


















































































2-11 

contacts with lessor. Document and 
report to the real estate repre
sentative as appropriate, signifi
cant or continuing failures of 
lessors to perform in accordance 
with the terms of leases. In case 
of controversy and doubt, request 
interpretation of the lease provi
sions from the real estate repre
sentative as appropriate. Recommend 
to the real estate representative 
any necessary modifications of 
lease provisions. 

f. Follow requirements of ASM 513.2 
and 513.3 for lease cancellation 
and vacating leased facilities. 

2-11 METHODS OF COMPUTING BUILDING 
AREAS 

2-1101 GENERAL 

When incl uding 
measurement of 
and total net 
and prescribed 
building areas 
part. 

building areas in the 
space, use gross area 
area. Definitions for, 
methods of, computing 
are covered in this 

2-1102 GROSS AREA 

2-1102.1 Gross area is the sum of 
the floor areas including the normal 
outside faces of exterior walls, 
disregarding architectural setbacks or 
projections. It pertains to all stories 
or areas which have floor surfaces. 

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

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

2-1102.4 In addition to areas 
obviously in this category, gross area 
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includes basements (except unexcavated 
portions), attics, garages, roofed 
porches, mezzanines, shipping 
platforms, penthouses, and mechanical 
equipment floors, lobbies, and 
corridors, provided they are within the 
normal face lines of the building. 
Since post office mailing platforms 
are always included in net assignable 
area, they must be included in gross 
area, regardless of whether they are 
within or outside of the exterior wall 
lines of the building. 

2-1102.5 The gross area does not 
include open courts, light wells, upper 
portions of rooms, or lobbies which 
rise above the story being measured or 
extend beyond the prinCipal exterior 
walls of the building. 

2-1102.6 Do not incl ude unroofed 
features, such as cooling towers, in 
gross area. 

2-1103 NET ASSIGNABLE AREA 

2-1103.1 General 

Net assignable area is that portion of 
the gross area which is assigned or 
available for assignment to using 
agenCies, including space which is 
available jointly to the various 
occupants of the building. It also 
includes space provided for the 
operation and maintenance of the 
building. Typical uses of net 
assignable area, classified by types, 
are listed in 2-1109. 

2-1103.2 Office Type 

Space which provides an environment 
suitable for an office operation. This 
requirement includes, but is not 
limited to, suitable and adequate 
lighting, heat and ventilation, 
appearance, accessibility, Circulation, 
floor covering, and sound control. The 
space may consist of a large openly 
planned area generally laid out on a 
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Operation and Maintenance ot Real Property 

Any succeeding lines required to iden
tify the major organizational element 
occupying the room or suite of rooms 
must be mounted and abutting the top 
holder. Organizational information on 
these signs should be the same as the 
titles displayed on main lobby or floor 
directory boards. 

6-304.4 Room Number and Use 
Identification 

Room number and use identification 
signs are used to identify public and 
building service spaces. Symbol-signs 
to be used for this purpose are 
specified in HBK MS-54A. 

6-305 CORRIDOR IDENTIFICATION 

Corridors are identified on assignment 
plans and labeled by postal personnel. 
The size and type of lettering to be 
used depends on the size of the build
ing, length and width of the corridors 
and other features of the building. It 
may be desirable to provide directional 
information in some parts of the 
building; for example, near elevator 
banks to show the location of commonly 
visi ted space such as first aid room, 
library, auditorium, etc. Signs of this 
type should be applied to the corridor 
walls using lettering specif"ied in 
HBK MS-54A. Outrigger or ceiling-hung 
signs, other than those provided in the 
construction proj ect, are prohibited. 
Occasionally a sign visible from a 
distance is needed. A neat sign on a 
movable stand may serve if the need for 
it is temporary. To meet the needs of 
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6-402 

long duration, appropriate signs on 
corridor walls are preferred. 

6-306 HISTORIC PRESERVATION 

It is USPS policy to comply with the 
National Historic Preservation Act and 
all regulations issued pursuant to it. 
Procedures for handling historic 
properties are covered in ASM 515, 518; 
HBK RE-1, Realty ACquisition and 
Management, Section 4-303; and 
MI AS-510-84-2. 

6-307 ARTWORK 

Proper care and maintenance of artwork 
in postal-owned buildings is covered in 
ASM 515; HBK RE-1, Section 4-303; and 
MMO-72-85. 

6-4 IDENTIFICATION OF USPS BUILDINGS 

6-401 GENERAL 

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

6-402 REMOVAL OF BUILDING 
DESIGNATION 

Prior to the disposal of USPS-owned 
property, all signs, including nu. S. 
Property -- No Trespassing n signs, 
which deSignate the building name or 
Federal ownership, must be removed. 
This is done just prior to transfer of 
ti tIe. 

Don Foley
Highlight

Don Foley
Highlight







































































































































































13-503 

13-503 CORRECTIVE MAINTENANCE 

13-503.1 General 

It is necessary to allow workhours to 
provide for correction of day-to-day 
failures and malfunctions of building 
equipment. Making corrective repairs of 
some building equipment, such as drink
ing fountains, flush valves, and small 
fans, is a more practical and economic 
maintenance procedure than an elaborate 
preventive maintenance program. 

13-503.2 Detinition 

Corrective maintenance is defined as 
that work required to correct day-to
day equipment failures and malfunc
tions. The need for such work may 
originate from problems identified by 
employees or calls from other building 
occupants. Corrective maintenance does 
not include major repairs and/or 
improvements, such as replacement of an 
air-conditioning cooling tower, central 
chiller, or building roof, and renova
tion or upgrading of a building area. 

13-503.3 Starting Allowanoe 

The standard annual allowance for 
corrective maintenance is 8 workhours 
per year per 1,000 gross square feet. 
It is recognized that some buildings 
may require more or less workhours due 
to their age, need for major renova
tion,or operating conditions. The 
Field Division General Manager/ 
Postmaster may authorize a departure 
from the standard allowance when 
supported by evidence of unusual actual 
work load. The actual work load is 
determined by reviewing completed 
maintenance work orders or appropriate 
reports identifying workhours used for 
building corrective maintenance 
activities for the previous 3 years, if 
available. Factors to be considered 
when evaluating the actual work load by 
this means should include repair 
methods, personnel utilization, and the 
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impact of completed major repair, 
alteration, modification, and 
improvement projects. The standard 
allowance or average actual work load 
for corrective maintenance to building 
equipment is to be entered on Form 
4893, Column h. 

13-50. MISCELLANEOUS 

13-50 •• 1 General 

Experience has shown that there are 
some workhour requirements for the 
operation of a building that cannot be 
identified within any of the previously 
discussed categories. Due to the wide 
variety of miscellaneous activities, it 
is impractical to isolate and develop 
standards for the accomplishment of 
every type of activity. Examples of 
miscellaneous activities include 
authorized meetings, training, and 
administrative time. This does not 
include space adjustment and nonpostal 
funded activities described in 13-505 
and 13-506 for which special staffing 
allowances may be authorized. 

13-50 •• 2 Stafting Allowanoe 

The standard allowance for miscella
neous work shall be not more than 10% 
of the total building operation and 
maintenance workhours (operating 
routes, preventive maintenance, and 
corrective maintenance) • Enter this 
figure on Form 4893, Column 1. 

13-505 SPACE ADJUSTHERTS 

13-505.1 General 

It is also recognized that there are, 
to varying degrees, frequent changes to 
and relocations of postal operations. 
Minor changes, renovations, or al tera
tions to the building which are needed 
to accommodate such changes may be ac
complished by postal maintenance em
ployees. Examples of space adjustments 
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include installation or relocation of 
lighting, electrical outlets and 
switches, HVAC, or other utilities 
equipment; removal or installation of 
partitions, doors, miscellaneous 
fixtures and hardware; and painting. 

13-505.2 Staffing Allowance 

The standard annual allowance for minor 
alteration and improvement projects 
resulting from moves and space adjust
ments is 5 workhours per year per 1000 
gross square feet of building area. A 
departure from the standard allowance 
may be made by the Field Division 
General Manager/Postmaster if the local 
office provides supporting evidence of 
unusual actual work load of this 
nature, as outlined in 13-503.3. The 
standard allowance or average actual 
work load for space adjustments is to 
be entered on Form 4893, Column j. 

13-506 NONPOSTAL FUNDED WORK 

13-506.1 Definition 

Workhours may be incurred for mainte
nance of equipment or areas belonging 
to other occupant agencies which is 
beyond normal, or standard level, 
building services, but because of 
available expertise, equipment, or 
other factors, is to the advantage of 
the Postal Service to accomplish on a 
reimbursable basis. This would include 
maintenance of equipment installed by 
occupant agencies for their exclusive 
use, such as emergency generators, 
special environmental control 
equipment, and special lighting. 

13-506.2 Staffing Allowance 

No standard workhour allowance is 
provided. An allowance may be 
authorized based on the documented 
work load submitted with the staffing 
package. Enter locally required hours 
on Form 4893, Column k. 

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

13-507 WORKBOUR REQUIREMENTS 
SUMMARY 

13-507.1 General 

13-507.2 

The total building operation and 
maintenance annual workhour require
ment shall be summarized on Form 4893, 
Figure 13-6. 

13-507.2 Instructions for Completion 
of Form 4893, Annual Building 
Equipment Operating and 
Maintenance Workhour 
Summary 

Column b, Type of Work: May be used to 
identify different types of craft work, 
e.g., HVAC, electrical, elevator, 
plumbing, and miscellaneous. This is 
usually applicable only to large 
facilities where the work load will 
support specialized craft posi tions 
such as electricians, plumbers, eleva
tor mechaniCS, stationary engineers, 
building equipment mechanics, and 
enginemen. Workhour requirements for 
general types of equipment are 
subtotaled on other forms used herein. 

Column c: Enter the annual standard 
workhour requirements for building 
equipment preventive maintenance from 
Form 4896-A, Grand Total. 

Column d: Enter other local workhour 
requirements for preventive 
nance, if any, from Col umn 
4896. 

mainte
j, Form 

Column e: Enter the annual standard 
workhour requirements for traveling 
operating routes from Form 4894, block 
71. Exclude any workhours that were 
included in block 36 of Form 4895. 

Column f: Enter the annual standard 
workhour requirements for stationary 
operating routes from Form 4895, block 
38. 
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Appendix 13-B (p. Ja8) 

2. Shut down and drain pump housing; 
note if suction and discharge 
val ves are holding. 

3. Remove gland. 
4. Examine shaft sleeve for wear; 

replace as necessary. 
5. Adjust gland evenly, finger tight. 
6. On pumps with oil ring lubrica

tion, drain oil, flush, then fill 
to proper oil level with new oil. 

7. Perform lubrication in accordance 
with manufacturer's instructions. 

8. Clean strainers. 
9. Put pump into operation. Stop and 

start pump, noting undue vibration 
noise, pressure, and action of 
check valve. 

10. If test is satisfactory, start 
pump again, and adjust to slight 
leakage through gland. 

11. Wben pump reaches normal operating 
temperatures, check alignment 
between pump and drive. 

GUIDE lUMBER P-19 

RADIATORS, HEATIIG 

Frequency: Once Every 5 Years 
(Prior to heating season). 

Checkpoints: 

1. Remove and inspect seat of trap. 
Clean out trap. 

2. Replace thermal el ement with new 
or tested unit. 

NOTE: Replace defective seats in 
traps fitted with removable 
type. 

3. Check radiator valve for free 
turning and seating at same time. 
Check packing. 

4. It radiator has automatic 
temperature regulating valve, 
remove valve cover and remove dirt 
by vacuuming. 

5. For hot water radiators, check 
bleed valve. 

6. Check for sediment - clean if 
necessary. 

Operation and Maintenance of Real Property 

GUIDE NUMBER P-20 

ROOF, BUnT-UP 

Freq uency: Semiannual 

Workhours per Frequency: Calculate 
annual workhours ~ using the standard 
times for building/components and 
checkpOints listed below. 

Check
point 

Review inspection 30 minutes 
materials per 

inspection 
Assemble equip- 10 minutes 
ment and tools per 

inspection 
1 Outside building 2 minutes 

walls per 100 
lineal ft. 

2 Inside ceilings 2 minutes 

3 

4 

5 

6 

7 

8 

and walls per 1000 
(top floor) sq. ft. 

ceiling 
area 
(offi~"}) 
1 m' .• ute 
per 1000 
sq. ft. 
ceiling 
area 

Roof Perimeter 

Gutter 

Expansion/ 
control joints 

Roof 
penetrations 
Roof drains 

Roof l-Jat 

. (workroom) 
1 minute 
per 20 
lineal ft. 
15 minutes 
per 100 
lineal ft. 
1 minute 
per 20 
lineal ft. 
.5 minutes 
each 
.5 minutes 
each 
5 minutes 
per 1000 
sq. ft. 
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Operation and Maintenanre of Real Rroplrrty 

(2) Five-day-per-week occupancy 
excluding hol idays  equals 250 days 
a year, 

The opera t ing rou te  s h e e t s  f o r  c e n t r a l  
c h i l l  water and/or b o i l e r  p lan t  equip 
ment a h a l l  include t h e  following: 

(1) When t h e  p lan t  is  t o  be placed i n  
opera t ion i n  accordance with 
l o c a l  weather conditions. 

(2)  The normal opera t ing hours of t h e  
p lan t  during t h e  heat ing o r  
cooling season. 

(3) The frequency of t h e  physical  
inspec t ions  and checks t o  be made 
of t h e  equipment and t h e  time t o  
perf o m  same. 

(4)  f nformation on u t i l i t i e s  conserva- 
t i o n  i n  regard t o  b i l l i n g  d a t a  and 
gu ide l ines  t o  avoid peak demands. 

(5) Information t o  be included i n  the 
p l a n t  log. 

(6)  Water- treatment procedures includ- 
i a g  t h e  frequency of feeding, 
t e s t i n g ,  and t h e  time t o  perform 
same, 

(7) Specia l  cond i t ions  and opera t ions  
a t tendant  t o  t h e  p a r t i c u l a r  
i n s t a l l a t i o n .  

a, CEHTRAL C H m  WATER 

Continuous at tendance of c e n t r a l  c h i l l  
water p lan t s  is not  authorized. The 
amount of time needed f o r  the chill 
water plant  opera t ing rou te  is  t o  be 
based on t h e  actual number of r e f r i g e r -  
a t i o n  machines and accessory equipment 
i n  opera t ion (not  on the  t o t a l  nuanber 

of units i n s t a l l e d )  and on t h e  func- 
t i o n s  d e s c r i b e d  below, O p e r a t i n g  
func t ions  required on o t h e r  cooling 
system equipment remote from the cen- 
tral plant  a r e a  wU1 be performed on 
separa te  rou tes  as needed. See o the r  
p a r t s  of this s e c t i o n  t o  determine 
a p p r o p r i a t e  c r i t e r i a  a p p l i c a b l e  t o  
l o c a l  equipment. Calculate t h e  time 
required  f o r  p lan t  opera t ion and e n t e r  
on Fom 4895 as out l ined below and i n  
p a r t  13-502.12. 

(1)  Startup and Seawe (Cole 11) 

One-half hour w i l l  be allowed t o  
start and put t h e  c h i l l e r  p lan t  
i n t o  operat ion,  make a thorough 
inspec t ion  of t h e  equipment wi th in  
t h e  p lan t  area, and complete the 
opera t ing log. 

F i f t e e n  minutes w i l l  be allowed t o  
shut  down equipment i n  t h e  p lan t  
area. 

Wbere 24-hour-per-day opera t ion is 
j u s t i f i e d ,  the  s t a r t u p  and shut- 
down allowances w i l l  be el iminated 
from the  time required  t o  perform 
the  p lan t  operat ing route. 

(2) Operating Che0k.a (Col. 12) 

Inspect  operat ing equipnent every 2 
hours and record readings  i n  t h e  
log, This inc ludes  all opera t ing 
equipnent i n  the p lan t  opera t ing 
rou te  area. Allowable time is not  
t o  exceed 10 minutes per machine. 
An allowance f o r  checking out t h e  
c e n t r a l  con t ro l  board w i l l  be i n  
accordance with the Central Con- 
t r o l  Panel section of this appen- 
dix. 

Water treatment inc ludes  a c t i v i -  
t ies  such as feeding,  t e s t i n g ,  and 
blowdown ( s e e  HBK MS-24). The fre- 
quency and time f o r  this work must 
be determined loca l ly .  
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Operation and Maintenanoe of Real Propsrty Appendix 13-C (p, 3) 

b. CENTRAL - HIGB PRESSURE BOILER 
Pf3Urm OPBRATION 

USPS shutdown procedures  w i l l  be 
followed. Continuous a t t e n d a n c e  of 
cen t ra l  bo i l e r  p lan t s  is  not  author- 
ized. The amount of time needed f o r  the  
bo i l e r  p lant  operating route  w i l l  be 
based on t h e  ac tua l  number of bo i l e r s  
i n  operation, not  on t he  t o t a l  number 
of units i n s t a l l e d ,  and on t h e  func- 
t i o n s  described below. Operating f unc- 
t i o n s  required on other  heat ing system 
equipment remote from the  cen t ra l  p lant  
area w i l l  be performed on separate  
rou tes  as needed. Low pressure steam 
(belaw I5 p s i g )  and hot  water heating 
bo i l e r  operating c r i t e r i a  and allow- 
ances are covered i n  paragraph labeled 
3f of t h i s  appendix. Hand-fired o r  
stoker-fired bo i l e r  operations w i l l  be 
estimated on a local bas i s  and reviewed 
by t he  d iv i s i oaa l  off ice .  Calculate the  
time required f o r  plant  operation and 
en t e r  on Form 4895 as out l ined belaw 
and i n  p a r t  13-502.12. 

Uarkhours Per. Day 

( 1 ) Startup and Selrrure (Col. 30 )  

One-half hour w i l l  be allowed t o  
start and put t he  bo i l e r  p lant  i n t o  
o p e r a t i o n ,  make a t h o r o u g h  
inspect ion of the equipment within 
the plant  area ,  and complete the  
operating log. One-half hour w i l l  
be a l lowed t o  s h u t  down b o i l e r  
equipment i n  t he  plant area. Where 
b o i l e r s  are r e q u i r e d  t o  be i n  
operation 24 hours per day, t h e  
s t a r t u p  and shutdown a l lwances ,  
except f o r  the  i n i t i a l  starting and 
f W  shutdown, w i l l  be eliminated 
from t h e  workhour requirements. 

An operat ional  check must be made 
of a l l  bo i l e r s  i n  operation,  four  
times per s h i f t ,  not t o  exceed 15 
minutes per inspection.  For sh i f t -  

ing of equipment, i ,e. ,  placing 
addi t ional  equipment i n  service ,  
15 minutes per s h i f t  is allowed. 

An allowance f o r  checking out t he  
cen t r a l  control  board w i l l  be i n  
accordance with paragraph 3c of 
t h i s  appendix. 

(3) Water Treatment (Col, 32) 

Water treatment includes feeding 
and t e s t i n g  a c t i v i t i e s  (see HBK 
MS-24). The f requency  and t ime 
r e q u i r e d  f o r  t h i s  work must be 
determined loca l ly .  Also, time f o r  
receiving o i l  de l iver ies ,  adjust-  
i ng  of burners, and changing of 
o i l  burner t i p s  should be included 
here. 

0. CENTRAL CONTROL PANEL 
(Including General Monitoring 
System) 

The purpose of t he  panel is t o  simplif'y 
o p e r a t i o n s  by p rov id ing  neces sa ry  
information t o  t h e  operator as t o  what 
equipment is operating,  and i f  t h e  
system(s) a r e  being maintained wi thin  
t h e i r  prescribed predetermined condi- 
t ions .  

Workhour a l lmances  t o  complete opera- 
t i o n a l  checks of t he  cen t r a l  control  
panel are based upon t he  r e f r i ge r a t i on  
tonnage ins ta l l ed .  ,The time allowance 
is as follaws: 

Tonnage Workhour 
In s t a l l ed  Allowance 

300 t o  500 tons  7 minutes (0.12 hr. ) 
500 t o  1000 tons  10 minutes (0.17 hr,  ) 

1000 t o  4000 tons 15 minutes (0.25 hr.) 
over -4000 tons  20 minutes (0.33 hr. ) 

A complete operational  check of t he  
cen t r a l  control  panel shall be made 
four  times per 8-how s h i f t .  These 
operational  checks a r e  made during t h e  
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heat ing and air-condit ioning seasons as 
required. Calcula te  t h e  annual time 
required and e n t e r  on Form 4895, l i n e  
37 4 

NOTE: References t o  l i n e  numbers 
c i t e d  below a r e  t o  l i n e  num- 
bers  and equipment l i s t e d  on 
Form 4894 (Part 13-502). 

do LINE 1: A/C PACKAGE 
UNITS - SPECIAL 

S p e c i a l  purpose  package u n i t s  a r e  
defined as equipment serving an a r e a  
r e q u i r i n g  c r i t i c a l  t e m p e r a t u r e  and 
humidity con t ro l ,  where malfunction of 
t h i s  equipment would s e r i o u s l y  i n t e r -  
fere with t h e  a c t i v i t y  being performed 
i n  t h e  areas because  equipment o r  
material would be damaged. Specia l  pur- 
pose areas which are occupied a t  all 
times should be checked d a i l y  r a t h e r  
than twice d a i l y  s ince  occupants w i l l  
place a se rv ice  c a l l  when add i t iona l  
a t t e n t i o n  i s  needed. Package u n i t s  
normally conta in  a l l  components wi th in  
an enclosure;  however, t h i s  item may 
include a r e f r i g e r a t i o n  system with 
separa te  components i n  t h e  near v ic in-  
i t y .  I n  such cases,  t h e  components 
should not  be l i s t e d  separa te ly .  The 
capacity of such units is usual ly  under 
50 tons. U n i t s  above SO-ton capaci ty  
should usual ly  be l i s t e d  under l i n e  5,  
r a t h e r  than l i n e  1 ,  

be checked twice d a i l y  f o r  s t a r t u p  and 
shutdown. Air handlers  equipped with 
automatic o r  remote s t a r t u p  con t ro l  
devices  w i l l  be l i s t e d  under l i n e  37, 
r a t h e r  than l i n e  2. 

f, LINE 3 : HEllTING BOXLERS 
(Hot Water o r  Low Pressure Steam) 

USPS shutdown p r o c e d u r e s  w i l l  be 
f 01-lwed. Generally, these  types  of 
boilers need not be checked more than 
twice per day when operat ional .  Oper- 
a t i n g  logs ,  Form 4846 o r  48468, provide 
s p e c i f i c  opera t ional  a c t i v i t i e s  t o  be 
performed . 
g. LINE 4: COOLING TOYER 

(Over 500 Tons) 

Cooling tower inspec t ion  frequency w i l l  
correspond t o  t h e  r e f r i g e r a t i o n  u n i t s  
they serve. Enter here  o r  on . l i n e  17 
depending on capacity. 

h. LTm 5 : REFRIGERATION EQUIPMENT 
(Small Central  C h i l l e r s )  

This allowance is f o r  small c e n t r a l  
c h i l l e r s  with c a p a c i t i e s  from 50 t o  150 
t o n s  o r  l a r g e r ,  o r  t h o s e  t h a t  a r e  
remote from t h e  c e n t r a l  p lan t  area. The 
allowance includes  time f o r  checking 
o the r  equipment such as pump, conden- 
ser, e tc .  , i n  t h e  same roan o r  area.  

i. LIMES 6 THROUGH 9: RESERVE3 

The opera t ion of r handlers  s h a l l  
conform t o  USPS equipment shutdown 
procedures .  These u n i t s  should n o t  
operate a t  n igh t  o r  on weekends when 
t h e  a r e a  served is unoccupied. Air  
handlers  may c o n s i s t  of a c e n t r i f u g a l  
fan,  heating,  and cool ing co i l s  with 
dampers, c o n t r o l s ,  and c i r c u l a t % n g  
pump, This allowance is  only f o r  equip- 
ment with manual s t a r t - a t o p  devices  t o  

3. LINE 14 : CWRESSED A I R  SYSTEMS 
(For Building Systems) 

Compressed air systems (all c a p a c i t i e s  
and types) may c o n s i s t  of one o r  two 
compressors  ( d u a l  t y p e )  s u p p l y i n g  
c e n t r a l  air and counted as one unit. 
A i r  compressors on a water supply or 
fire p r o t e c t i o n  sys tem s h o u l d  be 
included under l i n e  19. 
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