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.j:- SBCTIoI 1

rf,moDUgrlox

1-I NBSPOXSIBILITI

1-101 lbe Postnaster at eacb locatlon
ls responslble for operatlon and
nalntenance of tbe facillty ln
accordance wttb tbls bandbook. Tbe
Postnaster nay act as tbe bulldlng
nanager or nay deslgnate auotber
lndivldual to perforu tbose dutl.eg. Tle
director of Plant Equlpnent EnSlneerlng
(or equLvalent tLtle) wot8d norually be
tbls designee ercept ln snaller offlces
rbere tbe offLoer ln charge or Post-
saster woul.d be pensonaLly responslble.

1-102 Inherent ln the above nespon-
slblllty are certaln declsl.ons based on
cost effectlveness for personnel
autborlzatlons, tnalnlng reguestst
repain and lnpnovenent requests,
nalntenance equlpnent purchasesr &d
securlty provlslons. Elfectlve ualn-
tenance nanagenent nequlres tbe prop€r
too1s, adequate supervlsl.on, tlnely
lnspectlon, neanlngfuL l.nfornatlonr and
tecbnical conpetence. It regulres
adnlnisterlng wltb open lLnes of cotrBu-
ulcations at all lerrels. Thls responsl-
btlity requlres tbe 'use of good jude-
nent and comnon seBse at all tlnes.

1-2 APPlICATIOII

ltis haadbook appLles to USPS personnel
engaged 1n the operatlon and nalnte-
nauce of reaL property. It pnescrlbes
tbe policles, procedures, and practices
governlng tbe operatlon and nalntenance
of USPS buildlngs and leased space
lncludJ.ng but not linlted to the
following:

4r 0peration, malntenance, protectlon,
repair, aJ.teratlon, inprovementst
and nanagement.

b. Offlalal relatlons rLth otben USPS

offlces, other Federal ageucJ.es,
State and local. governnental
ageucles, Prlvate organizatlonst
and tbe general publlc.

1-3 SATEIT

Tbe procedures prescrlbed ln tbis hand-
book place specJ.al euphasJ.s on safe
work practlce and nalntalnlng a safe
envlrornent for buttdlDg occupants aad
the publlc. lbe provLsl.on of Suoer-
vlsor!s Safety Eandbook, EBK EL-801'
shall apply and all euployees sba[ be
Lnstructed to report uasafe practlces
on condltlons to tbelr supenrtsors.

1-II DIYISIOf,IL SUPPLNGUTS

1-401 Tbe Fleld Dlvlslon General
ldanager/Postnaster, to ueet local
condJ.t'lons, nay lssue addltlonal
instnuctlons to lnplenent the proce-
dures and practlces pnescrlbed ln this
hanclbook.

1-402 Tle use of procedures and prac-
tlces tn confllct sltb those contalned
ln tbls bandboor nust b€ specJ.fJ.cally
autborlzed by the Fteld Dlvlslon
General lbnager/Postnaster.

1-103 Trro copies of atl dlvlslonal
suppleaents to tbls handbook sbaU be
fonrarded to tbe Fleld Dlrectorr l{aln-
tenance Tecbnlcal Support Center,
P. O. Box 1600, Norm?nr OK 73070-6708.
These supplements w111 be revlewed for
posslble adoptlon on a natlonwlde
basls.

l{s-l , rI-4, 11-30-86
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BI'ILDIf,GS }IAIAGEI.IETT EIELD OPERATIOIS

2.1 ADMIXIT}TRATITE ST'PBONT UAXUAL

Tbe Adnlnlstnatlve Suopont Manual
(ASM) descrlbes Ln detall Eany of tbe
polXcles wblcb are iupl.eoented Ln bhls
cbapler.

2-2 GLoSSAnT

For tbe purpose of tbLs bandbook, the
follorlng lnterpretatlons shall apply:

4r AsslSned space - Leased space
occupled hr USPS.

b. Bulldlng Manager - lbe person
deslgnated as responslble for the
openatioa and functLon of tbe
bulldlng and buildlng systens to
neet the needs of the occupants.

Converslon - Includes redeslgn,
reuodellng, ad converslon of a
bulldlng fron one use to anotber,
1.e., wonkroom on warehouse to
offl.ce space.

d. Extenslon - An add5.tlon, enLarg-
uent, or e:rpansLon of an exlstlng
bul.ldlng wblch results 1n an
increase ln usable floor area.

General purpose space - Space ln
buildlngs sultable for asslgnuent
for general offlce firnctions.

GSA-controlled buildlngs - BuLld-
lngs owned or leased by GSA where
the asslgnnent and reasslgnnent of
space and the operatlon of tbe
buildtng is under tbe control of
GSA.

Leased space - Bulldlng or part of
bul.ldlng leased by USPS fron
prlvate aource.

b. !{alntenance - To pneserve or keep
tn an exlstlng state or coactltion;
to prwent a decllne fr"on that
sbate or conclltlon by perlodic or
occasional erauinatlon, adjustnent,
lubrlcatlon, cleanlng, and neklng
ninor repains. Preveatlve naLnte-
nance 1s work wbl.cb is prograeaed
at scbeduled perlodic lntenrals.

Tenant - Any aonpostal agency or
party occupylng spaces ln a buLld-
lng wblch is unden tbe control of
usPs.

j. Relabursable serylces - Senrices
rendered to a tenant whlch are

' flnanced by tbe tenant. Tbis could
be eltber for operatlon antl nal.n-
tenance or fon special work.

k. Repalr - A repair ls the restora-
tlon of a fac1l1ty to a condltion
substantlally equivalent to lts
origJ.nal. slate and efflclency. lbe
dlstlnctlon is nade tbat wbereas
nalntenance ls preventlve, repalrs
are curatlve. Repairs uay lnvolve
replacernent of cornponent unlts ln
whoLe or in part when tbe new unlt
substltuted ls not better. tban the
old one was nhen Lt was acquired.
Routlne and lncidental replacenent
of parts constltutes ondlnary
repalrs; ertensive replacenent of
parts constltutes extraordlnary
repairs.

Speclal purpose space - Space 1n
bulldlngs, lncludlng land lnci-
dental to tbe use thereof, whlch ls
wholly on predoninantly ut1llzed
for lhe speclal purposes of a
tenant and not generally sultable
for the use of other tenants.

1

c

e.

f

I

I
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f^ those locatlons
Fleld Dlvlslon
Postnaater.

deslgnated by bbe
General Manager/

2-50T EUEnGBilCf, DATA

2-507.1 A copy of cument local flret
self-protectloa organlzatlonr contln-
g€Dcy plans, and otber energency
pnocedures, conplete nlth nanes and
pbone numbens and energency duty
statlons. Energeacy actlon plans uust
lnclude the nost curent Envlrorunental
Protectloa Agency requlreuents for
contnolllng euergencies lnvolvlng PCBs.
Local nalntenance procedures shall
recognlze tbe need to prwent fnlable
asbestos bulldlng uaterlals fron being
dlsturbed.

2-507,2 A record of eacb unannounced
flre drlll on other energency dnill ald
real energeucy ln chronologlcal ordec.

2-508 l.laDnEillscB DocUHEf,TS AlrD
LIBRAnI

A Ilstlng of nalntenance ItbrarY
bandbooks should be nalntalaed sbowlng
nan€ and telepbone ntuber of p€rson
responslble to uaintal.n the llbnary and
recelye and dlstrlbute buJ.lettns and
change orders to tbe nalntenance
section.

2-5Og tu,rtTEllallcE TRArltilc REcoRps

A llstlng of supenrisory and nonsuper-
vJ.sory personnel sbowlng: Total
tratnlng requlred for eacb posltlon'
tralnlng conpletedr tralning planaedt
and estltrated date of that tralnlng.

2.510 VACTTION AllD TRAINIIIG
SCEgDULE

A nel calendar year scbedule by tbree
tours sbofllng: Names, Job tltles, and
scbedrrled and/6r proJected vacatlons
and tratnlng periods. Schedules nust be
appnoved and slgned by the buildlng
lBnager. l{aJor cbanges lnpactlng the
schedule should be added as need
dlctates.

2-502

Local regulatlons knorn to lnpact
ualntenance sbaIl be 1lsted. For
enmple: clty regulatlons on use of
polyurethane, solvents, qpen burnlngt
eta. shall be llsted.

2-503 nBPOnrS REQUInED

A llstlng of reports requlred on nade
by tbe bu1ldlng De''ager sbwlng wbere
tbey go and nben they mrst be nade rltb
a brlef descrlptlon (txtle) of t'be
report forn. lte bu5.ldlng Danager nust
ualnta-tn a chronologl.cal llstlng shor-
lng actual date of subnlsslon. If an
erenptlon to sak{sg a certala report
bas been granted by the sulnrvlsort
that ereuptlon nust b€ doctnented ln
tbls sectlon.

2-50f nBSEnTED

2.505 DBYTITIOIIS AI'TEORITI

A cbronologlcal llstlng by cbaptirr and
sectlon of wrltten, slgned' dated
authorliy fon deviatlons fron tbls
bandbook nlbb a coqy of tbe conplete
devLatlon flled ln tbe approprlate
sectlon of the bandbook.

2-506 onclxrzrrrofl cEAms

A set of cunrent year orgaalzatlou
charts shorlng local., 6C and/or
dlvlslonal relatlonshlps to the
bulldlng nanager lncludlng detalled
staff infornatlon. Thls should be
revlened annually and updated when
changes occur.
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;

2-10 .I.TAIIAGEUENT OF LE.A8ED SPACB

2-1001 DEFDtrrrof,s

lbe folloring deflnltl.ons dlstlngulsb
betneen naturgeuent of leased space and
Iease adninlstratlon:

a. l,laragenent of leased space lncLudes
day-by-day actt ons Penulsslble
under the terus of leases, on
amangenents and requests
tbenefor, tbe nesponslbllltles for
whLch are delegated bo fleld
offloers.

Lease adniul.stratlon Lncludes
negotlatlons rltb prospectlve
lessors and other actlons leadlng
to the prepalatlon of fonnal lease
documents; subsequent actlons,
usually of a fonnal nature,
deslgned to eaforce lease conpll-
ance by Che Lessor; and actlons
lneldent to lease nodLflcatlons and
tennlnatlons.

2-1002 GETEnAL

2-1002.1 llben a lease provldes for
tbe operatlon and malntenange of leased
space by tbe USPS, X't ls tbe
responslblllty of tbe USPS bulldlng
Eanager to furrdsh the senice. Ibe
s€ule level and frgquency of sewice
shall be furnlshed 1n the leased space
tbat ls furnished ln the sare type of
space 1n other USPS bulldlngs. In
addltl.on, tbe lessor will b€ reqrdred
to neet any of tbe condltlons of the
lease for whlch tt ls responslble. See
Managenent Instructlon AS-51 0-83-1 .

2-1002.2 The building mtnager re-
sponslble for nanagenent of leased
space nust be provlded wlth a copy of
the lease and be fanillar stth the
terns of tbe lease. See l,tanagenent
Instructlon AS-51 0-83-1 .

2-1003 DUTIES Or PoSfiASlEn 0n, DBSICUAIED OFFICITL

Occaslonally, lt Bay be necessary for
the real estate organizatlon to request
local. assLstance 1n varlous aspects of
lease adnlnlstratlon to carry out their
respoaslbllity. Such assLstance nay
Lnclude tbe follmlng:

Prepare requlreueats @ncertdng
nalntenance and operatlons, for
lnoluslon ln biddlng and lease
docunents.

Inspect and uake recouuendatlons
concennlag sultability for space
offered for lease.

Collaborate wltb the divlslonal
office Ln nalrln8 condLtlon suryeys
at the @nmencenent, pnlor to
occupancyr tbe renewal, on tbe
expanslon of a lease, to ensure
tbat alteratlons bave been per-
forned in accordance rlth speclfl-
catlons and to establlsb and record
origlnal condltlon at tbe lnceptlon
of tbe lease tera. Asslst ln sur-
veying the condltlon of tbe proper-
ty at the ternlratlon or explratlon
of tbe lease;'ln evaluatLng and
reeordJ.ng the flnding; and in
naking re@nnendatlons concernJ.ng
tbe Postal Senrice llabllity for
restoratlon.

d. Take necessary.actlon to provlde
normal gervices whLch are not tbe
responsibllity of tbe Lessor. under
the Lease provislons.

Contlnuously review and evalr:ate
the perfornance of lessor uDder tbe
terms of each lease; arrange for
thorougb lnspectlon of tbe property
as requlred by ASM 510 necessary bo
ensure satlsfactory conpllance wlth
the lease requlrenents by the les-
sors. lbke all necessary day-by-day

b
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:1- nodular basls. Tbe partltlonlng Ls
usually of tbe aovable type, generally
celllng belghtr ard laid out on tbe
nodular llnes provl.ded ln the baslc
deslgD.

2-1103.3 Stonage $pe

Space suitable for storage of supplles,
equlpoent, records, or nalenlal, rblcb
does not pnovide an envlnonnent sult-
able for an offlce openatlon. Thls lype
lncLudes but ls not llntted to cl.osets
and unflnlsbed attlc and basenent
areas, as rell as space buiLt fon
warehouslng and recond storage.

2-1103.1 Speclal lYpe

Spaae nblch by reason of lnstalled,
flxed facllltles or utllttles ls
adapted fon speclal use. Included are
labonatorles, vaults, unsuspended
lookout area, darkroons, eleetrontc
data processlag roons wltb speclal
alncondltlonl.ng, and lndustrLal-type
operatlons rltb lnstalled equlpnent.
Post offlce speclal type space Lnaludes
Horkrooms, luncbr:oons, lockbox and
service llne lobblesr natJ.lng vesti-
bules, and platforns.

2-1 103.5 Couputlng lfet Acsl.gnable
Alesg

Measwenents fron tbe nornal lnterlor
face of erterior walls to the center-

- l,1ne of laterlor partltJ.ons, or to tbe
centerll.nes of Lnteroedlate partl.tlons
rhlch separate asslgnable spacea. No
adJustnent ls nade fon colunns, Pro-
Jectlons, and alcoves wben conputlng
tbe net asslgnable area of a glven
space. In space where a firlly enclosed
convector restlng on tbe floon extend.s
fron coluun to colunn or wall to wall,
the net asslgnable area nay be conputed
by roeasuriag fron tbe face of tbe con-
vector enclosure to the 1ns1de face
of tbe corridor wal-l,

2-1104 CInC[tLAlrof, AnBA

2-1104.1 Geaeral

Ctnculatlon area ls that pontlon of the
gross area rhlcb 1s requJ.red for
physlcal access to evetlr reasonable
subdlvislon of space, rbetber or not
sucb areas are enclosed by partltlons.
lbese are areas to whlcb tbe pubilc bas
generally unrestrtcted access and
whlch, 1f encLosed by ralls on partl-
tlons, rouLd be controlled by USPS'
ralber tban by a partlcular occupant.

2-7104.2 Borlzoatal Clrculatlon Arsas

Generally lnclude areas whlch are
deflned by walls on pantltlons for the
purpose of physJ.cal access to varioug
pants of tbe bulldlng. Horizontal
clrculatlon ts di.vlded lnto the foI-
lorlng tbree tyPes:

a. Core CLrculatlon Areas - IacLuder
but ane not necessarJ.ly lluited to:

(1) LobbLes
(a) Elevator
(b) Entraace
(c) Publlc
(d) Publlc vestlbules

Q) 'Publlc pedestrlan tuniels and
brldges

b. l4aln Coml-dor Areas - Those needed
to connect the neans of e:dt fron
eacb floor, encircling or connect-
lng core areas.

Secondary Coridor Areas - lbose
regulred to provlde access to those
subdlvlsloas of space not accessl.-
ble by naln coml.dors. Partltlons
to forn secondary oorrldors nay be
lnstalled lf requlred for functlon-
al pwposes. If partltions are
ouitted, the installatlon llnes
are lndicated on asslglnent or
floor plans by dashes. (Secondary

c
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2-1 109.1 .2
be used for:

Stonage type, rbl.cb Bay

r. Storage
b. Vendlng stande
G. laboratorles (nonfked equlpuent)
d. Flle roous
e. Reserve

2-1109. 1.3 Sp€clal Types :

3. F0 bor aad nalll.ng lobbles
b. F0 norknoons
G. F0 lunchroous
d. P0 nalllng platforns
€. Vaults
f. taboratorles (ftxed equipent)
g. Courtroons
h. Llbnarles (dtn fL:red stacks)
i. Audltorluns
J. Prlvate tollets
k. Resene

2-1109.2 Scrvloe lrce

2-1109.2.1 Offlce type, rblch Eay b€

used for:

a. Healtb unlts
b. Jolnt-use @nference roons
c. Concesslons

2-11O9.2.2 Storage typer rhi.cb uay
be wed for:

a. Garages, lncludJ'ng lnslde ranps and
drlveway

b. Van locks, etc.
c. VendlnS gtands

2-1109.2.3 Speclal type, whlcb nay
be used fon:

a CafeterLas, kltchens, and snack
bars

b. Concessl.ons
c. Vendlng statds
d. He&ltb unlts
e. Telepbone suite:

(1) Frane roou
(2) TolLet roo
(3) Snltcbboatrd rooE

f. loadlng platforns

2-1109.3 operau.oa lreaa

2-1109.3.1 Offlce type' wblcb nay be
used for:

8. Offlcesr bulldlng oPerations
personnel

b. Supply roonsr custodlal
c. Gear roms
d. Securlty rloons (bulldfne

protectlon)
e. Locken roons (custodlal enpJ.oyees)

2-1109.3.2 Storage type' rhlcb nay be
used for:

4r

b.
c.
d.
€.
f.

Storage
Bnlldtng naterLals
Custodtal uatenla.ls and equipnent
Supply l.oons and closetsr custodlal
Service closets
Gear roons (cuatodlal or otber)

2-1109.3.3 Speclal type, whlcb nay be
used for:

a. Custodlal sbops (carPenter,
uacblne, electrlcal, plunbinS'
palnt )

b. Blevator Penthouse
c. Lunchroon, custodlal
d. Trasb - wastepaper and lncinerator

rooms
e. Gear roons
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b Represeuts tbe USPS - RePresents
tbe OSPS as speclfically autborlzed
by tbe dlvlsional offlce wltb
Statb, countyr and locaL cLvll
autborltl.es on Datters nelated to
enforcement of laws, ordlnancest
and regulatlons pertalnS.ng to
buiLdlng constructlon or operatlon.

c. Professlonal and Trade Assocl.atLon
Contacts - MalntaLns contact wlth
locaL buildlng owners and nanagerst
trade .assoclatlons, contractorst
and teabnlcal socl.etles as naY be
requlred ln order to keep abreast
of the Labest developnents related
to bulldl'ng constructlont
naintenance, and oPeratLon.

3-2 SESYTSES

3-201 STATDAID LSVEX. SBRYTCES

The servlces establlshed below are
provJ.ded by tbe USPS (or the lesson) to
tenants on a scale sufflclent to
support one noroal 8-bour sblft per
day, 5 days per week. A noroal sbl.ft ls
consldered to lnclude startuP and
shutdolrn tlne of equlpnent rhlch
results Xn reluburseuent belng conputed
for tlne Ln excess of 10 hours. Tlne ln
excess of this w111 requf,re
relmburseroent to tbe Posta] Serrrlce.

Cleanlng - Normal cleanlng'
lncludlng window wasblngr floor
nalnlenance, and trash removal.
llben posslble, cleanlng wILI be
acconplished durlng nornal buslness
hours.

Uttlllles - Electrlclty (for noroal
offlce equlpment), rater, and heat.

Physlcal Protectlon - Normal
protectlon or securJ.ty conslstent
wlth USPS actlvltles.

Operatlon and Malntenance of
Bul.ldlng Equlpent - Operatlon'

nalntenance, and repaj.r of
elevators, alr-conditionLng,
beatlng, electrical, ventllatlon,
refrlgeratlon, Pluoblng' and
senet?age systeos, includlng
restrom supplies.

e. !{alntenance of Grounds -
l{alntenance of grounds' lncludlng
approacbes, sldewalks, Parklng
areag, and roads.

f Other Bullding EquiPnent - lbe
furnlsbing and nalntenance of
buJ.ldtug equlpent sucb as Public
dlrectorles and butletin boards at
the nain entrance, door closerst
water coolers, electric outlets for
norral offLce use, door keyst
changlng locks (except for speclal
securlty), rootr and occuPant
ldentlficalion, and window shades
on venetLan blinds.

3-202 nEn n nS$LE SERVTCES

Tbe fol,loring are not consldered noroal
butldlng servlces; therefore' tbey are
not lncluded ln the normal rental rate.
Bequests for these services fron Fed-
eral tenants nust be referred to GSA;
sucb requests frm otber tenants are
the responsibillty of the partLoular
tenant. See ASM 516 for further
lnstructlons.

dt Physical Protectlon - Securlty
personnel and protectlon of
classlfled records and ProPertY'
beyond noroal bullding securitY.

Space Adjustnents, - Services whj.ch
are perforned for lhe convenlence
of and at the request of occuPant
agencles, sucb as the lnsballafiont
reooval, and relocation of Parti-
tJ.ons, eLectric oullets, annuncla-
tor and buzzer systens; and the
rnovlng of furniture and offlce
equJ.pmenl.

a
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eqrdpnent, tenant uust relnburse
tbe USPS fon iastallatlon, nalnte-
nance, repaln, and addltlonal
utlllty costs.

3-204 SPECI.IL SEnVTCES

3-204.1 Audltorltnsr Confonencrg Eoons
aad Otber l{eetl.ng Places

llith respect to audltorluos, confenence
roons, and otber neetlng places
(lncludlag cafeterla areas wben used
for a neetlng place), tbe folloslng
appry:

a. Guldelines - Tbe g;uidelines and
rules to be followed by tenaats la
perolttlng the autborlzed use of
neetlng places are prescrlbed ln
Flgure 3-1. ltese guldellnes are
appllcable to space used for
conductlng neetln8s lrl.tbl.n postal-
operated bulldlngs.

PostaL Space - Meetlng places re-
ser.ved by the USPS and not asslgned
to GSA Bay occaslonally be used by
tenants as a @urtesy of the USPS.
Pernlsslon fon sucb use nay be

granted at tbe local level on a
case-by-case basl.s lf suab use 1111
not lnterfere rltb postal
actlvLtles.

Nonpostal Space - lleetlng places ln
nonpostal space vblcb ls asslgped
by GSA are controll.ed by GSA on tbe
uslng agencJ.es. In large nultl-
tenant buLldlngs, GSA should
establlsb enougb Jolnt-use confer-
ence roons ln nonpostal space
to ueet tbe needs of tbe tenant
ageneles. Tbe autborl.zed use of
sucb space nust be controlled 1n
accordance lrltb Flgure 3-1.

Speclal Butldlngs Ser.nices - The
use of neetlng places such aa
conference roons, audltonluns,
and cafeterlas by otber agencles
often requlres bulldlng sewices
beyond those furnlshed by tbe USPS
under the reatal nate agreeoent
wlth GSA. Tbese e:ctra senrlces nay
be provlded ou a relmbunsable basls
when tbe USPS resources are
avallab1e and the servlces can be
provlded rltbout adversely
affectlng postal actLvltles.

c

d
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3-IO8 NEOYAL OF IHPROPENLI
PI8IED YEEICIJS

&e towlng of lnproperly parked vebl-
cles fi'on parklng facllltles l'n and
around erlstlag USPS-controlled
propentles nay be authorlzed by tbe
USPS butldtng tsaaager provLded tbe
follorlng crl.terLa are net:

a. Statutory sanctLon nust e:dst; that
ls, tbe nenoval of Lnproperly
parked veblcles frou prlvate
pnoperty ls not probLbited by local.
statutes. lbls can usually be
deternlned by contactlng tbe local
pollce. In sone lnstances a
declsl.on frou tbe USPS legal
corrnsel By be requlred.

b. One of tbe follcrlng adverse
sltuatl.oas nuat exlst. A vebl.cle ls
lnproperLy parked so tbat:

(1) A fLre lane ls blocked or aDY

otber safety bazard Ls
cneated.

e) Entrance or erlt fron a garage
or parklng lot ls blocked.

(3) Entrance or exlt fnon an
autborl.zed Parldng sPace ls
blocked.

(4) Manewering area for postal
veblcles ls blocked.

(5) A parklng sPace ls occuPled
wblch is autborized for Poslal
and crLulnal law enforcernent
veblcles, or prlvate vehlcles
of Federal Judges, !,tenbers of
Congress, on heads of tenant
agencles.

(6) A parklng space authorized for
offlclal. custornersr vlsltorst
and enployeest veblcles ls
occupied and other parklng
spaces are not avallable for
authorlzed veblcles.

c. Ttre bul.ldlDg Eanager sbould abteopt
to contact the openator of tbe
lnproperly parked vebicle to volun-
tartly renove the veblcle before lt
Ls tored anay. If tbls 1s uot pos-
sJ.b1e, tbe procedtrnes fon towLng
require tbat tbe appllcable local
statute or ordlnance be follored
netlculously. If torlng ls Per-
forrned by llceased prlvate opera-
tors caLled by tbe buil,ding nana-
ger lnstead of by the Police' tbe
buildlng nanager shottld develop a
list of those operalors wltbin a
reasonable distance of the facillty
lnvolved and rotate tmlng Jobs
amoDg bbe openators to etnure equal
buslness opportunlty. It ls to be
rrnderstood by tbe operators that
all costs of lorJ.ng are to be borne
by the olrner of the vebicle.

3-5 TUNTI8EIf,CS IIID EQIIIPIIEIIT

3-501 DINECTONI BOANDS

3-501.1 looatloa

Dlrectory boards: (a) sbould be ln-
stalled ln all bulldlngs on each fl.oor
adJacent to the elevatorr oP to the
stalr"way 1f there are no elevators;
(b) oay be installed at loading docks;
(c) should be provLded to the extent
Becessary in each partlcular case;
(d) should list the tenants whlch have
guarters on that partlcular floor;
(e ) at tbe loadlng dock' shou.ld list
recelving agents for tenants; and
(f) at tbe street floor' sbould be a
conblned llstlng showing all of the
tenants whlch have space Ln lhe
buildlng.

3-501.2 Deslgp

Dlrectory boards should be walI-
nounted, enclosed wlth glass doorsr and
provlded wlth locks. Itt new buildlngs
constructed by the USPS, directory
boards of standard design w111 be
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3-503.3 OttriSSer Slgsa

Outrlgger slgns of any gize protrudtng
lnto tbe corrldors uust not be wed
under any cirounstancog.

3.50I EI.ECf,RICAL EQUIPHBI{T .
EI{PLOIBB OT'XED

3-501.1 Genenal

In tbe lnterest of utlltty cons€rva-
tlon, lndlvldual appliances (e.9.,
coffee nakers, electrlc can opeBerst
refrlgerators) are not alloled to be
used by euployees ln postal lnstalla-
tlons wbene conuercial food and
beverage sources, sucb as vendLag
nachlnes, oafeterl.as and snack bars are
avatlable. At tbe nlnluun, necessary
efforts sbould b€ made to lnsta[ at,
least soft drl.nk, coffee and snaak
vendlng nacblnes rhen tbe ntuber of
enployees ln fbe lnstaJ.latlon justlfy
thts. llhen vendtng nacbines are not
JustlfLed, 3nd lndlvldual appllaaces
are necess4lr ensure fbat only nlniurm
aunbers are used by establlsblng coffee
poolr etc. Ilhen feasLbler all appli-
ances shoul,d be sbut off nben they are
not requlred durlng p€ak load perlods.

3-50f.2 Agenoy Bequeat

A tenant deslrlng to'bave an enployee
appllance lnstalled ln a bulldJ.ng under
tbe JurJ.sdictlon of tbe USPS ls p€-
quired to subnlt a reguest ln wrltlng
to the bulldlng DaDager of the butldlng
in whlch tbe lnstallatlon ls lo b€
nade. The request descrLbes tbe appIl-
ance and lbs lntended use, and nust be
approved by the buildLng lnanager. The
bulldlng nanager wlll tben lnforn tbe
requestlng tenant of 1ts approval or
dlsapproval ln wrltlng.

3-501.3 Bulldlng llanager Inapeotlon

General - Itre bulldlng nanager nust'provlde for tbe periodlc lnspectloa

of all lnstallatl.ous of electrlcal.
appllances to guard agalnst a
possLbLe fire bazard, and to ensur€
the obsetrance of good bousekeeplng
and ener$r-conSeFratloa praotlces.
tlben tbe ulre or lnstallatlon does
not conforn to tbe safety,
Lnstallatlonr sanilatTr or en€rgy-
conservatl.on reqtdrenents, the
tenant nust be nequested to order
lts neuoval.

Safety Reqtdrenents - &e
electrlcal clrcult nust bave
sufflclent capaclty to bandle the
addltlonal load requlrenents. Tbe
appllaace nust bear the label of
Undemrlterst Laboratories or
anotber approved testlng labona-
tory and be free of any defect al
the tlue of lnstaJ.latlon. All
electnl.cal appllaaces nust be
turned off when not needed.

c. Installatlon Requlreuents

( 1) Eot plates and slnllar
appliances nay be lnstalled
only at tbe locatlons approved
by the bulldlng nanager, and
nust be pernanently wlred
througb a conblnatlon slrltch
and pilot llght.

Q) lfo obstructloa oay be wltbln
48 lncbes of the front of tbe
appllance. Tbe clearance
between tbe appliance and
unprotected conbustLbles nust
be at least 6 lnohes on all
sldes faclng the conbustible
naterlal, ErDd 36 lnches
overbead. If exposed to
conbustLble naterlal where
tbese clearances are not
posslble, the conbustible
naberlal mrst be protected by
sheeb netal not less than
24 U. S. gaWe.

b

a.

l,ls-l , tI-4, 11-30-86



ODeratlon and llalnt€DaBqr of ReaI Proporty 3-603.1

a

3-602 TACILITIES FON TEE
EAITDICAPPED

I{ithl.n funds avallable, facllltl.es fon
the bandlcapped are provided ln the
followlng order of pneference: (See
EBK RE-4, Standards for Facllltv
Accesslblllty by the PbyclEalh
Handlcapped. )

Ranps - At all bulldlngs wltbout a
street level entrance, provlde at
Ieast one ranp. Ttre ranp shall
pneferably have a slope of 511 but
if tbis ls not feaslble, tbe slope
shall not erceed 1 foot ln 12 feet,
and be ln accordance wltb tbe nlnt-
uun slandards contalued ln ANSI
al17.1.

b. Toilets - One Eenrs and one woments
toLlet, pneferably on tbe fLrst
floor, and, lf feaslble, on eacb
floor, are provlded, ritb a water
closet 39 tncbes wlde, rdth assLst
bans, and wttb a door 30 lncbes
wlde whlch swlngg out. If feaslble,
tbe water closet ls nounted 20
lnches above tbe floon. Entrance to
tollet roons nust be a nlnlntn of
l-feet wlde.

Drlnlclng Fountalns - One drlnldng
fountaLn per fIoor, nounted witb
the top of tbe bubbler not over
38 lnches above tbe floor.

d. Telephones - Ab least one public
telephone, nounted 32 inabes above
the floor nean tbe entrance for
tbe handicapped. If a recess ls
provlded for tbls shelf, lt nay not
be less than 30 lnches wlde. Also
see SectLon 15-5.

'Elevators - Elevabor"s fop
passeugers or passengers and
frelght, lnstalled ln nultlstory
bulldlngs accesslble to and usable
by physlcally haadtcapped persons,
roust conforn to the Suggesbed
Minlnum Passenger Elevator

Requirenents for tbe Handlcapped,
developed by tbe Natlonal Elevator
Industry, Inc. , in conpli.ance witb
ANSI A17.1 Safety Code for
ELevators.

3-603 IrSflLLATroN 0F
SPBCIAL 8QUTruElrT

3-603.1 Spsolal Purpoae Spaoe

Space occupled by speclal equipnent
sucb as electrontc data processlng,
J.aboratony, etc. sonetlues reguires
special envlronnental conslderatlon and
1s subject to contlnuous operatlon. It
ls, tberefore, consldered !o be special
punpose space. l{hen needed, this space
ls provided wlth special air-condltlon-
lng unlts to prevenb tbe lnefficient
operatlon of tbe large central chlller'
to serve oaly this mall area.

3-603.2 USPS Electnonlo Equlpnent
Spaoe

lJ.l construction and lnstallablon costs
lncident to provJ.dlng this special
purpose space are charged to the
aceount supportlng the lnstallat1on
rather tban to the roaLntenance of tbe
bulldlng.

3-603.3 Tenantst Eleotronlc
Equlpneut

Alt consbructlon and lnstaLlatlon are
the fundlng responsibilit,y of tbe
benefitlng tenant and are aranged for
in aecordance wltb Sectlon 3-2. Ilbere
speclal purpose alr-condlbionlng or
energency generators are requJ.redt
tbelr funding is also the responsi-
bllity of tbe benefltlng tenant.

3-603.4 subneters

l{hen tenants lnsta}1 equlpnent w}t:ich
lncreases utlllty consunptlon beyond
nornal office usage, subneters should
be lnstalled (kWh, stean, etc.), and
nonthly recordlngs of subneter readlngs

c

e
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0g*atl.oa and llrlntolaro. of lral Droperty 3-609.1

--r--r b A standard Arned Fonces reeruitlng
slg! has been adopted by the
Departneat of Defense to be used
rbere tro or Eore recrtdtlag
offlces are staffed by fitll-tlne
reqrulters. Install t'h1s slgn on
tbe exterlor grounds near tbe naLn
entrance so as to be clearly
vlslble to pedeotrLans. lbls
standard recrultlng slg nay be
obtalned fron loeal sources upon
request of the Corps of Englneers
Dlvlslon on Dlstnlct Of,flce,
provlded that tbe proposed slgn
Iocatlon ls concurred ln by tbe
USPS bulldl.ng uanager and tbe cost
of the slgn and lts lnstallatlon
are relubursable. Plans and
spealflcatlons for t'bls slgn are
sbara by Flgure 3-3. A Departuent
of Defense dLrectlye pn€scrlbes tbe
order of precedence of tbe setrlces
sborn Ln tbe lllustratloa, and must
be honored.

An alternatlve to tbe standard slgn
ls sbonn by Flgre 3-4. It Bay b€
placed wbere 1t ls not practl.cal to
lasta[ tbe standard sl.gn, sucb as
whene two or Dor€ servLceg are
quartered ln a gtore frontlng oa a
sldewallc, and shere there ls no
grassed on otber avq{lable area.
l'he renalnlng provlslons contalaed
ln tbe precedlng paragrapbs apply.

d. An |lAn frane nay contlnue to be
used by slngle s€rvlce reentlters
rblcb nornally bave offlces wltbJ.n
tbe bulldlng. Horever, tbese slgno
nust be securely fastened so tbat
they cannot be tunned over by the
rlnd. Recrultlng slgns or -baaners
are not bo be dlsplayed fnon the
ulndons of USPS bulldlngs.

€. Ilbere recrultlng offices are estab-
llsbed, thelr locatlon or room
nunbers shouLd be lndlcated ln the
lobby. Hrectory boards are the
prefemed lnterlor netbod for

ldentifylng locatlon of tbe
recrultlng offlces.

3-609

3-609.1 Provlalon of Pnlvrte
Faollltler

It ls USPS poltcy to nake ao provl.slon
for pnlvate tollet ano shower faclll-
tles la general purpose offlce space.
Possl.ble erceptlons to thls are:

a. Prlvate tollet facllltles nay be
provlded for Judges, court and
Justlce Departnent offlclals as
provlded ln tbe GSA Handbook,
Unlted States Counts. lte USPS
does not fund lnstallatlon of
tbese facllltles.

b. Prlvate tollet facllltles nay be
provlded for postnasters wbere
authorlzed as ln EBK AS-504, Space
Reoulnenents.

Speclal tollet faclllttes nay be
provlded for certaln types of
insta[atlons nhere tbe nature of
tbe operatlon precludes tbe use of
the general tol.let ficltities. In
tbl.s category are totlet faqtUtles
attacbed to uedical unltsr bealtb
unlts, detentloa cells, postal
lnspectlon lnstallatlons whlch
adJoln entrances to lookouts,
contlnuous duty posts such as FBI
duty roons, and glnllar lnstalla-
tlons. These tollets nust be
located advantageously to serve tbe
greatest nuuben of euployees. lbe
posslblllty of reasslgnrent of tbe
space to other agencles nust be
consldered ln locatLng these
facllltles and Lhe locatlon nust be
selected on tbe basls of ntntnun
obstructlon to future agenoy
J.ayouts. The benefltlng agency
funds lnstallatlon of tbose
facllLtl.es.

c
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Openatlon ald lhlat€lanoe of EcaI Pnoperty 3-614

.-t-" e Voten entrances and exlts nust be
arraaged to ensure tbe securlty of
tbe nalls.

t llorkroon spacer wbere nalI ls not
totally lsolated to pneclude access
by unautborlzed lndivlduals' nust
not be used fon votlng.

g. Local lan enforoenent officlals
nust agree ln advance to enforce
both Postal Senrlce Regulatlons
Bovernlng aonduct on Postal
preulses and appllcable state and
Iocal lans durlng the votln8'

b. lbe State on local governnent nust
agree ln atvance to rel.nburse any
costs lncuned by tbe Postal
Servl,ce for addltlonal securltyt
utLlltles, or bulldlng operatioa
necessary for t'be use of tbe
faclllty for votl.ng.

1. lbe dlsplay otr dlstnibutlon of any
polltlcaf llteraturer badges'
J.aslgnla, on posters on Postal
SersLce pnoperty, lncludLng parklng
areas, Ls Pnohlblted.

3-613.2 A reguest to uEe a USPS fa-
ctllty for votLng nust be reeelved by
tbe Eeadqnanters Operatlng Pollcles
Offlce, OperatJ.ons Support Group'
tbrough tbe Fteld Dlvlslon Genenal
Itlanager/Postnaster, not less tban 60
days before tbe scbeduled electlon' for
approval by the Postnaster General or
deslgnee. Tbe reguest nust lnclude
couplete detaLls addresslng each of tbe
condltl.ons Listed ln 3-613.1. Requests
must be nade and aPprovals nust b€
obtalned for eacb electlon use of a
USPS faclllty for votlng.

3-613.3 Requests to use the Strounds
of USPS facllitles for pol1tlcal
neetlngp or ral.lles uust b€ denLed.
lbls loagstandlng practlce was
establl.sbed beeause sucb use:

a. Tends to encotrage partlsan
polltlcal actlvltles ln Federal
space, chlch J.s pnoblbited by law.

b. ltay requlre tbat tbe buJ'ldlng
reualn open beyoad nornal operating
bours.

G. Greatly lncreases traffic 1n the
buiJ.dlng, creates cleanrag and
otber nalntenance probleus'
lucreases costs, and nay create
llablllty probleus.

d. Interfenes rltb tbe conduct of USPS

bugl,negg.

e. llay be viewed as evldence of
Federal pantl.clpatlon ln the locaJ.
electlon process.

3-511 ,
colrEqtrilG DBgrs, vElllDrIG,
AIID ADYBNTISIf,G

I{1tb certala speclflc erceptionst
sollcltLng alns and contrlbutlons,
canpalgnlng for electlon to any publ1c
offlce, collectlng pri.vate debts'
connerclal sollcltlng and vendlng' and
tbe dlsplay or dlstrlbutlon of
conmercial advertlsJ.ng on postal
pr€nlses are problblted. Tbese and
related speciflc rules and regulatlons
governlng eonduct on posbal property
are found ln POU 221.6 and are
reprlnted as Poster No. T.
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5-201.3 0pcratlon and Halatoranoo of Bcal Pnoperty

contracti are oontalned ln Sbort
Forn Soeclflcatlons, HBK nE-10. Thls
speclfLcation Day also be used aE a
gulde for plantlng, replantlng, and
ualntalnLng trees, sbrubs, etc. To
enbance the appearance of tbe grounds
and btdldlngs, landscapJ.ng should b€
amaaged to confonu to tbat of adJacent
preulses.

5-201.3 The divislonal office sball
nevXew any pnoposed Landscaplng whlch
Day aestbetlcally affect tbe arcbi-
tectural appearanc€ of large or &oDU-
nental type bulldLngs.

5-202 ISOLATED TOCATIOXS

I! sltuations where tbere are wlde
expanses of lsoLated grounds not ln tbe
public vlew, rnalntenance sbaLl be
1{n{ted to the elfunlnatlon of flre,
safety, and beattb hazards (as requlred
by local ordlnances), and tbe preven-
tlon of soll erogion aad depreclation
of laad values.

5-203 lECElIrC.lL ASSTSf,TXCB

Due to tbe varylng cllaatlc and solL
condltlons tbt'oughout tbe country, the
reconmendatlons and services of the
local agnicultunal agent or State
unlverslty should be soliclted regard-
ing grass seed nlxtures, fertlllzlng,
Ilnlng aeeds, flllJ.ng, soddlng, care of
trees and sbnubs, frequency fon nowlng
and waterlng grass, and other grounds
nalntenance problens. Tbis servlce
sbould be free. Local garden clubs are
also a good source of advlce.

5-20f EQttrl!{ElrT

Ibe equlpnent purchased should be of a
nake and slze nost effectlve for the
work to be acconpllsbed after consLd-
erlng the cost of equLpnent versus
workbour savlngs. All nohrers, cut,tlng

tools, and refated equlpuent sball be
nalntalned 1n good wor.klng orderr.
Gasollne and other fuels ghall be
properly stored througbout tbe year.
Durlng out-of-season nonths, any
necessat? equlpnent overhauls sball be
acconplisbed, and tbe equlpnent shall
be properLy pnoteeted and stoned.

5-3 APPBOICEES

5-3OI CBilEru

lbe naintenance and repalr of drlve-
trays, uanewerlng areas, sLdewalks, 3Dd
curbs on USPS property ls essentl.al.
The quallty and conposLtion of repalr
and replaceuent natenLals, as well as
appllcatlons nethods, sbould conforu
closely to tbose found nost effectlve
for local areas by tbe bighway or
streel departnent. Tinely preveatlve
naintenance such as applicatlon of a
seal coat to asphalt pavlng nlll ple-
vent deterloratlon and eventual naJon
repalrs. tlhene cracks, spalled etreas,
potboles and ruts bave already
occunred, lmedlate repalrs nust be
nade to prevent further da.nage to the
paving but also to eliul.nate a safety
bazard and a source of danage to vebl-
cles. Applicable Sbort Forn Speclfl-
catlons, mK RE- 1 0 and l.lalntenance
Bulletln l,X4O-2-77 should be used for
malntenance repair proJects.

5-302 STDEru.KS

Partlcular attentlon should be gJ.ven to
sidewalk alreas adjacent to USPS bulld-
lngs. Cracked, ralsed, or sunkea side-
walks should b€ repalred or replaced
pronptly. If the sldewalks adjacent to
USPS property need repalr or replace-
nent and are the responslbllily of the
Stale or local governnent, every effort
shall be nade to obtaln repair or
replacenent at lbe expense of the State
or locaL government. If the State or
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Opcratl'oa and llalntonanso of loel Pnopenty 6-302

sBcrlox 5

stnucntnEs

5-1 NBSPOISIBILITES

6-101 GElrBnrL

Thl.s sectlon deals rltb toplcs tbat are
typleal of tbose eucountened W p€nson-
nel conoerned wltb tbe structural fea-
tures of USPS bulldlngs. Bulldlng uana-
gers nust be lnforrned of tbe coadltLon
of tbe structural elenents of all
bulldlags for wh1.cb tbey are responsl-
ble.

6-102 IDEBNEilCB TO CODBS

Coupllanae rltb locaL codes and
ondlnaaces or uodel bulldlng code ls
requlred as a n5'nlnun standard. llbere
USPS. handbooksr guidellnesr or other
dlrectlves ar€ nore strlngent as
related to structural requlrenentst
these sball be follored.

6-2 S1NUCIUNAL IIAIf,TETAIICE
lxD NEPAIN

Ttre bulldtng structure regtdres roubl'ne
ualntenance. Tbe sork requlred to naln-
taln and preserve a buildlnSr such axr

pal-ntlng, polatlng, .rooflnSr and weath-
erprooflng ls developed \r endneerlng
lnspectlons deflned ln HBK MS-? r

tlon
.p$.r and IIBK MS- Reoa and
ALteratlon Survevs , and 1s usually

Ttre buildlngaccoupllshed by contract.
nanagers are responslble for baving a
bulldlne lnsp€ctloa eonducted at least
once a year ln all bulldlngs for whlch
they are responslble. lbe purpose of
tbis local lnspectlon Ls bo ldenttf!
developlng problens ln thelr earllest
stages so that tbey can be corrected at
a ninlnal cost to the USPS. Thls
lnsp€ctlon shall Lnclude the roof and
should tdeally be conducted ln eltber
the sprlng or bhe fall of the Year.

Also Lncluded ln tbe local lnspectlon
sbould b€ lnterlon features sucb aa
floors, bllnds, doon locks, ?nd Partl-
tlons. tte need to servlce tbese ltens
shall be aoted by all USPS personnel ln
tbe faatllty durlng tbelr nornal Job
perfor:nance aad rePorted to the
bulldlng nanager. Pneventlve Baln-
tenance Suides for entrance doonst
power-operated doons, and otber
structunal Ltens that nequlre pre-
ventlve nalntenaace are ln Sectlou 13.
Short Forn Soeclflcatlons' BK RE-10'
aFe used for Local contracts and as a
gulde for rork Perforrned bY USPS

nalntenance enPJ.oYees.

6-3 FACILIII NEIIrINBUBRTS AIID
NESPOIISIBILITTBS

5-301 PI"ICIIIC- 0F SEII.S. PLIQI'BS.
.llrD l{EuoBr.al.s rll usPs
BI'ILDIIICS

lbe poltcy on dedlcatory pLaques and
nemorlals ls ln ASM 518.14.

6-302 rtoon LoaDs

Bu11d1ng Danagers are responsible fon
preventlng unsafe floor J.oadlng ln aay
spaee tbat they nanage. In fulfltllng
thLs responslbllity lhey shall keep
readlly avall.able infornatlon showlng
tbe rnaxl.nuu Loadl.ng that nay be p€r-
nltted on any floor ln the butldlng.
A convenlent and approprlate place for
tbls lnfornatlon ls oa the assl'ru'ent
plan for each buildlng. OSHA requlres
tbab tbe bulldlng nanager place platest
on whlch bhe approved fLoor load bas
been narked, ln. a consplcuous place ln
each area to whlch they relate (OSHA

191o.22G)(1)). rf the safe loadins
figure ls not lnonn or not avallable,
lt should b€ obtalned wlth the assls-
lance of the dlvislonal offlce. In some
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Ogcretlon and llalatcneaoo of Beal Pnopenty 6-102

Any succeedlng llnes requlred to lden-
tlfY the naJon organl.zatlonol eleuent
occupJlng tbe roosu or suLte of roons
uust' be normted and abuttlng tbe top
bolder. Organlzatlonal lnfornatton on
tbese slgns sbould be the saoe as the
tltles dlsplayed on naln lobby on floor
dlrectory boards.

6-30,ll.lt loo Xunben aad Use
Identtfl.oatton

Roon number and use ldenblfLcatlon
slgns ane wed to ldentlf! pubU.c and
bultdln8 servlce spaces. Synbol-sJ'gns
to be used for tbis Purpose are
speclfled lu EBK l,lS-54A.

6-305 COnRrpoR rpEltrrFrcalrott

Corrldons are ldentlfled on asslgnment
plans aad labeled W postal personnel.
Ibe slze and type of lettering to b€
nsed depends on the slze of the butld-
ingr lengtb and rtdtb of tbe corldors
and otber features of tbe bulIdlng. lb
nay be deslrable to provlde dtrectlonal
lnfonnatlon 1n sone Parts of tbe
bulldlng; for erampler near elevator
banks to sbcr tbe locatlon of conrnonly
vlslted space sucb as flrst ald noorn'
l1brar1y, audl.torlrn, etc. Signs of tbls
type sbould be applled to tbe corrldot:
raLls usJ.ng letterlng speclf'led 1n
HBK l.lS-54A. Ortnlgger or celllng-bung
sJ.gDs, other than tbose provlded ln tbe
coustructlon proJect, are prohlbJ.ted.
Occaslonally a sl8lt vlslble fron a
dlstaace ls aeeded. A neat slgtl on a
novable stand nay serve Lf tbe need for
1t ls tenporar?. To neet tbe needs of

long duratlon, appnopriate siSnp on
conrldor walls are Pneferred.

6-305 EISilORIC PRBSBRVATI0X

It ls USPS pollcy to conply wltb tbe
llational Hlstorlc Preservatlon Act and
al1 regulations lssued pursuant to tb.
Pnocedures for bandllng histonic
propertl.es are covered ln ASM 515, 518;
EBr RE-1, Realtv Acoul-sltLon and
ManaBeoent Sectlon 4-303; and
Mr as-510-84-2.

6-307 Anfironr

Propen care and nalntenance of antrork
ln postat-orned bulldlngs Ls covened ln
ASU 515; EBK nE-1, Seotlon 4-303; and
MM0-?2-85.

6-4 IDBtrTIEICATIOII OF USPTI BUILDItrGS

6-101 cEilERAL

All postal lnstallatlons nust be
clearly tdentlfled to ensure custoner
recognltlon of tbe facllity. Refer to
ASU 518.1 for pollcy aad guidance on
buildlng ldentlflcatlon.

6-{02 NE}IOVAL OT BUILDIilG
DESIGIIATIOII

Prlor to the dlsPosal of USPS-mned
property, al1 slgns, lncludltrg nU. S.

Pnopenty No TresPasslngn slgns'
whlch deslgnate the bulldlng nane or
Federal crnersblp, nust be rerooved.
Ibls ls done Just prlor to transfer of
tltle.
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T-302 Opcnatloa and lblntonanoo of lcal Propertt

used only. rben one or botb of tbe
follqrlng condltlons exlst :

a. Destructlon of classlfied, patbo-
loglcal. raste, or other naterlal
luvolvlng a securlty or safetY
hazard ls requlred;

b. l{uulolpal on prlvate dlsposal
fac1l1tles are not avallable or are
lnadequate for the quantltles of
naterlal involved.

T-3O2 BInp coXTnOL

?-302.1 Gcaeral

fre uetbods of blrd control fall lnto
four general groups. All of these ar€
harnLess to tbe blrds tbeoselves, and
nay be expected to drlve tbeo to otber
unprotected locatlons. Tbe results
obtalned rltb tbe varlous netbods sho
that deftrdte tnproveoents 1n tbe bLr"al
probleo are posslble. Most of tbe netb-
ods bave llnltatlons, and careful con-
slderatlon ls neceasatly to assure t'bat
tbe netbod selected ls sultabLe for
tbe locatlon. Llsted belor are brlef
descrlptlons of varlous netbods.

T-3O2.2 Rrgr Voltege llcthod

Tbls netbod conslsts of lnstalllng
pal.rs of wlres uounted on lnsulators,
attacbed to the area to'be protected.
When the blrds short the two wlres nlth
tbelr feet, they receLve a hlgh-
vol,tage, lon-current shock rhlcb Ls
repeated at lutervals untLl tbe short
ls raoved vhen the blrds leave. In-
staLlatlon of tbls netbod requlres a
contractor rbo ls fanlllar wltb tbLs
speclalty. The resrrlts wlth thls sysleu
ar€ excellent. Inlt1a1 cost of thls
lnstallatlon ls h18b, but 1t ls a per-
nanent solutlon to the problen.

7-302.3 Cbcrloal llcthod

Thls nethod uses a vlscous, slow-dr11ng
naterlal appLled to the roostlng sur-

faceg nltb a palnt brush on caulldng
gun. lbe cbeolcal-control uetbod ls
ver? successful for.a short tlne. Ap-
pllcatlon nust be repeated tbree or
Dolre tines p€r year. Cost of appllca-
tlon Ls lqr uhere extenslve scaffold-
lng ls not requlred.

?-302.1 qrdt Fr€quencY ead
lud1ble Sound

Ultrahigb fnequenoy sound usually does
not produce satl.sfactory results. lbe
use of audlble sound (sucb as dlstress
crles of a starllng) and tbe sonlc
nethod have bad only llnlted success.

T-302.5 Sccrot ProprletarlT lbtbodg

0f tbe uethods tested thus fan' the
nost successful was effectlve for ap-
prorlrately 10 nonths, and repeated
treatuents H€re nucb Lesg effective. If
tbere ls not a loglcal explanatLon of
bor a propnl.etaqf netbod works, " lts
effectlveness should be evaluated
before conmltnents are nade. Consul-
Catlon wltb dlvlslonal or MTSC
personnel ls advlsable.

7-303 c nltltc rx cof,cEssrof,
SPACE'

Tbe specLal cleanlng requlreuents of
concessLon space and responslbllity are
detalled 1n llBK EL-602, Food Servlce
Ooeratlon.

?-304 USB OF lta1s

Walk-off floornats are used at naJor
publlc entrancgs to trap d1rt carled
In froo the street and prevent lts dls-
trlbutlon througbout the bulldtng. Trro
sebs of nats nornally should be provLd-
ed to pernlt reuoval and proper clean-
lng. Ibe oats w111 be cleaned dally as
a part of the lobby and entrance clean-
lng asslgnment. Llght soll nay be re-
noved by vacuumlng. Durlng incleoent
weatber, when the nats are badly
solled, tbey sbould be renoved and
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?-f02 Opcratlon end llalatoDsnoc of trcal Pnoperty

Ilsts ls requlred for support of tloe
equlpn6nt. Ifben nalntenance 1s
d1.fflcult, tbe contract offlcer rbo
arnanged tbe procureoent nay be of belp
Ln deternlnl.ng raranty appllcabtllty
and comunlcatlng rltb tbe suppller. ff

local r€sources are erhaustedr tbe
probleo sbould be tranenltted to tbe
dlvlslonal offlce and to IOSC uslng
Forn 4568, Malntenance Problen
Fgedback Reoort. Instnuctlons for use
are printed on tbe foro.

!{S-1, fl-|, 11-30-86



8-r06 ODcnau,on arrd l{elntoDaDoo of f,cal Foportt

Anerlcan Standand Safetv Code for
Elevatons. DunbnaLtens. and
Escalators, ASME/ANSI L17.1. State
and local re8glatlons or codes sbottld
b€ applled J.n baroony sltb tbis code.
lhe bulldtDg nanager ls nesponsJ.ble for
obtalnl.ng tbe latest coples of tbe
referenced publlcatlons and nalctnS tben
avallable to tbe personnel rho are
asslgned to tbe naXntenaacer upkeept
and repalr of vertlcal transpontatlon
equlpaent. Tbe code 1s contlnual.ly
belng revlsed and lnproved. Sone of Lts
nesen rules apply pnlnclpal.Iy to new
installatlons aad lt ls not flnanclally
practlcal to aPPIy then to e:dsting
lnstallatlons unless an ertenslve
nodernlzatloa ls undertaken. If tbe
cost of cbanglng an exlstlng
lnstallation to neet a code requireoeut
is out of proportlon to the beneflts.to
be derlved, tbe dlvlsLon Eay use
2dnl.nlstratlve dlscretlon about tbe
regulrenent, provlded leeal conforulty
and reasonable safety are assuredr and
provlded tnstructlons to tbe contrary
have not been lssued.

8-105 SrGilS

AIl slgns used to deslgnate servlcer to
tdenLtfy qars and landlngs, and to
lnstrucB tbe publlc or buildlng occll-
pants regardlng operatlon of ef,evators
and escalators are to be furnished by
the bulldlng nElnager and are descrlbed
below:

a. Postlng Hours of Serrrlce - Tbe
hours of operatlon of eaob uanually
operated elevator nust be posted at
eacb naln-floor landing.

Identtfi.catlon of Escalators and
Dr.rnbwalters - Eacb escalator and
drrnbwalter ls ldentlfled by lelter
or nunber at eacb floor wlth a
posted slgn slnilar to tbat wed to
ldentlfy elevators.

Identiflcatl-on of Llevators - An
ldentlflcatlon slgn nust be

installed on tbe wall at eacb bank
of elevators lear tbe elettator
eatrance at eacb landlng. ltls slgn
sbcrs the nunber of tbe car as
desigpated on bbe constructlon
dr&rln&q and also the elevator
functlon, 1.e., passenger onlyt
frelgbt only, or passenger and
frelgbt.

Out-of-Senrlce Notlce - Ib1s slgn
is used to ldentlf! elevators wblch
are not operalLng. lbe slgns nust
be neatly uade and bear bbe words
Itbts Eleva?or l-s Belng Serviced.
Please Use Elevator No. n

e. Identlflcatl.on of Floon Landlngs -
Tbe fiLoor ntnber of eacb elevator
and escalator landlng nust be
ldeatlfled, elther by P1aclng tbe
floor deslgnatlon of eaeb bolstway
door edge so tbat 1t is vlslble as
tbe door opens, or by postlng the
floor nurnber ln a door card or
certifleate bolder placed on a wall
ln a locatLon readlly vislble as
the car door o;rens.

f No Snoklag - For flre and safetY
r€asons or to coroply wltb Local
regulatlons where required, snoklng
on elevators c:rn be discouraged by
tnstalllng nPlease No Snoklngn
slgns ln plaln vlew on the rear
wall of the car, vlslble to Persons
enterlng. Letterlng approxlnately
oDe-hcb hlgh is suggested.

g. Euergency Instructlons - Procedures
to be followed 1n case of euergenoY
nust be consplcuousJ.y Placed ln
eacb eLevator car. An exanple of
typlcal lnstructlons ls shown ln
FJ.gure 8-1. Tbe letterlng shouLd be
phosphorescent ln case of lighttng
fallure.

h. Carqylng Passengers on Frelght
Elevators - Each freight elevator
whlch rneets the condlblons stated

d

b

c
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,1j:: ln Paragrapb 8-109 mtst bave a slgn
indlcatlng tbat only euploy.ee
passengers are pernltted to rLde on
1t.

1. Uslug Elevators Durlng Energencles:

A sl.gR nust be eonspl.cuously posted
advlslng not to use elevators for
evacuatlon durlng fire on othen
euerSency.

j. In Addtflon to Capaclty and Data
Plates:

(1) In every frelgbt elevatorr a
sigp shall specLfy the tyPe of
loadlng for whlcb the elevator
is desLgned and lnstalled. The
wordl.ng of tbe slg! nust be as
speclfled ln ASME/ANSI A17.1.

Q) CLasses of loadlng are:

(a) Class A: General Fnetgbt
Loadlng. llbere tbe load
Ls dtstributed' lbe
relgbb of any slngle
pJ.ece of freigbb or of
any slngle band truck and
its load l.s not nore tban
1/4 bhe rated load of tbe
elevator, and tbe load 1s
handled on and off tbe
car platform nanually or
by ueans of hand trucks.

(b) Class B: Motor Vehicle
Loadlng. lfhere tbe
elevator ls used solelY
to carry trucks or
passenger autonoblles up
to tbe rated capaclty of
the elevator.

(c) Class C1: Industrlal
Truck Load1n6. *here'
truck ls carrled by the
elevator.

(d) Class C2: Industrlal
Truck Loadlng. lJhere

truck ls not us"ally
ca:rrl.ed by lbe elevator
but'used only for loadlng
and rmloadlne.

(e) CLass C3: Otber Loadlng
wltb Heavy Concentra-
tlons. llbere truck ls not
usual.ly used.

?bese loadlngs apply nhere tbe
nelght of tbe concentrated
load lncludLng a porered
lndustrlal or hand tnuck, if
used, ls nore tban 1/4 lbe
rated load "!td rbere the load
to be carrled does not exceed
the nated Load.

8-107 LoCKTIG 0F Etsvlron sPrcEs

Elevator nacblne roons aad plt en-
trances must b€ kept locked at aJ.l
tlues. Only Q".llfled Decban{ cs, iD-
spectors, or persons la tbelr conpany
are penrnltted ln tbese spaces. Doors to
these spaces nust be self-closlng aad
self-IockLng.

8-108 ELB9TTON DITA CAND

Foru 4813, Elevator Data Cardr Fl8une
8-2, must be conpleted and naintalned
in the nai.ntenance offlce for each
elevaton.

8-109 CAnilInG PASSBIIGB.nS 0ll
FNETGM ELEYATONS

dr Frelgbl elevators, not aacesslble
to tbe general pubIlc, utay carry
enployees subject to tbe folloslng
condltl.ons:

(1) The rated load of the elevator
ls not less than tbat requlred
for a passenger elevator of
equlvalent lnslde net, platforn
area as requlred by Rule 207.1
of ANSI A17.1.
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understard tbe parts appllcable to
elevators, aDd uaderstand tbelr
responslblltty for tbelr orn
pgrsonal safetyr'the safety of
fellor eoployees, itrd tbe safety of
tbe publtc uslng elwators tbey
servlce.

b. lfben an elevaton openates
lnproperly or ln a nanuer tbat
cauaes doubt about lts safety or
rellablllty, 1t nust be luoedlately
renoved from ser:nlce. Ilre cause of
tbe lupropen operatlon nust be

. deternlned and corrected, and tbe
elwator tested prl.or to retwnlng
lt to senrlce.

c. In no lnstance uay elevator
BecbanLsos or controls be
nanlpulated or tenporarlly altered
to expedJ.te repalrs. AJ'l
alteratlons, botb uechanlcal and
electrlcal, nust be approved by a
professlonal englneer and certl.fled
for conpllance rltb ASME/A.ilSf
A17.1. Any alteratlon to tbe
controller sbould be approved by
tbe controllenrs nanufacturer.

tlben an elevator nalfi:nctlon Ls
reponted, tbe elevabor MUSI BE
TAKEN OUT OF SENVICE I!{MEDIATE.Y.
l1re person respondlng to the eaIl
perforns the folloy1ng before
troublesbootlng the nalfi:nctlon:

(1) Deternlne that no one 1s oE
the elevator, and shut lt
donn.

(2) Post nOUT OF SERVICEn slgns ln
fronb of holstway door- at eacb
leveI.

€ lte source of the nalfunctlon nuet
be deternlned, proper repalrs and
correctlons nade, and the elevator
thorougbly tested prlor to
returnlng lt to ser.rlce.

t Pnlor to perfornlng anf nork,
boyever uiaorr on an eLevator,
slgas nust be placed ln front of
tbe holstyay door at eacb level,
advlsLng tbat tbe elevator ls out
of servlce. (See Para. 8-106d).
Stgns supported by a cbaln
suspended fron eaob slde of the
bolstway door, attached to tbe doon
faclng wltb uagnets, are r€con-
nended. l{agnetlc slgns attacbed
dlrectly to tbe holstway door nust
not be used slnce they would not be
vlslble when the door ls open.
0tber types of banicades nay be
used; horever, tbey sbould be
constructed to allor passengers to
leave an elevator rlthout ercesslve
effort.

g. If persons are trapped ln a stalled
elevator, follm tbe procedures ln
AppendLx 8A.

Elevator mecbanlcs nust be provlded
rttb tbe proper tools and equipnent
for servlcJ.ng elwators. 0n1y blgh-
quallty roeters nay be used to test
elevator clrcuJ.ls. Test lanps nust
D€ver be used slnce the lanps wlll
often draw sufficlent current to
operate relays.

0n1y qualifled elevator necbanlcs,
lnspectors, or persons ln thelr
coupany are aLlmed to enter
elevaton nacbine roons or pits. In
no lngtance shortd anyone other
tban a quallfled elevator necbanic
who Ls faniJ.lar wlth the equlpnent
enter a nacblne roon to try to get
a staLled elevator started.

8-202 nEPArnS

MaJor repalrs or peplacenents are
lncluded ln the repalr progran. Repalrs
not of a! energeacy nature should be
scheduled for a tlne Hhich wlll not
affect bul.ldlng service.

b

d

i
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signed'when lnspections are nade, and
tbe elevator, durotnralter, or escalaton
}IUST NOT BE OPENATED IIITSOUT A

CERTIFICATE. Speclflo lnspectlon
requlrenents are contained ln
l{anagenent fnstructlons A5-520-82-12
and AS 620-84-14.

8-302 SCEBpULTXG Tf,SPECrIOf,S
llrD TBSf,S

The progran schedule of regular lnsp€c-
tlons Ls prepared a year ln advance
wltb a plan for performance of tbe
lnspectlon by a qualified lnspector.
Bulldlng Eanagens are pnlmarily respon-
slble for assurlng that all elevators
under tbelr control are scbeduled for
lnspectlon before cument certlflcates
expJ.re.

8-303 rIsPsston Qull.rFrcrlroxs

Iairpectlons are nade by eLevator
J.nspectors, elevator eaglneers, or by
mechaalcal, electrical, or safety
englneers wbo neet the standard set ln
aNsl/aslrE QE1 - 1- 1 9 84 Standard for
Qualtflcatlon of E1 avator
Inspectjrns.

The suggested sources of elevator
lnspectons ars llsted below:

USPS personnel, GSA, or other
Federal ageDcy whlcb bas qualifled
elevator lnspectors who regularly
perforu Lnspectlons of thelr orn
elevators. Naraes and locatlons of
USPS eLevator lnspectors are
ldentLfled ln naintenance bulletlns
whlch are updated wben necessary.

Munlclpal or State code enforcing
autborlty rblcb perforros elevator
inspactlons ln prl.vately onned
facllItles. l{hen arranglng for
tbese lnspectlons, it nust be
clearly rrnderstood by the nuniclpal
and/or state representatlve that
the Postal Serrrice as an lndePen-
dent establ.ishnent of the U. S.

governnent ls not subJect to State
or locAl regulatl.on or licenslng of
1ts elevators. Tbe lnspectlon ls to
be perforned as a sernice and wlLI
not obllgale the Postal Ser:vlce to
conply wltb local llcenses or code
requlrenents beyond tbe natlon"l
standard.

QuaLif,led elevator serrrl.ce con-
panles. Tbe tenn nlnspectortr as
used bere refens to any one of
tbese qualifi,ed pe!:soBs. lte ne-
cbanlc ln charge of ne{ ntalnlng
tbe equipnent or sone other respon-
slble represeatatlve of tbe USPS

should acconpany the lnspector.
Where elevators are naintalned bY
contract, the naLntenaDo€ con-
tnactor is not ellglble to per-
foru lnspectlon. However, tbe naln-
tenance contractor nust perforn tbe
requlred tests ln the presence of
tbe lnspector. I'he Fleld DLvlslon
General !{anager/Poslmaster nay nake
erceptlon to thj.s rule at snall
renote locatlons where excessive
expense would otherrlse be
lncumed. Sucb instances requlre
speclflc approval on a case-by-case
basLs and a differenl person (other
than tbe one asslgned responsl-
blIlly) ln tbe enploynent of tbe
contractor ls allorred to perforn
the lnspectlons and requlred to
conplete tbe approprlate USPS

checklist. A copy of the conpleted
checkllst is fLlrnished.to the Fi.eld
DLvLslon General ltlanager/
Postrnaster. AJ-so at least every
third Lnspectlon nusb be nade by a
USPS-certlfted elevator lnspector.
Tbese exceptlons must be reported
to the lffSC Fleld Director.

8-30t nrsPBcTlolr FnBQuElIcr

8-30I.1 All passenger elevators'
freight elevators, escalators, and
novlng walks. nust be lnspecbed at least
ever? 6 nonths.

a

b
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'-':'' d. Fcirn 4089 r Iaspectlon
Cbeckllst - Dlrecj Plupaer
@.

A Escalator Inspectlon Checkllst
(lssu€d by !{ralntenance Bulletl.n).

f Ponen Dunbralter Inspectlon Cbeck-
tist (lssu€d W l4alntenanae Bulle-
ttn).

8-305. 1 ttsP3-Ccrtlfled Iaspcotona

USPS-Certlfied Elevator Inspectors mrst
conplete appllcable checklists when
perf onnlng inspectlons.

8-306.2 Contnaot Iagpootorc

tlben lnspectlons ar€ contracted wlth
prlvate firms, i.e., A/8, uatntenance
contractors, and inswance companles,
conpletlon of approprlate cbeekHst(s)
uust be nade a part of, tbe contract,

8-306.3 Looal' State Governueut or
Otber Federel lgenolecl
Inspootlonr

I{hen lnspectlon ls perforned by localt
state governnent, or. other f,ederal
agenclesr lespectors, tbey nust be
requested to conpl-ete tbe approprl.ate
cbecklist. If they refuse, a copy of
tbe cbeckllst used nust be conpared to
bbe appropriate USPS checkllst to
assure that the lnspection neets
Natlobal ASME/ANSI A17.1 and USPS
standards.

8-306.! Reteatlon

For eacb inspectlon, the USPS Lnsp€ctor
retalns a copy of the conplete check-
l1st aDd furnlshes on€ copy to the
local office along wltb the cerftflcate
and lnspectlon report. The local office
retains the conpleted cbeckLlst for 10
years.

8-307 CEMIFICATE OF If,SPEqrIOX

ff a! elevator, escalatorr or dunb-
waLter neets the safety requlreueats
and Ehere are no serlous ualntenanoe
defl.clencles, tbe Lnspector sbaJ.I
pronptly pr.epare Foru 279r Certlflcate
of Insoectlon, Flgure 8-3. Tbe penson
responsibl.e for nalntatatng tbe equlp-
nent counterslgns the certlficate and
dlsplays lt ln the car, to sbor lhat
the equJ.pnent has passed Lnsp€ctlon.
Certlficates for escaLators are posted
on or near tbe nacbine. lbe certlficate
bas addltlonal spaces to be fALIed ln
wben the equipnent 1s relnspected.
tlhenever anotber inspectlon ls nade and
the requlrenents ane net, tbe lnspector
and the person responslble for the
uatntenance of tbe equlpnenl slgn tbe
certlficate and date Lt. l{hen all the
spaces are f{Lled lD, tbe lnspector
shail. lssue a nen certlflcate. ff the
certl.ficate becones solled or unslghtly
befone all tbe spaces are used, lt
sbould be replaced.

8-308 nf,srFB EQnTPMEttT

If tbe equipnent falls to roeet tbe
requlreroents, tbe lnspector shall wltb-
dnaw tbe certlflcate. If the Lnspecton
flnds a condltlon that nleht cause atr
accldent or serlous nechanlcaL fallure,
he shall wltbdraw the certlflcate and
nottfy the bullding manager, or other
responsJ.bLe officlal, bhat the equip-
nent ls unsafe and nust not be used.
Notl.fy other partles speclfted 1a
Paragrapb V of AS-620-82-12 and para-
Srapb IV of A,S 620-84-14.

8-I SPtsCtAL NBQUINEUEIITS AIID
PNOCEDUNES

8-!01 nEL&ASrlIC P.ISSENGEnS FnoM
ST^TLED ELEYATONS

The release of passengers fron a
stalled elevator ls very hazardous tf
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,-i\ 8-l05.EHBncB[Cr LIGEIIf,-G UIrfS,@
An energency flgbflng unlt sbatl be
lnstalled ln each car (lnoludlng

frelgbt). It serves to allay fears la
tbe event of a blorn fuse or a nore
serloug poner fallure, and l.t provldes
lllrnlnatlon fon tbe conirol panel and
tbe teLephoae.

o

F,fimil 4707

OUT OF ORDER
(Defectit;e or I noperatiw F) quip m r t il)

DAI{GER

iniJFei wili oden ilie elevator hoistway
door regardless ol position of car,

EAN.g:ll5P.:-g!-
@iclcvetor
mrchmic crccpt in ctc of FIRE or oth€t
EilERGEI{CY wh.n it may bc ured by Firc
Dcp.rtmGnt or othcr pcrsonncl rgccilically
.uthoriz?d by th. buildinS man.3cr.

THIS EQUIPMENT ('F PRACTICAALE) SHOULD
BE LOCKED OUT AT STARTER SWTTCH OR
BUTTON, FUSE OR CIRCUIT BREAKER, OR AY
LOCKING THE COVER.

Iru TIG lfRIEr r0 ffinfl.E

Eievator-= TE

Elevator 1.12

l{S-1' n-l' 11-30-86
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otber tban nornal Eeans. &e procedwes
ln Appendlx 8-B do not requlre the
uoveuent, of a car by otber tban nortal
on lnsp€etlon neans. It sbotrld be noted
tbat under eacb and evety proceduret
the uaLn electrical dlscoanect strltcb
shall be opened atrd lockedr and tbe
eaergenoy stop slrltcb Lnslde tbe car
placed ln tbe stop posltlon before the
trapped passengers are belped fnou tbe
ciar.

6. After tbe passengens are t€-
Ieased, tbe elevator shaU be tho-
rougbly and carefully lnspected and the
cause of tbe trouble corrected before
the service ls restned.

7. Tlre lncldent sball be docunenled
wltb a conplete report contalnlng tbe
follorlng:

a. Befone suntrary of tbe lncldent

b. Cause of the trouble

c. Aetlon taken to comec0 probleu

d. Actlon taken to prevent recumence

e. Nanes of persons entrapped and any
posslble lnjury

lts-l , fl-|, 11-30-85
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5. Elurt!.tBxr n&urnED lrD sToiloB toclTror

lbe follming equlpment 1s stored 1n
to lndlaate for eoergency use on1y.

and narked

a. Tno 8-foot laddens
b. Holstway door unLocking keY
ce Elevaton slde energency door key
d. Trro safety belts
e. Sledge hanmer and pt? bar (forclble entry tool)
f. Trro flashLlghts wltb fresb batterles
g. 20 feet of ll?-Lncb nyloa roPe
b. Portable e\racuatlon brldge
t. Tno-ray radlo

(TUts 1s Just a sauple list. Any lten tbat 1s needed for a partlcttar plan
nust be lncluded. )

6. PIOGBDUIBII - Ttre person recelvlng the cal.l (usually.ln l{alntenanoe Control)
uust:

a. Aclooovledge the call and nalntain conmusicatlons.
b. Contact tbe rescue tean leader and set procedure ln notlou.
c. AdvLs€ p€rsons 1n tbe car:

Steps are betng taken to rescue tben.
Tbey are safe.
Tbey nust stand clear of the door when lt opens.
Tbey uust not smoke.
They 4ust not try to leave tbe car unalded.

d. Flnd out the fol,Iolng:

( 1) Ig the energe,acy stop snltch Ln bhe run posltlon?
Q) Nurnber of persons lu tbe car
(3) Is any person 1n tne car 111, lnjured, on handlcapped?
(4) Are the llghts on ln the car?
(5) The locatlon of tbe car ln tbe bolstway (tf mown)

?. BBF0IB PBOCBBDIIIC - Do tbe follorlng:

a. Deter.nlne tbab tbe nalnLlne dlsconnect ls ln the closed posltlon. (Soneone nay
have nlstakenty opened the srl.tch stopplng tbe elevator. )

b. If elevator ls equlpped wlth flreflghlerts servlce, actlvate the .snitch to
recall the elevator to the deslgnated level. If bhis does not work, proceed
witb the rescue.

(1)
(2')
(3)
(4)
(5)
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8. Use the safety belt to Eove peraons
fron the stalled elevator to tbe
regcue elevator acrosa tbe rescue
brldge one at a td.Ee.

9. After all persons are reuoved fron
tbe stalled car, uove t'ben to tbe
nost @nvenlent landlng ln tbe
rescue elsvator. If tbe stalLed
elevator ls heavlly loaded, lt nay
be necessar:f to nake hro trips sltb
tbe rescue elgvator. Llkewlse' lf
tbere are persons severely
dl.stressed on ln need of redlcal
attentLonl Bov€ tbern pronptly aad
cone back for renalnJ'ng passengers.

Pnoocdurc If.
Top Energency Exlt (Tbree-person lescue
Tearn)

AppJ.lcatlon: Procedure I, II, or III
canaot be used.

1. Locate tbe car.

2. Open and lock dlsconnect for
stalled oar and have someone la

the stalled car place tbe stop
srltcb Ln tbe stop posltlon.

3. Advlse personn l.n lbe car of the
rescue procedure.

4 Open the boLstway doon imedlately
above car (forclblyr lf, necessary),

5. If car top Ls three feet or nore
belm tbe landlng, place ladder
(rltb nonskld feet) fron landlng to
car top.

6. Remove car top €aergency e:dt cover
and place a second ladder (dtb
nonskid feet) tbrough qdt lnto
C3f.

7. lliave nernber of rescue tea^n eater
tbe car.

8. tlLtb rescue tean nenbers slatloned
ln tbe car, on bop of car, and ab
tbe landlng, use a safety belt to
uove tbe passengers fron tbe car to
lbe landlng one at a tlue. Give
prlorlty to passengers that uay
need nedl.ca] attentlon.

PNOCBDUIE TON EIDBAULIC BX.EVTTON

Fooedunc I.
Movenent of Car by Nornal Means.

If tbene is eLectrl.c power to the
elevator and .ur elevator necbanlc ls
avallable, the source of tbe problen
should be ldentlfled and the elevator
noved to tbe nearesb landlng by the
necbanLc. If this eannot be
accooplished Ln less lban 30 nlnutes,
proceed wltb Procedure If or III.

hooeduro fI.

Iiolstway Door (Two-p€rson Rescue Tean)

Applicatlon: If elevator ls wlthln
3 feet of a landlng and

holstray door can be
opened.

Open and lock electrlc dlsconnect
ln uacblno roon to rernove polrer
fron drlve nacbinery.

Iastruct p€rsous ln car to put the
stop switcb ln the stop posltlon.

3. Locate car and open holstray door
wltb unlocking devlce. (llote: If
bolstway door 1s not equipped wlth
an rnlocklng devlce and car ls
above tbe landlng, 1l nay be
posslble for soneone l-n the car to
open the gar door and unlock the
bolstway door. )

1

2
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/.

sBctlox 9

El.Bcfnrcll. srsltslNs

9-1 BUILDIXC 8EEVICB

e-101 rrrrl.rfl ool{Plltl conTAgls

l1re bulldlng Eanager sball mlntaln
Iialson wltb tbe electric utilltY
conpany. Thls ll.alson Ls essentLal to
utlllty consenratloa and tbe nanageuent
firnctlons set forth Ln this hardbook.

9-102

Procureuent of utiltty servtces sbal1
be nade ln accordance wltb tbe proce-
dures pnescnlbed ln the Posta1 Cou-
tractlag Manual, Publicatlon 41 'uslng GSA area-wtde utllltles contracts
rhen avallable (see POt 5-604).

9-IO3 UIILITI RATES IIID BIIIS

It 1s the responst blllty of the
postnqster or deslgnated bulldlng
Eanager lo deternlae tbat all bulldl.ng
electrical ponetn is belng purchased
under tbe nost. favorable utlllty rale.
A copy of each buildlngr s nonthlY
electrical blll shall be routed througb
the buildlag tranagerts offlce. lbls nay
be a copy of lhe b111 rendered to the
dLvlslonal flnance offlce. llhen needed,
the butldlng nanager shall request
tecbnLcal assl.stance fro.n the
dl.vlslonal offlce.

9-10ll RT.ECTruCAL gtlEncr CoSIS

Electrical energr costs for a speclfle
buildlng depend prJ.narily on tbe level
of lighting, the use of alr-
conditloning, tbe type of bulldlng
occupancy, and the hours of u.se of the
bui]dlng. The procedures for evaluatlng
electricat utlllty cost are ln HBK
l,1S-49.

9-2 l{lrxTEflxcB lf,D nBPArn
NEIUIXn.|ETTS

9-201 HrIf,Itsf,rXCE

l{alntenance and senricl.ng of electrical
systens and equtpnent sball be ln
accordance wlth tbe preventlve ualn-
tenance guLdes ln Sectlon 13 of tbis
bandbook and HBK t'{S-28r Malntenance of,
Electrlcal Srltcheear. Tbe nStandard
llork PractLces - Electrical Eqtdpnentn
ln Appendlx 9-A of, this sectlon shall
be carefrdly reviered and understood by
all personnel perfornlng nalntenance
on electnical equlPnent. A1so, tbe
prop€r penforroance of this oalntenancet
whll.e at relatlvely lnfrequent inter-
vals, ls essentlal to tbe safety of the
bulldiag and lts ocauPanto. If
perforroed by contract naintenanoe,
Lncorporate tbese nalntenanae guldes'
lnstructioas, and checkpoLnts Lu tbe
contract speclflcation. Hork speclfied
ln Gulde E-29 Eay be beyond local
capabillty and should be contracted as
necessary.

g-2o2 copE nEQtrInEuElITs

The Natlonal Electrlcal Code shall be
used aa the nlnlnum safety requirenent
for any eleetrical uodlficatlons per-
forned by tbe USPS or contract
personnel. It ls the bulldlng rnanagerts
and eacb eleclrlclanrs responsLblliby
to see tbat exlstlng vlolatlons of tbe
code are cbrrocted.

9-203 CoilTnAqt YOnK

The buJ.ldlng Delnager
Forn catl.ons.

shall use
I{BK RE- 1 0,
lnprovenent

Short
for

nork
the

electrical repalr
contracts under

or

l'ls-l' lL-!' ll-30-86
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0pcnrtlon ald Dlrlatcnaro. of Bod Pnoporty 9-301

a rltb 'an oralge strip applied to tbe
floor surface and tbe nords tDanger-
Elgb Voltaget sbail be stenclled at
lO-foot lntervals. Ih€ letterlng shall
be black and at least 2 Lnches ln
helebt. ElEb-voltage ducts eacased 1n
conorete and run ln attlcsr basenentst
or vertlcal sbafts nust b€ Palnted
orange, and nanked wlth the wonds
nDanger-Elglr Voltaeen applled as above.

9-210 PIPIXG III FI.ECf,nICAL
n00r$

No rater, stean, vent, or draln Plpes
are perultted ln any transformer vaultt
slrltcbgear, snltcbboand, or conputen
roon. Aay sucb plplng ctmently erist-
lng wlthj.n tbese roons wblcb would be
problbltlve in cost to reuove, Etrst b€
enclosed witb a suitable watertl8bt
sbeatb bo carrT any liquld to tbe out-
slde of tbe roon o vault.

9-211 IIST'IITIf,G HMS ATD
cLovBs

Rubber lasulatlng gloves are not
autborlzed except as speclfleally
reqr.rlred by clrcurnstances Ldentifled Ln
Appendlx 9-A. If lasulated Sloves are
present ln tbe facillty, tbey sball be
nalntalned ln good condltlon and be
carefully inspected bofore each use.
Tbe gJoves shall be sent to a certlfled
testlng faciltty annually for bestlng
and certlfl-catlon. At Do tlne u111
gloves that bave falled certlfleatlon
be atloved to reualn ln the faclllty
for any purpose. Insl8ated nats shaLl
not be permanently placed at any elec-
trical panel or encLosure. If uats are
nalntaLned ln any USPS faclllty' tbey
shall- be stored ln a protectlve tube,
lnspected careftSly before each uset
and tested by a certifled testlng
facI'llty annually. All servlce cort-
tracts for hlgh-voltage systens shall
regulre the contractors to provlde
tbelr onn safety equlpnent.

9-212 POmT8tE HBlrL LTDDEnS

Pontable uetal ladders shaJ.l not be
used rrbere there ls a posslbllity of
the ladder beconing energlzed fron
electrlcal clrcultsr equlpnentr or
apparatus, or where tbe netal ladder
nay becoue an accldental ground for the
rorloan on tbe ladder.

9-213 rrRIllC Dl,tcnA!fit AllD
SCEErITICS

lbe bulldlng records sbould conbaln
as-bull.t diagrans and scbenatLcs. Ibe
accuracy of tbe drawlngs sbottld be
cbecked by personDel. having horledge
of electrical equlpnent. If tbe draw-
lngs are not on f1ler and coples cannot
be obtalned, new dranlngs wlll bave to
be nade. If an electrj.cal equipnent
survey 1s to be nade bY service
contract, provlslons should be nade Ln
the contract for drafttng Belt or'
revlsed drawlngs. The drawlngs wLLl
bave sufflclent ldentlflcatioa of parts
and control nelablonsblps to allow
troublesbootlng Ln case of breakdorn as
well as plannlng preventJ.ve nalntenance
procedunes and aequences. Any
subseguent electrlcal nodlficatlirn of
the bulldlng or bu11d1n8 equlpnent wl}l
be aceonpanied by sultable drawlng
revlslons. The scope of a new
electrical contract shall lnclude
update of electrical drawlngs and new
calculatlons wltb the addltlonal load
Lncluded.

9-3 DISTNIBUITIOX SISTE}A lI{D
FTCILITIBS

9-301 Krl.ollarr-Eoun sltBl.lEf,Enq

I(ltcben and cafeterla power' refrlg-
eratlon r:nlts of 200 tons or morer and
electronlc cornputer sgrstensr lncludlng
the conputer ventlLatlon and refrlg-
erablon, nust be subnetered. l{henever
any change to this equlpoenL ls madet
care shall be taken to lnclude all

l{s-l , TI-ll, 1l-3G86
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generally be desJ.gned for 1400W of
connected load. Connected ltgFtlng load
on 27TV f1gbt1!8 clrcuits sbould not
erceed 3200W. Generally, a natlnun of
elgbt duplex receptacles sbould be
connected to one cLncuit. Bome runs to
paaeJ.boards should not be run tbrougb
outlet boxes for srltobes.

9-308 COtrYBIIT$CE oltTl.8ss

Tbe USPS bas the responslbllity to
furnish outlets needed for nonnaL
offlce actlvity ln space lt provldest
and also wben requlred because of Doves
ordered by tbe USPS. Nonaal requlraent
ls lnterpreted to be oae duplex outlet
for 80 to 100 square feet of space
slnce tbls 1s tbe usual anount of space
allcned per occupant. On1y groundlng
type duplex receptacles sball be
1nstalled for Delr convenlenoe
receptacles or when replaclng exlstlng
reeeptacles. Receptacles sball be
installed ln accondance ultb a].l
Natlonal Electrlcal Code reqtrlreuents
and sba[ be nounted appro:dnately 12
lncbes above the floor rhea lnstalled
on walls and partltlons.

9-309 FoYBn rxD CorYBXrElrCE
OT'II.EIS FON HlINTETltlCB
I'SE

Hlre closet{ necbanlcal equlpueat
rooos, electrical equlpnent rooust
transforuer roons, snJ.tcbgear roongt
elevator bolstways and plts, conveyor
and escalator landings, sateLllte
shops, and outslde custodlal storage
areas shall be provlded wttb speclal
power outlets.

9-310 POTEN CABLE TESTIIIG

Perlodl.c high-voltage testlng of power
cables 1s not requlred. In the event of
a gwltcbboard or swltchgear fallure and
subsequenb testJ.ng and repalr, testlng

of tbe power cables ls reconneaded as
part of the restoratlon. Cables should
be nalntalned clean and dty, and b€
protected from necbanlcal danage.

9-310.1 One-tLne hlgb-voltage testlng
nay b€ perforued lf:
a. Tbere ls suspected fault or leakage.

b. Tbere has beea nechanlcal danage to
the cable.

c. A cable ls newly lnstalled or is
belng returned to serrlce after a
long perlod of nonuse.

9-310.2 llheu tt Is deternl.ned tbat
tbls ls necessat'Jrr only tbe DC step-
voltage lnsuLatlon-testing nethod shall
be used. Tbts testlng sball be
contracted t6 nablonal.ly necognlzed
bestlng conpanies wlth erperience,
eqr:lpnent, ard erpertlse to properly
perforn the test. Inproper testlng can
result ln danage to tbe cabLes.

9-311 BQq:l!{ilr GRoUtp

The electrlcal. ground to whLcb €qulp-
nent ls attached sbould be cbecked for
lon reslsta.nce wlth respect to the
bulldlng ground systen. l4axinun resls-
tance, as ueasured wlth a rheatstone
brldge or other lon-reslstance Eeasur-
lng devlce shotSd not erceed 5 obns a-nd
preferably should be less tban 2 obms.

9-312 TEBNUOGN.IPEIC SUNYEI

liany electrlcal testlng contractors
offer speclal tenperature swveylng of
electrical eqtdpnent. Infrared caneras
are ueed to vley tbe equlpoenl and show
hot spots. firese bot spots. ldenblfy
poor connectlons and overloaded equlp-
nent. lbLs 1s a nellab1e, qulck nethod
and should be utlllzed.

t{8-1 , TI-4, 11-30-86
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9-503 FLUonBSCBXT LI$PS

Eluorescant lanps alpe used for nost
lndoor llgbtlng systens. Tbey contaln
lt€rcuny ln tbe fluonescent pottder. For
tbls reason, as rell as tbe bazard of
broken g1ass, and tbe tendency of
cblldren to regard fluorescent lanps as
deslrable playtblngs, all f,luorescent
larnps nust b€ dlsposed of eltber by
placJ.ng tbeu ln tbe cartons fron whlcb
tbe new lanps lretre taken and plaolng
tbe cartons ln tbe trasbr or by uslng a
tube crusber.

9-501 IIICISDESCEilT LA$PS

Tbe lncandescent laup ls the least
efficlent ligbt sourcer and Lts uae
sbould be f intted. [l1 lacaadescent
larnps used Ln a space where tbe seelng
task Ls crltlcal uust be rated at tbe
nornal clrcult voltage. Sbalrvayst
elevator bolstrays, and Ugbtlng ln
tbese areas nust be retrofltted to a
nore efflclent systen.

9-505 0n0uP nEPIrcBHnn

Follm tbe group replacement aad Ugbt-
lng ualntenance proeedunes 1n
HBK MS-39. Tbe tlne allowance fon
wasblng and cleanrng ltgbt flxtu!'es ls
lncluded in EBK l,ts-47.

9-506 SIAIMII. CONRIDOR.
}rIGEr. A.UD EXIT LICETS

l{ben J.lghts are conaected to energeacy
ltghtlng panelsr Bo other type of
llghtlng and pover loads Bay be
conaected to tbose elrcults except
receptacles plalnly ldentlfLed as belng
oD energency clrcrdts, rlhlch Eay be
lnstalled for portable euergency llght-
lng unlts as descrlbed ln 9-507.

9-5OT EUBNGBII T LTGETIIIG TIXITS

Aa ernergency llghtlng unlt, rhich wlll
turn on autonatlcally when normal

bnlldXng porer fallsr nust be lnstalled
ln eacb transforner roonr srltchgear
roon, control center, lnportant nacblae
roon, stalmellq and otber speclal
areas deslgnated by tbe bulldlng
ltanager, provlded tbat enengency panel-
boands are not supplled fron separate
energeacy servl.ce feeders or fron ener-
g€lcy poner geaerators. lbLs unlt uust
conforn to tbe curcent Federal speclfl-
catlon and 1s on yearly Federal supply
oontracts.

9-508 DTLLIInS Fon rLUOnBSCm
FrrntnBs

Atl ballasts Ln new fluorescent
flxttres, all ballasts lnstalLed tur
replacementsr and all balLasts la
erlstlng fLusb-nounted flxtures ln
coatact rltb flberboand or otber
conbustibLe naterlals nust be thermally
pnotected, autonatlc resettlng. l{bere
electronlc on carrten fnequency olockt
program, or alaru systens aro luposed
on tbe llsbtlng clrcuitsr the ballasts
nust be of a type rhlcb rllll not
adversely affeot tbe operatlon of these
systeus.

9-6 Et Ecrnlc PorEn nEDuclrox l!,lr

9-601 .rrrnopss.frol

Part T of HBK MII-49 requlres tbat
a plan of actlon be developed to deal
rlth electrical power shortagesl whlch
usually occur durlng the sunuer rnoaths'
ln uldafternoon, on vetT hotr btsld
days. Bather dnastlc neasures tray be
requlred by all usena to Prevent
-blackouts.

9-602 nESPOf,SrBrLrrl

lbe USPS bulLdlng nanager ls respon-
slble for developlng a plan for use 1n
each bul.ldl.ng under USPS control where
reduclng the electrlcal load can coD-
tribute to allevlatlng the local power
shortege.

l.ts-l, t7-,4) 11-30-86
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horeverr.be reducad unless so nequested
by an autborlzed representatlve of the
Iocal utlllty coDpany.

9-608 colTnol. Po$n

Eacb fleld offlce sball establlsb a
controL potnt for tbe purpose of coon-
dlnallng any requests for reductlon of
electrical power. Generally this cotr-
trol polnt wlll be 1n tbe bulldLng
managert s offLce. Eorever, tbe
dlvlslonal offlce Day deslgnate a
central control poLnt for uetropolitan
or otber areas wbere tbere are several
USPS faclllties. lbe purpose of the
control polnt 1s to ensure tbe orderly
flow of neguests for electrlcal poner
reductlon and the efflclent ereoutlon
of tbe establisbed pIaD for sucb
reductlon.

F60g PorEn nBpnqlrox

Upon recelpt of request for electrical
power reduotlon, the bultdlng Banager,

or otber designated central control
polnt, shall lnltlate the planned
eourse of actlon and reduce electrical
loads accordlngly. lte head of eacb
tenant organlzatlon, or local agency
contact person, shaU be advl.sed as to
tbe tlne such reductlon trlll be uade,
tbe expected duratlon, and tbe Lteus of
buildlng or tenant equl.pnent that wlll
be sbut down or wbose usage w111 be
naterlally neduced.

9-610 nEsf,Ontrrof, oF sEnrrcE

Upon recelpt of Lnfornatlon fron tbe
local electric conpany tbat nornal
power rrlll be restored, a systenatlc
restoratlon of polter sbould be tnittat-
ed. &is wlll prevent sudden surges of
poner rltb possLbJ.e tripplng of circuit
bneakers. Tberefore, each iten of
equlpnent shich bas been shut down, or
whose Load has been reduced, rtlL be
returned to nornal service 1n a cyclic
lnnner asr determined by the bulldlng
Eanager or tbe central control polnt.

t{s-l, TL-f , 11-3G86
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NOTE:

(b) Eacb person rorklng on
tbe Job bas slgned and
personally locked tbe
slrltch opea and attached
conpleted For"n 4811, -@.Voltee Eoulonent
Lockout Tag, on Foro
4812, Elsh Voltase
Eoulouent Lockout Tae.
A locklng devlce (NSN

5975-00-000-4495) ls
ava{1able fnon TASC. TbLs
devlce allous up to slr
padl.ocks to be wed. he
placlng and reoovlng of
tbese tags cannot be
delegated to auy p€rson.

(o) gacb persoa has personal-
ly tested the clrcult at
tbe polnt of work bo
posltlvely ascertal.n tbat
tbe cl.rcult Lg dead.

CLroult breaker trlp ladlcators
ar€ not assurance tbat a clrcuit
ls deenerglzed. A vlslble alr
gap sucb alt aD open dlsconnect
$rltch nust be present prLor to
ronklng on any htgb-voltage
clrcult.

(d) Alf precautlons ar€ takea
to prevent accl.dental or
prenature euerglzLng of
the clrcuit.

(z) fne tags lndlcated above nrrst
reual.n X.n place u!11 removed
by tbe pensons who attacbed
tben.

(3) tto person nay close a snlteb
unt1l all rlockoutt tags have
been reooved by tbe persons
rlbo altacbed tben.

(4) tUe look nay not be renoved
by anyone ercept tbe person
uho placed lt there and not
untll al.l persons are clear

of the cl.rcult and a-11
rlockoutn ta&q have been
renoved.

(S) fa tbe event tbat tbe worken
is unavaLlable or unable to
renove the tag and J.ock, and
energency on ertenuating clr-
cunstances requlre tbat tbe
clrcuit be restored, tbe tags
and locke nay be renoved only
by that rorkents next dLrect
supervisor. lbe supervl.sor
nust nake sure tbat al.I of
the work-erery roenbers are
rooved frorn the clrouit and
cLear and tbat tbe clrcul.t 1s
clear. Tbe supenrlsor nust
aLso confer wltb and obtaln
agreenent fron tbe USPS

buUdtng Danager or Post-
naster before renovlng these
tags and locks.

c. Pnecautloas Before
Beglnrdng tlork

(1) EacU eoployee uust be fanil-
lar rlth the equlpnent to be
rorked on and nust understand
and follos tbe supenrisorrs
lnstruetlons concernlng tbe
work to be done.

(2) A conplete aurvey of exlstlng
hazards nust be nade and all
Dscessary precautlons and
safeguards taken to provlde
for self-protectlon and the
protectlon of other workers
and equipnent. Enployees nust
consuLt wltb thelr supervisor
when ln doubt concernlng
proper safety measures.

(3) Safeguards such as danger
slgns, roped-off sPace, and
barrters to protect others
nust be used where the nature
of the work requlres lt.

!ls-| , T7-4, 1t-30-86



O,garr'tlon and llelatcDrnq. of irel Fopcrty 10-106

sBqrrox 10

gBltxIG, Yt[TILrrIf,G, ltrD
AII-COTDIIIOH}IC SISIB|S

l0-1 olBBllIoI, NlrrttfllrcB,
lrD NBDAIN

10-101 oPEnAIIoX

the operatlon of beatlng, ventllatlng,
and alr.-condltionlng equlpoent nust
conply wltb HBK MS-24, &g!198,
Coollns and Ventllatlng. Tlre energy-
conservatlon procedunes specified ln
nBK !.tS-49 nust also be folleed.

ro-102 }{trxrBrlxgB

PneventLve naLntenance guldes for beat-
1n8, ventllatlng, and atr-conditlonlng
equlpnent are ln Sectlon 13 of tbls
baldbook. Sanple cbeckllsts are also 1n
Seatlon 9 of EBf MS-24. Use tbese
guldes, cbeckllsts, and the Dinu-
facturerts lnrtructlons to develop a
speclflc preventLve ualntenance
cbeckllst for each Lten of equlpnent.

10-103 BoUnS OF OPERtrron

Generally, tbe heatlng and alr-
condltlonlng equlpnent senrlng offlce
areas ls turned off when the occupants
leave and turned on 1n tLne for the
buiJ.dlng to be coufortable when the
occupants arlve. In postal workroons
or other areas tbat are occupled beyond
nornal hours, heat!.ng and alr-
coudltlonlag are pnovlded only for
areas rhJ.cb are occupled. A wrltten
procedure nust b€ prepared for each
bulldlng specJ.fylng the bours of
operatlon for lbe heatlng and a1r-
condltlonlng equlpment, dependlng on
the outslde tenperature and tbe ablllty
of tbe eqrdpuent to brlng the bulldlng
wltbln the aeceptable condltlon for
occupancy

10-101 lDtEnEucE 10 coDBs

All natnteaance, repalr, tegtlng, aad
lnspectlon of bollens and pressure
vesseLs nwt conforu to tbe appllcable
sectlons of tbe Anerl,can Soclety of
lbcbenlcal Engj.neers Boller and Pres-
sure Vessel Code. Hlunblng nust conforu
to tbe provislons of tbe Natlonal
Plunblng Code.

10-105 noor Tts{PBnaTUnBs

flhr16 lndlvldual prefenences varJr, tbe
best degree of coufort ls reallzed wltb
temperatures of 740 to ?6oF and
relatlve bruldlty of appro:dnately 45I.
Eouever, a ntrcb greater range of ten-
perature varlatl.on ls posslble wltbout
adverse physlologlcal effect or unac-
ceptable dl.scoufort. Consequently, ln
order to ald ln consetstug our eaergy
resources, devlatloa fron the above
ldeaJ. ls necessary. Speclflc lnstruc-
tlons on tenperature settlngs are 1n
ASM 541, HBK l,ls-49, varLous Mal.ntenance
Btrlletlns, and PostaL Bulletln uotlces
whlch are publlshed from tlne to tlne
to neet constralats on enersr coD-
sruptlon.

10-106 zotrB rrlD n00u cpllTnour

Ibermostats are tbe final lnstrunents
1n tbe control systen and are often
used for lndl'vldual selectlon of roon
or zoae tenperatures. They should be
adjusted or cbanged only after checktng
tbe operatlon of the alr washer or
handler. If tbe alr-condltl.onlng
apparatus is not functtonlng properly,
cbanges nade to tbe zone or" pootr con-
trols w111 ao! be satlsfactory. lJben a
complalnt is received fron an occupant,

tts-l , 11-1, 11-30-86
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IO-202 TEBI COOLIXG IS XBBDED

l{ben, conslderable dlffenenaes erlst
betneen the condltlong of outslde al.r
and tbose requLred for confort lnside a
buildlng, tbe need to provlde servtces
is obvlous and no speclal ggldance ts
reqr.rlred. Boweverr tbere are days rhen
tbe sense of coufort offered by t'he
outslde alr ls decelvlng and tbe fol-
Iorlng arlterla. sball be used: If 'a

butldlng ls equlpped to talce Ln outsLde
41r, cLrculate lt tbrough tbe space and
exhaust lt. Refrlgeratlon Ls not re-
qtrlred wben the wet-bulb teuperature of
the outsl.de alr ls at or belor deslgn
dew pol.nt tenperature of tbe apparatus
in tbe buildlag. For example, 1f a
bulldlng has aln-condltlonlng equlpneut
deslgned to operate at a derr polnt of
54oF, refrlgeratLon Ls not requJ.red
1f tbe yet-bu1b tenperature of the
outslde alr ls belm 54oF. tlhen tbe
net-bulb teuperature 1s above the
deslgned dew polnt tbnperature, refrlg-
eratlon Day be requlred. llbenever
pracblcal, outside alr shal1 be used
for coolJ.ng. Not all bulld1ngs bave
facllitles to tborou8hly ventl.late tbe
space. Tbus, a declslon for or agalnst
the urre of cooi,lng nust be uade rltb
Judgnent based on tbe condltlons nltbj.n
the space, tbe tlne required for cool-
lng to take effect, and the tlne of
day.

1O-3 EB.ITIf,G

10-301 lluBf, EBttlllc rs xBpED

It nlll generaLly be necessary to
supply heat to a bulIdlng when tbe mean
tenperature for tbe day ls erpected to
be belov 65oF. For our prrrposes, tbe
nean teroperature ls the average of the
values recorded for tbe blgb and low
temperature observed ln a 24-hour
period. For exanple, i.f tbe nlnlnum was
40oF and the navJnua lras 50oF, the
nean ternperature 1s calculated to be
450F.

10-302 pBonEts p ls tron EBATrf,c

Degree day 1s a unlt based upon ternper-
ature dl.fference and tlne used ln estl-
natlag fuel. eonstuptlon and speclfyXag
nonlnal beatlng load of a buildtag ln
wlnter. For any one day when tbe nean
tenpenature ls less tban 65otr', tbene
erl.st as Dany degree days as tbere are
degrees Fahnenhelt dlfference ln
teuperature betneen the Dea^n tenpera-
lure for that day and 65oF. Tbe
arnbsr of annuaJ. degree days for the
heating season wILI be tbe srm of, tbe
degree days for all days durlng lhe
beatlng season. In the ennple abovet
tbe nean teroperature ls 20o less tban
65oF; theref,ore, tbat day had 20
degree days. If the nean tenperature ls
over 65oF, the heatlng degpee days
are zero.

10-303 Sf,tsrU ArD goIDEXSATB l,lErBnS

All bulldtngs whlcb bave stean heatLng
systens sbor.rld be equlpped rltb steam
or condensate neters so tbat the actual
stean used for space beatlng can b€
deternlned. trU steam furnlshed to con-
cesslonalres nust be netered.

r0-30f BorLBn FrRrrG rf,sTnucrroils

Boller flrlng J.nstructlons, lncludlng
operatlng sequence, shall' be consplc-
uously posted 1n the bollen rooa. The
nane of persons quallfled to trouble-
stroot bol.ler nalfunctlons rnust be
Usted nllb the flring lnstructions.
0n1y quallfled enployees are autborlzed
to correct naJ.functlons, and they nust
follow establlsbed troubleshootlng
routines. I! no lnstance shall other
enployees attenpt to nanlpulate tbe
controls to flre the boller. BolIer
flrlng controls are designed to be fall
safe, and nanlpulatlon of tbe controls
cl.rcunventlng the fall-safe feaLure has
resulted 1n nany boiler explosl-ons.

lts-l , 1L-4, 11-3G86
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,rn:j nust 'neet tbe requlreoents of local
codes. Local sl.tuatLons and econoXcs
deterolne the netbod to be selected.
A1I .should be seniously consldered
before a finaL declslon ls nade for the
Lndlvldual locatlon. If Metbods B and C

are used, tbey sbould be nonltored
aanually by an J.ndependent laboratory.
Addltlonal tecbnical guldance on water
tneataeat can be found tn HBK l,ls-24.

8. Metbod A - Contract for the oon-
plete rater-bneatsent semlce.
Requests for such setrrtces shall be
confLned to water-treatnent con-
panies cumently engaged in the
water-treatuent fleld and eupLoylng
cbeulsts or englneers of recognlzed
conpelence.

b. Metbod B - Contract for teStlng
semices and supplies of treatment
cbeulcals. lbis type of contract
11111 usually include the lLitial
testtng and analysis of tbe water,
establishing cbeulcal llnlfs to be
nalntaLned, and tbe fype of basic
cberolcals to be enployed. The
contractor w111 suppJ.y the treal-
Eent; lnsbruct the oPerators on
testlng, feeding, and Linlts;. and
nake periodlc cbecks to see that
the systen is being nalntalned
properly.

o Mebbod C - Contract for testing and
ahalysis only. In tbis contract an
analysls of the water and certaln
types of tests are to be perforued
by USPS enployees.

To requesl a water-treatnent contract,
a PS Forn 7381, Reoul.sitlon for
SuonIles. Servlc e or Eouioment
nust be subuLtted to the dlvislonal
offlce.

10-6 ilSPECTION AIID TEST OF
BOILENS AIID PNESS'UNB VESSELS

10-601 pgFntrTroN oF BotlBns nro
PnBSSUnE YBS.SEI,S

10-601.1 BolJ'er

A closed vessel ln whicb beat generated
by eltber tbe use of electrical, energr
or the conbustlon of fuel 1s used to
produce bot rater or stean.

Poner Boller - A boller in which
stean or vapor 1s generated at
pressures nore tban 15 pslg.

Bigtr Pressure Higb Tenperature
llater Bollen - A water boilen
operatlng at pressures exceeding
160 psig or teuperatures exceeding
2500F.

Heatlng Boller - A stean or vapor
boller operating at Pressures not
exceedlng 15 psiSr or a bot-water
boiler operating at Pressures not
exceeding 160 psig or tenperalures
not exceedtng 250oF.

10-601.2 Pregsure Veese1

A vessel Ln which tbe pressure is
applled by an external source such as
an air cotrpressor or by the applicatlon
of heat fron an lndirect source.

10-601.3 Donestlc later Eeater

A heater which provides hot rater for
use ln restroons, cafeteriasr etc.
lbese healers are usually less than 1 20
gallons ln capacityr operate at less
than 160oF aad the water pressure i.s
egual to tbe donestic water suPPly
pressure to the bulldlng.

10.502 IHSPECTIOT AIID TEST
REQUINE{ENIS

10-602.1 Constructlon Inspectlon

Atl boll.ers and pressure vessels 1n
postal facil.illes must be constructed
1n accordance wibh the Anerlcan Soclety
of t'techanlcal Englneers BolIer and

a.

b

c
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nay affect tbe str.engtb of tbe
unlt, or rben 1n tbe Judgpent
of tbe lnsp€ctor, beoause of
defects noted, tbe test ls
aecessarlr to assure contlnued
safe op€ratLon.

(4) Tbe approprlate USPS lnspec-
tlon cbeckHst ltsted belor
nust be eonpleted by tbe
tnspector. Tb€ sane lnspectlon
source and procedures specl-
fled for elevators ln Sec-
tlon I app1y.

Fonn 4081, Unflred Pnessure
Vessel
Cbeckllsts

Forrn 4082, External
Cbeckllst Cast-
Iron Bol.Ier

Foru 4083, Internal
Cbeck[st Cast-
Inon Boller

Forn 4084, IuternaL
Cbeckllst Flre
Tube Boller

Fonn 4085, Erternal
Cbeckllst Flre
lube Boller

€. Code Reqrdreoents - Tests and
lnspectlons uust be conducted ln
accordance rllh tbe NatlonaL Board
Inspectlon Code publlshed by .the
NatlonaJ. Board of Bo1ler and
Pressure Vessel Inspectors, 1055
Crupper Ave., Colurnbus, 0H 43229,
Telepboae (614) 888-8320.

A1r and lJater PolLutlon Abatenent -
Eacb boller nust be J.nspected and
operated to neet tbe local alr* and
water-pollutlon abatenent stan-
dards.

10-603 PREQLEISI OF TXSPBqITOX

lhe latest boller and unflred pressure
vegsel crlterla wllL be found 1n

l{anagenent Instructlons AS-620-82-14
and As-520-82-12.

1G"60f EIEIPtIOf,S

Tbe followlng prossure vessels are
ereupt fron thl.s nequlrenent:

Pressure vessels used for
transportatlon and storage of
compreased gases rhen constructed
ln conpllance rlth speclflcatJ.ons
of tbe U.S. Departnent of
Transportatlon (DoT) and when
charged wJ.tb gas, narked,
nalntalned, and periodically
nequallfted for use, as requlred by
appnoprlate DOT regulatlons.

b. Vessels wltb a nonlnal water
contalnlng capaclty of 120 gallons
or less for contalnLng water under
pressure, lncludlng those
contalnlng a5.r, tbe conpresslon of
whl.cb seryes only as a cushlon or
atr llft punplng systen.

c. Refrlgeratlonrecelvers.

10-505 scEBDttLmG 0F rllspBqrroxs

Eacb fleld off,lcer in cbarge of a
postal facillty mrst scbedule lnspec-
tions to neet requlrenents of 10-503.

10-606 rnsPBcrons

Inspectlons are nade by lnspectors
cerllfled by tbe Natlonal Board of
Boller and Pressure Vessel Inspectors,
or by USPS, State, clty, or other
Federal lnspectors lrltb equlvalent
quallfLcatlons.

10-60? souncE oF u{sPBcrons

The suggested sorrce of pressure vessel-
lnspectors, 1n order of preference,

a.

f

l{S-1 , l1-1, 11-30-86



0gcratt'on ead llrlatcna^aoc of f,rrl Proporty r t-l05

sBcuof, 1l

P!.Uttsrfc lID sErBnroB grsrfft

I1-I PIEIXG SII]IBA

t1-101 coDE nBQurnEuBms

AII plptas ln USPS bulldtngs nust con-
forn to tbe provlslons of the Natlona1
Hlrnblng Code; andr ln the case of gas
pl.plng and equlpnentr to tbe standardg
establlshed b,y tbe AmerLcan Gas Asso-
clatlon and tbe NatLonal Flre Protec-
tlon Assoclatlon (NFPA).

I1-IO2 PIPIf,C IDBXTIFICAIIOX

trl1 pLplng Ln USPS-orned bulldlags nust
be coded and ldentlfled as speclfled by
ANSI A13.1. ltLs nay be done by puttlng
colored bands at eacb Jolntr tunn or
every 50 feet of open stralght run. Tbe
col.or requJ'rements are alt follors:
IELLO{ for gas plplng, ORANCE for steam
and hot uater piplng, GREEN for cbllled
rater and nonlrazardous naterlalsr ild
nED for fire llnes and gPrlnklen
systens. Tbe stencll deslgnatlons and
tag deslgnatLons specl.fled nust aLso be
used. See Ftgure 114-1 for tbe ll{SI
schme for tbe ldentlflcation of plplng
systens. llrose facllltles bhat bave
conplled rlth the . prevlous standard
need not cbange thelr present codlng.

1 1-103 PrPrr{G LAIOIITS

A piplng layout of the varlous plplng
systens ln a buildlng nust be kept ln
tbe bulldLng nanagerrs offlce and
coptes should be furnlshed to lbe
supenrlsor responslble for tbe plplng.
Generally, layouts of tbls type are
furnlsbed W the deslgBers when new
bulldlngs are betng bullt. In older
bulldlngs, tbe layouts nay have becone
nlsplaced or out of date. If tltls Is
the case, tbe bulldlng nanagerrs offlce
nust provlde then and keep then up to
date lf aDy changes occur. If ao draw-
ings are ava1lable, the dlvislonal

offlce sbould be congulted to deternlne
requined actlonr dePendlng on
clrcumstaac€s. Slnple scbenatlc
one-llne drarlngs rltb approprlate
synbols on plans are sufflclent,
pnovlded they sbos tbe relatlve
loaation of tbe valves controlllag
service to tbe prtnclpal subdlvlslons
wltbln tbe buildln8 (sucb ast a wlng'
floorr oF sectlon). VaLves servlng
tbese functlons Ln alL tbe varlous
plplDg systens nust be cIearlY
ldeatlfled by a sl'gB vlslble fron the
floor and permaneatly uounted aear tbe
valve or bung fron 1t. Use rblbe
letters on a colored background rhlch
should be the sane colon as used for
plptns ldentlflcatLoa (see 11-102).

11-t0l PrPrtG L&rrs

Loss of sater fron leaks catt cause
serloug raste. A 1/8-lncb dianeter
openlng aLlors a loss of 120,000 gal-
lons of water per nonth and a l/ll-tnch
dlaoeter opetrlng can account for a losg
of 360r000 gallobs per no'atb. tlagbe
beneflts no one; tberefore' ProPer'
atbentlon sball be glven bo the ptptng
systens to assure that !o avoldable
losses of this tyPe wtll occul'.

1 t-105 Cnoss collrBsrrous

A cross conaection 1s a dlrect or
lndlrect connectlon. pernlttlng waste'
seuage, or undrlnkable nater to flw
lnto a potable water supply. Dlrect
connectlons conslsl of contlnuous
conneetlons leadlng nonpotable water
lnto drlnldng water. Indlrect @nnec-
tlons conslst of gaps of alr spaces
across whlcb nonpotable water can be
sucked on bloun. Of the nany dlfferenb
types of crosa connectlonsr tbe most
prevalent ar€: back slPhonage of
pollubed water due to a subnerged

HS-l, tf-f , 11-3G86



Opcretlon snd llelntcuaoe of Bral Propenty Rl.eure 11-1

11-109.3 Deluge Sprlnlclen Syatcl

A deluge sprlnFler systen ls a speclal
type of autonatlc dry-ptpe systen,
havlng open or rnsealed beads lnstalled
in lbe plplng anangenent and equlpped
wlth autonatLc and auxlliarly nanual
controls. lbl.s type of systeu Ls Ln-
stalled only ln occupancles rbere flash
flres are llkely to oecur.

1 1-109.f Prerotlon Syatena

PreactLon systems are deslgned and
lnstalled stunilarly to deluge systens,
ercept tbat staadard sealed type beads
are used. Heat-actuated controls op€r-
ate riser valves to pernlt water to be
avallable at tbe spnlnkler bead befone
there ls sufflclent beat at the head to
cause lt to fuse.

11-2 FTrfUBES lrD stt'Irugl

11-201 Druf,KIilG FOUTItrIXS

Before repalrLng a unlt, partlcularly
oae which is nore tban 10 years old, an
evaluatlon sbould be nade to deternl.ne
wbethen lt would be rnore econonical to
dX.spose of tbe unLt and puncbase a neu
one. Talt-bung fountal.as shall be used
rbeu replaclngr oF wbea adding, new
fountaLns, If lt ls practJ.caL to do so.
See EBK nE-4.

1 1-202

Sepanate tollet rooos are provlded for
nen and wonen, except that a stngle
roon wltb one water cLoset and one
lavatony ls adequate ln bulldJ'ngs where
feren than five people are euployed.
TIre arnber of flxtures requlred ls
based on bhe marlnurn nunber of
euployees at peak periods. See Figrre
11-1 and EBK RF-4.

TOILETROOM FIXTURES

Number of
Persons

Water
Closets

MEN WOMEN
Urinals Lavatories ts

Ito l0
ll to 24
25 to 36

37 to 56
57 to 75
'16 to 96
97to l19

120 to 144

145 to l7l
172 to 200
201 to 220
221 to 240
241 to 260
261 to 280
281 to 300
Over 300

t
2

2
3

4
4
5

6

6
7

8

8
9

l0
ll

Add I for
every 2O

ArJditional
persons

I
I
)
2
2

3

3

3

3
J

4

4
4
4
4

Adtl I for
every 100

Additional
persons

I

I
.,

2

?
J

3

4
4
4
5

5

5

6

6
Add I lbr
every 60

Additional

Pers()rrs

I

2
3

4
5

7

7

8

9

t0
ll
l2
l3
l4
l-s

Add I for
every 20
Additional
pcrsons

I

2

2
3

4
5

5

5

6
'l
7

8

9

9

l0
Add I for
every 45
Additional
pe rsons

us-l , lI-!, 11-30-86
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/*- 11-303 rAlBn PnBSSUnBS lgQIIrnEp

Se qlnlnrn rater presgure requlred for
plubtng flxtures on tbe top floor of a
bulldLng ls 15 psl. Tbe nlal.nun
openatlng. rater pressure requlred at
tbe hlgbest flre bose valve ls 25 Psl
rltb 35 gpn flowlng.

11-301[ TEUPBNAfl'NE OF DOHBSTIC gOT

flalBn

For general us€ ln offlce bulldlngs'
tbe tenperature of bot water shall
conply wltb energy conservatlon
requlreoents publJ.sbed 1n HBK l{S-49.

11-305 TATEN TNEAn,lEf,T

Treatoeut of donestlc water supplles
nay or uay aot be necessary dependlng
on tbe local nater condLtlons. A test
anal.ysls should be perforoed to deter-
nl.ne tbese condltlons. Hardaess exceed-
lng 100 pants per ullllon should be
treated. lte anount of treatuent tests
and equLpnent requlred nould depend
upon the uee, tbe anount of water
requlred, and bhe benperature naln-
talned ln lbe hot-water supply systeus.
Generally, water suppll.ed by nunlclpal.
water systeus for donestlc uses w111
aot requlre additlonal treatnent. For
lnforuatlon regardlng netbods of pro-

curing water-treatueat servtces,
10-503 and f,BK l{S-24, Chapter 6.

see

1t-305 nnurREl.lEllT Fon sPRrllrLEnIl

Sprlnkler systens'nust be provlded for
palnt sbops, carpenter shopsr trasb
rooos, prlnt sbops, garagesr storage
rooos over 500 square feet, bulk naiL-
bag storage rooos, and other areas
where tbe flre bazard ls above nornal.

1 1-307 PNOIECTIOII AGAIilST FNEEZING

In locatlons subJect to freezlng
weather, bose bibsr vaten fountains,
etc., that nay be exposed to tbe
freezlng condltlons w111 be valved off
and dralned before the onset of the
wlnter weatber.

1 1-308 SIGIIS AIID TAGS

11-308.1 Closed Srgna for Tollet Boon

Neat-aPPearing, professlonally nade
slgns wlth bbe wordlngr nClosed-
Mecbanics tlorldngr t uust be used on
tollet roo doors when the tollel nust
be taken out of senrice.

11-308.2 Instructlonal Slgns

No signs pertainlng to the use of the
equlpnent or facllitles nay be placed
1a any toilet rooNl.

t{s-l, Tt-4, 11-3G86
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HITICEX.LIXBOUS BTIILDIf,G EIT'IlllHI

12-1 rXqnEnATOnS

12-101 IXSf,ALLITToX

Genera1Iy, Lnct,nerators are not
provlded 1n USPS-deslgned bulLdlngs due
to the nrdsance created W flIy asb and
odor, tbe cost of operatl.on and ash
reuoval, and local alr pollution codes.
Inclnerators nay be lnstalIed ln USPS-
deslgned and -operated bul.ldlngs only
rhen ooe or nore of tbe folloring
condltlons e:dst:

a. Destructlon of classlfled naterlal'
patholodcal. waste, or otber
naterlaL Lnvolvlng a security or
safety bazard Ls requlred.

b. Muntclpal or prlvate dlsposal
facllltles are not avallable or
are lnadeguate for tbe quantLtles
or naterlal lnvolved.

c. The cost of trash baul-away servLce
1s very blgh, and an econonic analy-
sis for the loeatlon Lndlcates tbat
lncinerablon 1s the nost ecoaonlcal
means of trasb dlsposal. Tbls eco-
nonlc analysls, lncludlng oPeratlng
labor cost, nust b€ acceptable to
the divLslonal offlce.

12-102 oPBRATTo[ ilrD
HAIINEUilTCB

lbe buildlng nanagen sbalL pnovlde for
tbe naintenance, operatlon, and repaLr
of lnclnerators 1n tbose USPS-operated
bulldlugs where tbis equlpnent ls
lnstal.led. Gare nust be exerelsed trhen
tbe lncinerator ls fired as overfeed-
ing, or excess alr can cause tenpera-
tures wlthln bhe utll to exceed those
lt ls deslgned for, wLtb a consequent
deterloiatlon of the lnclneralor fire
box and stack. The nanufacturerrs

lnstructlons for the equlpnent nust be
followed speclfically. Tenants nay
firrntsh quallfled personnel to destroy
classifLed naberlaL. The bulldJ.ng
nanager sbalL deslgnabe tbose wbo Eay
openate tbe lnclnerator and be assured
that tbe operators are adequately
instructed ln tbe operatlon of tbe
,rn{ t. lbe equlpnent shall be nalntal.ned
to neet State and local alr pollutlon
abatenent requlreuents. The requlred
pneventlve naintenance for inclnerators
Ls found ln Appendlx 13-B.

12-2 POYBN-OPBNATBD MONS

lbe bulldlng nanager shaU pnovlde for
tbe nalntenance and repair of power-
operated doors 1nstal1ed ln USPS-
openated buildJ.ngs. !,lalnbenance guldes
are 1n Appendlx 13-8.

12-3 PoIER-oP-EnATBD SCAFFOLDS

12-301 rf,STALLrTroN

Generallyr porer-op€rated scaffolds for
exterlor nalntenance of buildlngs are
lnstalled on large bulldl.ngs wlth nore
than 1,000 flxed glass wlndows. On

snaller buildlngs wlth 1 '000 or fewer
wJ-ndows, a study sball be nade to
determine tf poser-operated scaffolds
are Justlfled.

12-302 OPBnATroll

Nonnally, tbis €qulpnent 1s operated by
USPS personnel. hlor to operatlng this
equlpnentr the operator shall recelve
tralnJ-ng ln lts operatlon. The tralntng
shaLl nornally be recelved on the iob
fron the Eechanlc responslble for its
nalntenance. ShouLd this equlpnent be
operated by other than USPS personnel,
bhe operator nust recelve Lhe salue

!ts-l, tl-f, 11-30-86
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BT'ILDIXG OPBNMIOX IXD HAIMIENAICts
STTFFIIIC NHIUISEI.IEf,$'

13.1 GETBBTL

13-101 APPtrclrroll

lbe 'work load crlterla 1n tbls sectLon
appty to all bulld1ngs operated by th-e
USPS. In leased-operated bu1ldlngs
tbese crlteria are used only to tbe
extent of lhe USPS responslbllitY
under tbe teros of tbe lease.

13-102 o&tECtrrES

Tbe naln obJectlves of bbese crtterla
are:

a. To pronote tbe nost effecblve and
efflclent use of stafflng.

b. To provlde a basis for determlnlng
budgeta4f requlreoeats.

c To provlde a neans of evaluatlng
tbe naintenance effort.

d. To provlde a nalntenance effort
tbat w111 presenre the facllltY
fro deterloratlon and keeP all
equlpuent ln a safe and econolcal
operatlng condltlon.

13-103 SCOPE

Tbe criterl.a 1n this sectlon wlI1
ldent!.fy workhour requJ.reraents f or
bull-dlng equlpnent operation, main-
tenance, and uLnor repaJ.r. Speclflcally
excluded are: elevator operatorst
custodlans, naJ-l handllag and process-
lng equlpnent rnechanlcs and techDl-
clans, telephone operatorsr and
clerical and nana8ernent personnel.

13-IOI HAIIAGEI{ENT SISTEH

The appropriate rnaintena.nce nanagenent
systen for speclflc offlces, as de-

scrlbed ln HBK l,ls-63 or HBK !'lSi-65' nust
be applled to lbe buildlng operatlon
and nainteaaDce frrnctlons ldentlfled ln
tbls sectlon.

1?-105 NESPOXSIAILITI

Local appllcatlon of the nethodology ln
thj.s sectlon ls the responslbility of
tbe senlor ualntenance offlclal. tocaL
supervisory staff or otbers wltb
appllcable knowledger sklllsr and
ablllttes relatlng to buildlng and
bulldtn8 equlpuent nai.ntenanee and/or
openatJ.onal requJ.reuents should be
utlLlzed as needed to neet naintenance
nanageuent obj ectlves.

13-2 PnOCEDUnES

13-201 GEf,ERAL

Tbe procedures for deterninlng tbe
buLldtng equlpment preventlve nalnte-
nance and operatlng. reguirements
Lnclude the use of PM Guldes in Appen-
dlx 13-B and Equlpnent Operailon Guides
ln Appeudlx 13-C, whlcb should be
revlsed as needed to neet local condL-
tlons. Standard frequencles aria tlnes
for perforning PM and oPeratlonal
checks are also provlded. These sta!-
dards represent perforaance under
average or nornal condltl,ons and nay
not always be entlrely appropriate for
any giiven equ1pnent and facllity. In
sotre cases a range of standard tlne
and./or freguencles ls given because of
the large variety 1n slze and conplex-
1by of equlpnent. Other }ocal condi-
tlons sucb as cllmater Seograpbic areat
custoner/enployee actlvity' type of
constructlon, and the age of the
bulldlng or equipnent shouLd also be
consldered to deternine appropriate
requlrernents for each factlity. After
cornpletion and validatlon of local

t'ls-l, TI-4, 11-30-86
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13-3 rrvgroBl

13-301 nKUTnEUEXT

A conplete and accurate lmentory ls
tbe firndanental doounent on rhlch tbe
bulldl.ng operatlon and naLntenance
stafflng requlrenent 1s based.
Tberefore, lt sbould be carefully
prepared and cumently Dalnta1'ned. lbe
Bul'ldlng Eoulpnent Inventonv, PS Form
4897r Flgure 13-1, nust lnclude all
faclllty equlpnent tdentlfled in
Appendix 13-A eveB thougb tbe
nalntenance nay be perforned by
contnact. Obben bulJ.dlng eqtdpment aot
ILsted ln Appendlx 13-A tbat requlres
prenentive ualntenance or operatlonaL
checks sbor[d also be ll.sted. Prepare
sepanate Forns 4897 for eact bulldlng.
Also llst on separate foros ary troo-
USPS, tenant-onned equlfent nalntalned
by tbe USPS.

13-302 IrtSTnUqIIof,S

il. Use Appendtx 13-A for ldentlflca-
tlon of equlpoent to be llsted on
Foro 4897. lbe pneventlve malnte-
nance and/on equlpnent operatlng

. guides applicable to each type of
equlpeat ane also Eiven 1n Appen-
dlx 13-A and nay be useful as an
ald ln ldentlfying speclflc equlp-
nent by referrlng to actlv1'tles for
various equlprnent conponents cl.ted
i.n tbe guldes.

b. Llst eacb lteu of equLpnent
separatelyr oF list tbe total
quantity of selected equlpnent, as
indicated ln Appendlx 13-A. Each
lten sbouJ.d bave a locally asslgned
ldentlflcation nr.uber to dlstLn-
guish lt fron other ltens. E:rlstlng
eq.ulp'nent ntnbers nay be used lf
appropnlate.

c. Enter tbe physlaal locatlon of each
lten, by roo nluber, area, etc.

See Appendlx 13-A for pertlnent
descrlptive lnfornatlon or renarks

to be entered on Fonn 11897 for eacb
iten. lbis-Lnfonnatlon ls needed
for proper conpletion of otber
stafflng foros Ln thLs chapter.
lbls lnforuatlon nay be obtalned
fro eltber nanuaL or autoated
equlpnent blstony records, or Bay
be obtalned fr.o a physlcal surrey
of tbe equlpoent.

Prepare an lndivldual Equlpnent
Hlstonr Record, For.rc 4772, tor
eacb lteu of equlpoent deslgnated
by an asterlsk (r) ln Appendlx 13-
A. Indivldual hlstory necords nay
be pnepared for other ltens, but
are rnandatory for deslgnated
equLpoent.

13-4 BUILDIf,c EQUIPHEXT nnItInBUEf,Ts

13-401 pngvBllTrvB lrartrTEuAilcE

13-f01.1 ObJectlve

It 1s lntended lhab only ltens of
equlpoent that requlre periodlc nain-
tenance n111 be ldentlfled ln deter.nln-
1ng the preventlve nalntenance work-
Load. All ltens llsted on tbe lnventory
lay not requlre the expendlture of
workhours for preventlve nalntenance.
It ls sonetlnes nore econmical- to
replace an iten than to expend work-
bours that do not prolong the useful.
life o? the equipnent or nl.nln1.ze
equlpnent fallure. Howeven, the total
effecl of equlpnent fallure nust be
consldered.

t3-401.2 Contnaot l{alntenaaae

Sone of tbe naintenance work ldentlfled
1n this handbook requlres speclallzed
personnel and equlgnent and, therefore,
ls beyond tbe scope of the naintenance
staff at some locations. An exanple of
such work is the naintenance to eleva-
tors and hydrostatlc t,estlng of port-
able fire extlnguishers. Thls mainte-
nance Eay be perforned at relatlvely
lnfrequent lntervals, but is essentlal

e
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.::\ necbanlcal and electrical features of
the egulpnent. Tbls LnfornatLon ls
ese€4tlal for selectlng appllcable
acttvLtles fnou the guldes. Data
concernlng tbe equlpnent Eay be
collected. frcn manufacturerr s liten-
ature, dranlngs, and vLsual lnspectLon.
Vlsual lnspectloa ls necessaly tn al1
cas€s, partlcularly for older equl.p-
nent, becauge Lt Day reveal egulpent
sodiflcatlons and part replacenents
trblcb are not sbonn on origlnal lnstal-
latLon drdlngs. tlhere eqrdpnent his-
tory records, PS Fora 4772, are avall-
able, tbey sbould also be nerleryed to
help deterolne local PM or openattonal
requl,rements.

13-103.5 E tabllshlag Fnequsaoy
of Sorvloe

Tbe nert step ls to deternlne tbe
frequency of serelce to tbe eqtdpoent.
&e standard fnequencles shonn ln tbe
guldes are consldered suffl.cient fon
noroal regulreoents and conditlons.
Ecnever, Lt 1s recognlzed tbat nu[erous
factors Eay lnfltrence local requlre-
nents. l{bere eqrdpnent operatlon ls
lrtregular, tbe frequency of senrlce nay
bave to be estl.nated. Devlatl.ons fron
itandard frequencles (or frequency
ranges) uust be JustJ.fted and approved
by tbe Field Dlvlslou Geueral l4anager/
Postnaster on For:m 4896.

13-403.6 Selcott.ng Cbeokllst
lotlvltt'es

After establlsblng tbe frequencyt
review tbe Epldes and gelect tbe spe-
clflc actlvities for tbe partlcular
type of checkLlst belng developed,
easurlng thdt each Ls applicable to tbe
local equlpnent. In sone cases, several
guldes may be needed to cover all of
tbe glven equlpnent/systen conponents.
If any eqtdpnent conponents are not
covered ln the guldes, sultable nalnte-
nance or operatlonal actlvltles for

such conponents shouLd be developed and
added here.

13-103.7 S.qu€lolng Aotlvlttes

lbe next step ls llsting these acblvi-
tles Ln tbe onder tbey are to be per-
forued. CbeckHst actlvitles are s€-
quenced for tbe purpose of ensuring
perfonaance of actlvlties 1n a safe and
efflclent tr€ur!€r, and ln loglcal order..
l,lH.n{nize !1ne required to stop and
start equipnent on PM checkllsts by
groupiag ltens together tbat are to be
perfor.ned rblle the equl.poent ls rua-
nlag. Conslder tbe pbyslcal locatlon
and conflguratlon of equlpnent cotrpo-
nents to ninlnl-ze travel.

13-403.8 Valldatlon of Gbeokllgt

lbe final step ln conpletlon of eacb
checkllst is to enter the sequenced
actl.vltles on Foro 4777 and bave tbeu
perforoed by sevenal quallfled person-
nel to eruure tbe accuracyr conplete-
ness and clarlty of lnstructlons, and
to deterolne a realistic ayerage tlue
to perfora tbe work under actual con-
dLtlons. RevLse the checklist as needed
to neet local requtrenents.

13-403.9 Tlue A.llorances

Ilre standard tlne allonances for actlv-
lties llsted ln tbe guldes are consld-
ered sufflclent for nornal requlreuents
and condltlons. Guldes rhich are oodl-
fled for local appllcation should be
revLmed durlng valldatlon for tine
varlances. Average tlne for addltlonal
local checkList actlvities should al.so
be determlned durlng validatj.on. Time
for actlvities Ln the guLdes which are
not perforned locally should be exclud-
ed. If a localIy developed checklist
tlne vartes nore than z}t fron the
standard tlne, lt nust be Justlfled and
approved by the Field Dlvlslon General
l4anager./Postmaster on Forn 4896.

tt9-1, n-4, 11-30-86
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13-501.11 Iastnuotions for Copletlon
of PS 1896-A' Annual
Standar'd llorkbotg'
Reoul.reuent for Bu{Ldlns
Boulment Preventlve
ldalatenanoe
@a).

a. Iteus are lJ.sted by general equlp-
uenb type tn PH guide ntmber order,
i.e., EVAC - tAt guides, electrlcal
- nEr guides, elevators - nl,n
guJ.des, nlscellaneous equlplent -
rgn guldes, and plwblng - nPn

guides. Enter the quantity of each
lten fron tbe lnventory accordlng
to slze as lndicated. Questlons
concernlng appropnLate ldentlflca-
tlon of specific equlpnent can
usually be ansnered by ref,errlng to
language in tbe preventlve nainte-
nance guldes.

lfulttply tbe quantity by the
fnequency and nultlply tbat result
by tbe norklrours per frequency to
deterolne tbe annual workbours for
each type of equlFent.

Subtotal tbe annuaL workhours for
each general type of equlpnent as
lndicated on 'tbe fonn, 1. e. , guldes
nA, o nE, n nlr n nMr n and nP. r Add
subtotals and enter as grand tobal
at botton of last Page.

13-501.20 Looal hevsntlve
lhlatenaace Roqulr@eats

I{ben locally developed preventlve
ualutenance requJ.reuents for speclfic
equlpment or buildlng conponents exceed
the standard frequency or workhours
glven ln tbls handbook or other offl-
clal di.rectlves, Ilst those lteos on
Forn 4896. (See lnstrucblons ln 13-
501.21. ) Locally developed requlremenbs
on equlloent for whlch there are no
preventlve naintenance gpldelines or
standards ln fhis or other officlal
dlrecbives shoul,d also be llsted on
Fom 4896.

13-501.21 lagtrtrotlons for Cqplotton
of Ptt 1895r Atlpual Looal
llorlhour f,equlr€aeat for
Brt{ldtn* Eoulment
Feveotl.va llalnteaanoe and
Ooeratlon (Fleurs 13-3).

b

c

Part I:
Group general types of equlpent to-
getber, 1. e. , El/ACr Eleotricalr Eleva-
tor, Pluobing, and l{tsc. r allowlng at
Least ttro blank llnes for subtotals
between groupings or l1st dlffereni
gtroups on separate pages lf desl.red.
Separate pages uay also be prepared to
dlstlngulsh between preventlve
naintenance, lravellng router aad
stabionary route reqtdrenents.

Colurnn A: Eater the aPPlicable
preventlve naintenance grrlde ntnber
fron Appendlx 13-Br or equipnent opera-
tlon gulde reference fro Appendix ll-C
when guides and standards are provtded.
l{hen HBK !,lsi-l gul.des or standards do
not erlst, enter nMFEnr (nanufacturerrs
reconrnendatLons) r rMMO-XX-XXr (appltc-
able l{alntenance BuLleti.n Nr:nber), on
other ldentlfler to ladicate the source
of locaIly developed requlreoents.

Colunn B: Enter iteu nane fron the
Bu1ldlng Equlpnent Inventory, Forn
4897.

Cohnu C: Enter tbe quantity of local
ileus travlng nonstandard requlrenents.

Conplete Coltnns D, E, and F lf Forn
4896 ls belng used ln lieu of Forns
4896-A, 4894, or 4895' or lf local
requlreoents exceed or are less than
the standard frequencles and/or tlnes.

ilqtB

In the latter case, tbe entry of
standard allowances serves only to
provi.de data for workhour
comparlson to locally develoPed
requirennents entered ln Part II.

t{s-l ,' TL-4, 11-30-86
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Tbe senlor nalntenance offlcl.al nust be
personally involved Ln deterol.alng tbe
need for, slgnlfLcant variances clted on
thls forn and provldlng adequate
JustlflcatLon. Tbe Fleld DlvlsLon
Genenal Manager/Postoaster nust approve
the varLances.

13-502 BQUIPI{ETIT OPENATIOII

13-502. 10 Staadard Requlrenents

See 13-2 for an overvlen of deter-
nlnlng requirenents. Carefully revlew
Appendix 13-C for speclfic standard
operatlonal requirenents and crlteria
for equipnent/systeus Usted on Forms
4894 and 4895. Local operatlng require-
ments varylng fron tbe standards glven
bereln nust be listed on Forn 4896 rltb
supporttng justlficatlon and approval
as outlined ln 13-203. The annual.
standard workhour allowances for
equipnent operatlon are to be
suronarlzed on Forns 4894 and 4895 as
follons:

13-502.11 Forn lt89ll, Anpgaf
Staadard lforlcbour
Reoulrenent - Travcllng

. @emtlns louteg
(Fl&tre 13-4)

ilotB

One Form 4894 Xs to be pre-
pared listing only those ilens
that are uot ln the statlonar?
route area, 1.e., where travel
beyond the statlotarT route
area 1s required to check tbe
equipoent. A seeond Forn 4894
1s to be prepared listtnA only
those ltens wllhin tbe sta-
tlonary route area (no traveL
tlrne authorized) wltb the
total workhours to be entered
on Forn 4895, Line 36, as part

of tbe statlorary route rork-
1oad.

Uslng lnforuatlon fron the bulldlng
lwentory and locaL operatlng logsr
route sbeets, etc., nake tbe
requlred entrles Ln coIuEDs b and c
for equlpnent bavJ.ng bbe sarne route
frequeacy, 1.e.1 llnes 1 tbrough tt
14 througb 27, 32 tbrougb 39, 44
tbrough 48, 53 tbrough 59, and 64
througb 55. Conpute t'he total
annual ronkhours for each line and
enten la CoLunn e.

b. Total the annual sorkhours in
Colunn e for eacb route frequency
and enten In BLoeks 10, 28, 40, 49'
60 and 67.

c, Calculate 10I of the total annual
rorkbours for eacb route frequency
and enter ln Blocks 11, 29r 41, 50,
61 and 68 (see 13-403.11).

d. Deternlne tbe local tnavel tlne for
equipnent la each route frequency
and eater ia Blocks 12, 30, 42, 51,
6e anO 69 (see 13-403.10).

€ Add the total annual rorkbours,
nlnor adJustuent, and travel tlne
for eacb route frequency and enter
ln Blocks 13, 31, 43r 52, 53 and
70. Add the totals fron the
precedlng blocks and enter as the
grand toCal ln Block 71.

13-502.12 Fora 4895r lnnual Standar'<l
Iorkbotr Reou1renent -
Statloaa^ry Ooeratlng Euteg(rleure l3-5)

If appIlcab1e, flll lD general
lnforuatLon about tbe central cblll
water plant and blgb-pressure
boller plant ln Colrnns 1 through 7
and 1? through 26, respectlvely.

d

a
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13-503 CoRRBCTM l.tAI$Itsf,tXCB

13-503.1' Geaerll

It ls neceasary to aLlow workhours to
provlde for coruectlon of day-to-day
faLlures and nalfirnctLons of butldLng
equlpment. Mraking cornectlve repains of
soue bulldlng oqulpment, such as drlDk-
lng fountalns, flush valves, and snall
fans, ls a loore practlcal and econolc
nalntenance procedure than an elaborate
preventlve nalntenance progran.

13-503.2 Deflaltlon

Correctlve nalatenance ls deflned as
tbat sork requir'ed to cornect day-to-
day equipment fal.lures and nalfunc-
tlons. The need for sucb nork Day
origlnate fron probLeos tdentl.fted by
euployees or caLls fron otben butldlng
occupants. Correctlve naintenance does
not incLude naJor repalrs and/or.
iuproveaents, such as replaceuent of an
alr-condlttoning cooling tcler, centnal
cbillen, or bulldtag roof, and renova-
blon or upgradlng of a bulldlng area.

13-503.3 Staffllrg lllouanoe

The standard anaual. allowanoe for
correctlve malntenance ls 8 Horkhours
per year per 1,000 gross square feet.
It, is recognJ.zed tbat 'sone bulldlngs
nay requlre Eore or less workhours due
to thelr ag€r need for najor r.€Dova-
tloa, or operating condltlons. Tbe
Fleld Divlslon General Manager/
Postnaster Eay autborlze a deparlure
fron the standard allonance nhen
supported by evldence of unusuaL actual
$ork Load. Tbe actual work load Ls
deternlned by revlewlng conpleted
nalntenance work orders or approprlate
reports ldentifying workhours used for
buildlng eorrectlve naintenance
actlvl-tles for tbe prevlous 3 years, lf
avallable. Factors to be considered
when evaluatlag the actuaL work load by
this means should lnclude repair
nethods, personnel utillzatlon, and the

lupact of oonpleted najor repaln,
al leratlon, nod.if lcatlon, and
luprovenent proJects. The standand
allcnrance or average actual nork load
for conectlve nalntenaace to bulldlng
equlpent ls to be eatered on Foro
4893 r Coltun b.

13-50f HTsCELLrIIEoUS

13-501.1 Geaeral

Experlence has shonn tbat there are
sone workbour nequJ.reuents for the
operation of a bullding tbat cannot be
j.dentifled wltbin any of the prevlously
discttssed categories. Due to the wlde
variefy of nlscellaneous actlvlties, lt
is lnpractlcal to lsolate aad develop
standards for tbe acconpllshnent of
every type of actlvlty. Exanples of
ulscellaDeous activlties luclude
autborl.zed neetlngs, tralulng, and
adulnlstratlve tlne. Tbis does not
lnclude space adJustnent and nonpostal
firnded actlvltles descrlbed ln 13-505
and 13-506 for whlcb speclal stafflae
all.cryances nay be autborized.

13_50f .2 Staff{,8 llloranoe

The gtandand allorance for ulscella-
neous work shall be nol nore than 101
of tbe total buildlng operatlon and
nalntenance workhours (operatlng
routes, preventlve nalnbenance, and
corectlve nalntenance). Enter tbls
fLgure on Fom 4893, Colunn 1.

13-505 SPACE IpJUSn{EITS

13-505.1 Genenal

It ls also recognlzed that there are,
to varylng degrees, frequent changes to
and relocatlons of postal operatlons.
lIlnor changes, renovatlons, or altera-
tlons fo the buildlng whlch are needed
to accomrnodate such changes nay be ac-
conplished by postal nalntenance en-
ployees. Exanples of space adJustments

t{s-l, TI-1, 11-30-86



t3-508 Openatlon ard UaLrtoaanc€ of leal Propenty

Colr.rmn g:' Enter otber local workhour
requireoents for bulldlng equipnent
operation, J-f any, fron Coltun Jr Forn
4896.

Co1unn b: Deterolne eltber tbe staDdard
or average actual correctlve nainte-
nance annual wonkhour requirenent
accordlng to 13-503.3. If dlfferent
lypes of craft work are betng listedt
enter the annual bours appllcable bo
eacb type of rork, if knownr or dlstri-
bute tbe total bours as'deened appro-
priate. Cbeck approprlate block at the
top to lndlcate eltber standard allow-
ance or Iocall-y developed aLlowanoe.

Colunn L: For eacb liner calculate the
total of coltuns c through b' tben
nultlply by 0.10 (10tr), and enter tbe
results ln tbis colunn as tbe niscella-
neous allcnance.

Colr.un J: Deterulne elther tbe standard
or average actuaJ. space adJustnent
annual workhour allowance/requirenent
accordlag to 13-505.2. If, dl.fferent
types of craft work are belng listedt
enter tbe annual hours appllcable to
eacb type of work' J.f knornr or dlstrl-
bute tbe total bours as deerned appro-
priate. Cbeck approprlate block at the
top to Lndlcate el.tber standard aJ.low-
ance or locally developed allowance.

Column k: Deternlne the nonPostal
funded annual workhour requirenent
accordlng to 13-506 and enter the
annual bours appllcable to eacb type of
work.

Colunn 1: Total Annual tlorkhotrs: For
each lJ.ne, cross- total colunns c
tbrougb k aad enter tbe results j.n tbls
coltun as fbe totaL anaual workhours
for each type of work llsted.

Subtotal coltsng c, d, e' fr and g as
ladlcated to Line 9.

Cross-cbeck tbe caLculations by tobal-
lng the coltuns as lndicated on Line
10, then cross-totaline Llne 10 to
Coltun I.

13-508 DoCuUErTtrrolI

13-508.1 lpproval and Setentlon

The conplebed stafflng forus and
supportlng documentatlon shall be
subultted to the dlvlslonaL offlce for
revlew and approval. The senlor
nalntenance offlclal shaU nalntala tbe
approved stafflng forns and lnplenent
the malatenance progran to acconplish
tbe Ldentified work.

13-508.2 Revlslon

Ttre stafflng analysis n111 be revised
when signlficant buildlng and building
eguipnent nodiflcatlons, deletlons' on
addltlons warant a change 1n the local
slafflng requirenents, or ast dlrected
by blgher level rnanagenent.
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Appendlr l3-A (p. 2) Oprnett'oa ald llrlntcls.noc of loal Eroperty

Acnoffiu lAl[D nwAnKs (PS 4897) lcttIDE ilO(s) IAPP. 13-c I 4894rTEM
PSFONM I

4772 I

I

lPuuMrcs ! uescnrnroN

I Bollers, Cast
Iron and Steel

r Burner, Gas (1)

I Burner, 0i1 (1)

CJ.oclrs, E1ectric, BLDG

Central Systeu

EVACts Glve ufn., typer lbs.
stean/hn. , BT{lslhrt
Fuel(s) used

Glve type of firel and
BTIIs/hr

Give nfr. and type of
naster unlt

a-5, A-5r
A-7, A-8

a-8

E-3

A-19

L-12, A-13r
E-29

€rJrk 3

e 3, 18

€ 3, 18

b4d

33

b4b 37

b 4or17

Glve type of ftrel aad L-7
Bflfs/bn

Condensers, AJ.r BLDC
Cooled

Colls, Prebeat,
Rebeat, etc. (at
renote locations)

Condensers,
EVaporatlve

Controls, Central
Systeo

Controls and
Mechanisns for
Roll-type Fllters

Glve sq. ft. of
exposed area

A-9

Glve capaclty ln tons A-3, F-29,
P-l 8

Gl.ve capacJ.ty 1a tons A-14' E.29t
P-l 8

Give net sq. ft. of..
space served by
systerc, and nuuber
of statlons
(Xnput devlces)

A-10

BI,DG

BLDC
(2)

33b

b

I

I

HITACI

HVACA Glve size and fype
(pressure or tlmer)

r CooLing Towers BLDG

Dock Boards (also BLDG

see Loadlng Rarnp)

Glve tonnage and
nrnber of cells
(cett lncludes fan,
notor, etc. )

Glve slze and capaclty t{-21

t Prepare Equlpnenb Inventorv Hlston/ Record, Ps 4772, for each unll and, if
appllcab1e, Mo!g@g3!, PS 4772A, for motor of one horsepower or larger.
Use acronym for equipnent on whlch thls it@ 1s installed.
Also UF[, lf applleable.

(1)
Q)

l{S-1' n-4' 11-30-85



lppondlr l3-l (p. t[) Opcrat!'ol and llalatonanoo of Reel Property

DESCnrPTroil!pullPs
A$D nEuAnxxi (Ps 489?) IGUIDE tlo(s) llpp. 13-c I 4894

Nl{rcs
ITEU ACnorw

FONM
4772

Fa!s, CentnlfugaL BLDG
(8:&aust or
Return Al'r)

Give nfr. CFM and bp.
of notor

Glve nake, slze, alod
bp. of notor

Give nfr., alr
oapaclty and grld
voltage

BLDCI

a-l5

L-22

a-21

A-16

g-17, A-19

L

L

34

35

37

3T

Fans, Propeller,
24 ln. dla. or
larger

Fans, Propellen, BLDCI

PedestaL or Wal1-
ldounted

Fllters, Electro- BLDG

statla

Filters, Movable
Cuntaln, Oil
Coated

Give dlaoeter of blade A-23
and bp. of uotor

b4b

b4b

I

I

EIIACA Glve sq. ft. of
erposed sunface

FILters, RolI
l}pe, DlsposabLe
Medla

Fllters, lbrcn
Away

Fl.lters, Viscous
I}pe (Wasbable)

Flre Alarn Bores
(l{anual)

Flre A1atm Cbeck
Va1ves a.nd
Accessorles (llet
Plpe Sprlnkler
Systeu)

EVACA Glve slze and type of
nedla

(1) Glve nuuber of eacb
slze

(1) Glve ntnber of each
slze

Fln.S Give nfr. and whether
coded or noncoded

A-20

A-1 I

E-38

Glve operatlng water P-23
pressure (unlt includes
retard chanbers, Jockey
puupsr tanper alarms,
etc. )

FAFJ.S

(1)
(z)

Prepare Eoulpueut Inventonr Hl.story Record, PS 4772, for eacb unit and, tf
appllcable, Motor Record, PS 4?72A, for noior of one horsepower or larger.
Use acronyro for equipnent ou whlcb ttrls lben is lnstalLed.
Also UPU, lf appllcable.

}ts-l, fl-4, 11-30-86



lppoadlr t3-l (p. 5) Operat!,on and l{alntcDatco of Xeal Propcrty

I OPERATIIIG GUIDE

FONM m.llcs ! DEscnrPTroN I pu I lPs
47'12 ITEM Acnol{:lu lA$D nEtAnrs (Ps 489?) IGUIDE No(s) llpp. 13-c I 4894

I I (APP. 13-B) I plnr 4 I LrlE *REO

Flre Doors -
$rlnslug TVPe'
Stalrrells aDd
E:dtways

FAEI-S Give type of bold
open devlce, 1f any

M-l 1

Flre Extln-
gulsbers, Gas
(co2) -
Cartrldge $pe

Flre Extln-
guisbers, Stored-
Pressure $pe

FAELS GJ.ve capacity ln lbs.
and ext. asent (MP

Dra Cbeolcal, Ealont
etc. )

P-4, P-5 q 64

FAFT.S Glve capaclty 1u lbs,
and ext. agent (MP

Dry Cbeuical, Ealon,
etc. )

P-3 ' P-5 q 64

Flre Extln- FAELS
gulsbtng Systeos -
Flxed

Give ntuber of tanks,
capaclty, and ext.
agent (C02r Ealont
etc. )

P-6

Flre Eoses (1 1/2n FAES
nacked ln
butldl'gs)

Glve date of purcbase P-25

Ftre Hydrants
(Dry or Het
Barel)

FAnr.S Give type of barrel
and gln

P-28

Flre Punps FIELS
;

FAEX,S

Give type of drLve P-33 or P-34

E-34

1 38

Fire Supenrlsory
Slgnals - Testi,ng

Gj.ve type of super-
vlslon

Hloor Scrubber - BLDG

Vacuuo, Autcoablc,
Battery-Porered

Glve nfr. and slze r.{-18

I

(1)
(2)

Prepare Eoulonent Inventorv Hlstory Record, PS 47721 for each unit and, lf
applLcable, Hotor Record, PS ll?72A, for notor of one horsepower or larger.
Use acronyn for equlFent on whlch tbls lt€D ls lnstalled.
Also UFV, lf appltcable.

t{s-l , fl-4, 1t-30-85



App6nal- l3-l (p. 8) Operetl'on 8Id lLl'atonaloo of Bcsl Pnoperty

DESCnrgrroN ! pt't I lPs
$[D nEUAnK.S (pS 4897) ICUOE [0(s) IAPP. 13-C I 4894

Nttlcs
ITEU acnomu772

Lawmorers and
Edgers (Gasollne
ponered)

BLDCI Glve nfr., typer sLze, U-2
and eng{ne bp.

Glve rnfr. and belgbt
ra!Se

M-1?LLfts, Porer BLDG

Liebtlng Fixturesr BLDG

Ortside

Ligbtning
Protectlon

BLDG

l,lanboles, Sewer BLDG

(t)Motors, Over 5 HP

Paper Baler

Punps, Centrlfugal IMCP
(Not Integral
sltb Motor)

Punps, Condensate IIVACP
or Vacutu

Give type, no. of bulbs E-?
and wattage, ind beigbt

Gi.ve ntnber of atr
ternlnals and down
conductors

E-12

E-4

Glve nfr. r bp. r and
equlpment sened
(conplete PS 47?2-A)

P-9

E-29

BLDG Give slze of bale

Ligbts, tuergency FAELS Glve type (wet, dqy'
or ge1 cell)

Load Levelens
(belcn grade)

BLDG Glve nfr. and caPaclty M-20

Loadlng Ranps,
AdJustable

BLDG Glve nfr. and caPaclty l{-10

n 65

I

n

tr

o

2-5,
1 4-23 ,
32-38,
lt4-47

Glve uotor bp. ' GPM

and equipoent/systeo
senred

Give notor bP. and
equlpnent senred

r.{-5

P-l8, E-29

a-l 1

P-11

2-5,
15-22,
33,37

15

36Purnps, Srnp
(Sewage or Liff)

IMCP Glve motor bp.

r Prepare Eoul-oment Inven lIls torrv Record. PS 4772, for each unl.t and, lf
appllcable, Motor Record, PS 4772Ar for notor of one borsepower or larger.
Use acroryn for equipment on whlch tbls lten ls lnstalled.
Also UPV, 1f appllcable.

(1)
(2)

Its-l , tt-4, 11-30-86



Appcndlr 13-A (p. 10) Operatlon and l{alntera.aoo of Reel Property

DESCNIPTION ! PU I IPS
AND REI{Anrs (Ps 4897) IGUIDE ttO(s) llpp. 13-c I q894

lrldrcs
ITEI.I ACRoilUT2

Sneepers (gattet? BLDCI

Ponered)

Sweepers (Gasoltne BLDG
Ponered)

Tanks, Fuel (Htg) gLDG

OlL Storage

Tanks, tlater
(Au lYpes)

Traps, Grease

Traps, Steau
All $pes

Wlndow Hasbl.ng
Scaffolds, Poner
Operated

(1)(2) Glve approx. size or
capacity and lyPe
(EIl, c1l, etc. )

BI.DG

BLDG

BLDG

Give slze P-7

P-l7Give tyPe aad PiPe
size

Give treight of buildlng L-18
and approx. length of
track

Glve nfr. r typet
and slze

Give nfr., typet
size, englae bp.

Give appror. slze or
capaclty

!.r-16

r{-3

l'l-4

P-12 k 16, 18,
22

b' J, k' 3t
n 18

15t
21,,

22

Valves, l4antrally BLDC GLve slze and functLon P-14
Operated (Matn-
llne or Crltlcal -
over 2 inches)

Va1ves, Moton
Operated

BLm Glve slze and notor hP. P-15

Valves, ReguLatlng BLX}
(Stean)

Glve slze and pressure P-13 21

t

n

I Pnepare Eoulpnent Inveatorv HlstorT Record, PS 47?2, for each unit and' if
appllcable, Motor Record, PS 4772A, for notor of one horsepower or larger.
Use acronyro for equlpment on whlch thLs lten 1s installed.
AIso UPV, 1f appllcable.

(1)
Q)

t{s-1, tr-|, t1-3o-86



fpDcldlr 13-B (p. 2) Operatlon aad tlalntcnaloe of ieal Property

OUIDB f,UUB8N A-I

AIB ETXI'LEHT

Fnequency: Aunual

Speclal Instnuctlous: 0pen and tag
electric clroults.

Cbeckpolnts:

1. Fans

d. Insp€ct flerlbLe coupJ.Lngs for
allgnnent and near.

4. Colls

a. EranLne colls for leakage at
Jolats and bends.

b. Clean coll ext€rlor by
brusblng, vacurnlrgr blorlngt
or chemlcal cleanlng.

o. Ernldlfler or wet colls (cltY
water, sprayr stean Pan Srldst
etc. ) rrtll requlre addltlonal
attentLon to avoid scallng ald
odors.

5. Freeze Protection

a. Cbeck pttch of coll to
dralnage polnt and blon dorn
ultb conpressed alr.

b. Inspect test controls and
devlces used for freeze
pnotectl.on.

c. Clean face bypass dauPers and
lubrlcate daoper operators.

6. Contnols

a. Inspect and clean danPerst
. control llnkage and control

Botors.
b. Lubrlcate as necessaty.

GUIDE IINABN 4.5

BOTLEnS, oIL FIBED
(Cleanlng flreslde only. )

Frequency: 1 to 5 tl.ues annuallY

Appllcallon: This 1s to Provlde
flreslde clean{ng to remove soot
naintaln hlgh efflclency.

Clean brrlldup, dust, and dlrt
fro faa blades.
Glean iusl.de of fan bouslng
and casing, notlng stnuctural
lrregularltlesr condltlou of
lnsulatlon, loose bol.ts,
foundallon and vlbnatlon-
lsolatlon.

Bearlqg;s (tllth plllor blocks,
slewe or bal,l bearlngs)

a. Lubrlcate bearlngs, cbange
o11, perforu pressure
lubrlcatlon accordlag to
uaaufacturert s instnuctlons.
Ta*e care noU to
overlubrlcate.

b. Reoove top bousing and exanLne
netalners aad sllngs.

3 Drlves (Belt and Dlrect)

a. Iaspect for excesslve belt
wear lndlcating olsallgnnent,
werloadlDg, or l-uproper belt
tensl.on.

b. If belbs are rorn, tbey should
be neplaaed bo pr€vent
untlnely brealcdosn. (Multlbelt
drlves sbould be replaced 1n
uabcbed sets. ) AdJwt b€It
tensl.on slth a scale and
str&tgbt edge.

c. Cbeck rigld coupllngs for
allg;nnent on dlrect drlves
and for tlgbtness of asseubly.

Speclal lnstructlons: Allor boller to
cool and lock and tag controls and
valves ln off positlon.

Clean soot fron chanber, tubest
artd all heat transfer surfaces.

8.

b

2

for
and

1

!!S-1 ' Tl,-4' 11-30-86



Appondl'r 13-B (p. ll) Operatlon and l{alatenanoe of Ecal Property

I

b

Check fuslble plugs 1f used;
replace yearly.
Check aad clean bonnets,
flues, and uptakes for
defectl.ve netal. RePIace lf
necessar.Jr.
Cbeck exterior structure for
strains aad tenslon.
Cleaa and lubrlcate f,orced-
drafb fau.
Cbeck condltLon of door
gaskets.
Carefrrlly account for aII
tools befone cJ.oslng up
boilen.

5. Talce C02 flue gas tenperature
readlngs for deterulnatlon of
efflclency of tbe unl t. @2 for
atuospheric gas bunners sbould be
8 to 9.51i tor forced draft
burners 9 to 10I. Debernlne
coubustloa efflclency according to
lnstruotlong witb flue gas test
appanatus. Conbustlon efflclency
sbould be at leaet 80t. If
efflclenoy ls Icn, check baffllng.

T. Check bunner for flasbback and
ttght sbutoff of fuel.

8. Check operatlon of controls. Clean
and adjust lf necessaty.

9. Satlsfactory operatl.on and
adJustnents shottd conforu to
nanuf acturer I s lnstructLons.

GIIIDE MNABR A-8

BUnilEn, orl.

Frequency: Annual

Cbeckpolnts:

1. Test and lnspect burner (wltb or
wl.tbout flring) at rated pressure
fon leaks.

2. Tlned trtal for tgnltion for
pllots and burners sbouLd be in
accordance wltb nanufacturert s
lnstrucblons.

3. Cbeck operatlon of autonatlc
safety controls and conbustlon
flane safeguards for abnormal
dlscharge of o11 on lgnltlon
fallure, and sensors for presence
of flane.

4. Check pre-lgnltion purglng
- capabillty of burner, conbustion

cbanber, bolLer passesr and
breecblng. Stack danpers should be
fully open during purge and lleht-
off perlod.

5. Cbeck dellvery of fuel in relatlon
to lts reaponse to the 1gnlt1on
systen. Examine electrodes for
carbon bu1ldup, dlslocatlon,
distortion, and burning o'f parts.

1.

J.

k.

L.

GUIDE MN|BEN A-7

BUntrEn, GtS

Frequency: Aanual

Cbeckpolnts:

1. Clreck boLler roo for adequate
ventilation ln accordance wltb AGA

burner requlreuents.
2. Check operatlon of all gas con-

troLs and valves lncludlng: Gas
shutoff, petal gas regulator,
safety shutoff valve (solenoLd)r
autouatlc gas valve, petaf
golenold valve, butterfly gas
va1ve, notor, llnkage to alr
louver, and safety petal solenold
(tf used).

3. Cbeck fLue connectlons fon t16bf
Jolnts and nlnJ'nun reslstance to
al.rflcr. (See tbat conbustlon
chanber, flues, breechlng, alrd
cb{ynney are clear before flrlng. )

4. Draft regulators should glve
sUghbly negatlve Pressure 1n the
conbustlon chanber at naxlnun
input.

5. On forceddraft burners, gas
nanlfold pressure requlraents
should com€spond wlth nodulatlng
(butterfty) valve ln fr:ll-open
posltlon and stable at all other
fLrlng rates.

HS-l, 1t-4, 11-30-86



AppeadJ': 13-B (p. 6) Operatloa and l{alntoDance of Bcal Property

4.
5.

6.

7.

8.

9.

10.

11.

12.

Cteck for control-polnt cycLing.
Cbeck closeness of dlfferentl.al
gap on tno-posltion controlLers
( ouof f-open-closed ) .
Cbeck condltlon and actlon of
prlnary eleuents tn tbe
controllers (bjretallic strlps,
sealed bellons wlth caplllary
tubes) for.reuote sensing, etc.
Note'tbe actlon of tbe controlled
devlce (tbermostats, hrnldlstats,
and pressurestats) whlctr changes
bbe coutrolled variable (notors,
valves, danpers, etc. ).
On electronic controls cbeck tbe
source of tbe slgnal and Lts
aopLlflcatlon.
Cbeck alr systens for leaks; cbeck
for correct nalntenance of
pressure J.n pneunatlo electric and
electric pneuqatlc unlts. Cbeck
unlts for propen closlng and loose
connectlons.
Cbeck tbe condltlon aad the
abiltty of btuldlty-senslng
prtnar? control elaents (halr,
rood, Leatber, or slnllar
substances) to read to uolsture
cbanges and tbelr actlon oa lbe
contnol necbanls.
Check nesultlng actlon of
pressure-sensing prlnary control
eleoents sucb as dlapbragrs,
bellors, lnverted bells, and
simllar devices when. actlvated by
alr, water, or sfuaiLar pressure.
Check operatlons of all relays,
ptlot valves, and pressure
regulators.
Use test klts and uanufacturerrs
lnstructlons whenever posslble.
Replace ratber tban rebuiLd a
control lnstalled ln tbe systen.
Take control to strop for repalr.

GUIDE III'T{BEN A-11

COIIDEIISATE OR YACI'I'U PUUPS
(On stean return systens)

Cbeckpolnts:

9

Operate un{t to cbeck for stean
blndlng.
Cbeok condensate teuperature
(sbonld be appno:cfunately 30o
belon steam tenperature lf traps
are not leat<ln8).
Enamlne flanges for stean leaks.
hrnp recelven dowu.
?urn condensate to sewer.
Shut down udt.
Clean recelver.
Cleaa and adjust notor float
swltch and fl.oat openatlon on
bigh-lov water level. Inspect
presgure swltcbes.
Clean and exanine recelver, vent
plpe, lnlet and discbarge openlngs
for excesslve corroslon. Reporf
coudltlon.
Cbeck allgnnent of coupllng witb
stnalgbt edge.
LubrLcate puup and uotor.
AdJust packlng glands and cbange
packing wben necessary.
Examine vacutn breaker operatlon.
Inspect ball fJ.oats, rods, and
otber linlcage; adJust as
necessary.

10.

2

3
4
5
6

7
I

11.
12.

13.
14.

GUIDE ITUI{BEN A-12

COOLIIIG TOTENS

Frequency: Annual

Speclal Instructlons: After the cooling
season Open and tag electri.c
clrcuits.

Checkpolnts:

Draln and flush dosn toner. Renove
trash, dlrt, and algae fron pans,
caslngs, fill, and gcreens.
Steel casing, baslns, and
framework should be painted wllh
proteclive palnt where applicable.

1

2

Frequency: Annual
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Appeadl'r 13-8 (p. 8) Operatlon and l{alntenanoe of Baal Pnoperty

2. Cbeck lnsulatiou; repalr lf
needed.

3. Cbeak structural nenbers, vlbra-
tlon eLlnlnators, and flexJ.ble
connectlons.

4. Cbeck bearlngs, shaft, PulIeV, and
allgpent ultb notor (lf vlbratlon
is excessi.ve, check balance of
rotor).

5. Perforn nequired lubricatlon.
6. Check belts; adJust tenslon, or

replace as requlred.
7. BIow out or vacuu! wlndlngs,.Lf

necegsatY.
8. CLean conplete rtn{f, lncludlng fan

rotor. Touch up or pal.nt as
requLred.

GUIDE llttuBBn r-16

FTLIBnS, I|oVTBLB CUBTATf,, orl. COATSD

Frequency: 1 to 4 tlnes a''nually

Speclal Insbructlons: Revler traDU-
facturerts lnstructlons. Secune fans
and fllter notor; tag sritcbes.

Cbeckpol.nts:

1. Iaspect framenork and structure.
Look for loose or nlsslng boltst
alr leaks, condltlon of flasblng
or caulklng, etc.

2. Examlne all novlng parts for
proper allgnuent, freedon of
notlon, etcessive clearance or
play, etc.

3. Iuspect and adJust notor and drlve
unlt, gear reducer, sprockets,
drlve chalns, belts, etc. Perforn
requJ.red lubrlcatlon.

4. Inspect preasure-senslng devlce,
pressure swltcbes (l.f autonatlc)r
selector(s) r starters, eLectrlc
controls, rarnlng and./or lndlcator
Ilgbts, etc. C1ean and adJust as
necessary.

5. Renove sludge frm plt; cbange or
replenlsh oJ.I.

Renove tags; restore to setvice
and check operatlons.

GUIDB f,U{BEN A-I?

FILTBnS, Bo[.I-fl?B DTSPOSIBLB ]IBDIA

Frequency: 1 to 4 tlnes aqnually

Appllcatioa: To cbange roll fllter
nedl.a.

Speclal InstnuctLons: Securg tmlt 3s{
fans; tag swl.tcbes.

Checkpolats:

1. Renove old fllter ned'ia ro11 and
lnstall nen ro11.

2. Vacurn heavy accunulatlon of dust
and renove debrls.

3. fnspect for proper allgnnent and
operatlon of autcoatlc controls'
adJust as Becessary.

GT'IDB MNAEN A-18

EILrtsnS, YTSCoUS-TIPE (HIIEABLE)

Fiequency: 4 to 52 tlnes annually

AppllcaLion: Tbis gulde ls for reusable
fllters and lncludes tiae for reoovlng,
cleanlng and replaclng the f{Lters. I'lre
throwaway fllters are usually nore
econonlcal than the vj.scous type.
lherefore, tbis fllter shatl be used
only where econolcally justified.

Cbeckpolnts:

6

2

Renove fi.Iters and replace with
flllers tbat have been cleaned and
recoated. Exanlne f,rame and clean
lt wlth a hlgb suctlon vacuum.
Move dirty fllters to cleanlng
statlon.
Clean, recoat, and store fllters
reuoved untll next scheduled
change.

3
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Appsnrllr 13-B (p. 10) 0peratlou and l{alatona.aco of Beal Property

GI'IDB f,MGEN A-22

FAXS, PnoPS,LBR, 2llt Drll{ETtsn 0n
uncEn

Frequency: Annual

Speclal InstructLons: Dlsconneot and
tag clrcult.

Checkpolnts:

1. Clean unlt, especlally fan blades.
2. Inspect pulleys, belts, coupllngp,

etc.; adJust tenslon and tlgbteu
nountlngs as necessar?. Cbange
badly worn beLts.

3. Penfom requlred lubrlcatlon.
ll. Clean uotor rltb vacuru on lorc

pressure alr (less tban 30 pslg).
Check for obstructtoas in notor
coollng and alrflow.

5. Perforo v1sual e:carnlnatlon for
cracks at blade to blade-
supportt ng assenblles.

5. Toucb up palnt for presewatlon.
7. Renove tags; start utrlt and cbeck

fon vlbratLon and nolse.

CUIDB IIUI{BBN T-23

FAXS, PnOPELLEn, PBDBSTIL On HII.L
rcUMED

Frequency: Annual

Speclal Instructions: Thls guJ'de 1s for
the large fans used Ln fbe workrocm or
other ar€as to provlde alr clrculatlon.
lbLs oalntenance sbould be perforoed
durlng tbe wlnter prlor to the coollng
s€ason.

Cbeckpol.nts:

Dlsconnect fron electric power and
clean entlre rrn{ t lpsfsdlng tbe
blade and ruotor.
Exarulne ]lne cord for frayed
lnsulatloa or evldence of
deterloration-

3 llnench test blade setscrery, notor
uount b.olts, and blade guard
Eountlng bolts.
LubrLcate unlt aad clean up excess
lubrlcaat.
Operate nn{t aDd cbeck for excess
vlbratlon and unusual nolse.

4

5

GUIDB UUUBBN T-zq

FAX/CoIL Unrls, InDBn-HrXDOr TIPE

Frequenoy: 1 to 4 tlues annually.
(Tbese 'Fl.ts are nornally lD office
areas - narlntu frequency ls 4 tlnes
per year. )

Cbeckpol,nts:

1. Draln pan. Clean colls and otber
conponents ulth vacuun.

2. Inspect notor and fan. Lubrlcate
as requlred.

3. Cbeck trap, teuperature regulator
and shutoff valves.

4. Change fllter (lf equipped and
necessary).

5. Cbeck for loose connectlons ln
rrnlt; tlgbten as necessarJr.

6. Clean and wlpe donn exterlor vents
and soooth su:rfaces.

7. Clean sumouadlng floor areas.

GUIDB III'I{BEN A-25

EEAT/C0oLilC UUII, n00F TOP
(uP r0 15 Toxs)

Frequency: Senlannual

Tlne: Spring 10 Hours
Fall ? Hours

Specta.I Instructlons: Tbis applles to
roof-top heatlng/coollng units. Gas-
f1.red beatlng wlth alr-cooled
condenser.

Remove panels, clean entlre unlt.
Clean drlp pans and dralns, palnt
as necesaary.

1

2 'l

2
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Appendl.r 13-B (p. 12) Openatl'on and l{a1ntonatrce of Seal Property

c. .Cbange oll Ln purge PuuP rhen
it becones contarulnated or
enulsLfled.

O. . Inspect discbarge vaLve and
o11 distnibutor rubbers; renew
lf necessary.

5. ControLs

a. Cbeck adJustnent of, Pressure-
trbl, restnictor, blgb level
cutout, J.or tenperature
cutout.

b. Cbeck aLl control interlocks
for proper operatlon.

c. Check capaclty control val.vet
Ilnkage, &d steu. Lubricate
accordl.ng to nanufacturerr s
i-nstructlons.

GOIDE IWI{BEN A-2?

NEFRIGENATIOI I'ACEIf,ES
(Centrtfugal and Recl.pnocatlng)

Frequency: Annual

Speclal Instructlons: OPen and tag
electric clrcuits.

Checkpolnts:

1. Coopressor

Take sarnple of oil and have
analyzed for acld and netal
content. KeeP rePont of
analysls wlth PS Fotm 4772.
Draln, f1ush, and cbange oll
in resenrolrs lncludlng fll-
ters, stralners, dd traPs. Do

not change oil 1n reclPro-
cati-ng nacblnes unLess
contanlnated.
Clean and lnspect naln and
auxiliary o11 ptmps' lncluding
packing, seals, alignnentt
pulleys, belts, and couplings.

c. Check speed increaser; dnain
oll frm gear bor; flush and
Lnspect Bears fon lndicatl.on
of wear, pltllag, and
nlsallgnnent.

d. Renove bead fro oll eoolers;
lnspect and cLean tubes.
Cbange o11 fllters.

e. Reflll o11 stmp.
f. Renove access caPs to

conpressor internals and clean
where posslble.

g. Clean and adJust pilot
positioner for gulde vanea.

h. Exanine bearlng for clearances
and wear.

1. Clean and lubrlcate couPllng.
j. Check bot and cold aliSnrent

betreen dnive and drlven
coDpressor.

k. Cloeck all relief valve ruPtwe
dlscs.

l. Test entlre s5rsten for
nefrigerant leaks.

tn. Calibrate and adjusb alL
gauges and Lnstruuents. Note
that the tbernoneters rhlch
neasure lnlet aad outlet
tenperature of chllled water
should be cal.ibrated together.
Do tbis by placlng the senslng
elenent ln a eontalner of
meltlng lce and water. lbis
wlll provlde a tenperature of
32oF for calibration
purposes.

n. C:heck safety controls for
settlng operation; tigbten
electri.cal connectlons and
clean where indlcated.

o. Reviery nanufacturerts
literature for furtber details
on senrice required on
conpressor.

p. Perforrn naintenance on Purge
unlt in' accordance wlth
nanufacturert s lnstructlons.

q. Leave equipnent and area clean
and free of debris.

d.

b
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Appsndlr 13-B (p. 1l) 0pcnat1on and llalatsrarqa 9f Eeal Pnoperty

curDB f,ua8n l-30

uun EEMBE1 (SItsAU rID Eo8 rllBn)

Freguency: Aunual

Cbeckpolnts:

1

curDB f,maBn a-32

FIRE DII{PENS (Ix DT'fi)

Frequenoy: Annual

Speclal Instructlons: Fuslble lirk nust
nsver be replaced wltb a plece of wlre.
0n flrst lnspectlon, nake sure tbat tbe
danper ls not lnstalled baolcwards. In
all cases, tbe alr uoveuent sbould tend
to close danper.

Cbeckpolnts:

z.

1

2

3

4
5
5

7I
9

curDB llulaEn a-31

Uf,IT BB.ATtsNS (GAI3 FINP)

Frequency: Annua1

Spectal Instructloas: Open and tag
electrl.c clrcuit.

Cbeckpolnts:

Clean stral.Der abead of valve.
Check valve bead and seats for
wear and cuttlng.
Replace valve lf seats need
regrl.nding. Sead old valve to
nanufacturer for overhaul.
Stean qu^lJ-ty sbould be eranl.ned
for forelgn natter If valves are
belng danaged.
E:ranlne pllot ll.nes for dlrt.
Check stean Jauges.
Cbeck safety or pressure relief
valve for relievlng and seatlng.
Cbeck dlaPbragns for fallure.
Gheck blading of valve steu.
Clean and adJust heater deflector
flns and eloent.
Clean fan and lubrlcate notor.
AdJust retgbted lever or spring-
control tenslon.

CLean and adJust beater deflector
flus and eleoent.
C1ean fan and lubrlcate notor.
Clean burner, cbamber, therro-
couple, and control. (Use a bJ'gh
suctl.on vacuuo and/on brush).
AdJust ptlot or eleetrle lgnl.tlon
devlce,
Inspect vent and danper operatlon.
Operate unlt and adJust burner.
Cbeck operatlon of safety ptlot,
gas shutoff valve, and other
burner safety devices.

6

Deter:ulne ibat tbe access door ls
reasonably atrtlght and latches
pnoperly.
lf danper is closed, check for
ruptured fuslble lLnlcs, broken
attacbment on bingesr daoaget
corrosl,on, elc.
Reuove fusLble ltnk and cbeck for
prop€r ratJ.ng.
Deternl.ne tbat danper ls self-
closlng and properly latcbes.
AdJust 1f necessary.
Lubrlcate frlctlon polnts and
exerclse danper to ensure conple.te
freedou of uoveoent.
Eaeh year lnstall new firslbLe
llnks of proper ratlng and tenslle
strength ln areas of vibnatlon.
Rel.nstall fuslble I1nk (locatlons
rhere vibratlon Ls not a probleo).
Close access door and check for
rlnd uolse.

7

8.

GUIDB I{UMBBN A-33 Af,D A-34

GETIERIL }OTIIONDIG STSTEH

SpeclaI Instruetlons: See currenf
l,lalntenance Bu-Iletln for preventlve
nalntenance checklist itens' fre-
quencles, tlme standards, etc., for GI4S

components. Calculate annual workhour
requirements and enter on Form 4896-A.

10.
11.

3

4

5

1

2.
3.

4

5
6

7
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Appendlr 13-B (p. 16) Operatlon and l{alntenaace of Real Propcrty

GI'IDE INOEB E-4

EUENGEilCT LICEIS

Frequency: Annual

Speclal Instructlons: Use rubben Eloves
and apron. Do not spark battery
ternlnal.s or smoke wbile perfonnlng
nalntenance. RevLew and follor
nanufacturert s lnstructlons for cycling
batterles. I! sone cases lt Day be
necessat"Jr to renove tbe ligbt fro
ser:vice and penforu tbe cycling ln a
sbop area. Any ligbt tbat ls reooved
must be replaced rmnedlately. ID sone
cases only tbe batterl.es nay bave to be
changed out. (See nanufactunert s
lnstructions. ) Tbe checkpolats apply to
set-ceLl, dry-cel1, aud gel-cel1
battenies unless otherrtl.se lndicated.

Cbeckpoints:

1. Inspect for stnuctural defects and
deposlts.

2. Clean off coroslon deposlts and
apply stll.cone grease to tettLnals
(wet-cell).

3. Iaspect water level and take
specific gpavlty readlng. If
readlng ls less tban specifled by
batte4p nanufacturer, tbe battery
should be replaced wltb a fresbly
charged oae. The old battery
sbould be charged and tested
before discarding (wet-ceIl) .

4. Add distilled water to raise
electrolyte to proper level (wet-
celt).

5. Push test bubton and observe llght
operatlon. (See nanufacturerrs
instructlons. )

6. Check vent holes (wet-cell).
7. Clean exterlor wttb dry cLoth.
8. Disconnect unlt to operate for 1

1/2 hours. At tbe end of 1 1/2
hours, tbe unlt must be fully
operatlonal. If the nanufacturerrs
lnstructlons recornmend cycling the
battery by alIcrulng the unlf to

openate untl1 the lIgbts go out,
Leave the unlt disconnected beyond
tbe 1 1/2 bours to conplete
cycJ,ing. Reconnect tbe urit.

9. Record the results of tbe 1 1/2
bourst duratlon test on tbe noute
sbeet. lf tbe rrn{ t di{ not pass
tbe test, replace or repalr Lt.

GUIDE TN'HBER E-5

LEID-ICID BTTTENIES

Freguency: Quarterly

Appllcablon: Thl.s gulde 1s f or
batterles used on ${ltcb B€€rr control
clreults, fire alarn systeus, sprlnkler
supervisory systens, and transforoer
supewS-sory systens where tbe source of
DC power nust be reliable.

Speclal Instructlons:

Use caution 1n bandltng the
batterl.es and electrolyte. lbe
electnolyte ls lnjunlous to tbe
skln and clothlng.
Never soke or carnr arr open flane
ln or near tbe battery charglng
area.
tlear .apron, face shJ.eld, and
gloves.
Never renove any connectlag
cables or straps whlLe charglng or
when there is a posslbllity of a
Ioad belng on the batberles (bbis
can cause a spark thab nay lgnite
ever-present hydrogen gas).

Cbeckpolnts:

1. Cbeck as-found voltage and
speclfic gravlty for each cell and
record on Forro 4815, Sborage
Battery Monthly Report. Check and
record the tenperature of tuo to
three cells in each rcnr.

2. tJhen tbe electrolyte 1s at tbe
lowest nark, add dlstllled water
to brlng lt bo the proper level.

1

2

3

lt
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lpgeadlr 13-B (p. 18) ODerat!'oa and llalnteDaloo of Real Pnoperty

3

4

5

GUIDB XMtsBN E-12

LIGETf,IIG PNqlEclIOT

Frequency: Annual

Speclal Instructlons: 0n flrst
inspectlon, check that (1) all alr
tenninals . (llghtnlng rods) are
lnterconneeted, Q, at least two down
conductors are tnstalled wltb tbelr onn
ground connectlon.

Cbeckpolnts:

2

Inspect alr ternlnals fon
corrosLon and rlgJ.d attachnent to
structure.
E:ranlne conductors for corrosion,
strong necbanLcaL Jolnts rrblcb
provlde good electrical
conductivlty, and loose or broken
fastenerg.
Cbeck for 1oops, slrarp bends (less
tban 8n radlus), ud frayed
borizontal and vertLcal
conductorg.
Check for danaged guards and dorrn
conductons.
Inspect groundlng attachrnent for
petoanency and corroslon (Lf
pnactical).
Test reslstance to ground for eacb
down conductor.

GUIDE IIUI{BEN E-29

uoT0ns

Frequency: Annual

Applicatlon: Tbis gulde ls for
squlrel-cage, wound-rotorr and syn-
chronous notors ln excess of 5 horse-
porrer. the nalntenance specJ.fled by
this guide ls not lntended lo requlre
dJ.sassenbly of tbe uotor. Thls g;ulde
does not nornalJ.y apply to notors rated
less than 5 borsepower on buildlng

equlpoent. Malntenanoe fon fbese notors
ls nor:rnally llnlted to gfsanlpg aud
lubrlcatlon wblcb is acconpllsbed wltb
tbe nalntenarce of the dnl.vea nacbine.

SpecJ,aI Instructl.ons: Open and tag tbe
clrcuit serving notor. ObtaLn and
revLerr Eanufacturerts lnstructlons.
Glve speclal attentlon to lubricatlon
procedure as sell as bnush and
conmutator ualntenance.

Cbeckpolnts:

1. Clean notor wLth a cLean rag on
vacuum. Clean areas otbemise
lnaccessJ.ble, by blotrlng wltb

. clean, dry atr usl.ng not none tban
30 pounds per square incb
pressure. Clean surfaces and
ventl.IatLon passages thorougbly.

2. Vlstrally lnspect wlnding fon
cleanliness. Look for coatlng of
o11 or grease (dlsassenbly'of a
notor for ,cleaniDg ts norually
beyond tbe seope of preventlve
nalntenance).

3. Cteck alr gap uniforoLty and
report defective bearings for
repJ.acenent.

ll. Inspect squlnel-cage' rotors for
broken or loose bars and evidence
of local heatLng.

5. 0n round-rotor and syncbronous
notors tborougbly clean the
colLector rlngs and./or conmuta-
tors. Inspect tben for rougbness
and eccentriclty. E:ranine brushes
for flt, free pLayr cbLpPed toes
or heels, beat cracks, wear, and
contact pressure.

5. Perfono lubrlcatlon accord:ing to
nanufacturerf s instructions.

7. Inspect for nolsture and
protectlon fron water.

8. If notor has not been operated for
an extended perlod, check
lnsulatlon reslstance wlth a
megger. If lnsulation reslstance

6
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Appondlr 13-B (p. 20) 0peratlon and llalnt€naace of Real Property

Applicatlon: Thts
tbe operatlonal
generatons.

gulde pnovides for
test of eltergeDcy

9. Inspecb generator beaters.
10. Report any needed repalns.

ourDB mnaEn E-33

Bl{BncEllcr oBtBnaTons, tI.L ItPEs 0r
EfGITESI

Frequency: MontbJ.y

tlon: eagine and generaton speed
in RPM, operatlng voltage,
operatlng anperes, englne
ternperature, englne oJ.l pressure,
and botr neter readlngs.

9. After unl.t has been operated,
check lubricaat and coolant
accordlng to nanufacturerr s
lnstructlons to assure tbat Lt
wlll be ready to operate 1n an
etrerSency.

10. Report any needed repairs or
obsenred defects.

GUIDE MTI.IBEB E-34

FIRE SUPBNVISONT STG}IALS - ItsSTIilC

Frequency: Quarterly

Speclal Instructlons: The work requlred
by lbis pnocedune nay cause the
actlvatl.on of aa alaru and/or a
supervisory slgnal. The fleld office
tranager and tbe codtrol center or fire
departnent tbat wlLl recelve the alarm
and/or slgnal nust be notlfied prior to
start of work. Uben feaslble, the
posltlon of valves, alr pressure,
benperature, or water LeveI being
nordtored should be altered to actuate
tbe slgnals. Check aII supervisory
devices for damage, corroslon, and
pltted electrical contactors. Inspect
condult for loose joints, hangers, and
claups.

Checkpolnts:

Speclal Instructions: Cbeck fLre
extlnguishers fon location and type.
Allow no open fLanes or suoklag Ln the
area. Use only approved safety-type
fueL cane. 0btain and revlew
nanufacturerr s lnstnucllons and
specJ.f lcatlons.

Cbeckpolnts:

1. Dnaln condensate fron botto of
fuel tank and cbeak fuel for
quanLity and contanlnation.

2. Check englne o11 level.
3. Cbeck coolant level and inspect

for leaks. Inspect engine a1r
cleaner; replace 1f dlnty.

4. Test and detemlne speclfic
gravity of startlng batterl.es.
Clean terainals. Set proper charge
rate after generator has been
operated.

5. F,:<anlne generator for nolsture
and./or dl'rt.

5. Start and operate rrnlt under filtL
load for 1 bour. It ls lnportant
lhat tbe "n{ t b€ operated under
Ioad. If a portlon of tbe buiLdlng
load cannol be connected, a
reslstance load should be used.

7. llhlle unlt, is operating,
lhoroughly obserwe operatloa for
indication of defects or posslble
nalfunctions.

8. Af,ter unlt ba.s operated for 50
rnlnutes, Iog the operation to shcr
at least the follonlng Lnforma-

Valve supewislon - turn valve
sten about three revolutlons and
eheck for slgnal. AdJust banper
device lf necessary.
Alr pressure superyision:

Inspect pressure gauges for
any danage.
Tap gauge bo see if needle ls
Janoed or lnnovable.
Check for proper air pressure.

1

2

a

b

c
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Appeadfr 13-B (p, 22) 0penatlon and llrlntonaroo of lcel Propcrty

4

5

Test'lXne vol.tage on eacb circult,
voltage-to-gtround on ungrounded
sysfems, and supervlsony cument,
rhen appllcable. Log the readlngs
and reather condltlons.
Inspect fon bunned out lndicator
lmps, lnoperatlve targets, and
all otber types of supenrLsory
slgpals on tbe coatrol board.

GUrDB [Ul{BEn E-3?

FrnB tl.lnH srsTBt{ - n8conDBns

Frequency: l{eelcly

Cbeckpol.nts:

1. Clean recordlng devlces.
2. Check preround ueib-anlsos. Rewlnd

J.f necessary.
3. Examlne alignnent and tenslon of

paper tape and supply of tape on
reels. Install new tape wben
needed.

4. lbnually uove rlbbon to praneut
lDk fr6 dryllg (Paperoarklng
type).

5. Inspect for leglble purctures or
narkings on tape.

6. Cbeck for correct tl.rne on tlne
stanp. Reset lf necessary.

GLIDB rUrOEn B-38

FINE ALANU BOXBS (}IAXUAL)

Frequency: Quarterly (8loonthly 1f
nonsuperytsed)

Speclal Instructl-ons: The work requlred
by tbis procedure nay cause tbe actlva-
tLon of an alarm and/or a supervisorlr
slgnal. Tbe fleld ualntenance Banager

and tbe coatrol center or flre depant-
nent tbat wLLI recelve tbe alarn and/or
signal utrst b€ notlfied prlor to start
of work. Ibeu alarn systens are con-
aected to nunJ.clpal systeus, test
slgnals to be transultted to then wlll
be linlted to tbose acceptable to tbat
autborlty. Results sbotdd be recorded
on tbe route sbeet. A dlfferent bor
sbould be actlvated on eacb test.

Checkpot nts:

1 E:<anlne box fon danage and leglble
bor ntmber.
Check external tanpen devices.
Iiben practlcaL, reuove nBreak
Glasst and follow lnstructlons for
actuatlng alarm.
Conf,lr:n tbal proper signal (coded
or uncoded) is transoltbed to
receivlng statloa (Centrat Control
Statlon, Flre Departrnent, Pollce
Departuent, ADT, etc. ).
Deternlne tbat audlble alaros or
slgnals (Iocal on general)
actuated by tbe alaru bor are
operatlng.
Inspect recordlng reglster for
leglblUty, tlme, code nrnber, and
nruber of rounds.
0u systens sltb sbunt
nonlnterferlng or positlve
nontnterfertng circuits, operate
one box and then operate another
bor on eacb bor loop prior to tbe
conpletion of tbe flrst cycle.
Cbeek for interfenence at
recelvlng statlon or recordtng
reglster.
Restore alarn box and accessorles
to aornal posltlon pronptly after'
eacb test. lbis lncludes
rewlnding, resettlng, repl,aceuent
of tamper devices, etc.

2.
3.

4.

5

6.

7.

8.

l.l9-1, n-4, ll-30-85



lppenar- 13-B (p. 2l) Opcratlon aad llat'ntotrance of Real Property

notor generator set conaectlonst
cbange ol.1 lD bearings, and
lubrlcate ln accordance rlth
nanuf aoturerf s lnstruotlons.

8. l8scelLan€ous - Observe operatlon
of slgnal and dlspatchlng systeus.
Inspect drtn bttffers, rop€ clanpst
slack cable *rltch, coupll.ng,
shaft, keyways, lndLcator dlalst
and pulleys. Clean, adJust, atd
Iubrlcabe as Decessat1r.

9. hergency Llgbt - Cbeck operatlon.
10. 0ll Level - Cbeck level ln o11

buffer.
11. For elerratons provlded sltb Fire

Flgbters Servlce, lnltiate Phase I
Recall and operate to at least tno
floors under Phase II Operatloa.
Log results of tbis test on
reverse of route gbeet.

cttrDB IInaBn L-3

ELEyAToffl, ELEqIRTC

Frequency: Annual (tUira Month)

Speclal Instructlons: Reviefl
nanr:f acturert s Lnstrtrctlons.

Cbeckpolnts:

Door Operallon - Cleanr lubrl.cabe'
and adjust brake, oPeratlon of
cbecks, linkages, gears, wlrl.ng,
and uotor; check keys, setscrewst
contacts, cbains, and caos.
Door Closer - Clean, adJust, and
lubrlcate plvot polnts, slll
trlps, aad checklng devlces.
Guide Shoes - Lubrlcate gulde shoe
stens; adJust. lf necessary.
Car - Test alaro bell systen.
Clean fight fLxtures. Inspect,
clean, and adjust retlring can
devlce, cbaln, dasbpots,
connutators, brushes, can plvots,
fasterdngs. Test energency sorltch
(ground case 1f necessary).
Inspect safety parts, plvots,
setscrelrs, snltches, etc. Check

adJustnent of car sboes or noller
guldes; adJust lf necessarlr. CLean
and lubrlcate car gate trackst
plvots, bangers, car grlller and
stlle cbannels.

5. Selector - Clean, adJust, and
Lubrlcate brushes, dasbpots,
bravellng eablesr cbaln, bnusbt
pawl nagnets, wlrlng, contabts,
relays, tape drtver and broken
tape sLtch.

6. Controllens - Clean uitb blower;
cbeck allgnnent of snltchest
relays, tJ.nens, }ringe pinsr etc.
AdJust and lubrlcate. Cbeck aLl
condensers, reslstance tubes,
grlds, fuses, holdens' and all
controlLer connectlons.

T. l.llscellaneous - Obsenve operatlon
cjf slgnaL and dlspatcbing systens.
Inspect drtn buffera, rope clanpst
slack cabLe mltchr couPlings,
shafts, keyways, eta. Cleant
adJust, and lubrLcate as
necessar]r.

8. hergency Light - Cbeck operallou.
9. Oil Level - Cbeck level in otl

buffer.
10. For elevators provlded wltb Fire

Flghters Sertricer lnlttate Pbase I
Recall and operate to at least two
floors under Phase II Operation.
Log results of this test on
reverse of route sheet.

GUIDB XUI{BBN L-4

ELEVATonS, BLEqtnIC

Frequency: Annual (Fourtb llonth)

Speclal Instructlons: Revlew
nanufacturert s lnstructions.

Ctreckpolnbs:

Door 0peration - Clean, lubrlcate,
and adJust brake, operatlon of
checks, llnkages, gears, wlrlng,
and notor; check keys, setscrews,
contacts, chalnsr' and cans.

1

2

3

4

1
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1

shafts, keywaysr etc. Cleant
adJust, and lubnlcate as
necegsat'lt.

9. Energency Ligbt - Cbeck operatlon.
10. OIl Level - Check level ln oli

buffer.
11 . For elevators provlded nlth Fj.re

Flgbters Senrtce' lnLtlate Phase I
Recall and operate to at least two
floors under Plrase II Operatlon.
Log results of tbls test oa
reverse of route gheet.

GUIDE f,MAEN I-6

ELETATOnS, ELEqTnIC

Frequency: Annua1 (Slxtb !{onth)

Speclal Instructlons: Revtelt
uanufaaturert s lnstructlous.

Cbeckpol.nts:

2

Door OperatLon - Clea!, lubrlcatet
and adJust brake, operation of
checks, llrkages, geErns, rirlng
and noton. Cbeck keysr setscrenst
contaets, cbalns, and cans.
Door Closer - Clean, adJust, and
lubrLcate plvot polnts, s111
trlps, and cbecklng devices.
Selector - C1eaa, adjust, artd
lubrlcate brushes, dashPotst
traveling cables, chain, brusb and
pawl nagnets, wlrlng, contacts,
relays, lape drlve, and broken
tape *rltcb.
Car - Test alalo beII aad
cornrnunlcation systen. Clean,
adJust and lubricate car gate
tracks, plvots, bangers, etc.
Clean fight flxfure. Test
eoergency swltch. Inspeetr clean,
and adjust retirlug cam devicest
chaln, dashpots, conmutator,
brushes, carnsr plvots, fastenLngs,
etc. Inspect safety parts, plvots'
seb-screws, and srnltcbes. Chesk
clearance of car and safety shoes;

3.

adJust as necessary. Test all
safety devices. Check car
enclosune steadylng plates.
Inspect stlle cbannels for bends
or cracks, aLso car frane, cans
and supports. Inspect gate up-
thrust, sill groovesr bottm
guldes, etc. Clean and adJust as
nequlred. Lubrl.cate novlng parts
of door or gate, Pivot Polntst
sheaves, guldes, and track.

5. lllscellaneous - Observe openation
of slsnal and dlspatching systens.
Inspect drtn buffers, rope clanpst
slack cable swXtchr couPlingst
shafts, keyways, etc. Cleant
adJust, and lubrlcate as
DecesgatTr.

6. hergency Lt8bt - Install. new dry-
cell babteryr and check operatlon.

T. 011. Level - Cbeck level Ln oll
buffer.

8. For elevators pnovlded wltb Fire
Ftgbters Servicer inltiate Phase I
Recall and operate to at least two
floors under Phase II Operatlon.
Log resuJ.ts of tbis test on
renerse of route sbee!.

CUIDE IMGBN I.?

SLEvtTons, ELEgrnrc

Frequency: Annr:aL (Seventh Month)

Speclal Instructions: Revi€f,t
nanuf acturert s instructlons.

Cbeckpolnts:

Door Operallon - CIean, lubricate'
and adjust brake, operation of
checks, Ilnkages, gearsr wlrLng
and notor. Clreck keysr set-
gcrelts, contacts, chalnsr and
cams.
Door Closer - Clean, adjust, and
Iubrlcate plvot polnts, slll
trips, and checking devices.

4

2
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GUIDB IINAEN T,.9

ELEYAlons, ELEqmIc

Frequency: Annrral (tlintn Month)

Speclal Instruatlons: Revlew
nanuf acturer t s lnstnuctlons.

Checkpolnts:

1. Door Operatton - Cleaa, lubricate,
and adJust brake, operatlon of
cbeoks, llnkages, gears, wl.rlng
and notor; cbeck keys, setscr*s,
contacts, cbains, and cans.

2. Door Closer - Cleanr adJustr and
lubrlcate pivof polnts, s111
trlps, and checlclng devlces.

3. Selector - Clean, adjust, aDd
lubrlcate brushes, dashpots,
travellng cables, cbain, brush and
pawl nagnets, wlrlng, contacts,
relays, tape drJ.ve, and broken
tape grltcb.

4. Controllers - Clean with blowen.
Cbeck alignnent of swltcbes,
relays, tluers, hlnge plns, ebc.
AdJust and lubrlcate; check all
resistance tubes and Erlds; check
o11 1n overload nelays, settlngs,
and olnratlon of orerloads. Clean
aud lnspect fuses, holders, and
all controller coDnectlons.

5. Car - Test alarn bell and
connunlcation systens. Clean,
adjust, and lubrLcate car gate
tracks, pivots, hangers, etc.
Clean ligbt flxture. Test
eeergency slrltch. Inspect, cleant
and adJust retlrl.ng can devicet
chaj-n, dashpots, conmutator,
brushes, camsr plvots, fasteatngs,
etc. Inspect safety parts, pJ.vots,
setscress, srltcb, etc. Cbeck
adJustnent of car shoes or roller
guides; adJust if necessarlr.

6. hergency Light - Check operatlon.
7. Otl Level - Check level in o11

buffer.

8. For eLevators provlded wltb Fire
Flgbters Sernlce, lnltiate Pbase I
Recall and operate to at least ttro
fl.oors under Phase II 0peratlon.
Log results of tbis test on
reverse of route sbeet.

GUIDB IINGEN blo
EI.EVAIonS, ElEqlnrc

Frequency: Annual (TentU Montb)

Speclal Inslructlons: Revlew
nanufacturer I s lnstructlons.

Cbeckpolnts:

1. Door 0peration - Cleanr lubrLcate
and adJust bralce, operallon of
cbecks, llnkages, ge.rrsr wlrlag
and notor; cbeck keysr set-
screws, contactsr cbaJ.nsr and
caDs.

2. Door Closer - C1ean, adJust' dnd
lubrlcate plvot pointor slU
trips, and checking devlces.

3. Selector - Clean, adJustr and
Lubrlcate brushes, dasbpots,
travellng cabJ.esr cbatn' brusb aDd
pawl nagnets, wlrlng, contacts,
relays, tape drlve, and broken
bape swltcb.

4. Car - CJ.ean, adJust, and lubrl.cate
car door or gate tracks, Plvotst
hangers, etc.

5. Levellng - C1ean, adJust' and
lubrlcaLe leveling swltches,
levellng operatlon, holstway
vanes, and nagnets or lnductors.

6. !&achine - Inspect worn and gear
backlasb, bhrust end p1ay, and anY
bearlng wear in nachine.

7. HoLstway Doors - Clean and
Iubrlcate tracks, cbalns, sheavest
hangers, cbeck upthrust and adjust
lf necessary. FlIl and adJusL
checks. Check botton glbs, struts,
sllls, headers, and fastenlngs.
AdJust door conLacts as requlred.
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4. Guldes - Lubrlcate wheel bearlngs
(rol.ler guldes) as necessat?.

5. Car,- Clean, adJustr and lubrlcate
car.gate tracks, plvotsr bangers,
etc. Test alatm bell and oonmunl-
catlon systen. Clean llgbt flx-
ture. Test euergency sttltch.
Inspect safety partsr pivotsr set-
scregrs, and srltcb. Check adjust-
nent of'can sboes or rolIer
guides. Inspect stlle channeLs for
beads or cracks, also car frame,
cans, and supports. Inspect gate
or doon uptbrustr stll groovest
and botto guides. Cbeck plvot
polnts, sheaves, guLdes, and
tracks for wear.

6. l,liscellan€ous - Inspect drtu
buffers, rope claps, slack cabJ.e,
srlteh, coupllng, sbafts, keyway,
etc. Clean, adJust, and lubrlcate.
Obser"re operatlon of signal and
dlspatcblng sysleu.

7. bergency Ligbt - Install new dry-
cell battenr atrd cbeck operatlou.

8. 011 Level - Cbeck lerve1 ln o11
buffer.

9. For elevators provl.ded wlth Fire
Flgbters Serrrlce, lnltlate Phase I
Recall and operate to at least two
floons under Phase II Operatlon.
Log results of tbis Cest on
reverse of route sheet.

GI'IDE }flNAEN I-13

ELEVATonS, ETDRAITLIC

Frequency: Moathly

Spectal Instructlons: Revlert
nanuf acturer t s Lnstructlons.

Ctreckpol.nts:

0bseF e operatlon of elevator
througbout its fuIl range and at
all, floors lt serves to test
controls, safety devlces,

leveLing, releveling, and otber
devices. If creepi.ag ls excesslvet
detennlne cause and comect lt.

2. Check openlng aad cLoslng of
doors, gates, tbe lndlcators ln
cab, and at eacb floor.

3. Insp€ct Lnterior of car. Test
tel.ephone, norrnal and ernergency
Ilgbts, fan, euergency call systeu
or alatn, nlscelLaneoug bardnare,
certlficate and boJ.der, control
panel, euergency 118btr etc.

4. Inspect hoistway and pli. Cleal
and lubrLcate equlpment as
requlred.

5. Test necbenig. Observe operatlon
of notor and ptuP, o11 llnes'
tank, controls, plunger, Packing;
check oLl leveLr etc.

6. Test nanual and etrergency control.
7. Report any needed work you cannot

do.
8. For eLerrators provided with Fire

Flgbters Service, inltlate Phase I
Recall and operate to at least'two
floons under Phase II Operatlon.
Log results of bbis test on
reverse of route sbeet.

CI'IDE }IUHBEN I-T4

ELEYATonS!, ETDnAI'LTC

Frequency: AnuuaJ.

Speclal Instructlons: Revtew
nanufacturert s lnstructions.

Checkpolnts:

1. lboroughly clean tbe necbardsn,
holstway, pltr top and bottou of
cab, etc.

2. l,lake annual lnspectlon and test.
3. If posslble, tbe above shall

colnclde wltb required USPS annual
lnspectlon of the elevators and
issuance of Forn 279t Certificate
of Inspectlon.

1
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8. Follon nanufacturerrs rec@menda-
tlons for lubrLcatlon.

9. Perforrn annrral ronk as presarlbed
by tbe uantrfactwer.

10. Reassenble entlre un{tr tborotUbly
clea.ing steps, and cbeck for
broken treads as steps are
replaced. Check eatlre unit for
pnoper running ol€aranc€s. neshln
steps as requlred.

11. Suhlt condLtlou neport to super-
vlson llstlng any naJor repalrs
requlred so tbat needed parts aan
be ordered and work scbeduLed.

ourDB lluuBEn r-17

ELErAronS, SrDEtlLf,

Frequency: Monthly

Speclal Iastructlons: Rev iew
uanufacturerts Lnstructlons. Use
sultable bardlcade for sldewalk
openlDg.

Cbeckpolats:

1. Operate elevator tbrougb fttll
ralge and at tbe levels seryed to
test controls, safety devices,
levellng, releveling, &d otber
deviceg. If cneeplng Ls excesslvet
determlne cause and correct.

2. Inspect opealng and closlng of
sldewatk doors. Cleal cara(s),
novlng parts, bolstway, pl.ts, etc.
Lubrlcate as requlred.

3. Test energency stop srltch and
slgnal bell on alarn.

4. Examlae operatlng necbanXso,
motor, notor controls, pllapr o1I
llnes, YaIYes, tanks, etc.

5. Repor.t any deficLencles found
du:rlng scbeduled naintenance.

GUIDB XUABI I-18

nItDfr IAIIEIXC SCAtrFOLO, PoUEn
OPBRATED

Frequency: Quarterly

Speclal Iastructions: Revleu
Danuf aaturer t s lnstructlons.

Checkpolnts:

1. Inspect structunal feabures on
roof. Renove any obslructlons frm
the traok and fron, on, on near
tbe garage.

2. Inspect roof carr pLatfonn' stepst
rlre nesb panelsr Sater binges,
hardwane, etc.

3. 0bserve operatlon of drlve rnotor
and necbanlso, brake, cabler reeJ.t
drlver wbeelsr gulde rollersr etc.
AdJust as necessatlr.

4. E:<anlne telepbone cable neel and
nake a test call.

5. Inspect operatlon of electric
controlJ.er, dl.nection snJ.tcbest
lncblng buttons, protective
devlces, tlnit snltcbes, position'lnterlocks, Locking pl.ns, and
sockets, etc. AdJust as necessar?.

6. Check operatlon of manual and/or
eoergency controls, handcrank,
notor dlsengagenent, bralcesr and
otben devices. AdJust as neces-
sary.

7. Inspect fresh water and vasb water
tanks, plpe lines, dralns, inspec-
tlon or access openlngs and
covers, etc. (tant<s should be
optled and washed out after use).

8. Test operatlon of scaffold fron
lon to higb posltlon and along
track to assure safe operatLon and
test operatlon of all eontrol
devlces, llnlts, lnterlocks, etc.
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Cbeckpolnts:

1. Cbange englne o11 (Note: o11
sbould be cbalgsd and gasollne
drana at eud of season prlor to
laylng up unlt fon wlnter).

2. Servlce alr and fuel ftlters.
3. Sharpe! or replace cuttlng bLade.
4. Clean and gap or replace spark

pIu8.
5. Inspect u[tt, clean debrls fro

cooling alr passagesr and na^ke

otber needed adjustuents.

curDB rntsBn u-3

S:TBEPENS (GIIIS.IXE)

Frequency: Everlr 50 Openatlng Hours

Speclal Instructions: Revles BaDr-
factunert s naintenance reconroendatlons.

Application: Gasollne- on gas-porered
nldlng type sreepers used 1n drlverayst
parktng lots, sldewalks, etc. Dally
lubrlcatlon should be accotoplished bV

tbe openator.

Cbeckpolnts:

1. Cbange o11 and cbange or clean
fllter, as approprJ.ate, every
ftfty operatlng hours.

2. Senrlce a1r and fuel fllters.
3. Inspect engJ.ne, clean cooLing alr

pasgages.
4. Clean and gapr or cbange spark

plu8.
5. Check o11 level ln gear boxes.
6. AdJust tensLon and./or replace V-

beLts.
7. AdJust bralces, brusbes, and

operatlng nechanlsma ?s r€co![-
nended by the nanufacturerts
lnstructlons.

8. Inspect entlre unlt and uake or
report needed repalrs.

CUIDB f,UAE8 }I-T

Ttrf,s, Fttg. oIL sToRtGE

Frequenoy: Every 4 Years

Cbeckpol.nts:

1. Pnlor to end of beatlng season'
adJust oil del.iverles so o11 w1lL
be nearJ.y constued.

2. ieoove nanbole.
3. Punp o11 tank down to wltbin 6t of

botto of tank.
4. Prnp sLudge fron botto of tank

and flush and dS.spose of by
approved uetbod. A vacuuo truck
nay be required to reuove and
dlspose of sludge.

5. Disconnect heatlng coll; r@ove
fron tank and clean.

6. E:ca.nlne tanlc for leatcs; cbeck
condltlon of plplng connectlons.

7. Clean and adjust o11 transfer
puops (oIL- or steao-drlven).

8. Exanlne, clean, and adJust
' operatlon of stralners, trapst

control valves, oll-flou neter,
oL1 tenperatune, and pressure
Sauges.

9. If, a worker nust enter tankr test
for o:rygen defl.clency, and suPply
prop€r resplrator as needed.
Safety barness must be Horn.
(Observer shall be pnesent outslde
tank 4f alL tlnes whea worker ls
lnslde tank. )

GLIDE IIUUBEn l.L5

PAPBN BALENS

Frequency: Annual

Speclal Inslructl-ons: Open and tag
electrlc snitches.
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GUIDE IUHBBN }L8

DOon, PfrEn-oP8nATED l,lArI E[TntlrCE
ATD DOCT

Frequency: Quarterly

Cbeckpolnts:

1. Cbeck allgnnent of door and
necbanlso. Inspect nountlngs,
hlnges, nats and trim, weather
stripping, etc. Replace, tlgbten,
and adJusl as requlred.

2. Operate wlth pmer, obsenrl.ng
openatlng of actuatlng and safety
nats, door speed, and checking
functlons.

3. Cbeck nanual operation.
4. Inspect porer unlt, add o11, ?nd

tlgbten bydraulic llnes as
requlred.

5. Cteck operatj.on of control boand
relays; clean, replace, and adJust
contacts as requlred.

6. Inspect door operatl.ng unlt,
tlghten llnes, and adJust as
requlred.

T. Clean and lubricate door plvot
polnts.

8. Report any needed repalrs.

GUrDE ltUl{BEn H-9

D00ns, uart ElrTRt]tcE

Frequency: Seniannual

4. Operate doon to observe
functlontng of check. AdJust and
service as needed.

5. Toucb up palnt as needed.

Checkpolnts: (for revolvlng doors)

1. Renove obstructlons and olean out
track.

2. Fold door. Note actlon and fneedon
of notlon

3. Inspect locldng device; adJust as
aeeded.

4. Clean pivot poLnts and appJ.y
graPhibe.

5. Inspect felt or rubber seals.
Report needed repairs.

6. Touch up palnt, as reqr:ired.

GUIDE IIIHBEN U-10

LOADIf,C RAHPS, AD'USTIaLE

Fnequency: Quarterly

Special Instructions: Disconnect, Iock,
and bag strllcb out. Revlew
nanuf acturer t s lnstructlons.

Cbeckpolnbs:

4

Inspect structural features,
framework, support nenbers, anchor
bolts, plt, platforu, etc. Examine
condltlon of bunper'. Does it
protect ranp properly?
Renove dirt and trash frm pit,
and deternlne 1f plt draln ls
opeD.
Inspect notor, controls, starter,
pusb buttons, soLenolds, etc.
Clean, adJust, and lubrlcate as
necessar?. Be sure disconnect
swltch can be locked.
For hydraullc unlts:

Inspect coupllng, puutpr
control valves, piping, relief
valve, reserrrolr, flll piper
capr vents, etc. Clean,
adJust, and lubrlcate as
needed.

1

used Ln
where a

dangerous

2

3

Application: Entrance doors
maln entrles to buildlngs
poorly operaling door nay be
and cause congestlon.

Checkpoints: (for htnged doors)

1. Inspect the frane and supportlng
structure.

2. Inspect hardware: hlnges, latch
keeper, lock, etc. Apply grapblte
nhere needed; wlpe off excess.

3. Inspect glass, putty, or ret,alnlng
pleces. Correct any deficlencles.

d
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Appcnd1r 13-B (p. 38) Operatlon aad l{alntena[co of Real Pnoperty

2.

3.

4.

5.

6.

Oll shaft bearlng under Packer
wltb #10 o11.
LubrLcate contalner roller
flttlngs in axle.
011 all novlng Jolnts on contalner
doon latcb rltb f10 o11.
011 all contalner door blnges nltb
#10 otl.
Otl Tle Rod (Lock Hook) nibb #10
o11. Inspect eondltlon of cotter
plns.
tlLpe clean and appJ.y heavy Srease
aloag top sllde.
l{Lpe clean and apply beavy Srease
tbrougbout lengtb of sl.lde
cbannel.
Iuspect colter Plns, closed end of
Packer Clltnder. Look for slgns of
wear, or broken cotter Plns.
See that all dl.Ft and debrls have
been cleared frm under and around
canrlag;e of eonPactLon unlt.
Cbeck open-end Packer Cylinder
uountlng pin.

GUIDB XUABN U.15

statroNtff PAcgSns

Frequency: Quarterly

Cbeckpol.nts:

1. Obsenre all safety precautlons.
Shut off curnent before perforning
actlvltles llsted below.

2. Cbeck bydraullc o11 fon Proper
level and presence of
contaml.natlon. Add or change oll
as appropriate.

3. Renove, clean, or rePlace o11
fllter.

4. Grease tbe grease bole coupllnS.

cnrDB lru!tsBn ll-16

sirEBPEnS, ELBqIRTC (BATTERT)

Frequency: Moathly

Cbeckpolnts:

1. Cteck battery for comect water
Ievel. Add water lf required.

2. Cbeck battery ternlnals and cabLe
clanps for eorroslon and
looseness.

3. Cbeck hydraultc PIDPr hoses'
lines, flttlngs' etc. for nolset
leakage, and danage.

4. Cbeck condltlon of tank and dust
ftlter. C1ean fIlter ln solvent as
necesaa4r.

5. Cbeck belts and cbalns for proper
tenslon, wearr alignnentr and
general condLtl.on.

5. Cbeck operatLonal controls for
proper operatlon.

7. Cbeck dust sklrts for ProPer
adJustnent.

8. Check hydraullc fluld and add
lubrlcant llEY-z as requlred.
Replace ftlter as necessary.

7.

8

9.

10.

11.

GUIDE IINAEN ILIS

STATIOUANT PICTEffi

Frequency: HontH.y

Cbeckpolnts:

2

3

4

Obserrre all safety precauti.ons.
Sbut off cwrent before perforroing
actlvltles 11sted below.
Reroove breatber caP on oll tank.
Clean breather holes and rePlace
cap. Do aot Press on so tlglttJ.Y as
bo block alr passage.
Inspect nounbLng bardrare on slde
and botto slides. Check for lost
or broken colter Plns and loose
belts.
Cbeek and tlgbten nounblng
hardware on Scraper Bar.

HS-l, TL-4, 11-30-86



Appendlr 13-B (p. 40) Operatlon end l{alutenaroe of Bcal Pnopenty

Cbeckpolnts:

1. Check all novlng parts for sLgns
of wear and looseness.

2. Cbeck and secure all eonnectlng
plns, nuts, rollers, and retalnlng
rings.

3. lfrencb test all setgcrews.
4. Clean trash and dirt fron plt

EIrea.
5. I{ipe ra wltb soft clolh and

solvent.
6. Clean dirt butldup fron nobor,

hydrauJ.ic plnpr fnane, and
houslng.

7. Lubrl.cate novlng parts as
requlred.

8. Gheck o11 ln resernolr for proper
Lenel and condltlon. Change o11
uben needed. In Large rrnltg
Iaboratory eqalysls of o11 sanple
nay be requlred annualJ.y to deter-
nine lf o1l needs cbanglng.

9. Cleaa up, n€no're aII tools, atrd
cbeck operatlon of unlt.

GUIDE IUOER I.L21

DOCT BOANDS

Fiequency: Monbhly

Safety: Block dock board 1n up posLtlon
wltb a 4x4 tlnber. Tbis tlnber sba1l b€
especlally prepared (cut to tbe conect
length) for tbis purpoee and placed
securely under the board.

Cbeckpolats:

?
Clean trasb and dlrt fro plt.
Cbeck clevls pins for sear aad
presence of clevls pln retalners.
Cbeck sprlngs and cable for wear.
Lubrlcate novJ-ng parts as
requlred.
Check fon proper operatlon.

CIIIDE IfiNlBEN P-2

FInB ConTnC[. YTLVES Fon
TITEN DI]STEBUTIOT{ STSTEI.IS

Frequency: Annual

NOIE: Soe states requlre speclfic
tnatnlng and llcenslng for
persons 1nstal1lng and nain-
talnlng sprl.nkler systens.
lterefore, local codes nust be
coBplled wltb.

Special Instructlons: The rork nequired
by tbls pnocedure tray cause tbe actlva-
tlon of an alarm and/or a supewisory
slgpal. the buildlng E€rnager and the
contnol ceuter or flre departnent tbat
wlLI recelve tbe alarn and/or slgnal
nust b€ notlfled prior to start of
work. Ilheu a valve ls left unattended
ln a posltl.on rblcb wlII lntenrupt flre
protectlon water supplyr tt nust b€
tagged ln accordance Hltb Sectlon 10.
lbst fire systen contnol valves are
noroally ln tbe open posltion. If a
valve 1s found closed at tbe tlne of
the lnspectlon, conffumation nust be
obtalned tbrougb tbe buildlag nanagerts
offlce on tbe proper nornal valve
posltlon. Ttrisi work should be done. when
other scheduled naintenance 1s belng
perforued tbat lnvolves raterflow
fbrougb valve(s).

Checkpolnts:

Renove arqr obstructlons to easy
accesslbility of valve.
Deterrine tbat safe ladders or
access Hays are ln place shere
needed.
Inspect for danage to valve or
accessonies, lncludlng tanper
locklng devlces.
Detennlne thal valve ls properly
ldentlfled.

3.
4.

2

3

4
tr
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Appondlr 13-B (p. 42) Operatlon aad llalatenano€ of ReaI Pnoperty

8. If extlngulsben ls a nongauge
type, laspect for lunovable or
corfoded pressure-lndlcatl.ng sten.

9. For .CO2 and Halon fire
extlngulsbers, welgb tbe
exttngulsben and conpare to gross
or full weLgbt stanped on sbeLl
body. If undenrelgbt nore tban
10/, tt Dust be necharged; lf
otber erldence of danage erlstst
bydrostatlcally test.

10. Ensure tbat seal or tanper
lndlcator ls not nlsslng or
broken. Replace extlneuj.sher Lf
seal or tanper Lndicator ls
nlsslng or broken.

1 1. . Conplete the applicable portlons
of Form 4705, Fine Inspectlon Tag.

GUIDB ilINAEN P.4

FInE EnIilCltrSEEn, PonTABLB, GAII
(c%) - canlRrDGE TrPE

Frequency: Annual.

Speelal Instructlons: Tbis naintenance
ls a tborougb exarnLnatlon for deflclen-
cles requlrd.ng repalr or replacenent.
Do not operate any extlngulsher tf
eltber the sbell or cartrldge shoss
slgns of necbanlcal danage or coF-
roslon. The cartrldge nust be renoved
and depressurlzed prior to dlsposaL.
Eydrostatlc test nust be perforned on
danaged or corroded shel1 (see Gulde P-
5). Deflclencl.es nust be repaJ.red or
tbe extlngplsber neplaced. An extln-
gulsher renoved fron senrlce rnust be
lnnediabely neplaced wlth one of
sultable ertlngulshlng capabilities.
lbe nontbly lnspectlon (see Appendlx
13-C, Part 4) nust be perforned at bhe
sane tlne this naintenance ls per-
foroed. lhis gulde ls appllcable to gas
(C02) cartrldge type dry chemlcal
extlngulshers. Revlew HKB 145-56 for
addLtlonal lnfornatlon on fire extl-n-
gulshlng equlpment.

Checkpoints:

1. Inspect for dents, broken hanger
attacbnents or bandle, corrogLon
at s€ans, dana6ed tbreads, and
leglb1e operatlng LnstructLons.
Replace Ln accordaace witb HBK
l,lS-55, Seatloa 442.

2. Check for slgns of danage or
tanperlug. lf seal ls brokent
reoove cartrldge and check actual
welgbt versus gross weigfut stanped
on cartrldge. Replace any
cartridge tbat has lost lts gas.
(Wefsb replaeeoent cartnl.dge. )
ReflJ.I shell to proper level wlth
extlngulsttlng agent.

3. Inspect for damagedr Janmed, beal'
or conoded puncbure lever, Pln'
and fastener on puncture necbanisn
for gas cartridges.

4. Inspect valves and car4ylng
bandles for corroded or danaged
bandles, sprlngs, stenst
,fasteners, Jolntr threads, and
Jaoroed levers;

5. Replace cracked, cut, or brlttle
bose, nozzle, or born and damaged
coupllngs. Renove obstructlons ln
tczzle, borns, on bose. Cbeck for
Ieaks.

6. If necessary, repJ-ace seal or
tanper l.ndicaLor if no other
deflclencles exLst.

T. Conplete the appllcable portlons
of Forrn 4705, Flre fnspectlon Ta8.

GUIDE MruBEN P-5

FrnB ErrrnGUIsBBns, ErDnosTATrC
TE.STIIIG OF STORED PNESSUNE ATD
CANTRIDGE ITPB

Frequency: 5 Years (Except as noted
belm)

SpeclaI Inslructlons: Hydrostatlc
besting of extlnguishers requires
experienced personnel and suitable
testlng eguipnent. Adequate facj.lities
nust be provlded. Fire extlngui.shers

l.ts-1, TI-4, 11-30-86



Appendlr 13-B (p. 44) Operatlon and ldalatenanco of Real Property

5. Yertf! all devlces (nanual PulI
stations, detectorsr abort
swltcbes, valves, etc. ) are
sultably protected to Preveat
danage wbicb would cause tbeo to
be J.noperatlve.

6. VeniIY all rarnlng and lastructlon
slgns lnstaLled at entrancest
lnslde protectLve areasr and near
operatlng devices are current and
in usable condltLon.

7. Test systeu accordlng to
nanuf actwert s lnstructlons.

8. Gteck for pnoper aLatm and signaI
operatlon.

GUIDE MNIBEN P-7

CNETSB TRAPS

Frequency: Honthly

Speclal Instructlons: Use appnoprlate
protectLve clotbLng' especlally. saf,ety
glasses.

Cbeckpolnts:

1. Clean out trap and sterLLtze.
2. Inspect for clogglngr scale, and

lnpropenly posltloned on nlssLng
baffles.

3. Tighten loose parts as necessat?.

GUIDE III'MBEN P.9

llllt8ol.Es, sErER

Frequency: Quarterly

Special Instruclloas: I{ear suitable
protectlve clotblng.

Checkpolnts:

Renove cover.
Obserne flcn.
Exanlne structural feabures of
sewer l1ne, lnterlor of nanhole,
nanhole frane and cover, etc.
Touch up palnl as requlred.
Reporl any deficlencles or needed
repalrs.

CI'IDB MNAEN P-10

sErucB EIECIOffI (PrH'UATTC Tlllr IYPE
F.rBqloilt)

Frequency: AnnuaL

Specl.al InstructXons: Open and tag
electric clrcuit. Review nanufacturerrs
lastructLons.

Checkpolnts:

1

2
3

4

5

1.

2.

3.

4.

6.

T.
8.

9.

10.

11.

12.

13.

r4.

Renove cover platesr lnspect cbeck
valves ln conpressor discharge
lines, and suction and discbarge
lj.nes of sewage pot. Cbeck freedon
of notion and rear on cIaPPer or
clapper seat.
Renove sewage pot Lnspectlon
plate. Inspect and clean float
ball or bucket and rod.
Inspect float assenbly llnkage,
sbafb, keys, keyways; look for
wear, binding, etc.
Cbange oLl ln lnnensed float
srrltcb. Cbeck packing.
Renove any obstructlons fro water
l1ne. Ctreck stralner.
Check solenoid valve for freedon
of notlon.
Stop aIJ. leaks.
Remove cover plate of sepanator in
vent llne. Renove any obstructLons
Ln vent.
SLide valve and plston valve (lf
appllcable). Exanlne linkage for
freedon of uotlon and excesslve
near; replace or adjust as
required.
For rotary alr conpressorsr check
shaft packlng. RePack if needed.
Change lubrlcant, flushr and
replerdsh.
Exanine Eountlng bolts alignnent,
etc. AdJust or tlghten as
necessary.
Inspect, Iubrlcate, Pack, or
reserrrice all valves as requlred.
Exanlne notor, controls, startert
elc. Clean and lubrl-cate as
neceasary.

us-l, TI-4, 1!-30-85



lppondt: 13-8 (p. 16) Oporatloa aad llelat€nano€ of leal ProDerty

1

7 . Cbeek dJ.aPhnagns for failwes.
8. Cbeck blndlng valve steo.
9. AdJust relgbted lever or sprlng

control tenslon.

CUIDE I{UI{BEN P-lI

vtl.vEs, llaf,ultr oPBnarED
(Uatn line or crltlcat)

Freguency: !,laln Llne or crltlcal:
Annual; Otber wer 2 inches: 5 lears

Applleation: For valves other than
those used on Fire Protectlon systens.
Hal.ntenance for valves used on flre
protection systeus ls descrt.bed under
tbe appropnlate euide fon tbe speclflc
itero of fire protectLon equlpoent.

CheckpoJ.nts:

4. Apply grapblte to uovlng parts of
va1ve.

5. Lubrlcate notor and gear bor as
necessarlr.

5. Inspect contacts, brusbes, notor,
controls, swltcbes, etc. Clean and
adJust an Decess€rr?.

ctrIDE xnaBn P-16

BICXTLOI PNEYEITENS

Frequency: AnnuaL

Eoulonent Reoulred For Test
Dlffenentlal Pressure GaW;e Test Klt

Puroose of Test
To test tbe oPeratloa of tbe Dlfferen-
tl'al Pressure Rell.ef Valve and tbe
Cbeck Valves.

Test Dlfferential Rellef Valve
Tbe Dlfferentlal. Bel.ief Valve uust
operate to keep tbe zorie betueen the
two Check Valves at least 2 psl less
than the supply pressure.

1. Bleed all alr fro Check Valves.
2. Close Valve B on the dl.scbarge

slde of the Backflcr Preventer.
3. Connect the nhlghn sLde of the

Differentlal Pressure Gauge to
Test Cock #2 and the nlcnn slde to
Test Cock #3.

4. Open Test Cocks #2 and #3.
5. Slorly open tbe Bypass Valve #1

untLl the Dlfferentlal Gauge
lleedle starts to drop. Ilold the
bypass ln this posl'tlon and
obsetre tbe readJ'ng on tbe garye
at the nment the flrst dlscbarge
ls noled frou Relief Valve. The
dlfferentlal pressure at tbe flne
the Rellef Valve op€ns nust be at
least 2 psl.

6. Close all Gauge Valves.

Test Check Valve1
The Check Valve must be at least 3 pst
uore than Rellef Va1ve operdng pres-
sure.

Exerclse valve fro one llult to
tbe other (fuffy open to fully
elosed) to test freedon of notlon.
Lubrlcate steu and novlng pants
wltb graphlte.
Deternlne if valve aeats and bolds
properly.
Oreck packing gland, adJust, and
lubrLcate. Repack as requlred.
For valves equlpped wltb rheel and
cbal.n for reaote operatlon, cbeck
for fneedou of notlon.

2.

3.

4.

GI'IDB }IUUBEN P.T5

vtLYES, t{olon OPBnA?ED

Frequency: AnnuaL

Cbeckpolnts:

1. Clean unlt and nalce vi.sual
examlnatlon of all parts.

2. Operate fron Llntt to llnlt.
Obserne operatlon; look for
blnding, slugglshness, actlon of
Ilmits, etc.

3. Deterulne lf valve seats and bolds
properly.

t{s-1, rI-4, 1t-30-86



Appendl.: 13-B (p. 18) Operatlon aad l{alnt€Danoo of Real Propsnty

2. Sbut down and draln punp housl.ng;
note lf suctLon and discbarge
valves are holdlng.

3. Reuove gland.
4. E:canlne sbaft sleeve for wear;

replace as aecessar1r.
5. AdJust eland evenLy' flnger t18bt.
6. 0n ptups rltb o11 nl.ng lubnlca-

tlon, draln o11r flush' tben flll
to propen oLl level wltb new o11.

7. Perfom lubrlcatlon Ln accordance
wltb uanufacturerf s instruotlons.

8. Clean stratnens.
9. Put pmp Lnto operatLon. Stop and

start Pulpr notlng undue vibratLon
nolse, pressure, and actlon of
check valve.

10. If best ls satlsfactory, start
ptup agaln, and adjust to sligbt
Ieakage tbrougb eland.

11. l{ben punp reacbes normal operatLng
tenperatures, cbeck allgnnent
between punp and drlve.

GT'IDE TT'I{BEN P-19

RtDraTons, EEITDIG

Fnequency: Once Eve4y 5 lears
(Prlor to heatlng season).

Checkpolnts:

Renove and lnspect seat of trap'
Clean out trap.
Replace thersal eleuent wlth new
or tegted unLt.

NOTE: Replace defectlve seais ln
traps fltted wlbh reuovable
tYPe'

Check radlator valve for free
turnlng and seatlng at same tlne.
Cbeck packlng.
If radlator has autoatlc
tenperature regulating valve,
renove valve cover and reuove dlrt
by vacuunlng.
For hot water radlators, check
bleed valve.
Cheek for sedlnent - clean if
necessary.

GUIDB mnlBgn P-20

nooF, BUrLT-ttP

Fnequenc5r : Seuiannual

lforkbours per Frequency: Calculate
annual workhours by uslng the standard
tlues f or bu1Idlng,/conponents and
checkpolnts l1sted belcn.

Check-
polat Tine

1

2

Iten

Revleu lnspectlon
naterlals

Assenble eqtrlp-
nent and toofs

Outslde bulldlng
walls

Inslde celllngs
aad walls
(top floor)

3 Roof Perlneter

4 Gutter

Expanslon./
control jolnts

Roof
penetratlons
Roof dralns

30 nlnutes
per
inspectlon
10 nlnubes
per
lnspection
2 ninutes
per 100.
Iineal ft.
2 nlnutes
per 1000
sq. ft.
cell1ng
area
(offlce)
1 nlnute
per 1000
sq. ft.
cell1ng
area
(workroon)
1 nLnute
per 20
llnea1 fb.
15 nlnutes
per 100
lineal ft.
1 ninute
per 20
lineal ft.
.5 nlnutes
eacb
.5 ninutes
each
5 nlnutes
per 1000
sq. ft.

1

2

5
3

4
6

7

I5

5

Roof llat

l{s-1 , Tt-4, 1l-30-86



Appendlr 13-B (p. 50) Ogeratlon and llrlntsnanco of f,eal Property

Checkpolnts:

1. Slip-type Jolnt nl.th packiDg 8land

a. Ennlne Jolnt closely; Iook
for evldence of dlsplaceuentt
Ioose, defectlve ancbors or
bolts, and aHennent of Jolnt
rltb plplng, gulde rodsr eto.
C,omect what oan be done wlth
pressure on. Report roalnlng
itens.

b. Observe packtDg glaad; adJust
to stop reepLng or lealcs.

c. Rener packing conpLetely rhen
systen Ls down for otber
reasona sucb as repalr,
overbaul, or naintenance of
otber conponents.

2. gun-packed type

a. Penforu rork prescrlbed 1n
(ta) anA (1b) for sllp-type
jolat rttb gland.

b. Add packlng lf needed.

curDB f,ncBn P-23

ILAX}I CEECT Y&YES AXD ACCESSONIES
(for wet plpe sprlnkler systeros)

Frequency: Annual

Speclal Instructlons: The rork requlred
may cause tbe actlvatlon of an alata
and/on a supenrisor.y slgaal. lbe fleld
offlce manager and the control center
or flre department tbat wILI recelve
the alarm and/or slgnal must be
notlfled prlor to start of work. If
dralns are not pip€d to outside of
bulldlngr take necessary steps to
prevent nater damage durlng full flotr
draln best. Rate of dlscharge fron fwo-
lncb draln Day exceed capaclty of floor
dratn. Preventlve nalntenance should be
scbeduled for the control valve (naln
supply) of tbe wet ptpe sprlnkler

systen at tbls tLue. (See Cutae Ntuber
P-2). Hevlen nanufacturerrs lnstruc-
tlons.

Checkpolats:

1. Clos€ nain supply valve fon tbe
sprlnkler systen, tbea open 2n

-draln va1ve.
2. Innedlately close draln valve rbea

water pressure on lnconj.ng slde of
alarn cbeck vaJ.ve bas droppetl to
10 to 20 ps1. If pressure rlses
wltbin 1 nlnute, naln suPPIy valve
ls not seatJ.ng properly. fn sucb
cage, open draln valve and
altennately open and close supply
valve several tiues 1n an atte,uPt
to flusb t'he vaLve seat. If not
successful, supply valve needs to
be repalred.

3. Illbb both 2n draln valve and
supply valve oPeBr cbeck operatlon
of alann check valve, waber uotor
gong and lts dratn, and all other
alar:u or supervisory slgnals such
as raterflos paddl.e alarns,
pressure snltcbes, etc.

4. Whe! appLlcable, check if booster,
Jockey, and flre ptsps equiPped
wLtb autoatlc start are
operatlng

5. Penforn any other sbeps required
ln nanufaclurerr s lnstructions.

6. Cbeck for proper waterflcry through
2n draln. If naterflow ls weak
(conslderable drop 1n water
pressure rhen 2n draln ls wide
open), supply valves uay not be
fully opeD or tbere nay be otber
plpLng obstructions.

7. Record the flcn full draln
resldual pressure (Iowest pressure
on supply slde gauge).

8. Close 2n draln.
9. Cbeck tbat vaterflor tbrough water

notor gong ls sbopped to ensure
tbat clapper of alarn cbeck valve
ls propenly seated.

10. Record statlc pressure (pressure
on supply slde gauge).

l,ts-l, 11,-4, 1 1-30-86



Appendl: 13-B (p. 52) Operatl'oa and l{rlat€Danoe of Srel Property

Cbeckpolnts:

1. Reuove obstructLons to easY
accesslbllity of bose corurectlon.

2. Inspect cutoff valves and check
valves (usually located at base of
staldpLpe rlser) for corrosion or
leakage. E:renclse cutoff valve and
repack lf necessarlT.

3. Reuove cap fru hose conuectlon
and cbeak tbreads.

4. Crack valve until water weeps
througb valve. lben elose valve
and cbeck for leaks.

5. Screw cap onto valve untll lt is
hand-tlgbt.

GUIDB IIT'T{BEN P-27

FINE DEPAN$IENT PUHPEN @NIIECIIONS
(StanAptpe or Sprlnkler)

Fnequency: Annua1

Speclal Instructlons: Never stand
directly ln front of connectLon when
reoovlng cap.

Checkpolnts:

1. Remove any obstruclions to easY
accesslbllity.

2. Inspect for coIllslon damage and
nlsslng parts.

3. Reuove caps; check for inlernal
obstructlon and signs of leaklng
check valve.

4. Inspect snlng check for free
novenent (Siaese type).

5. Inspect threads.
6. Replace nJ.sslng parts and screw

caps on hand-tl8ht when
applicable; lnstal1 new franglble
caps.

7. Inspect ctreck valve for corrosion
and leakage aL jolnts.

8. Check ball drlp for free rnovenent.
9. Inspect draln for corroslont

blockage, and cross connection.

GUIDB IMAEN P-28

FINB EIDRATIS
(Dry eamel on Het Barel)

Freguency: Annual

Speclal fastructions: Dry barnel
hydrants sbottd be cbecked 1n tbe fall
before tbe first frost.

Checkpolnts:

1. Reuove any obstructlons wbich
blnder accesslbilltY.

2. 0utlets lust be at least 18n above
ground or floon and tbe bYdrant 1n
p1teb posltion.

3. l,lake sure that drY barel tYPe
bydrants are used 1n unbeated
areas (lndoor or outdoor) where
freezlng ls incouatered.

4. C:lreck for leakage at hose outlett
etc.

5. Exanlne condj.tlon of gaskets,
packJ.ng 8land, and tbreads.

6. Examino bamel for cracks.
T. Rernove outlet capsr cbeck for ease

of reoovai r atrd replace all but
one 2 'l/?n eap.

8. Dry barrel tyPe - sltut hYdrant;
cbeck for dralnage by back suctlon
or by dropping we15bt on string
into bamel to check for water.

9. Dry barrel type - lf Haber 1s
present, unplug draln valve. If
water table ls higher than drala
hose, plug the hole.

10. Flusb hydrant and cbeck water
flow. Flush unt1l water Ls clear.

11. Cap hydrant; open hydrant 2 turns.
12. Check for leaks.
13. Dry bamel type - rePeat ltens I

and 9 above.
14. If draln 1s nanually plugged' punp

water out of banel.
15. Lubrl-eate aII tbreads.
16. Ctreck lo see EhaL nozzle caps are

hand-ttghb.

us-l, Tt-4, 11-30-86



lppendl: 13-B (p. 54) 0peratton and l{elntenancs of Eeal Property

3.

4.

5.

1

2

6

7

Cbeckpolnts:

Cbeck for lealcs.
F1ush tank to reooye scale aad
sedLment.
Cbeck thermostat and controls fon
proper setu.ng.
Clean conbustlon cbanber and fLre-
slde heat transfer surfaces.
Set burner for efflclent openatlon
on o11 flred ln{ ts. Take flue gas
C02 readlng to deterolne proper
burner adjustnent.
Clean and lubrlcate clrcrrlatlng
Pl.&P.
Operate try lever on preasure-
tenperature rellef device (valve).
Hater sbould f1ol freely and stop
wben tra lever is released.
RepLace valve 1f defectlve.

specI'al attentlon to nottfylng all
requlred officlals that the fire pmp
rlll be out of service. Notlce sball
lnclude estlnated perlod of, dorntlne
and otber speclal problens rblcb Eay
develop. If tbese rrork procedures Eay
cause actlvatlon of alr alarn and/on
supervl.sony slgaal, tbe conbnol center
or flre departoent Eusi be notlfled
prior to start of work.

Checkpolnts:

1. Clean motor with clean rag or
vacu 'nr. C1ean lnaccesslble areas
wlth clean dry alr of not nore
than 30 pslg.

2. Visually lnspect wlndings for
cleanliness. Cbeck for coatlng of
oil on grease without
dlsassenbllng uotor.

3, Perforu lubrlcation according to
nanuf acturer t I reconnendatlons.

4. Inspect fon nolsture and
protectlon fro waler.

5. If notor bas not been operated for
an extended period, check
lnsulatlon reslsbance with a
Eegger.

6. Cteck rootor nountlngs, supports,
and coupllngs for tlghtness or
oiher defects.

7. Renove tags and operate puup long
enough to obsenre general
operatlon. .'Nole preasures, sound,
vlbration, odor, or tenperalures.

8. If punp has autoatlc startlng
equipnent, start lt by acllvating
tbe nechardsn so tbe autoatlc
devices are tested at tbe sane
tlne as the prnp.

9. Secure ptup and leave ln ready-to-
run condltlon.

10. Notlfy proper officials that unl.t
ls back ln service.

1 1. CLean up area and return tools to
proper sborage.

12. Inltlate work orders that nay be
required for repalrs or correction
of observed defects.

GUIDB lrUMBEn P-32

DNIilEIIIG TATER COOLENS

Frequency: Annual

Cbeckpolnts:

1. Cl.ean colls (uslng vaculun nachlne)
and fan blades.

2. Inspect P-trap, water supply
valves, connections, and bubbler
vaLve for proper operatlon.

3. Check belt for tlghtness and wear
(lf applicable).

4. Lubrlcate notor (if applicable).
5. Inspect for and repalr }eaks ln

refrigerant llnes.

GUIDE XUI{BEn P-33

FInB PUltPS, ELECTnIC UoTOR DnM

Frequency: Annual

Speclal Instructlons: 0pen and tag
clrcuit serving notor. Revlew
nanufacburerr s lnstructlons. Glve
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AIPBIIDIT 13-C

EQUIPIIEIT OPENATIOX CIIIDBS

1 GBIBNAL

CrLtenla provlded ln tbls sectlon-rllL
serye as standards for buildlng eqtdp-
nent operatlon and are to be used ast
guldellnes for local operating requlrt
nents, checkllst develoPnentr and
etafflng needs.

Tbese cnLterLa ar€ not lntended to
nequlre tbe establlsbnent ofr or tbe
contlnuanoe of, a route rhen tbe need
for sucb does not exlst.

Tbe standard frequencles and tlne
allonances cLted berela or on Foru 4894
are based on tbe operatl.onal activitles
and crLtenLa ln this sectlon. Any €x-
ceptlon to tbe cnlterla provlded hereln
tbat ls nade to neet local condltlons
nust be Justlfledr docunented ou Fonn
4896, and approved by tbe Fleld
Dlvlslon General lbaager/Postnaster as
outlined 1n 13-203 and 13-501.21.

2. UlUrPllEllT oPEnrrrilc PEnroDs

Tbe number of days and hours tbat
equlpoent operates should be based on
tbe foLlcnlng:

In postal workroos or otben sPace
wbich is occupied beyond normal bours,
beatX.ng and coollng shall be provlded
only ln those areas oaeupled. Package-
type alr-condltlonlng and heatlng un{ ts
shall be tnstalled where they wlll
result la operatlng cost savings. Auto-
natLc controls shall be lnstalled on
beatlng and alr-condLtlonlng unlts and
systens to assure nlnlnun operatlng
hours and reduce work load requlre-
ments. Generallyr the heatl.ng and alr-
condLtlonlng for offlce etreas shall be
turned off approxlmately 30 nlnutes

after tbe bulldlng occupants leave and
turned on 1n tlne for the buLLdl'ng to
be at tbe prescrlbed teuperature nhen
tbe occupants arrlve. A written
procedure sltall be prepared for each
buildlng speclfylng the hours of,
operatlon for tlle beatlng and alr-
condltlonlng equJ.pnent ln accordance
wltb tbe outslde teuperature condltions
and tbe ablllty of tbe equiPnent to
brlng tbe lnterior space wllbin tbe
accepted pan8€ for occupancy. A copy of
the procedure shall be subnl.tted wlth
Forms 4894 and 4895. Durlng neekends
and holldays, partl.cuJ.ar attentlon
shall be glven to ensure tbat tbe
equipoent ls sbut down to tbe na:rinuo
extent posslble ln accondance nith HBK

MSI-49. Unoccupled spaee sball have
ovenrlde controls to prevent tbe
leoperature frm faUlng below 55oF.
Hhen an exceptlon to the above
openatlng bours Ls contenplatedr lt
shaU be Justlfied by a detalled and
docunented professlonal englneerlng
study.

b.@

llhere the days of operatlon for equip-
nent ar€ based on seasonal user e.g.
IIVAC, tbe ayerage nunber of operatlng
days nust be deternined locally. Such
lnfornatlon nay be obtalned fro auto-
natlc recordlng devlces or equlpment
logs, 1f avallable' or frm conputlng
tbe nruber of degree days per year when
such equlpnent would be needed.

For otber bulldlng equlpment, systens,
or areas nob requlring ful1-llne
operatJ.on, use the following guldes:

( t ) Sulfafngs or areas occuPled
occaslonally on weekends are to
be considered operatlonal 5 1/2
days per week, or 286 days a year.
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b.
lrJm oPq&$rof,

;

USPS shutdown procedures wlLl be
foIlored. Contlnuous attendance of
aentral boller plants ls not autbor-
lzed. lte anount of tl.ne needed for t'be
boller plaat operatlng route wlll be
based on tbe actual ntuben of bollers
ln operatlon, not on tbe total ntuber
of unlts lnsta[ed, &d on the func-
tlons descrlb€d belor. Operatlng func-
tlons requlred on otber beatlng systeo
equlBnent reaote frm tbe central plant
area $lll be perforned on seParate
routes as needed. Lon pressure stean
(belcn 15 pslg) and hot water heatlng
boller operating cnlteria and allow-
ances are covered Ln paragraph labeled
3f of thls appendix. Haad-flred or
stoker-flred boller openatlons rllll be
estlnated on a local basls and revlened
by tbe divlslonal offlce. Calculate tbe
blrne requlred for plant operatlon and
enter on Forn 4895 .ut outllned bele
and la part 13-502.12.

Iorkbours Per Day

(1) startup aad scouro (@1. 30)

One-balf bour sI[I be alImed to
start and pul tbe boller planl Lnto
operatlon, nake a thorougb
lnspectlon of t'be equlpoent rtlthin
the plant area, and conplete the
operatlng 1og. One-half hour w111
be allowed to sbut down boller
equlpnent ln the plant area. l{bere
bollers are requLred to be ln
operatlon 2\ bours per day, tbe
startup and shutdown allonancest
except for the lnitlal startlng and
f1nal sbutdown, wLLl be ellnlnated
fron the workhour requirenents.

(2) opcrattng Cbeolc! (CoI. 31)

An operatlonal check must be nade
of all bollers ln operatlon, four
tXnes per shlft, nol to exceed 15
nlnutes per lnspeetlon. For shlft-

lng of equlFent, 1.e., plael.ng
additlonaL equlpoent Lu servicet
15 nXautes p€r sblft 1s allohted.

An alLcnance fon cbecklng oub tbe
central control board rILl be 1n
accordance rltb paragrapb 3c of
thls append1r.

(3) Iater Troatoent (Col. 32)

Water tneatoent lncludes feedlng
and testlng actlvltl.es (see mK
l.{S-24). The frequency and tlne
requlred for tbls work uust be
determlned locally. Also, tiroe for
recelvlng oll deliveries' adjust-
lng of burDers, and cbanSlng of
olL burner ttps should be lncluded
bere.

o.@
( Includlng Genenal lioaltoring
Systeu)

fre purpose of tbe panel is to slupltfY
openatlons by pnovldlng necessary
lnforuatlon to tbe operator as to what
equ1Fnent ls operatlng, dtld if tlre
systeu(s) are belng nalntalned. witbin
tbelr prescrtbed predeternlned condl-
tions.

Horkhour allcnances to conplele opera-
tlonal cbecks of bbe central control
panel are based upon tbe refrlgeratlon
tonnage lnstalled. Tbe tlne allowance
l-s as foLlcnrs:

Tonnage
Installed

Workhour
Allowance

300 to 500 tons ? ninutes (0.12 br.)
500 to 1000 tons 10 nlnutes (0.1? hr.)

1000 to 4000 tons 15 ninut,e" 19.25 hr. )
over 4000 tons 20 nlnutes (0.93 ur. )

A conplete operatlonal check of the
central control panel sha]l be rnade
four tlnes per 8-hour shlft. These
operatlona] checks are nade durlng the
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K. LIITB 15: STEAH COXDEMIATE

nEnrnx sIsTEus
(Gravlty or Vacur.u)

In cases rrhere a duplex un{t ls used,
it 1s to be counted as oDe systen.

1.

A central drlnklng water s5rsten (aff
types and capacltles) Eay be a slngle
refrigeratLon nachine or two unl.ts
serving tbe sane purpose. In eltber
case, it ls one systen.

n.@
(Up to 500 Tons)

See llne 4.

n. LIIIE 18: BOT BATER SISTET{S

Bot water systeus are for douestlc
uater suppLy. lbey usually contaln a
stean reguJ.atlng valve, converter,
ptnpsr braps, and ac'cessorles. SlnaU
doestlc type hot water heaters are not
to be lncluded.

O.
(Includln8 FLre Protectlon Systens)

Hydro-pneruatlc systens (water supply
or fire protectlon systens) nay lnclude
punpsr pneruatlc tanks, alr conpres-
sors, valves, etc. Alr conpressors
lncluded under tbls llne are not to be
entered on line 14. A separate aLlov-
ance for fLre plnps 1s glven on line
38.

p. LIIIE 20: PIIHPS
(otner)

Ptnps 1lsted here should not be tbose
which are located ln tbe central chlll
water plant or central boller plant
area(s). Do not list here any plnps
whlch are part of other systens llsted
on this form. Tine allowances for
Lnspectlon of pt:lops assoclated wlth

centrally located plants and otber
Iisted systens are lnoluded ln otber
llnes. Do not lnclude fractlonal
borseporer clrculatlng puups at alr
bandlens, alr washers, bot rater, or
dornestlc naber systens. lb1s l1ne nay
lnolude o11 transfer pr.unpsr cbiLl.ed
rater booster prnpsr or otbers not
oovered ln otber llnes.

o. LIIIE 21: PRESSIT'RE REDUCING ATD

NEGT'LATIIIG S?A'IOITS - STE,II.T AIID

NATEN

Tbls llne covers pnesaure reduclng
valve (PRV) statlons that bave at least
two stages reductloD or senle a portlon
of a bulldlng.

r.' (Heatlng and Coollng)

A secondarlr water systeu for heatlng
shottd lnclude a sbean or hlgD teuper-
ature rater systen as a pnloar? source
of heat senring a control valve, coD-
verter, prnpsr traps, and accessories.
lbls l1ne Hou1d not lnclude seconda4y
chllled water systens, atr rashers, or
btnldl.fter systens.

s. LIUE 23: SEflAGE &IEqfOR

Duplex selrage ejector runlts are to be
Llsted as one systen. The systen
generally conslsts of elosed tank
ejectors ln which the sewage 1s UfLed
by dlrected alr pressure or stean on
tbe surface of tJre llquids. Sewage or
Lift prrnps should be lncluded under
Ilne 35.

t. LINRS 2! lIROUGB 2?: RESBRYED

u.@-
COI{FORT COOLING

Equlpnent entered on this Line
to package unlts used for
cooling of bulldlng occupants.
alr handling unlts, especlally
cel.llng-nounted type, should

refers
cornfort

SEaII
of the

aLso be
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/t'.,. ll. SITGGESTED OPEBATOR DUTIES

Tbe suggested operator dutles ln tbis
appendlx, suppleoented by tbe equlpnent
nanufacturert s operallonal Lnstnuctlons
and local knorledge on hlstony of oper-
ational needs, sbalt be used ln prepar-
lng local cbeckllsts for operatlon of
bulldlng equlp'nent.

USPS depends on the operatlng personnel
and thelr supervisors to keep the
buildlng nanager lnforned of any unusu-
al condltJ.on obsewed, and tbe need for
repalrs and conrection of faults whetb-
er lt Ls wltbin thelr categorry of work
or outslde of it. If tbe need for re-
palrs or replaceoents ls consldered
Luportant on of an elnergency naturet
tlre buildlng nanager or tbe superwisor
sbould be verbally aotlfled iroedl-
alely.

a. -g_gguBBEgsg8g

Obsenre operatlon for oae cycle. Note
tbe pressune and functloning of con-
trols, safety and protection devicest
and rellef and unloader valves. Cbeck
alr lnlet and cleaner. C1ean, lf F€-
qulred. Cteck discbarge llnes, storage
tank, etc. Draln water fro tank and
lLnes. Look for slgns of rol.salignnent
or unusual belt wear. Cteck beLt ten-
slon. Note puJ.leys, belts, guardsr etc.
Cbeck over notor and controls. Be alert
to any urusual sound, vlbratlon, odor,
tenperature, or conditlon.

b. AIN-COIIDITIOXING I{ACEINBS -
CBIITRAL STSTEI,I

(1) copresson Boc

(a) Before startlng the conpressort
cbeck source of energ3r supply
(prlne nover). Cbeck lndlcator
lanps and repLace any whlcb have
burned out. Note pressure-
temperature relatlonshlp. Start
purge reeovery unlt. If systen uses
lor-pressure refrlgerants, check

ol.1 and refrl.gerant levels. Cbeck
to eee tbat oblIled water and
condeaser waten valves are open.
Start auxl.llary o1I punps. 6beck
tbe rater supply to o11 cooler.
Cbeok tbe bot-gas bypass valve,
Cbeck tbe capaclty control danpers
or vanes. Start tbe condenser water
pumpsr operate tbe coollng torter
fan as reconrnended W uanufacturer,
and cbeck waten preasures. PLace
the conpressor 1a service. If
capaclty controllen 1s nanually
operated, open slcryIy.

(b) tlbeu nrnnlng, nalce routlue inspec-
tlons of pressuresr tenperaturest
fltdd levels, fluld flon' etc.
Cbeck fon water Leaks frqp ptup
packlng, valve stens, etc. Take
readings and record on log sheets.
Occaslonally, note superbeat of
suctlon gas. lf refrlgerant leaks
are suspeeted, cbeck wlth leak
detector, Add refrlgerant ahd oil
as needed. Cbeck scale traps.
Occaslonally reoove covers frm
pressure swltcbes and other con-
trols, and cbeck for loose screwst
sprlngs, contacts, etc. Treat
chilled water and condenslng. water
as prescrtbed. Be alert to any
unusuaJ. sound, vlbratlon, knocklng,
odor, teoperature, etc.

(2) Condenslng Xater Citrcult

Check clrculatlon of water and
teoperabures. Note the anount of
nake-up water tbat ls belng used.
Observe operatlon of float valve
and necbanlsn. Lealcsr even sall
ones, should be. noted and reporled
to the supervisor. If requlred,
take water sa.nples and treat the
water Ersr prescribed ln HBK l4S-24.
Inspect sunps, tanks, collection
pang, etc., for cleanllness, slfue
fornatlon, or algae gronth. Check
spray heads and renove obstruc-
tlons. Evaporatlve condensers
should be cheeked for unobstrucled
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at tbe nlnlnrn rate tbat rlII keeP
batterly cbarged. Clean tops of bat-
terles and corroded ternlnals as
nece.sgary. 0bsenve suppont f or
deterloratlon.

e. !9,[LEWS!!!9
Conplete boller log (pS Foro 4846 or
4846A) for eacb boller, perfonnJ.ng
cbecks, lnspectlons, and test lndicated
oa tbe log forn.

f. lsgBlgu

8. -ELEYxt!!!g

Establlsbnenb of elwator equlpaent/
nacbine .roon operatlng checkLlsts and
noutes ls appllcable only to locations
ln rhlch USPS persounel are asslgned to
tbe servicX.ng and nalntenance of,
elenrators. Sucb routes are not to be
establlsbed rhere the nalntenance. ls
perfonned blr contract exc€pt to perlod-
lcaIly vislt tlre areas and observe the
equlpent la operatlon. It€ bttlldlng
Danagetr or ualntenanoe oontractor
sborrLd be notlfted lf unusual or unsafe
condltions are obsenred. Inspectlon of
elenrator ualntenance nork perforued by
contract ls to be nade by tbe buildJ.ng
BaDager or a superwisor faulllar nllh
tbe contraetr s nalntenance requlre-
nents.

(1) Iaapeotlon

ltake a geaeral lnsp€ctlon of all
Lterns in tbe nachLne roon. Use
tbe senses of sLgbt, heartng'
toucb, and sDeII 1n observing
the fr:nctlontng of t'he equlproent.
Include in the general tnspectlon
of tbe nachlne roo such ltens as:

(a) lloton-Generatol Un1t. Look for
arclng, feel tbe bearings for
tenperature and for nachine vibra-
tlons, and Iisten to 1t brlefly.

Note olL leveL or need for
lubrlcatlon.

(b)'Bolgt Hacblne. Hotor and
Bralce Onlt. Observe operatlon,
feel, for tenperature or vibrationt
and note lubrlcatlon condLtion.
Obsenre bnake actlon. Note anount
of sllder freedon ln-clevis Pins'
Ieverage, etc. Note condltlon of
Ilntng. Inspeet electrical connec-
tlons, solenold and dasbpot (if
appllcable).

(o) Control Pane1s aad Devloes.
Inspect all equlpnent, Paylng
partlcular attentlon to contactors'
connectors, reverge pbase relayst
sultch plns, tluersr etc. Look for
arclng, poor contacts, excesslve
teuperature, slug6lsh actJ.on'
chatterlng, unusual or hard
slarning, or other defl.clencies.
EranLne and clean tbe taPe and
chaln selector drives wbea
necessaty. Note Presenee of or
need for lubrlcation.

(d) Govennor. Observe actlon of
tbe governor. Look for freedon of
actlon of novlng parts and cable.
Obserrre electricaL connectlons and
uote the presence of or need for
Iubrlcatlon.

(2) operatton

It is not necessary for a USPS

rnepbanlc to rl.de eacb elevator for
tbe sole purpose of obsenring the
operatlon. Durlng the course of a
dayts activl-tles tbe elevators are
rldden several tines by various
USPS euployees rbo should obsenre
and report any faults ln the opera-
tlon. If all eoployees are properly
lnstrucled 1n this regard' lt w111
result ln qulcker correctLon of
faulty elevator oPeratlons. How-
even, lf bbe preventlve naintenance
standards are properly followed'
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Be alert to any unusual nolse, vlbra-
tXon, odor, teuperature, etc.

n. PIlllPS. cElERlL PUBPOSIE

l,bke a general lnspectlon; be alert to
atry unusual noJ.se, vl.bratlonl odor,
ternperature, etc. FeeI tbe beanlngs and
cbeck packing gland. For punps operat-
lng on autoatic, observe at leasb one
cycle to s€e tbat controls are func-
tlonlng and tbat all eooponents sork
properly. Obsenre plplng, valves, etc.
Report any obsenred leaks to super-
vlsor. PantLcular attentlon should be
given to tbe folloulng preps:

Condensate return to boller or
centraL plant

Cbilled water
Condenser water
Booster puups fron clty line to

house tanks
CJ.rculating, bot waien, dnlnlclng

water, and slnllar applications.

n.

Obsewe the operatlon, notlng pressures
and tbe functlonhg of erternal. pllots
( tUe operation of internal. pil ots
cannot be obsenred), Ctreck the opera-
tlon of traps on both tbe hlgb and the
reduced pressure llnes, and obsenre the
condltlon of tbe trnsulatlon. Make
general lnspeetlon of tbe statlon,
aotlng anytblng of an unusual nature.
Relief valves are tested periotlcally
on a scheduled basls, so unless tbey
are nalfunctionJ.ng, no action other
tban visua] obsenratlon 1s needed.

o $'l.lP Pnr.rPS

0bserve tbe operatJ.on notlng tbe
functionlng of float slechanlsn or other
controls as well as the prnplng action.
Check tbe stralaer and lnspect plt for
sl1t, nud, obstructlons, etc. Does the
check valve hold and seat properly?
Look for vibratlon or nalfunctionlng 1n
tbe ptup unlt or lbe connected plplng.

p. CUBICLB X0O!{S. TRIIISFOR]|BR
valtlTs. luD SITTCEBoIID n00!ts

Check eacb area for ventllatlon,
llgbtlng, and general condLtlon of
equlFnent. Observe tbe watt-bour and
denand rneters. 0bsene all lndJ.oatlng
Ugbts and replace burned-out ones.
Observe relays for proper f,uncttontng
and target posLtion. Check o11 clrcult
bneakers and transforners for proper
olL Ievels. Cbeck 0he aetwonk
protectors for prop€r operatlon and
record tbe couater readlng wbere
appllcable. Check tbe euergency ligbts
for proper openatlon and ary other
Lnstrlrents as dlrected. Report a.ny
nalfunctlonlng or needed repalrs to the
supenrisor.

q. FrRB EITIXGUISEERS

Atl flre ertlngulsbers shall be
lnspected nontbly on a! operatLng
route. lbLs lnspection Ls a rqulek
cbeckn that an extlngulsber ls avall,-
able and 1111. operate. It ls lntended
to glve reasonable assuranca tbat bbe
extlngulsher ls fully charged and oper-
able. If any defl.clencLes are revealed,
the deflclency nust be correoted or tbe
extlngulsher replaced as sooD as
posslble. Ensure that access to, or
vlslbllity of, tbe extlngulsher ls not
obstructed. Verlf! tbat the operatlng
lnstruetlons on the extlnguisher
naruepl.ate are leglble and face outward.
Ensure tbat seals or tanper ln*icators
are not broken or nissJ.ng. Inspect for
obvlous physlcal danage, corroslon,
leakage, clogged \ozzLe, or cut hose.
Ensure that the preasure gauge lndi-
cates that tbe presaure ls witbin the
operable range. For extlngulShers wlth-
out gauges, and rlth r.nbroken seals or
tanper Lndicators, deternl.ne lbelr
fullness by llf t,lng and conparing
estlnated relght to welght stanped o!
shell. Verlfy that lt Ls the correct
extlngulsher for that locatlon by
conparlng the locatlon narkings on tbe
shell and nountlng. Conplete the
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sBctrox tf
rtsPBgllof,s lsD BvlluAlrolls

1I-1 GEilBBTL

1f-101 BACtrGnonlD

An ef f ective nanagenent pnogra.E
requlres evalua0ioa of bul.ldlng opera-
tLons on a systenatlc basls. Sucb a
rwien alds 1n evaluatlng progra! per-
fornance aad ln acbleving greater
coordinatlon anong the varlous field
actlvibles. IU also eDsures tbat USPS

poLicles and procedures are canXed out
in a unl.fon[ naDner natl.ornrlde.

14-102 POLrCil

It ls fbe polJ.cy of t'he USPS to ensure
bbat a unlforo level of adequate seF-
vlce ls provlded ln all USPS-operated
bulldings, and to ensure that alI
Ieased space Ls natntalned and operated
ln accordance Hitb tbe leases.

14-103 O&tEqtrVES

the objectives of t'be lnspection aad
evalr.ratioa of USPS buildln8 operatlons
are:

Unlfornity - To provide for unlform
and adequate lnspectlons on a
planned basls.

b. ConplS.ance wlth Dlrectlves - to
deternlne if prograus and adnlnls-
tratlve operatlons are belng carried
out l,n accordance wlth dlrectlves.

c Correctlve Actlon - To nake posslble
the lnl.tiatlon of corecblve action
at tbe level where probleos have
been encountered.

d. EValuation - To evaluate tbe perfor-
mance of indlvidual fleld personnel.

Trainlng - To pnovlde a basls for
deter:nlaLng tratnlng needs.

f. AssLstalce to Supervisot's - To
asslst supenrisory persouel 1n
effectlvely naintalatng clean,
cornfortable, and safe bulLdlngs and
surnoundlngs.

1I-lO! BUII.DIXG }IAINGEN'S
IXSPBCTIOX FUilqTION

1f-l0ll.1 1le butldtng uanager 1s tbe
line supervison of tbe bulldlng and ist
tberefore, dLrectly involved in
lnspect1on of USPS facllitles nore tba!
anyone else. Basleally, tbere are hro
sources of lnspectLoa nequlreoents.

1l-104.2 Internal sources or inspec-
tlon requlrenents stenrning dl.rectly
fron the bulI<llng nanagerrs firnctlon:

a. Inspectlon and Evaluatlon of Build-
lng ldanagenent Fleld OperatS.ons -
the buLldlng nanager 1s responslble
for tbose tbings whLcb nake uP the
day-to-day operatlon of the bulldlng
and any assoclated statlons and
brancbes.

b. Cl6an{1g Inspectlon - lbe buildLng
nanager is responslble for tbe
clean] iness of bulldlngs. Inspeo-
tlons sha"ll be nade to easure an
adequate level of cleanliness.

Concesslons Inspectlon - AlthoWh
speclal heal.th inspections are
requlred, the buLldlng nanager
corrects aII bulld1ng deficlencles
lnvolved ln concesslons sPace and
perlodlcally checks for obvious
health and contract vlolatLons as
speclfied 1n Sectlon 15.

e

o

c

t{s-l, TI-4, 11-30-86



Op*atloa ead llrlatcn.no. of nclt ProDcrtt 1l-e05.1.3

1|-2 DTIISIOX& IISPBCIToXS
IID Ef,ILUATIOf,

1l-201 GnBnAL

0n-slte revlew and evaluatlon of
bullding nanageuent progra operatlons
rLLl be conducted at fleld locallons by
dl.vlslonal offlce representatlveg. lbe
dlvlslon rlLI scbedule lnspectlons at
suffLclent frequency to assure tbat
operatLon and natntenanoe standards are
belng ualntalned.

14-202 oncrtrztlxotf

1!..202.1 Inapcotloa Pcraoalel

The on-slte lnspectlon of fleld
operations w1II be conducted by
representatlves of the dlvlslonal
offlce or their deslgnee. ltenbers uay
also be selected frco otber entltLes
rbere approprlate.

1!..202.2 Basl.s for Scleotl,oa

Inspectlon personnel sbal1 be selected
on tbe basls of broad knowledge of
naJor progr@ areas.

1l-203 SCEBptLTXc OF

rxsPEqrrof,s

Dlvlslona]. Offtce - At tUe beglnnlng of
each year, tbe dlvlslonaL offlce sball
plan and prepare schedules of
lnspectLons for tbe flscal year. lbey
should notlfy affected offlces of
schedul.ed lnspectlons.

1l-20f rpvtxcB PBBPAX.rrroll

1l-2011.1 Conflrnetlon of Sobcdule

At least 2 reeks ln advance of tbe
scbeduJ.ed lnspectlon, the postnaster of
the affeeted offlce strall be glven
conflraatlon cf tbe schedule, 1ncludlng
aames of persous dolng the lnspection.

1l-201.2 Flcld Offioon Cooperatlon

Ilre postoasters sball be responsl.ble
fon ensunJ.ng that the appropriate
bu1fdlng Danagers are on duty durlng
tbe lnspectlon perLod.

1f-201.3 Opcratlng Pcraonael
Coopcretlon

Tlce butldlng Battagers sball have super-
vlsory operatlng personneL prepare a
llst of speclflc problens or subjects
for discusslon wltb tbe tearn.

11L205 Cof,DUqHilG 0I-SrT8
rf,sPBqEotrs

lll-205.1 Dlvlslonal Offlos

lll-205.1.1 Upon arrlval at tbe slte
to be lnspected, the lnspectlon
personnel shall conduct a detalled
revLew of operatlons followlng tbe
general plan sgt fortb ln tbe
checklists wblch are attached as
appendlxes. A general dlscusslon wlLI
be beld wltb tbe postnaster. Later
dlscusslons shall be on atr lndivldual
basls wltb tbe bulldlng nanager or
supervisory personnel as n'ay be
requJ.red.

1I-205.1.2 Durlng tlre lnspectlon,
actuaL practlces shall be conpared wltb
establlshed procedures. Devlatlons nlll
be noted, dlscussed nltb operating
personnel, ild lncluded ln the report.
Ttre cbeckLlst, For^n 4905, sball be used
as a gulde for tbe evaluatlon. lbis
cbecklist nay be expanded by lhe
dJ'vlslonal offlces to rneet partlcular
needs and progran eopbasl.s. Fonn 4905,
Flgure 14-1r shall be conpleted to rate
the operatlon and sr:nnarl-ze the results
of tbe evaluatlon.

1l-205.1.3 Adequate tlme shall be
provlded fleld persounel to discuss
thelr problen Erreas. PartlcuLar atten-
tJ.on shall be given lo areas where
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Operatloa and l{8lateDaaoe of SeaI Pnoperty 14-302

14-3'rISPBCUOil 0F LSPS
FICILITIBS BI LOCIL
GOYBNXUBITSI

14-301 APPLICATION

As pranlously stated, tbe USPS ls aot
requlred to obtaln local licenses or
conply witb local codes except as
speclfied 1n Sectlon 2-6, or lD otber
USPS dlrectlves.

a. Soverelgn lmunl.ty shall not be
reliaquished.

b. Local governneDt representatlves
have speciaLlzed qualiflcatlons
needed to aonduct lnspectl.ons of
equlpuent such as pressure vessels,

elevatons, and food preparatl.on
facllltles.

c. Conditlons beyond those requlred by
USPS publicatl.ons ane not lrnposed as
a result of the lnspectlons.

d. In leased facllltles, access shall
be allcned to insurance lnspectors
uben tbe vlslt bas been preamanged
by the lessor.

1f-302 PRoCEDUnES

Tbe procedure for schedul.lng and
approvLng tbe laspectLons specifled in
tbe sectLon of tbis handbook, dealing
wlth tbe lten of equipnenl to be
lnspected, sha1l be foLlcned.
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15-3 Operatloo and t{alntonanco of lcal Pnoperty

15-3 F00D.SBnrrcE

15-301 GBXBRIL

Instructlons on selectlon of bbe appro-
prlate type of food setrlces are GoD-
talned ln UBK EL-602, rbLcb also
Ldeatlfles tbe responslbllltles and
functlons of the USPS buildlng nanager
related to food sernlces Ln 15-302
througb 15-305.

15-302 UTrLrlrsS

lbe USPS buitdlng nanager nalntalas
records of utllltles consrued ln the
food pneparation and senrlng actlvity.
A nontbly report of utilltles consrned
le nade to the contractlng offlcer for
uae ln deternlnlng utillty cbarges to
tbe concesslonalres.

15-303 OPBnATrol{

The buildlng nanager nalntaJ'ns sunrell-
lance of the day-to-day openatlons of
food servlce actlvltles in cooperatlon
wlth the food servlce offlcer.

15-301 IllsPBCTrOtrS

lbe buildlng uanager ls responslble for
,' seelng tha! the pertodlc sanitatlon

lnspectJ.ons of food service operations
are nade and particlpates ln tbeu. tlhen
tbe correctlon of deficlenctes Ls tbe
responslbllity of the Postal Sewlce,
tbe bulldlng n€rnager lnltlates actlon
for tbelr correctlon. The food servlce
offlcer folloss up bo assure comectlon
by tbe concesslonal.res.

15-305 TRASE NEHOYAL

Tbe concesslonalre ls responslble for
naovlng trash generated by the opera-
tlon frorn'the buildlng, except for
bllnd-operated concesslons, where USPS
provldes for trash renoval.

15-4 fisBn COXCESSTof,S

t5-101 EUPLOIE HlUrPt{BXI

Sectlon 3-504 provldes for the buildlng
uanagerrs approval and control of the
use of euployee-owned electrical equip-
nent.

15-102 LTCEITSE

Otber concessions operatlons, not
operaled by tbe bllnd and not nequired
lo be conducted under contract, nust be
autborized by Forn 4906, Revocable
Llcense for Nonpostal Use of Real
Propertv (Ftgure 15-1), nodlfled as
necessarTr to sutt the prevalllng con-
dltlons. One example nay be lhe author-
izati.on of nelrspaper and nagazine
vending at the entrances to Pogtal Ser-
vlce buildlng!*, when perolssible under
tbe otben provlslons of tbis bandbook.

15-5 IISTAI.LATIOII OF PI'BLIC
TELBPEOTE PIX STATIOIS

15-501 PoLrCr

In eacb bulldlng under its JurJ.sdic-
tlon, tbe Postal- Senrice encourages the
lastallatlon of enough telephone pay
statLons to serve visltors 1n the
buildlng and pernlt enployees to nake
personal telephone calJ.s, thus obvl-
atlng the necessity for then to use
officlal telephones.

15-5OZ IIIIEORIZITIOI'IS

See ASM 362.8 for lnstructlons on
authorlzatlon and collectlng conmis-
ston.

15-503 PAr ourl.sr

15-503.1 Publlo Use

Pay-statlon outlets must be provided 1n
publtc lobbiesr ltr corrldors near
courtroous, and in slnllar locatlons
rrhere publlc converdence requires tele-
phone facll.ltles.
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0peratloa ard Malntenancs of Eeal Propenty 16-203

sEcrlof, 16

Pnor8c:trol

16-1 GEIERAL

16-101 scoPE

The building protectlon progran 1s
concerned trltb accident preventlon,
fire preventlon, pbyslcal protectiont
and tbose clvil defense activitles
relating to protectlon of personnel ald
facillties.

16-102 NESPONSIBILIIY

16-102.1 Supervlsoqy

Building nanagers and supewisors ane
dlrectly responsible for the preveatlon
of accldents to USPS euploJrees under
thelr supenrislon, and to occupants or
vlsitors on the premisei, iut well as
fon tbe preventlon of danage by flre or
other accldents lo Posta1 property. Ia
carrylng out thls responsibil.ity, each
supenrisor 1s. expected to partlcLpate
in all pbases of accldeat, fire preven-
tlon, and elvil defense programs. The
line super"rrJ.sor i.s bhe nost lnportant
link in tbe chaln' of organlzatlon
necessary to the success of these
protection progralns. Supervisors nust
know all enployeesr traln then
thorouglrly to do thelr Jobs comectly
and keep tben alert on the Job.

16-102.2 Safety Progran

Ttre Safely Prograrn ldentlfied ln ELM
Chapter 8 is an lntegral part of tbe
bu1ldlng nanager protectlon progratn.
SuDervison I s fetv Handbook 'BKEL-801, ldentlfles supervisor responsl-
bllity, reportlng requirenents, and
safe work practices.

16-102.3 PersoDa1

lbe protection of nall, postal firndst
and properby ls a responstbillty of
everlr postal euployee. AlL supenrisors
are encouraged to lnstlLl this sense of
responslbllity 1n each enployee.

16-103

lbe safeby regulreuents of GSHA uust be
followed ln bulldlng operations, and
tbe approprlate Postal Service Safety
and Eealtb Inspection Cbecklist'
M!O-86-85, nust be used by the bui.Idlng
nanager ln safeby inspections.

16-2 COf,DUqr Of, POSIAL PnoPEnTl

16-201 AtngonlTr

Under authorlty of law, the Postal Ser-
vice bas adopted nules and regulattons
goverrdng conduct on postal property
(see trou 221 .6). These rules and
regulatlons apply to all real property
under the charge and eontrol of the
Postal Service, to all tenant agencies,
and to all persons enterLng or on such
property.

16-202 POSlilC

Poster 7 contalns these rules and regu-
latlons and nust be posted coasplcuous-
ly at eacb public entrance, as regulred
by POM 221.5.

16-203 EITFORCEI.IENT

The enforceroent of these rules and
regulatlons (POM 221.6) 1s essentlaJ. to
the protectlon of post,al property. (See
asM 270. )
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0peratl'oa and llalntenarce of Seal Pnoperty 16-502

coordlnated
departnent
instances:

wLtb tbe local flre
only ln the followlng

posJ.tlon and prevents water fron
florlng Lnto lbe pXplng wbene lt
nlgttg freeze. l{ben a sprLnkler head
opens, tbe atr pressure Ls released
aad pernlts tbe dry-plpe valve to
operate, wblcb ln turn allcnrs the
water to flow to tbe sprJ-nkler
heads.

c. Deluge Sprlnkler Systens. A deluge
sprlnkler systen ls a speclal type
of autmatlc dry-plpe systen, having
opea or unsealed beads Lnstalled ln
the piping arangenent and equlpped
wltb autoatlc and auxlliary nanual
controls. This type of syslen is
lnstalled only ln occupancies where
flasb flres are llkely to occw.

d. Pneactlon Systens. Preaction systens
ane deslgned and lastaJ.Ied slnilarly
to deluge systeos, except that
standard sealed type heads are used.
Heat-actuated controls operate riser
valves to perolt water to be avaLl-
able at lbe sprlnkler head before
tbere ls enougb heat at the head to
cause 1t to fuse.

16-5 FINE DEPAIIIIENT IIOTIFICATIOII

16-501 GETERAL

The bulldlng nanager nust lnsbruct
eaployees that lt is their responslbil-
ity to operate the flre alarm box and
call the flre departnent upon delecting
a flre. In no case nay enployees be
dlrected or otbemise etlcouraged to
witbhold tbe souDdlDg of an alars on
delay the alaro untll they cbeck with a
supervisor.

16-502 ril C!$iE oF FrnE

In any case of flre, notlfy the fire
departnent Lnnedlately. ft ls estab-
llshed USPS practlce to connect the
buildlng fire alaro systen dlrectly to
the flre departuent or to a connercial
or Governnent-operated control center
whlch wlII autmatlcally relay the flre

a. l{bere tlre local fLre departneat
appnoves of lbe lnstallatlons aad
w111 use tbe boses lnstalled; or

b. In elreas (sucb as postal workroos)
where personnel are speclally traln-
ed and theLr fast actlon could bring
tbe flre under control read1ly.
Hhere boses are Lnstalled on stand-
pipes, tbe exlsting linen or cotton
hose oa tbeu nust be reuoved uben
deterlorated, and not replaced.
Refer to HBK l,ls-56, Section 753 and
OSHA 1910.158(c)(3) ror additlonal
infor'natlon. In speclaL cases wbere
1-1/2 lnch hose is needed, the hose
nust be polyesten flber, slngle-
Jacketed, rubber-Iined firehose
aval.lable througb Federal Supply
Schedule, C1ass 4210. !{aintenance
guldes fon standplpes and hoses are
lncluded ln Sectl.on 13.

16-403 SPRTNKLEn STSTET{S

See HBK lA-56 for addltlonal lnforna-
tlon on sprlnkler systens. Tbe four
baslc types of sprlnklen systens are:

lbe Wet-Pipe Sprlnkler Systen. The
wet-plpe sprlnkler'systen ls tbe
sinplest and nost effeetive for lhe
general control of usual fLres. The
systen is coanected to an adequate
rater supply and tbe plplng 1s flLI-
ed wlth water. A waberflor device or
an alarn valve is lneorporated 1n
the systen to sound waterflol and
fire alarus.

b. Standard Dry-Plpe Systeu. Ttre stan-
dard dry-plpe systen 1s a nodlfled
for"n of the wet-plpe systen, wltb a
dry-plpe valve replacing the water-
flow device or alam valve, and alr
pressure substltuted for water in
the piplng. The alr pressure keeps
the dry-plpe valve in the closed

a

l.ts-l , TL-4, 11-30-86



Operatl.ou and l,lalntenanoe of Beal Pnopcrty t6-9

16-8 EINB BnICIDBS

Tbe slze, dutles, nenbersbip, aad
tralnlng of fLre brlgades ls covened ln
ELM 854.1. AII postal flre brigades
nust be tralned to perforn tbelr
assigned 'dutles. The flre brigade
tnalntng course nruber 21503-00 nust

be gI.ven to aII flre brigade nenbers.
See ELM 854.15.

16-9 FIAE SATETT RECITLATIoIS

AII postal occupants and tenants uust
conply with the fLre safety regulatlons
ln Flgune J-2.
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1T-203 Operatlon aad ldalntenanc€ of Real Property

1?-203 BUTLDIf,G l.tAlll,GBnrs
NESPOXSIBILITIES

Tbe bulJ.dlng Eanager sball provlde
dlrectlon and asslstaloe to tbe Post-
master in developent of plans for
protectlon of tlre faclllty and lts
occupants. lbe buJ.ldlng nanager uust
organlze, egulpr and traln a danage-
control tean as outllned ln 1T-3 and
cartT out tbe faclltty pla! of €rer-
gency operatloos as outllned in 17-4.
lbe danage-control tean ls set up to
nespond qulclrly and efftclently to any
energency at lhe faclllty tbat affects
tbe bulldJ.ng, equlpuent, or occupants,
5.n onder^ to conbrol and conflne dauage
and prevent lnjury.

17-204 nofuryrlc occuPArns gr
EUBNGBil6T COIIDITIOIIS

AlL energencles requlrlng the notlfLca-
tlon of the occupants are to be routed
through tbe bulldlng Danager to tbe
Postuaster or lnslal.latlon bead. Occu-
pants that nay be affected by an ener-
gency condlllon are to be notl.fled
rrnnediately, slnce an lnforned occupant
ts less l-ikely to panlc or spread
rurors. Notlfloallon nay be eltber by
nornal conuunicatlon nethods, €.9. r

belepbone or personal contactr oF W
the buildlng general alar:m systen.

1 7-3 DA!{AGE-C0[Tn0L oncilf,rzaTlox

17-301 DAlrAcE-ColrTnoL LB.[pEn

Darnage-control leaders are asslgned
fron tbe bull.dlng tranagenent super-
vlsory roLls. Thelr duties are:

a. To staff and traln a Danage-Control
Unlt and select alternates for tbls
unlt.

b. To estabLl-sh a plan to altend
raechanJ-cal devlces, ventJ.latlon,
water, gas, and stearn valves, porJer
swltcbes, etc.

c. To deploy eltber lndlviduals on
teans at tbe sound of eoergency
alaros.

d. To pnearnange control posts for
planned or dlrected actlon.

€. To deploy pensonnel to LnvestLgate
and corect danage to utilltles
after euergencles.

f. To report conditLons wbich require
otben asslstance.

1T-302 ONGAflTZATIOII OF TBE
DAI{AGE-CONTNOL TEIH

A damage-control tean nust be estab-
llshed for eacb shifb and talloned to
the partlcular bu1ld1ng or goup of
buildlngs Ln sbloh it serves. The
exanple gJ.ven here ls for a buildlng of
over 4001000 square feet:

Damage-Control Leader - Operatlng
Englneer Supernl.sor

2 Pltubers or General Mechanics
1 Carpenter or General Mecbanlc
2 Operatlng EDglneers or Enginenen
2 Electriclans (one hlgh-voltage

speclalist, lf . avallable)

17-303 NOTATIOII OF TE.IU
HET{BENS

The fornal. assJ.gnroent to. the daroage-
control tearo w111 rotate on a yearly
basls ln order to traln all operatlng
personnel. In additlon, all personnel
should be tralned Ln tbe operatlon of a
prlnary and secondary a,sslgned utillty.

17-4 PT.AX OF EMENGEIICT OPENAIIOIS

17-401 IDEITITTING CUTOEF
VALVES A"ID STITCFT'S

17-401.1 Slgns glvlng the locatlon
of cut,off valves and sgritches lnust be
consplcuously post,ed ln the securlty
offlce ln all buildlngs havlng such
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1?-103.3 0peration and llrlntoaarce of loal Pnopsrty

1 Portable elnergency ligbt.

j. A dlagran showlng utlIlty cutoffs
and location of €oergeDcy equJ.pnent
ln the bulldJ.ng.

k. Adequate nuuber and type of pontable
fire extlnguJ.shlng equlpnent for
aturlllary use.

17-403.3 AlI operating personnel
nust loow tbe telepbone nunber of tbe
control center ln orden to report
energencles qulclcJ.y.

17-404 GETERAL INSTNUCTIOIIS TO
TgE DA}TAGE-COilTNOL TEAI{

Because of tbe lnportance of tbese
utllltles in a large-scale ellergeDcy
sucb as flre or aLr attack, tbe
lnstrucbions ln Figure 17-1 are Decea-
sary.

1T-405 DI,iAGE-COITnOL PLttr

17-405.1 Tlre danage-control tearo ls
actlvated 1n an energency by tbe
communications nedLun avallabLe (publlc
address systenr bulldlng fLre or
euergeney broadcast . alarro, telephone,
or shortwave radio).

1T-405.2 lbe tean rnenbers nepont to
tbelr deslgnated control. posts.

17-405.3 Ttre danage-control leader
reporls to lhe control center, recelves
reports on the eaergency, and coordl-
nates the necessary actJ.on to cope wlth
the euergency.

17-405.4 When the energency is past,
the damage-control leader surveys tbe
slluatlon, further deploys persounel or
releases the tean for nornal duty, and
subnlts reports to the bulldlng E€ul-
a8er.

1?-405.5 l{hen the bulldlng is evacu-
ated, all operatlon and maintenance
personnel wll1 report to a locatlon

asslgned by tbe bu{Ldlng nanager. Tbey
rlLI reoatn ln tbis locatlon 1n case
tbeV are needed to cope wlth tbe d!€r-
gency, aad nay netur:n to tbelr noroal
locatlon onJ.y upon dlrectlon fron tbe
bulldJ.ng nanagert s repreaentatlve.

17-f06 nBSPollsE DURDIG
IIOXDTTTT BOUNS

I{hen erengency occurs durJ.ng nonduty
hours and lnvolves bu1ldlng structure
or equlpnent wbicb requires tbe teob-
nl.ca1 asslsbance of the danage-control
te.nr securlty on other personnel
dlscoverlng the energency uust follor
locally prescrlbed procedures to brlng
tbe danage-control tean to tbe site of
the energency.

17-5 ConRECTTVB UEASUnES

1?-501 nWESTrCATroll Allp FoLLorrUP

17-501.1 The danage-control leader
rnust report all danage to the buildLng
tr€rnager. It ls lhe responslbllity of
the bulldlng Eanager to conpletely
lnvestlgate eacb accldent or €oergency.
If necessary, technlcal asslstance tray
be requested fro the dlvlslon. l{here
approprlate, the lnvestlgafor coor-
dl.nates wlth the InspeetJ.on Ser"vlce,
reportlng all danage and the circr:m-
stances surroundlng the energency.
A detalled report nust be subnltted as
prescrlbed ln HBK EL-801. A partlcu-
lar1y good source of data for tbe
investlgatlon of accldents lnvolvlng
utllltles or equlpnent ls tbe aulonatlc
recordlng charts found on nost nodern
equlpuent. An analysls of the charts
nay reveal tbe cauaes of danage and
lead to posslble nodificatlons of
equlpnent.

17-501.2 The bulldlng nanager bas the
authorlty to utilize contract or gpoup
sources to nake energency repalrs nec-
essary to the nonnal operatlon of the
bulldlng as expedltlously as posslble.
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