
SUBJECT: Maintenance Staffing Guide for All Mechanized Offices DATE: July 10, 1991

TO: 1.

2.
3.
4.
5.
6.
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NO.: MMO- 21-91

Divisional Field Directors, FILE CODE: M
Operations support
Manager, Maintenance/Engineering Operations POB:akue:bw050a
Manager, Engineering Technical Unit
Director, City Operations
Director, Plant Maintenance, BMC
Maintenance Capable Offices

Manager, Plant and Equipment Engineering
or

Senior Maintenance Official
Maintenance Overhaul and Technical Service Centers

This Maintenance Management Order (MMO) supersedes MMO-19-77, dated March 18, 1977.
Some items and figures from MMO-19-77 are used, but are clarified and updated. This MMO
also provides a Maintenance Staffing Guide (see attachment) to be used to estimate
workhours and to determine the number of positions in each functional area. Guidelines
contained herein are current as of May 3, 1991 and are derived from existing handbooks,
MMOS, other source documents, and established historical data bases.

All mechanized offices must estimate maintenance staffing by using the attached guide. The
Senior Maintenance Official (SMO) must be personally aware and involved in applying this
guide. The SMO is also responsible for maintaining this document so that it reflects all
changes in guidelines distributed in subsequent issues of MMOS and MS handbooks.
Copies of the completed maintenance staffing package must be available for review during
maintenance surveys conducted by Divisional Maintenance/Engineering Operations the
Maintenance Technical Support Center (MTSC), Maintenance Overhaul and Technical Ser-
vice Center (MOTSC), or the Inspection Service.

Bulk Mail Centers (BMCS) should continue to be staffed using Interim Bulk Mail Center
Maintenance Staffing Guidelines and Criteria, dated August 16, 1979. These BMC guidelines
address fixed mechanization and additions to MS-1, Operation and Maintenance of Real
Property, and MS-47, Housekeeping Postal Facilities, criteria. BMCS will apply MS-1, MS-47,
and other appropriate sections of this guide to determine their total staffing,

.

.



Maintenance Technical Support Center

Changes to and clarifications to MMO-19-77 are as follows:

MMO- 21-91

1.

2.

3.

4.

5.

Operational maintenance guidelines are defined by specific
equipment type and local operating conditions.

Current maintenance guidelines are identified and summarized.

Guidelines for staffing supervisory positions are included.

Equipment inventories are updated to include Phase I and II
Automation, customer services CFS equipment, and all other
equipment that has been added and supported nationally.

This guide is based on twenty-one tour scheduling of personnel to
provide necessary coverage of maintenance and operating-tour
requirements.

At all locations, estimated maintenance workhours developed from MMO-19-77 shall be re-
vised according to the above changes. Information and assistance in applying and inter-
preting this guide can be obtained from your divisional Manager, Maintenance/Engineering
Operations.

The SMO at the mechanized office is responsible for reviewing the maintenance staffing
package annually. If the total number of positions identified to support a given function
varies from the previous study by more than one, either positive or negative, the study or
affected portion(s) thereof should be revised, updated, and submitted to the
reviewing/approving authority.

A computerized version of this staffing guide is being developed and will be distributed to
all mechanized offices in the near future.

Questions or comments should be directed to the MOTSC supporting your geographical
area.

Field Director
Maintenance Technical Support Center
Office of Maintenance Management
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SUBJECT: Replacement Pages for MMO-21-91,
Maintenance Staffing Guide for All Mechanized Offices

DATE: August 13, 1991

NO.: MMO-29-91
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Manager, Engineering Technical Unit
Director, City Operations
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Maintenance Capable Offices

Manager, Plant and Equipment Engineering
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Maintenance Overhaul and Technical Service Centers

This Maintenance Management Order (MMO) provides corrected replacement pages for
MMO-21-91, Maintenance Staffing Guide for All Mechanized Offices, dated July 10, 1991.

Please do the following to correct MMO-21-91:

1. Remove and discard pages 25 and 26, 27 and 28,49 and 50, and 81 and 82 of MMO-21-91
and replace them with the corresponding replacement pages attached to this MMO.

2. Discard pages 83 and 84 of MMO-21-91. There are no replacements for these two pages.

3. File this MMO cover letter with your copy of MMO-21-91 or make a pen-and-ink notation
of pages that have been replaced or discarded.

R. Wayne Younkins
Field Director
Maintenance Technical Support Center
Office of Maintenance Management
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MAINTENANCE STAFFING GUIDE

INTRODUCTION

METHODOLOGY .

This document is a seven-section package that contains or identifies the
forms and instructions necessary to determine the workhour requirements
for maintenance support at a mechanized mail facility. Sections 2-6
develop the workhours necessary to perform a particular aspect of the main-
tenance function. Section 7 assists in assigning positions to an appro-
priate tour based upon maintenance requirements. Section 1 contains
the Workhour Summary Data from Sections 2-6 and the Position Summary
forms.

The Maintenance Staffing Guide is assembled in sections to allow for its
completion and submission by parts as a complete package. Any section
(2-6), when accompanied by Sections 1 and 7, may be submitted for review
and approval as a stand-alone package. The determination of the need for
complete or partial submission is based upon changes from previously
identified and approved inventory or criteria. Such changes must
significantly affect the total workhours/positions for a particular section
before a revision is required to the package. For purposes of this bulletin,
the words “guidelines” and “criteria” are used interchangeably.

This Maintenance’ Staffing Guide does not address the requirement for
Superintendent and Manager positions within the Maintenance organization.
These positions, by title and level, are a function of the classification ‘
of an office and are identified in the standard organizational structures.
If changes to this portion of the Maintenance organization are considered,
consult with your local Human Resources Manager. .

GENERAL INSTRUCTIONS AND GUIDELINES

Step 1. Prepare Accurate Inventories. Use previous staffing packages,
maintenance control records, and physical inventories to determine
functional area inventories.

Step 2. , Apply Annual Workhours Per Unit. Eliminate the following from
initial consideration:

a. Areas for cleaning or policing that are not occupied on a tour
or weekends (i.e., office space o-r carrier section).

b. Building equipment work of an occasional nature that can be
more economically contracted out.

c. All equipment supported under local/national maintenance
contracts.

Attachment -1-
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Step 3. Apply Deviations Separately.

a. Identify and substantiate each recommended deviation from the
criteria included herein. These changes may include altered
frequency of performance, higher or lower workhour allowance
per unit, or the selected ratio of operational maintenance.
Operational maintenance must be evaluated and authorized
locally, considering the number, age, and general condition of
the machines; the distance between machines; the intensity of
usage by mail processing; the length of maintenance window;
the effectiveness of the preventive maintenance program; the
experience level of mechanics and technicians; and the
historical experience of the site.

It is essential that” the office provide a rationale and
justification for any departure from time values indicated herein.

b. Determine cost or savings of each deviation in terms of annual
workhours and dollars.

c. “Provide benefits and possible alternatives.

Step 4. Consider the following (to be done by the Senior Maintenance
Official):

a. Should automatic allowances be made because of excessive leave
(AWOL, LWOP), or can the basic problem be remedied?

b. Is lowered performance the result of physical limitations in a
section, or are they due to inadequate (numbers) or poor
(quality) supervision? How much supervisor time is spent on
the floor? How much at a desk?

c. Are increased frequencies made necessary in building cleaning
because of the personal habits of occupants?

d. Is the appropriate number’ of personnel assigned to a task?
Does crew size ensure safe task performance, considering size,
bulk, awkwardness, and weight?

e. Can operation maintenance (previously area assurance) time be
spread over a greater number of pieces of equipment (LSMs,
Mark II’s, etc.)? What are the consequences of simultaneous
breakdowns? How frequently do they occur?

f. Is the HVAC control board monitored constantly? (Note:
Continuous attendance of HVAC control. boards is not
authorized. See MS-1, Appendix 13-C).

.
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g. Is there a large deviation from the frequencies for routine
preventive maintenance routes? Why?

h. Are prescribed methods and equipment being used in each task
for which a deviation is recommended?

i. Has an elevator utilization study been made to enable
determination of need for each operator?

j. IS the proper service code (light, moderate, severe)
assigned to mail processing equipment?

Step 5. Following is a flowchart identifying steps for completing this
Guide.
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“---------Section 1-A and 1-B
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SECTION.1

APPROVALS, POSITION RECOMMENDATIONS, AND SUMMARY

This section consolidates the staffing and workhour recommendations to
maintain a mechanized office and its associated stations and branches.

Consolidate the positions identified on the Maintenance Tour Coverage
Forms, Section 7, pages 73 to 81, and enter the values in the “Recommended
Staffing” column of “Craft Position Recommendations,” Section 1-A, and
“Management/Supervisor Position Recommendations ,“ Section l-B, as
appropriate.

NOTE

The subtotals and grand total values identified in
Sections 1-A and 1-B may not exceed the posi-
t ions identified in Section I-C, “Maintenance
Position Summary.”

.:
Once the “Recommended Staffing” is complete, indicate the “Net Change”
(either plus or minus) in the appropriate column.

Subtotal and total all figures as indicated by the form. The “Grand Total” 
figure on line 26, page 9, is a total of all maintenance positions, both
craft and management.

Section 1-C should be completed as indicated on the form.

The completed staffing package should be forwarded through appropriate
channels to the Field Division General Manager/Postmaster for final
review and approval.
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APPROVALS

FACILITY:
(Name) (ZIP Code)

When approved by the officials indicated below, the “Recommended

Complement,” as indicated in Sections 1-A and l-B, will become the

authorized complement for this facility. When the survey package is

received at the Management Sectional Center (MSC), appropriate action for

implementation may be taken.

REVIEWED BY:

Manager, Date
Maintenance/Engineering Operations

APPROVED BY:

MSC Manager/Postmaster Date

Field Division General Manager/Postmaster Date

Division

Attachment - 6 -
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FACILITY: DATE :
(City) (ZIP Code)

SECTION 1-C

MAINTENANCE POSITION
SUMMARY

CRAFT WORKHOURS:

Line

1.

2.

3.

4.

5.

6.

7.

8.

9.

Section 2, Mechanization/Automation/Equipment Summary
(Enter Line 5, Total Number of Positions, page 45)

Section 3, Field Maintenance Program Staffing Summary
(Enter Line 13, page 47)

Section 4, Building Equipment Staffing Summary
(Enter Total Number of Positions, page 50)

Section 5, Custodial Position Summary
(Enter Total USPS Craft Positions, page 68)

(Sum from above lines 1+2+ 3 +4)

Section 6, Table IV, Recommended Distribution -
Maintenance Control Positions
(Enter Number of Authorized Positions, page 70)

TOTAL MAINTENANCE CRAFT POSITIONS (Sum lines 5 & 6)

TOTAL MANAGEMENT/SUPERVISOR POSITIONS
(Section l-B, line 25, page 9)

.
GRAND TOTAL MAINTENANCE POSITIONS (Sum lines 7 + 8)

Prepared/Reviewed bv: Senior Maintenance Official 
Signature and Title I
I I

Operational maintenance as identified in this package is considered
necessary and cost effective.

Signature and Title
I
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SECTION 2

POSTAL OPERATIONS EQUIPMENT

This section allows calculation of the workhours necessary to main-
tain “Miscellaneous Postal Equipment” (Section 2-A) and “Major Mecha-
nization/ Automation” (Section 2-B). When developing the inventory
for these sections, the manager should include all equipment that is
supported by the maintenance staff.

The “Equipment Description” column defines the equipment requiring
maintenance. This column also contains “Qualifying Remarks” and
other references to help identify the equipment. Equipment is
listed in alphabetical order according to its “official” government de-
scription.

The “Reference Documents” column provides information on references
available that may define maintenance requirements, provide a picture,
or otherwise provide data on the item listed. Items with blanks
in this column have no specific maintenance criteria standards pub-
lished; local, historically developed criteria should be used.

The “Service Condition” column (used only with Section 2-B, “Major
Mechanization/Automation”) provides a means of determining mainte-
nance workhours dependent on severity of operation. When indicated,
refer to Section 2, Table I, page 44, to determine the service con -
dition of the inventoried item.

Worksheets W-1 through W-n are provided for those items where “Mainte-
nance Workhours” is a variable depending on q achine operating hours,
number of days utilized per week, number of stackers, etc. Equipment
covered by these worksheets are:

Bar Code Sorter (BCS)
Bulk Belt Conveyor Systems
Facer Canceler/Edger Feeder
Multi-Position Flats Sorting Machine (MPFSM)
Multi-Position” Letter Sorting Machine (MPLSM)
Optical Character Reader/Channel Sorter (OCR/CS)
Parcel Sorting Machine (PSM)
Postal Source Data System (PSDS)
Sack Sorting Machine (SSM)
Single Position Letter Sorting Machine (SPLSM)
Tray Transport Conveyors

These worksheets also provide for operational maintenance as a per-
centage of actual machine runtime. The operational maintenance identi-
fied by this q ethod is a nominal requirement. Variables on a
site-specific basis will, in many cases, alter these values (e.g.,
number of equipment per tour requiring coverage or equipment location
in multilevel or multifacility operations).

Attachment
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The summary data from the Mechanization/Automation/Equipment Summary
on page 45 should be entered in Section 1-C, page 10.
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2 Local justification for operational maintenance must be attached.

Enter totals for operational maintenance hours and maintenance hours in appropriate line items in Section 2-B,
page 28, Sack Sorting Machine.
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TABLE I

SERVICE CONDITION CLASSIFICATIONS

M M O - 2 1 - 9 1
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MECHANIZATION/AUTOMATION/EQUIPMENT SUMMARY
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SECTION 3

FIELD MAINTENANCE PROGRAM STAFFING

Field Maintenance Program (FMP) staffing is based on historical need as iden-
tified by Form 4942, Area Maintenance Office A/P Report. Using the data from
the last 13 consecutive accounting periods, complete the entries on the Area
Maintenance Office (AMO) staffing form. All entries are to be in hours,
rounded to the nearest tenth of an hour. The entry on line 13 of the Staffing
Summary (page 47) will be utilized in Section 1-C.

A six-month history to define workload as delineated in MS-45 and Admin-
istrative Support Manual, Section 536, should be used if no history exists, or
if work load is performed by Management Sectional Center (MSC) maintenance staff.
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FIELD MAINTENANCE PROGRAM
STAFFING SUMMARY

Provide the data indicated by summing the line
entries from Form 4942 for the last 13 consecutive

LINE

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

MMO-21-91

“Hours” figure from the
accounting periods:

AMO Repairs Performed at Home Office (Line A-4)

Work Performed at Associate Post Offices (Line B-4)

AMC) plus “Other” Overtime (Line B-7, sum both entries)

AMO Work by Non-AMO Personnel (Line E “Labor” only)

Work Performed for Other AMOS (Line F)

Sum lines 1 + 2 + 3 + 4 + 5 (Productive Work) - Subtotal

AMO Travel Time (Line B-6)

AMO Travel by Non-AMO Personnel (Line E “Travel”)

Record keeping, etc. by AMO Only (Line D-A only)

Sum lines 7 + 8 + 9 (Other Workhours) - Subtotal

Sum lines 6 + 1.0

Multiply line 11 by 1.1 (TOTAL WORKHOURS)
(Adds 10% for Modifications, Alterations and Training)

Divide line 12 by 1760 = Positions Required

NOTE

The line references indicated above are for the July 1979
version of Form 4942. Other versions of the form have the
same information, but the referenced lines may vary.

Attachment 47 



Maintenance Technical Support Center MMO-21-91

Attachment -48-



Maintenance Technical Support Center MMO-29-91

SECTION 4

BUILDING EQUIPMENT

Building Equipment staffing is done in accordance with Section 13 of HBK
MS-l, TL-4, Operation and Maintenance of Real Property. Section 13 must be
read and understood prior to attempting to complete the required forms.
The basic procedure is:

1. Complete a Building Equipment Inventory, Form 4897 (sample on page 52).

2. Complete Maintenance Services Contracts, Worksheet W-12 (sample on
page 51).

3. Complete Annual Standard Workhour Requirement - Traveling Operating
Routes (if required), Form 4894 (sample on page 53-54).

4. Complete Annual Standard Workhour Requirement - Stationary Operating
Routes (if required), Form 4895 (sample on page 55).

5. Complete Annual Local Workhour Requirement for Building Equipt.
Preventive Maintenance and Operation, Form 4896 (sample on page 56-57)
or Form 4896-A (sample on page 58-61).

6. Summarize these totals on Form 4893 (sample on page 62) by type of
type of work. (E-Elect, A-HVAC, L-Elevator, M-Mist and P-Plumbing)

A complete set of the above forms is required for the main office and each
station and branch supported by the main office. Once those forms are
complete, sum Total Annual Workhours from all Forms 4893 and enter this
number where indicated on the “Building Equipment Staffing Summary” (page
50) .

The apportionment of skill levels q us t consider the following
variables/elements:

1. Workload in various skill areas.

2. Specialized or restrictive positions, e.g., painter, plumber, and
carpenter are required only in large facilities where they can be
effectively utilized 8 hours a day and 40 hours a week.

3. Need for developmental training assignments.

4. Management flexibility.
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U S, POSTAL SERVICE PAGE NO NO OF PAGES
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 SECTION 5

CUSTODIAL STAFFING

1. Complete custodial staffing for the main office and all
stations/branches supported by the main office in accordance with the
latest revised version of HBK MS-47, Housekeeping - Postal Facilities.
Utilize Forms 4869 (sample on page 65), 4839 (sample on page 66), and
48.52 (sample on page 67),

2. Determine if the station/branch can be contracted by:

a. Determining the number of days per week service is to be provided
to the facility by looking at Form 4839.

b. Dividing line D from Form 4852 by 52 to determine weekly workhours.

If Weekly Workhours are twenty-four (24) hours per week or less, (see
National Agreement), this facility’s custodial work should be
contracted provided the provisions of ASM, paragraph 535.261, are met.

3. If the station/branch custodial work cannot be contracted, it should be
staffed with any combination of part-time regular (PTR) and/or
full-time regular (FTR) positions necessary to provide the weekly
workhours indicated on line .1, Form 4852 (see HBK MS-47, Section 243.u
- Use 1760 hours per year).

4. If the Main Office will be required to provide coverage for extended
absences, give leave allowances for applicable stations and branches to
the Main Office.

Absences not covered by relief from the main office will be covered by
the following:

a. In offices with multiple custodial. positions, the staff that is
present can work additional hours, either extra hours for PTRs or
overtime for FTRs.

b. In offices with single custodial positions, custodial duties may be
performed by noncustodial personnel: Mechanics, PT Flexible Clerks,
PT Carriers, etc. This is also the procedure to be used in
associate offices to compensate for custodial absences.

5. Custodial positions should be allocated based upon task requirements
and Position Descriptions.

6. Make entries in the appropriate columns on the Custodial Position
Summary form, page 68, as follows:

a. Enter the names of the facilities where the main office is
responsible for custodial services (Main Office, VMF, Station or
Branch). Do not include associate offices.

Attachment -63-



Maintenance Technical Support Center MMO-21-91

b. Enter the weekly workhours indicated on Line J of the Form 4852 for
that facility.

c. Under “Full-Time Regular Positions,” enter the number of each type
of position recommended for that facility.

d. Under “Part-Time Regular Positions,” enter the number of each type
of position recommended and the weekly workhours for each position.

e. If the facility is to have a contract cleaner, enter the weekly
workhours for which the facility should be contracted.

f. Total the number of positions at the bottom of the form.

7. Staffing determined by this section should be summarized in Section 1.
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\

Maintenance Overhaul and Technical Service Centers
United States Postal Service

OCC CODES GENERAL MANAGER & TECHNICAL SERVICES OVERHAUL OPERATIONS

MOT1 MAINTENANCE OVERHAUL AND TECHNICAL MAINTENANCE OVERHAUL AND
SERVICE CENTER TECHNICAL SERVICE CENTER

9886 MAYLAND DRIVE 9886 MAYLAND DRIVE
RICHMOND VA 23233-1458 RICHMOND VA 23233-1458
COML (804) 965-1900 COML (804) 965-1920
PEN 981-1900 PEN 981-1920

MOT2 MAINTENANCE OVERHAUL AND TECHNICAL MAINTENANCE OVERHAUL AND
SERVICE CENTER TECHNICAL SERVICE CENTER

1980 BROADWAY SECOND FLOOR 78-02 LIBERTY AVENUE
NEW YORK NY 10023-9995 OZONE PARK NY 11417-1045
COML (212) 724-4080 COML (718) 738-5650
(NO PEN NUMBER) PEN 651-5711

MOT3 MAINTENANCE OVERHAUL AND TECHNICAL MAINTENANCE OVERHAUL AND
SERVICE CENTER TECHNICAL SERVICE CENTER

6045 EAST SHELBY DRIVE 6045 EAST SHELBY DRIVE
MEMPHIS TN 38141-7613 MEMPHIS TN 38141-7613
COML (901) 367-4202 COML (901) 367-4240
PEN 721-4202 PEN 721-4240

MOT4 MAINTENANCE OVERHAUL AND TECHNICAL MAINTENANCE OVERHAUL AND
SERVICE CENTER TECHNICAL SERVICE CENTER .

10750 WEST GRAND AVENUE BUILDING 7
FRANKLIN PARK IL 60131-2217 4100 WEST 76TH STREET
COML (708) 288-2000 CHICAGO IL 60652-1289
PEN 370-2000 COML (312) 585-1636

PEN 765-5781

MOT5 MAINTENANCE OVERHAUL AND TECHNICAL MAINTENANCE OVERHAUL AND
SERVICE CENTER TECHNICAL SERVICE CENTER

1400 EAST SANTA CLARA AVENUE 1400 EAST SANTA CLARA AVENUE
PO BOX 11962 PO BOX 11962
SANTA ANA CA 92711-1962 SANTA ANA CA 92711-1962
COML (714) 667-6700 COML (714) 667-6750
PEN 997-6700 PEN 997-6750
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