to for apecific
information on each hreaker. EBreaker
settings may not be changed from the
original settings without an engineepr-
ing evaluation. The ourves from ocoopr-
dination studiee should be used when
availanle.

34, ACCOMPLISHMERT QF WORK

The cost to equip a shop to perform all
of the teets specifled on the electri-
cal equipment guides would be in excess
of $150,000. A very high degree of
technical expertise is also essgential.
Coneequently, moet of this work is
beyond the scope of the field office,
Almo, few offices have a work lead con-
centratlon large encugh to Justify
undertaking all of the work with postal
tmployees., There are a number of cop-
panies that perform this type of main-
tenance by service coatracts. Contracts
should be awarded 1in accordance with
existing requirements. The preventive
maintenance guides are used as epecifi-
cations and the required test precords
are completed by the contractor. Care
must be taken to assure that the con-
tractor has the technical competence to
perform the work aa specified,

5. SCHEDULING

Al work must be scheduled at least
} weeks in advance and coordinated with
operating personnel s8¢ that the
deenergized c¢ircuits will have the
least effect omn the coperation., Work is
scheduied on evenings and weekends when
necessary. :

6. RECORDS

Maintain recorde in a permanent file of
test resultis for all electrical equip-
ment.
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SECYION 10

HEATING, VENTILATING, AND
AIBR-CORDITIORING SYSTEM3

10~1 OPRRATION, MAINTENANCE,
ARD REFPAIR

10-101 OPERATION

The opepation of heating, ventllating,
and air-ocnditioning equipment must
comply with HBK MS-24, Heating,
Cooling and Ventilatipe., The energy-
conservation procedures epecified in
HBX MS.49 must alsoc be followed.

10102 MAINTENANCE

Preventive maintenance guides for heat.
ing, wventilating, and aire-conditioning
equipment are in Sectlon 13 of thie
handbook. Sample checkllste are also in
Section 9 of HBK MS-24. Use thesse
guldes, ohecklists, and the manu.
facturerts inastructicons to develop a
apecifice preventive malintenance
checklist for each item of equipment.

" 10-103 HOURS OF OPERATION

Generally, the heating and air-
conditioning equipment serving office
areas 1s turned off when the ococupants
leave and turned con in time for the
building to be tomfortable when the
ocoupants arrive., In postal workrooms
or other areas that a2re occupled beyond
normal  heurs, heating and alr-
conditioning are provided only for
areas which are occupied. A& written
procedure must be prepared for each
building specifying the bours of
operation for the heating and air-
conditioning equipment, depending on
the outslde temperature and the ahility
of the equipment to hring the hullding
within the acceptahle condition for
ocoupancy.

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

10~1084 ADHERENCE TO CODES

A1} maintenance, repalr, testing, and
inspecticon of bojlers and pressure
vessele nmusit conform to the applicable
sectiong of the American Socciety of
Mechanieal Engineers Boller and Press-
sure Vessel Code. Flumhing must conform
tc the proviszions of the Natjonal
Flumbing Code,

10~105 ROOM TEMPERATURES

¥While individueal preferencee vary, the
best degree of comfort le realized with
temperatures of Ti4% to T6°F and
relative humidity of approximately 45%.
However, a much greater range of tem- -~
perature variation is poasihle without
adverse physiological effect or unac.
ceptahle discomfort. Consequently, in
order to &id in conserving our energy
resources, deviation from the above
ideal 13 necessary. Specifie instruc~
tione on temperature settings are in
ASM 541, HBK MS-49, varlous Maintenance
Bulletins, and Postal Bulletin notices
which are publiehed from time to time
to meel constrainte on energy cob-
sumption.

10-106 ZONE AND ROOM CONTROLS

Theramcstats are the final instruments
in the conirol aystem and are often
used for jndividual selection of room
or zone temperatures. They should be
adjusted or changed only after checking
the operation of the air washer or
handler. If the alr-condlitioning
apparatus is not functioning properly,
changee made to the zone or room con~
trols will not be satisfactory. ¥When a
complaint is received from an occupant,
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the first step in correcting it dis to
check the alr processing wunit thorough-
1y. No changes should be made to the
zone Or room eontrols until all condi-
tione are satisfactory at the air
washer or handler.

10-107 VALVE SHUTOFF PRECAUTIONS

Shut of £ and tag all valvee or conbrols
reguleting the flow of steam, condene-
sate, refrigerants, and gas hefore
disconnecting piping or working on
equipment., Steanm, gas, and refrigerant
lines must be carefully examined before
proceeding with the work to ensure that
the valves are holding, that pressure
is aheent, and that the piping is pro-
parliy drained or vented., Tags must be
removed and service restored only by,
or at the reguest of, the person who
tagged the valves,

10=-108 APPEARANCE OF MACHINERY
SPACE

It is important that machinery spaces
he kept clean and orderly; however, the
use of manpower to maintain a highly
polished, or showcese appearance, is
diecouraged. Each operator is respone
aible for oaleaning an aasigned space
and leeving it in z presentahie condi-
tion. The machinery spaces, particu-
lariy the floor, and the eguipment in
each space should be kept sealed or
painted. Painting of this kind 1is
perforged hy operating persgonnel as
well as by regularly assigned painters,
Nothing may be stored in machinery
spaces without the knowledge =and
congent of the huilding manager, and
even then sftorage in machinery aspaces
should be limited to those items that
are used 4in the operation of the
building. {Operating suppllies such as
packing, lubiricants, light hulhs, rags,
and cleaners must be properly secured,
kept in approved containers, and stored

in aeccordance with all fire and safety
rquimen‘as.

10~-109 SMOKE CONTROL

State end local air peollution and smoke
abatement regulations wmust be complied
with in all cases.

10=-110 CONSERVATION OF HEATING
AND COOLING

Proper operabing procedures will proe
vide adegquate envirenmental condifiona
with maximum economy. Criteria and
techniques for conservation of utilie
ties are found in HBK MS-49 and HBK
MS-24,

10-111 CENTRAL CONTROL PANELS

Where central control panels for air-
conditioning and heating systema are
instailed, they must be maintained in
working order and fully utilized in
operation of the huilding to reduce
utility cost and operating workhours.
When new control panels are being
considered for facilities of 100,000
interior square feet, or larger, the
installation of the USPS«~degigned
Generel Monitoring System shall he
given primary considepration., If commerw
cially evailable central control palels
are instaliled in major facilities, they
must have the following capabilities:
stop, start, scanning, recording,
indicating, reset, System display, and
intercom,

10-2 AIR.CONDITIONING

10-201 REFRIGERATION OPEZRATING
RECORDS

Maintain operating logs for all
refrigeration machines over 100«ton
capacity., HBK MS~-39 and HBK M¥8-24§
contain instructions for maintaining
these logs.

MS-1, TL-%, 11-30-86
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10-202 WHEN COOLING IS NEEDED

¥hen congidarable differencss exist
betwsen the conditions of outalde alr
and those requlred for comfort inside e
building, the need to provids serviceas
1s obvlous and no special guldance is
required. However, there are dsye when
the sense of comfort offersd by ths
outside air is decelving and the fol-
lowing criteria. shall be used: If a
building is egqulipped to taks in ocutside
air, oireulats it through ths space and
exhaust it. Refrigeration iz not re-
quired wher the wet-buld temperature of
the ocutside air is at or below design
dsw polnt temperature of the apparatus
in ths building. For exampls, Iif a
building has alr«conditioning equipment
designed to operate st 5 dew point of
S54CF, refrigsrstion is not required
if ths wet«buld temperature of ths
out.side air is below SHOF. ¥hen the
wet-buld temperaturs ile above the
designed dsw point temperature, refrig.
eration may bs reguired. ¥Whenever
prsctical, outside alr shall dbe used
for cooling. Not all buildings hsve
fecilities to thoroughly ventilate the
space. Thus, a dscision for or against
the use of cooling must be made with
Judgment. based on the conditions within
the space, the time requlred for ool
ing to take effect, and the time of
day. -

10~3 HEATING
10~301 WEEN HEATING IS NEZEDED

It will generally bs necessary to
supply hset to a btuilding whsn the mean
tempersturs for the day le sxpectsd to
be below 659F. For our purposes, ths
mean temperature 18 the average of the
values recorded for the high and low
temperature obszerved in a 2iuhour
period. For exampls, if the minimum was
L0°F and the maximum was &50°F, the
mean temperature is calculated to be
B59F,

MS-1, TLed, 11-30-86

16-302 DEGREE DAYS ¥OR BﬁATIHG

Pegree day is a wnlt based upon temper-
ature difference and time used in esti-
mating fuel consumption and specifying
nopinal heating load of a building in
winter. For any one day whsn ths mean
temperature ie lees than 65°F, thsrs
exist as many degree days as there are
degress Fabrsnhelt differences in
temperaturs betwsen the mean tempera-
ture for that day and 65°F. The
number of annual degree days for the
heating sesson will bs the sum of the
degrss days for ail days during the
heating seeson. In the sxzample above,
the mean temperaturs is 20° less than
65°F; therefore, that day had 20
degrse daye. If the mean temperature Is
over 65°F, the hsating degree days
are zero.

10~-303 STEAM AND CONDENSATE METERS

411 buildings which have sisam hsating
systems ehould be equipped with steam
or condensate metsrs so that the actual
ateam used for space heating can bhe
detsrmined. All ateam furnished to conw
cessionaires must be meisred.

10-304 BOILER FIRING INSTROCTIONS

Boiler firing instructions, including
opersting asequence, shall be consplce
tously posted in the bolilier room. The
name of persons qgualified to troublew
shoot holiler malfunctions must bs
lieted with the firing instructions.
Only qusiified employece are authorized
to correct malfunctions, and they must
foliow established troubleshooting
routines. In no instance shall other
employees attempt to manipulate the
controls to fire the boiler. Boiler
firing controls are dssigned to be fail
safe, and manipulstion of the controls
eircumventing the failwsafe feature has
rssulted in many boller explosions.
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108 VENTILATION

10-301 REQUIREMENTS FOR MECHANTICAL
SUPFLY VENTILATION

Tha following epaces must be provided
wlth mechanical =upply ventliation
{using filtered air) if the space is
not air-conditiconed: offices having an
open window area equal to lees than 5%
of the floor area, auditoriums, court-
rooms, cafatariae, conferenca rooms,
poet offica workrooms, private dining
rooms, transformer and switchboard
rooms with at least 300 EVA of transe
former capacity, elevator machine
rooms, and eecalator machine spaces,
See HBE MSw~49.

10-%02 REQUIREMENTS FOR MECHAHICAL
EXHAUST VENTILATION

Mechanical exhaust ventilation must be
provided 1n the following spacen:
kitcbens, toilets, locker rooma, inside
garsges, refrigeration machina roome,
peet office lookout galleries, and top
stories of nonaireconditioned buildinge
whare the desaign dry.buib tempersture
is above BOCF, :

10-303 VENTILATION AIR QGANTITIES

The following minimum alr quantities in
cubic feet per minute per sguare foot
of floor erea must be supplied to the
areas specified in 10-401: officez 1.5,
post office workrooms 2.0, auditoriums
3.%, courtroome 2.5, cafeteriazs 1.5,
and conference rooms 3.0,

10803 PORTABLE ELECTRIC FANS

Portable electric fans may be provided
in office epace to provide alr ecircula-
tion only where the air.conditioning
equlipment cannot sttain the prescribed
tempereture. If portable fans are used,
they must eitber be wall-mounted at
least 7 feet above the floor or be so
constructed that the occupant, or

clothing, cannot come into contact witb
the fan hlade.

10-5 WATER TREATMENT
10~501 GERERAL

A water~ireatment prograr must be
egstahlished for all circulating water
eystenms that reguire make-up. When
basic tests, treatment, and chemical
econtrol limite have been established,
benefits will result in the form of
reduction of  maintenance costs,
uninterrupted performance, and longer
lifa of the equipment. This type of
chemical treatment, application,
testing, and method of control will
vary witb tbe 1location, water
conditione, and equipment in service,

10~-502 NEW INSTALLATIONS

10~502.1 When a pew circulating sys-
tem is installed, it is customary for
the contractor to flush the system to
remove dirt, loose rust, and construce
tion debris. It may be necessary to
acid clean tbe system or perform a boil
out to remove mill scale, o0il, grease,
or rust from the egulpment. Initially .
high dosages of chemicals should be
employed to fore 2z proiecting film
againet the attack on metal or wood
surfaces.

10-502.2 Water~treatment equipment
should be made a part of the t¢onstruc-
tion or alteration contract whensver
possible, and should require a complete
raw water analysis and jinternal and/or
external treatment of the equipment
based upon the recommendations of a
gualified water-treatment enginesr or
chemist, Whether or not this has been
done, the water-treatment program must
be injitiated or continued as described
in 10-503.

10~-503 METHODS OF TREATING WATER

Water«treatment methods may take any of
the following forms, All chemicals used
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must meet the reguirements of local
codes. Loeal situations and economics
determine the method to be selected.
All .sbould be seriously considered
Defore & final decision 1= made for the
individual location., If Metbods B and C
are used, they should be monitored
annually by an independent laboratory.
Additional tecbnicai guidance on water
treatment can be found in HEK MS-24,

a. Method A -~ Contract for the com-
plete water-treatment service,
Requests for such services shall be
confined to water«treatment com-
panies currently engaged in the
water-ireatment {ield and employing
chemists or engineers of recognized
competbence,

b. Method B -~ Contract for testing
services and supplies of treatment
chemicals. This type of contract
will usually ineclude the initial
testing and analysis of the water,
establishing chemical limits to be
paintained, and the type of hasic
chemicals to be employed. The
conbractor will supply the treat-
ment; instruct the operators on
testing, feeding, and limits; and
make pericdic checks to see that
tbe system is being maintained
properly.

¢. Method C - Contract for testing and
analysis only. In this contract an
analysis of the water and certain
types of tests are to be performed
hy USPS employees.

To regquest a water-treatment contract,
a PS Form 7381, Reguisition for
Supplies, Services, or Eguipment,

must, be submitied to the divisional
of fice.

10~6 INSPECTION AND TEST OF
BOILERS AND PRESSURE VESSELS

10-601 DEFINITION OF BOILERS AND
PRESSORE VESSELS

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

10-601.1 Boiler

A closzed vesszsel in which heat generated
by eitber the use of electrical energy
or the combustion of fuel is used to
produce hot water or steanm.,

a. Power Boiler - A hoiler in which
steam or vapor is generated at
pressures more than 15 psig.,

b. Bigh Pressure High Temperature
Water Boiler -~ A water boiler
operating at pressures exceeding
160 psig or temperatures exceeding
2509F,

¢. Heating Boiler - A steam or vapor
hoiler operating at pressures not
exceeding 15 psig, or & hot-water
boiler operaling at preasures not
exceeding 160 psig or temperatures
not exceeding 2509F,

10«601.2 Pressure Yeasel

A vessel in whicb the pressure is
applied by an external source such as
an zir compressor or by the application
of heat from an indirect source.

10=-601.3 Domesatic Water Heater

A heater which provides bot water for
use in restrooms, caleterias, etec.
These heaters are usually less than 120
galions in capaclty, operzte at less
than 160°F and the water pressure is
equal to the domestic water supply
pressure Lo the building.

10~602 INSPECTION AND TEST
REQUIREMENTS

10.602.1 Construction Inspection

A11 boilers and pressure vessels in
postal facilities must be constructed
in accordance with the American Soclety
of Mechanical Engineers Boller and
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Pressure Vessel Code and bear the'asug vessels, Bollers and unfired pressure
code stamp. The provisions of this vessels that do noet bear an ASME stamp
bandbook apply only to such bollers and shall be replaced,
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Figure 10-~1. CERTIFICATE OF PRESSURE VESSEL INSPECTION

10-602.2 Inapesotion Certifioate ¢. Form 4772, Eguipment
Inventory - History Record,
4. Form 2794, Certificate of must be maintained for each boller
Pressure Veasel Inspeetion, and pressure vessel. Each
Figure 10-1, 1s completed in inspection, test, and repair shall
triplicate and distributed as ba entered on this record.
follows:
(1) One copy posted consplouously d. Scope of Inspection - Except as
under glass near the unlt. noted elsewhere in this part, the
jnspaction for a certificate must
{2} One copy forwarded to the include the following:
divisional office.
{3} The original filed in the (1) 4n external inspection
huilding manager's office. including testing safety and
control devices,
b. Other Certificates -~ When the {2) An internal inspection when
inspection iz performed by a State sonstruction permits.
or municipal inspector, that :
certificate may be used in lieu of (3} A hydrostatic test after
Form 27 9«A. repairs have been made which

MS.1, TL-X, 11-30-86
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may affect the strength of the
unit, or when in the Judgment
of the inapector, because of
defects noted, the fest is
necessary to assure continued
safe operation.

(4} ‘The eppropriate USPS inspecw
tion checkliet listed below
mist be completed by the
inapector. The same inspection
source and procedures speci
fied for elevators in Secw
tion 8 apply.

Form 5081, Unfired Pressure
Vessel
Checitliste

Form 4082, External
Lheckliet Cast-
Iren Boiler

Form 4083, Internal
Checkliat Cagt
Irpo Boiler

Form K084, Internel
Checklist Flre
Tube Boiler

Form 4085, External
Checklist Fire
Tuhe Boiler

€. Code Requirements - Teats end
inspections must be conducted in
sccordance with the Netional Board
Inepection Code published hy the
Hational Board of Boller and
Preseure Vessel Inspectors, 1055
Crupper Ave., Columhus, OH 43229,
Telephone {614} 888-8320.

f. Alr and Water Pollution fLbatement -
Each boiler must be inspected and
operated to meet the lecal air. and
water-pollution abatement stane
darda.

10603 FREQUENCY OF INSPECTION

The latest boller and unfired pressure
ves=zel eoriteria will be found in

| MS.1, TL-Z, 11-30-86

Management Instructions AS-620-82.1%
and AS.620-82-12,

10.602 EXEMPTIONS

The following pressure vessels are
exempt from thie requirement:

a. Pressure vessela used for
transportation and storage of
compressed gazses when conatructed
in compliance with apecificetions
of the U.3. Department of
Transportation (DOT) and when
charged with gas, marked,
maintained, and periocdically
requalified for use, as required by
appropriete DOT reguletions.

b, Vessels with a nominal water
containing cepacity of 120 galleons
or less for contalining weter under
preasure, inciuding those
containing air, the compression of
which serves only ze & cushion or
air 1ift pumping systenm.

¢, Refrigeration receiveras.
10=605 SCEEDULIHG OF INSPECTIONS

Each field officer in charge of z
postal facility must schedule inapec-
tions to meet regquirements of 10-603.

10606 INSPECTORS

Inspectione ere made by inapectors
certified by the Netional Board of
Boiler and Preasure Vessel Inapectors,
or by USPS, State, city, or other
Federel inspectors with eguivalent
qualificationa,

10-607 SOURCE OF INSPECTORS

The suggested eource of pressure vessel
ingpectors, in order of preference,
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whan gualified USPS employees are not zust be clearly understood that the
available: Postal Service will not relinquish
_ soverelgn impunity. The inspection
a. GSA or other Federal agencies which is performed as a service and will
have qualified pressure vessel not obligate the USPS to comply
inspeoctors, i.e., Coast Guard, with loeal licenses or code
Navy, Corps of Englneers, requirementa beyond the national
Department of Labor, and Bureau of atandardas,
Mines. .
. ¢. Private engineering consultants,
b. Mupicipal or State code~enforoing mechanical contractors, or
authority which inspects pressure insurance companies which have
vessels in private facilities. When gualified pressure vessel
arranging for these inspections, it inspectors.

HSwt, Thed, 11.30.86
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11-105

SECTION 11

PLUMBIRG AND SEWERAGE SISTEMS

11~1 PIPING SYISTEMS

11.101 CODE _REQUIREMENTS

All piping in USPE buildings must con.
form to the provisions of tbe Natiomal
Plumbing Code; and, in the caee of gas
piping and equipment, to tbe standards
established by the Ameprican Gas Aesow
clation and the Nationa)l Fire Protec-
tion Aseociation (NFPA).

11=-102 PIPING JDENTIFICATION

A1) piping in USPS-owned bhuildings must
be coded and identifiad as epecified by
ANSI 213.1. This may be dope by putting
colored bands at each joint, turn or
svery 50 feat of open straight run. The
color requirements are as followa:
YELLOW for gae piping, ORANGE for steanm
and bot water piping, GREEN for chilled
watar and nonhazardous materdals, and
RED for fire lines and sprinkler
syeteme. Tha stencll designations and
tag designations specified must alsoe be
used. See Figure 1141 for the ANSI
acheme for the idantification of plping
systems, Those facilities that have
complied witk the previoue etandard
need not change their present coding,

11~-103 PIFING LAYOUTR

A piping layout of the variocus piping
systems 1n a building must be kept in
tbe building manager'e offlce and
coples ehould be furnished to tbe
supervisor responsible for the plping.
Generally, layouts of this type are
furnished by the designers when new
bujildings are belng built. In older
buildings, the layouts may have become
misplaced or out of date, If this is
the case, the bullding managerte office
must provide them and keep them up to
date if any changes occour, If no draw-
ings are availlable, the divisional

M3.t, TL-%, 11-30-86

office should be consulted to determine
regquirad action, depending on
circumetances, Simple echematic
one-lina drawinge with appropriate
aymbols on plane are eufficient,
provided they show tbhe relative
looation of the valves controlling
service to the principal s=ubdivielons
within the building {such as a wing,
floor, or eection}. Valves serving
these functicns in all +the various
piping sgsyeteme must be clearly
identifiad by a aign vizible frot the
floor and permanently mounted near the
valve or hung from 1t. Use white
lettere on a c¢olored background wnich
should be the same color as used for
piping identification {sea 11-102)].

11104 PIPING LEAXS

Lose of water from lealks c¢an cause
gerious waete. A4 1/8-incb diameter
opening allows a loes of 120,000 gal-
lotis of water per montb and a 1/3.inch
diameter opening can account for a lose
of 360,000 gallons per month. Waste
benefits no one; therafore, proper
ettention shall be given to tbe piping
systeme to essure that po avoildable
losses of this type will ccour,

11-105 CROSS CONNECTIONS

4 cross oconnection is a direct or
indirect connection. permitting waste,
sewage, or undrinkabdble water to flow
into a potable water supply. Direct
connectione consist of contittiuous
connections leading tonpotable water
into drinking water. Indirect connec-
tions conslast of gaps of air spaces
across wbich nonpotable water can be
sucked or blown., Of the many different
types of c¢rose connections, tbe mnost
prevalent are: back sipbonege of
polluted water due to a  submerged
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orifice on the water supply fo a {ix-
ture, faillure to maintain the correct
alr gap on faucets to a fixtwe, and
flexible hosee attached to the water
eupply piping and long enough to dangle
into pelluted water. Maintenanece of the
proper alr gap on faucets supplying hot
and cold water to fixtures is5 essen-
tial to prevent c¢ross conmections. The
faucet outlet should be high enough
ahove the flood level of the rim of the
fixture so that if the pressure in the
water eupply line 1is reduced at the
same time that the fixture is obstruct-
ed and floocds to the rim, there i3 no
danger of the waste water being sucked
up into the potable water supply line.
Reducedwpreasure backflow preventere
must be installed on all domestic water
eupply lines connected to all syetems
using toxic chemicals {hoilers,
chillers, ete.) to prevent the posnsiw
bility of contaminating the domestic
water supply.

11+106 VACUUM BREAKERS

Any faucet to which a hose can be
attached, or fixture which has e suh.
merged orifice shall not be inatalled
unleas it 1s equipped with a wvacuum
breaker. The vacuum hreaker, when
mounted in the water sgupply 1line,
maintains a safeguard on the posgiw
bility of coross connection by pre-
venting back sipheonege. One type
contains e movable flep-type walve
which closea 1if fhere iz a pressure
reduction on the inlet and prevents the
siphoning of water into the supply
piping. A wvacuum breazker should be
ipstallied on all general fixtures
requlring a suhmerged flushing device
under the fiood rim of the fixture,

11=-107 YALVES

Valves must be instalied on colid water,
hot water, and hot-water-return c¢ircu-
lating malns, to permit a section of a
huilding to bhe =shut off without dis.
turhing the sermvices to other parts of

the huilding. A4 shutoff wvalve located
close to the main must he ingtalled on
each hranch conpnection off the main., A
valve must be installed on the eupply
to each toilet proom where the riser
supplies more than one toilet room, and
on the connection to each hydrant, lawn
faucet, etc. All valvee should he
operated to full open and closed at
least once a year to prevent "frozen®
valves,

11-108 DRAIN TRAFS

The water in the traps of fleoor drains,
shower drains, ete,, that are used
infrequently may evaporate and allow
the entrance of sewer gaa. The water
should be replaced occasionally to
avoid this condition.

11109 SPRINKLER STSTEM TIPES

11=109.1 The Wet~-Fipe Sprinkier
Systen ‘

The wet-pipe sprinkler system 1= the
simplest and most effective for the
general oontrol of usual fires. The
syastem is connected to an adequate
water supply and the piping is filled
with water. A& water-flow device or an
alarm valve 1a incorperated in the
evatem to sound water«flow and fire
alarms.

11-109.2 Standard Dry-Pipe Systen

The standard dry-pipe system is a
nodified form of the wet-pipe system,
with a dry-pipe walve replacing the
water-flow device or alarm valve, and
alr pressure substituted for water in
the piping. The alr pressure Keeps the
dry-pipe wvalve in the closed position
and prevents water from flowing into
the piping where it might freeze. When
& sgprinkler hesd opens, the alr pres.
sure is released and permits the dry-
pipe wvalve to operate, which in turn
allowsa the water to flow to the
sprinkler heads.

MS-1, TL-3, 11-30-86
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Figure 11=1

11.109.3 Deiuge Sprinkler System

A deluge sprinkier system is a2 special
type of evtomatic drye~pipe aystem,
having open or unsealed heads installed
in the piping arrangement and eguipped
with autometic and auxiliary manual
controla, This type of system iz 1he
atalled only in occupancies where flash
fires are ilkely to oceur.

11-109.4 Preaction Systems

Preaction eyeteme are desgigned and
installied similerily to deluge systems,
except that standard sealed type heads
are used. Heat-.actuated controle oper
ate piser valves to permit water to be
evailable at the sprinkler head before
tkere le sufficlient heat at the head to
cause 1t to fuse.

11«2 FIXTURES AND BQUIPMENT

11-201 DRINKING FOUNTAINS

Before repairing & unit, particularly
one which 1s more than 10 years old, an
evaluation should be made to determine
whetker 1t would be more economical to
dispose of the unlt and purchase z new
one. Wall-hung fountaine shall be used
when replazcing, or when adding, new
fountains, if it 1s practisal to do =o.
See HBY REwU.

11.202 TOILET FIXTURES REQUIRED

Separate tollet rooms are provided for
men and women, except that a single
room with one water oloset and one
lavatory is adequate in bulldings where
fewer than five people are employed.
The number of fixtures reguired is
hegsed on the maximus number of
employees at peak periods. See Figure
11=1 and HBK RE.H,

TOILET ROOM FIXTURES

Nuomber of Water MEN WOMEN
Persons Closets Urinals Lavatories Closets Lavatories
o 10 1 ! ] ] i
llie 24 2 i 1 2 2
2510 36 P4 A 2 3 2
3T 36 3 2 2 4 3
7t 15 4 2 2 5 4
Toto 96 4 3 3 7 5
G7to 119 5 3 3 ? )
1220 tc 144 6 3 - 4 8 5
14510 171 & 3 4 9 6
172 10 200 7 3 4 i} 7
201 10 220 B 4 5 il 7
221 o 240 3 4 5 12 bid
241 io 260 9 4 5 i3 3
261 to 280 10 4 6 i4 9
281 to 300 b 4 6 15 _ 16
Over 300 Add 1 for Add 1 for Add 1 for Add | for Add 1 for
gvery 20 every 100 every 60 every M every 45
Additional Additional Additional Additional Additional
persons DEFSONG PETSONS persons PETSOLLS

Flgure 11-1. TOILET ROOM FIXTURES

M3-1, TL-3, 11-30-86



11203

Operation and Maintenance of Real Property

11203 WALL~HUNG TOILEY FIXTURES

Wall-hung tollet fixtures should be
installed, where it is practical and
econcmically feasible to do 8o, when
toilet rooms are modernized. Installa-
tion of waliehung Ffixtures will vsually
require new connections to the soil and
vent stacks. Sipbonejet type water
closete are recommended,

11~-208 TOILET PARTITIONS

Ceiling-hung partitione ehall be
installed where the ceiling construg.
tion will lend itself to this type of
installation, when toilet prooms are
modernized.

11205 SOAP DISPENSERS

Central-feed type soap dispensere must
be replaced by individual units using
ligquid or powdered scap or detargent
wbenever toilet rooms are modernized.
Uplts requiring a speclial type of soap
or detergent may be installed if tests
prove them to be econamical.

11.206 PAPER TOWEL DISPENSERS

One paper towel dispenser, of & walle
mounted type, must be provided for each
two lavatoriee. Cloth roll towels will
not be used unless a speeific study
shows tbat they are nore ecopomical.
Peper towel diepensers will use common~
size towels.

11-207 BLECTRIC HAND DRYRRS

Electrie band drvers may not be used
except where apeclal ¢ircumstances
warrant thelir use and tbey are approved
by the divisional office,

11-208 TOILET PAPER HOLDERS

Multiroll toilet paper holders, of the
type in which eachb roell must be wused

completely before the next roll ie
gecessible, are available from federal
supply schedule. Whenever it is neces-
sary to replace bolders or to install
new holders, these holders must be
provided in =zll toilet roome in USFS~
owned and =~operated buildings which
would otherwise require servicing more
cf'ten than dally.

11.209 LARN SPRINKLERS

Lawn eprinklers are provided where the
area of the lawn is 12,000 =quare feet
or more end the average rainfall during
any month of the growing sesason is lese
than 1-1/4 inches.

11.210 MISCELLANEOUS

Coat books must be installed in- each
toilet room near the door entrances.
Large receptacles are pravided for uaed
paper hand towels. Heceptacles for
fezinine napkins, provided in each
women's water closet enclosure, may be
wall mounted uvaipg disposable plastie
or wax paper linere.

11=3 CPERATIONAL REQUIREMENTS

"11=301 WATER CONSUMPTICN

Water consumption varies greatly in
pogptal buildings. In small buildings,
tbe daily consumption averages Approx-
imately "30 gallons per emplovee, In
large buildings, with 2,000 - 3,000
employees, the average iz 15 to 20
gallons per employee.

11302 WATER SUPPLY

TWoe or more gservices froB  separate
epains should be provided in buildings
over 50,000 gross sguare feet, Each
gervice connection is metered and re-
corded monthly. If water ie purchased,
the monthly consumption musat be
recorded as required by HBK MS-49,

MS-1, TL-%, 11-30-86
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11-30802

11~303 WATER PRESSURES REQUTIRED

The minimum water pressure required for
plusbing Cixturee on the top floor of a
building is 15 psi, The wminimun
operating water pressure regquired at
the highest fire huse valve is 25 psi
- with 35 gpm flowing.

11-30%4 TEMPERATURE OF DOMESTIC EOT
WATER

For general use in office bulldings,
the temperature of bot water shall
comiply witb energy conservation
requirenents published ip HBK MS-49.

11=305 WATER TREATMENT

Treatment of domestic water suppliee
may or may not be necessary depending
on the local weter conditions. A teet
analysie should be performed to deter-
mine these conditiong. Hardness exceed-
ing 100 parts per million ghould be
treated. The amount of treztment tests
and equipment required would depend
upon the use, the amount of water
raguired, and the temperature main.
tained in the bot-weter supply systems.
Generally, water supplied by municipal
water asystems for domestic uses will
not require additional treatment., For
information regarding methods of pro-

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

curing water-treatment servicee, see
10.503 and HBK MS-24, Chapter 6.

11-306 REQUIREMENT FOR SPRINKLERS

Sprinkler systems must be provided for
paint shops, carpenter shops, trasb
rooms, print shops, garagesa, storage
roomyg over 500 squsre feet, bulk mail-
bag storage rooms, and other areas
where tbe fire hazard ig above normal.

11~307 PROTECTION AGAINST FREEZING

In locations subject to freezing
weather, hose hibs, water fountaine,
ete., that may be exposed to the
freezing conditions will be valved off
and drained before the onset of the
winter weather,

11308 SIGNS AND TAGS
11-308.1 Closad Siges for Toilet Room

Neat-appearing, profeesionally made
signs with the wording, 9"Cloged-
Maechanice Working," must be used on
toilet room doors when the tollet nmust
be taken cut of service.

11-308.2 Insteuctional Signs
No signs pertaining to the use of the

equipnent or facilitiese may be plzced
in any toilet room.
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ANSL A13.7-1981

AMERICAN NATIONAL STANDARD
SCHEME FOR THE IDENTIFICATION OF PIPING SYSTEMS

1 OBJECT ANE SCOPE

1.1 This Standard is intended to establish a common
system to assist in jdentification of hazardous ma-
terials convevad in piping systems and their haxards
when released in the environment.

1.2 This scheme conceras identification of contents
of piping systems in industsal and power plants. It is
also recommended for the identification of piping
systerns used in commereial and institutional instai-
iations. and in buildings used for pubiic assermbly. It
does not apply to pipes buried in the ground nor to
electrical conduits.

1.3 Existing schemes for dentification shafl be con-
sidered acceptable if such schemes are described in
writing and implemented so that the asing facility
can demonstrate that the basic concerns outlined in
this Standard are being met. For example. peteoleum
refinedes and prismary chemical manufacturing planis.
in which hazardous work permit systems and smicy-
gency procedure manuats are ctilized, wherein ef.
fective methods for the idemtification of pipe con-
tents Bave been established, and wherein empioyees
e (rained as to the operation and hazards of the
piping systems, shall be considéred as meeting the
requirements of this Standasd.

2 DEFINITIONS

2.1 Pigiing Syrtemt

For the purpose of this Standard, pipsng systems
shaki inctude pipes of any kind and. in additor. it
tings. valves, snd pipe coverings. Suppurts. brackets.
or other acoessories are speeifpeatly excluded frong ap.
plicativas of this Standard. Pipes are defined as con-
duits for the trarsport of gases, Hyupls. seindiqueds.
ut fine particulate dust.

2.2 Materisls inherantly Haxsrdous

2.2.1 Flammabla or Explogive. This classification
includes matecials which are easily igaited. It includes
maserials kaown as fire producers or those creating an
explosive aumosphere.

2.2.2 Chemically Active or Toxic, This classifica-
tion includes materials which are corrosive, or are in
themseives toxic or productive of poisonous gases.

2,23 At Tempuratares or Pressures, This classifica.
tion includes materials which when released from the
piping would have 2 potentiat for inflicting injury or
property damage by burns. impingement, or flazhing
to vapor state.

2.2.4 Redioactive. This classification includes those
materiats which emit jonizing radiation.

2.3 Materiphs of |sharandy Low Hazurd

This classification tuckudes aif materiais which are
not hazardous by nature, and are sear snought 1o am-
bient prexsure and temperature that people working
on syslems carrying thess matergals run little risk
through the telease of these materials.

2.4 Fire Quenching Materisls

This classification includes sprinkler sysiems and
other piped fire Fighting or fire proection ¢quipment.
This includes water {for fire fighting). foam. €O,
Halon, etz

3 METHOD QF IDENTIFICATION

3% Lageand

This Standatd considers fcgend to be prigary and
expiteit for wdentification of contents. Positive idensi-
lication of 1he contents of 2 pping system shall be by
lettered fegend giving the name of the coatents in

Figure 114-1 {(p. 1)

COPYIRIGHT 1982

The Anerican Society of Mechaniocal Engineers
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11=308.3 Cinsed-Valve Warning Tag

Form 4810, Clnsed-Vaive Warni Tag,
Figure 11«2, shall be used when any
valve nn g aprinkler system aor
standpipe system is cinsed.

11-308.% Btility Cutoff Valves

A1l utility cutnff valves shall be
jdentified as prescribed in Section 17.

11«4 MATHTERANCE

Maintenance and servicing of plumbing
shall Dbe
ancording tn preventive wmaintenance

systems and equipment

guides in Appendix 13-B.

U, 8. POSTAL SERVICE

OFFICE OF MAINTENANCE MANAGEMENT
FIRE PROTECTION
VALVE CLOSED

Y. B POSTAL SEBVICE
OFFICE OF MAINTENANCE MANAGEMENT

REMINDER

ATTACH THIS TAG TO vALVE
00 NOT REMOWVE UNTIL VALVE IS OPEM

FIRE PROTECTION
VYALVE CLOSED

VALVE NUMBER

CONTROLLING

VaLVE NUMBER

CONTROLLING

WHENEVER VALVE SEAL 15 BROKEN AND THE
VALVE 15 CLOSED, THIS TAG MUST BE FILLED N
AND ATTACHED TO THE VALVE. BE SURE THAT
THE VALVE 1S WIDE OPEN, SEALED AND CHECKED
BY ANOTHER PERSON BEFORE THIS TAG IS RE.
MOVED FROM THE VALVE.

AFTER THE VALVE HAS BEEN OPENED AND
SEALED, BETURN TAG TO SUPERVIGOR WHD
ORDERED VALVE CLOSED.

CLOSED (Dair} tHour} hY:| CLOSED fBate) (Hour}

BY 8Y

APPROVED BY APBROVED BY

HEASON FOB CLOSING AEASON FOR CLOSING

TO BE OPENED {Date) T BE OPENED {Dafe)

OPENED AND SEALED rfaate! INSTRUCTIONS

BY WHEN THE VALVE TAG HAS BEEN FILLED IN AND
ATTACHED TO THE CLOSED VALVE, THIS TAG

CHEECKED Y MUST 8 DETACKED, FILLED IN AND AETURNED
T THE BLILDING MANAGER'S OFFICE 50 THAT
1T CAN 8F POSTED iN ACCORDANCE WITH NOTE

INSTRUCTIONS BELOW.

NOTE

THIS TAG 18 TO 8B HUNG AT A PLACE IN THE
BLILDING MANAGER'S OFFICE WHERE 1T Wil
NOT BE OVERLDOKED. IT MAY BE DESTROYED
WHEN ITS CORRESPONDING TAG HAS BEEN RE-
MOVED FROM THE VALVE, CHECKED AND FILEDR
I THE BUILDING SUPERINTENDENT'S OFFKIE.

PS Form ABTG. May 1974

— e e e i ik P i i i i AR i bmin sk o i e b L MLl ML e e e M e Sl T

PE Form 2810, Muy (974

Figure 11-2. CLOSED~VALVE WARNING TAG
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12302

SECTIOR 12

MISCELLANEOUS BUILDING BQUIPMENT

12-1 INCINERATORS
12-101 INSTALLATIOR

Generally, incinerators sre not
provided in USPS-designed buildings due
to the nuisance created by fly ash and
odor, ths cost of operaticn and ash
rexoval, and jocal aiy pollution codes,
Incinerators may be installed in USPS-
designed and -operated buildings only
when one or more of the following
conditions exist:

a. Destruction of cliassified material,
pathological waste, or other
material involving 2 =eourity or
safety hazard is required,

b, Municipal or private disposal
fagilities are not avazilahle or
are inadeguate for the guantities
or material involved.

¢, The cost of irash haul-away service
is very high, and an economic snaiyw
sis for the locstion indicates that
incineration is the most economical
means of trash disposal. This eco-
nomic aralysis, ineluding operating
lzbor cost, must be acceptable to
the divisional office.

12-.102 QOPERATION AND
MAIETENANCE

The huilding manager shall provide for
the maintenance, c¢peration, and repalr
of incinerators in those USP3-operated
huildings where this egulpment is
inatalled, Care must be exercised when
the incinerator is fired amz overfeed-
ing, or excess air can cause tempers-
tures within the unit to exceed those
it is designed for, with a consequent
deterioration of the incinerator fire
bex and stack. The manufacturerts

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

instructions for the equipment must be
Tollowed apecifically. Terants may
furnish gualified personnel to destroy
classified material. %The bullding
manager shall designate those who nay
operate the incinerator and be assured
that the o¢perators are adeguately
instructed in the operation of the
unit. The equipment shall be maintalned
to meet State and local air poliution
abatement requirements., The reguired
preventive maintenance for incinerators
iz found ig Appendix 73-B.

12-2 POWER~OPERATED DOORHS

The huilding manager shall provide for
the maintenance and repair of power-
operated doorz installed 1in USPES-
operated buildings. Maintenance guides
are in Appendix 13-B.

12-3 POWER-OFERATED SCAFFOLDS
12-301 INSTALLATION

Generally, powerw-cperated scaffelds for
exterior maintspnance of huildings are
inastalled on iarge buildings with more
than 1,000 fixed glass windows. On
smaller buildings with 1,000 or fewer
windows, a study shall be made to
determine if power-operated scaffolds
are justiried.

12-302 QPERATION

Normally, this equipment is operated by
USPS personnel. Prior to operating this
egulpment, the operator shall recedive
tralning in its operation. The tralning
shall normally be received on the job
from the mechanice responsible for its
maintenanca. Should this eguipment be
operated by other than USPS personnel,
the operator must receive the same
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instruction and supervision as would e
USPS operator. All safely precautions
shall be obgerved when equipment iz
operated by OSPS employees, or cofw
tractors, on 0SPS propertiy.

12-303 MAINTENANCE

The building manasger shall provide for
the maintenance and repelr of power-
operated scaffolda in those {O8SPS-
opereted buildings where this equipment
is 1installed. Haintenance of this
eguipment shall be aceording to the
procedures in the Preventive Mginte-
napce Guide in jAppendix 13-B. ‘This
maintenance should be performed by a
qualified elevator mechanio.

12-% BUILDING MAINTENANCE
EQUIPMENT

12-401 GENERAL

There are various types and kinds of
equipment, such a3 lawnmowers, power
sweepers, and buffers, which are esasenw
tial to the econcmic operation end
majintenance of buildings. The methods
and procedures identified in this and
other maintenance handboocks 1indicate
the need for equipment to improve oper-
ation and save labor cost. The building
manager shall evaluate the need for,
and adequacy of, bullding maintenance
eguipment, and when required, shall

provide Jjustification for new or
additional equipment.

12-202 OPERATION

Employees must receive on-the-job
trainiog in the operation of bullding
maintenance equipment they will be
using. The employee opersting the
equl pment shall be responsible for
cleaning it and performing minor mainw
tenance assoclieted with its operetion.
Needed repairs and safety hazards shall
he reported to the supervisor.

12.863 MAINTENANCE

Freventive maintenance guides for the
moat common building maintenance ejulpw
ment are included in Appendix 13-B.
Preventive maintenance checklists can
be prepered from these guides and from
the panufacturerts Iinstructions for
each type of egquipment. The proper
maintenance of equipment is important
to prevent loss of time due to equipm
ment failure. However, care must be
taken to easure that the cost of pre-
ventive maintenance 1s not excessaive in
reletion to the replzcement cost of the
equipment. For example, il e lawnmower
cost $200, annual maintenance of 13 to
15 workhours would cost as much as a
new mower. Therefore, i1t would be
better to perform minimumm maintenance
of 2 or 3 bours and replace the mower
every 2 years, or when it faila,

MS-1, TL-%, 11-30-86
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SECTION 13

BOILDING OPERATION AND MATNTENANCE
STAFFIRG REQUIREMENTS

13-1 GENERAL
13~-101 APPLICATION

Tha work load c¢riteriaz in this section
apply to al)l buildings operated by the
USPS. In leased-operated buildings
these criteria are usad only to the
axtent of the USPE raaponaibility
under tha tarms of the lease.

13-102 OBJECTIVES

tha main ohjectives of these criteria
are:

a, To promote the moat effective and
af'ficient use of ataffing.

h. To provida a basis for determining
budgetary requirementa.

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

d. To provide a malntenance effort
that will preszerve the facility
from deterioration and keep all
equipment in a ssfe and econumical
operating condition.

13-103 SCOPE

The ceriteria in tbis section will
identify workhour requirements for
hullding equipment operation, maip-
tenance, and minor repeir. Specifically
excluded are: elevator operators,
cuatodiana, mail handling and proceas-
ing eguipment mpachanics and techpi-
¢cians, telephone coperators, and
clerical and management personnel.

13~103 MANAOEMENT SISTEM

The appropriate maintenznce management
aysten for aspecific offices, as de-
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acribed in HBK MS-63 or HBK MS-65, must
be applied to the bduilding operation
and maintenance functions identified in
this section.

13-105 RESPORSIRILITY

Local application of the mathodology in
this section ia the reaponsibility of
tha senior maintenance official. Local
supervisory ataff or others with
applicable knowladga, skills, and
abilitias relating to huilding and
huilding equipment maintenance and/or
cparaticonal requiramenta should be
utilized as needed to meet maintenance
management objectivea.

13-2 PROCEDURES
13-201 GENERAL

The procedures for determining the
building equipment preventive amainte-
nance and  operating requirements
include the use of PM Guidea in Appenw
dix 13«8 and Equipment Operation Guides
in Appendilx 13-C, which should bhe
revised as needed to meet local condi-
tions., Standard freguencies and times
for performing PM and operaticnal
checks ara alse provided. These atane-
dards prepresant performanca under
average or normal oconditions and may
not always be entirely appropriate for
any given equipmant and facility. In
scme cases a range of atandard time
and/or frequencies ia given because of
the large variety in size and complex-
ity of egquipment. Other local condi-
tions such as climate, geographic area,
customer/employee activity, type of
construction, and the age of the
buiiding or equipment should 2also be
congidered to determine appropriate
requirements for each facility. After
compietion and validation of  iocal
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enecklists and routes, the annual
work load and ataffing needs are deter-
mined by completing the following
forms:

a. P8 4897, Building Equipment
Inventory

b. PS 4896-4, Annual Standard

Workhour Reguirement for
Building Eguipment Preventive
Mzintenance

¢. PS 4894, Annual Standard
Workhour Requirement-
Traveling Operating Routes

d. P35 4895, Aannual Standard
Workhour Requirement-
Stationary Operating Routes

e. PS 48096, Annual Local Workhour
Requirement for Building
Equipment Preventive
Maintenance and Operation

f. PS 4893, Annual Building

Equipment Operating and
Maintenance Workhour Summary

13«202 EQUIPMENT MAINTENANCE AND
OPERATING STANDARDS

Forms U4896-4, 4894, and 4895 1list the
mozt common ftems of building equipment
requiring preventive maintenance and
operating fuactions, and includes stan-
dard frequencies and workhours for
those activities listed in Appendices
13-B and 13-C. Form 4B896-A must be com-
pleted for all facilities in which USPS
has maintenance responsibility. Forms
4894 and L4895 should be completed by
all maintenance capable offices, but
only for those facgilities having onsite
maintenance personnel qualified to per-
form the operating functions described
herein. These forms and the standard
allowances given thereon gzeprve as the
basis for staffing of the facility's
building maintenance force. Because of
unusual or additional local conditions,

exceptions may be needed to the minimum
frequencies. These excepiions must he
justified and approved as in 13.203.

13-203 LOCAL REQUIREMENTS

Form 4896 is to be used for the entry
of locally determined preventive maitiw
tenance and operating requirements with
a significant variance in either, or
hoth, the standard frequency and/or
standard workhour allowance. This form
is alsc toe be used for Jlisting mainte-
nance or operating requirements on
equipment for which no guidelines or
standards are given in this handbock.
Kew or revised mainterance reguirements
issued in Malntenance Bullietins or
cther temporary directives should alsc
be iisted on Form 4896,

Appropriate local checklists and route
sheets must be developed and validated
to determine the actuzsl work load. How-
ever, geriocus c¢onsideration mpust be
given by local maintenance officials
where gsignificant variances from the
standards or maintenance of other
equipment is thought necessary.

Justification for variances from the
standards, or maintenance requirements
on other eguipment for which no stan=
dards exist, must inalude:

a. a sound enginheering evaluation;

. the expected benefifs to be gained
therefrom; and

c. the history and/or expected effects
of equipment fallure without
performance of such maintenance or
operational activities.

Justifications must be provided by the
genior maintenance of ficial and
approved by the Field Division General
Manager/Postmaster on the reverse of
Forz 4806. Detailed instructions for
completion of Form 4896 ape in Section
13=501.21.

MS-1, TL-%, 11-30-86
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13-3 INVENTORY
13301 REQUIREMENT

A compiete and aceurate Iinventory ie
the fundamental document on which the
building operatiocn end maintehance
staffing requirement i1ie baeed.
Therefore, it should be earefully
prepared and currently maintained., The
Building Equipment Inventory, P3 Form
4897, Figure 13-1, must include all

faeility eguipment identified in
Appendix 13.4 even though the
maintenance may be performed by

contract. Other bullding equipment not
listed in Appendix 13-4 that requires
preventive maintenance or operational
checks should aleo be listed. Prepare
separate Forms 4897 for eadh huilding.
Alsc list on separate forms any hopw
USPS, tenant«owned eguirment maintained
by the USFS.

13-302 INSTRUCTIONS

a., Use Appendix 13-4 for identifica-
tion of equipment te be listed on
Form 4897. The preventive mainte.
pance and/or equipment operating

guidee applicable to each type of

equipment are also given in Appen- -

dix 13-4 and may be useful as an
ald in identifying apecific equip-
ment by referring to activities for
variocus equipment components cited
in the guides.

b. List eack item of egquipment
separately, or list the fotal
quantity of selected egquipment, aa
indicated in Appendix 13-A. Each
item should have a locally aesigned
identification number to distin.
guish it from other items. Existing
equipment numbers may be used if
appropriate.

¢. Enter the physicel location of eeth
item, by room number, area, etc.

d. See Appendix 13-4 for pertinent
degaeriptive information or remarks
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to be entered on Form K897 for eech
item. This-information 1s needed
for proper completion of other
staffing forme in thie chapter.
Thie information may be obtained
from elther manual or automated
equipment history recorde, or may
be obtained from a physical survey
of the equipment.

e. Prepare an individual Equipment
Bistory Record, Form K772, for
each item of equipment designated
by an asterisk (%) in Appendix 13
A. Individual hietory records may
be prepared for other items, but
are mandatory for designated
equipment.,

13-4 BUILDING EQUIPMENT REQUIREMENTS

13-401 PREVENTIVE MAINTENANCE

13.301.1 Objective

It is dintended that only items of
equipment that require periodic main-
tenance will be identified in determine
ing the preventive maintenance work-
load. A}l items listed on the inventory
may not require the expenditure of
workhours for preventive maintenance.
Tt is sometimes more economical to
replace an item than to expend work-
hours that do not proleong the useful
life of the egquipment or minimize
equipment failure. However, tbe total
effect of equipment failure must be
considered.

13-401.2 Contraot Maintenancs

Seme of the maintenance work identified
in this handbook requires specialized
personnel and equipment and, therefore,
is beyond the scope of the maintenance
staff at some locations. An example of
such work is the maintenance tec eleva-
tors and hydrostatic testing of port-
able fire extinguishers. This mainte~
nance may be performed at relatively
infrequent intervalis, but is essential
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to the safety of all employess. Any
equipment that is to receive prevanotive
maintenance by contract must be identi.
Tied by entering "contract™ on the line
where euch equipment ie listed on Form
h896-A.

13-302 EQUIPMENT OPERATION

13-802.1 Objeotive

Mzintenance personnel ars responsible
for both coperation and maintenance of
building equipment. Operating checke
1ists and routes are necessary to
1dentify essential functions to start
up or shut dowm certain equipment, to
monitor equipment during operatiom, to
ageure th=at <¢ertazin equipment will
cperate 1f ecalled upon, te maintain
appropriate logs apd records, and to
performn minor maintenance, adjustments,
étc. General procedures for developlng
local eguipment operating checklists
and routes are given in 13.3803. Stan.
dards and criteria for building equip-
ment operation are provided in Appendix
13*‘{:: .

13~%03 DEVELOPMENT OF BUILDING

EQUIPHMENT CHECXLISTS AND
ROUTES

13-303.1 PM and Equipment Operation
Guldelines

The guidelinss provided in Appendices
13-B and 13.C define specific activi-
ties toc be performed om various oome
ponente of equipment.

Because the guidellnes are designed to
cover moat maintenance and operaticnal
activities for general types of equip-
ment, 1t will be neceasary to select
from among tbe activities listed thosze
items whicb specifically apply to loeal
equipment and, in some cases, add other
appropriate activities not listed.

13-403.2 Types of Checklists

The PM guides in Appendix 13-B may be
used for development of Inspection,
Clesn and Lubricaticn, aznd Routine
checklists for equipment preventive
maintenance. The guide mumbers indicate
the type of eguipment or work as fol.
lows:

Preventive
Maintenance Quides
Beginning With Type of Work

A Air-conditioning,
Heating and
Ventilating

X Electrical

L Elevator-Escalator

M Miscellaneous
Equipment

P Plumbing

Cuidss for development of operating
checklists are providsd in Appendix
130,

13~303.3 Preparing Local Cheoklists

Ssts of Inepection, Cleanimg and
Lubrication, Routimne, and COperation
checklists must be developed by local
maintenance management pereonnel
familiar with the building, building
equipment maintenance, and facility
cperational needs. It may mot always be
necessary to develop separate types of
PM checklists unless it 1is locally
advantagecus for more efficient utiliw
zation of craft perscnnel. To beold
checklists to = reasonable lengtb and
simplify imstructions, it msy alsc be
desirable tc develep several sets of
checkliata for more complex eqguipment
or eystems, each sSet tallored +to
particular equipment components or
parts of a system. '

13-403.% Condueting Equipmsnt
Survey

The first step in prepsring cbecklists
is to be completely famiiiar witbh the
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13-503.9

mechanical and electrical features af
the equipment. Thiag information is
easential for seleoting applicable
scetivities from the guides. Date
coficerning the equipment may be
collected, from manufacturer's liter-
eture, drawings, and visual inspeotion.
Visual inspection is necessary in all
cases, partioculariy for older equipw
ment, beceuse it may raveal egnipment
modifications and pert replacements
which are not shown on original instale
lation drawings. Where egquipment his-
tory records, PS Form 4772, are avail-
able, they should also be reviewed to
help determine local PM or operational
requiretent s,

13-303.5 Eatablishing Frequency
of Searvioce

The next ster is to determine the
freguency of service to the eguipment.
The standard freguencies shown in the
guldes are considered aufficient for
normal reguirements and conditions.
However, it is recognized that mmerous
factors may influence local regulrew
ments. Where equipment operation is
irregular, the frequency of servige may
.have to be estimated. Deviations from
stendard frequencies (or frequency
ranges) must he justified and approved
by the Field Division General Manager/
Poatmaster on Form 4896,

13=-103.6 Selecting Checklist
Autivitiea

After eatabhlishing the frequency,
review the guides and select the apew
cifiec ectivities for the particular
type of checklist heing developed,
ensuring that each is applicahle to the
looal equipment. In some casee, several
guidee may be needed to cover all of
the given equipment/system components.
If any equipment componenta are not
covered in the guides, suitahle malnte.
nance or operational aetivities for
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such compenelta should be developed and
added here.

13=303.7 Ssquencing Activities

The next step ia listing theee activi-
ties in the order they are to be per-
formed. Checkliist activities are se-
gquenced for the purpose of ensuring
performance of activities in a safe and
effiecient manner, and in logieaz}l order.
Minimize time required to stop and
atart equipment on FPM checklists by
grouping items together that are to be
performed while fthe equipment is ruti-
ning. Conaider %the physical location
and configuration of equipsent compo-
nents to ninimize travel.

13-403.8 Validation of Checklist

The final etep in completion of each
checkliast is to enter %the sequenced
activities on Form 4777 and have them
performed by several qualified person
nel to esnsure the eccuracy, complete-
nese and eclarity of inatructions, and
to determine a realiatic everage tinme
to perforam the work under actual cobe
ditions. Revise the checkiist as needed
to meet local regquirements.

13~803.9 Time Allowances

The standard time allowances for aotive
ities listed in the guldes are consid-
ered sufficient for normal regulrements
and conditions., Guides which are podi.
fied for local application should be
reviewed during validation for time
varlances, Average time for additional
local checklist activities should also
be determined during validation. Time
for activities in the guides which are
not performed locally should be exclud-
ed. Iff a locally developed checklist
time varies more than 20% from the
standard tige, it must be justified and
approved by the Field Division General
Manager/Poatmaster on Form 4896.
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13.503.10 Travel Time

Travel time i1s the actual time to the
varjous work locations on the route and
is detepmined by using the most expedi-
ent and feasible means of completing
the route at a normal pace from begine
ning to end without etopping or unusual
delay.

The preventive maintenance time stan-
dards on Form L4806-4 include allowances
for normal travel within a faejlity,
Travel time for preventive maintenance
routes at ocutlying facilities should be
minimized by performance of preventive
maintenance on other trips when possi-
hle, Reasonahle trevel time for out-
lying facilities may be listed on Form
5896 which must be epproved by the
Field Director General Manager/
Poetmaster.

To eetahliah an operating route irevel
time requirement, the door or entrance
of each roott or area on the route that
contains equipment to he serviced will
be passed. The entire route must be
covered taking into congideration wait-
ing for e¢levetors, use of stairs, ete.,
that are on the route. This time 12
then multiplied by the mmber of times
per year the route 1s performed to
deternine the annual travel time to be
entered on Forms 4866 or 485K, (Note:
Trevel time 13 not euthorized for
stetlionary operating routes.)

13-403.11 Minor Adjustments on
Oparating Routes

Qacasignally, the need for unplanned
ninor maintenance 1s observed during
performance of an operating route. If
adjustments or otber remedial measures
can be completed within 15 minutes,
they should be performed hy the route
cperetor. If the needed work is
expected £o take longer, or 1if the
delay in the operating route will he
adverse, operators should report the
requirement to their supervisor. If the

work 1s of an emergency nature, operaw
tore should proceed with corrective
action regardless of the fime required,
and report i1t to thelr supervisors as
scon as possibie., Addiftional time for
making euch mingr adjustmente ile
¢llowed on Form 4894 for etaffing pur-
posaes only. No minor adjustment time
allowance e to be included on individ-
nal route sheeots,

13-5 STAFPING PROCEDURES
$3-501 PREVENTIVE MAINTENANCE
13-501.10 Standard Requirements

Standard frequencies and times for per-
forming preventive maintenance activi.
ties listed in Appendix 13-B are pre.
printed on Form 4896-A. Because of the
local wvariations 1n size, complexity,
and use of some egquipment, a range of
standard frequencles and/or times bhas
been eetablished, In these instances,
preventive malntenance requiremente
should be developed loeally within the
range indicated for each itenm.

NCOTE

Complete this form only for
the equipment preprinted
thereon and only when local PM
frequencies and workhours are
within the stapdards pre-
printed therecn. Do not change
the frequency or workhours
preprinted on the form. If
frequencies or times in excess
of the etandarde are required
due to local conditions, or
other loecal equipment exists
for which there are no USPS
standards, list such equipment
on Form 4896 (See 13-501.20).

For those small facilities where only a
few items of equipment exist, Form
4896 may be used in lieu of 48%6~A to
reduce the amount of paperwork
required. '

MS-1, ¥L-8#, $1-30-86
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13-501.21

13.501.11 Instruotions for Complstion
of PS 4896-4, Annual
Standard Workhour
Requirement for Building

Equipment Preventive
Maintenance

(Pisur‘ 13"2) .

a, Items are listed by general equip~
ment type in PM guide number order,

i.e., BYAC - ™A™ guides, electrical .

- "E* guides, elevators - "Lt
guides, miscellianecus equipment -
"M® guijdes, and plumbing - "P®
guides. Enter the guantity of each
item from the inventory according
to size as indicated. Questions
concerning appropriate identifica-
tion of apecific equipment can
usually be answered by refeprring to
lapguage in the preventive mainte-
nance guides.

b. Multiply the guantity by tbe

frequency and muitiply that resuit -

by the workhours per freguency to
determine the anmual workhours for
each type of equipment.

¢. Subtotal the annual workhours for
each general type of eguipment as
indicated on tbe form, 1.e., guides
BA® RE W WL W oAM W and ®p. " add
aubtotals and erter as grand total
at bottom of last page.

13-501.20 Loecal Preventive
Maintenance Requirements

Wben locally developed preventive
maintenalce requirements for specific
equipment or building components exceed
the standard freguency or workhours
glven in tbis bandbook or other offi-
elal directives, 1ist those items on
Form #896. (See instructions in 13-
501.21.) Locally developed requirements
on equipment for wbieb there are no
preventive maintenance guidelines or
standards in this or other official
directives should alsc be 1listed on
Form 4896.
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13.501.21 Instructions for Completion

of PS 3896, Annual Local
Workhour Regquirement fur
Build al t

Proventive Maintenance and
Operation (Figure 13-3).

Part I:

Group general types of equipment to=
gether, i.e., HVAC, Electrical, Elevaw
tor, Plumbing, and Mise., allowing at
least two blank lines for asubtotals
between groupings or Jlist different
groups on separate pages if desired.
Separate pages may also be DreDdared to
diatinguish between preventive
maintenance, traveling route, and
stationary route reguirements.

Column A: Enter the applicable
preventive wmaintenance guilde number
fraonm Appendix 13~B, or equipment operaw
tion guide reference from Appendix 13=C
when guides and standards are Drovided.
When HBK MS.? guides or standards do
not exist, enter "™MFGR" (manufacturer's
recommendations}, "MMO-XX-XX* (applic=-
able Maintenance Bulletirn Number}, op
other identifier to indicate the source
of locally developed requirsments.

Column BR: Enter item name from the
Bulilding Equipment Inventory, Form
4897.

Column €: Enter the gquantity of local
items having nonstandard requirements.

Complete Columns Db, E, and F if Form
5896 1s being used imn lieu of Forms
4§896-4, 4894, or U895, or 1if local
requirements exceed or are less than
the standard frequencies and/or times.

ROTE

In tbe latter case, the entry of
standard allowances serves only to
provide data for workhour
comparison to locally developed
requirements entered in Part II.
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13=501.2% Part II

ghtain the standard frequelicy and
workhours per f[regquency from Forms
k896~4, H8OH, or Appendix C, Part 3,
and enter in Columns D and E, Where a
range ls given, enter either the maxie
mum if the locally developed regquire~
ment is more than the standard allow-
ance, or the minimum 1if the local
requirement ie leee than the standard
allowance. Multiply Column C by Colwmn
D by Column E and enter the resuite in
Columit F. For loral equipment without
preveittive maintenhance/operational
guides or gtandards, leave these
columne hlank and complete Part II,
Colvmns G through J oniy.

Part II -~ Loczl Requirement:

Column G, Freguency: Enter the number
of times per year that the loeally
developed checklist for thie equipment
ig to be performed. :

Column H, Workhours per Frequenoy:
Enter the hours to peprform the locally
developed checklist one time, Thie
time shouid also include joh prepara-~
tion (acquiring necessary equipment and
materizls), access to equipment, return
of equipment and remaining materials,
compliance with applicable safety stan-
dards, eite cleanup, and neceasary
paperwork.

Column I, Anhual Travel Hours: Muitiply
the loecal route sgheet travel time {one
time) hy the frequency in Column ¢ and
enter the resuits here.

NOTE

Ensure that the total quantity
of equipment listed in Column
€ is oonsidered when computing
annual travel houre.

Column J, Total Hours: Multiply Column
C by Column G by Column E, then agdd
Colunmn I, and enter the resuits here.
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Column K, Annual Hours Variance:
Complete thiz column ONLY when the
Jocally reguired annual workhours
{Colunmn J)} exoeed or are less than the
standard annual workhours (Column F).
Subtract Column F from Column J snd
enter the resuite in the appropriate
column as either more {(+) or less (=)
than the standard allowance.

Grand Totals:

a. Part I, Standard: Suhtotal Column F
for each general type of equipment,
i.e., BA,T "R M oMM AN R and PR
guides. Add the subtotals and enter
as the grand total at the bottom of
the last page utilized. {Note:
Suhtotal line must be created.)

h. Part II, Local: SBuhtotel Column I
and Column J for each general type
of equipment. Add the subtotals and
anter as the grand total at the
hottom of the last page used.

ROTE

Column I grand total ie en-
tered here to readily identify
that portionn of Column J

resui ting from local travel
time.

Suhtotal the ®*+" and *-" pours in
Column X, subtract the smaller from the
larger, and enter the net vapiance at
the bottom of the last page used,

Page 2 (Reverse Side of Form H4806;:

Justification for Variances: Enter
information to explair why local
reguirements vary from stahdard
reguirements, e.g., additional <¢heck-
list items, equipment age and condi-
tion, modifications, operatjional
requirements, revised jnstructiocns in
MO, emvirommental conditions, and the
actual or expected effects of inade-
guwate maintenance or equipunent failure,
expected benefits, costs, eteo.
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The senior maintenance official must be
personally Involved in determining the
need for significant variances cited on
this form and providing adequate
Justification. The Field Divieion
General Manager/Poetmaster must epprove
the variances,

13.502 EQUIPMERT OPERATION
13-502.10 Standard Requirements

See 13«2 for an overview of deter
nining reguirements. Cerefully review
Appendix 13-C for =specific standard
operational requirements and eoriteria
for equipment/systems listed on Forns
4894 and 4B895. Local operating require-
ments varying from the standards gilven
herein must be listed on Form 4896 with
eupporting justification and approval
as outlined in 13.203. The annual
standard workhour allowances for
equipment operation are to be
summarized on Forms 4894 and 3895 aa
follows:

13-502.11 Porm 3804, Annual
Standard Workhour

Requirement - Traveling
Operating HRoutes '
(Figure 13-%)

NOTE

One Form 4894 1s o be pre-
pared listing only those ifems
that are not in the etatiomary
route aree, l.e., where travel
beyond tbe statlonary route
area is required to check the
equipment. A second Form 4864
is to be prepared listing only
those items withinp the eta~
tionary route area (no travel
time authorized) witd the
total workhours to be entered
on Form 4885, Line 36, as part

of the atatiomary route work-
load.

a. Usdng information from the building
inventory and local operating logs,
route sheefs, etc., make the
reguired entries in columns b and ¢
for sguipment having the same route
frequeney, i,e., lines 1 through 9,
1% through 27, 32 through 39, 4k
through 48, 53 through 59, and 6&
through 66. Compute the total
annual workhours for each line and
enter in Column e.

b. Total the annual workhours in
Column e for each route freguency
and enter in Bloeks 10, 28, 40, 49,
60 and 67.

¢, Calculate 10§ of the total annual
workhours for each route frequency
and enter in Blocks 11, 2%, #1, 50,
61 and 68 (see 13-403.11).

d. Determine the local travel time for
equipment in each route freguency
and enter in Blocks 12, 30, #2, 51,
62 and 69 (eee 13-403.10).

e, Add tbe total annual workhoure,
minor edjustment, and travel tipe
for each route freguency and enter
in Bloecks 13, 31, 43, 52, 63 and
70. Add the totals from the
preceding blocks and enter as the
grand total in Block T1.

13-502.12 Form 4895, Annual Standard
Workhour Requiresment -
Stati erat loutes
{Pigurs 13~5)

a. If applieable, £1ll in general
information about the central chiil
water plant and high-pressure
boller plant In Columns 1 through 7
and 17 through 26, respectively.

HS-" ’IL-#; 11“30"86
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13«502.20

b. Enter information about the
chiller{s) and highepressure
boller(s) operating perlods in
Columpe 8 through 10 and 27 through
29, respectively. Equipment
operating pericds should be based
on procedures in Appendix 13.C,
Part 2. For esch unit, enter the
average number of days per year and
the average number of tours per day
that the equipment operates.

Example:

An office has two chillers (#1 and
#2) and an average cooling season
of 180 days. Unit 1 rune an average
of one tour per day for 60 days
(the first and last months of the
season), and two tours per day
during the remaining 120 days of
the season. Unit 2 runs an average
of opne tour per day for GC days
(during the hottest part of the day
and the hottest pert of the
season). Three entries would be
made as follows:

Column 8 Column § Column 10
Unit # Days/Yr Tours/Day
1 60 1
1 120 2
2 o0 1

¢, DBased on the average number of
operating tours per day for each
unit, compute and enter the total
workhours per day to perform each
of the operatling functions in
Columns 1%, 12, 13, 30, 31, and 32.
Standard ¢riteria aml allcwances
for central chill water plant and
high-pressure boller plant opera-
tlon are given in Appendix 13-C,
Parts 3a and 3b.

d. Compute the annual standard work-
hour reguirement f'or operating the
central c¢hill water plant. Multiply

M8-1, TL-&, 1i.30-86

the total workhours per day
(Columns 11+12+13) by the number of
operating days {Column ¢) and enter
the results in Column 14 for each
line. Total the entries in Column
14 and enter the resuylts in Block
16. Bimilarly, compute the regquire-
ments for operating the highe
pressure boiler plant, if applic-
able, and enter the results in
Block 35.

e. Compute the amrnual stendard
workhour reguirement for other
equipment and duties in the
stationary route area based on
etandard criteria in Appendix 13-C,
Part 3. Prepare a szeparate Fornm
48gY listing applicable equip—
ment/gsystem requirements, omitting
travel time. Enter tbe total hours
from Block 71 of this Form 48GH to
Line 36 of Form 4895.

f. Compute the annual standard work-
hour requirement for operational
checks of the central control panel
based on criteria in Appendix 13-C,
Part 3¢ and enter on Line 37.

‘g. Add the times from Blocks 16, 35,

36, and 37 and enter the total
annual stationary route workhours
in Block 38.

13-502.20 Loecal Operational
Requirements

¥hen leocally developed operating
requirements for specific equipment,
gystems, or areas listed on Forms 4884
or 489% exceed the standard freguency
or workhours, list those items on Form
%4866, Locally developed requirements on
items for which there are no coperating
guidelines or standards inc this or
otber official directives should also
be listed oo Form 4896 (see part 13-
501.21),
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13-503 CORRECTIVE MAINTENANCE
13-503.1 General '

It is necessary to allow workhours to
provide for <¢orreciion of day-to-day
failures and malfunctions of building
equipwent, Making corrective repsirs of
some huillding equipment, such as drink-
ing fountains, flush valves, and small
fans, is a more practical and economic
maintenance procedure than an elaborate
preventive maintenance progranm.

13-503.2 Definition

Corrective maintenance is defined as
that work required to correct day-to-
day equipment failures and malfunc-
tions. The need for such work may
originate from problems identified by
amployeee cor calls from ctber building
egcupants. Corrective malntenance does
not inojude major repairs and/or
improvements, such as replacement of an
air-conditioning cooling tower, central
chiller, or building roof, and rencovae
tion or upgrading of a bullding srea.

13-503.3 Staffing Allowance

The standsrd annual allowance for
corrective maintenance is 8 workhours
per year per 1,000 gross square feet.
It is recognized that some buildings
may require more or leas workhours dus
to their age, need for major renovaw
tion, or operating conditions, The
Field Division General Manager/
Poatmaster wmay autborize a departure
from the atandard allowance when
supported by evidence of unusuzl actual
work leoad, The actual work load 1is
determined by reviewing completed
maintenance work orders or appropriate
reports identifying workhours used for
building corrective maintenance
activities for the previocus 3 years, if
avallable. Factors ¢to be considered
when evaluating the actual work load by
this means should include repair
methods, personnel utilizmation, and the

impact of completed major repair,
alterstion, modifiestion, snd
improvement projects. The atandard
allowance or average actual work load
for corrective maintenance to bullding
equipment i3 to be entered on Form
”8931 Column h.

13-504 MISCELLANEOUS
13-505.1 General

Experiance has sbown that there are
some workhour requirements for the
operation of a hullding tbhat cannot be
identified within any of the previously
discussed catsgories. Due to the wide
variety of miscellanecus activifies, it
is impractical to ieclste and develop
standards for the accomplishment of
avery ftype of activity. Examples of
miscellaneous activities inclaude
suthorized meetings, ftraining, snd
adminigstrative time. This does not
include space adjustment and nonpostal
funded activities described in 13-505
and 13-506 for which spediai staffing
allowances may be autborized.

13=-504.2 Staffing Allowance
The standard allowance for miscellam'

neous work shall be not more than 10%
of the total building operation and

maintenanes  workhours {operating
routes, preventive maintenance, and
corrective maintenance). Enter this

figure on Form 4893, Column i.

13~-505 SPACE ADJUSTMENTS

It is also recognized that there are,
to varying degrees, fregquent cbanges to
snd relocaticns of pestal operations.
Minor changes, renovations, or alters-
tions to tbe building which sre needed
to accommodate such changes may be ac-
complished by postal mpaintenance en-
ployees. Examples of space adjustments

M5-1, Ti=R, 11-30-86
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13-507.2

include installation or relocation of
lighting, electrical outlets and
switohes, HVAC, or othar utilities
equipment; removal or installation of
partitiona, doors, miscellaneous
fixtures and hardware; and painting.

13-505.2 Staffing Allowanoe

The standard annpual allowance for minor
alteration and improvemant projacts
resulting from moves and space adjust-
ments is 5 workhours per year per 1000
gross square feet of building area. A
departura from the atandard allowance
may be mada by the Fiald Divieion
General Manager/Postmaster if the local
office providea supporting avidence of
unusual actual work load of this
nature, as outlinad in 13.503.3. Tha
atandard allowance or average aotual
work load for spate adjustments is to
be entared on Form 3893, Column j.

13-506 NONPOSTAL FUNDED WORK

13-506.1 Definition

Workhoure may be incurred for mainte-
nance of eguipmant or areas belonging

to other ocoupant agencias which is

beyond normal, or standard level,
building sarvices, bdut becanae of
available axpertize, equipment, or
other factors, is to the advantage of
the Postal Service to accomplish on a
reimbursable bdasis. This would include
maintenance of equipment installed by
cecupant agencies for their exelusive
use, suchb a3 emergency geherators,
special environmental control
equipment, and special lighting.

13506 .2 Staffing Allowance

Ho standard workbour allowance is
provided. An allowance may be
authorized based on the documented
work load submitted with the staffing
patikage. Enter lotally required hours
on Form 4893, Column Xk,

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

13-507 WORKHOOR REQOIREMENTS
SUMMARY

13-507.1 General

The total building operation and
maintenance annual workhour reguire-
ment shall be summarized on Form 4893,
Figura 13-6.

13=507.2 Instructions for Completion
of Form %893, Annual Building
ui 1 rating and
Maintenanca Workhour

Summzary

Colwmn b, Type of Work: May be usad to
identify differant types of craft work,
e.g., HVAC, alectrical, alevator,
plumbing, and wiscellanaous. Thisz is
usually applicable only Lo large
facilities wbere the work load will
support apacialized ecraft positions
such as electricians, plumbars, elava-
tor mechanics, stationary engineera,
building equipment mechanics, and
enginemen, Workhour requirements for
general types of equipment are
subtotaled on other forms used perein,

Column ¢: Enter the annual standard
workhour reguirements for building

~equipment preventive maintenance from

Form L4896-A, Grand Total.

Column d: Enter other local workhour
requiresents for preventive mainte-
nance, if any, from Coluwmn j, Form
4896,

Column e: Enter the annual standard
workhour reguirements for traveling
operating routes from Form 4894, block
T1. Exclude any workhours that were
ineluded in block 36 of Form 4885,

Column f: Enter the annual atandard
workhour requirements for stationary
operating routes from Form 4895, bloek
38.
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Column g: Enter other local workhour
requirements for huilding eguipment
operation, if any, from Column 3}, Form
5896 .

Column h: Determine either Lhe standerd
or average actual corrective mainte-
nanege annual workhour requirement
ageording to 13~.503.3. If differant
types of craft work are bLeing listed,
enter the annual hours applicable to
each type of work, if known, or distri-
hute the total hours as deemed appro-
priate. Check appropriate hlock at the
top to indicate either standard allowe
apce or locally developed allowance.

Column i: For each line, calculate the
total of columps ¢ through b,  then
multiply by 0.10 (10%), and enter the
reaults in this column as the miscellaw
neous allowance,

Column j: Determine eifher the standard
or average actual space adjustment
anpual workhour allowance/requirement
according to 13-505.2. If different
types of craft work are being listed,
enter the annual hours applicahle to
each type of work, if known, or distri.
hute the total hours es deemed appro-
priate. Check eppropriate hlock at the
top to indicate either standard allow-
ence or locazlly developed allowance.

folumn k: Determine the nonpostal
funded annual workhour reguirement
according to 13«5006 and enter the
annual hours appiicahle to each type of
work.

Column 1: Total Annual Workhours: For
each line, cross«total coiumns ¢
through k and enter the results io this
columr a8 the total annual workhours
for each type of work listed.

Suhtotzl columns ¢, 4, e, f, and g as
indicated to Line 9.

Cross-check the calculations by total«
ing the columns as indicated on Lire
10, then cross~totaling Line 10 +$o
Colwmn 1.

13-508 DOCUMENTATION

13-508.1 Approval and Retention

The completed staffing forms and
supporting documentation shall he
submitted to the divisional office for
review and approval. The senior
maintenance of'ficial shall maintain the
approved staffing forms and implement
the maintensnce program to accomplish
the identified work.

13-508.2 Revision

The staffing analysis will he revised
when significant huilding and building
equipment modifications, deletions, or
additions warrant a change in the local
staffing requirements, or as directed
hy higher level management.

MS5-1, TLeh, 11-30.86
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APPENDIX 13«4

EQUIPMENT INVENTORY AND MAINTENANCE REFERENCE GUIDE

i } [ 1 |_OPERATING GUIDE ]
FORM ! I NMICS | DESCRIPTION ] PM ] i PS
72 | ITEM } ACRONYM lAND REMARKS (PS K897) |GUIDE NO(e) JAPP. 13-C | 4894
REQ. | i ] | (APP. 13.B)] PART 4 ! LINE #

NOTE: Refer to Preventive Maintenance Guides, Appendix 13-B, to aid in equipment

identification. Where multiple guidee zre given, review eech guide to
determire local appiicability for certain comporents.
®*  Aiir Compressore BLDG Give MFR, tank Mt a 14
(2} capacity, motor hp,
and pressure {paig)
# Aip.Conditioning HVAC Give tonnage A1, A-20 e 1, 32

Machine Packape

Unit
®*  Air-Conditioning, BLDG Give tomnage or BTU/hr A-2, 20 - -

Wirdow Unite
%  Air Handlers EVACA Give motor bp and CFM  A-4, A-16 bi, 1 2, 33

through
Aw1G, BEw29
®  Alarms, Misc., BLDG Give make, no. of E-1 _ - -

Burgiar, Civil stations and receiving

Befense, polints

Trespaes, etc.

#  Backfliow BLDG Give mfr. and model P-16 - -

Preventers numher

Betteries, BEdieon BLDG Qive number of cells E~6 d 53-55

nickel-iron- and use

alkalire

Batteriee, leed. BLDG {ive pumber of cells E-5 d 5355

acid and use

Battery Chargers BCR Give mofr., rating and E-2 - -
use

L] Prepare Equipment Inventory History Record, PS 4772, for each unit and, if
epplicahle, Motor Record, PS 47724, for motor of one horsepower or larger.

{1) Use acronmym for equipment on which thie item is installed.

{2} Also Unfired Pressure Vessel (UPV), if epplicahle.

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

i ! | _OPERATING GUIDE

see Loading Ramp)

i
FORM | i mMIcs | DESCRIPIION ! M i | PS8
ke | ITEM | ACRONYM |AND REMARKS (PS 4897) |GUIDE NO(s) [APP. 13-C | 4894
 REQ. | i ] | (APP. 13-B)] PART 4 ] LINE #
¥ BOilel"B, Caﬁt HVACB Give mfl"'., type, leG 5“6, A""'s’ e’ J, k 3
Iron and Steel steam/hr., BTUs/hr, AT, A~8
Fuel{s) used
¢ Burner, Gas (1) Give type of fuel and A7 e 3, 18
BIlWs/hr
#  Burner, 0il (1) Give type of fuel and A-8 8 3, 18
BTGs/ hr
Clocks, Electrie, BLDG Give mfr. and type of B3 - -
Central System master unit
Coils, Preheat, BLDG Give sq. ft. of Aw9 bid -
Reheat, etc. {at exposed area
remots locations)
Condenssrs, Adr BLDG Give capacity in tons A=3, E=29, b 33
Cooled P-18
Condensers, BLDG Give capacity in tona  A-14, E.29, b 33
Evaporative {2) P-18
*  LContrels, Central HVACT Give net sq. ft. of. A=10 - -
Syatem space served by _
system, and number
of stations
{input devices)
*  Controls and H¥ACA Give size and type A~19 bib 37
Machanisms for {pressure or timer)
Roll=-type Filters
%  Cooling Towers BLDG Give tomnage and A-12, A-13, b § or 17
number of zells B=-29
{cell includes fan,
motor, ete.)
Dack Boards (alsc BLDG Give size and capacity M-21 - -

%  Prepare Equipment Inventory History Record, PS 4772, for each unit and, if
applicabie, Motor Record, PS 47724, for motor of one horsepower or larger.

(1)

{2) Also UPY, if applicable.

Uge acronym for squipment on which this item is installed.

MS-1, TL-§, 11-30-86
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i ' | QPERATING GUIDE

i i
FORM | ! NMICS DESCRIPTION i PM ] | P8
a2 | ITEM | ACRONYM [AND Rma,axs (PS 4897) IGUIDE NO(s) lAPP. 13-C | 480k
REQ. | ] ! | (APP. 13-B)| PART 4 | LINE #
Doora, Main BLDG Mg - -
Entrance {nog~
powered)
Doors, Main BLDG M-8 - -
Entrance and
Dock, Power
Cperatbed
Doors, Power BLDG Give mfr. and type M7 - -
Operated {overhead, sliding)
Drains, Areaway, BLDG P21 - -
Priveway, Storm
Prinking Water BLDG Give mfr. p=32 - -
Coolers
Dumbwaiters BLDG Complete Form 4813 [~19 - -
for each unit
Elevators, EL Complete Form 4813 =1 through £ W47
Electric for each unit L=12, E=29
Elevators, EL Complete Form 4813 =13, L=th, g ha_h7
Hydrauiic for each unit E.29, P=18 .
Elevators, El Complete Form 4813 =17, E=29, g hY=u7
Sidewalk for each unit P=t8
* Escalators BLDG Complete Form #4813 =15, L-16, h -
for each unit Em2q
Expansion Joints BLDG Give pipe size and P=22 - 3=5,
in Piping (Slipe type of slip joint 15=22,
type) 38
Fan/Coil Unit, BLDG Give type A-2l, A=20 - -

Under Window Type

Prepare Equipment Inventory History Record, PS #8772, for each unit and, if
applicable, Motor Record, PS 47724, for motor of one horsepower or larger.

{1} Use acronym for equipment on which this item is installed.

{2) Alsoc UPV,.if applicable.

¥Sm-1

s Tl-%, 11-30--86
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| ! i ! | OPERATING GUIDE |
FORM | I wMICs | DESCRIPTION } PM } | PS
172 | ITEM | ACRONYM |AND REMARES (PS 4897} |GUIDE NO(s} [APF. 13-C | 4894
| REQ, | | i | (APP, 13=-B}!} PART 4 | LINE #

Fans, Centrifugal BLDPG Give mfr. CFM and hp. A-i15 1 3%

(Exhaust or of motor

Return Air) :

Fans, Propellsr, BLDG Givs make, sjize, and A=22 1 35

24 in. dia. or hp. of motor

larger

Fans, Propeller, BLDG Give dizmeter of blade a=23 - -

Fesdestal or Walle and bp. of motor
Mounted
Filters, Electro- BLDG Give mfr., air A=21 - -
atatic capacity and grid
voltage

* Filters, Movable BYACA Give aq. ft. of A-16 hib 37
Curtain, 0il exposed surface
Coated

#  Fijters, Roll HVACA Give size and type of A.17, 2~19 hib 37
Type, Disposable media
Media
Filters, Throw {1} Give number of each =20 - -
Away aize
Fiiters, Viscous {1) Give number of each 4-18 - -
Type (Washabls) size

Fire Alarm Boxes  FAELS Give mfr. and whetber E-38 - -
(Manual) coded or noncoded

Fire Alarm Check  FAELS QGive operating water P.23 - -

Yalves and praasure (unit includes
Accesasories (Wet retard chambers, jockey
Pipe Sprinkler pumps, tamper alarms,
System) ste, )

&  Prepars Equipment Inventory History Record, PS 4772, for each unit and, if
applicable, Motor Hscord, P3 47724, for motor of one horsepower or larger,

(1) Use acronym for equipment onm which ihis item is inatalled.

(2) Also UPYV, if applicable.
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Fire Detection
Devices, Automatic

Fire Alarm System, FAELS
Control Boarde

Fire Alamm
Syetem - Recordere

FAELS

Fire Control
Valves, Dry Pipe,
Deluge and
Preaction

FAELS

Fire Control
Valvee for Water
Distribution
Systeme

FAELS

Fire Dampers
{In Duct)

FAELS

Fire Deparfment
Hose Connections
{Standpipe
Outiets)

FAELS

Fire Department
Pumper Connections
(Standpipe or
Sprinkler)

FAELS

Fire Doors - FAELS

' 3liding Type

temperature; photow
electric; water flow
alarm)

Give mfr,

Give Mfr.

Give size

Give duct size

Give size

Give size and
threads, i.e.,
National Standard or
Pittsburg Standard .

Give type of
entuating device
(Fugihle link, ete.)

E-36

E~37

P24

P=2

A-32

P=26

M=12

i i i } } OPERATING GUIDE
FORM | i NMICS | DESCRIPTICR ; PM } i Ps
yrre | ITEM | ACRONYM |AND REMARKS (PS 4897) IGUIDE NO{s) {APP. 13-C ] u48c4
REQ. | ] } | (APP. 13-B)! PART 4 | LINE #

Fire Alarm or FAELS Give type (ion chamber; E-35 - -

L

{1}
(2)

MS-1,

Prepare Eguipment Inventory History Record, PS 4772, for each unit and, irf

applicable, Motor Record, PS {7724, for motor of one hopsepower or lerger.

Use acronym for equipment on which this item is installed.

4lszo UPV, if applicable.

TL~4, 11-30-86
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I ' / | OPERATING GUIDE |

'

FORM | I NMICS | DESCRIPTION i PM | | P8
72 1 ITEM } ACRONYM |ARD REMARKS (PS 4897) IGUIDE NoO{s) |APP. 13-C | 4Bg4
| REQ, | i ! ] (APP, 13-B)] PART 4 | LINE #
Fire Docre - FAELS Give type of hold Mt - -

Swinging Type, open device, if any
Stairwelle and
Exitways
Fire Extin- FAELS Give capacity in Ibs.  P=4§, P8 q &4
guishere, Gas and ext. agent (MP
{CO2) = Dry Chemical, Halon,
Cartridge Type efc.)
Fire Extine FAELS Give capacity in lba. P=3, P=5 G 64
gaishers, Stored- and ext. egent (MP
Ffreseure Type Dry Chemical, Haloen,
ete. }
Fire Extip- FAELS Give number of tanks, P=5 - -
guishing Systems - capacity, and ext.
Fixed agent (COp, Haloen,
ete.)

Fire Bosee (1 1/2" FAELS Give date of purchase P25 ) - -

racked in

buildings)

¥ire Bydrants FAELS Give type of barrel P«28 - -
{Dry or Wet : ané gpm

Barrel)

Fire Pumps FAFLS Q(Give type of drive b.33 or P-3i i 38
Fire Superviscry FAELS C(Give type of euper- E-35% - -
Bignals - Testing vision )

Floor 3Scrubber - BLDG Give mfr. and size M-18 - -

Vacuum, Autcmetie,
Bettery-FPowered

*  Prepere Equipment Inventory Ristory Record, PS 4772, for eachb unit and, if
applicable, Motor Record, PS 47724, for motor of one horsepower or larger.

(1) Use acronym for equipment op which this item is installed.

(2) Aleo BPV, if applicable.

m‘; 'ﬂ-—’l, 11-30"“86
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Appendix 13«4 {p. 7)

]

H
i

i OPERATING GUIDE

!
FORM | P NMICS DESCRIPTION ; M | { PS
ur72 - | ITEM i ACRONIM AND REMARKS (PS 4897) [GUIDE NO(s) [APP. 13-C | 4894
REQ. | H H | (APP. 13-B)} PART 4 | LINE #
*  General Monitoring GMS System includes CPU, 4-33, A-3% - -
Systenm CRT (monitor) w/key- {See ourrent
: board, disk drive, MMOD )
printer, and Prograt
mable Interface
Peripberal {PIP)
& Generators, ESPS Give kVA, kW, voltages E-31, E-33 - -
Emergency, and pbases (single or
Gazoline or 3-phase)}
Natural QGas
Engines
*  Generators, ESPS  Give kVA, k¥W, voltages E-32, E-33 - -
Bmergency, Diesel and phases (single or
Engines 3-phase)
Beaters, Base- BLDG Give length in feet at A-29 - -
board, Electric each location
Eeatersa, In Duct, BLDG (@ive sq. ft. of coil A-28 - -
Electric surface area
Heaters, Unit, BLDG Give size or capacity A=31 - -
Gas-{ired and motor hp.
Heaters, Unit, BLDG  (@ive type, size or 430 - -
Steam or Hot Water capacity and motor hp.
Beating/Cooling BLDG (ive BTUs/hr A-25 - -
Unitas, Booftop
Eot Water Heaters, BLDG Give size or capacity, P—30, E-2G, J» kK, m 22
Converters size of colls P.18
Hot Water Heaters, ELDG Give capacity and type P-31, E-29, k, m 18
Domestic Type {(Gas of fuel P-18
or 011 Fired)
Incinerators BLDG Give ufr. amnd size or M6 - -
capacity

#*

(1)
{(2)

Prepare Eguipment Inventory Bistory Record, PS 47¥2, for each unit and, if

applicable, Motor Record, PS L772A, for motor of one horsepower or larger.
Use acromym for squipment on whicb this item is installed.

Also UPY,

M3=1, Ti-&, 11-30-86
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Operation and Maintenanoe of Beal Property

i OPERATING GUIDE

{Sewage or Lift)

| ' i
M | { NMICS | DESCRIPTION ; M | | P8
772 | ITEM [ ACRONYM [AND HEMARKS (PS 4897) |GUIDE RO(s) [APP. 13.C | 4894
.} i } | (APP, 13-B}} PART 4 | LINE #
Lawnmowers and BLDEG Give mfr., type, size, M2 - -
Edgers (Casoline and engine hp.
powered) :
Lifts, Power BLIGC Give mfr. and height M=17 - -
range
Lighting Fixtures, BLDE (Give type, no. of bulbs Ew7 - -
Outside and wattage, and height
Lightning BLDC Give number of air 12 - -
Protection terminals and down
conductors
Lights, Bmergency FAELS Give type (wet, dry, E-4 r 65
: or gel cell)
Load Levelers BLDG Give mfr. and capacity M~-20 - -
{below grade)
Loading Ramps, BLDG Give mfr. and capacity M-10 - -
Adjustable
Manholes, Sewer BLDG P-4 - -
Motors, Over 5 BP (1) Give mfr., hp., and E-29 i 2=5,
' equipment served 14=2%,
{complete PS §772-1) 32-38,
By by
Paper Baler BLDG Give size of bale M5 - -
Puwps, Centrifugal HVACP Give motor hp., GPM P-18, E-29 ] 2w5,
{Not Integral and egquipment/systea 18-22,
with Motor) served 33, 37
Pumps, Condensate HVACP Give motor hp. and A=11 m 15
or Vacuum equipment zerved
Pumps, Sump HVACP Give motor hbp. Putt o 36

%  Prepare Equipment Inventory History Hecord, PS 4772, for each unit and, if

applicable, Motor Hecord, PS 47724, for motor of one horsepower or larger.
(1) Use acronyn for equipment on which this item is installed.
{2) Also UPV, if applicable.
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1
FORM |

!

} | OPERATING GUIDE |

j
i NMICS | DESCRIPTION i PM H { Ps
k172 | ITEM | ACRONYM |AND REMARKS (PS 4897) |GUIDE NO(s) |APP. 13-C | 4894
 REGQ. | i ] | _{APP. 13-B)]| PART 4 | LINE #
Radiators, BLDG Indicate cne= ¢or twoe= P=19 - -
Heating Pipe systenm

*  Hefrigeration HVAC (ive mfr., tonnage, &=26, E=29, b 5 or
Machines (Absorp- and motor hp. P-18 ' PS 4885
tion type)

*  Refrigeration BVYAC Give ufr., tonnage, 2T, E=24G, b g or
Machines (Centri- and motor hp. P-18 PS 4895
fugal and
Reciprocating)

Roof, Built-up, BLDG Give sq. ft. of roof  P-20 - ' -
ineluding: maft
Drains and
Downspouts Give guantity of each
Penetratione
(except drains
and vent pipes) Give quantity
Expansion or
Control Joints Give lineal ft.
Gutiers Give lineal ft.
Perigeter Give lineal ft.
Exterior Walls Give lineal ft.
Inside Cellings, five 8q. ft. of office
Top Floor(s) and workroom areas
Sewage Ejectors BLDG Give mfr., type, size P-10 a, 1} 23
{Pneuwmatic Tank. and motor hp.
Type)
Snow Blower - BLDG Give mff., alze and M-19 - -
Walking Type englns bp.
Sprinkled Area FAFLS Give no. of heads and P-29 - -
s. Pt. of eech
aprinkled area
Stationary Packers BLDG Give mfr. and H=-33, M1k, - -
capacity Mt

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

applicalle, Motor Record, PS #7724, for motor of one horsepower or larger.
{1) Use acrouym for eguipment on which this item is installed.

{2) Also UPV, if applicable.

 MS-1, TL-X, 11-30-86
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| i { OPERATING GUIDE

i |
RM | |  NMICS | DESCRIPTION i PM | | PS
772 1 ITEM | ACRONYM [AND REMARKS (PS 2897) IGUIDE NO(s)} {APP. 13-C | 4894
REQ. } } i | (APP. 13-B)! PART 4 | LINE #
Sweepers (Battery BILDG Give mfr., type, M-16 - -
Powered) and size
Sweepers (CGasoline BLDG Give mfr., type, M-3 - -
Powered) size, engine hp.
Tanks, Fuel (Btg) BLDG Give approx. size or M-} - -
0il Storage capacity
Tanks, Water {1)(2) Give approx. size or P=12 k 16, 18,
{411 Types) capacity and type 22
(H“, W, etc.)
Traps, Grease BLDG Give size . Pe7 - -
Traps, Steam BLDG Give type and pipe P-17 h, 3, k, 3, 15,
A1l Types size n 18, 21,
22
Valvea, Manually BLDG CGive size and function P-14 - -
Operated (Maine
lize or Critical -
over 2 inches)
Valves, Motor BLDG Give size and motor hp. P=15 - -
Operated
Yalves, Regﬁlating BLDG Give gize and pressure P-13 o] 21
(Steam)
*  Window Washing  BLDG Give height of building L-18 - -
Scaffolds, Power and approx. length of
Operated track

L Prepare Equipment Inventory History Record, BS 4772, for each unit and, ir
applicahlie, Motor Record, PS §7724, for motor of onme horsepower or larger.

(1) Use acronym for equipment on which this item is installed.

(2} Also UBV, if applicahle.

MS-1, TL-2, 11.30-86
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APPENDIX 13~B

PREVENTIVE H&IHfEN&ﬂCE GUIDES

GUIDE NUMBER A-1

ATR-CONDITIONING MACHINE ~
PACKAGE UKITS

Prequency: Annual

Special Instructions: Prior to cooling

season, open and tag electrical
circuits.

Checkpointa:

i. FHRemove panels, clean entire unit.

2. Clean drip pan and drains. Paint
as necessary.

3. Check belts, nuts, electrieal
connections, anchors, etec.

4. Drain oondenser, clesan chemically,
and neutralize. Clean and paint
heads if needed.

5. Adjust or replace vibration
eliminators.

6. (bserve belt wear. Replace worn
velts and/or adjust belt tension.

7. Check alignment of motor, fan,

- ete.

8. Replace filter, if required.

9. Check for refrigerant leaks.

10. Check oll level.

11. Check fan and motor. Clean fan
blades, or rotor, and lubricate
bearings.

i2. Run machine and check operation,
water supply and control valves,
suction and discharge pressures,
need for refrigerant; recheck for
leaks, functioning of controls,
temperature of discharge, air,
etc.

13. Restore panels and ¢lean up area
and machine.

GUIDE NUMBER A-2
AIR=-CONDITIORING, WINDOW UNYIS

Frequency: Annual

M1, fL-H, $11=30-86

Special Inatructions: Disconnect
electrie c¢ord to unit. Review
manufacturer's inatructions.

Checkpoints:

1. <€lean condenaer, cooling coil
fins, and fans.

2. Remove dirt or dust frem all
interior parts.

3. Replace filter.

5. Inspect and adjust damper.

4. lawbricate motor and fan bearinga.

6. Inspect gasketing, look for leaks

between unit and window, and caulk

as necessary.

Check for refrigerant leaks.

Start unit and cobserve operation.

« Check temperature differential and

¢ontrols.

10. Check frame of unif with chmmeter
for proper electric ground.

11. HReplace covers (if any}).

12. Clean area.

LR R ]

. GUIDE NUMBER a-3

AIR-COCLED CONDENSERS
Frequency: Annual
Checkpolnts:

Special Inatructions: Open and tag
electric clreuits.

. Vacuum or blow out dirt on coils
and fins.

2. Service fan, motor, motor
controls, gear box, etc.;
lubricate a3 needed.

3. Check structure, touch up, or
repaint a3 required.

B. If applicable, check cold weather
selector and control(s).
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GUIDE NUMBER A-3

AIR HANDLERS
Frequency: Annual

Special Instructions; (pen and tag
electric circuits,

Checkpoints:
1. Fans

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

b. Clean inalde of fan housing
and casing, noting structural
irregularities, condition of
insulation, loose bolts,
foundation and vibratione
isolation,

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

4. Lubricats bearings, change
oil, perform prsasure
lubrication according to
manufaocturerts instructions.
Taks ¢are not to
overivbricate.

h. Remove top housing and examins
retainers and slings.

3. Drives (Belt and Direct)

a. Inspect for excessivs helt
wsar indicating misaiigmment,
overloading, or improper beit
tension,

b. If belts are worn, they should
be raplaced ts prevent
untimely hreakdown. {Multibelt
drives should be rsplacsd in
matched sets,) Adjust belt
tensjion with a scale and
strajght edge.

¢. Check rigid couplings for
alignmsnt on dirsct drives
and for tightnssz of assembly.

d. Inspect flexibls couplings for
aligmment and wear.

4; Coils

a. Examine ocoils for leakage at
joints and bendas.

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

c. Humidifier or wst coils (ecity
watsr, spray, steam pan grids,
ete.) will require additional
attsntion to aveld scaling and
ndors,

%. Freeze Protection

a. Check pitch of coil to
drainage point and blow down
with compressed air.

b. Inspect tsst controls and
devices used for frasze
protection.

¢. Clean face bypass dampers and
luvbricate damper opersators.

6. Controls

&. Inspect and clean dampers,
~ contrel lickage and control
motors. _
k., lubricate 33 necessary.

GUIDE NUMBER A-5

BOILERS, OIL FIRED
{Clsaning firsside only.)

Frequsney: 1 to 5 times annually
Application: This is to provide for
firsside clsaning to remove soot and
malntain high efficisncy.

Special instructions: Ailow boller to
eool and lock and tag controlz and
valves in off poszition.

1. Clean socot from chamber, tubes,
and all heat transfer surfaceas.

MS-1, TL-3, 11-30-86
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2.

‘Look for signe of overheating,

leakage, wear, abrasion, corrosion
of pressure parts, or erosion of

metal.

Ciean burner nogzle and cbeck for
wear.

When unit is returned to service,
check and adjuet burner for
optimun combuetion efficiency.

GUIDE NUMBER -6

BOJLERS, CAST-IRON ARD STEEL

Frequeticy: Anpual

Special Instructions:
facturer’s instructions
for bolilera,
operating systenm,

Review wmanu-
and ASME code
Jf boiler is part of an
bianks should be

installed to disolate the boiler from
the system.

Checkpoints:

1.

General

a, FPFollow inetructions in HBK
MS.24 to remove boiler from
service.

b. Remove fly ash and scot from
flue passages.

¢. If hydrostatic test ia
required by inspector, f£ill
boiler and apply hydrostatic
test, 1 1/2 times the oper-
ating pressure in the presence
of qualified beiler inspector.

d. Chetk fire sides, valves, and
trim and mark poasition of
leaka.

¢. ‘Take proper safety precautions
before worklng inside boiler,
including tagging of valves
and controla, and letting
boiler cool down.

Water Sides

a. Clean gauge glass and siphon
locps to limit controls.

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

b.

See tbat petcocks and try-
cocks open freely.
Calibrate pressure and
temperature gauges.

If Internzsl Inspection ie
Required

Remove bandhole and maphele
plates.

Clean interior of boiler, wash
down shell and drums to remove
mud, loose ecale, and
depoaits.

Turbine tubes, check tube ends
for leakage and corroeion.
Reroll, rebead, and/or replace
tbin tubes.

Examine complete water side
for extent of corrosion,
neasure and recoerd the
lecation and depths of pits in
drue internals, and feed
gonnections, gauge glass, and
steam pressure gauge outlets.

Exterior and Fire Sides

a.

Examine and c¢lean water column
and feed water regulators,
high and low zide alarms,
drains, gauge glaeses, sipbon
lcops, petcocks and try-cocks.
Look for signs of overheating,
leakage, wear, abrasion,
corrosion of pressure parts,
or ercosion of metal.

Check tubes for evidence of
pblisters and pock marks.

Check condition of all
refractories for cracks,
erosion, and caulk. Also
expansion joints, baffleas,
dampers and actuating
mechanisms, staybolts, ete.
Check sootblower elements for
misalignment, warping, and
impingement on tubes.

Test all nonreturn and stop
valves, c¢lean and replace as
necessary.
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&. Check fusible pilugs if used;

replace yearly.

k. Check and clean bonnets,
'flues, and uptakes for
‘defstotive metal. Replace if
necessary.

i. Check exterior structure for
strains and fension.

J. Clean and lubricate forced-
draft fan.

k. Check condition of door
gaskets.

l. Carefuily account for all
tools before closing up
beiler.

GUIDE NUMBER A7
BURNER, GAS
Frequency: Anbual
Checkpoints:

1. Check boiler roam for adequate
ventilation in accordance with AGA
burner requirements.

2. Check coperaticn of all gas conw
trols and valves including: CGas
shutoff, petal gas regulator,
safety shutoff valve (solencid},
antomatic gas valve, petal
solenoid valve, butterfly gas
valve, motor, linkage to air
louver, and safety petal solenoid
{if used).

3. Check fiue connections for tight
Jjoints and minimum resistance to
airflow. {(See that combuation
¢hamber, fiuea, breeching, and
chimney are clear bsfore firing.}

. Draft rsgulators should give
slightly negative pressure in the
combustion chamber at maximum
input.

£. On forced-draft burners, gas
nanifold pressure reguirements
should correspond with medulating
{butterfly) valve in fullwopen
position and stable at all cther
firing rates.

6.

Take CO0n flue gas temperature
readings for determinetion of
efficiency of the unit. COp for
atmospheric gas burliers should be
8 to 9.5%; for forced draft
hurtiers 9 to 10%. Detsrmine
combuation efficienty aceording to
inatructions with flue gas test
apparatua. Combustion efficliency
should be at least 80%. If
efficiency is low, check baffling.
Check burner for {lashback and
tight shuteff of fuel.

Chsck operation of controls,., Clean
and adjust 1f necessary.
Satisfactory operation and
adjustments should conform to
manufactursr's instructions.

GCIDE NUMBER A-8

BURNER, OIL

Frequency: Annual

Checkpointa:

T

2.

3.

Test and inspect burner (with or
without firing} at rated pressure
for leaks.

Timwed trial for ignition for
pilots and burnhers should be in
acoordance with manufacturert's
instructions.

Check cperation of automatic
safety controls and combustion
flams safeguards for sbnormal
discharge of oil on ignition
failure, and sensors for presence
of flame.

Check pre«ignition purging
capability of burner, combustion
chamber, boiler passea, and
breeching. Stack dampers should be
fully open during purge and Jighte
of f pericod.

Check delivery of fuel in relation
to its response %o the ignition
system. Examine electrodes for
carbon buildup, dislocation,
distortiocn, and burning of parts.



Operation and Maintenance of Real Property

Appendix 13«B {p. 5)

6.

7.

10.

11.

g2

13.

1%.

15.
16.

17

Check that ignition transformer
supplies dependable arc. Adjuet

and regulate as required for
.clearance and air gap.

Clean and adjust draft regulator
and air shutter on & natural draft
burner to ensure excess air
quantitiee are minimum for
complete combusticn. Test with gas
analyzer.

On mechanical draft burners clean
and check power=driven fan blower.
Check out forced.draft fan, clean
fan and fan housing, check
bearing, pulleys, and belts for
wear and lubricate as necesasary.
Check and c¢lean filtere, water
separators, primary and secondary
strainere.

Clean, check operation, and adjuet
controie and safeties.

Burners designed to change firing
rates avtomatieally should be
checked for adequate proportioning
shangee in fuel and air ratee.
Check constant level device to see
that burner maintains proper oil
level {within 1/3%) at rated
output.

Check to ensure tbabt energy cannot
feed back and energize ignition
devites or feed valves after a
contreol shuts off burner.

Replace nozzles and check for
tight shutoff of fuel.

Check stacks for smoke or haze and
adjust burnter accordingly.

Take C0p, Op, and smoke

readings. Compare COp and flue

gas temperature for deftermination
of boller burner efficlency.

{0, should be 9 to 12%.

Combustlon efficlency should be at
least 80%. Determine combustion
efficlency aceording to Ilnstruc-
tions with flue gas test
apparatus.

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

GUIDE NUMBER A-9

COILS, PREHEAT, REHEAT, ETC.
{Remote from Air Handier)

Freguency: Annual

Application: This guide appliee to
coils that are not part of an eir=-
washer or aiprebandling unit.

Checkpointe:

1. Vacuum or blow cout tbe fins,
colls, ete.

2. Remove obstructione to airflow.

3. Check coilis. Correct or report any
leake.

%, Teet and inspect controls that
protect agalnet freezing.

GUIDE NUMBER 2-10

CONTROLS, CENTRAL SYSTEMN,
BEATING AND AIR-CONDITIONING

Freguency: Annual

Special Instructions: Read and
underatand manpufacturerte instructions
hefore making adjustments or
calibration. Statiocns inelude devices
suchb as sensors, controllers,
ectuators, positioners, etco.

Checkpoints:

1. ©Check set point of controls
{temperature, humidity, or
preseure).

2. Compare c¢ontrol point with an
external measuring device, note
deviation, and adjust.

3. {Lheck the unit over its range of
control. If possible, impose
simulated conditions to activate
contbrols and check operation,
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4. Check for control-point cycling.

&. Check closeness of differential
gap on two-position controllere
{(on-of f-open-closed).

6. Check condition and action of
primary elements in the
econtrollers (himetallic strips,
sealed bellows with capillapy
tuhes) for remote sensing, ete.

T. Note the action of the controlled
device {thermostats, humidistats,
and pressureetate} which changes
the controlled variahle {motors,
valves, dampere, etc.).

8. On electronic controls check the
source of the algnal and its
amplification.

9. Check zir syeteme for leaks; check
for correct maintenance of
pressure in pneumatic electric and
electric pnewmatic units. Check
unite for proper closing and locse
connectione.

10. Check the condition and the
ability of humidity-sensing
primary control eiements (hair,
wood, leather, or similar
suhstances) to read to moisture
changes and their action on the
control mechanism.

11. Check reeulting action of
pressure-eensing primary control
eiements such as diaphragms,
bellows, inverited bells, and
simiiar devicee when activated by
atr, water, or similar pressure.
Check operations of all relays,
pilot vaives, and pressure
regulators.

12. Use test kita end manufecturer's
instructions whenever possible,
Replece rather than rehuild a
control inetalled in the system.
Take control to shop for repair.

GUIDE NUMBER A-11

CONDENSATE OR VACUUM PUMPS
{On steam return systems)

Frequency: Annual

Checkpoints:

1. Operate unit to check for steam
binding.

2. Checlk condensate temperature
(should be approximately 30
helow steam temperature if traps
are not leasking}.

3. Examine flangee for steam leaks.

4. Pump receiver down.

5. Turn ccndensate to sewer.

6. Shut down unit.

7. Clean receiver.

8. Clean and adjust motor float
swilteh and float operetion on
high~low water level. Inspect
pressure switches.

¢. Clean and examine receiver, vent
pipe, lnlet and discharge openings
for excessive corrosion. Report
condition.

10. Check alignment of coupling with
straight edge.
1t. labricate pump and motor.

12. Adjust pecking glands and change
packing when necessary.

13. Examine vacuum hreaker operation,

1%. TInspect ball floate, rods, and
other linkage; adjust ae
necessary.

GUIDE NUMBER A-12

COOLING TOWERS
Frequency: Annunal

Specizal Inastructions: After the cooling
season - Open and tag electric
circuits.

Checkpoints:

1. Drain and flush dowh tower. Remove
traeh, dirt, and zlgae from pans,
casipngs, fill, and screens,

2. Steel casing, bazins, and
Framework should be painted with
protective paint where applicable.

MS.1, TL-3, 11=30.86
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3. Check struotural members of tower
: for deterioration, Check bolts and
tighten when tower wood is dry.

4. Replace tower f£ill wben necessary.

5. Bwsmine water nnzzles for
pbatructions and proper water

distrihution.

6. Drain and replece iubricant in
gear box.

7. Cheok alignment of motor to gear
to fan.

&. Inspect motor, motor starter,
beits, ete., for proper operation.

¢. Clean and check operation of the
water-treetment eguipment. Check
bleed line and setting in
accordance with requirements.

10. Fill tower. Adjust hleed, float
control valve for desired watepr
level. Charge with weter-treatment
ocbemiecals.

GUIDE NUMBER A-13

COCLING TOWERS
Fregquency: 1 to é times annuvally

Application: This guide may be used to
provide pericdic flushing of cooling
towers, and should be used only if the
towers eccumulate excessive debris
during the opereting season.

Checkpointa:

1. Disconnect motors; teg and
lotk cireuits.
2. Drain tower: flush out with hose.
3. Clean distribution nozzles and
screens.
k. Remove debris from aree.
5. Returs unit to service.

GUIDE NUMBER A-14
EVAPORATIVE CONDENSERS

Frequency: Annual

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

Special Instructions: Drain water from
all lines prior to freeging weather.

Checkpoints:
(After the cooling season)

3. Remove &irt, trash, algae from
water pans; fiush.

2. Check water pans; paint if

_ necesasary.

3. Check water outlets and coil
oonnections.

4. Change oil in geer reducer.

5. Check fan and pump; lubricate as
required.

6. Check gear box, bearings,
alignment, etc.

T. Check drive shafts.

8. Check control and float valves.

9. Inspect eliminators; uneclog if
necessary.

. Inspeect condenser coil, fins,
sprays, connections, ete. Clean if
reguired.

11. Check screens.

12. Check water-treetment egquipment.

13. Check motorg and starters.

14. Cheek structural fittings.

15. Continuous bleed line should be
open.,

16. Drain and flush thoroughly.

17. Clean chemically, using USPS-
epproved materials, and
nautralize.

GUIDE NUMBER A~15
FANS, CERTRIFUGAL
Frequency: Annual

Special Instructions: Disconnect and
tag cipcult.

Checkpointas:

t. Check over unit tboroughliy. Look
for signs of rust, corrosion, or
deterioration. inspeet interior of
housing if there are openings to
do so.
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2. Check insulation; repair if
needed,

3. Check structural members, vihra-
tion eliminators, and flexihle
connections.

4, Check bearings, shaft, pulley, and
alignment with motor {if vihration
is exosssive, chack balance of
rotor).

5. BParform required luhrication.

6. Check belts; adjust tension, or
replace as reguired.

7. Blow out or vacuum windings, if
necessary.

8. Clean complete unit, including fan
rotor. Touch up or paint as
required.

GUIDE NUMBER A-16
FILTERS, MOVABLE CURTAIN, OIL COATED
Frequency: 1 to 4 times annually

Special Instructions: Rsview nanue
facturer's instructions. Secure fans
and filter motor; tag switches.

Checkpoints:

1. Inspect framework and structura.

: Look for loose or missing holts,
sir leaks, condition of flashing
or caulking, eto.

2. Examine all moving parts for
proper alignment, freedom of
motion, excessive clearance or
play, etec. '

3. Inspect and adjust motor and drive
unit, gear reducer, sprockets,
drive chains, belts, etc. Perform
required luhrication.

4. Inspect DPressure-sensing device,
pressure switches {if automatic),
selector{s), starteprs, eieciric
controls, warning and/or indicator
lights, etc. Clean and adjiust as
NSCessary.

5. Remove sludge from pit:; change or
replenish oil.

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

GUIDE NUMBER A.17
FILTERS, ROLL-TYPE DISPOSABLE MEDIA
Frequency: 1 to 4 times annually

Application: To change roll filter
media.

Special Instructions: Secure unit and
fans; tag switches.

Checkpodints:

1. FRettove old filter media roll and
install new roll.

2. Vacuum heavy accumulation of dust
and remove dehpis.

3. Inspect for proper alignment and
operation of autcmatic controls,
adjust as necessary.

GUIDE NUMBER 2-18
FILTERS, VISCOUS-TYPE (WASHABLE)
Frequency: 4 to 52 times annually

Application: This guide is for revsable
filters and includes time for removing,
cleaning and replacing the filters. The
throwaway filters are usually more
economical than the viscous <{ype.
therefore, this filter shall be used
only where economically justified.

Checkpoints:

1. Remove filters and replace with
filters that have been cleaned and
recoated. Examine frame and clean
it with & high suction vacuua.

2. Move dirty filters to cleaning
station.

3. GCiean, recoat, and store filters
rescoved until next scheduled
change.

MS—1, TL-4, 11-30-86
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GUIDE NUMBER A-19

CONTROLS AND MECHANISMS
ROLL.TYPE FILTERS

Frequency: Annual
Specizl Instructions:

manufacturerts instructions.
unit and fans; tag switches.

Review
Sacure

Checkpointas

1. Inspect framework snd structure.
Look for 1oose or missing holts,
ajir leaks, condition of flashing
or caulking, etec.

2. Inapect all moving parts for
proper aiignment, freedom of
motion, excessive clearance or
play, ete. Clean, adjust, or
tighten a3 necessary.

3. Inspect powered roll and takeup
roll for corpect tracking of
media. On manual operation check
wheel or hand erank,

4. On motor drives, check pressure-
sensing device(s) and/or pressure
switehes. Test settings for
starting and stopping motor.

5. Inspect motor, starter, controls,
and selector switeh for auto
warting or indicator lights.

&. Check oil in gearcase. Change or
replenish as pequired. Perform
required luhrication using
graphite where it is suitable.

GUIDE NUMBER A.20

FILTERS, THROWAWAY _
{(Inciudes package and window units,
eto. )

Frequency: 4 to 52 times annually

Special Instructions: Open and tag
switches controlling fans. Change

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

filters when the static pressure

approaches the design maximum for the
unit.

Checkpoints:

1. PRemove and discard old filters.
2. Ciean frame with vacuum.

3. Ingpect frame, doors, ete.

4. Install new media.

GUIDE NUMBER A-21

FILTERS, ELECTROSTATIC
Frequency: 4§ to 26 times annually

Special Instructions: Turn off supply
to power unit. Turn off power unit
safety switeh; tag circuitf. Ground
hus trips, top to hottom. Review
nanufacturerts inateructions.

Checkpolnts:

1. BRBefore securing unit, check
indicators for defective tubes or
hroken jfonizing wipes,

2. Secure filter unit and fan.

3. Wash down each manifold until
clean, Upits with water-wash sprsy
require approximately 4 minutes
with warm wster or 7 minutes with
cold wster.

. If dry filters are dirty, remove
dirt or replace filter.

5. While cells are drying, look for
defects, particuiarly brokeh wires
or hue suppressors. Wipe insulator
with sof't, dry cloth.

6. If unif reguires disassembly,
check it thoroughly; ¢lean and
adjust as required.

7. Restore to service and eheck for
evidence of shorts. Make certain
high voltage is present.
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GUIDE NUMBER A-22

FANS, PROPELLER, 23% DIAMETER OR
LARGER

Frequency: Annual

Special Inatructions: Disconnect and
tag ecivouit.

Checkpolnta;

1. Clean unit, eapecially fan blades.

2. Inapect pulleys, belts, couplings,
etce.; adjust teneion and tighten
mountings sa necessary. Change
badly worn belts,

3. Perform regqulred lubrication.

k., Clean motor witb vacumm or low
preseure air (less than 30 paig).
Check for obstructiors in moter
ecoling and airflow.

5. Perform visusl exsmination for
cracks at blade to blade
supporting assembliss.

6. Touch up paint for preservation.

7. Remove tags; start unit and check
for vibratior snd noiae.

GUIDE NUMBER A-23

FARS, PROPELLER, PEDESTAL OR WALL
MOUNTED :

Fregquency: Annual

Speciel Instructions: This guide is for
tbe large fans used in the workroom or
other areas to provide air c¢ireviation.
Thie maintenance should be performed
during the winter pricr to the cooling
season,

Checkpolnta:

1. Disconnect from electric power and
¢lean entire unit including the
biade and motor.,

2. PExamine lins cord for frayed
inaulaticn or evidence of
deterloration.

3. VWrench test blade setecrew, motor
mount bolte, and blade guard
mounting bholts.

B. Lubricste unit and clean uyp excess
lubricant.

5. Operate unit and check for excess
yibratior and urmusual nolse.

GUIDE NUGMBER A-2%
PAR/COIL UNITS, UNDER-WINDOW TIPE

Frequency: 1 to 4 timgs annuzally.
(These units are normally in office
areas - maximum frequency is U timea
per ysar.)

Checkpointa:

1. Drain pan. Ciean coils and other
components with vacuum.

2. Inspect motor and fan. Lubricate
as required.

3. CtCheck trap, temperaturs regulator
and shutoff valves.

4. <Change filter {if equipped and
necessary).

5. Check for locse connections in
unit; tighten as necessary.

6. Clean and wipe down exterior vents
and smoctbh surfaces.

7. Clean surrcunding flcor aress.

GUIDE NUMBER A-25

HEAT/COOLING UNIT, ROOF TOP
(UP 10 15 TONS)

Frequency: Semiannual

Time: Spring 10 Hours
Fall T Hours

Special Inatructions: Tbis appliea %o
rocf-top beating/cocling units. Gas-
firad beating witb air-c¢ococled
condenszer.

1. Remove panels, ¢lean entire unit.

2. Clean drip pans and drainas, paint
as hecessary.

MS~1, The&, 11-306-86
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3. Replace worn belts and adjust
propar tension.

5. Lubricate motor(s) and fan(a)
bearings,

5. Check aligonment of motor and
tighten.

6. Change filtere,

SPRING

1. Clean evaporator and ocondenser
oolla,
2. Operate unit and check
refrigeration. Charge.
3. Check thernosatat. 2.

FALL ,

1. Clean and cheok heat excbanger for
leaks,

2. Check gas train and safety
controls for adequacy and proper
operetion.

3. Set burner for maximum combustion
efficiency.

GUIDE NUMBER A.26

REFRIGERATION MACHINES, ABSCRPTIOR 3.
TIPE

Frequency: Annual

Special Inatructions: Consult operating
data to determine the temperature
difference ac¢rosa the varjous system
components as a guide to determining
the condition of the evaporator and
condenser tubes,

Checkpolnta: 4,
1. Evaporator Circuit

e. Check and service eveporator
pump, motor controls,
starters, etc. Lubricate as
prescribed,

b. fCieen and fiush out seal,
water tank seal cbamber, and
associated lines,
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¢. Check purge valve diaphragm;
replace if neceasapy.

d. Inspect ball in check walve,.

¢. Inepect and clean evaporator
spray header, nozzles, ete,
Replace defective units,

f. If operating data indicated
the refrigerant temperature is
slowly rising, test sample for
the presence of solution, If
excessive, follow the manu=-
facturer's instructions for
diatilliing refrigerant.

Solution Circuit

a. Check end service solution
pump, motor contreols,
starters, etc. Lubricate zasu
prescribed,

b, {heck absorber and generator
sight glasses. Repiace if
required.

c¢. Check purge valve diaphragnm,
Replace if required.

¢d. Inspect and clean solution
spray nozizles. Replace
defective units.

Condenser Cirouit

a. Clean condenger water tublng
in the condenser and absorber.
Use nylon brush or other sof't
material.

b. Allow condenser water tubing
to dry to determine if scale
exista. Have scale chemically
tested if necesasary. Acid
clezn if necessary and flush,

Purge System

a. If purge system indicates the
system is not tight, follow
manufacturer’s recomuendations
for removing solution and for
leak testing.

b, Clean purge tank and purge
with water following
steps prescribed by the
mantuf acturer.
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-Changa oil in purge pump wben

it becomes contaminated or

~emul sified.
. Ipspect discharge valve and

cil distributor rubbers; ranew
if necessary.

5. Controls

a.

C.

Check adjustment of pressure-
trvl, restrictor, bigh level
cutout, low temperature
cutout. ’

Check all contrel interlocks
for proper cperation,

Check capacliiy ceontrecl valve,
linkage, and stem., Lubricate
according to manufaciturer’s
instructions. :

GUIDB NUMBER A-27

REFRIGERATION MACHINES
{(Centrifugal and Reciprocating)

Frequency: Annual

Special Instructions: Open and tag
alectric circuits.

Checkpoints:

1. Compresscr

A,

Take sample of oil and have
analyzed for acid and metal
content. ¥Keep report of

analysis with PS Form 4772.

Drain, flush, and cbange oil
in reservoirs including file
ters, strainers, and traps. Do
not change oil in recipro-
¢cating machines unless
contaminated.

Clesn snd inspect main and
auxiliary oil pumps, including
packing, seals, alignment,
pulleys, belts, and couplings.

Check speed increaser; drain
o1l from gear box; flush and
inspect gears for indication
of wear, pitting, and
nisalignment.

Remove hsad from cil ¢oolers;
inspect and elean tubas.
Change oil filteras,

RHefiil oil sump.

Remove access ¢aps bto
compresaor internals znd clean
where possible.

Clean and adjust pilot
positiconer for guide vanes.
Examine bearing for clearances
and wear.

Ciean and lubricate coupling.
Check hot and cold alignment
hetween drive and driven
compressor.

Check zall relief valve rupture
discs.

Test entire system for
refrigerant leaks.

Calibrate and adjust ail
gauges and instruments. Note
that the thermometers which
neasure inlet and outlet
temperature of chilled water
should be calibrated together.
Bo this by placing the sensing
element in a container of
melting ice and water. This
will provide 2 temperature of
329F for eslibrstion

purposes.

Check safety controls for
setting operaticn; tighten
elactrical connections and
¢lean where indicated.

Review manufacturer's
literature for further details
on service required on
compresser.

Perform maintenance on purge
unit in accordance with
manufacturerts instructions.
Leave equipment and ares ¢lean
and free of debris.

M5«1, TL-3, 113086
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2. €hiller

a.

C.

g.

Note chiller performance on
log sheets (inlet and outlet
chilled water temperature and
refrigerant temperatures).

If efficiency is reduced,
inspect for control malfuncwe
tion or sensing element
failure.

Systems requiring minimm or
no raw water make-up should be
drained and inspected only in
emergencies, The pH sthould be
maintained between 7 and 8. To
determine that the system is
tight, disconnect autcmatic
make-up waler gsystem and feed
by hand, ¥Frequency for
¢leaning on such systems
should be once in every five
years, {Note: New installaw
tions shall be cleaned after
one year of operation.)

Clean tubes with nylon brush
or similar material.

Blow tubes free of trapped
water if unit is to be exposed
to freezing temperatures,
Replace heads, installing new
gaskets,

Treat water to control
corrosion.

3. Water«Cooled Condensers

a.

Review log and note condenser
performance hy inlet and
outlet temperatures, head
preasure, and temperature of
refrigerant,

Remove condenser heads,
Remove mud, dehris, scale,
and other sediment collected
during operation.

Clean water hoxes and tube
sheets, Serape and paint with

epoxy.
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e. Clean tuhes with nylon hrush
or other similar material
and inspect for zigns of
corrosion.

f. Blow trapped water from tubes
after cleaning if unit is
exposed to freezing

f{emperature,

g. Replace heads, installing new
gaskets,

h. Chemically test scale, if
necessary.

i. If condenser is chemically
cleaned, neutralize after
cleaning.,

GOIDE NUMBER A28

HEATER, ELECTRIC, IN~DUCT

Frequency: Annual

Vacuum or blow all dust and dirt
from ¢oils,

Remove airflow ohstructioas,
Visually inspect for cracked or
hroken insylators, distorted or
burned coils, and loose
connections; replace as needead,
Inspect operating contacts and
replace if needed.

GUIDE NUMBER A-29%

HEATER, ELECIRIC, BASERCARD

Fregquency: Annual

Remove cover; clean coil, fins,
and cover grille with vacuum.
Chetk electrie connections and
operating contacts; replace

a3 needed,

Check mechanical fastenings to
wall; repair if needed.

Replace cover,
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GUIDE RUMBER A~30

URIT HEATERS (STEAM AND FOT WATER)
?raquencjr: Annual

Chetckpoints:

1. Clean etraiper shead of valve.
Check valve head and seats for
wear and cutting.

2. Replece valve if szeate need
regrinding. Send old valve to
manufacturer for overheul.

3. 3team guality should be examined
for forelgn matter if valves are
peing damaged.

k., Examine pilot iines for dirt.

5. Check steam gaugee.

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

7. Chetk diaphragns for failure.

B. Check binding of valve stem.

9. Clean and adjuet heater deflector
fins and element.

10. Clean fan end lubricate motor.
11. Adjust weighted lever or spring-
gontrol tension.

GUIDE NUMBER A-31
URIT BRATERS (GAS FIRED)

Fregquency: Annual

‘Special Instructions: Open and tag

electric circuit.
Cheokpoints:

1. Clean and adjust heater deflectoer
fins and elament.

2. Clean fan and lubricate motor,

3. Clean burner, chamber, thersiow
couple, and control. (Use a high
sycetion vacuum and/or brush).

4, Adjust pilot or eleoctrice ignition
device,

5. Inapec¢t vent and damper operation,

6. Operate unit and adjust burner.

7. Check operation of safety pilot,
gas shutoff valve, and other
burner saf'ety devices,

GUIDE NUMBER &-32

FIRE DAMPERS (IN DUCT)
Frequency: Annual

Special Inatructione: Fuelble link must
pever be replaced with a plece of wire.
On first inspection, make sure that the
damper 1s not installed backwards. In
2ll cases, the air movepent should tend
to close damper.

Checkpoints:

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

2. If damper is closed, cbeck for
ruptured fusible linke, broken
attachment or hinges, damage,
corrosion, ete.

3. Remove fusible link and ¢heck for
proper rating.

4. Determine that damper is selfw
closing and properly latches.
Adjust if necessary.

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

6. Bach year install new fusible
linka of proper rating and tensile
strength in areas of vibration.

T. Reinetall fusible link (locations
where vibration is not z problem).

8. Close acceee door and check for
wind noise.

GUIDE NUMEER A-33 AND A~-3%

GENERAL MORITORING SISTEM

Special Instructions: 3See current
Maintenance Bulletin for preventive
maintenance che¢klist items, fre-

gquencies, time standards, ete., for OMS
components, Calculate anruwal workhour
requirements and enter on Form 4896-A.
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GUIDE NUMBER E-1

ALARMS: MISCELLANEQOUS, BURGLAR, CIVIL
DEFENSE, TRESPASS, EBTC.

Frequency: Quarterly

Special Instructions: Review epplicable
manulfacturerts inetructions.

Checkpointe:

1. Inspect all terminal contacts,
oonnections, etec., at each station
and recelving point, Tighten or
adjust ae needed.

2. Check source of supply for
availability and reliability,

3. Teet oparation by real or
asgimilated action,

4, fLlean; lubricate if needed. Wipe
of £ exceas,

%. Inspect remotely loceted alarms
for obstruction, damage, etc.

6. Battery maintenance is described
under another guide.

GUIDE NUMBER Bw2
. BATTERY CHARGERS
Frequency: Quarterly

Application: This guide is for chargers
ueed for battery-powered custodial
equipment and items related to bullding
maintenance functiona, including switch
gear and alarm battery chergers.
Special Iastructions: Use ng open
flames, cigarettes, etc., in battery-
cheprging room or area. Review
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panufacturer!s instructione,
tag eleotric clreuits,

Open and

Checkpointa:

1. Check ventilation of charger, and
exposure to moisture or water.

2. Clean accessible interior and
exterior parte. Touch up paint ae
required.

3. Check tightness of electrical
connections including alligator
clips.

4, Inspect wiring and comnections in
charging circuit.

5. Record charger ocutput voltage.

6. Report any deficiencies or need
for repairs.

GUIDE NUMBER E-3
CLOCKS, ELECTRIC, CENTRAL SISTEM
Frequency: Semiannual

Special Instructions: Review manu=-
facturer’s iastructions. This work
should be done in apring and fall when
time is c¢bhbanged from astandard to
daylight-saving and back.

Checkpoints:

1. Clean dirt and dust from interior
- and exterior of cabinet.

2. Adjust relays; check transmieeion
of signai.

3. Tighten contacts and terminal
ecrews.,

#., Burnish contacts if necessary.

5. Perform work suggeeted by
manufacturerte instruction book.
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GUIDE KUMBER E-i
EMERGENCY LIGHTS
Freqaency: Annual

3pecial Instructions: Use ruhber gloves
and apron. Do not spark hattery
terminals or smoke while performing
maintenence. Revlew and follow
sanufacturer's instructions for eycling
hatteries. In some ¢ases it may be
necessary to remove the light from
service and perform the cyeling in a
shop area. Any light that iz removed
must be replaced immediately. In some
cases only the batteries may have to be
ehanged out. (See manufacturer's
instructions.) The checkpoints apply to
wet-cell, dry-cel}l, and gelwgell
batteries uniess otherwize indicated.

Checkpoints:

¥. Inspect for structural defects and
deposits.

2. (lean off corrosion deposits and
epply silicone grease to terminals
{wetwcell).

3. Inspect water level and take
specific gravity reading. If
reading is less than specified by
battery manufacturer, the battery
should be replaced with a freshly
charged one. The old battery
should be cbarged and tested
before digcarding (wet-cell).

*4., Add distilled water to raise
electrolyte t0 proper level {(wet-
cell).

5. Push test butteon and chserve light
operation. {(See manufacturer's
instructions.)

6. Check vent holes {(wetw-cell).

7. Clean exterior with dry cloth.

8. Discopnect unit to operate for 1
1/2 hours. At the end of 1 1/2
hours, the unit must be fully
operational. If the manufacturer’s
instructions recommend cycling the
battery by allowing the unit tg

operate until the lights go out,
leave the unit disconnected beyond
the 1 1/2 hours to complete
eyceling. Reconnect the unit.

9. Record the results of the 1 1/2
hours' duration test on the route
sheet. If the unit did not pess
the teat, replace or repair it.

GUIDE NUMBER E-5
LEAD=-ACID BATTERIES
Frequeney: Quarterly

Application: This guide i1is for
hatteries used on switch gear, control
cirevits, fire siarm syatems, sprinkler
supervisory systems, and i$ransformer
supervisory aystems where the scurce of
DC power muat be reliable.

Special Insteuctions:

1. Use caution in handling the
batteries and electrolyte. The
electrolyte is injurious to the
skin and clothing.

2. Never smoke or carry an cpen flame
in or near the battery charging
area.

3. Wear apron, face shield, and
gloves,

k. Never remove any connecting
cahles or streps while charging or
when there is a possihility of a
loed being on the batteries {this
call cause & spark that may ighite
ever-present hydrogen gas).

Checkpoints:

1. Check as-found wvoltage and
spacific gravity for each ¢ell and
record on Form 4815, Storage
Battery Monthly Report. Check and
record the temperature of twe %o
three ¢ells in each row.

2. When the electroplyte is at the
lowest mark, add dastilled water
to bring it to the proper level.

MS-1, TL-83, 11-30-86
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3. BRaise voltage from charger for 8
"to 24 hours to give the batteries
an equalizing ¢harge. Then, return
. to fioating rate.

4. Cheok as-left voltage and Specific
gravity for each cell and recoprd
on Form 4818 as ahove. Compare
reading with manufacturer's
recommendations.

E. Wipe dirt accumulation from
batteries with disposable eloth
taking care not to drop foreign
matter into batteries.

6. Clean terminals and tighten
connections checking the condition
of wiring.

7. Check condition of hattery tahle
for deterioration. ¥Wooden members
should receive speoial attention
on this inspection.

8. Report any deficiencies for
immediate correction.

GUIDE NUMBER E-6

EDISON, NICKEL~JIRON-ALKALINE
BATTERIES

Frequency: Quarterly

Apprlication: This guide is for
batteries uzed on switch gear, control
circuits, fire alarm systems, sprinkler
supervisory systems, and transformer
supervisory systems where the scurce of
DC power must be reliable.

Special Instruotions:

1. Use caution in handling the
electrolyte; it ia injurious to
the skin and clothing.

2. Never smoke or carry an open flame
in or near the battery room or
area.

3. Wear face shield, apron, and
gioves,
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Checkpoints:

1. {heck and record voltage of entire
battery.

2. Add distilled water to bring
electrolyte up to required level.
Record water added.

3. Cleap batteries removing salt
acoamul ation. Wiping with a clean
disposahle cloth iz usually
sufficient. .

. Check floating charge voltage on
hattery and make reguired
ad justments.

. Check and record specific gravity
on Form 4B15, once per year.

6. Report deficiencies for immediate
correction.

CUIDE NUMBER E«T
i IGHTING, OUTSIDE
Frequency: 1/2 to 2 times per year

Application: This guide applies to
parking lots, streets, loading docks,
and perimeter lighting, and provides
for group relamping and maintehance of
such fPizxtures outside the building. The
frequency should correspond with the
group relamping frequency as identified
in HBK M5-36.

{heckpoints:

1. Open and tag switch.

2. FRemove old lamp and clean f'ixture
ipcluding reflector, refractor,
and globes,

3. Inspect condition of wiring,
contacts, terminals, and sockets.
Look for evidence of overheating.

. Install new lamp and assemble,
checking gaskets for proper seat.

5. Test operation of auvtomatic
switches.

6. Inspect lamp standards and
mounting devices.
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GUIDE NUMBER E-12
LIGETRING PROTECTION

Frequency: Annual

Special Instructions: On first
inspeotion, check that (1} all air
terminals (lightning rods) are

interconnected, (2) at least two down
conductors are installed with their own
ground connection.

Checkpolnts:

1. Inspect air terminals for
corrosion and rigid ettachment to
structure.

2. Examine conductors for corrosion,
strong mechanical Joints which
provide good electrical
conductivity, and loose or hroken
fasteners.

3. Check for lcops, sharp bends {(less
than 8" radius), and frayed
horizontal and vertical
conductors.

4. Check for damaged guards and down
conductors.,

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

6. Test resistance to ground for each
down conductor.

GUIDE NUMBER E«29
MOTORS
Frequency: ainnuzl

sdpplication: This guide 1is for
squirrel«cage, wound-rotor, and syn-
chronous motors in excess of S5 horse-
power. The maintenance speclfied by
this guide is not intended to require
disassembly of the motor. This guilde
does not normally apply to motors rated
less than 5 horsepower on buildaing

equipment. Maintenance f'or these motors
is normally limited to cleaning and
luhrjcation which is accomplished with
the paintenance of the driven machine.

Special Inatructiocns: Open end tag the
elreuit serving motor. Ohtain and
review ganufecturer's instructions.
Give apecial attention to lubrication
procedure as well 28 hruskh and
commutator maintenance,

Checkpoints:

1. Clean motor with a clean rag or
vacuuz. Clean arees otherwilse
inaccessihie, by blowing with
clean, dry air using not more than
30 pounds per square inch
pressure. (lean surfaces and
ventilation passages thoroughly.

2. Visually inspect windiog for
cleanliness. Look for coating of
oll or grease (disassemhly of a
motor for cleaning is normally
beyond the scope of preventive
maintenance).

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

4, Inspect sguirrel-cage rotors for
hroken or loose bars and evidence
of local heating.

5. On wound-rotor and synchronous
motors thoroughly clean the
collector rings and/or commutz-
tors. Inzpect them for roughness
and eccentricity. Examibe hrushes
for fit, free piay, chipped toes
or heels, heat cracks, wear, and
contact pressure.

&. Peprform luhricetion according to
manufacturer?s instructions,

7. 1inspect for moisture and
protection from water.

8. If motor has not been operated for
an extended period, check
insylation resistance with a
megger. If insulation resistance

Ms.1, Thel, 11-30-86
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has dropped, the windings should
be dried out before the motor is
etarted,

§. _Check motor mountings, supportis,
and couplings for tightness or
defects.

1¢. Remove tags and return unit to
service.

~11. Reed load on motor at no load

and/or full lcad and record on
preventive maintenance record.

GUIDE NUMBER E-31

EMERGENCY GENERATORS - GASOLINE OR
NATURAL GAS ENGINES

Frequency: Annual

Special Instructions: Have approved
type fire extinguishers readily
avalleble. Allow RBo open flapme or
smoking in area. Use safety«type fual
cana only. Review panufacturer's
instructions,

Checkpointe:

1. Set distributor point dwell,
Replece points, capacitor, rotor,
and spark plugs after 100 hours of
operation,

2., Set timing and distributor
advance. Timing should be szet at
both idle end operating spead of
generator. .

3. Adjust carburetor and governor for
proper operating speed.

4, Check fuel supply. If fuel is over
9 months old, discard and replace
with fresh fuel. Gasoline
deteriorates with age, =20 a large
supply of fue] should not be
malintained. Prior arrangements
should be made to purchase fuel
locally for emergencies.

5. Change engine coil and filter and
perform other lubrication of
engine and generator.

6. Inspect cooling system for leaks,
air obstructions, "¥* belt
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tension, and proper antifreeze
gsolution. Make nDeeded adjustments,

7. Inspect generetor winding and
clean if needed.

8. Clean commutator and collector
rings; check brush wear znd
tension in accordance with
panufacturer's instructions,

9. Inspect generator heaters.

10. Report needed repairs or observed
defects.

GUIDE NUMBER 2-32
EMERGENCY GENERATORS - DIESEL PONER
Frequency: Annual

Special Instructions: Have approved
type fire extinguishers readily
availskle. Allow no open flame or
smoking in area. Use safety-type fuel
¢ans only.

Checkpoints:

1. Change fuel filters.

2. Inspect and adjust rack on unit
injector or fuel distributor pump
eccording to manufacturer's
instructions.

3. Check governor; adjust for correct
speed,

4, Determine fuel level, drain water
from tank, and inspect for con
tagination, Prior arrangements
should be made for local procure-
ment of fuel in emergencies.

5. Change engine oll and filter and
perf'orm other lubrication on
engine and generator.

6. Inspect cooling system for leaks,
alr obstructions, "V* belt
tension, and proper antifreeze
solution., Make peeded adjustments,

7. Inspect generator winding and
clean if nseded.

8. Clean commutator and collector
rings. Check brush wear angd
tension in accordance with
manuf acturer’s instructions.



Appendix 13~-B {p. 2U)

Operation and Maintenance of Real Property

4. Inaspect geperator heaters.
10. Report any needed repairs.

GUIDE NUMBER E-33

EMERGERCY GENERATORS, ALL TYPES OF
ERGINES

Frequency: Monthly

Aprlicetion: This guide providee for
the operational test of emergency
generators.

Speecial Inetruetions: Check fire
extinguishers rfor location and type.
Allow no open flames or smoking in the
area. Use only approved safety-type
fuel cans, Ontain and review
manufacturer?s instructione and
specifications.

Checkpoints:

1. Drair condensate from hotton of
fuel tank and check fuel Ffor
quantity and contamination.

2. Check engine oill level.

3. Check coolant level and inspect
for leaks, Inspect engine air
tleaner; replace if dirty.

. Teet and determine specific
gravity of sterting batteries,
Clean terminais. Set proper charge
rate af'ter generator hes been
cperated.

&, Egxamine generator for moisture
and/or dirt.

6. BStart and operate unit under full
load for 1 hour. It is important
that the unit be operated under
lead. If a portion of the huilding
load cannot be connected, a
resistance load should be used.

7. VWhile unit is copereting,
thoroughly oheerve operation for
indication of defects or possible
maifunctions.

8. After unit has operated for 50
minutes, log the operation to show
at least the following informa-

tion: engine and gakerator speed
in RPM, operating voliage,
operating amperes, engine
temperature, engine oil pressure,
and hour meter readinge.

g. After unit has been operated,
check lubricant and coolant
according to manufacturer’s
instrucetions to aseure that it
will be ready to operate in an
emergency.

10. Report any needed repeirs or
observed defects.

GUIDE NUMBER E-34
FIRE SUPBRVISORY SIGNALS - TESTING
Fregquency: Quarterly

Special Instructions: The work reguired
hy this procedure may cause the
activation of an alarm and/or e
eupervieory signal., The field office
manager and the control center or fire
department that will receive the alam
and/or signal must be notified prior to
start of work. When feasible, the
position of walves, air pressure,
temperature, or water level being
monitored should be altered to actuate
the signals, Check 2all supervisory
devices for damage, corrosion, and
pitted electrical contactors, Inspect
conduit for loose joints, hangers, and
clamps.

Checkpoints:

1. Valve supervision - turn valve
stem about three revolutions and
chetk for signal. Adjust tamper
device if necessary.

2. Mr pressure supervision:

a. Inspect pressure gauges for
any damage.

b, Tap gauge to see if needle is
Jammed or immovable.

¢. Check for proper air pressure,

MS-1, Ti-4%, 11-30-86
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d. Gradually releese air pressure
and note pregsure at which
pressure switech deactivetes
signal. When necessary, adjust
pressure switch. Hepressurize
systen.

3. Tetperature supervision -
mechanically activete temperature
switches and check for aignal.
ddjust if necessary.

4. Water-level supervision - check
float mechanisam for corrosion and
freedom of movement. Move floet
until signal is received. Adjust
if necessary.

GUIDE NUMBER E-35

AUTOMATIC FIRE DETECTION OR ALARM
DEVICES

Frequency: Semiannusl

wpecial Instructions: The work required
by this procedure may cause the
activation of an alarm and/or e
supervisory signel. The field
maintenance manager and the control
center or {fire department that will
receive the alarmm and/or signal must be
notified prior to start of work. When
it 4is botb feasible and safe, the
environmental conditions Dbeing
monitored should be altered to ectuate
the device. Check sll detection devices
for drainage and proper anchorage.

Checkpolints:

1. Inspect conduit for loose hangers

. or clamps.

2. Ion chamber detectors - activate
alarm with freon aerosol spray or
by blowing smoke near detector.
Test for proper signals. Clean
according to manufacturerts
instructions,

2. Self-restoring temperature
detectors - increase temperature,
or mechanically complete cireuit
and test for proper signals, Make
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adjustments if neceseary (Snap
action or bimetallio strips).

4. |Nonrestorable temperature
detectors -~ check tension on
thermostatic cable. Check
continuity of circuits by use of
teat buttons or by mechanically
completing circuit. Test for
proper signals.

5. Ppeumatic tube detestors - in
locetions susceptible to damage,
check tubing for crimps or damage.
Beat tubing by means of resistance
heater, hot water, ete¢., and test
for proper signals. Adjust release
device and replace diaphragnm if
necessary.

6. Photoelectric detectors - inspect
for proper alignment., Diffuse or
ohstruct the light rays and test
for proper signals. Clean
according to manufacturer's
instructions.

7. ¥Veter flow alamms {(zoned) - open
valve to test pipe or drain pipe
(usually loceted at sprinkler
risers) or open Inspector’s test
valve {loceted et end of most
remote branch line) and check for
proper transmission of signals
from water fiow paddle alarms or
pressure switches. This should be
dope in conjunction witb alem
check valve maintenance (see Guide
Bumber P-23).

GUIDE NUMBER E-36

FIRE ALARM SBYSTEM -~ CONTROL BOARDS
Fregquency: Deily

Checkpoints:

1. Check for proper voltage from
power supply.

2. Check for ground, shorts, and open
faults.

3. Identify and correct any problems
indicated by trouble signals or
test buttons.
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k., Test line volisge on each circuit,
voltage-towground on ungrounded
syetems, and supervisory curreat,
when applicable. Log the readings
and weather conditions.

5. Inapect for hurned ocut indicator
lamps, inoperative targets, amd
all other fypes of supervisory
signals on the control board.

GUIDE NUMBER E-37

FIRE ALARM SYSTEM - RECORDERS
Frequency: Weekly
Checkpoints:

1. Clean recording devices.

2. Check prewound mechanisms., Rewind
if necessary.

3., Examine alignment and tenaion of
pepar tape and supply of tape on
reals. Install new tape when
needed,

¥. Manually move ribbon to prevent
ink from drying (Papermarking
type).

5. Jnspect for legihle punctures or
markings on tape.

€. Check for correct time on time
stamp. HReset if necessary.

GUIDE NUMBER E-38

FIRE ALARM BOXES (MANDAL)

Frequency: Quarterly (Bimonthliy if
nonsupervised)

Special Instructions: The work required
by this preocedure may cause the activa-
tion of an alarm and/or a supervisory
aignal. The field maintenance manager

and the control center or fire departe
ment that will receive the alarm and/or
signal must be notified prior to start
of work. When alarm systems are cofe
nected to nmunicipal systems, test
signals to bde transmitted to them will
be limited to those acceptable to that
autbority. BResults should be recorded
on the route sheet, A different box
should be activated on eacb test,

Checkpointsa:

1. Examine box for damage and leglble
box number,

2. Check external tamper devioes,

3. When practical, remove "Break
Glass” and follow inetructions for
actuating alamm.

5. Confirm that proper signal {(coded
or uncoded) is transmitted to
receiving station (Central Control
Station, Fire Depariment, Police
Department, ADT, ete.).

5. Determine that audible alarms or
signala (loecal or general)
actuated by the alarm box are
operating.

6. Inspect recording register for
leginility, time, code number, and
number of rounds,

7. On systems with shunt
noninterfering or positive
noainterfering circuits, operate
one box and then operate another
box on each dox loop prior te the
completion of the first oycle,
Check for interference at
receiving station or recording
register.

8. BRestore alarm box and acceseories
to normal position promptly after-
each test. This includes
rewinding, resetting, replacement
of tamper devices, ete,
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GUIDE KUMBER 1.-1
ELEVATORS, ELECTRIC
Freqzsency: Anrual (First Month)

Special Instructions: Review
manufacturar's instructicns.

Checkpointa:

1. Door Operation - Clean, lubricate,
and adiust braks, operation of
checks, linkages, gears, wiring,
motor; check keye, setscrews,
contacts, cbains, and cams.

2. Door Closer - Clean, adjust, and
lubricate pivot points, efll
trips, and chacking devices.

3. Selector = Clean, adjust, and
lubricate brushee, dashpots,
traveling cables, chain, brush,
pawl magnets, wiring, contacts,
relaye, tape drive, and broken
tape switch.

k. Capr - Clean, adjust, and lubricate
car door and gate tracks, pivots,
hangers, car grille, astile
channels, and eide and top exits.

5. Levelipg « Clean, adjust, and
lubricate leveling switcbee,
leveling operetion, hoistway
vages, magnets, and inductors.

6. Hoistway Doors - Clean, lubricate,
and. adjust tracks, bangers, and
upthrust.

7. Machines - Inepect brake and brake
drum, drive sheave and motor, worn
and gear backlash, thrust end
play, and any bearing wear.
Hemove, clean, and lubricate brake
cores on DC brakes; clean linings
if necessary; end inspect fop
wear.

8. Miscsllanecus - Observe operation
of signal and dispatching systems.
Inspect compensating chain
hitehes, drum huffers, rope
elamps, alaeck cable switeh,
couplings, keywaye, indicator
dials, and pulleye. Check load-
weighing device and dispatebing
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tire settings. Clean, adjust, and
lubpricate as necessary.
9. FEmergency Light - Check operetion.

10. 0Oil Levsl - Check level in oil
huffer.

11. For elevatore provided with Fire
Fighters Service, initiate Phase 1
Reovall and operata to at least two
floors under Phase 11 Operation.
Log reeulte of this test on
reverse of route sheat.

GUIDE NUMBER i.-2
ELEVATORS, ELECTRIC
Frequency: Annual (Secord Month)

Special Inetpuctions: Review
manufacturer's instructions.

Checkpoints:

1. Door Operation - Clean, lubricate,
and adjuet brake, operation of
checks, linkages, gears, wiring,
motor; che2ck keys, setscrews,
contacts, chains, and cams.

2. Door Closer -~ Clean, edjuet, and
lubricate pivot points, siil
tripe, and checking devices.

3. Selector - Clean, adjust, and
lubricate brushes, dashpois,
traveling cables, chain, brush,
pawl magnets, wiring, contacts,
relays, tape drive, and broken
tape switoh.

4. HRopes - Inspect all fastenings and
ropee for wear and lubrication.

5. Car - Clean, adjust, and lubpicate
car door or gate tracks, pivots,
bangers, car grille, and stile
channels.

6. Car Operating Box - Check, clean,
and adjust contacts, switcbes, and .
lubricete car operating box.

T. Motore and Generators - Clean all
commutatops; rensw or reseat
brushes as necessary. Clean
armatures and motors with blower
or vecuum. Inspect armature and
rotor ¢learances. Check motor and
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8.

9.
10.

11.

motor generator set connections,
change ¢il in bearings, and
jubricate in accordance witb
manufacturar's instructicns.
Miscellaneous -~ Observe coperstion
of signal and dispetehing systems.
Inspsct drum buffere, rope clamps,
siack cable switch, coupling,
shaft, keyways, indicator dials,
and pulleys. Clean, adjust, and
lubricate as necessary.

Emargency Light = Check operation,
01} Level = Check level in olil
buf'fer,

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

GUIDE NUMBER iL~3

ELEVATORS, ELECTRIC

Frequency: Annual {Third Month)

Special Instructions: Review
manufacturer's instructions.

Checkpoints:

1.

Poor Operation - Clean, lubricate,
and adjust brake, operaticn of
checks, linkages, gears, wiring,
and metor; cbeck Keys, setsorews,
contacts, chains, and cams.

Deor Cleoser - Clean, adjust, and
lubricate pivot polnts, =111
trips, and checking devices.

Guide Shoes = Lubricate guide shoe
stems; adjust if necessary.

Car = Teet alarm bell syetenm.
Clean light fixtures. Inspect,
clean, and adjust retiring cam
device, cbain, dashpots,
commutators, brushes, cam pivots,
fastenings. Test emergency switch
{ground case if necessary).
Inspect safety parts, pivots,
setscrews, switoches, ete. Check

8.
9.

10.

adjustment of car shoee or roller
guldes; adjust if necessary. Clean
and lubricste car gate tracks,
pivote, hangers, car grille, and
stile channels.

Selector - Clean, adjust, and
lubricate brushes, dashpote,
traveling cables, chain, brush,
pawl magnets, wiring, ccntacte,
relays, tape drive, and broken
tape switch.

Controllers = Clean witb blower;
check alignment of switches,
relays, timers, hinge plns, etc.
Adjust and jubricate. Check all
condensers, resistance tubes,
grids, fuses, bolders, and all
cotitroller connectlons.
Miscellaneous = Cbserve operation
of aignal and dispatching systems.
Inspect drum buffers, rope c¢lampe,
slack cable switch, ccouplings,
shaf'ts, keyways, etc, (lean,
adjust, and lubricate as
neceesary.

Fmeprgency Light = Cbeck ¢peration.
0il Level = Check level in oil
buffer.

For elevators provided with Fire
Fighters Service, initiate Pbase I
Recsll and operate to at least two
floors under Phase II (Operation.
Log results of this test on
raeverse of route sheet.

GUIDE NUMBER L-4

ELEVATORS, ELECTRIC

Frequency: Annual (Fourth Month)

Special Instructions: Review
manufacturer's instructions.

Checkpolints:

1.

Door Operation - Clean, lubricate,
and adjust brake, operation of
checks, linkages, gears, wiring,
and motor; chaeck keys, setscrews,
contacts, cbains, and cams.

MS.1, TL.&, 11-30.86
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s

10.

11.
12.

13.

Door Closgr - Clean, adjust, and
lubricate pivot points, aill

trips, and checking devices,
Selector ~ Clean, adjust, and

lubricate hrushes, dashpots,
traveling cablea, chain, brush,
pawl magnets, wiring, contacte,
relays, tape drive, and broken
tape switoch.

Leveling - Clean, adjus%, and
luhricate leveling switchee,
leveling operetion, hoistway
vanes, and magnets or inductors,
Car - Clean, adjust, and lubricate
car door or gate tracks, pivots,
hangers, ete.

Machine ~ Inspect worm amd gear
backlash, thrust end play, and any
bearing wear in machine.

Hoistway Doors « (lean, lubricate,
and adjust tracks, hangers, and
upthrust.

Pit - Lubricate compensating
sheave; inspect hitochee; chasck oil
level in huffers; inspect governor
and tape tenaion sheave
fastsnings; empty and clearn oil
drip pans,

Sheaves - Inspect sheaves to
ensure they are tight on shafta.
Sousd spokes and rim with hammsr
for coracks. .

Miscellaneous - Observe operation
of aipnal and dispatching systems,
Inspect compensating chain
bitches, drum buffsrs, rope
elamps, slack cable switeh,
couplinga, shafts, keywaya, ete.
Clean, edjust, and lubricate as
necessary.

Emergency Light - Check operation.
0il Level - Check level in oll
huffer,

For slevatorsa provided with Fire
Fighters Service, initiate Phase I
Recall and operete Lo at leest two
floors under Phase II Operation.
Log results of thia test ob
reverse of route sheet.
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GUIDE NUMBER l~5

ELEVATORS, ELECTRIC

Frequency: Anmual (Fifth Month}

Special Inetructions: Review
manufacturerta Iinstpuctions,

Checkpoints:

1.

Door (Operation -« Clean, lubricate,
and adjiust brake, operation of
checks, linkages, gears, wiring.
and motor, check keys, operation
of cama, rollers, ete. Inspect
electronic detector chassie,

Door Closer - Clean, adjuet, and
lubricete pivet points, faeten-
ings, checking deviess, and sill
tripa. Cbserve operation of
checks, interlocks, ete. Adjust as
necessary.

Selector - Clean, adjust, and
lubricate brushes, dashpots,
treveling cables, chain, brush and
pawl magnets, wiring, contacte,
relays, tape drive, broken

tape switech, and traveling nut and
gears.

Car -~ Clean, adjust, and luhricate
car door or gate trecks, pivots,
hangers, ete.

Ropes - Inepect all fastenings and
ropes for wear and lubricetion.
Inspect all rope hitches and
shackles and equalize rope
tension.

Hall - Inspect hall button
contacts, apringsa, and wiring.
Clean and lubricate.

Motors end Generators - Clean all
commutators; renew or reseat
brushee if neceasary.
Mjscellaneous - Chserve operetion
of signal and dispatching systems.
Inapect drum buffers, rope clamps,
slack cable switeh, couplings,
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shafts, keyways, eto. (lean,
adjust, and lubricate as
netessary.

§. Emergency Light - Cheok operation.

10. 04l Level - Check lavel in oil
buf fer.

41. For elevators provided with Fire
Fighters Service, initiate Phase I
Recall and operate tc at least two
floors under Phase 11 Operation.
Log results of tbis test on
reverse of route sheet.

GUIDE NUMBER L~6
FLEVATORS, ELECTRIC
Frequency: Annual (Sixth Month)

Special Instructions: Review
manufacturer's instructions.

Checkpolnts:

1. Deoor Operation - Clean, luhricate,
and adjust brake, operation of
checks, linkages, gears, wiring
and motor. Check keys, setscrews,
oontacts, chains, and cams.

2. Door Closer - Clean, adjust, and
Jubricate pivot points, aill
trips, and checking devices.

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

4., Car - Test alarm bell and
communication system. Clean,
adjust and lubricste car gate
tracks, pivots, hangers, etoe.
Clean jight fixture. Test
emergency switcb. Inspect, c¢lean,
and gdjust retiring cam devices,
chain, dashpots, commutator,
brushes, cams, pivots, fastenings,
ete. Inspect safety parts, pivots,
set~screws, and switcbes. Check
clearance of car and safety shoes;

adjust as necessary. Test all
safety devices. Check car
anclosure steadying plates.
Inspect stile channels for bends
or eracks, alse car frame, cams
and supports. Inspect gate upe
thrust, sill groovea, bottam
guides, ete, Clean and adjust as
reguired, Lubricate moving parts
of door or gate, pivot points,
sheaves, guldes, and track.

5. Miscellaneousz - Obserwve operstion
of signal and dispatching systems.
Ingpect drum buf'fers, rope clamps,
slack cable switoh, couplings,
shafts, keyways, etce. Clean,
adjust, and lubricate as
necessary.

6. ©PEmergency Light - Install new dry-
cell battery, and check operaticn.

T. 01l Level - Check level in o¢i]
buffer.

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

GUIDE NUMBER L-T

ELETATORS, ELECTRIC
Frequency: Annual (Seventh Month)

Special Instructions: Review
manuf'acturerts instructions.

Checkpointa:

1. Door Operatlion « Clesn, lubricate,
and adjust brake, operaticn of
checks, linkages, gears, wiring
and motor. Check keys, set.
screws, contacts, chains, and
cams.,

2. Door Closer - Clean, adjust, and
lubricate pivoi points, siii
trips, and checking devices.

MBw-1, TiLwld, 113086
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3.

§,

10.
11.

12.

Selector - Clean, adjust, and
lubricate brushes, dashpots,

‘traveling cables, chain, brush and
pawl magnets, wiring, contacts,

relays, tape drive, and broken
tape swltch.

lLeveling - Clean, adjust and
lubricate leveling switches,
leveling operstion, hoistway
vanes, and magnets or inductors.
Hnistway - Examine guide rails,
cams, fastenings, and
counterweights, Inspect and test
limit and terminal switches.
Hoistway Doors - Clean, lubricate,
and adjust tracks, bangers, and
upthrust.

Car « Clean, adjust, and lubricate
car door or gate tracks, pivots,
hangers, etc.

Machine « Inspect worm and gear
backlash, thrust end play, and any
bearing wear in machine.
Mizcellaneous - Inspect drum
buffers, rope clamps, slack cable
swltch, coupling, shaft, Xeyways,
eto. (lean, adjust, and lubricate.
Observe operation of signal and
dispatching system. Check
compensating chain hitches.
Lubricate indicator dials and
pulleys. Clean car grille and
stile channels. Check loadw
weighing device and dispatching
time settings. -

fmergency Light - Check operation,
011 Level « Check level in oil
buffer.

For elevators provided with Fire
Fighters Service, initiate Phase I
Recall and operate to at least two
floors under Phsse 1l Operstion,
Log results of this test on
reverse of route sheet.

GUIDE NUMBER L-8

ELEVATORS, ELECTRIC

frequency: Annual (Eighth Month)

MS.1, TL~%, 11-30-B6

Special Instructions: Review
panulfacturer’s instructions.

Checkpoints:

1.

1Q.
11,

12.

Door Qperation - (lean, lubricate,
and adjust brake, operation of
checks, linkages, gears, wiring,
and motor. Chetk keys, selscrews,
¢contscets, chailns, and cams.

Door Closer - (Clean, adjust, and
lubricate, pivot points, sill
trips, and checking devices.
Selector - Clean, adjust, and
lubricate brushes, dashpots,
traveling cables, chain, brush
and pawl magnets, wiring,
contacts, relays, tape drive, and
broken tape switch.

Car - Clean, adjust, and lubricate
car door or gate tracks, pivots,
hangers, ete.

Motors and Generators - Clean all
motor commutators; renew or reseatl
brusbes if necessary.

Ropes - Inspect all fastenings and
ropes for wear and lubrication.
Car Operation Box =~ Check, clean,
and adjust contacts and swltches;
lubricate car operating box.
Travel Cable « Inspect insulation,
hanging, and junction box
connections.

Miscellaneous = Obsterve operation
of signal and dispatching system.
Inspect drm buffers, rope clamps,
slack cable switch, couplings,
shaf'ts, keyways, etce. Clean,
adjust, and lubricate.

Fmergency Light « Check operation.
0i1 Level - Check level in oil
buffer.

For elevators provided with Fire
Fighters Service, initiate Fhase 1
Recall and operate Lo at least two
floors under Phase 1l Operation.
Log results of tbis test onr
reverse of route sheetb.
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GUIDE NUMBER L~9
ELEVATORS, ELECTRIC
Frequency: Annual (Ninth Month)

Special Instructions: Review
panufacturer’s instructions.

Checgpointe:

1. Door Operation - Clean, lubricate,
and adjust brake, operation of
checks, linkages, gears, wiring
and motor; check keye, setscrews,
contacte, cbains, and cams.

2. Door Closer - Clean, adjust, and
lubricate pivot points, sill
trips, and checking devices.

3. Selector - Clesn, adjuet, and
Jubricate hrushes, dashpots,
treveling cables, chain, brush and
paw) magnete, wiripg, contacts,
relays, tape drive, and broken
tape switeh.

k. Cobntrollers -~ Clean with blower,
Check alignment of switchee,
reiays, timers, hinge pins, ete.
Adjust and lubricate; check all
resistance tubes end grids; oheck
0il in overload relays, settings,
and cperation of overloads, Clean
and inspect fusee, holders, and
all contreller connecticons,

5. €ar - Test alarm bell and
copmunication syetema. Clean,
adjust, and lubricate cer gate
tracks, pivols, hangere, ete,
Clean light fixture. Teet
emergency switeh. Inspect; clean,
and adjuet retiring cam device,
c¢bain, dashpots, commutator,
brushes, cams, pivots, fastenings,
ete. Inepect safety parts, pivols,
setscrews, switeh, ete. Check
adjustment of car shoes or roller
guides; adjust if becessary.

6. Emergency Light - Check operetion.

¢il Level - Check level in oil

huf'fer,

—3

§. For slevatore provided with Fire
Fighters Service, initiate FPhase I
Recall and operate to at least two
fleoors under Phase I1 Operation.
Log results of this test on
reverse of route sheet.

GUIDE NUMBER L-10
BELEVATORS, ELECTRIC
Frequeney: Annual (Tenth Montb)

Speciat Instructions: Review
manufacturer’s instructions.

Checkpointa:

1. Door Operation - Ciean, lubricate
and adjuet brake, operetion of
checks, linkages, gears, wiring
and motor; check keys, setl-
screws, contacts, chains, and
cams, :

2. Door (loser - Clean, adjusi, and
lubricate pivol pointe, =ill
tripe, and cbecking devices,

3. Selector - Clean, adjust, and
Jubricate brushee, dashpots,
fraveling c¢ablee, chain, brush and
paw] magneis, wiring, contacts,
relays, tape drive, and broken
tape switch.

, Car - Clean, adjust, and lubricate
car door or gate irecks, pivots,
haugers, eic,

5. Leveling - Clean, adjust, and
Jubricate leveling switchee,
leveling cperation, bolstway
vanes, and magnete or inductors.

6. Machine -~ Inspect worm and gear
backlash, tbrust end play, and eny
bearing wear in machine.

7. Holistway Doors - Cleen and
lubricate tracks, chains, sheaves,
hangers, check upthrust and adjuet
if necessary. Fill and adjust
checks. Check bottom gibs, struts,
8ills, headers, and fastenings.
Adjust door contacts as required.

MSw1, TLek, 11-30-86
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,..:w_-__ 8.

8.

10.
H.

12.

Pit « Inspect governor and tape
tension sheave fastenings. Empty

.and clean drip pans. lLubricate
-compensating sheave and inspect

hitches.
buffers.
Miscellaneous - Observe operation
signal and dispatching systems.
Inspect drum buffers, rope clamp,
aslack cable switch, couplings,
shafts, keywaya, etec. Clean,
adjust, and lubricate.

Fmergency Light - {heck operation.
0i) Level ~ {heck level in oi]
buffer.

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

Check oil level in

GUIDE KUMBER i~11

ELEVATORS, ELECTRIC

Frequency: Annual (Eleventh Month)

Special Instructions: Review
manufacturer's lnostructions.

{heckpoints:

1.

Door Operation - Cleen, lubricete,
and adjust brake, operation of
checks, linkages, gears, wiring,
and motor; check keys and
operation of cams, rollers, ete.
Door Closer - Clean, adjust, and
lubpicate pivot points, faetefn.
ings, checking devices, and s$ill
tripa. Obzeprve operation of
checks, interlocks, ete., and
adjuat as necessary.

Selector -« Clean, adjust, and
lubricate brushes, dashpots,
traveling cables, chain, brush,
wiring, contacts, relays, tape
drive, broken tape switch, and
pawl magnets. Ingpect traveling
puts and gears for wear.

M8-1, TL-4, 11-30-86

9a

10.

Ropes ~ Inspect all faatenings and
ropes for wear and lubrication.
Check al)l ropes, hitches, and
shackles; egqualize rope tenaion.
Car -~ Clean, edjust, and lubricate
car gate tracks, pivota, hangers,
ete,

Motors and Generators - Clean all
commutators; renew or reseat
brushes 38 neceasary.
Miscellanecus - Observe operation
of sigpal and dispatching systems.
Ingpect drum buffers, rope c¢lamps,
siack cable switch, coupling,
shafts, keyways, etc. Clean,
adjust, and Jubricate.

Emergency Light - Check operation.
¢il Level - Check level in oil
puffer.

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

GUIDE NUMBER l1~12

ELEVATORS, ELECTRIC

Frequency: Annual (Twelfth Month)

Special Instructions: Review
manyfacturer!'s instructions.

Checkpoints:

1.

Door Operation - Clean, lubpricate,
and adjust brake, operation of
checks, linkages, gears, wiring
and motor; check keys, set-
seroews, contacts, chains, and
cams.

Door Closer - Ciean, adjust,
Jubricate pivot points, sill
trips, and checking devices.
Selector - Clean, adjust, and
lubricate brushes, dashpots,
traveling cables, chain, bprush
and pawl magnets, wiring, cone
tacts, relays, tape drive, and
broken tape switch.

and
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B,

5.

Guides -~ Luhricate wheel bearings
{roller guidee) as neceesary.
Car ~ Clean, adjust, and lubricate
car gate tracks, pivots, hangers,
ete. Teet alarm bell and communi.
cation system. Clean light fixe
ture. Test emergency switch.
Inspect safety parts, pivots, set-
sorews, and switeh. Check adjust-
ment of car shoes or roller
guides. Inspect stile channels for
bends or aracka, salso car frame,
cams, and supporte. Inspect gate
or door upthruet, aill grooves,
and bottom guidea. Check pivot
points, sheaves, gujidesa, and
tracks for wear.

Miscellaneous - Tnspect drum
buffers, rope clamps, slack cable,
switeh, coupling, shafte, keyway,
ete. Clean, adjust, and lubricate.
Ohserve operation of signal and
dispatehing aystem.

Pmergency Light - Install new dry-
cell hattery and check operation.
0il Level - Check level ip oil
buffer.

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

GUIDE NUMBER L-13

ELEVATORS, HYDRAULIC

Freguency: Mobthly

Special Instructions: Review
manufacturer?’s instructions.

Checkpointa:

1.

Observe operation of elevator
throughout its fuil range and at
all floors it serves to test
controls, safety devicee,

5.

6.
7.

leveling, releveling, and othepr
devices, If creeping is excessive,
determine cause and correct it.
Check opening and closing of
doora, gates, the indicatore in
gab, and at esch floor.

Inspect interior of car. Test
telephons, rormel and exergency
lights, fan, emergency call system
or alarm, miscellaneocus hardware,
certificate and holder, control
panel, emerpgency light, etco.
Inspect holstway and pit. Clean
and lubricate equipment as
required.

Test mechanism. Ohserve operation
of motor and pump, oil lines,
tank, controls, plunger, packing;
check oil level, etc.

Test manual and emergency ¢ontrol.
Report any needed work you cannot
do.

For elevators provided with Fire
Fightere Service, initiate Fhase I
Recall and operate to at leest two
floors under Phase II Operation.
Log resuits of this test oo
reverse of route sheet.

GUIDE NUMBER L-14

ELEVATORS, HYDRAULIC

Freguency: Annual

Special Inatfuctiona: Review
manufacturer's inatructions.

Checkpointa:

1.

2.
3v

Thoroughly clean the mechanism,
hoistway, pit, top and hottom of
cah, etc.

Make annual inepection and test.
If posaible, the above shall
colincide with required USPS annual
inapection of the elevators and
iasuance of Form 274, lertificate
of Inspection.

MS«1, TLw#, 11-30.86
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GUIDE NUMBER L-15

ESCALATORS

Froguency: Weekly

Checkpoints:

1-

L B
»

Ride escalator. Cheok operation
for smoothnese, wunusual vibration
or noise, condition of handrails,
ete,

Inspect comb plates at both ende
of esczlator for broken teeth and
¢heck for proper clearance between
combs and step treada. Check for
broken step treade.

Check clearance betwaen stepe and
skirt panal. lLook for anything
(loose trim, screws, or bolts)
that oculd anag or damage
clothing or cavse injury. Check
oparation of handrail brushes,
Clean escalator machina space.
Lubpicete step rollers, step
chain, drive geare or chains,
handrall drive chains, ete.,
according to manufacturer's
instpuctions, CObserve gears and
chains for signs of wear,
misalignment, etc. Adjust as
required, ’

Check motor for signe of
cverheating,

Inspect controller for looze
leade, burned contects, ete.
Repair as pequired.

Clean handrails ae reguired.
Check escalator lighting. Replece
bulbe as reguired.

GUIDE NUMBER L-16

ESCALATORS

Frequancy: Annugal

Checkpoints:

1.

. Set up dbaprricades and signs

directing people to atairs or

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

elevatore. 3Spread tarps on floor
&t lower end of eacalator.

Remove steps as reguired to
provide clesr accese fo escalator
pan, and place stepre on tarp.
Starting in the msohine space,
thoroughly clean escalatopr,
working frow top to bottoum,

Clean all tracks and check for
wear or pippling. File tracke if
roquired, Check all step and chain
rollers. Adjust step and chain
roller upthrust as required.
Léjust tranefer bara or guides, or
replace a3 neceesary.

Remove upper panel on eachb side of
escalator, taking care not to
scrateh or gouge panel. Check
handrail tension device and
bandrall drive assembly. Adjuat
and lubpicste as required,

Check operation of all safety
devices including ekirt switches,
handrail switches, broken chain
switches, Jower wnit tension
devicee, ete,

Uptbrust Safety Switches:

a. Open and lockout the main
disconnect,

b. Clean all four uptbrust safety
switches, e

¢, Ceomnect a circuit continuity
tester, suchb as an chameter,
across tba safety control
circuit, Operate each switcb
and note if continuwity is
lost.

4. Lift up on the riser of the
etep located on the lower
curve eo that tbe atep comss
into contact witbh the upthrust
track. Determine that the
sef'ety circuit contipuity is
brokan and is reestablished
when the efep riser is
released, Thia will confim
the mechanical integrity of
the upthrust device as well as
its electrical function witbin
the electrical control
cfrcuit,
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8. PFollow manufacturer's reccumenda-
tions for luhrication.

9. Perform znnua) work as prescribed
by the manufacturer.

10. HReassemble entire unit, thoroughly
cleaning steps, and check for
broken treads as steps are
repleced. Check entire unit for
proper running clearances. Reshim
stepe ae required.

11. Submit condition report to super~
visor listing any major repairs
required so thet needed perts can
be opdered and work scheduled.

GUIDE NUMBER L-17
ELEVATORS, SIDEWALK

Frequencey: Monthly

S8pecial JTanetructions: Review
manufacturer's inetruotions. Use
suitable barricade for sidewalk
opening.

Checkpolnts:

1. {Uperate elevator through full
range and at the levels served to
test controls, safety devices,
leveling, raleveling, and other
devices, If creeping is exceesive,
determine causge and correct.

2. JInspect opening and closing of
sidewalk doors. Clean cam(s),
moving parts, boistwey, pits, ete,
Lubricete as required.

3. Test emergency etop switch and
signal bell or alarm.

4, Examine operating mechanism,
motor, motor controls, pump, oil
lines, valves, tanks, stc.

5. FRaport any deficiencies found
during scheduled maintenance.

GUIDE NUMBER L~-18

WINDCW WASHING SCAFFOLD, POWER
OFERATED

Frequency: Quarterly

Speoial Instructions: Review
manufacturer's instructions.

Checkpoints:

t. Inapeet struetural features on
roof. Hemove any obstructions from
the track and fram, on, or near
the garage.

2. Inspect roof car, pletform, eteps,
wire mesh panels, gate, binges,
bardware, etc,

3. Observe operation of drive moter
and mechan]sm, brake, cable, reel,
drive, wheels, guide rollers, etc.
Adjust as necessary.

4. Examine telephone cable reel and
make a teet call.

5. Inspect operation of alectiric
controller, direction switches,
inching buttons, protective

~devices, limit switches, position
interlocks, locking pins, and
sockets, eto. Adjust as necesgary.

6. Check operation of manual and/or
emergency contrels, handerank,
motor disengagement, brakes, and
other devices, Adjust a= neces.
SATY.

7. Inspect fresh water and wash water
tanks, pipe lines, drains, inspec-
tion or sccess openings and
covers, etc. (Tanks should be
emptied and washed out after use}.

8. Test operation of scaffold frem
low to high position and along
track to essure safe operation and
test operetion of all control
devices, limits, interiocks, ete.

MS=-1, TL-&, 11=30-86
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9. Inspect hoiet ropes for worn,
frayed, or broken etrands.

10. Perform any work prescribed by
manufacturer that is not indicated
here.

11. Perform jubrication.

12. Clean, wire brush, and touch up
paint as required.

GUIDE NUMBER L-19
DUMBWAITERS
Frequency: Quarteprly

Special Instructions: Refer to manue
facturer's literature. Open and tag
electric circuita.

Checkpointa:

1. Inapect and clean holietway. Remove
trash from pit.

2. Exsmine sheaves, cable, countep-
weight, ete. Look for loose bolte,
misalignment, weak or improper
cable fasteners, etc., Make safety
or reliabllity teets if anything
questionable is found.

3. Egxamine car for structural fea-
tures, eppearance, need for
attention, surface condition,
condition of paint, ete.

4. On hand-powered units, examine
cable pulls for loosge strands,
sharp edges, rough surfaces, or
otber potential hazards.

5. Inspect power unit, motor
controls, and all acceesories.

6. Check all indicators, lights,
puilt's~eyes, controls, safety
devices, etc.

T. Comply witb lubrication scheduled.

8. Report all deficiencies and needed
repairs.

GQUIDE NUMBER M~}
AIR COMPRESSORS

Frequency: Annual
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Special Inetructions: Review
manufacturer's instructions.

Checkpointa:

1. Test tbe pressure gauge(s) and
cutout and cut-in preesure, Use
teat gauge ito test accuracy of
gauge on machine, Gauge should be
within 10%.

2. Check safety valve.

3. Tenk to be inapected and tested by
qualified inspector.

4. On two-stage compressor{s), check
intermediate pressure.

5. lListen for knocke, and inapect for
mechanical failures. Report any
leaks to supervisor.

6. Test compreseion; correct or
repalir as necessary.

7. On water-cooled compreasor(s)
check for incrustation or
excessive corrcsion.

8. Clean moisture traps in systesm.
Checkk operation of timed-moisture-
release system, if so equipped.

9. tChange o0il in crankcase.

10. Check controle, belts, pulleys,
alignment, ete.

11. Check zir-cooled beat excbanger.

12. Check motor, bearings, starting
awitches, controller, pressure
switches, etce.

13. Clean equipment; toueb up or
repeint as required.

14, Comply with lubricetion achedule.

GUIDE NUMBER M-2

LAWNMOWERS AKD EDGERS
Frequency: Every S0 Opereting Hours

Application: Gasoline~powered, hand-
operated, rotary mowers and edgers.
Maintenance should be scheduled after
every 50 hours of operetion or twice a
season. Routine delly lubrication
should be accomplished by operator,
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Checkpoints:

1. <{hange engine oil {Note: oil
skhould be changed and gasoline
drawn et end of season prior to
laying up unit for winter}.

2. Service air and fuel filters.

3. 3Sharpen or replace cutting blade.

4, ¢Clean and gap or replace spark
plug.

5. Inapsct unit, clean debris from
cooling air passages, and make
othar needed adjuetments.

GUIDE NUMBER M-3

SWEEPERS (GASOLINE)
Frequency: Every 50 Operating Hours

Special Inetructione: Review manu-
facturer's maintenance recommendations.

Application: Gasoline~ or gas-powered
riding type sweepers used in driveways,
pariking lots, sidewalks, ete. BPaily
lubrication should be accomplished by
the operator.

Checkpoints:

1. Change ol] and change or ¢lean
filter, as appropriate, every
Tifty opereting bours.

2. Service zir and fuel filters.

3. Insapect engine, ¢lean cooling air
passages.

4, Clean and gap, or change svark
plug.

5. Check oil level in gear boxes.

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

T. Adjust brakes, brushes, and
-operating mechaniemns as recom-
mended by the manufacturer?s ’
instructions,

8. 1Inspect entire unit and make or
report needed repzirz.

GUIDE NUMBER M-4

TANKS, FUEL OIL STORAGE

Frequency: Every § Years

Checkpointe:

1. Prior to end of heating season,
edjust oil deliveries so oll will
be nearly consumed.

2. Remove manhole.

3. Pump oil tank down to within 6" of
bottom of tank.

¥, Pump sludge from botitom of tenk
and flush and dispose of by
approved method. A vecuum truck
may be required to remove and
dispose of sludge.

5. Disconnect beating coll; remove
from tank and clean.

6. Examine tank for leaks; check
condition of piping connections.

7. Clean and adjust oil transfer
pups {oll- or steam-driven).

8. FExamine, clean, and adjust

- operation of strainers, traps,
control valves, oil-flow meter,
oll tempereiure, and pressure
gauges.

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

GUIDE NUMBER M.5

PAPER BALERS
Freguency: Annual

Special Instructions: Open and tag
electric awitcbes.
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e Checkpointas:

1.

2.

3.

4.
5.

. Dust or wipe clean all parts of
. machina., Examine atruoctural

featuras,

Biow out electric motor. Inspect
atartar, contrcla, push button,
upper and lower limit switch, etc.
Clsan and adjust as required.
Check drive unit, mechanical
features, and all moving parts.
Comply with lubrication schedule
recommended by manufacturer.
Adjust operating mechanis=m,

GUIDE NUMBER M-6

INCIRERATOR

Frequency: Annual

Cheokpoints:

1.
2.
3.
5.

10.

it.

Thoroughly clean furnace, ash pit,
grates, etc.

Remove fiy ash and soot from fluew
gas passages,

Examine furnace. Replsce hurned or
damaged perts.

Inspect for loose, brokeh, or
nissing refractory or fire brick,
Examine all doors, inaspect and/or
clean out porta. Make them fit
properly and stop any air leaks
arcund them.

Check uptakes or connections teo
stack or chimney. Hemove dirt,
fly-ash scale, stc,

Examine dampers for condition and
freedom of motion.

Examine structure and supports.
Look for warped or sagging
members, cracks, or other
indications of weakness.

Check charging chute, frame,
cover, etc. Replace broken,
migsing, or dsfective parts.

Check all instruments, gauges,
ste,. Teat for proper coperation.
Repalr any damages or missing
Insulation.

MS-1, TN, 113086

ig.

130

14,

Inspect stack or chimpey for
holes, cracks, or deterioration.
Inspect spark arresator or screen
on top of stack. Repair holes or
raplace.

Touch up or paint as required.

GUIDE NUMBER M~7

DOORS, POWER OPERATED

Frequency: Semiannual

Application: Warehouse or jarge
overhead doors.

Special Inatructions: Review
manufacturerts instructions.

Checkpointa:

1.

Inapect general arrangement of

" door and mecbanism, mountings,

guides, windlocks, anchor bolts,
counterbalances, weather
stripping, ete, Cilaan, tighten,
and adjust as required.

Operate with power from atop to
stop and at intermediate
positiona. Observe performance of
various components, such as brake,
limit switches, motor, gsar box,
etc, Clean and adjust as peeded.
Check operation of electric eye,
treadle, or other copersting
devices,

Check manual operation. KNote brake
releaze, motor disengagement,
functioning or hapnd pulls, cbains,
aprockets, clutoh, ete.

Examine motor, startepr, push
putton, etc.; blow cut or vacuum
if needed.

Inspect gear box; change or add
oil as required.

Perform required iubrication.
Clean unit and mechanism
thereughly. Touch up paint where
needed.
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GUIDE NUMBER M-8

DOOR, POWER-UPERATED MAIN ENTRANCE
AND DOCK

Frequency: Querterly
Checkpoints:

1. Check aiignment of door and
mechanism. Inspect mountings,
hinges, mats and trim, weathep
stripping, etc. Replace, tighten,
and adjuet as required.

2. Operate with power, cbserving
operating of ectusting and safety
mats, door speed, and checking
functions.

3. Cheek manua) operation,

4. Tuspect power unii, add oil, and
tighten hydrsulic lines as
required,

5. Check operetion of control board
relays; c<lean, replace, and adjust
contacts as reguired.

8. Inepect door operating unit,
tighten lines, apnd adjust as
required.

7. Clean and lubricete door pivot
points.

8. Report any needed repairs.

GUIDE NUMBER M9
DOORS, MAIN ENTRANCE
Frequency : Sqmiannual

Application: Entrance doors wused in
main entries to buildings where a
poorly operating door msy be dangeroua
and cause congestion.

Checkpointa: {for hinged doore)

1. Inspect the frame and supporting
structure.

2. Inspeci hardware: hinges, latch
keeper, lock, ete. Apply grephite
where needed; wipe off excess.

3. Inspect glass, puittiy, or retaining
pleces. Correct any deficiencies,

k. Operate door to observe
functioning of check. Adiust and
service as needed.

5. Touch up paint as needed,

Checkpoints: (for revolving doors)

1. Remove obstructions and clean out
track.

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

3. Inspect locking device; adjust as
needead.

4. C(lean pivot points and apply
graphite.

%. Inspect felt or rubber seals,
Report needed repalirs,

6. Touch up paint as required.

GUIDE NUMBER M~10
LCADING RAMES, ADJUSTABLE
Frequency: Quarterly

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

Checkpoints:

1. Inspect structural features,
framework, support members, anchor
bolts, pit, platform, ete. Examine
condition of bumper. Dopes it
protect ramp properly?

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

3. Inspect motor, controls, starter,
push buttonts, solenpids, ete,
Ciean, adjuel, and lubricale as
neceszary. Be sure disconnect
switceh can be locked.

. For hydreulic unitis:

a. Inapect coupling, pump,
control valvee, piping, relief
valve, reservolr, fill pipe,
cap, vents, etce. (lean,
adjust, and lubricate as
needed.,
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k. Inspect cylinder, ram, packing
glands, etc. Add or renew
packing as reguired,

-¢. Change c¢il as reguired.

For sleotromechanical unlts:

a. Clean and inaspect coupling,
reduction gear, sprockets,
¢hain, gear trains, screw and
lever, and/or other mechanical
features. Look for misaligne
ment, loose bolts, evidence of
binding or wear, excessive
clearance, etc, Tighten as
necessary.

b, Examine lubrication devicea.
Bervice 1f required.

¢. Test operation of ramp in all
directions ugsing a load if
possible, Epsure that ramp
holds and does not creep when
load is applied or removed.
Adjust if necessary.

d. Check manual operation, power
disengagement, ete,

e. Lubricate as required.

GUIDE NUMBER M-11

FIRE DOORS -~ STAIRWELLS AND EXITWAYS
( SWINGING)

Freguency: Quarterly

Checkpoints:

1,

2.

Retiove all hold-open devicea
except approved smoke or magnetic
operated releases,

Check bang and swing for close
fit. Doors must latch on normal
closing cycle and have a neat fit.
Remove any obstructions that
retard full swing or movement of
door.

Test operation of panic bardware.
Inspect door coordinates on pairs.
Check operation of any szpecial
devices such as smoke detectors or
mzgnetic door releases,
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7. Inspect door for damage.

GUIDE NUMBER M-12

PIRE POORS -~ SLIDIRG TYPE
Frequency: Quarterly
Checkpoints:

1. Clean track.

2. Lubricate all pulleys.

3. lInspect for damage, worn and bind-
ing cable or chain, and proper
threading through pulleys.

4. HReplace fusible links and other
heat-actuated devicea that have
been painted. Check operatiocn of
beatwactuated devices other than
fusible links,

5. Replace damaged or stretched
¢ahles or chainas and adjust to
proper length.

6. Check counterweight for proper
suspension.

T. Operate door by discomnecting or
lifting counterwelght, or by otber
appropriate means,

8. Check for proper fit in binders
and tight fit of wedge against
stay roll, Inspect stay roli for
wear,

. Check for hreaks in face covering
of doors.

16, Examine tin-clad and Kalamein
doors for dry rot.

11. Inspect all hardware f'or damage or
wear.

GUIDE NUMBER M-13
STATIONARY PACKERS
Frequency: Weekly
Checkpolnts:
1. Observe all safety precautiona.

3hut off current before perforsing
activities listed below.
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2.

10‘

11.

0il shaf't bearing under Packer
with #10 oil. _

Tabricate contaloer roller
fittings in axle.

0il 2ll moving joints on contaiper
door latch with #10 oil.

04l all container door hinges with
#10 oil.

0il Tie Rod {Lock Hook) with #10
oil. Iospect condition of cotter
pins. '

¥ipe ¢lean and apply heavy gErease
along top slide.

VWipe clean and apply heavy grease
throughout length of slide
channel.

Inspect cotter plos, closed end of
Packer Cylinder. Look for signs of
wear, or hroken cotter pins.

See that all dirt and dehris have
been cleared from under and around
carriage of compaction unit.

Check open-end Packer Cylinder
mounting pin.

GUIDE NUMBER M-i13

STATIONARY PACEKERS

Frequency: Monthly

Checkpolnta:

1.

2.

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

Retiove breather cap on oll tank.
Clean hreather holes and replace
cap. Do mot press on so tightly as
to hlock zir passage.

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

Check and tighten mounting
hardware on Seraper Bar.

GUIDE NUMBER M~15

STATIONARY PACEERS

Frequency: Quarterly

Checkpoints:

1.

2.

3.

4.

Ohserve all safety precautions.
Shut off ourrent before performing
activities listed below.

Check hydraulic oil for proper
level and presence of
contamipnation. Add or change oll
ag appropriate,

Remove, clean, or replsce oil
filter.

Grease the grease hole coupling.

GUIDE NUMBER M~-16

SWEEPRRS, FLECTRIC (BATTERY)

Frequency: Monthly

Checkpolnta:

Check battery for correct water
lJevel. Add water if required.
Check battery termimals and cable
clamps for corrosion and
loosenass,

Check hydraulic pump, hoses,
lines, fittings, ete. for noise,
loakage, and damage.

Check condition of tank and dust
filter. Ciean filter in solvent as
necessary.

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

Check operational controls for
proper operation.

Cheeck dust skirts for proper

ad justment.

Check hydrauiic fluid and add
lubricant #HY.2 as required.
Replace filter as necessary.
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4., Pollow manufacturer’s instructions
regarding preventive maintenance
of motor.

GUIDE NUMBER M-17

POWER LIFTS
{(Vert-a~Lift, etc. or other 1ift
devices used in bduilding maintenance)

Fregquency: Monthly

Special Instructions: Daily battery
chargiug, cleaning, and minor mainte-
nance shall be done by personpel using
the 1ift.

Checkpoints:

1. Visually check for needed repairs,
leaks, etc.

2. Check battery water level and
specific gravity.

3. Check electrical terminals;
tighten and clean as required.

4. Check and tighten critical
structural bolts.

5. Lubricate in accoprdance with
manufacturer's instructions.

GUIDE NUMBER M-18

FI.OOR SCRUBBER, AUTOMATIC
(Battery~powered scrubber vacuum)

Frequency: Monthly

Special Instructions: The dally charg-
ing of the batteries shall be done by
the operator.

Checkpoints:

1. Check condition and adjustment of
squeegee brushes, etc. and replace
a2 needed.

2. Cbeck electrical terminals; clean
and renew as needed.
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3. Check the specific gravity of
battery eleotrolyte and replace to
determine that batteries are good
and being properly charged.

4. Visually check machine for need of
repairs, leaks, ete.

8. Lubricate in accordance witd
manufacturerts instructions.

GUIDE NUMBER M~19
SNOW BLOWER, WALKING TIPE
Freguency: Every 50 hours

Application: Gasoline-powered, walke
behind type. Maintenance should be
scheduied every 50 bours of operation.
Routine dally Jlubrication shouid be
accompiished by the operator.

Checkpoints:

1. Change engine oil. {Note: 0il
should be changed and gasoline
drawn at end of season prior to
storage).

2. Service air and fuel filters.

3. Check for rust and apply paint or
preservative as appropriate.

4. Clean end gap or replace sperk
plug.

5. JYnspect for proper adjustment end
operation.

GUIDE NUMBER M-20

LOAD LEVELERS

Frequency: Quarterly

Application: This is for below-grade
units wbich raise or lower the truck to
mateh tbe dock.

Safety: When working in pit, lock and
tag electric c¢ontrols, place barricade

and sign around eatrance, and use a kxh
timber or other device to block unit.
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Checkpointa:

1. Check all moving parte for signe
of wear and looseness,

2. Check and secure all connecting
ping, nuts, rollers, and reteining
rings.

3. V¥Wrench teast all seteorews.

%, Clean trash and dirt from pit
area. _

5. Wipe ram with soft cloth and
solvent,

6. Clean dirt huildup from motor,
nydrawiic pwmp, frame, and
housing.

7. Lubricate moving perts ae
regquired.

8. Check oil in reservoir for proper
level and oondition. Change oil
when needed, In large units
lahoretory apalysis of oil sample
may be required annually to deterw
nine 1f oll needs changing.

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

GUIDE NUMBER M=-21
DOCK BOARDS
Frequency: Monthly

Safety: Block dock board in up position
with a 4x# timber. This timber shall be
especially prepared {cut to the correct
length) for this purpose and placed
securely under the board.

Checkpointsa:

1. Clean trash and dirt from pit.

2. Check clevis pins for wear and
presence of clevis pin retainers.

3. Check springs and cable f'or wear.

4, lLubhricate moving parts as
required.

5. Check for proper operation.

GUIDE NUMBER P-2

FIRE CONTROL VALVES FOR
WATER DISTRIBUTION SYSTEMS

Frequency: Anoual

HOTE: Some states require specific
training and licensing for
persons installing and main-
talining sprinkler systems.
Therefore, local codes must be
compiied with.

Special Instructions: The work reguired
by this procedure may cause the activa-
tion of an alarm and/or. a supervisory
signal. The huilding waneger and the
control center or fire department thet
will receive the alarm and/or signal
must bhe notified prior to start of
work., When a valve is left unattended
in a position which will interrupt fire
protection water supply, it nmust be
tagged in accordance with Section 10,
Most fire syetem control valves are
normally in the open position, If a
valve 13 found closed at the time of
the inepection, confirmation must he
ohtzired through the huilding manager's
office on the proper normal valve
position. This work should he done.when
other scheduled maintenance 1s being
performed that Involves waterflow
through valve(s).

Checkpointa:

1. Remove any obstructions to easy
accessibility of valve.

2. Determine that safe ladders or
atcess ways are in place where
needed.

2. Inspect for damage to valve or
acceesories, including tamper
locking devices.

4. Determine that valve le properly
identified.
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5. Check that ponrising stem and
underground valives are marked with
direction in which to open. If
not, permanently mark valve with
propar direction to open.

5. Lubrigcate outside steme, and other
friction pointe uaed for operating
valves.

7. Remove any tamper lociking devicee
and oompletaly cloze {or open)
valves. Check that waterflow has
ceesed when valve ie closed,

8. Inspect for leaks.

8. Reopen (or close) valve and check
for leaks at stem and jointe,

10. Replace tamper seala or locks.

GUIDE NUMBER P-3

FIRE EITINGUISHER, PORTABLE, STORED-
PRESSURE TIPE

Frequency: Annpual

Special Instruotione; Thie maintenance
is a thorough examination for deficien~
ciee reguiring repair or replacement.
Deficiencies must be repaired or the
extinguisher replaced., Hydrostatic test
must be performed on damaged or
corroded shells. Extinguishers removed
from service must be immediately
replaced witbh one of suitable extin-
guishing capabilities, The monthly
inspection (see Appendix 13~C, Part &)
muet be performed at the same time this
maintenance 1is performed. Unless
otherwise indicated, this guide is
appliceble to stored-pressure type
extinguishere, with or without pressure
gauge, regardless of the extinguishing
agent used, e.g., multipurpose dry
chemicel, Halon, carbon dioxide
{COn), stc. BSee Guide P-5 for
additionel requirements, Review
HBK MS-56 for additional information
on fire extinguishing egqulpment.

MS=1, TL-8, 11~30-86

Checkpoints:

1. Read the Form 4705 inspection tag

' and note if hydrostetiec testing is
required bhefore the next annual
maintenance. Report those due for
testing to maintenance supervisor
or control office for
accomplishment before due date.
See HBK MS-56 for test frequenoy.

2. Inspect the shell for corrosion,
mechanical damage {(denting or
abrasion), paint condition,
presence of repairs {welding,
soldering, brazing, ete.), and
broken hanger ettechment
conoealing surface damage (nicks
or corrosion).

3. Ipepect the nazmeplate for
illegible wording, corrogion, and
looze plate, Replace labels with
the new, pictogrephic type. See
EBK MS-56, Section 442,

}. Inspect tbe nozzle for damage,
deformetion, cracks, blocked
openings, damaged threads
{corroded, crosstbreaded, or
worn}, and aging (brittleness).

5. Inspect hose asaseuwbly for damaged
hoge {cut, cracked, worn, cr plugw
ged), damaged couplings or swivel
Joint {cracked or corroded),
damaged threads {(corroded,
crosstbreaded or worn}, and inner
tube cut at couplings,

6. Ensure tbe valve locking device is
in place and inpspect for damage
{pent, corroded, or binding).

T. If extinguisher has a pressure
gauge, tap gauge lightly %o
determine if pointer is immovable
or jammed. Inspect for miasing
pointer; missing, deformed, or
broken crystal; illegible or faded
dial; corrosion; dented case; and
damaged crystal reteiner. Read
gauge. If not in operating range,
remove, replace, and submit
extinguisher for recharging or
hydrostetic test.
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8. If extinguishsr is a nongauge
type, inspect for immovable or
corroded preeeure«indicating stem.

9. For (0, and Halon fire
extinguishers, weigh the
extinguisher and compare to groes
or full weight sbtamped on shell
body. If underweight more than
10%, it must be recharged; 1if
other evidence of damage existe,
hydrostatically test,

10. Ensure that seal or tamper
indicator is not missing or
broken. Replace extinguisher if
seal or tamuper indicator is
missing or broken,

11. Complete tihe epplicable portions
of Form 4705, Fire Inspection Tag.

GUIDE NUMBER P&

FIRE EXTINGUISHER, PORTABLE, GAS
(CO) = CARTRIDGE TYPE

Frequency: Annual

Special Instructions: This maintenance
is a thorough examination for deficien-
cles requiring repair or replacement.
De pot operate any extinguisher if
elther the shell or cartridge shows
signs of mecbanical damage or cor-
rosion. The cartridge must Dbe removed
and depressurized prior to disposal.
Hydrostatic test muet be performed on
damaged or corroded shell {see Guide P-
%}. Deficiencies must be repaired or
the extinguisher replaced. An extin-
guisher removed from service must be
immediately replaced with one of
suitable extinguishing capabilities,
The monthly ingpeoction {see Appendix
13-C, Part &} muat be performed at the
same time this wmaintenance is pere
formed, This guide is appliceble to gas
(COp) eartridge type dry chemical
extinguishers. BReview HEB MS-56 for
additional information on fire extin-
guishing equipment.

Checkpoints:

1. Iaspect for dents, broken hanger
attachments or bandle, corrosion
at seams, damaged threeds, and
legible operating instructions.
Replace in accordance witb HBE
Ms.56, Section 432,

2. Check for signe of damage or
tampering. If seal is broken,
remove cartridge and check actual
weight versus gross weight stamped
on cartrdidge. Replace eny
certridge that has lost its gas.
{Weigh replacement cartridge.)
Refill shell to proper level with
extinguishing agent.

3. Inepect for damaged, jammed, bent,
or corroded puncture lever, pin,
and fastener on puncturs mechanlism
for gas cartridges.

4, Inspect valves and carrying
handles for corroded or damaged
handles, springs, stems, )
Fasteners, joint, tbreads, and
Jjammed levers.

5. DReplace cracked, cut, or brittle
hose, nozzle, or horn and damaged
couplings. Remove obstructione in
nozzle, horns, or hose. Check for
leaks. .

6. If necessary, replace seal or
tamper indicator if no other
deficienciee exist,

7. Complete tbe applicable portions
of Form 4705, Fire Inspection Tag.

GUIDE NUMBER PS5

FIRE EXTINGUISHERS, HYDROSTATIC

TESTING OF STCRED PRESSURE AND
CARTRIDGE TYPE

Frequency: S Years (Except as noted
below)

Special Instruections: Hydrostatie
testing of extinguishers requires
experienced personnel and suitable
testing equipment. Adequate facilities

must be provided. Fire extinguishers
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must be tested and reocbarged by e
commercial firm. Review HBK MS.56.
Determine 1if an extinguisher can be
replaced with a new one at lese
expense. Note: Teet frequency for
extinguishers with brazed-brass or
nild-steel shelle is every 12 yeare,

Checkpoints:

1. Operate stored pressure and
cartridge type extinguisher and
cbeck performance.

2. Dismantle and remove all treces of
extinguishing egent {dry chemical
or dry powder) from inside of
shell and hose assemhly.

3. Iosert plug into shell opening
(External cartridge type
extinguishere only).

4, Fill with water and connect the
teat pump.

5. Secure shall in protective cage
and epply proper test preesure.
Preasure to be applied et rate so
teat pressure is reached witbin
one minute,

Factory Teet

Freeeure
{Shown on Hydroetatic
Nameplate) Test Pressure
350 pal or The larger of
greater 300 psi or 75%
of Factory Test
Preesure
Lesa than 75% of Factory
350 pai Test Pressure

6. Observe shell and gauge for any
dietortion or leakamge. After 1
minute, releese pressure, Destroy
shells tbet fall this test.

T. ALl dry cbemical and dry powder
extinguishers musat have all traces
of water removed from
extinguishing agent, shell, bose,
and nozzle. A beated airstream is
recommended with its tempereture
not exceeding 1509F.
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8. Weigh replacement cartridge to
ensure that it is full of gae.

%. Recharge extinguisher according to
panufacturer's instructions.

10. Affix permanent record, Form 47085
or equivalent, on extinguisher
with year of hydroetatic test.

GUIDE NUMBER P-6

FIRE EXTINGUISHING SISTEMS, FIXED
Frequency: Semiannual

Special Instructions: The work required
by this procedure may cause the activa-
tion of an alarm and/or a supervisory
signal. The maintenance nmaneger and
control center oOr the fire department
that will receive the aslarm or signal
must be notified prior to astart of
work. When replacement ¢ylindera are
received from supplier, verify that
hydrostatic test date is current. This
gulde is appliceble to all fixed COp
and Halon eystems unless otherwise
indicated.

Checkpoints:

1. Check cylinder for the date of the
last bydroetatic test {date
stamped on cylinder).

2. FReplace those cylinders for
hydrostatic teeting if tbe elapsed
time exceeds the test interval
specified in HBE MS5.56 for the
epecific extinguisher type.

3. VWeigh remaining cylindere. Replace
for repair and/or recharging those
Halon oylindere whicb show a net
weight loss in excess of 5% or
pressure loss of more than 10%.
Replace for repair or recbarging
those C0p cylinders which show a
net weight loes in exceas of 10%
or a pressure loee of more tban
10%.

. Check entire system for evidence
of leaks.
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5. Verify all devices (manual pull
atations, detectora, abort
switches, valves, etc.)} are
suitably protected to prevent
damage which would cause them to
be inoperative.

6. Verify all warning and instruction
signs installed =t entranoes,
ingide protective areas, and near
operating devicea are current and
in usable condition.

T. Test system accarding to
manufacturer's instructions.

8. Check for proper alarm and signal
operation.

GUIDE NUMBER P-7
GREASE TRAPS
Frequency: Monthly

Special Instructicns: Use appropriste
protective clothing, especially safety
glaases.

Checkpolints:

1. Clean out trap atd sterilize.

2. inspect for clogging, scale, and
improperiy positioned or missing
baffles.

3. Tighten loose parts as necessary.

GUIDE NUMBER P9
MANHOLES, SEWER
Frequency: Quariterly

Special Instructions: Wear suitable
protective clothing.

Checkpoints:

1. Remove cover.

2. Observe flow.

3. Examine structural features of
zewer line, interior of manhole,
manhole frame and cover, ete.

4, ‘Tousch up paint as required.

Z. Report any deficiencies or needed
repalrs.

GUIDE NUMBER P~10

SEWAGE EJECTORS (PNEUMATIC TANK TYPE
EJRECTORS)

Frequency: Annual

Special Instructions: COpen and tag
electric circuit. Review manufacturerts
instructions.

Checkpointsa:

1. Remove cover plates, inspect check
valves in compressor discharge
lines, amd suction and discharge
lines of sewage pot. Check freedom
of motion and wear on clapper or
clapper seat.

2. Remove sewage pot inspection
plate. Inspect and clean float
ball or bucket and rod.

3. Inspect float assembly linkage,
ahaf't, keys, keyways; look for
wesr, binding, etc.

4, <cChange oil in immersed float
switeh, Check packing.

8. Remove any cobstructions from water
line. Check strainer.

6. Check solenoid valve for freedom
of motion.

7. Stop all leaka.

8. Remove cover plste of separator in
vent line. Remove any obstructions
ir vent. )

9. Siide valve and piston valve (if
applicable). Examine linkage for
freedom of motion and excessive
wear; replace or adjust as
required.

10. PFor rotary air compressors, check
sbaf't packing. Bepack il needed.

1. Change lubricant, flush, and
replenish.

12. Examine mounting bolts alignment,
ete. Adjust or tighten as
necessary.

13. Inspect, lubricate, pack, or
reservice all valves a3 reguired.

t4. Examine motor, controls, starter,
ete. Clean and iubricate as
necessary.
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15.
16.
17.

Clean and touch up or rapaint as
required.

{laan up ares. Remove tags and
reatora to service,

Observe operating cyecle time.
Blowing period should be 30 to 60
seconds,

GUIDE NUMBER Pw11

SUMP PUMPS

Freguency: Annual

Chackpointa:

1.
2.
3.
x.

Pump out and remove pit sedimant.
Inapect and clean etrainer.

Flush pit and wipe pump down.
Repack (if required) and jubricate
pumeps.

Chack hail, float, rod, and
guiden,

Inspect motor, switch, controle,
ete. Claan, adjust, and lubricate
as required.

Check pump operation; observe
operation of check valve{a).
Inapect piping, pipa supports,
ete.

Touch up paint as required.

Clean up area.

GUIDE NUMBER P-12

TANKS, WATER (ALL TYPRS)

Frequency: Every 3 Years

Special Instructions: Maintenance shall
be coordinated witb inspections speci-
fied in Section 10,

Checkpointa;

1.

2.

Exzmine exterior of ftank including
fittings, manholes, and handholes,
for leaks or signs of corrosion.
Correct as indicated.

Drain and flush fank.

MS5-1, TL-#, 11-30-86

5.
6.

10.

Open tank and remove ruat, acale,
and buildup by scraping, wire
brughing, or shot claaning.
Inspect thoroughly the interior of
the tank; racord the size and
depth of pits, presenca of cracks,
and condition of openings,
fittings, welds, rivets, and
Joints.

Coat with epoxy or othar approvad
protective coatings.

Inapect structursal =upports and
repair or raplace damaged
insulstion or covering.

{lean, tast, and inspact sight
glasses, valves, fittings, drains,
and conirols,

Toueh up or repaint exterior of
covering as requirad.

Ferform hydroatatic test

if required by inspector.
Hydrostatic test shall be
aupervised by qualified pressura
vessgel inspector.

Fill and raturn to service.

GUIDE NUMBER P-13

VALVES, REGULATING
{Stean valves at pressure
reduction stations)

Frequency: Annual

Application:
diaphragm or spring loaded,

Single or double seatad;
pilot

operated valves.

Checkpoints:

Clean strainer ahead of valve.
Check valve head and seats for
wear or cuts,

Replace valve if seats naed
regrinding and bave valve
overhauled by manufacturer,
Examine steam quality for foreign
matter if valves are damaged.
Fxamine pilot lines for dirt.
Check sieam gauges.
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7. Chneck diaphragms for failures.

8. Check binding valve stem,

9. Adjust weighted levar or spring
control tension.

GUIDE NUMBER P-1%

VALVES, MANUALLY OPERATED
{Main line or critical)

Frequency: Main line or critical:
Annual; Other over 2 inches: 5 Years

Application: For valvea other than
those used on Fire Protection asystema.
Maintenmance for valvea used on fire
protection systems i1s described under
the appropriate guide for the apecifie
itee of fire protection equipment,

Checkpoints:

1. Exepcise valve fros ohe limit to
the other (fully open to fuily
closed) to test frasdom of motion.
Luhricate stem and moving parts
with graphite.

2. Determine if valve seats and holds
rroperliy.

3. Chetk packing gland, adjust, and
luhricate. Repack as required.

4., For valves equipped with wheel and
chain for remote operation, cbeck
for freedom of motion.

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

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

2. Operate from limlt to 1imit.
Ohserve operation; look for
binding, sluggishness, action of
limits, etc.

3, Detarmine if valve seats and bolds
properly.

&. Apply graphite to moving parts of
valve. .

5. Lubpricate motor and gsar box as
nacessary.

6. Inspect contacts, brushes, motor,
controls, switches, ete. Clean and
adjust as necessary.

GUIDE NUMBER P16
BACKFLOW PREVENTERS
Frequency: Annual

Eguipment Required For Test
Pifferantial Pressure Gauge Test Kit

Purpose of Test

To test the operation of the Differen~
tial Pressure Rallef Valve and the
Chack Valves.

Tast Differential Relisaf Valva

The Diffarential Relief Valve nust
operate to keep the 2zone between the
two Check Valves at least 2 psi leas
than thbe supply pressure.

1. Bleed all air from Check Valves,

2, Close Valve B on the diascharge
gldas of the Backflow Preventer,

3. Connect the "high" aide of the
Pifferential Prassure Gauge to
Test Cock #2 and the "low"” alde to
Test Cock #3.

4. Open Teat Cocks #2 and #3.

5. Slowly open the Bypass Valve #1
untll the Differentlsl Gauge
Needle starts to drop. Hold the
bypass in this position and
obzerve the reading on the gauge
at tbe moment the first discharge
i3 noted from Reliefl Valve. Tha
diffarential pressure st tbe time
the Relief Valve opens must be at
least 2 psi.

6. Close all Gauga Valves.

Test Chack Valve 1

The Check Valve must be at least 3 psi
more than Relief Valve opening pres-
sure.
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1. QObeerve the Differential Gauge
with Bypaee Valve #1 cloged and
. Test Cocks #2 and #3 open. The
- gauge should remain at e reading
of at least 5 psid., If it drops
below this, the Check Valve is
leaking and must be inspected.

2. Al=o0, the reading muet be at least
3 psl more than Relief Valve
opening preesure.

Teet Check Valve 2

"he Check Valve must be tight sagainst
reveree flow under all pressure
differantials.

1. Connect the "high" eide of the
Diff'erantial Preseure Gauge to
Teet Cock #3 (third bose),

2. Open Teet Cocks #2, #3 and #4,
Witk Bypase Valve #1 closed and
Bypase Valve #2 open, observe
gauge reading. The differential
rreseure should not drop to the
relief valve opening point.

Reetore Operation

feetore all Valves and Test Cocks to
their originpal positions. {Note: This
procedure is for a FEBCO Model B825Y
Reduced Pressure Backflow  Preventer.
The manufacturer's inatructions for the
particular hackflow preventer being
tested must be followed.}

GUIDE NUMBER P17
STEAM TRAPS, ALL TYPES

Frequency: Annual (All types, low or
nigh preseure)

Special Instrucetions: Cheek trep
operation under steam pressure. Remove
and replaes faulty traps or trap
elements,

1. Thermostatic Traps (Bellowe or
Diapkragm Type)

a. Remove cap or bonnet.

h. Clean interior of trap, valve,
and eeatl.

53-1 ¥ TI"-'R » 11“‘30"85

¢. Inspect bellows or diaphragm
and note by ecund whether it
containg liquid chapge.

d. Replace bellowe or diaphragms
ae necessary.

€. If valve seat is cut, replace
seat.

2. Float and/or Thermostatic Treps

#. Remove bonnet.

b. Inspect linkage and float
oparetion for leskage,
defective operation, opr
deterioration.

¢. Examine, clean, and check
operation of bellows as in
1. above,

3. Inverted Bucket Trap

&, FRemove bonnet.

h. Clean interior trap.

¢. Inspect valve linkage
mechanise and seating of
valve.’

d. Examine condition of bucket.

e. Examine vent or face, inlet,
end outlet for evidenecs of
corroeion.

4, Impulee Trap

a. Remove bonnet,

b. Inspect valve dise, inlet
valve, and outlet surface.

¢, See thet fuloerum point is free
of dirt.

d. ¢Clean body of trep.

GUIDE NUMBER P~18
POMPS, CENTRIFUGAL
Freguency: Annual
Checkpoint:
1. ¥While pump is in operation, note
performance, bearing temperature,

stuffing box operation, pressure
gauge, and flow indicators.
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2.

3.
k'
5'
6'
7‘

B.
9.

10.

1!.

Shut down and drain pump housing:
note if suction and discharge
valves are holding.

Remove gland.

Examine shaft sleeve for wear;
replace as necessary.

Adjust gland evenly, finger tight.
On pumps with ¢il ring lubrica
tion, drain oil, flush, then £1i1l
to proper oil level with new oil.
Ferform lubrication in accordance
with manefacturerts instructions.
Clean strainers.

Put. pump into operation. Stop and
start pump, noting undue vibration
noise, pressure, and action of
check valve.

If test is satisfactory, start
punp again, and adjust to siight
leakage through gland.

When pump reaches normal operating
tenperatures, check alignment
hetween pump and drive.

GUIDE NUMBER P~19

RADIATORS, HEATING

Freguency: Onee Every 5 Iears
{Prior to bheating season).

Checkpoints:

1.

2.

5.
6.

Remove and inspect seat of trap.
Clean out trap.
Replace thermal element wiith new
or tested unit.

NOTE: Heplace defective seats in
traps fitted with removahle
type.

Check radiator valve for {ree
turning and seating at Same time.
Check paecking.

If radistor has autematie
temperature regulating valve,
ragove valve cover and remove dirt
by vacuuming.

For hot water radiators, check
bileed valve.

Check for sediment - clean if
necessary.

GUIDE NUMBER P-20

ROOF, BUILI-UP

Freqguency: Semiannual

Workhours per Frequetioy: Calculate
annual workhours by using the standard
times for building/componenis and
checkpoints listed below.

Check-
point item time
- feview inspection 30 minutes
materials per
. inspection
- . Assemble equip- 10 minutes
ment. and tools per
inspection
1 Qutside building 2 minutes
walls per 100
lineal ft.
2 Inside ceilings 2 minutes
and walls per 1000
{top floor) ag. ft.
ceiling
area
{office)
1 minute
per 1000
sg. ft.
ceiling
area
{workroom}
3 Roof Perimeter 1 minonte
per 20
lineal ft.
& Gutter 15 minutes
pepr 100
lineal ft.
5 Expansion/ 1 minute
control jolnts per 20
linezl ft.
5 Roof .5 minutes
penetrations each
T Roof drains .5 minutes
each
8 Roof Mat . 5 minutes
per 1000
. ft.
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Application: This provides for the
visual irspection of huiltup roofing
system and correctiorn of minor defects
that can he repaired in fifteen
minutes or less {per defect) with
small tools and cold process material.
Cleaning roof drains and guttera is
aleo included.

Safety: Comply with all safety rulee
for working on roof top. Check all
tools and equimment for safe conditfion
(ladders, rope safety linea, ete.).
Review HBK EL-801, Supervieor's Sefety
Handhock.

Special Instructions: Review material
on roof inspection and maintenance (see
Chapter 2 of HBK MS-6, Repair and
Alteration Surveye). Use reduced aize
copy of roof plan to mark major defects
and required repairs beyond the ecope
of this mainterance. If inspection
indicates that water i3 entering the
roof or if you have reason to believe
the roof ineulation is wet, reguest e
roof molsture survey.

Checkpoints:

1. Observe condition of ocutside
building walls for evidence of
moisture penetration.

2. Observe condition of ceilings,
walls, ebte., on all top floors.
Lock for indications of leaks,
damage, paint peeling, ete.

3. ¥Walk entire outer edge of roof,
Check roof edges, parapet wall,
flashings, ete¢., for had caulking,
open joints, expansion cracks, and
damage. Make minor corrections as
needed,

3, Clean all trash and dehris from
gutters, ’

5. Walk entire length of expension
and control joints, Check each
side c¢logely for damag , making
minor corrections as needed,

6. Check all roof penetrations for
damage or problems. (Air ducts,

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

fana, support steal, pitch
- pockete, ete.) }

7. Clean all trash and dehris from
drains and check each drain for
proper drainage, tightness, gravel
stop, ete. Carefully inspect roof
mat around each drain.

8. Walk roof in not more than 20!
wide pathe removing all trash and
dehris, Check roof condition for
10* on either side. Note any
damage, exposed proof felte,
hlisters, loss of flood coat or
aggregate, sof't apots, bolls,
hlisters, alligatoring of
hitumen, eto.

S. All locetions requiring large
repair will be marked by spray
paint, noted on roof print, and
identified by locatior and number.
Prepare a report on condition of
roof and recommended repaips.

GUIDE NOUMBER P-21

DRATNS, ARBAWAY, DRIVEWAY, STORM

Frequency: Semiannual’

Special Instructions: Perform work in

autumn after leaves have fallen, and in

springﬁ

Checkpoints:

1. Clean drain and area leading to

drain,

2. FRemove dehris and trash.

3. Tesat drain for free water flow by
flushing with hose.

GUIDE NUMBER P.22

EXPANSION JOINTS IN PIPING

Frequency: Antual

Application: Slip-type joints only.
{Bellows-type Joints to be replaced

when a leak ocours.)
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Checkpolints:

1. Slip-type joint with packing gland

a. Examine joint closely; look
for evidence of displacement,
Joose, defectivs anchore or
bolts, and aligmment of joint
with piping, guide rods, eto.
Correct wbat ¢an be dons with
pressure on., Report remaining
items,

b. Observe packing gland; adjust
to stop weeping or leaks.

¢. Henew packing completely wben
system is down for other
reasons such as repair,
overhaul, or maiptenance of
other components.

2. Gunepacked type

8. Perform work prescribed in
{1a) and (ib) for slip-type
joint with gland.

b. Add packing if needed.

GOIDE NUMBER P-23

ALARM CHECK VALVES AND ACCESSORIES
{for wet pipe sprinkler systems)

Frequency: Annual

Spacial Instructions: The work requlred
may cause the activation of an alam
and/or a supervisory signal. The field
of fice manager ard the control center
or f{ire department that will receive
thke alarm and/or signal mpust be
notified prior to start of work. If
drains are not piped to outslde of
building, take necessary steps to
prevent water damage during full flow
drain test. Rate of discbarge from two-
inch drain may exceed capacity of floor
drain. Preventive maintenance should be
scheduled for the control valve {main
supply) of the wet pipe sprinkler

system at this tipme.
P*Z).

{See {(ulde Number
Review manufacturer's instruc-

tions.

Checkpolnts:

1.

2,

10,

Close main supply valve for the
sprinkler system, then open 2%

draln valve.

Immediately close drain valve when
water pressure on incoming eide of
alarm check valve has dropped to
1¢ to 20 psi. If pressure rises
within 1 minute, main supply valve
is pot seating properiy. In such
case, open drain valve and
alternately open and close supply
valve several times irp an etienmpt
to flush the valve seat. If not
successful, supply valve needs to
be repaired.

With both 2" drain valve and
eupply valve open, check operation
of alarm cbeck valve, water motor
gong and ite drain, and all other
alarm or supervisory signals such
as waterflow peddie alams,
pressure switches, ete.

When applicable, check if hooster,
Jockey, and fire pumps equipped
with automatic start are
oparatbing. )
Parforz any other steps required
in panufactursr's instructions.
Check for proper waterflow through
2" drain. If waterflow is weak
{considerable drop in water
pressure when 2" drain 1s wide
open)}, supply valves may bot be
fully opsn or there may be other
piping obstructions,

Becord the flow full drain
residual pressure {lowest pressure
on eupply side gauge).

Close 27 drain,

Check that waterflow through water
wotor gong is stopped to ensure
tbat clapper of alarm check valve
is properly seated.

Record static pressure (pressure
on supply side gauge).

MS-{, TL-4, 11-30-86
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GUIDE NUMBER P-2}

DRY PIPR, DELUGE AND
PREACTION VALVES

Frequency: Annual

Special Instructions: The work reguired
by this prooedure may cause activation
of an alarm and/or a eupervisory
signal. The contrel center or fire
department that will receive the alarm
and/or signal must be notified prior to
etart of work. If drains are not piped
to outzside of building, take necessary
steps to prevent water damage during
full flow drain test, Rate of discharge
pay exceed capacity of floor drain. On
preaction and deluge valves, the aesow
clated fire detection system must also
be serviced, VWhenever poseihle, the
operation of the preaction or delnge
valves should be tested by the initia-
tion of the fire detection syetem using
the appropriate simulated fire condi=-
tion, i.e., heat or smoke. Preventlve
maintenance should be performed on the
control valve {msin supply) at the time
since 1its Pfunctionmal purpose canh be
tested {stop water flow). See Q{uide
Nos, P=1 and P-2. Heview manufacturer's
inetructions.

Checkpoinga:

1. Determine that legible
manufacturert's maintenance
instructions are posted in a
convenient locztion near valve.

2. Trip valve and perform all steps
in accordance with the
manufacturer’s Ilnetructions,
including a full flow drain test.
Chserve operation of any guick
cpening devices while making trip
teats.

3. Oheerve operation of water motor
gong, and other alarms op
supervieory signais such as
waterflow paddie alarms, pressure
switches, ete.

MS-1, TL.h, 11-30-86

GUIDE NUMBER P~25

FIRE HOSE
{1 1/2", Hacked in Buildinge)

Frequency: Annual

Special Instructions: Hose may be
maintained in post office workrooms,
and other areas where there is a
collection of comhustibles and persons
trained in hose use. When replacement
is wmade, the new hose ghall bhe
synthetic fiber jacketed, rubber or
latex lined, and equipped with shutcff
nozzles regardiees of the type
previocusly used. The following work is
to be performed in conjunction with
Guide No. P=26. -

Checkpoints:

1. Uonrack hose and check for wetnees
or deterioration.

2. Hneouple hose and examine it.

3. Remove and discard deteriorated
hose. {See KBK MS-56 for guldance
on hose replacement.)

4. Remove nozzle and check for
ohatruction.

%. TRecouple and then rerack hose on
new folds.

GUIDE NUMBER P-26

FIRE BEPARTMENT HORR CONNECTIONS
{Standpipe Outlets)

Freguency: Annual

Specizl Instructions: The work required
by this procedure wmay o¢ause the
activation of an alarm and/or a
supervisory signszl. The conirol center
or fire department that will receive
the alarm and/or signal must be
notified prior teo etart of work. Wwhen
¢racking wvalve, do not stand directly
in front of opening.
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Checkpoints:

1. Remove obstructions to easy
accessibility of hose connection,

2. Inspect cutoff valves and check
valves (usually located at base of
standpipe riser) for corrosion or
leakage. Exercise cutoff valve and
repack if necesgzary.

3. BRemove cap from hose connectlion
and check threads.

4, Crack valve until water weeps
through valve. Then closs valve
and check for leaks,

5. Screw cap onto valve until it is
hand-tight.

GUIDE NUMBER P-27

FIRE DEPARTMENT PUMPER COMNECTIONS
(Standpipe or Sprinkier)

Frequency: Annual

Special Instructionz: Never stand
directly in front of connection when
removing cap.

Checkpointa:

1. Remove any ocobabructions to easy
aecessibility.

2. Inspect for collision damage and
missing parts.

3. Remove caps; check for internal
obstruction and signs of leaking
check valive,

B, Inspect swing check for free
novement {Sizmese type).

5. Inuapect threads.

6. Replace missing parts and screw
caps on hand=-tight when
applicable; install new frangible
eaps.

7. Inspect check valve for corrosion
and leakage at joints,

8. Check ball drip for free movement.

9., Inspect drain for corroszion,
blockage, and cross copnection,

GUIDE NUMBER P.28

FIRE EYDRANTS
{Dry Barrel or Wet Barrel)

Frequency: Annual

Special Instructions: DPry barrel
hydrants should be checked in the fall
before the first frost.

Checkpointe:

1. Remove any obstructions which
hinder accessibility.

2. Outlets must be at least 187 above
ground or fleoor and the hydrant in
plumb positioen.

3. ¥ake sure that dry barrel type
hydrants are used in unheated
areas (indoor or outdoor) where
freezing is encountered,

¥, Check for leakage at hose outlet,
eta.

5. Examine condition of gaskete,
packing gland, and threads.

6. Examine barrel for cracks.

7. PRemove outlet caps, check for ease
of removai, and replace all but
one 2 1/2" cap.

8. Dry barrel type - shut hydrant;
check for drainage hy back suction
or by dropping weight on string
into barrel to check for water.

9. Dry barrel type - if water is
present, unplug drain valve. If
water table is higher than drain
hoge, plug the hole,

10. Flush hydrant and check water
flow. Flush until water is clear.

11. <€ap hydrant; open hydrant 2 turns,

12. Check for leaks.

13. Dry barrel type - repeat items 8
and § above.

14, If drain is manually plugged, pump
water out of barrel.

15. Lubricate all tbreads.

16. Check to see that nozzle caps are
hand-tight.

MSw1, TLoB, 11-30.86
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GUIDE' NUMBER P29

srnxixasn HEADS « SFRINELED AREAS
Frequsncy: Annual

Special Instructions: This work should
he scheduled immediately prior to the
scheduled maintenance on dry pipe
valves or alarm check valves (wet
pipe). Needed replacement of sprinkler
heads should be performed at that time.

Checkpoints:

1. JInspect and identify damaged,
bent, corroded, painted,
whitewashed, or weeping sprinkler
heads, 2ll of which will need
replacement.

2. FRemove apy inasct neste ettached
to sprickier heads.

3. Replece light coat of o0il on
sprinkler heade loceted in areas
conducive to insect nests.

¥, For sprinkler heads which are

“ subjeot to ahove normal
tompereture (adjacent to steam
pipes, furnaces, ovens, hot gas,
vents, exhaust, etc.), check color
coding of sprinkier heads for the
proper tempereture range. Identify
the sprinkler heads with improper
tempereture ranges, all of which
will need replacement.

5. Check that minimm dietance of 18
to 36" is maintained between
eprinkler heads and racks,
palletized stock, or other stacked
materials,

6. Remove any ladders, stock, or
material which is being supported
hy the sprinkler piping.

7. Replace broken pipe hangers and
refesten any that heve gome looee.

8. Make sure sprinkler heeds are in
upright or pendant position.

9. Cheek that all water is drained
from low points on dry piping
systems.

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

GUIDE NUMBER P-30

HOT WATER HEATERS
{Converters)

Frequengy: Annual

Application: This guide applies to con-
vertors and heat exchangers that use
steam to heat water for hot water heat-
ing syvateme.

Checkpoints:

1. With system in operation,
determine if steam and water leaks
exist (interior and exterior}.

2. Drain and flush tanke (storage and
expansion).

3. Remove rust and ecale; note rate
of corrosion,

¥. Apply coating, paint, or touch up
as required.

5. Remiove coil or element; clean anpd
examine condition.

6. Clean, adjust, and calibrate as
required: thermometers, aguastats,
presgure reducing and relief
vaives and ganges, tempereture
ralief and steam regulating and
econtrol valves,

T. Check operetion and condition of
all trape.

8. Clean pump. Blow out dirt from
motor; check controls, switches,
and starters. Check condition of
packing or seal and replece as
required.

GUIDE KUMBER P-31

HOT WATER HEATERS - DOMESTIC TYPE
{Gas or 0il Fired)

Frequency: Annual

Application: This applies to domestic-
type hot water heeters like those in
residences, but which cen he much
larger (50 to 300 gallon tank) and have
a cireulating pwap. :
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Checkpoints:

1. Chec¢k for leaks.

2. Flugh tank to remove scale and
sadiment.

3. Check thermostat end controls for
proper sstting.

4. Clean combuetion chamber and fire-
side heat transfer surfaces.

5. 3et burner for efflcient operation
cn oll fired units. Take flue gae
CCs reading to determine proper
burner adiustment.

6. Clean and lubricate circulating
pump.

7. Operate try lever on pressure-
temperature ralief device {valve).
Water should flow freely and step
when try lever is released.
Replace valve if defective,

GUIDE NUMBER P-32
DRINEING WATER COOLERS
Frequency: Annual
Checkpedints:

1. Clean coils {using vacuum machine)
and fan blades.

2. Inspect P-trap, water eupply
valves, connections, and bubbler
valve for proper operation.

3. Check belt for tightness and wear
{if appiicable).

4, Lubricate motor (if applicable).

5, Inspect flor and repair leaks in
refrigerant lices,

GUIDE NUMBER P~33

FIRE PUMPS, ELECTRIC MOTOR DRIVE
Frequency: Annual

Special Instructioms: Open and tag

circuit serving mnmotor. Review
manufacturer's dinstructiens, Give

gspecial ettention to notifying all
required officials that ihe fire pump
will be out of service. Notice shall
include estimated period of downtime
and other special problems whieh may
develop. If these work procedures may
cause activation of an alarm and/or
supervisory signal, the control center
or fire depertment muet be notified
prior to start of work.

Checkpolints:

1. £lean motor with c¢lean rag or
vacuun. Clean inacceseible areas
with clean dry air of not more
thati 30 psig.

2., Visually inspect windings for
cleanlinezs. Check for coating of
0il or grease without
disassembling motor,

3. Perform lubrication according to
manufacturerts recommendations.

k, Inspect for molsture and
protection from water.

5. If motor has not been operated for
an extended pericd, check
insuletion resistance with a
HmEZEEr . :

6. Check motor mountings, supports,
and couplings for tighiness or
cther defects.

T. Remove tags and operate pump long
enough to cbserve general
operaticn. Note pressures, sound,
vibration, odor, or Lemperatures,

8. If pump has autamatic etarting
equipment, start it by activating
the mechanism s0 the automatic
devices are tested at the same
time as the pump.

9. Secure pump and leave in ready«iow
run condition.

10. Notify proper officials thalt unit
is back in service,

11. Clean up aree and return tools to
proper storage.

12. Initiate work orders that may be
required for repairs or correction
of observed defects,

MS-1, TL-4, 113086
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GUIDE NUMBER P-3%4

FIRE PUMPS, INTERNAL COMBUSTION
ENGINE DEIVE

Frequency: Annual

Special Instructions: Have approved
fire extinguisher avallahle; allow no
open flame or smoking in arex., Use
safety fuel ocans only. Give special
attention to notifying all requived
officials that the fire pump will be
cut of service. MNotice shall include
estimated period of downtime and other
special problems which may develop. If
these Work procedures may cause
activation of an alarm and/or
supervisory slgnal, the control center
and the #fire department must he
notified prior to start of work.

Gasoline or Natural Gas Engines:

1. f€heck distributor point dwell.
Replace points, capacitor, rotor,
and sperk plugs after 100 hours of
opaeration,

2. Set timing and distributor
advance. Check at idle and
operating speed.

3. Adjust governor and carburetor for

proper operation and speeds.

4. Check fuel supply. Discard fuel
over 4§ months old and replace with
new.

8. Change engine oll and filter and
perform other lubbication of
engine and pump.

6. Inspect cooling system for
cleanliness, leaks, and antifreeze
solution. Check V-belt for proper
tenaion. Adjust as necessary.

MS5-1, TL=&, 11-30-86

Diesel Enginres:

7. Change fuel filters.

8. Inspect and adjust racks,
injectora, or unit injectors
according to manufacturer's
instructions.

¢. Check governor for proper speed;
adjust as necessary.

106. Check fuel lavel, presence of
water in fuel tank, or other
contamination.

11. <Change engine oil and filter;
perform other luhrication on
engine and punp,

12. Inspect cooling system for leaks,
¢leanliness, and antifreeze
solution. Check V-helt for proper
tension. Adjust as necessary.

Plesel and Gas Engines:

3. Check mountipngs, supports, and
couplings for tightness opr
defects.

4. HRemove tags and operate pump long
enough to chaserve general
cperation. Note pressure, sound,
vihration, odor, and temperatures.

15. If pump has automatic starting
equipment, start it hy activating
the mechanism 30 the automatic
devices are tested at the aane
time as the punp.

16. Secure pump and leave in ready-to-
run condition.

i7. Notify proper officlials that the
unit is hack in service,

18. Clean up area and return tools to
proper storage.

19. Initiate work order that may be
required for repairs or correction
of cobserved defects.
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APPENDIX 13~-C

EQUIPMENT OPERATION GUIDES

1. GENERAL

Criteria provided in this section will
serve as standards for building equipw
ment operaticon and are to be used as
guidelinee for local operating require
ments, checklist development, and
staffing needs.

These coriterie are not intended to
require the estahlishment of, or the
conbinuance of, & route when the need
for such does not exist.

The stendard frequencies and time
allowances cited herein or on Form 4894
are based on the operational activitieas
and criterie in this section. Any ex-
ception to the criteria provided herein
that is made t0o meet local conditione
suat be Justified, documented on Form
4896, and approved by the Field
Division General Manager/Postmaster asz
cutiined in 13.203 and 13-501.21.

2. MBIWI OFERATING FERIODS

The numher of days and hours that
equipnment operates should be based on
the following:

a. HOURS OF OPERATION

In postal workrooms or other apace
which is ocoupied beyond normal hours,
heating and cooling shall be provided
only in those areas ocoupied. Peckagee
type air-conditioning and heating units
shall be installed where they wil}l
reeult in operating cost savings. Auto-
matle controls shail be installed on
heating and air-conditioning units and
syetems to assure mninimm operating
hours and reduce work load reguire.
ments, Generally, the heating and air-
gonditioning for office areas shall be
turned off approximately 30 minutes
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af'ter the building occupents leave and
turned on in time for the building to
be at the prescribed temperature when
the occupants arrive. A4 written
procedure shall be prepared for each
building aspecifying the houre of
operation for the heating and air-
conditioning equipment in accordance
with the outside temperature conditions
and the abllity of the equipment to
tring the dintsrior apace within the
accepted range for oocupancy. A copy of
the procedure shall be submitted with
Forms 4894 and 4895. During weekends
and holidaye, particular attention
shall be given to ensure that the
equipment is ashkut down to the maximum
extent poasible in accordance with HBK
MS.49. UBnoccupled space shall have
override «controls to prevent the
temperature from falling below 55°F,
When en exception to the above
operating hours iz contemplated, it
shall be Jjustified by a detailed and
documented professional engineering
study.

h. DATIS OF OPERATION

Where the days of coperation for equip-
ment ere based on aeascnal uee, e€.g.
HVAC, the aveprage mmber of operating
days must be determined locally. Such
informetion may be obtained from auto=
matic recording devices or equipment
logs, if evailable, or from computing
the number of degree days per year when
such egquipment would be needed.

For other building equipment, systems,
or areas not requiring full=time
operetion, use the following guides:

(1) Buildings or ereas occupied
cccasionally on weekends are to
bve considered operaticnal 5 1/2
days per week, or 286 days a year.
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{2) Five-day-per-week occupancy
¢xcluding holidays equals 250 days
a year,

C. CENTRAL CHILL WATHER AND BOILER
PLANT OPERATING JINSYRUCTIONS

The operating route sheets for central
chill water and/or boiler plant equipw
ment shall inciude the following:

{1) When the plant is to be placed in
operation in accordance with
local weather conditions.

{2) The normal operating hours of the
plant during the heating or
cooling season.

(3) The frequency of the physical
ingpectiona and checks to be nade
of the equipment and the time to
perform same.

(4) Information on utiltities oonserva-
tion in regard to billing data and
guidelines to evold peak demands.

{8) Information to be included in the
plant log.

(6) Water-treatment procedures incliud-
ing the frequency of feeding,
testing, and the time to perform
same,

(7) Special conditions and operations
attendant to the particular
installation.

3. STANDARD CRITERIA AND ALLOWANCES

a. CENTRAL CEILL WATER
PLANT OPERATION

Continuous attendance of central chill
water plants iz not authorized. The
amount of time needed for the chill
water plant operating route is to be
based on the actual number of refriger-
ation maohines and accessory equipament
in operation (not on the total nusber

of units installed} and on the funo-
tions described below. Operating
funotions required on otber cooling
asystem equipment remote from the cen~
tral plant area will be performed on
separate routes as needed, See other
parts of this gsection to determine
appropriate criteria applicable to
local equipment., Calculate the {ime
required for plant operation and enter
on Form 4895 as outlined below and in
part 13-502.12.

(1) Startup and Secure (Col. 11)

One~half hour will be allowed to
start and put the c¢hiller plant
into operation, make a thorough
inspection of the equipment within
the plant area, and complete the
operating log.

Fifteen minutes will be allowed to
shut down equipment in the plant
area.

Where 2Zi-hour«per«day operation is
Justified, the startup and shut=-
down allowances will be eliminafed
from the time required to perform
the plant operating route,

{2) Operating Checks (Col. 12)

Inspect operating equipment every 2
hours and record preadings in the
log. This includes all operating
equipment in the plant operating
route area. Allowablie time is not
to exceed 10 minutes per machins,
An allowance for checking out the
central conirol board will be in
accordance with the Central Cone
trol Panel section of this appen-
dix.

(3) Water Treatment (Col. 13)

Water treatment jneludes activi.
ties such as feeding, testing, and
blowdown (see HEK MS-24). The fre-
qusney and time for this work must
be determined locally.

MS-1, TL-8, 11-30-86
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b. CENTRAL HIGH PRESSURE BOTLER
PLANT OPERATION

USPS  ehutdown proceduree will he
followed. Continuoue attendance of
central bollar plants i3 pnot author-
ized., The amount of time needed for the
boiler plant operating route wiil be
based on the actnal number of bollers
in operation, not on the total mumber
of unite inetalied, and on the func-
tions described below. Uperating func-
tiong requlred on other heating aystem
equipment remota from the central plant
area will he performed on separate
routes as needed., Low pressure steam
{(helow 15 psig) and hot water heating
hoilar operating eoriteria and allow-
ances are covered in paragraph labeled
3f of this appendix. Hand-fired or
stoker-fired hoiler operations will be
estimated onp a local hasis and reviewed
by tha divisional office. Calculate the
time required for plant operation and
enter on Form U89% as outlined below
and in part 13-502.12.

Workhours Per Day
(1) Startup and Seoure {Col}. 30)

Opne=-half hour will be allowed %o
start and put the bolilar plant into
operation, maka a thorough
inspection of the equipment within
the plant area, and corplete the
gperating log. One-kalf hour will
he allowed to shut down boller
equipment in the plant area. Whera
hoilers are required to he in
operation 24 hours per day, the
etartup and sbubtdown allowances,
except for the initial starting and
final shutdown, will he eliminatad
from the workhour requirements.

{2) Operating Checks {Col. 31)
An operationmal check must he made
of aill bollers in operation, four

times per shift, not to excsed 15
minutes per luspection. For shift-
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ing of equipmant, i.e., planing
additional equipment in service,
15 minutee per shift is allowed.

An allowance for cheoking out the
central control board will he in
accoprdance with paragraph 3¢ of
this appendix.

(3) Water Treatment (Col. 32)

Watar treatment i1includes feeding
and testing activities (see HBK
MS.24). The frequancy and time
required for thie work nuet he
determined locally. 4lsg, time for
receiving oil deliveries, adjust-
ing of hurnere, and c¢hanging of
¢il burnper tipe should be inciuded
here.

n. CENTRAL CONTROL PANEL
{Inoluding General Monitoring
System)

The purpese of tha panel is to almplify
operations hy providing neceesary
information to the operator as to what
equipment die operating, and if the
system(s) ara heing maintained within
their prescrihed predetermined condi.
tione.

Workhour allowances to complete opera=-
tional checks of the central control
panel are based wpon the refrigeration
tonnage imnstalled, The time allowance
ie as follows:

Workhour
Allowance

Tonnage
Installed

300 to 500 tons 7 minutes {0.12 hr.)
500 to 1000 toms 10 minutae (0.17 hr.)
1000 to 4000 toms 15 minutes {0.25 hr.)

over 4000 tons 20 minutes {0.33 hr.)

A conplete operational check of the
central control panel shall be made
four times per 8-~hour shift. These
operational checks are made during the
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heating and air-conditioning seasone as
required. Calculate the annual time
regquired and enter on Form 4895, line
3?.

HOTE: BReferences to line numbers
cited helow are to line numw
bers and egquipment listed on
Forn 4894 (Part 13.502).

d. LINE 1: A/C PACXAGE
UNITS - SPECIAL

Special purpose package unite are
defined as equipment serving an aresa
requiring critical temperature and
humidity control, where malfunotion of
this equipment would seriously inter
fere with the activity being performed
in the areas hecause eqguipment or
material would be damaged. Special par-
pose areas which are occupied at all
times should he checked daily rather
than twice daily eince oc¢cupante will
place a service call when additional
attention is needed, Package units
normaily eontain all componente within
an enclocure; however, thie item may
include a refrigeration system with
separate components in the near vicine
ity. In such c¢ases, the components
should not he listed eeparately. The
capacity of such units is usually urnder
50 tons. Units ahove S50-ton capecity
should uvaually be listed wnder line 5,
rather than line 1.

e. LINE 2: AIR BANDLERS

The operation of szair handlers shall
conform to USPS equipment ehutdown
procedures. These wunits should not
cperate at night or on weekends when
the aree served is unoccupied. Adr
handlers may copsist of a centrifugal
fan, heating, and cooling coils with
dampers, controls, and circulating
pump. This allowance ie only for equip-
mept with manual start-stop devices to

be checked twice daily for etartup and
shutdown. Air handlers eqnipped with
automatic or remote etartup control
devices will be listed under line 37,
rather than lipe 2.

. LINE 3: HEATIRG BOILERS

{(Hot Water or Low Pressure Steam)

USFS shutdown procedures will he
followed. Generally, these typee of
boilers need not he checked mors than
twice per day when operationail. Oper-
ating loge, Form 4846 or 4BUEA, provide
gpecific operational activities to be
performed.

E. LINE 3: COOLING TOWER

{(Over 500 Tons)

Cooling tower inepection frequency will
correspend to the refrigeration units
they serve. Enter here or on line 17
depending on capacity.

h, LJNE 5: REPRIGERATION EQUIPMENT
{Smal)l Central Chillers)

Thiz allowance is for small esntral
ehillers with capacities from 50 to 150
tors or larger, or those that ere
remote from the central plant area. The
allowance includes time Ffor checking
other equipment such as puap, conden-
ser, etce,, in the same roos or area.

i. LINES & THROUOH 9: RESERVED

3. LINE 18: COMPRESSED AIR SYSTEMS
(For Building Systems)

Compressed alr systems {all capacities
and types} may consist of opme or two
compressors {dual type) supplying
central air and counted as one upit.
Alr compressors on e water supply or
fire protection system should he
ineluded under lipe i1%.

MS-1, TL-%, 11-30-86
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k, LINE 15: STEAM CONDENSATE
RETURN SYSTEMS
(Gravity or Vacuum)

In cases where a dupiex unit is used,
it is to be countad as cne syatem.

1. LINE 16: CENTRAL URINKING
NATER SYSTEMS

A central drinking water system {(all
types and capacities) may be a singls
refrigeration machine or %two unitas
serving the same purpose. In either
cage, it is ona system.

m. LINE 17: COCLING TOWRRS
{Up to 500 Tens)

See line 4,

n. LINE 18: HOT WATHR SYSTEMS

Hot water systems are for domestic
water supply. They usually contain a
steam ragulatipg valve, converter,
pumps, traps, and accessories, Spall
domestic type hot water heatars are net
to be included.

o, LINE 19: HYDRO-PNEUMATIC SYSTEMS
(Inciuding Fire Protection Systems)

Hydro~pneumatic syatems {water supply
or fire protsction systems) may include
pumps, poeuwpatic fanks, air comprese
sors, valves, ete., Air compressors
ipcluded under this line are not to be
entarsd on line ti, A separate alloww
ance for fire pumps is given on line
38,

p. LINE 20: PUMPS
{Other)

Pumps listed here should not he those
which are located in the central chil)
water plant or central boiler plart
area{s). Do not list here any pumps
which are part of other systems listed
¢n this ferm. Time alliowances for
ingpecticon of pumps associated with

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

centrally located plants snd othar
listed systemsa are inciuded in other
linas. Do not incliude fractional
horsepower colreulating pumps at air
handlers, air washers, bhot water, or
domestic water systems. This Jline nay
ireciude o©il transfar puaps, chilled
water booster pumps, or others not
coverad in other lines.

q. LINE 21: PRESSURE REDUCING AND

REGULATING STATIONS - STEAM AND
WATER

This line covers pressure reducing
valyve {PRV) stations that have at least
twe stages peduction or serve 3 portion
of a huilding.

r. LINE 22: SECONDARY WATER SYSTEM
' {Heating and Cooling)

A secondsry water system for heating
should ineiude a steam or high temper-
ature water system as a primary source
of heat serving a control valve, c¢ob-
verter, pumps, traps, and sccessories.
This lins would not include secondary
chilled water systems, air washers, or
humidifier systems.

s, LINE 23: SEWAGE EJECTUR

Duplex sewage ejector units are to he
iisted a3 one system. The systen
generally consists of closed tank
ejectors in which the sewage is liffted
by directed air pressure or steam on
the surface of the liguids. Sewaga or
1ift pumps should be included under
line 36.

t. LINES 28 THRUUGH 27: RESERVED

u. LINE 32: PACKAODE UNITS -
COMFURT COOLING

Bquipment entered on this line refers
to package unlts used for comfort
cooling of Dbuiliding oceupantz. Small
air handling units, especially of the
celling-mounted type, should alsc he
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entered on this line. Window units or
under-window, fan/coil units are not to
be included.

v. LINE 33: CONDENSERS

This line should include alr-cooled,
water-couled, or evaporative condens-
erg, of all capacities. When tbe
condensger iz in the immediate wvicinity
of the refrigeration unit, it is not to
be listed 23 a separate item for route
purpozes. Also, air-cooled condensing
wits are not to be broken down into
separate components {i.e., fan, con-
densing unit, ete.)}.

w. LINE 38: PANS

List only centrifugal™ fans oaver 15
borsepower.

X. LINE 35: FANS, PROPELLER

List only propeller~type fans having a
diameter of 24" or larger.

Y. : SUMP PUMPS

Duplex sump pumps are to be listed as
“one unlit.

z. LINE 37: AIR HANDLERS

Satte as line 2 excapt that the air
handlers are eguipped with autumatic or
remote staprt-atop control devices elim-
inating the need for manual startup and
shutdown at the equipment site. With
automatic or remote start-stop control
devices, equipment is turned op and off
from a central board or general moni-
toring system and will be checked by
route only once a week.

an. LINE 38: FIRE PUMPS

Enter the number of fire pumps driven
by either eleciric motors, gascline,
natural gas, or diesel engines.

ab. LINE 39: RESERVED

ac. LINES 44 THROUGE R7:
ELEVATOR MACHINE ROOMS

Enter the number of elevator machice
roams in Column © according to the
nugber of cars served by a common
machine room.

ad. R8:

ae. LINES 53 THROUGH 5%: BATTERY
SYSTEMS

Enter the number of banks of battery
systems in Column ¢ used as auxiliary
power for the building according to the
system voltage as indicated on the
form.

af. LINE 56: MAIN CUBICLE
ROOMS

Enter the mumber of mairc (high voltage}
cubicle rooms in the building.
ag. LI : TRANSFORMER VAULTS

Enter the number of bigh voltage
transformer vaults in the building.

#gh. LINE 58: SWITCHBOARD ROOMS

Enter the number of power awitchbhoard
rooms for low voltage switoehgear.

ai. LINE 5G: RESERVED

aj. LINE 64: PORTABLE FIRR
EXTINGUISHERS

Enter the total number of portable fire
extinguishers whieb require monthly
inspection,

ak. LINE 65: EMERGENCY LIGHTS

Enter the total number of emergency
lighting wunits which reqnire monthly
inspection.

al. LINE 66: RESERVED

MS-1, TL-8, 11-30.86
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A. SUGGESTED OPERATOR DUTIES

The suggested operator duties in this
appendix, supplemented by the egquipment
manufaocturer's operational instructions
and iocal knowledge or hietory of oper-
ational needs, shall be used in prepar-
ing lccal checklists for operation of
building equipment.

USPS dependz on the opereting personnel
and their supervieors to keep the
building manager informed of any unusiyw
al condition ohserved, and the need for
repaira and correctior of feults wheth-
er it is within their eategory of work
or outside of it. If the nsed for re-
pairs or replacements is considered
important or of an emergency nature,
the bujiding manager or the supervisor
should be verbally notified immedi-
ately.

a. AIR COMPRESSORS

Obzerve operation for one coycle. Note
the pressure and functioming of con=-
trols, safety and protection devices,
and relief and unloader valves. Check
air iniet and cleaner. Clean, if re=-
guired. Check diacharge lines, storage
tank, ete. DPrain water from tank and
linee, Look for eigns of misalignment
or unusual belt weer. Check belt tef-
sion. Note pulleys, belts, guards, eto.
Chack over motor and controls. Be alert
to eny unueual sound, vibration, odor,
temperature, or econdition.

h. AXR~CORDITIONING MACHINES -
CENTHAL SYSTEM

(1) Compressor Reom

{a) Before starting the compressor,
check source of energy supply
{prime mover). Check indicator
lamps and replace any which bave
burned out. Note pressure-
tempereture relationship. Stert
purge recovery unlt, If system uses
iow«pressure refrigerants, check
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(h)

(2>

oil and refrigerant levels. Check
to see that chilled water and
condenser weter valves are open.
Start suxiliary oil pumps. Check
the water supply to oil cooler.
Check the hot-gas bypase valve.
Check the capacity control dampers
or vanes. Stert the condenser water
pumps, operate the cooling tower
fan as recommended by manufacturer,
and check water pressures. Flace
the compressor in service., If
cepacity conrtroller is manually
operated, opek slowly.

When rumning, make routine inspec=
ticons of pressures, temperetures,
fiuid levels, fiuvid flow, ete.
Check for water leaks fros pump
packing, valve stems, etc. Take
readings and record or log sheets.
Occasjionally, note euperbeat of
egction gas, If refrigerant leaks
ere suspected, cbeck witb leak
detector. Add refrigerant and oil
&3 needed. Check scale treps.
Occasionally remove covers from
pressure switches and other con-
trols, and check for loose screws,
springs, contacts, ete., Treat
chilled water and condensing water
as prescribed. Be alert to any
unusual gound, wvibration, knocking,
odor, temperature, etc.

Condensing Water Circuit

Cbeck circuletion of water and
temperatures, Note the amount of
make~up water that 1is being used.
Obgerve operation of float wvalve
and mechanism. Leaks, even small
ones, should be noted and reported
to the sypervisor. If reguired,
take water aamples and treat the
water as prescribed in HBK M324,
Ingpect =umps, tanks, collection
pang, ete,, for cieanliness, alime
formation, or algae growth., Check
spray beads and remove obstruc-
ticons. Evaporative condensers
should bhe checked for uncbstructed
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passage of alr and water, Check
drains, overflow pipe, and <one
tinuous bleed lines.

(3) Rotating Equipment

Inspect stapters and contactors for
evidence of unusually high tempera-
ture of the contact pointe. Take
suitable precautions for the vole-
tage involved., Check condition of
brushes and the presence of unusual
wear or poor contact. Qbserve belt
tension, pulley alignment, condi-
tion of guards, ete. 9Observe pack-
ing and check for leaks., Be alert
to any unusual nolse, vibration,
odor, etc, Note o0il level and
lubricante. Make adjustments or
corrections as needed. OQhserve
condition of asspeiated piping,
valves, pipe covering, iansulation,
etc.

{4} Air Handlers

{a) fpenings, Check openings for
entry or diecbarge of outside air;
check screens to prevent entry of
birds; check rain deflectors,
flashing louvers, etc.

{b)} Filter Bank., Hote pressure
drop across filter bank,
condition of filter frames and
media, presence of places for alr
to escape or bypass filter, ete,

{c) Dampers. Note operation of
fresh alr, return air, and relief
air dampers. Look for freedom of
motion, condition of damper and
linkage, presence of dirt or
buildup, response to control
signais, etce.

{d)} Colie. (Chilled water,
preheat, and reheat.) Cbeck that
proper clrculation exists, Note
fins; remove or report any

obatruction to the airflow. Look
for rusting, corrosion, or buildup.

{e) Fans. Observe condition of
housing, coveringa, eupporis,
shaf't, bearings, belts, guard, etc.
Observe operation. Be alert to any
unesual nolse, vibration, odor, or
temperature in either fan or motor.

(£) Controls. Check control units,
valves, relays, plping, gauges,
ete. Note if there is freedom of
motion in all moving parts; check
responsiveness of control units and
those being controlled. Be
sure the contrele that protect
against freezeups work properly.

(g) Plenums and Ducts. Observe
condition of material, covering,
tightness of doors, closing
devicee, access openings, supporis,
canvas connectlons, gaugee, test
connections, vaives, dampers,
eplitters, ete,

¢, ALR-CONDITIONING MACHINES -
PACKAGED UNITS

These units are sealed so very litile
attention is required other than to
make & general observation of the unit
and aesociated equipment when the
operating schedules are maintained.
Oecasionally it is well to cbeck the
discharge air and to observe airflow
to and from the machine. Operation of
cooling water equipment asbould be
ecbecked over and cbemical treatment
given as prescribed.

d. BATTERIES

Cbeck apecifiec gravity, voltage,
temperature, and solution level of
pliot cell(s). The pilot cell is conw
sldered one c¢ell of a bank electri-
tally connected as one unlt and should
be the weakest c¢ell of the bank.
Inspect for leaks and add water as
needed. Maintain the charging voltage
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at the minimm rate that will Keep
battery charged., Clean tops of bate.
teries and corroded terminals as
necessary. Observe support fnr
deterdoration.

e. BOILERS, HEATING

Complebe boiler log (PS Form uBHS6 or
k846A) for each boiler, performing
checks, inspections, and test indicated
on the log form.

f. RESERVED

2. ELEVATORS

Establishmsnt of elevator equipment/
machine room operating checklists and
routes is applicable only %o locations
in which USPS persSonnel are sssigned to
the servicing and maintenance of
elevators, Such routes are not to be
established where the maintenance is
performed by contract except to periodw
ically visit the areas snd observe the
equirment in operation. The huilding
manager or maintenance coontractor
shouid be notified if unusual or unsafe
conditions are chserved. Inspection of
elevator maintenance work performed by
contract is to be made by the huilding
manager or a supervisor familiar with
the contract's maintenance reguirew
mtao ’

{1) Inapention

Make a general Iinspection of all
items in the machine room. Use
the senses of sight, bearing,
touch, and smell 1in observing
the functioning of the equlipment.
Inelude in ths general Iinspection
of the machine rcom such items ss;

{(a) Motnr-Generatnr Unit. Look for
arcing, feel the bearings for
temperature and for machine vibra-
tions, and listen to it briefly.

Note oil level eor need for

lubrication.
(b} Boist Mschine, Motor and

Brake Unit, Observe operation,
feel for temperature or vibration,
and note lubpicstion ¢ondition,
Ohserve brake action, Note amount
of slide, freedom in clevis pins,
leverage, etc. Note condition of
lining, Inspect electrical connec-
tions, sclencid and dashpot (if
applicahle).

{n} Control Panels and Devices.
Inspect all equipment, paying
particular attention to contactors,
gonnectors, reverse phase relays,
switeh pins, timers, ete, Look for
arcing, poor contacts, eXcessive
temperature, sluggish action,
¢hettering, unusual or hard
slamming, or other deficiencies,
Fxamine and clean the tspe and
chain selector drives when
necessary. Note presence of or
need for lubrication,

(d) Governnr. Observe action of
the governor, Look for freedonm of
action of moving parts and cable,
Observe electrical connections snd
note the presence of or need for
lubrication,

(2) Operation

It is not necessary for a USPS
mechanice to ride each elevstor for
the sole purpose of observing the
operation. During thbe course of 38
day’s activities the elevators sre
ridden several times by various
USPS employess who should observe
and report any faults in the opera-
tion, If all employees are properly
instructed in this regard, it will
result in gquicker correction of
faulty elevator operations, How-
ever, if the preventive mainienance
standards are properly followed,
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the -callbacks will be sharply
reduced.

h. ESCALATORS

4 general ocheok of escalatore can be
made by the craftaman who starts and
stops them., Included in the items to be
obecked are: functioning of the start
and etop switoh; smoothneee of opera-
tion; presencs of unusual noise or
vibration; condition of handrail, eide
panels, lighte, treads, comb, ete. Look
for and correct loose trim, protruding
screws or bolis, or any other feature
that could damage clothing or injurs
personnel.

i. FIBE PUMES
{1) Electrio Motor Drive

Operete the pump long snough to
observe general performnance,
preesure delivered, ete. Note any
unusual sound, vibration, odor, or
tempereture. Feel the bearings for
vibration end for temperature. Note
packing gland and operation of
relief wvalvs, ete. If the pump has
antomatic egquipment to start it
whenr a2 flow occure or when the
pressure drops, etart it by
activating ths mschanlam 8o  the
automatic devices are tested at the
same time a8 the pump. Leave pump
in ready-to-run condition.

{2) Internal Combustion Engine Drive

Check tbe fuel eupply, oil level,
radiator, and battery. Operats long
enough to bring engine to normal
operating tempereturs, Meks a
gsnersl cobservetion of the engine,
eluteh, pump, ete. Nots pressures,

functioning of gaugee, and ralief

or safety valves. Check pump pack-
ing. If pump has eutamatic starting
equipment, etart it on eutomatic to
test the integrity of the devices.

Leave unit in ready~to~run condi-~
tion.

J+ BEATIRG STSTEM

Obssrve the oparation of all units in
tbe heating system. Note flow of steam
and return of oondensats. If returaing
condensate ie hotter than your band can
etand, some traps (radiator or steam
line} are probably blowing through. If
thla condition existe, report it to
your supeprvisor. If the system is
vacuum return, obssrve vacuum mainw
tained and c¢beck the operation of the
pummps. In systews using hot water,
check heating elements or coile,
operation of circulating pumps, ete. If
the sgyetem is controlled by outside
tempereture, check to determine if the
controle are functioning properly.

k. BHOT WATER GENERATORS AND STORAGE
TANKES

Make 2 wvieual inspection; note water
temperature, steam supply pressure,
operation of controls, gaugss, and
thermometers. Is ineulation in good
condition? Check sfeam traps, stralin.
ers, piping, ete. Look for leaks and be
alert to any unuswal noiee, vibration,
ete,

1. MOTOR AND GENERATORS

Feel ths bearing housing for evidencs
of hesat or vibration. Look for creepage
of oil or greass along the sbaft.
Observe bruches and commutators. Look
for sparking, discoloration, poor sur-
face copdition, black spots, ete. If
required, clean commutator with a
cleaning stick. Check brush hoiders,
brush spring pressure, pigtail cohe
nectione, ete. {(heck starter controls,
push button, ete. Note the presence of
or need for lubrication. Observe pul-
leys, belts, coupling, guard, ste¢. Any
misaligrment or abnormal belt wear
should be investigated and corrsctsd.

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



Operation and Maintenance of Real Property

Appendix 13-C {p. 11)

Be alert fo any unusual noise, vibra-
tion, odor, temperature, ete.

m. m, GENERAL PURPOSE

Make a general inaspecstion; he alert to
any unusual noise, vibration, odor,
temperature, etc. Feel the bearings and
cheok packing gland. For pumps operst-
ing or sutomatic, ochserve at least one
cycle to see that controls are func-
tioning and that all oompokents work
properly. Ohserve piping, wvalves, eteo,
Report any ohserved leaks to super-
yisor. Particular attentiorn should be
given to the following pumpa:

Condenaste returd to boiler or
central plant

Chilled water

Condenser water

Booster punps from city line to
house tanks

Circulating, hot water, drinking
water, and siallar applications.

n. STEAM PRESSURE REDUCING STATION

Ohserve the operation, noting pressures
and the functioning of external pilots
{(the operation of internsl pilots
cannot he ohserved). Check the opers-
tion of traps on both the high and the
reduced pressure lines, and observe the
condition of <the insulation, Make
general inspection of the station,
rnoting anytkhing of an unusual nature.
Relief wvalves are tested periodically
on $ scheduled basis, sc unless they
are malfuwnctioning, Do aotion other
than visual ohservation is needed.

o. SUMP PUMPS

Ohserve the operation noting the
functioning of float mechanism or other
controls as well as the pumping action.
Check the strainer and inspect pit for
silt, mud, ohatructions, ete. Does the
check wvalve hold and seat properly?
Look for vibration or malfunctioning in
the pump urit or the connected piping.
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p. CUBICLE ROOMS, TRANSFORMER
YAULTS, AND SWITCHBOARD ROOMS

Check eath area for ventllation,
lighting, =nd general condition of
equipment. COhserve the watt~hour and
demand meters. Ohserve all indicating
lights and replace hurned-out ones.
Ohserve relays for proper funstioning
and target position. Check oil ¢ircuit
breakers and transformers far proper
0il 1levela. Check the network
protectors for proper operation and
record the ocounter reading where
applicahle. Check the emergency lighfs
for proper operstion and any other
instruments as direeted. Report any
malfunetioning or needed repairs to the
supervigor.

qG. FIRE EXTINGUISHERS

411 fire extingulishers sball he
inspected monthly on an opersting
route. This dingpection i3 a ‘"qulek
cheok” that an extinguisher is avail-
ahle and will operate. It 1z intended
tc give reasonahle assurance that the
extilnguisher 1s fully charged and oper-
aghle., If any deficiencies sre revealed,
the deficiency must be corrected or the
extinguisher replsced a3 soon as
possihle. Ensure that accegs to, or
yisibility of, the extinguisher is not
chstructed. Verify that the operating
instructions on the extibguisher
nameplste are legihle and fsce ocutward.
Ensure that seals or tamper indicators
are not broken or miasing., Inspect for
cbvious physical damage, corrosion,
leakage, c¢logged nozzle, or c¢ut hose,
Ensure that the pressure gauge indi-
cates that the pressure is within the
operable range. for extinguishers with-
out gauges, and with unbroken seals or
tamper indicators, determine their
fullpness by lifting and comparing
estimated welght to weight stamped on
shell. Verify that 1t 12 the correct
extinguisher for that location hy
comparing the location markings on the
shell and mounting. Complete the
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applicable portions of Form 4705, Fire
Ingpection Tag.

r. EMERGENCY LIGHTS

A1l emergency lights shall be inspected
monthiy on an operating route, This in-
spection is a ®quick oheck" to ensure
that the light is 1in place and will

operate, This is dons by seeing that it
is ip i¢s designated place and that
there is no obvious physical damage or
condition which wowld prevent opera-
tion. In addition, the teat buiton
should be depressed (or light unplugm
ged) for at least 30 seconds to ensure
that the iight turns on and stays
bright.
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SECTION 14

INSPECTIONS AND EVALUATIONS

14.1 GENERAL
14-101 BACKGROUND

An effective manegement progran
requires evaluation of building operaw
tions on a systematic basis, Sueh a
review aids in evaluating program per-
fopmance and in acbieving greater
coopdination azmong the various field
activities, It also ensures tbat USPS
policies and procedures are carried out
in a upiform manney nationwide,

14102 POLICY

It iz the policy of the USPFS to ensure
that a wniform level of adequate serw
vice is provided in all USPS-operated
buildings, end to ensure tbat all
lessed space is malntalned and operated
in accordance with the leases.

15-103 OBJECTIVES

The cobjectives of the inspection and
evaluation of USPS building operations
are:

#. Upiformity - To provide for uniform
and adequate inspections on &
planned basis.

b. Compliance with Directives - To
determine if programs and admind ge
trative operations ere being carried
out in eccordance witb directives.

¢. Corrective Action - To make possible
the initiation of corrective action
at the level where problems have
been enccuntered,

d. Evaluation - To evaluate tbe perfor-
mance of individual field personnel.
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e. Training - To provide a basis for
determining training needas.

f. Assistance to Supervisors - To
assist supervisory personnel in
effectively maintaining clean,
comfortable, and safe buildings and
surroundings.

14~-104 BOILDING MANAGER'S
INSPECTION FURCTION

18~108.1 The building manager is tbe
line supervisor of the building and is,
therefore, directly invelved in
ingpection of USPS facilities more than
anyone else, Basiecally, there are Lwo
sources of inspection requirements,

13~104.2 Internal sources or inspec-
tion requirements stemming directly
from the building menager's function:

e, Inspection and Evaluation of Buildw
ing Management Fleld Operationas -
The bullding manager 1s responaible
for those things which make up the
day-to-day operetlion of the bullding
and any associeted stations and
branches. ”

b, Cleanlng Inspection - The building
manager is responsible for the
cleanliness of buildings. Inspec«
tions shall be made Lo ensure an
adequate level of cleanliness,

o. Concessions Inspection - Although
gspecial health inspections are
required, the building manager
corrects all bullding deficiencies
involved in concessions space and
periodically checks for cobvious
bealth and contract viclations as
specified in Section 15,
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d. Repair - Tnapections are conducted
to idantify and schegdule repairs
needed to keep the facility in good
condition and prevent avoidable
deterloration.

e, Protection « The building manager
and ataff are responsible for safe-
guarding people and property from
injury, lose, or dameage due to fire,
acaeldant, theft, nstural disaster,
or attack. They are respensible for
seeing that hazards are discovered
and corrected.

f. Conatruction and Alteration - The
hullding manager 1s responaible for
the inspection of construction and
alteration done by in-house forces
and contract work where the manager
is tbe contracting officer or repre-
sents the contracting officer.

g. Evaluation of New Facilities - The
building manager should aesist in
the inapectlon and evaluation of new
facilities,

h. Inspection of Mechanical Equipment -
Periodic inspectiona of certain
mechanical equipment iz required by
competent persenmnel., The building
manager shall coordinate these
equipment inspections and keep
informed of the condition of buildw
ing egquipment.

i. Safety Inspection - The Super-
yisor's Safety Handbook, HBK
EL-801, may be used hy the huilding
manager and maintenance supervisors
to conduct safety and fire
prevention inspections. Form 1784,
Safety and Health Inspection
Checklist, developed for safety
personnel sball also be used,

13-.108.3 External sources or inspec-
tion requirements coming from other
organizations of USPS or from cutside:

a. Space Inapection « Building managers
ray be reguired to perform specified
space inspeotions related to space
assignment and management,

b. Inapection Service - Building manw
agers are required to cooperate with
the Inepection Service.

¢. GAQ/0SHA Audits « Building managers
are required to cooperate in GAO or
0SHA independent audits. However,
they must immsdiately notify the
divisional office whenever a GAO or
O3HA audit is initiated in the
building. See ELM, Chapter B, for
additional inatructions.

14-105 EVALUATION TECHNIQUES
14-105.1 Total Inspection

Complete, 100% lnspection is ideal, but
in many instances wbere the ecope of
inspection is large, this type of
ingpection is impractloal. The type and
scope of inspection should dictete the
percentage of inapection.

14~-105.2 Random Sampling

Random sampling is the selection of =a
few typical examples whicb show the
condition of all. It is a technique
perticularly useful in building mane
agement operations and shall be used
wbere practical.

13-105.3 Sampling Manual

Military Standard 1054, "Sampling Pro-
cedures and Tables for Inspection by
Attributes," is available through the
Aéministrative Operations Division from
tbe Superintendent of Documents,
Govermment Printing Office. This manual
contains simple tables and statistices
which provide the adequate sample size
based upon the total number of obser-
vations avaiiahle and the regquired
reliebility of the sample.

| MS-1, TL-3, 11-30-86
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14.2 DIVISIONAL INSPECTIONS
AND EVALUATION

14-201 GENERAL

On-site review and evaluation of
bullding management program operatione
will be conducted at field locations by
divisional off'ice representatives. The
division will aschedule inspections at
euff'icient frequency to aseure that
operation and maintenance standards are
being maintained.

14-202 ORGANIZATION

14-202.1 Inspection Personnel

The on-site dInspection of field
operations will be c¢onducted by
representatives of tbe divisional
of'fice or their designee. Members nay
alsc be selected fromw other ent.itiee
where appropriate.

13-202.2 Basis for Selection

Inspection personnel shall be selected
on the baslas of broad knowledge of
major program areas,

153=-203 SCHEDULING OF
INSPECTIONS

Divisional Office -~ At the beginning of
sach year, the divisional office shall
plan end prepare schedules of
inspectione for the fiscal year. They
should anotify affected offices of
scheduled inapections.

15-2058 ADYANCE PREPARATION
14-204.1 Confirmation of Sohedule

At leaet 2 weeks 1in advance of the
scbeduled inspection, the postmaster of
the affected office shall be given
confirmation c¢f the scbedule, including
names of pereons doing the inspection.
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18.204.2 Field Offiocers Cooperation

The postmasters shall be responsible
for eansurling that the appropriate
building managers are on duty during
the inepection period,

13-203.3 Qperating Parsounnel
Cooperation

The building managers shall bave super-
visory operating pereonnel jprepare a
1ist of specific problems or subjects
for discussion witb the teanm.

14205 CONDUCTING ON-SITE
INSPECTION,

14-20%.1 Divisional Office

14-20%.1.1 Upon arrival at the azite
te be inspected, the lnepection
perscnnel shall comduct a detalled
review of operations following the
general plan eet fortb ia tbe
checklists whieb are attacbed as
appendixes., A general discyeelon will
be held with the postmaster. Ilater
diecussions azhall be on an individual
basls witb the building manager or

eupervisory ©personnel as wmway be
required.
13.205.1.2 During the inspection,

actual practices shall be compared witb
established procedures., Deviations will
be noted, discussed with opereting
perscanel, and included in the report.
The checklist, Form 4905, shall be used
as a gulde for the evaluation., This
checklist may be expended by tbe
divisional offleces to meet particular
neede and program emphasie. Form 4905,
Figure 14«1, shall be completed to rate
the operation and summarize the resuits
of the evaluation,

13.205.1.3 Adequete time shall be
provided Field persconnel to discuss
their problem areas. Particular atten-
tion shail be given to areas where
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procedures or policles are creating
difficultiesa. Suggeetiorns will be
solicited as &0 revision of protedures,
methods, or technigues which will
improve the overall efficiency of
huilding management operations.

14205 .1.% After the dinspaction of
operations is completed, and prior to
leaving, the inspection personnel shall
prepare their findings and recommends-
tions. These findings and recoummenda=-
tions shall bDe discussed with the
postmaster and/or building manager (and
other management where appropriate) in
a joint meeting wbere an agreement can
be reached copcerning specifie
recommendations, reaponsihility for the
actions to be teken, and target dates
for completion. In those instances
where, after tborough discussion,
agreement cannot be reached aa to e
particular recommendation or corrective
action, such recommendations shall be
incjuded in the inspection report
together with the eupporting and
opposing viewa. The report shall be
drefted prior to the inkspection
personnel departing. After return of
the inpspecticon peprsonnel to the
divisional office, final decisions
shall be obtained as to actiona to be
taken and target datee on the items
wbich were not resclved at the final
field conference. -

14-205.2 Building Managers

L.ocal management may conduct
inspections eimilar to those conducted
by divisional personnel and will
soordinute necessary actions and follow
up with appropriate subordimates. The
cbecklist, Form 4905, shall be used as
an inspection guide.

15-200 RANDOM SAMPLING

As a part of the overall divisional
inspection, random sampling shall be

used where needed, in lieu of 100%
inspection, as z means of determining
the actual quality of maintenance being
performed.

18207 TRAINING FOR
INSPECTIONS

Toe meet defined needs, the inspection
perscnnel may coonduct trajining sesa
siopns, as time permite, during field
inapections. The need for training will
be assessed and the need for additional
treining materials and courses
jideptified. This information may be
used by tbe divisional office as the
basiz for recommendations for national
trajging requirements,

14208 FOLLOWUP OF INSPECTION
DEFICIENCIES

It shall be the responsibility of the

building managers and/or the divieional
office to follow up on the corrective

actions taken, to correct noted

deficiencies, and to ensure that

recommended aotioms are put into

ef'fect., See B24, ELM for Abatement

Committee Use Form 1788-C, Safety and

Health Deficiency Report, for =zll

safety items.

14-206 REPORTS
14.208.1 Filing

All reports in c¢onnection with these
inspections shall be writter and copies
filed in the divisional office and the
off'ice that was inspected.

14-209.2 Submission of Reports

Fach division shall retain a copy of
the reports of maintenance audits that
have been performed throughout the
previous year. Upon request these
reports shall be submitted to the
Cffice of Mazintenance Management,
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14.3 INSPECTION OF USPS

FACILITIES BY LOCAL
. GOVERNMENTS

144301 APPLICATION

As previously stated, the USPS is not
required to obtain local licenses or
comply with 1local codes except as
specified in 3Section 2.6, or in other
USPS directives.

a. Sovereign immunity shall not be
relinguished.

b. Loeal government representatives
have specialized qualifications
needed to conduct inspections of
equipment such as pressure vessels,
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glevators, and food preparation
facilities.

¢. Conditions beyond those required by
USPS publications are not imposed a=
2 result of the inspections.

d. In leased facilities, access shall
be allowed to insurance inspectiors
when the vigit has been preeprranged
by the lessor.

14-302 PROCEDURES

Tbe procedure for scbeduling and
approving the inspections specified in
the zection of this bandbook, dealing
witb the item of equipment to be
inspected, shall be followed.
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SECTION 15

CONCESSIONS

15~1 GENERAL
15-101 BACEGROURD

In fulfilling its responsibility for
the operation of postal buildings, the
Poztal Service has an allied interast
to arrange for food and other essential
services wbich are not conveniently
evailable from commerclal eourcee and
wbich may Improve the comfort or
efficlancy of postal employees and
other occupants wbile on duty. Attan~
tion ie directed to HBK EL-602.

15-102 POLICY

Space is provided in buildings to be
c¢onetructed and the Poetal Service also
makee sucb improvements or alterations
a8 are necessary or desirable in exist-
ing buildings for this purpose. The
space requiremente for food service
areas are in AS~504, Space Reguire-
pents.

15103 RESPONSIBILITY

The food service offlcer, appointed by
the instailetion bead, ie responsible
for overseeing the day~towday manage~
ment of concessions.

»

15-2 VERDING STANDS AND
VENDIRG MACEINES

15-201 OPERATION

The operation of vending stands and
machines In postal areas is covered in
HBK EL-602 and POM 221.53.

15202 NONPOSTAL AREAS

¥When tensnt agencies cccupy large areas
in postal buildings and desire that
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vending machines be locatad within
their areas for the convenlent use of
their emploveas, the wvending macbines
may be installed by one of the followw
ing methods:

a. An expansion of the contract for
machines in the postal area with the
proceeds going to the recognlzed
postal employees' organization, This
may be the best method where there
are many tenant agencles witb no
amployee organizationa.

b. Under license of the Randolpb-
Sheppard Act.

¢. Use of revocable lioense to a recog-
nized tenant agency organization.
{See Figure 15~1, Form 4906,
Revocable Licanaa for Nonpostal Use
of Real Property.) If thie method
is used, block & {consideration) of
the form should provide for
reimbursement for utilities at the
same rate used in the other ¢op-
tracts for vanding machinas in the
building. ’

15-203 SERVICES FURNISHED BX USES

The USPS provides cleaning in accor-
dance with normal building programs for
sucb work. Cleaning required beyond
normal building requirements is pro-
vided at the expense of the vending
macbine operator.

15-208 INSPECTION

The building manager inspects tbe
vending macbines and areas ef least
gquarterly to ensure that they are
maintained in a clean and eanitary
condition.
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15~3 FOOD SERVICE

15-301 GENERAL

Instruetions on seleotion of the appro-
priate type of food servicee are ¢one
tained in HBE EL-902, which elso
identifiee the responsibilitiea and
functione of the USPS building manager
related to food services in 15-302
through 15=305,

15-302 UTILITIES

The USPS building manager mnaintains
records of ubilities consumed in the
food preparetion and serving activity.
A monthly report of utilities coneumed
is made to the contracting officer for
use in detemmining utility c¢barges to
the conceeelonairee.

15303 OPERATION

The building maneger maintains eurveile
Jance of the day-towday operations of
food service activities in cooperation
with the food eerviece officer.

15-308 INSPECTIONS

The building manager 1s responsible for
seaing that the pericdic senitation
inepections of food service operations
are made and participates in them. When
the correction of deficienciea is the
reeponsibility of the Postal Service,
the building manager initiates action
for thelir correction. The Cood service
of ficer follows up to aseure correction
by the conceesionairee.

15-305 TRASE REMOVAL

The concesasionaire is responsible for
removing trash genereted by the opere-
tion from  tbe building, except for
blind-operated conceesiona, wbere USPS
provides for trash removal.

15-4 OTHEER CONCESSIOKS

15~801 EMPLOYEE EQUIPMENT

SBection 3-504 provides for the building
manager'e approval and control of the
use of employeewcwned elecirical eguipw
ment.

15402 LICENSE

Other concessions operations, not
operated by the biind and not reguired
to be conducted under contract, must be
authorized by Form 4906, Revocable
License for Nonpostal Use of Real
Property {(Figure 15-1), modified as
necessary to suit the prevailing con=-
ditione. One example may be the authorw
ization of newspaper and magezine
vending at the entrances to Postal Ser-
vice buildings, when permisaible under
the other provisions of this handbook.

15«5 INSTALLATION OF PUBLIC
- TELEPHONE PAY STATIONS

15-501 POLICY

In each bullding under its jurisdice
tion, the Postal- Service encourages the
instailation of ernough telephone pay
etatione to eerve visitors in the
building and permit employees to make
pereonal telephone calls, thus obyiw
ating the necesasity for them to use
official telephones.

15.502 AUTHORIZATIONS

See ASM 362.8 for instructione on
aunthorization and collecting commis~
sion.

15-503 PAY CUTLEY

15-503.1 Public Use

Pay-atation outlete muat be provided in
pubiic lobbies, in corridors near
courtrooms, and in similar locations

where public convenience regquires tsle-
phone facilities.
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15.50%.2 Employee Ose

In largs buildings, one tslsphone
recess should be provided for each
group of 1060 office employees, so
spaced that no employee will have to
walk more than 200 feet to reach a
telephone,

15-503.3 Postal Area

The postmaster pust comncur in the
installation of telepbone pay stations
for use primarily by postal emplovees.

15-504 LOCATION

15-508.1 Convenience

In smaller bulldings, one or mors tele-
phone pay atations nesar building
entrances normally will be sufficient.
In larger buildings, an adsquate mmber
of additlonal stations must be provided
in areas which are remote from building
entrances. As far as practicable, thsse
must be dispersed so that telephone
service will be reasonably convenisnt
to all personnel in the building. Con-
gider providing special pay stations
for the handiecapped in accordance with
Seotion 3-602d. (See alsc HBK RE-4.)

15.504.2 Outside Stationa

To make telephone pay stations acces-
sible to all, it usually is necessary
to locate them in unassigned public
spaces, preferably in suitable
rscesses, aloeoves, or rooms off lobbies
or corridors. Qutdoor telephone
stations may detract from the appear
ance of a building, increass the Postal
Serviecs iiability for injury or damage,
create congestion and ¢traffic obstruc-
tions, and provide opportunities for
tbe creation of nulsances. They may not
be installed unless there are very
special ecircumstances whieh would war=-
rant an exception to the general rule.

15-50%4.3 Paying Locations

Fach proposed location must promise
sufficient revenve to make it acceptw
able to the telephone conpany. In each
¢ase, consider the prospective diffi-
eulties connected with running neces.
gsary telephone lines and electrical
circuits.

15505 INSTALLATION

Telephone pay stations must be
unenclosed astations attached to wall
surfaces. One or more local telephone
directories should be provided at each
location.
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SECTION 16

PROTECTION

16-1 GENERAL

16101 SCOPE

The building protection program is
concerned with accident prevention,
fire preventlon, physical protection,
and those civil defense activities
relating to protection of personnel and
facilities.

16~102 RESPONSIBILITY
16=-102.1 Supervisory

Building managers and supervisors are
directly responsible for the prevention
of accidents to USPS employees under
their supervision, and to occupants or
visitors on tbe premises, as well as
for the prevention of damsge by fire or
other acoldents teo Postal property. In
carrying out this responsibility, each
supervisor is expected to participate
in all phases of acoeident, fire prevenw
tion, and civil defense programs. The
line superviscor is the most important
link in the chaln of orgsnizstion
necessary to the success of these
protection programs. Supervisors must
know all employees, train them
tboroughly te do their jobs correctly
and keep them alert on the job.

16=102.2 Safety Program

The Safety Program identified 1in ELM
Chapter 8 is an integral part of the
building manager protection program.
Superyisor's Safety Handbook, HBK
EL-801, identifies supervisor responsi
bility, reporting reguirements, and
safe work practices.
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16~102.3 Personal

The protection of mail, postal funds,
and property is a responaibility of
every peostal employee. All supervisors
are encouraged to instill this sense of
responsibility in each employee.

16-103 OCCUPATIONAL SAFPETY
AND EEALTH ACT (OSHA)

The safety regquirements of OSHA must be
followed in building operatioans, and
the approprizte Postal Service Safely
and Healtb Inspection Checklist,
MMO--86-85, must be used by the building
manager 1in safety inspections.

162 CORDUCT ON POSTAL PROPERTY
16~201 AUTHORITY

Under authority of law, the Poatal Ser-
vice has adopted ruwles and regulations
governing conduet on postal property
(see POM 221.6)., These rules and
regulations apply to all real property
under the charge and control of the
Postal Service, to all tenant agencies,
and 0 all persons entering or on such
property.

16-202 POSTING

Poster 7 containa these rules and regu-
lations and must be posted conapicuous-
ly at each public entrance, as reguired
by POM 221.5.

16203 ENFORCEMENT

The enforcement of these rules and
regulations (POM 221.6) is essential to
the protection of postal property. {See
ASM 270.)
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16-3 INYESTIGATIVE SERVICES
16-301 GENERAL

The Pogtal Inspection Service provides
investigative ssrvices for offsnses on
postal property.

16-302 OTHER AUTHORITIES

411 necessary liaison with other invesw
tigative, intelliigsance, Federal, and
local law enforcement bodies concerning
pffenses and invsstigative matters is=
conductsd by the Inspection Service
which has the sole responsibility for
refspring oriminal cases involving or
affecting USPS to the Department of
Justice. o

16-303 REPORTING

ASM 220 contains information on repori.
ing of postal losses and offenses.

16-304 TENANT AGENCIES

Tenant agsncies must report losses op
of fenses to the USPS building manager
through the agency contaet. The
following action is then taken:

a. The building manager, wben appropri.
ate, verifies the extent of the loas
or offense and reporis the matier
to the lceal postal inspector. In
¢riminal ¢ases sucb as burglary,
asgault, and robbery, the loecal law
enforcenent officers must also be
notified,

b. The Postal Inspection Sepvice inves-
tigates or coordinates the investi-

gation with the tenmant agencies?
investigating body.

1684 FIRE PROTECTION EQUIPMENT
16301 PORTABLE FPIRE EXTINGUISHERS
16=301.1 Fire Bxtinguisher Standards

The USPS nust conform Lo the
regulrements covering portable fire
extinguiabers in the HNational Fire
Protection Association Standard No. 10,
Portable Fire Extinguishers, and as
modified by ELM 853.2 (1983), and HBK
¥S-506, Section 462,

16-401.2 Selection of Extinguiahera

Fire extinguisheps can be orderad from
Federal Supply Schedule FSC Group 42,
Part 1 - ¥Fire Eguipment and Supplies,
unless jocal purchase results in
reduced cost of extinguishers certified
by tbe Underwritersa' Laboratory.
Minimum: 10 pounds.

16-801.3 Maintenance

Specific guidance on fire extinguisher
naintenance and reguirements is found

in HBK MS-.56, Fire Extinguishing
Equipmant.

16-402 STANDPIPES AND HOSES

Most fire departments will not use
¢lass II fire hoses installed in
buildings {(because they are often
poorly maintained) and prefer tbat
hoses not be installed so tbat the fire
department equipmsnt c¢an be wmore
readily installed. Where hoses are not
provided, the s=ize of tbe threaded
connection on the standpipes must be
checked with the loecal fire depariment
and adapters provided where needed. The
installation of fire hoses must be

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



Operation and Maintenance of Real Property

16=502

coordinated with the local fire

department only in the following
instances:

a. Where the local fire department
approves of the installations and
will use the hoses installed; or

b. In areas {such as postal workrooms)
where personnel are spec¢ially tralne
ed and their fast action could bring
the fire under contrel readily.
Where hoses are installed on atandw
pipea, the existing linen or cotton
hose on them must be removed when
deteriorated, and not replaced.
Refer to HBK MS-56, Section 753 and
OSBA 1910.158(c)}(3) for additional
information. In special cases where
1=1/2 inch hose is needed, the hose
must be polyester fiber, single-
Jjacketed, rubberwlined firehoae
available through Federal Supply
Schedule, Class 4210. Maintenance
guides for standpipes and hoses are
included in Section 13.

16-403 SPRINKLER SYSTEMS

Bee HBE MS-56& for additional informa-
tion on sprinkler systems. The four
basic types of sprinkler systems are:

a. The Weit-Pipe Sprinkler System. The
wvetwpipe sprinkier system is the
simplest and most ef'fective for the
general control of usual fires. The
system i3 connected to an adeguate
water supply and the piping is fill-
ed with water. A waterflow device or
an alarm vaive i3 incorporated in
the syatem to sound waterflow and
fire alarma,

b, Standard Dry«Pipe System. The statiw
dard dry=pipe system is a modified
form of the wet«pipe aystem, with a
dry-pipe valve replacing the waterw
flow device or alarm valve, and air
pressure substituted for water in
the piping. The air pressure keeps
the dry«pipe valve in the c¢losed
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poaition and prevents wabter from
Plowing into the piping where it
right freeze. Wnen a sprivkler head
opens, the zir pressure iz released
‘and permits the dry-pipe valve %o
operate, which in turn allows the
water to flow to the sprinkler
heads.

¢. Deluge Sprinkler Systems. A deluge
aprinkler system is a special type
of automatic dry<pipe system, having
open or unszealed heads installied in
the piping arrangement and equipped
with automatic and auxiliary manual
controls. This type of system is
installed oply in occupancies where
Flash fires are likely to ocour,

d. Preaction Systems. Preaction systems
are designed and installed similarly
to deluge systema, except that
standard sealed type heads are used.
Heat-actuated controls operate riser
valvas to permit water to be avail-
able at the aprink]er head before
there 13 enough heat at the head to
cause it to fuse.

16~5 FIRE DEPARTMENT NOTIFICATION
16~501 GENERAL

The building manager must insiruct
employees that ii is their responsibije
ity to operate the fire alarm box and
2all the fire department upon detecting
a fire. In no case may employees be
directed or otherwise encouraged to
withhold the sounding of an alarm or
delay the alarm until they check with a
supervisor.

16502 IN CASE OF FIRE

In any case of fire, notify the fire
department immediately. It 1s estah-
iished HU3PS practice to conneect the
khuilding fire alarm system directly to
the fire department or to & commercial
or Government-operated control <center
which will automatically relay the fire
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alarm to the fire department., When a
fire alarm hox is pulled in the huild-
ings which are compectesd fto the fire
department or a control center, an
autcamatic signal is transmitted to the
fire department. Thia aubomatic signal
must he followed up by a telephone call
to the fire department fo give them the
exact location of the fire. In those
buildings where the building fire alarm
system is not connected fo the fire
department or a contrcl center, felew
phone the local fire department to
inform them of the location of the
fire. Further inatructions and require-
ments are found in ELM 850.

16-503 IN SFECIAL SITUATIONS

In addition to fire, other asitwations
that must be reported to the fire
department include:

a. Detection of smoke. Upon detecting
an odor of smoke or any other
indication of fire {(including such
information received by telephone
from a hullding occupant) the
employee must immediately notify the
fire department. After calling the
fire department, if the conditions
indicate that there may not be an
actual fire, the emplovee may inves-
tigate before sounding the huilding
fire alarm. :

h. Digcovery of an extinguished fire.
Upon discovering evidence of an
extinguished fire (ineluding suech
information received by telephone
from a building occupant) the
employee pust immediately notify the
fire department. After calling the
fire department, the employee must
investigate the situvation, take all
necessary action t¢ ensure that the
fire has been extinguished, and
sound the bullding fire alars if
necessary. Generally, the fire
department will dispateh a profes-
sional firefighter to agssist in
making this determination.

96~6 FIRE ALARM IDENTIFICATION

Building fire alarm systems which are
not connected to the fire department or
control center must be identified hy
posting a sign adjecent to each local
fire alarg box. The sign shouid state
that the alarm doea not summon the fire
department and that a telephone call
must he placed to the local fire
department. Figure 161, Fire Alarm
fdentiflcation Sign, suggests the for-
mat to be used. These azigns must be
uniform aize, 5 by 7 inches, and easy
to read.

FIRE OR EMERGENCY

This building alarm DOES NOT summon the
Fire Department.

FPull the building alarm station to evacuate building
and proceed at ence te CALL FIRE
DEPARTMENT by telephone —

Telephone No. 444-3444
This building iz U.8. Post Office
1900 F Street

rcws ACCURATE, COMPLETE INFORMATION

L

Figure 16=-1. FIRE ALARM
IDENTIFICATICHN SIGN

167 FIRE QRILLS

¥hen the annual fire drills required by
ELM 854.2 zre conducted, the huilding
manager ccordinates them with the local
fire department and the tenants. The
tenants must {(a) participate 4in the
drili, {b} zppoint fFfloor and corridor
wardens to direct their emplovees to
the stairs, and {(¢) ensure that all of
thelr space 1ls evacuated.
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16-8 FPIRE BRIGADES

The size, duties, membership, and
training of fire brigades is covered in
ELM B854.%1. All postal fire brigades
muzt be trained to perform their
assigned 'duties. The fire brigade
training course number 21503.00 myust
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be given to all fire brigade members.
See ELM 854.15.

t6=0 FIRE SAFETY REGULATIONS
A11 postal occupants and tenants must

comply with tbe fire safety regulations
in Figure 3-2.
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SECTIUN 17

DAMAGE CONTROL AND EMERGENCY PLANNING

17«1 GENERAL

17-101 SCOPE

The USPS is responsible for minimizing
the danger to life and postal property
arising from the effects of attsek,
fire, flood, explosion, or other
disaaters in buildings under USPS
aontrol. Building operating equipment
and systems (ventilation, steam,
glectrical, gas, and water) offepr
potential danger to property and life
if acoidents should happen and the
results of these acceidents are not
quickly brought under control. The USPS
huilding managsr must provide the
facilities and tralned personnel to
control damages which may be due to any
cause, te confine this damage to the
smallest area, and to prevent injury.

17-102 ADVANCE PLANNING

The key to any programr involving pos-
sible accideni, damags, or injury is
sdvance planning and bEraining for
possible emergency situations, In this
manner, organizations are set up snd
procedures ars established and dissemi-
natad to capable, trained persconel so
that appropriate reactions to emergency
situations ars sutopatic.

17-103 CONTINGENCY PLANS

The plans and organization developed
for compliance with this section must
be consistent with ASM 280 and the
following publications:

a. 1594, "Contingency Plans - Work
Stoppages (Limited Official Use)"
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b, 159B, "Contingency Plans - Civil
Disorders and Natural Disasters
{Limited Officizl Use)"

¢. 159C, "Contingency Plans - Bombings,
Bowbh Threats and Bomb Scares
(Limited 0fficial Use;®

d. HBK Ms-49, Chapter 5

e. ELM 852.3 and 852.4, Emsrgency

Action Plans and Fire Prevention
Flans.

17«2 BUILDIRG OCCUPANT
ORGANXZATION

17-201 OCCUPANT RESPONSIBILITY

The Postmasier or installation head is
responaible for establishing a facility
self-protection organization in build
ings under USPS contreol. This organiza-
tion iz to identify the functions and
responsibilities of building occupants
during emergency situations and is a
Jjoint responsibility of =11 tenants.

17-202 ORGANIZATION STRUCTURE

The seli-protecticn, crganization shall
include representation from various
USPS corganizational units and all non-
postal tenants to assure identification
of all occupsnt nseds and adequate
emergency planoning. The Pestmaster
shall act as the facility self-
protection organization c¢oordinator,
directing the activities from an estab-
lished control point during all emer-
gencies. The Postmaster is responsible
for the operation of the building under
all circumstances,
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17-203 BUILDING MANAGER'S
RESPONSIBILITIES

The building manager shall provide
direction and assistance to the Post-
master in development of plans for
protection of the facility and its
occupants. The bullding manager must
organize, equip, and train s domage-
control teem as outlibed in 17-3 and
esrry out the facility plan of emer-
gency operations as outlined in 17-4.
The damage-control team is set up to
respond quickly and efficiently to sny
emergency at the facility that affects
the building, egquipment, or occupants,
in order to control and confine damage
and prevent injury.

17-208 NOTIFYING OCCUPANTS OF
EMERGENCY CONDITIONS

A1} emergencies reguiring the notifica-
tion of the occupants are to be routed
through the building manager to the
Postmaster or installation head. Occu-
panta that may be affected by an emer.
gency condition are €0 de notified
immedistely, since an informed occupant
ia less likely to paniec or spread
rumors, Notification may be either by
normal c¢ompuriication methods, e.g.,
telephone or personal contact, or by
the bujlding general alarm system.

17-3 DAMAGE-CONTROL ORGANIZATION
17~301 DAMAGE.CONTRCL LEADER

Damage-control leaders are assigned
from the building management super-
vizsory rolls. Their duties are:

a. To staff and frain s Damage-Control
Unit and select alternates for this
unit.

b. To establisb a pian to attend
mechsnical devices, ventilation,
water, gas, and steam valves, power
switebes, ete.

¢. To deploy either individuals or
teams ai tbe sound of emergency
alarms,

d. To prearrange control posts for
planned or directed action.

e. To deploy personnel to investigate
and correct damage to utilities
after cmergencies.

. To report conditions which require
other assistance.

17-302 ORGANIZATION OF THE
DAMAGE-CONTROL TEAM

A damage-control team must be estabm
lished for eacb shift and failored to
tbe particular building or group of
buildings in wbic¢h it serves. The
example given here is for a building of
over 400,000 square feet:

Dampage~Control Leader - Opersting

- Engineer Supervisor .

2 Plumbers or General Mechanies

1 Carpenter or General Mechanic

2 Operating Engineers or Enginemen

2 Electricians {one high-voltage
specialist, if available)

17-303 ROTATION OF TEAM
MEMBERS

The formal assignment to the damage-
control team will rotate on a yearly
basis in order %fo train all operating
personnel. In addition, all personnel
should be trained in the operation of a
primary and secondary assigned utility.

17-8% PLAR OF HMERGENCY OPERATIONS

17-401 IDENTIFYING CUTOFF
YALVES AND SWITCBES

17-801.1 Signs giving the leecatien
of cutoff valves and switches must be
congplcuously posted 1n the security
office in all bujildings Dbaving such

MS-1, TLed, 11-30-86
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17-403.2

offices zand any other location as
deemed sppropriate by the huilding
manager. These signs must be kept
currant,

17-301.2 The signs mpust be of suh-
stantial construetion, and uniform 3as
follows:

a. White lettering on a colored backe
ground.

b. Largs enough to be easily noticed.

¢. Have the beading, UTILITIES CUTOFFS,
in letters at least 3/4-inch high.

d. List all gas, electrical, steam, and
water cutoffs and other utilities
which may need to be cut off in case
of emergsncy. These signs must not
li=t any cutoff which would impair a
fire protection system such as
sprinklers, standpipes, fire alarms,
or fire pumps.

¢. ¥Where more than one location 1a used

for a single type of utility, all
locations must be listed.

17-%#01.3 Cutoff wvalves and switches
seprving this function in all the build-
ing systems must be clearly identified
by a sign visible from the f{loor and
permanently nmounted near the valve or
switeh or hung from it. Use white
letters on a colored background, the
color to be the same as used for piping
or electrical identification.

17-302 DESIGNATION AND ASSIGNMENT
OF CONTROL POSTS

17=-402.1 The building mapager pro-
vides technical assistance neceassary to
designate control posts throughout the
building to adequately control gas,
steam, electricity, water, and
ventilation in emergency situations.
The safety of'ficer may be called on for
assistance in the designatiom of these
posta.

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

17-5302,2 Damage=control team members
must be assigned primary and secondary
utility control posts to whick they
report in an emergency for each shift
of operation.

17-303 DESIGNATION OF BUILDIKG
CONTROL CENTER

17«803.1 The security office in all
buildings with such offices, or any
other location deemed appropriate by
the building manager, must be desig-
nated control center for use in an
emergency situstion. The facility
self-protection organization and the
damage-contro) team {which functions as
the utilities service of the organiza~
tion) use this coatrol center.

17T-303.2 The control center nmust
contain the following:

a. Telephone communications.

b. Aany other communication device used
f{co activate the damage-control team.

¢. Phone listings, govermment exhten-
siona, and home phones of all memw
bers of the damage-control team and
the building manager.

d. Current plans, lsyouts, or dizgrams
of piping systems, electrical facil-
ities, heating, ventilating, and
air-conditioning.

e. A set of floor plans,

f. A directory of emergency numbers,
i.e., ambulance service, hospital,
bomb squad, police, fire department,
emergency repair force, and key
pecple.

g. An occupancy census.

h. A bullkorn.
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i, Portable emergency light.

j. A diagram showing utility cutoffs
and loc¢ation of emergency equirment
in the building.

k. Adequate number and type of portable
fire extinguishing equipment for
auxiliary use,

17-403.3 All operating personnel
must know the telephone npumber of the
control center in order to report
emergencies quickly.

17-408 GENERAL INSTRUCTIONS TO
THE DAMAGE.CONTROL TEAM

Because of the importance of these
utilitiee in a large-scale eamergency
euch as fire or alr attack, the
instructione in Figure 17-1 are neces-
sary.

17-405 DAMAGE--CUNTRUL PLAN

17-805,1 The damage-control team is
activated in an emergency by the
communications medium avallable (publiec
address system, building fire or
emergency broadeast  alarm, telephone,
or shortwave radio).

17-%05.2 The team members report to
their designated control poets.

1T-405.3 The damage~control leader

reports to the control center, receives
reports on the emergency, and coordi-
nates the Decessary action to cope with
the emergency.

17=-40%.4 Wher the emergency iz past,
the damage-control leader surveys the
situation, further deploys personnel or
releases the team for normal duby, and
submits reports to the building manw
ager.,

17-405.5 VWhen the building is evacu-
ated, all operation and maintenance
personnel will report to a location

assigned by the buillding manager. They
will remain in this location in case
they are needed to ¢ope with the emepr-
gency, and may return {o their normal
location only upon direction from the
building manager's representative.

17406 RESPONSE DURING
NONDUTY HUURS

Wheo emergency occurs durding nonduby
bours and involves building etructure
or equipment which requires the tech~
nical aseistance of tbe damage-conirol
team, sec¢urity or other persontel
discovering the emergency must follow
loeally preecribed procedures to bring
the damage-control team to the site of
the emergency.

17«5 CURRECZIVE MEASURES

17-501 INVESTIGATION AND FULLOWUDP

17T=501.1 The damage-control leader
must report all damage to the building
manager. It ie the reeponsibility of
the building manager to completely
investigate each accident or emergency.
Iff necessary, technical assistance may
be requeeted from tbe division., Where
appropriate, +the 1investigator coor-
dinates with the Inpspection Service,
reporting all demage and the circum-
stances surrounding the emergency.
A detailled report must be submitted as
prescribed in HBK EL-801. A particu.
larly good source of dala for the
inveatigation of accidents invelving
utilities or equipment is the aubtomatic
recording cbarts found on most modern
equipment, An analysis of tbe charis
may reveal the causes of damage and
lead to poseibie modifications of
egquipment.

17~501.2 The building manager has the
autbority to utilize coniract or group
sources t¢ make emergency repalrs nec-
essary to the normal operation of the
building as expeditiously as possible.

MS~1, Ti~%, 11-30-86
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UTTLITY FIRE EVACOATE UPON RETURN
Water Stand by Leave water on Turn off water at control
valve nearest to point of
damage

Gas Turn off in Turn off Survey for damage

fire arsa -

stand by
Electricity Stand by to Leave alectricity Turn off in case of loeal

turn of'f on damage
Steam Stand by to Throttle down at Ko action necessary at
(Central turn off central plant buildings
Heating
Plant)
Local boilere, Stand by to Turn off valvee, Turn off valves, control
coal turn off control fire as local damage

neceesary
High preesure Stand by to Cut oil burners Resume service after
oll {(over turn off inapection
15 paig)
Low pressure Stand by to Cut ¢il burnera Resume service after
o4l (under turn off : inspection '
15 peig)
Ajr- ) Stand by to Turn off at Resume service after
conditioning turn off evacuation reconnaissance and
signal inspection

Pigure 17-1. INSTRUCTIONS TO THE DAMAGE-CONTROL TEAM

17-501.3 Repairs beyond the scope of
the building manager's facilities must
be eetimated and reported in detail %o

the divisional office as soon a9 pos-
sible.

17-501.4 The building manager will
furnish information $6 the Postmaster
to report as required by ASM 220.

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