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SECTION 1
INTRODUCTION

1.1 SCOPE OF THIS HANDBOOK

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

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

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

Definitions and methods for computing building areas are provided in APPENDIX A.
1.2 SENIOR POSTAL OFFICIAL (SPO) RESPONSIBILITIES

The SPO at each location maintains and operates USPS real property at that location in
accordance with this handbook. The SPO may act as Building Manager, or may
designate another individual to perform these duties. The Manager, Maintenance (or
equivalent title of the highest-ranking maintenance position) is normally the designee. In
smaller offices, the SPO may not delegate this responsibility.

1.3 SAFETY

The USPS is subject to Public Law 91-596, the Occupational Safety and Health Act of
1970, pursuant to the Postal Employees Safety Enhancement Act (PESEA) of 1998. As
such, managers must commit to providing a safe and healthful environment in all USPS-
owned and USPS-leased installations for all employees, building occupants and
customers. Managers must be involved in the day-to-day safety performance within
their facility and ensure the staff is aware, knowledgeable, and adheres to all
procedures and regulations contained in the following handbooks and management
instructions:

e ELM, Employee and Labor Relations Manual, Chapter 8

e EL-800, Managing Contract Safety and Health Compliance
e EL-801, Supervisor's Safety Handbook

e FEL-803, Maintenance Employees Guide To Safety

o FEL-810-2006-3, Response to Hazardous Material Releases
o FEL-850-2001-2, Emergency Evacuation and Fire Protection

e FE[-810-2001-1, Personal Protective Equipment and Respiratory Protection
Programs

e FEL-810-2000-2, Bloodborne Disease Exposure Control Plans
e FE[-810-2000-1, Hearing Conservation Program
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o EL-812, Hazardous Materials and Spill Response

o FEL-890-2007-2, Asbestos Containing Building Materials Control Program
e FEL-810-2008-4, Hazard Communication (HazCom) Program

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

WARNING

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

NOTE

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

1.4 ENVIRONMENTAL COMPLIANCE

To ensure environmental regulations compliance, the SPO must comply with all
Maintenance Management Orders (MMO) and Management Instructions (Ml) issued by
the USPS Environmental Management Programs (EMP) Group. The Administrative
Support Manual, section 55, outlines the USPS commitment to Environmental
Management.

The following handbooks provide specific compliance information:
RE-6, Facilities Environmental Guide

o AS-550-A, Paper and Paperboard Recycling Guide

o AS-550-B, Paper and Paperboard Recycling Plan

o AS-552, Pollution Prevention Guide

o AS-558, Facility Energy Management Guide

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

1.5 SUPPLEMENTAL INSTRUCTIONS

The Area Vice President (AVP) may issue supplemental instructions to meet local
conditions on policies and procedures prescribed in this handbook.

Supplemental instructions conflicting with this handbook must be authorized by the
AVP.
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Two copies of area supplements to this handbook shall be forwarded to the Manager,
Maintenance Technical Support Center, PO BOX 1600, Norman, OK 73070-6704.
These supplements will be reviewed for possible national implementation.

1.6 HANDBOOKS AND PUBLICATIONS RELATED TO BUILDING
OPERATIONS

Hyperlinks and titles of many USPS handbooks and publications containing detailed,
specialized information about building operations are provided in APPENDIX B.

1.6.1 USPS Management Instructions (MI) and
Maintenance Management Orders (MMO)

A current listing of many MIs and MMOs pertaining to current national maintenance
policies are provided in APPENDIX C.

1.7 USPS TRAINING CATALOGS

Contact NCED in Norman, Oklahoma for a current list of Building Maintenance-related
training classes http.//nced.usps.qgov/leadership.php.
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SECTION 2
FACILITY MANAGEMENT

21 GENERAL
211 Scope

This section relates to USPS-owned and USPS-occupied leased building management.
Reference SECTION 3 for specific lease agreement and responsibility information.

21.2 Other Support Manuals

The Administrative Support Manual (ASM) and the Employee and Labor Relations
Manual (ELM) provide greater detail for many policies and requirements outlined in this
handbook.

213 SPO Responsibility

The SPO provides cost-effective management of USPS-owned and leased facilities.
The SPO ensures the safety of the occupants, protects all equipment, and preserves
the building’s assets. The SPO also conducts an annual facility assessment using
Headquarters Facilities’ online assessment application and guides. The annual
assessment identifies deficiencies associated with buildings, building equipment,
grounds, and approaches. The Facilities Services Offices (FSOs) uses these identified
deficiencies to develop the annual Repair and Alteration (R&A) project list.

In USPS-Owned Buildings, the SPO:
e Provides space and related services necessary to meet the needs of the
occupying activity.

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

¢ Maintains a safe, comfortable, and healthful environment.
2.2 LOCAL CODES AND ORDINANCES

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

NOTE

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

2.3 MANAGEMENT DATA
2.31 General

The data files described in this section shall be maintained at the location designated by
the SPO responsible for the building.
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2.3.2 Regulations

The SPO maintains a file of all regulations, including codes and ordinances from USPS,
local, state, or national sources affecting operation and maintenance of the facility.
Maintain a file of regulations and standard operating procedures affecting day-to-day
operations (e.g., storage, use, and disposal of flammable liquids and solvents, confined
space, wastewater management).

2.3.3 Reports

The SPO maintains a list of the required reports, showing where and when they must be
submitted, and a brief description (title) of the report. The SPO must also maintain a
chronological list showing the actual submission date for each report and document any
granted report exemption(s) in writing.

2.3.4 Deviations

Deviations from this handbook must be authorized in writing from the Area Manager,
Maintenance Operations. The SPO must maintain a chronological listing of signed and
dated deviations.

2.3.5 Organization Charts

The SPO maintains a set of current organization charts showing detailed staff
information including the local and area relationships to the SPO. Review these charts
annually and update them when changes occur.

2.3.6 Emergency Data

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

Follow Environmental Protection Agency (EPA) requirements for controlling
emergencies involving hazardous spills, asbestos, and PCBs in the emergency action
plans. See Section 7.5, ASBESTOS for detailed asbestos procedures and information.

The SPO must ensure emergency evacuation procedures are established and followed
as specified in EL-850 Emergency Evacuation and Fire Prevention and EL-801
Supervisors Safety Handbook.

2.3.7 Library

Maintain a library of all current and pertinent documentation and post the name and
telephone number of the person responsible for these duties. The person responsible
for maintaining the library will receive, file, and distribute copies of all bulletins and
change orders to the maintenance section. Many formerly printed documents, such as
Maintenance Management Orders (MMO) or Maintenance Service Bulletins (MSB), are
now distributed electronically. The person responsible for maintaining the library must
ensure all personnel requiring a copy of the document receive either the document or
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the document internet address.

2.3.8 Labor Agreements

Maintain copies of the current national and local labor agreements.
2.3.9 Inspection Log

The SPO maintains a chronological inspection log, showing all inspections impacting
maintenance or operation of the facility. Examples of these inspections are:

e Fire inspections

e Safety inspections

e Housekeeping inspections

e Stockroom inspections

e Building equipment or structural inspections
NOTE

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

2.3.10 Budget Files

Track budgets using Financial Performance Report (FPR) for financial data and
National Work Hour Reporting System (NWRS) for work hours. NWRS is documented
in the Functional Management Handbook F-2 under TACs Report Descriptions. Include
capital equipment, building repair, and alteration projections and document all changes
to the budget. Maintain three fiscal year files, including the previous year, current year,
and projected next year.

2.3.11 Plans File
Maintain a plans file with energy conservation plans and special projects plans.

The energy conservation plans include targets for reducing energy consumption, current
energy consumption, and all energy-related issues.

The plans for special projects can include moving, repair and alteration, equipment
overhaul or relocation, and building modification.

2.3.12 Environmental and Risk Management

The SPO manages safety and environmental programs. For more detailed information
about environmental policy, programs, and roles/responsibilities, refer to Administrative
Support Manual, Chapter 69, Environmental Compliance.

Reference the following links for information on these programs

o Safety (htip./blue.usps.qov/hr/safety/safety.htm)
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e Environmental Compliance
(http://blue.usps.qgov/sustainability/environmental.htm)

Examples of the programs are:
e Hazardous Communications (HAZCOM)
e Asbestos Containing Building Material (ACBM)
e Underground and Above Ground Storage Tanks (USTs/ASTs)
e Lead (Drinking Water and Paint)
e Air Emissions (Clean Air Act, CFCs)
e Hazardous Waste Program
e Hazardous Energy Control Program
¢ Mold Management
e Confined Space Program

The Headquarters ECRM and the appropriate Environmental Compliance Specialist are
recommended resources for safety and environmental programs information.

2.3.13 Mold Management/Remediation

The SPO must control mold intrusion. In facilities that have on-site maintenance support
maintenance manager organizes, equips, and ensures training is given to appropriate
maintenance employees and others to identify, prevent, and report moisture intrusion or
breaches to the building envelope and interior, and/or equipment, as well as mold odor
or infestation. In offices that do not have on-site maintenance support (usually a site that
utilizes contractors to perform custodial duties), the SPO shall obtain training to
understand and implement appropriate mold control procedures. This training may be
obtained from the USPS Environmental or Safety Departments, NCED, or outside
contractors.

USPS personnel will not remediate mold. Remediation of mold will be contracted to
firms qualified to perform such work. Reference AS-516-2008-1, Mold Prevention,
Assessment, and Remediation.

2.4 DISPLAYING THE COLORS

The United States flag must be displayed on a stationary flagstaff at all USPS facilities.
Reference ASM 472 U. S. Flag Display procedures for displaying the flag.

Direct questions on the display or use of the flag to the Area Office. Questions by the
Area officials will be directed to the Vice President for Communications.

2.5 ESTABLISHING WORK SCHEDULES

Give first consideration to the operation of the facility to meet the needs of USPS
operations and other tenants when establishing maintenance work schedules. Keep
operational interruptions to a minimum; interruptions should only occur to meet
emergency conditions. Coordinate painting, construction, repair, and space adjustments
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with occupants, unless the work is performed in an area where the work of occupants is
not interrupted.

2.6 EMPLOYEES' ROLE IN THE MAINTENANCE PROGRAM

Instruct all employees to report any building or equipment condition requiring
maintenance or repair to their supervisor. The supervisor reviews the condition
reported, and if necessary, initiates a maintenance work order request (Form 48095).
The 4805 will then be forwarded to the senior maintenance official for action.

Employees must report unusual or recurring maintenance problems to their supervisor.
The SPO reports these problems to the Area Maintenance Office for assistance with
mitigation. If necessary, the Area Office escalates the problem to HQ for an order of
magnitude assessment and resolution.
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SECTION 3
RELATIONS WITH LESSORS AND TENANTS

3.1 GENERAL
3.11 Scope

This section provides general information on the responsibilities and relationships
between the USPS and its lessors and tenants. In all cases, where there is a difference,
the specific requirements stated in the lease or GSA/USPS Agreement prevail over the
information provided here.

3.1.2 SPO's Responsibilities
3.1.2.1 Existing Leases

The SPO maintains effective, harmonious relations with lessors and any tenants of
USPS-controlled properties. The SPO maintains current copies of all leases in the
SPO'’s area of responsibility. The SPO must be conversant with the major provisions of
all leases and maintain a current listing of the names and telephone numbers of the
USPS contracting officers, lessors, or tenants.

3.1.2.2 Lease Negotiations

When existing leases are re-negotiated or when new leases are being prepared, the
SPO provides input to the contracting officer. This input assures the terms of the lease
are in the best interest of the USPS and budget and staffing will be available to meet the
terms of the lease.

3.2 COMMON LEASE ARRANGEMENTS
The USPS frequently:
o Leases from private owners (lessors).

o Assigns space to General Services Administration (GSA) to house federal
tenants.

o Out leases space to private tenants (lessees or subtenants).
3.21 Information Sources

Copies of leases and the USPS/GSA Agreement can be obtained from the Facilities
Service Office (FSO). Leases are also available for viewing online. Agreements to
provide space to blind vendors (Randolph-Sheppard Act) are frequently maintained by
the appropriate Category Management Center (CMC).

3.3 THE USPS AS A TENANT
3.31 Owner-Maintained Leased Buildings
3.3.1.1  General

Some lease agreements require the owner to maintain the building. Customarily these
require owners to maintain the premises and all building equipment furnished in good
tenantable condition.
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3.3.1.2 Notification

Notify the lessor promptly of any equipment malfunction or needed repairs to avoid
further damage. Contact the FSO if necessary repairs are not made in a timely manner.

3.3.1.3 Emergency Repairs

Emergency repairs are defined in the Administrative Support Manual (ASM), Chapter 5,
as meeting one or more of the following conditions:

e Repairs are essential for continued operation of the building.
e Repairs are essential for the safety and health of USPS employees or customers.
e Repairs are essential for the continued security of the mail.

The SPO must maintain a current copy of Form 7426, Designation of Emergency Repair
Personnel, (MS-110, Associate Office Postmasters Facilities Maintenance Guidelines
Section 4, or available from the FSO) which allows the lessor to pre-select persons to
do emergency repair work in the event the lessor cannot be contacted.

3.3.1.4 Preventive Maintenance

The USPS does not normally undertake preventive maintenance on owner-maintained
leased facilities.

3.3.1.5 Alterations

The USPS does not normally undertake alterations to the building without notifying the
owner. The SPO should work through the FSO to make alterations to the building.

3.3.1.6 New Facilities

When negotiated for new facilities, leases may include cleaning and grounds keeping
services. Follow local and national agreements when contracting these services.

3.3.2 USPS-Maintained Leased Buildings
3.3.2.1 General

Frequently, leases require building maintenance to be provided by the USPS.
Maintenance usually includes major building systems such as heating and cooling,
plumbing, and electrical. USPS responsibilities normally do not include structural
components or roofs.

3.3.2.2 Alterations
See Paragraph 3.3.1.5.
3.3.2.3 New Facilities
See Paragraph 3.3.1.6.
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3.4 SPACE INTERCHANGE BETWEEN USPS AND GSA
3.41 General

If operational changes result in excess vacant space, the SPO should identify leasable
space and contact FSO Realty Asset Management. Suitable space may be assigned to
GSA, which, in turn acts as a tenant agency by leasing the space to other federal
tenants, collecting rent from the federal tenants, and paying rent to the USPS for space
leased to other agencies. FSO Realty Asset Management is responsible for assigning
space to GSA. As an owner, the USPS normally provides building maintenance as
described in Paragraph 3.4.3.

3.4.2 USPS/GSA Agreement

Occupancy of space by the USPS in GSA-controlled buildings, and by GSA and other
federal agencies in USPS-controlled buildings, is governed by the Agreement Between
General Services Administration and the United States Postal Service Covering Real
and Personal Property Relationships and Associated Services (USPS/GSA Agreement).

3.4.3 Standard Services

Standard services are those included in the rent and listed in the USPS/GSA
Agreement for federal tenants. All requests for normal building services are made to the
SPO when the building is owned by the USPS. Standard services are usually provided
to the tenant on a scale sufficient to support a 9-hour workday, plus a half hour each for
opening and closing, five days per week. The standard services normally are:

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

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

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

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

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

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

Certain additional items may be specified in the lease to be furnished by the USPS,
such as extended hours or specialized air-conditioning requirements, and are
considered a standard service for the purpose of this section. Recovery costs for these
specific items should be included in the rental rate.

MS-1, TL-5 3-3



Operation and Maintenance of Real Property

344 Requests for Reimbursable Services

Request reimbursement from GSA for requests for work that is not included in the
standard building services agreement, or is not USPS responsibility. In locations where
the USPS provides building maintenance, or it is in the best interest of the USPS to
provide the service, the USPS can recover costs for non-standard services through
GSA Form 2957, Reimbursable Work Authorization. Arrangements for reimbursable
work should be made through the FSO.

3.4.5 Services Not Available from USPS

The following services are strictly the responsibility of the tenant and are not available
from the USPS:

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

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

3.5 THE USPS AS LANDLORD TO NON-FEDERAL TENANTS
3.51 General

If the GSA has no need of the excess space identified by the SPO, FSO Realty Asset
Management may lease the space to local government or private tenants. The FSO is
responsible for any lease negotiations with local governments or private tenants.

3.5.2 Building Maintenance

The USPS normally retains responsibility for maintenance and operation of the building
and custodial services.

3.5.3 Standard Services
Standard services are described in the lease.
3.54 Non-Standard Services

Non-federal tenants are responsible for their own non-standard services. Non-federal
tenants leasing under an out-lease or sublease agreement are not permitted to make
improvements, alterations, or repairs to occupied space unless approved by the
contracting officer. All requests of this nature must be referred to the appropriate FSO.
The SPO and FSO determine if the work is completed by the tenant, a contract issued
by the USPS, or USPS personnel. The SPO can authorize USPS personnel to perform
minor work such as providing technical advice, relocating a telephone line, or relocating
an electrical outlet at no charge when in the best interest of the USPS.

3.6 CONDUCT IN USPS-OWNED BUILDINGS
The Postal Operations Manual (POM) on the USPS Blue PolicyNet
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(http://blue.usps.qov/cpim/manuals.htm) website provides rules of conduct applicable to
property under the charge and control of the USPS, to all tenant agencies, and to all
persons in or on the property. The SPO must ensure that Poster 7, Rules and
Requlations Governing Conduct on Postal Property, is posted in centralized locations
within the building for tenant and customer information.

Tenants must adhere to the requirements of the lease and federal, state, and local laws.
3.7 PARKING

In USPS-owned buildings, the SPO determines parking arrangements and
assignments, unless specified in the lease or GSA/USPS Agreement. Consider safety,
security, and operational requirements of the USPS, requirements of the tenants, and
local agreements with USPS unions when allocating parking.

3.8 SPO INSPECTIONS

Where the USPS is the building owner, the SPO, or designee provides periodic
inspection of all electrical appliances installations to guard against a possible fire
hazard, and ensure good housekeeping and energy-conservation practices (Reference
EL-801 Supervisors Safety Guidebook, Electrical Appliances). When the use or
installation does not conform to safety, sanitary, or energy-conservation requirements,
the tenant must either correct the deficiencies or remove the appliance.
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SECTION 4
BUDGETARY COMPLIANCE

41 GENERAL

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

e Work hours

e Supplies

e Services
411 Scope

The SPO tracks work hours and expense items to ensure financial goals are met. The
SPO should maintain a spreadsheet or other document showing a facility's current
status compared to goals. This document should be updated when new financial data is
available, but not less than monthly.

4.1.2 SPO Responsibility
The SPO is responsible for meeting financial goals set for the facility.
413 Sources of Financial Data

There are several sources of financial data the SPO uses to track financial
performance. A partial list of useful financial tracking tools available on the USPS
Intranet is provided below:

e Weekly Flash report

e Various eMARS reports

e Financial Performance Report (FPR)

e Enterprise Information System (WebEIS)
e Enterprise Data Warehouse (EDW)

e PUB 24 Supply Catalog

e PUB 41 Purchasing Manual
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41.4

Labor Distribution Codes (LDC)

Each USPS employee category is assigned a Labor Distribution Code (Table 4-1). Work
hour reports are available for all LDCs within a facility finance number. A complete
listing of LDCs is available from local budget departments.

Table 4-1
Maintenance (Function 3B) LDCs

41.5

LDC Employee Category

35 Maintenance Supervision

36 Mail Processing Equipment Maintenance

37 Building Equipment Maintenance

38 Custodial Services

39 Maintenance Operations Support

93 Maintenance Training, including Vehicle
Services, Function 3-A

Budget Line Item Numbers

Table 4-2 lists current budget line items as contained in the FPR.

Table 4-2
Budget Line Item Numbers

Code | Budget Line Item Code | Budget Line Item

09 | Investment/Interest Income 6C | D R Building Expense

2B | Severance Pay/Survivor Benefits 6D | MP Building Construction

2E | Unemployment Compensation 6E | MP Building Purchase

2F | Accrued Retirement Principal 6F | MP Building Expense

2H | Annual Leave Repricing 6H | Fixed Mechanization

2| Workers Compensation Expense 6L | Automation Equipment

gy | Workers Compensation 6N | Vehicle Purchases
Chargeback

2K | Retiree Health Benefits 60 | Vehicle Auxiliary Equipment

3F | Contract Job Cleaner 6P | Vehicle Freight

3G | Contract Stations 6Q | Lobby Equipment

3L | Rural Carrier Equipment Maint. 6R | Window Service Equipment
Information Resource . .

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

3R | Air Transportation 14 | Operations Customer Svc

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

3T Transpprtatlon Expense 24 | General Management
Reductions

5B | Note Interest Expense 29 | Flex Plan Adj - Salaries

5D Inte.rest Expense to Capital 38 | Cost of Sales ltems
Projects

5E | Accrued Interest Retirement 39 | Advertising

5G | Indemnities 71 | Postal Supply
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Code | Budget Line Item Code | Budget Line Item
5H | Miscellaneous Judgments 72 | Motor Vehicle Supply
6A | D R Building Construction 73 | Postal Equipment Repair Parts
6B | D R Building Purchase
4.1.6 Material Accountability and Management

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

e Office supplies

e Mail processing supplies

e Equipment spare parts

e Building system spare parts

e Mail Processing Equipment (MPE)
e Mail Transport Equipment (MTE)
¢ Building equipment

¢ Buildings and grounds

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

e AS-701, Material Management

e MS-63, Maintenance Operations

e Supply Management Principles and Practices

Whenever possible, and when economically feasible, purchase recycled products and
products containing recycled components as part of a proactive purchasing program.
Paper towels and toilet tissue are two examples of recycled products commonly used in
the USPS. Lastly, every effort should be made to ensure products are environmentally
friendly, non-hazardous in nature, and do not generate hazardous waste.
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SECTION 5§

GROUNDS AND APPROACHES
5.1 GENERAL

511 Scope

This section relates to maintaining USPS-owned or USPS-leased grounds, approaches,
driveways, and parking areas attractive and in an acceptable state of maintenance and
repair.

5.1.2 SPO Responsibility
5.1.2.1 Regular Inspection

The SPO regularly evaluates grounds and approaches to identify needed repairs and
ensure the required level of maintenance. The frequency of inspection shall be
determined by qualified personnel and varies with climatic, soil, and other local
conditions.

5.1.2.2 Repair and Improvement Program

Include needed repairs or improvements beyond the funding capability of the local office
in the annual facility assessment using Headquarters Facilities’ online assessment
application and guides. Note the degree of urgency to ensure proper priority in the
program.

5.1.3 Local Ordinances

The SPO must be thoroughly familiar with all local ordinances pertaining to approaches,
roads, driveways, sidewalks, and parking areas. Resolve and document maintenance
responsibility and repairs with local road and highway officials to preclude future
conflicts concerning the scope of responsibility.

514 Repair Responsibility
5.1.4.1 Locations Where USPS Is Not Responsible

In most locations, the USPS is not responsible for the repair or replacement of public
improvements such as curbing, gutters, and streets adjacent to USPS-owned property.
In these locations, the expenditure of funds for this purpose is not authorized. When
repair or replacement is required, notify the appropriate local government officials.

5.1.4.2 Locations Where USPS Is Responsible

In locations where the USPS has these responsibilities, the SPO or designee inspects
these areas and reports deficiencies in the annual facility assessment, Infrastructure
Condition Assessment Module (ICAM). If the cost is beyond the SPO's spending
authority, request assistance through the normal chain of authority.
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5.2 GROUNDS
5.21 General
5.2.1.1 Responsibilities

Maintain, preserve, and upgrade grounds as necessary. Work includes, but is not
limited to:

e Lawns, shrubs, and tree planting.

e Routine watering, fertilizing, mowing, and pruning.

e Screening unsightly equipment and parking areas with trees, shrubs, hedges, or

walls.

Coordinate grounds upgrading plans with other agencies, local governments, civic
clubs, garden clubs, or agricultural extension agents. The SPO ensures any chemicals
(pesticides, herbicides, fungicides, etc.) used are in compliance with the current pest
management regulations, Ml AS-550-95-10, Integrated Pest Management.

5.2.1.2 Landscaping Review

The SPO reviews and determines whether or not to approve any proposed landscaping
that may aesthetically affect the architectural appearance of large or monumental type
buildings.

5.2.2 Lawn Sprinklers

Use in-ground lawn sprinklers where the area of the lawn is 12,000 square feet or more
and watering is needed to maintain a well-kept appearance for customers or
employees. Select landscaping and plants to reduce water consumption, using as little
water as possible. All sprinkler systems should use timers and moisture sensors to
improve water conservation.

5.2.3 Isolated Locations

In locations where there are wide expanses of USPS-owned or leased isolated grounds
not in the immediate public view, leave these areas in their natural state. Limit
maintenance only to eliminating fire hazards, safety hazards, health hazards (as
required by local ordinances), soil erosion, and depreciation of land values.

5.24 Technical Assistance

Resource conservation must be taken into account. Consider the use of low
maintenance methods of landscaping and water-efficient landscaping (Xeriscaping).
Due to the varying climatic and soil conditions throughout the country, solicit advice
from the local agricultural agent or state university. This service should be free. They
may provide recommendations and services regarding the following:

e Grass seed mixtures
Fertilizing
Liming needs
Filling
Sodding
Care of trees and shrubs
Grass mowing and watering frequency
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e Other grounds maintenance problems
e Use of low maintenance ground covers and ornamental landscaping stone

5.2.5 Equipment

Where USPS Maintenance is provided, USPS-purchased grounds maintenance
equipment should be of a make and size most effective for the work to be accomplished
after considering the cost of equipment versus work hour savings. Operate, maintain,
protect, and store all mowers, cutting tools, and related equipment in safe, efficient
working order. Provide appropriate personal protective equipment for use when
operating this equipment. Store flammable and combustible materials in approved
tanks, safety cans, or other containers as per MS-56, Fire Prevention and Control
Section 3, adhering to the OSHA 29 CFR 1910.106 requirements.

Where a maintenance contract is utilized, the contractor provides properly maintained
equipment, and uses equipment in a safe manner.

5.3 APPROACHES

5.3.1 General

Repair and maintain driveways, maneuvering areas, sidewalks, and curbs on USPS-
owned or leased property to ensure longevity. Ensure the quality and composition of
repair and replacement materials, as well as application methods, conform closely to
those found most effective in the local area by the highway or street department. Timely
preventive maintenance such as application of a seal coat to asphalt paving prevents
deterioration and eventual major repairs. Where cracks, spalling, potholes, and ruts
have already occurred, repair immediately to prevent further pavement damage and
eliminate a personnel safety hazard and a potential source of vehicle damage.

5.3.2 Sidewalk Issues

Give particular attention to sidewalk areas adjacent to USPS property or buildings.
Repair or replace cracked, raised, or sunken sidewalks promptly. If the sidewalks
adjacent to USPS property or buildings need repair or replacement and are the
responsibility of the State or local government, every effort shall be made to obtain
repair or replacement at the expense of the State or local government. If the State or
local government is unable to fund the repairs or replacement, the USPS may make the
repairs or reimburse the local government for repairs. The SPO must consult with the
FSO for repair work on sidewalks that are not USPS responsibility.

5.4 SNOW REMOVAL

541 Snow Removal Plan

Establish a snow removal plan in areas where snow removal is necessary. It is usually
advantageous to have a working agreement with local road and highway officials. In
addition to practical advice, local highway officials may authorize the use of highway
equipment to assist in snow removal under some conditions. The snow-removal plan
shall specify priority treatment areas, such as pedestrian loading zones, walks, main
entrances, approaches, maneuvering areas, and parking lots. Where economically
advantageous and/or for safety considerations, utilize contract services in compliance
with the EL-912, Agreement between the United States Postal Service and the
American Postal Workers Union AFL-CIO (Article 32 of the National Agreement).
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5.4.2 Preparedness

Where snow removal has been assigned to USPS employees, establish an operating
plan by designating and organizing the work force, documenting required instructions,
and performing employee training well in advance of the winter season. Create a Job
Safety Analysis (JSA) and train employees on all procedures necessary to complete the
activities. Training must cover appropriate safety personal protective equipment (PPE)
requirements and safe operation of snow removal equipment, etc. Training and JSAs
must be documented and retained on file.

5.4.3 Equipment

Repair all equipment and prepare for operation in advance of the winter season. Order
environmentally compliant de-icing materials, tools, etc., in large enough quantities to
last the full season, unless “just in time” ordering is available from a local vendor and is
more cost effective than using the national purchasing contract for de-icing materials
(Material Logistics Bulletin (MLB)-CO-02-001) or current MLB.

NOTE

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

Consult local laws, the appropriate Environmental Compliance Specialist or
Headquarters ECRM for guidance on environmentally compliant de-icing materials. De-
icing chemicals Material Safety Data Sheets/Safety Data Sheets (MSDS/SDS) must be
available.

5.5 SIGNS ON USPS PROPERTY

5.5.1 SPO Responsibility

The SPO establishes and maintains the necessary signs within their areas.
5.5.2 Configuration

All signs serving the same purpose must be of the same design, color, and construction.
Traffic signs, such as STOP, CAUTION, or DO NOT ENTER must conform to standards
set by the Manual on Uniform Traffic Control Devices as published by the Federal
Highway Administration (http:/mutcd.fhwa.dot.gov/). All signs must be properly
positioned to most effectively serve the purpose for which they are intended. Signs must
be inspected for required maintenance during the regularly scheduled inspections of
grounds.

5.6 STRIPING OF PARKING AREAS

Paint stripe parking areas to facilitate orderly vehicle parking and to accommodate the
maximum number of vehicles. Each parking space, except for handicapped parking,
should be 9' by 18'. Handicapped parking should conform to standards in RE-4,
Standards for Facility Accessibility. Locate handicapped spaces as close as possible to
customer and employee entrances, and identify spaces for handicapped only use.
Reduced size spaces 8' by 16' should be used for compact cars to improve parking area
utilization. Use white or yellow traffic grade paint.
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NOTE

Most traffic paints still contain high levels of lead. However,
water-based lead-free traffic paints are now available and
shall be used in place of lead-based paints. A web search of
‘lead-free traffic paint” will give several source results.

5.7 FENCES

The Postal Inspection Service ASM 273 does not permit the indiscriminate use of
fences. Keep fencing properly maintained and to the minimum amount necessary to
provide adequate safety hazard protection of USPS property, employees, and the
public.

Reference RE-5, Building and Site Security Requirements, Section 2.2 for specific fence
requirements (including but not limited to construction, location, clear zone, gates,
secondary fencing).

5.8 PARKING AREA LIGHTING

Light all parking areas in accordance with lighting guidelines established by AS-503
Standard Design Criteria and RE-5, Building and Site Security Requirements, Section
2.3. Specifically, for both employee and truck parking and maneuvering areas, the
minimum light requirement is 1.0 foot-candles (fc) measured at the horizontal plane at
ground level. Customer parking area lighting is 1.5 fc. In both cases, increase the
lighting level to 2.0 fc if utilizing an exterior security CCTV system. Refer to RE-5,
Section 2.3 for all other lighting requirements.
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SECTION 6
STRUCTURES

6.1 GENERAL

6.1.1 Scope

This section relates to structural features of USPS buildings.
6.1.2 SPO Responsibility

The SPO must be aware of the building’s structural elements’ condition for all buildings
for which they are responsible. This is accomplished by either the SPO’s or the
designee’s inspection.

6.1.2.1 Adherence to Codes

Comply with local codes and ordinances or the national model building codes (Uniform
Building Code, Standard Building Code, or the Building Officials and Code
Administrators’ National Building Code) as a minimum standard.

6.1.2.2 Adherence to USPS Standards

Where USPS handbooks, guidelines, or other structural requirement directives differ
from local or national codes, follow the more stringent standard.

6.2 STRUCTURAL MAINTENANCE AND REPAIR
6.2.1 Routine Maintenance

The building structure requires routine maintenance, such as painting, pointing, roofing,
and weatherproofing to maintain and preserve its integrity. Determine the need for this
work by inspections from local personnel or by Facilities as defined in RE-12, Repair,
and Alteration Surveys (7610-03-000-9290). Accomplish repairs as appropriate by local
maintenance personnel, or by contract using specifications in RE-13, Repair and
Alteration of Real Property and Facilities (7610-03-000-9297). When contracting these
services, ensure compliance with the EL-912, Agreement between the United States
Postal Service and American Postal Workers Union AFL-CIO (Article 32 of the National

Agreement).
6.2.2 Building Inspection

Each SPO must have a building inspection conducted at least once a year in all
buildings for which they are responsible. The inspection should include a roof
inspection, ideally in either the spring or the fall of the year. Use Headquarters Facilities'
online assessment application and guides. The purpose of this local inspection is to
identify developing problems in their earliest stages so they can be corrected at a
minimal cost to the USPS.
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6.2.3 Interior Features

Include interior features such as floors, blinds, door locks, and partitions in the building
inspection. Encourage all site personnel to report defective items discovered during
their normal duty performance.

Preventive maintenance guides for entrance doors, power-operated doors, and other
structural items requiring preventive maintenance are in the PM Guidelines. The PM
Guidelines, as well as, work hour requirement guidelines for these items are in the
current MMOs titled:

e Creating Detailed Local Building and Building Equipment Maintenance PM
Checklists

o Creating Detailed Local Building Equipment Emergency System (EMSYS)
Checklists

6.3 FACILITY REQUIREMENTS AND RESPONSIBILITIES
6.3.1 Placing of Seals, Plaques, and Memorials in USPS Buildings

The policy on dedicatory plagues and memorials is in ASM 519.22 that can be
accessed through http:/blue.usps.qov/cpim/ftp/manuals/asm/html/welcome.htm.

6.3.2 Floor Loads
6.3.2.1 Preventing Unsafe Floor Loads

The SPO prevents unsafe floor loading in any space under their control. In fulfilling this
responsibility, the SPO keeps information readily available showing the maximum
loading permitted on any floor in the building. A convenient and appropriate place for
this information is on the assignment plan for each building. Post floor load capacity
placards in each facility.

6.3.2.2 Obtaining Safe Loading Figure

If the safe loading figure is not known or unavailable, obtain this information from a
qualified structural engineer. In some instances, the GSA may have this information for
buildings it constructed or previously operated. The SPO reviews and approves any
plan for placement of large concentrated loads (safes, large machines, stacks of paper,
heavy files, mail handling equipment, nutting trucks, storage areas, etc.) against the
floor load information to prevent accidental floor overloading. Take advantage of the
increased floor strength over a beam, close to columns, or near load-bearing walls.
Consult a structural engineer if there is a question about floor loading in the layout of a
space involving heavy objects before approving the arrangement.

6.3.2.3 Meeting OSHA Requirements

OSHA requires the SPO place signs marked with the approved floor loading in a
conspicuous place in each area to which they relate (OSHA 1910.22(d)(1)).

6.3.3 Ashtrays and Sand Urns

Provide ashtrays and sand urns in designated smoking areas. As all USPS facilities are
smoke free, designate smoking areas outside the building envelope in a location to
ensure that tobacco smoke does not enter any area in which smoking is prohibited
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including entrances, windows, ventilation systems, or other means.
6.3.4 Room and Occupant Identification
6.3.4.1 Standardization

Equip new buildings and buildings undergoing major renovations with the types of signs
prescribed by the Facilities Department. The SPO ensures this standard is met in all
buildings for which they are responsible. During alteration and renovation, ensure room
and occupant identification is consistent with the existing numbering system.
Incorporate new room numbers in the MS-47 building inventory. Replace other types of
nameplate holders currently in use with standard holders when the space undergoes
renovation.

6.3.5 Historic Preservation

It is USPS policy to comply with the National Historic Preservation Act and Executive
Order 11593. ASM 516.12 which provides procedures for handling historic properties
and states “any proposed modification to an owned or leased USPS facility listed or
eligible for listing on the National Register of Historic Places must be submitted to the
responsible service organization.” The following link is to the National Conference of
State Historic Preservation Officers http:/www.ncshpo.org/.

6.3.6 Artwork

Coordinate procurement, alteration, repair, or disposal of artwork with the Federal
Preservation Officer, USPS Headquarters, Facilities
(http.://blue.usps.qgov/retail/design/text_only site/historical/introduction.html).

Refer to RE-1, U.S. Postal Service Facilities Guide to Real Property Acquisitions and
Related Services, Section 333.2 for the proper care and maintenance of artwork in
USPS-owned buildings and the current MMO regarding the inspection of artwork in
USPS facilities.

6.4 IDENTIFICATION OF USPS BUILDINGS
6.4.1 General

Clearly identify all USPS installations to ensure customer recognition of the facility.
Refer to ASM 519.2 for policy and guidance on building identification. Also, refer to
USPS guidelines for exterior signage
http.//blue.usps.gov/corporate/trademark/qq/signage.pdf.

6.4.2 Removal of Building Designation

Remove all signs designating the building name or federal ownership, including "U.S.
Property -- No Trespassing" signs prior to the disposal of USPS-owned property. This is
done just prior to transfer of title.

MS-1, TL-5 6-3


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

Operation and Maintenance of Real Property

THIS PAGE INTENTIONALLY LEFT BLANK

MS-1, TL-5



Operation And Maintenance Of Real Property

SECTION 7
CLEANING PROGRAM

71 GENERAL
711 Scope
This section relates to establishing and maintaining a cleaning program.
71.2 SPO's Responsibility
The SPO ensures a clean and safe housekeeping environment in all USPS buildings.
71.3 Cleaning Standards and Methods
USPS cleaning standards and methods are specified in:
o MS-47, Facility Cleaning
e Chief Operating Officer’s Policy Letter on High Bay Cleaning

Select cleaning products that minimize the impact on the environment, are safe to use,
and are effective for the cleaning task. All products used require MSDS/SDS sheets.
The cleaning products should avoid using any products containing chemicals the USPS
has targeted for elimination. Obtain a list of these chemicals from the appropriate
Environmental Compliance Specialist or Headquarters ECRM.

In addition, dispose of cleaning materials in accordance with the manufacturer’s
recommendations. Paper products should be environmentally friendly and have
recycled paper content. These and other “Green” products are in GSA’s Recycled
Products Catalog. The national custodial products contract lists all products. Purchase
all products through eBuy. Examples of the products available are: solvents, work and
utility gloves, deicing materials, cleaning supplies and chemicals, paper towels and
tissue, custodial light equipment, deodorizers and disinfectants, floor mats, mops and
brooms, and shop towels.

7.2 SERVICES PERFORMED BY CONTRACT

The employment of an outside contractor to perform buildings services must be
consistent with ASM 535.26, plus Article 32 documented in EL-972 and the
Memorandum of Understanding concerning “Contracting for Custodial Services” both of
which are in the National Agreement between the USPS and American Postal Workers
Union AFL-CIO. Contracting procedures for outsourced cleaning services under local
agreements are covered in the Local Cleaning Services Buying Agreement Guidelines.

File MSDS/SDS sheets for all contractor-used materials in the facility’s MSDS/SDS
book and ensure they are readily available when needed or requested.

Additionally, route service contracts in excess of $2,500 to the appropriate Category
Management Center.

Follow provisions in the EL-800, Managing Contract for Safety & Health Compliance,
Appendix G, Cleaning Services Contract Administration Guide.

MS-1, TL-5 71


http://www1.mtsc.usps.gov/apps/msbooks/index.php?hbkmsno=47
http://mtsc.usps.gov/equipment/clean/Files/HighBay.pdf
http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm
http://blue.usps.gov/hr/labor/contracts-agreements/apwu-overview.htm
http://blue.usps.gov/purchase/_doc/ser_cleaning_services_faq.doc
http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf
http://blue.usps.gov/cpim/ftp/hand/el800.pdf

Operation and Maintenance of Real Property

7.3 SPECIAL CLEANING PROBLEMS
7.3.1 Disposal of Waste, Scrap, and Refuse Material
7.3.1.1 Comprehensive Waste Reduction and Recycling Programs

The SPO formulates and implements waste reduction and recycling plans to capture
and recycle all recyclable wastes. Refer to RE-6, Facilities Environmental Guide when
formulating plans for these activities. The appropriate Environmental Compliance
Specialist or Headquarters ECRM can provide assistance with setting up recycling
activities.

7.3.1.2 SPO Responsibility

Disposal of waste, scrap, and refuse material is normally the responsibility of the SPO.
The responsibility for disposal of refuse in leased buildings depends upon the lease
agreement. Refuse disposal from the operation of concession facilities is the
responsibility of the concessionaire. However, the USPS removes trash generated by
vending stands operated under the provisions of the Randolph-Sheppard Act. (Refer to
EL-602, Food Service Operations, Chapter 1-13 Responsibilities). Dispose of
hazardous materials (e.g., PCB-containing ballasts, some fluorescent tubes, etc.) in
compliance with all federal and local regulations. Establish a separate waste stream for
the hazardous materials to reduce the amount of hazardous waste and its removal cost
by eliminating co-mingled non-hazardous waste.

7.3.1.3 Salable Waste and Scrap

Sell scrap according to instructions contained in AS-701, Material Management, Part
64, Recycling and Disposal. However, the USPS may request GSA disposal of salable
waste, scrap, or personal property. If GSA agrees to this request, they will dispose of
such property without charge to the USPS. GSA will dispose of such property by sale or
transfer for fair market value. The proceeds of such disposal are remitted to the USPS.

7.3.1.4 Refuse Removal

In USPS-operated buildings, refuse (trash or garbage) removal will normally be
accomplished by contract. Where unusual operating requirements or local conditions
suggest this be handled by USPS employees, make a thorough economic analysis
before any other steps are taken. That analysis must include the cost of equipment,
personnel, permitting/dumping fees, and increased liability.

7.3.1.5 Incinerators
Incinerators are not used in USPS buildings.
7.3.2 Bird Control

Although the general public tends to be very fond of them, birds can be serious pests
when they roost and nest on buildings. Bird control is a difficult and highly specialized
subject best obtained through a specialized contract. Similarly, there are several
important precautions to consider when cleaning bird excrement not typically covered
by standard custodial training. Consult an entomologist or a certified pest controller with
experience in bird control problems for additional information.
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The program must address three primary requirements. They are:
e Maximal effectiveness
e Minimal structural damage
e Attention to public relations

All efforts in bird control shall be in accordance with the provisions set forth in AS-550-
95-10, Integrated Pest Management.

7.3.3 Cleaning in Concession Space

EL-602, Food Service Operations details special cleaning requirements and
responsibility for concession space housekeeping.

7.34 Use of Walk-Off Mats

Use walk-off floor mats at major public entrances to trap dirt carried in from the street
and prevent its distribution throughout the building. Provide two sets of mats to permit
removal and proper cleaning. Clean the mats daily as a part of the lobby and entrance
cleaning assignment. Remove light soil by vacuuming. During inclement weather, when
the mats are soiled, remove and clean by scrubbing or hosing, and permit them to drip
dry. Mats are also available from commercial companies that supply clean mats on a
scheduled basis. Route requests for this service through eBuy utilizing the national
contracts issued by the Category Management Center.

7.3.5 Cleaning Supplies and Equipment
7.3.5.1 General

Purchase competitively priced quality products when ordering cleaning supplies. Each
product must be shipped with a MSDS/SDS sheet.

7.3.5.2 Defective Supplies and Equipment

Contact the wholesaler at the address shown on the catalog or vendor information in
eMARS when defective or unsatisfactory supplies or equipment are received from a
vendor, GSA, or DLA. If the supplies received are from the area supply center, notify the
center. If the received supplies are via national custodial supply contract, in addition to
the vendor, notify the appropriate Category Management Center (CMC).

Provide the required information below:
o A statement of why the merchandise is unsatisfactory
« MILSTRIP/FEDSTRIP agency requisition number
« National stock number
e Merchandise description
e Quantity received
e Quantity on hand
e Quantity defective
o Contract number

MS-1, TL-5 7-3


http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf
http://blue.usps.gov/cpim/ftp/manage/a5509510.pdf

Operation and Maintenance of Real Property

o Name of contractor

o Purchase order number

o Manufacturer's lot or batch number

o Date material was received

e Location of material

e Supply point from which shipment was made

« Name and telephone number of person to contact who is familiar with the
problem

For GSA products, a GSA inspector should follow up to determine if the merchandise
meets specifications. If the merchandise does not, the inspector should take corrective
action.

7.3.5.3 Specification Requirements

If the merchandise meets the purchase specification requirements but does not provide
satisfactory performance, or if the follow-up action by GSA is inadequate, notify MTSC,
PO BOX 1600, Norman, OK 73070-6708, to initiate corrective action.

7.4 CLEANING EQUIPMENT

7.41 General

Mechanize cleaning activities to the maximum extent economically feasible.
742 Maintenance

7.4.2.1 Part of a Regular Maintenance Program

Adequately maintain power equipment used in the cleaning program, both for
preservation of the equipment and to assure that it is available for use when needed.
Include power cleaning equipment in the maintenance management program as
described in MS-63, Maintenance Operations, and the appropriate staffing MMO.
Powered cleaning equipment from various manufacturers is covered by national
contracts. These are the only ones authorized for use in USPS facilities.

7.4.2.2 Periodic Maintenance Activities

Since power equipment is usually purchased locally, there is little standardization and
national maintenance documentation developed for the equipment. Manufacturer's
literature contains recommended periodic maintenance practices, repair methods, and
parts lists to support the equipment. Use the PM guidelines in the current Building
Equipment MMO titled “Guidelines for Creating Detailed Local Building and Building
Equipment Maintenance PM Checklists” to develop an effective PM checklist. In
addition, in some cases it is possible to utilize the guidelines of a different manufacturer
for similar pieces of equipment along with the current MMO.

If an equipment problem persists, and all methods of resolution with the OEM or the
OEM’s representative fail to correct the problem, contact the appropriate CMC and the
Area Maintenance Office to alert other offices to that particular piece of equipment’s
shortcomings.
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7.4.2.3 Typical Maintenance Guidelines
Preventive Maintenance Guidelines for select equipment are in the current MMOs titled:

e Creating Detailed Local Building and Building Equipment Maintenance PM
Checklists

e Creating Detailed Local Building Equipment Emergency System (EMSYS)
Checklists

7.5 ASBESTOS
7.51 General

Asbestos is a mineral commonly used in building materials prior to 1980. Because
airborne asbestos fibers pose potential health risks, OSHA mandates training and work
procedures for custodians in contact with Asbestos Containing Building Materials
(ACBM). Local maintenance plans and procedures must recognize the need to prevent
friable asbestos building materials from being disturbed. The facility asbestos survey
provides information on where asbestos containing building material (ACBM) is located.
Training in asbestos issues is available through NCED. Contact the appropriate
Environmental Compliance Specialist or Headquarters ECRM for details and scheduling
procedures.

OSHA General Industry Standards and the provisions listed in EL-800, Appendix G
covers custodial Class IV asbestos cleaning duties in the USPS. Most custodial work in
buildings containing asbestos must comply with 29 CFR 1910.1001 (k). Also, AS-556
Asbestos Management Guide, Chapters 3 and 9 contains additional information on
asbestos as it relates to cleaning. For facilities that do not contain asbestos, Chapter 7-
5 does not apply.

7.5.2 Building Surveys

All USPS occupied buildings were surveyed for asbestos. The asbestos-related
custodial requirements for a specific facility are determined by the results of the
asbestos survey. Contact the appropriate Environmental Compliance Specialist or
Headquarters ECRM for the survey results and the Asbestos Operation and
Maintenance Plan for a specific facility.

7.5.3 Training

Custodians in buildings containing asbestos must complete a two-hour Asbestos
Awareness training course. Contract cleaners must also receive this training.

NCED currently offers this training: Asbestos Awareness (1960137) — basic and
refresher - 2 hours

When completing the course, login to the Automated Enroliment System (AES) and take
the short instructional test to receive credit.

7.5.4 Floor Care

Many facilities have asphalt plank, or vinyl asbestos tile (VAT) containing asbestos.
Take the following steps to maintain asbestos-containing flooring safely:
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. Wet strip the floor with a 175-rpm scrubber or buffer with a low-abrasion

scrubbing pad. Use a commercial stripper product. Remove the liquid from the
floor before it dries. In most states, the liquid can be disposed of down a sanitary
sewer. Check local laws to confirm.

. Apply two to four coats of floor sealer to the flooring. Ensure the stripper, sealer,

and wax come from the same company. Follow the manufacturer’s instructions.

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

recommendations.

. Use a spray-on wax product and a low-speed buffer to maintain the floor. When

refinishing becomes necessary, use a stripper to remove the wax finish only and
leave the sealer intact.

. Low-speed stripping and buffing operations may take a little more time, but they

will produce excellent results with minimal health and liability risks.
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SECTION 8
ELEVATORS, ESCALATORS, AND DUMBWAITERS

8.1 GENERAL

8.1.1 Scope

This section relates to elevators, escalators, and dumbwaiters policy issues.
8.1.2 SPO Responsibility

The SPO ensures the safety and effectiveness of elevators, escalators, and
dumbwaiters in the USPS environment.

8.1.3 Elevator Maintenance Standards and Methods

USPS elevator maintenance standards require all elevators be maintained in
accordance with the provisions of the current edition of American Society of Mechanical
Engineers (ASME) A17.1 and the recommendations of the equipment manufacturer.

All operation, maintenance, repair, testing, and inspection of elevators, dumbwaiters,
and escalators must conform to the applicable sections of the Safety Code for Elevators
and Escalators, ASME A17.1. Apply state and local regulations or codes in harmony
with this code.

8.2 OPERATIONAL REQUIREMENTS
8.2.1 Hours of Service for Elevators and Escalators

Automatic elevators equipped with automatic shutdown during light traffic shall not be
manually shut down at night or over the weekend unless a specific operating problem
exists. Schedule automatic cars without this shutdown feature, manually operated cars,
and escalators to provide service 30 minutes prior to the beginning of normal building
hours, 30 minutes past normal quitting time for the occupants, and otherwise as
required under special circumstances.

8.2.2 Typical Service Requirements for Elevators

Generally, the service in a building with a bank of three or more elevators is adequate if
the average waiting time at the terminal floor is not more than 20 seconds and if the
longest waiting time at any floor does not exceed 60 seconds for more than 1% of the
passenger trips. The service in three or four-story buildings, with approximately 100,000
gross square feet or less, will usually be somewhat slower than that specified above
since the cost of the installation usually precludes the installation of more than a single
car or a two-car bank. See RE-4, Standards for Facility Accessibility.

8.2.3 Qualifications of Elevator Operators

Where manually operated elevators are in use or in those facilities where Operations
determines it is advantageous to operate automatic elevators in “attendant” mode, the
SPO assures sufficient training for all operators to provide safe and efficient
transportation of passengers (or freight).
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8.24 Vertical Transportation Equipment in Leased Space

The lease designates responsibility for elevator and escalator operation and
maintenance in leased buildings. When the USPS accepts responsibility for operation
and maintenance of this equipment, all provisions of AS-530-2004-9 or most current
document shall apply.

8.25 Signs

The SPO furnishes all signs used to designate service, identify cars and landings, and
to instruct the public or building occupants regarding operation of elevators and
escalators, as described below:

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

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

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

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

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

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

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

¢ In addition to capacity and data plates, post a sign in every freight elevator
specifying the type of loading for which the elevator is designed and installed.
Reference ASME A17.1 for specific sign wording. The classes of loading are:

o Class A: General Freight Loading - where the load is distributed, the weight
of any single piece of freight or of any single hand truck and its load is not
more than 1/4 the rated load of the elevator, and the load is handled on and
off the car platform manually or by means of hand trucks.

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

o Class C1: Industrial Truck Loading - where truck is carried by the elevator.
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o Class C2: Industrial Truck Loading - where truck is not usually carried by the
elevator but used only for loading and unloading.

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

These loadings apply where the weight of the concentrated load including a powered
industrial or hand truck, if used, is more than 1/4 the rated load and where the carried
load does not exceed the rated load.

8.2.6 Locking of Elevator Spaces

Keep elevator machine rooms and pit entrances locked at all times. Only qualified
mechanics, inspectors, or persons in their company are permitted in these spaces.
Doors to these spaces must be self-closing and self-locking.

All keys used to access and operate elevator, escalator, moving walk, dumbwaiter, and
material lift equipment (hereafter called elevator equipment) shall conform to the
requirements of the current edition of ASME A17.1, Part 8, Section 8.1. It states in part
that keys used to access or operate elevators, escalators, moving walks, dumbwaiters
and material lifts shall be unique to those devices and not operate any other devices or
locks in the building. If the elevator equipment is grouped, then all devices within that
group can be operated with the same key. Elevator equipment in another group shall
have a different key.

Keep keys in a secure location, readily available to elevator personnel with access to all
assigned groups, but not accessible to the general public.

Elevator keys, regardless of the group they control, shall not be part of a master key
program.

There are four (4) elevator equipment/spaces access categories:
e Restricted

e Authorized Personnel
e Emergency Operations
e Other

8.2.6.1 Restricted

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

e Pit access doors
e Hoistway access doors

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

e Hoistway access and access enabling switches

e In-car inspection operation transfer and stop switches
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e Screw machine controllers remotely located from hoistway, machine rooms or
machinery spaces

e Screw machine access panels

e Special purpose personnel elevator access to hoistways for emergencies and
inspections

e Power and hand dumbwaiters lacking automatic transfer devices access
switches

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

8.2.6.2 Authorized Personnel

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

e Machine room access door

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

e Car light control switch

e Rooftop elevator key switch

e Escalator and moving walk start switch

e Side access doors to the interiors of escalators and moving walks
8.2.6.3 Emergency Operations

This covers access to the operation of equipment by firefighters, police, and other
emergency personnel. This includes emergency and/or standby power access selector
switches, Phase | emergency recall switch, and Phase Il emergency in-car operation
switch.

8.2.6.4 Other

The Other category pertains to elevators in private residences and is not applicable to
USPS operations.

8.2.7 Elevator Data Card

Complete Form 4813, Elevator Data Card (PSN 7530-02-000-9338) (Figure 8-2) for
each elevator and keep the completed form in the maintenance office. Update this card
each time a repair or alteration is done on the elevator.

8.2.7.1 Machine Rooms

In addition to the elevator data card, provide a data plate indicating the edition of the
Code in effect at the time of installation or alteration. Replace damaged or missing data
plates.
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8.2.7.2 Fire Extinguishers

Provide all electrical machinery and control spaces, walk-in machinery and escalator
control spaces with Class ABC fire extinguishers and place them in a location
convenient to the exit door.

EMERGENCY PROCEDURES
IN CASE OF ELEVATOR EMERGENCY

DIAL “100” (operaToR)

THIS WILL CONNECT YOU TQ USPS SWITCHBOARD
A MECHANIC WILL BE DISPATCHED IMMEDIATELY

WHEN CALLING FOR ASSISTANCE: - GIVE THE FOLLOWING INFORMATION

BUILDING NAME : L ENFANT PLAZA WEST

ELEVATOR NUMBER : 7

ELEVATOR TELEPHONE NUMBER: (ON TELEPHONE DIAL)
NATURE OF TROUBLE - MEDICAL ASSISTANCE NEEDED

HANG UP AND AWAIT INSTRUCTIONS-HELP 1S ON THE WAY

Figure 8-1
Typical Emergency Instructions
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U.S. Postal Service

Llevetor Data Carc

Instructions: A separate card shall be maintained for each elevator.
The card should be completed for each new elevator at the time
of initial inspection.

Area

Dat
ae Office

Elevator No.

Building

Street Address City, State and ZIP Code

Type of Elevator

O pass. O Frt. (IServ. CEsc. CD.W.

Manufacturer Location of Machine Installation Date

Type of Power Supply Capacity
Lbs.

Persons

Speed (FPM) Sales Number Type of Machine

Type of Control

Type of Operation Method of Roping

Type of Car Door

Type of Hoistway Doors Inside Floor Dimensions |No. of Floors |No. of Openings

Machine Make Style

Serial No. H.P. or K.W. Speed Volts Phase Cycles Amps

Hoist Motor

M.G. Motor

M.G. Generator

Exciter

Equipment Manufacturer

Style Serial No. Type

Controller

Selector

Brake

Door Operator

Interlocks

Governor—Car

Tripping Speed FPM

Governor—CWT.

Tripping Speed FPM

Safety—Car

Safety—CWT.

Buffer—Car

Stroke Ft.

Buffer—CWT.

Stroke Ft.

PS Form 48" 3, October 1993 (Page 1 of 2)

Wire Rope

Kind

Moteriols

Number Size and Construction Installation Dates

Hoist

Governor—Car

Governor—CWT.

Car—CWT.

Drum—CWT.

Compensating

Vajor Repairs or Alterations

Date

Description of Work Work Performed By

PS Form 48° 3, October 1993 (Page 2 of 2)

A4ABAQ31

Figure 8-2
Elevator Data Card (PS Form 4813)
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8.2.7.3 Elevator Machine Room Temperature

Provide each machine room with ventilation, as required by ASME A17.1. Special
consideration may be necessary in machine rooms housing electronic elevator control
equipment. Those rooms may require air-conditioning equipment in place of simple
ventilation, depending on the operating requirements of the controllers involved.

8.2.7.4 Machine Room Hoist

Provide machine rooms for two or more elevators with an overhead trolley hoist, which
terminates over the trap door to facilitate servicing heavy items of equipment.

8.2.7.5 Machinery Lighting

Light machinery rooms and machinery space to not less than 19 foot-candles at the
floor. Light elevator pits to not less than 10 foot-candles.

8.2.8 Communications

Include communications devices (telephone, 2-way radio, or intercom) capable of
alerting someone a problem exists and assistance is needed in each elevator machine
room and each car. Modern elevator telephones are normally equipped with auto-
dialers that call the appropriate number. If, however, the car is not so equipped then
include telephone numbers in the emergency instructions posted as required by
Paragraph 8.2.5. All elevator communications devices shall meet the requirements of
ASME A17.1.

8.29 Auxiliary Emergency Stop Switches

Install two auxiliary emergency stop switches for every elevator; one on top of the car,
and the other on the wall in the elevator pit in accordance with ASME A17.1. These
switches provide emergency protection for a mechanic if the car moves when they are
working on top of the car or in the pit.

8.210 Elevator and Hoistway Door Emergency Keys

Make keys available only to personnel in the assigned security level required for
access, operation, inspection, maintenance, repair, and emergency access in
accordance with the current edition of ASME A17.1, Section 8.1.

8.2.10.1 Hoistway Door Unlocking Devices and Access Keys

During normal operation, the elevator hoistway doors are unlocked by a mechanism that
is activated by the elevator car as it reaches each floor. Keys for manually unlocking
hoistway doors are provided for some elevators to permit maintenance access to the
hoistway when the elevator car is not at the floor. Use the emergency doors in the car of
an elevator only to permit departure of passengers from the car when exit through the
conventional door is impossible. Keys for the hoistway doors and emergency doors
serve only special purposes and have no function in the normal operation of the
elevator. Serious consequences could result from improper or careless handling of
these special-use keys. The manager safeguards and limits special use keys strictly for
their intended purpose. Prominently label the keys by attaching Form 4707, Out of
Order tag (PSN 7530-02-000-9301) as shown in Figure 8-3.

MS-1, TL-5 8-7


https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf
https://law.resource.org/pub/us/code/ibr/asme.a17.1.2007.pdf

Operation and Maintenance of Real Property

PS Form 4707 @ PS Form 4707 @
August 1991 August 1991 (Reverse)

U.S. Postal Service

Qut of Order

(Defective or Inoperative Equipment)

DO NOT USE

REMOVE
FROM SERVICE
Handling Instructions | M M E D | ATE |_Y

Description of Defect

Emplayee

This equipment must be disconnected or properly
locked out if connected to o power source.

Type of Machine ar equipment | Number TYPE OF EQUIPMENT
Office Date
Employee LOCATION:

Turn this stub in to your supervisor. Affix tag
to defective or inoperative article.

A4ABA021

Figure 8-3
Out of Order Tag (PS Form 4707)

Keep the keys in a "break glass" receptacle mounted in the security office, building
manager's office, or SPO's office. Qualified employees responsible for elevator
maintenance may be issued a set of these keys for elevator servicing usage. No other
locations for these keys are permitted. Under no circumstances shall the keys be
removed from their prescribed place, or used without the knowledge and consent of the
building manager or an authorized representative.

8.2.10.2 Emergency Operation Keys

Safeguarded the key(s) in the same manner where elevators are equipped with
emergency service operations in accordance with ASME A17.1, Rule 2.27.3.
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8.2.10.3 Parking Device Keys

Depending on the year of installation, if an elevator door is closed and locked when the
car is at the landing and is not operable from the landing by a door-open button or a
floor button, it may be equipped with a parking device that allows opening the door
when the car is within the landing zone. Keys to such devices may be issued to
custodians or other persons that have a need since they will unlock the door only when
the car is in the landing zone.

8.2.10.4 Emergency Lighting Units for Elevator Cars

Install an emergency lighting unit in each car (including freight). It serves to calm fears
in the event of a blown fuse or a more serious power failure, and it provides illumination
for the control panel and the telephone.

8.2.11 Carrying Passengers on Freight Elevators

Freight elevators, not accessible to the general public, may carry employees subject to
the following conditions:

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

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

e Hoistway entrances conform to 2.71.2.7 and 2.12.1.1, or have power-
operated doors conforming to 2.711.2.2(e).

e Hoistway doors and/or car doors conform to 2.72.5 and vertically sliding doors
conform to 2.16.4.9.

e Elevator safely lowers, stops, and holds the car with an additional load up to
25% in excess of the rated load as per 2.76.8.

Place the following sign, or one conveying the same message, in those elevators
meeting the requirements in a. and b. above: "PASSENGERS ARE PERMITTED TO
RIDE THIS ELEVATOR"

Place the following sign, or one conveying the same message, in elevators not meeting
the requirements in a. and b. above: "THIS IS NOT A PASSENGER ELEVATOR: NO
PERSONS OTHER THAN THE OPERATOR AND FREIGHT HANDLERS ARE
PERMITTED TO RIDE ON THIS ELEVATOR".

Granting permission to use freight elevators not previously certified to carry employees,
to transport employees is considered a major alteration and must meet the
requirements of ASME A17.1, Rule 8.7.2.16.3.

8.2.12 Use of Elevators During Emergency

Elevators must not be used during a fire, earthquake, or other emergency, because of
the high risk of elevator failure, stoppage, or power failure. These events could trap
persons in elevators, resulting in death or serious injury. Do not include use of elevators
for evacuation of handicapped personnel or for other purposes in emergency
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contingency plans. Automatic elevators equipped with emergency control as defined in
ASME A17.1, Rule 2.27.3 are operable by fire department only. Building maintenance
personnel maintain the keys so they will be readily accessible to fire department
personnel but not available to the public. In virtually all municipalities, the fire
department has their own keys for putting the cars into “Firefighter Service.” However,
the SPO must have the keys under appropriate security as per the current edition of
ASME A17.1 Section 8.1, Security.

Instruct elevator operators in the following procedures:

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

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

service.
8.3 MAINTENANCE AND REPAIR
8.3.1 Maintenance

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

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

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

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

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

The code prohibits any welding repair of parts subject to
tension, torsion or bending on which the support of the
elevator car depends.

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

e Determine no one is on the elevator, and shut it down.
e Post"OUT OF SERVICE" signs in front of hoistway door at each level.

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

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

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

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

For purposes of this handbook OSHA 1910.399 defines “qualified” as:

“Qualified person” - One familiar with the construction and operation of the equipment
and the hazards involved.

NOTE

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

An employee who is undergoing on-the-job training and who,
in the course of such training, has demonstrated an ability to
perform duties safely at his or her level of training and who is
under the direct supervision of a qualified person is
considered to be a qualified person for the performance of
those duties.

The full listing of OSHA definitions can be found in OSHA 1970.332.

For those offices not utilizing the services of a professional elevator service contractor,
the following shall be considered the minimum requirements:

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

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

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

e Results of the code-required testing of the firefighters service operation.
Make all records required by the four items above available to all elevator personnel.
8.3.2 Lubrication

Use lubricants conforming (grade and type) to the manufacturer’'s recommendation.
Alternative lubricants may be used but their specifications and performance must equal
or exceed those originally prescribed. Do not allow excess lubricant to accumulate on
the various surfaces to which they are applied. Inspect and drain overflow-containers on
a regular basis. Do not store any lubricant or oil on the elevator car-top or in the elevator
pit under any circumstances.

8.3.3 Schematics, Controllers, and Wiring

Provide current wiring diagrams showing all electrical protective devices, critical
operating circuits and any necessary “pen and ink” changes due to modification in the
machine room. Store these diagrams in protective cases so they are useable when
needed.

Do not use temporary wiring, insulators, or blocks in the armatures or poles of
magnetically activated swit