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SETTLEMENT AGREEMENT
The undegsig:zed parties, by and through their respective representatives

agrée to the following provisions for the purpese of sett%es?ent "of the
pending grievance in Case No. HIC-NA-C-46.

1. The parties agree fo the MS-47 Handbook, *Housekeeping-Postal
Facilities* as revised {4/13/83) as found fn Attachuent One to this
settlement agreement. _

2. The Postal Service will not implement frequencies below the specified
ranges contained in A‘ti‘:aﬂmn‘t One yitm providing-the union, at thé
Regional level, with the relevant document(s) Justifying the reduced
frequency(fes}. Documentation will be provided to the union upan tentative
Regicnal approval of a lower frequency than found in the revised MS-47
and the APWY ui‘i‘i have an opportunity o meet with Regional management
prior to implementation of 4 frequency(ies) below those delineated in
Attachment One. IF there is & disagreement between the parties as a
resylt of this meeting, zha dispute is a proper subject for the grievance.
arbitration procedure.

3. The Postal Service agrees that due to the implementation pf the
revised MS-47, esép?eyées on the payroll as of the dste of. this settlepent
will aot be involuntary excessed outside the commuting areas of their
present work locatien, nor will their hours be reduced due to the implementation
and utilization of the revised M3-47.

4. The union agrees to withdraw the grievance scheduled for arbitratfon
on April 28, 1983, on or before April 20, 1983.

RICHAKD T, WEVUOAU
FOR THE AMERICAN POSTAL WORKERS UNION

HITLTER RS
FOR THE UKI ST&?E‘S POSTAL SERVILE

/
Bated: %ffgg,;f €%




Below is additional information and guidance on how 10 proceed regarding the MS-47 DAS
award. Mr. Devine's message is consistent with our direction from MPP.

Please place this and my previous message in your folders for this effort 10 ensure we are
correctly and consistently responded to HQ direction down to the local level.

Thanks,

Thomas D. Duchesne

Area Manager, Mainienance Operations
Eastern Area, U. 8. Postal Service
thomas.d.duchesne@usps.qoy

412 494-2547

----- Original Message--—

From: Malizia, Stephen C - Eastern Area Office
Sent: Thursday, December 21, 2008 6:55 AM

Subject: FW: M5-47 issues
Importance: High

For your edification the iatest on the DAS MS-47 implementation is explained by Pat Devine, |
will need to know any union activity generated on our plans to comply with DAS.

««««« Original Message-----

From: Devine, Patrick M - Washington, DC

Sent: Wednesday, December 20, 2006 4:15 PM

To: SALOIS, RENE J; Johnston, Gary W - New York, NY; Malizia, Stephen C - Eastern Area Office;
Lance, Floise - Memphis, TN

Cc: Knighton, Alexis V - Gaithersburg, M, Miakar, Michael R - Bloomingdale, IL; DeHate,
Kenneth A - Denver, CO; Connely, Gary L - San Francisco, CA; Hambalek, Uisa - Dallas, TX
Subject: FW: M5-47 issues

Hi-

As foliow-up to our maintenance telecom last week and to the lengthy discussion
we had about the recent Das award, and in response to a spate of e-mails I'm
getting, iet me offer the following:

The Das award had essentially 3 mandates:

1} to rescind the 2001 M5-47 and reinstate the 1983 version;
2} toreinstate or prepare staffing packages as soon as practicable; and

31 remand to the parties to discuss whether 8 remedy for the imervening
period (2009 to now} is appropriate. . Das retaining jurisdiction for the
remedy.




As the mandate for 3} clearly runs to us in HQ, be advised that | have already
begun discussing the remedy issue with Steve Raymer, Maintenance Craft
Director for the APWU, and the discussion will resume upon his return from
vacation the first week of January.

Regarding 1} and 2), the Operations folks have already begun digging out the
documents associated with the 1983 MS-47: the Form 4889 {inventary), Form
4838 (Custodial Scheduling Worksheet), and Form 4852 Workload Analysis
and Summary......the 4852 includes the “body count” for staffing
packages. As a result of the Das award, local maintenance managers are
receiving RF1s for these 3 forms, and local LR folks are being asked that
grievances held pending be resurreciced pronto. The other piece to this
puzzle 1s that the folks in maintenance Operations automated everything
consistent with the 2001 MS-47, and the process of “reinstating or
preparing staffing packages as soon as practicable™ is somewhat delayed
by the conversion electronically back to the 1983 version. Nevertheless,
Maintenance Operations mandated the conversion back to the 1983

version. Finally, as the P/S was mandated o reinsiale or prepare staffing
packages, every Union rep will want us 1o simply reinstate the 2001 staffing
numbers, presuming that the 2001 handbook resulted in less custodians.
Howevet, even in converting back to the 1383 MS-47, circumstances throughout
the 1983 MS5-47 grant local maintenance Managers authority fo revise their
staffing numbers. As a result, there may nol necessarily be a significant rise in
custodial staffing, depending on locat fact circumstances. '

However, as discussed at the telecom, we believe that the time period
{probably several months) during the electronic conversion is reasonable,
angd as the case has not been [ully resolved during the remand period, the
resurrection of grievances, and the turning over to the Union the requested
iterns, is prernature. After all, it is possible that either through discussion
during the remand or through arbitration back in front of Das, that there
may be no remedy available 1o these Local unions at all.

For those reasons, and for consistency (as articulated extremely well by
Gary Connelly during the telecom), the best course of actions to continue
10
1} hold the grievances; and 2) deny the RFIs as premature. A written
response 1o Steve Raymer’s request for discussion on the remedy is
being drafied, and shall indicate the Postal Service’s general
position regarding 1) and 2), above, and the overall premature
theme described herein,

As informnation, as far as moving forward with the Maintenance Managers
moving forward with getring information available, find below a copy of
the text of the salvo issued from Maintenance Operations at the HQ level:

“Begin to gather old existing Information and to create and update your
48685, This is part of cur eHort to reinstate the old MS-47 as soon as
precticable. MPP is working on sottware for eMARS that will allow you to




build new MS-47 statfing packages. The old software is obsolete in our
current computing environment and incompatible with our current
computer systems. This has been in the works since immediately aHer the
award and is considered by us “ag soon as practicable”

Deny information requests at the local level as “inappropriate and
premature” since the remedy was remanded to the part:es at the national
level and has not yet been resolved.

Deny any grievances based on the fact that we are, s an organization,
working on a solution to roli back to the previgus MS-47 and it is a large
undenaking which we are doing “as soon as practicable.” Furthermore
since the remedy has not been determined, it is premature to discuss any
local liability either for the past or for the interim, while we are putting new
systems in place,

Please let me know if you need anything further,

Patrick M. Devine, Labor Relations Specialist

Headquarters Labor Relations
(202) 268-5421
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From: LeFevre, Terry C - Merrifield, VA
Sent: Wednesday, December 20, 2006 12:39 PM
Ta: Duchesne, Thomas D - Eastern Area Office; Baxter, Bouglas D - Scranton, PA
Co: O'Hara, Dan - Eastern Area Office; Laag, Fredrick D - Eastern Area Office; Zanella,

Donald J - Warrendaie, PA: Davine, Patrick M - Washington, DC; Gamache, Edward
L - Washington, DC: Rogers, Michael G - Merrifield, VA
Subject: RE: M3-47

Currentty | can offer the following advice.

Begin to gather old existing information and to create and update your 4868s. This is part of our
effort to reinstate the old M5-47 as soon as practicable. MPP s working on software for eMARS
thiat wili allow you to build new MS-47 staffing packages. The old soffware is obsolete in our
current computing environment and incompatibie with our current computer systems. This has
been in the works since immediately after the award and is considered by us "as soon as
practicabie.”

Deny information requests at the local level as “inappropriate and premature” since the remedy
was remanded to the parties at the national leve! and has not yet been resolved.

Deny any grievances based on the fact that we are, as an organization, working on a solution to
roli back to the previous MS-47 and it is a large undertaking which we are doing “zs soon as

practicable.” Furthermore gince the remedy has not been determined, it is prermature to discuss
any local Hability either for the past or for the interim, while we are putting new systems in place.

Terry C. LeFevre

Engineering - Maintenance Policies & Programs
Phone 703-280-7120
Termv.C.LeFevre@@usps. ooy

From: Duchesne, Thomas D - Fastern Area Office

Sent: Monday, December 18, 2006 12:40 PM

To: Baxter, Douglas D - Scranton, PA

Cc: LeFevre, Terry C - Merrifield, VA; O'Hara, Dan - Eastern Area Office; Laag, Fradrick D -
Eastern Area Office; Zanella, Donald J - Warrendale, PA

Subject; RE: M&-47

Douglas,

Tranks for the note. | have already heard that the Pittsburgh BMC is recelving grievances for 160
hours per week over time relating to the MS-47,

i have heard no further guidance from HO,
Again, piease sit Yght my siaff and | will forward guidance as it is received.
Thanks againi|

Thomas D, Duchesns
Ares Manager, Maintenance Operations

Ty Y




American Postal Workers Union, AFL-CI10O

Mairtenance
Division

{202} B42-4774 [Office)
{202} 289-3746 {Fax)
Steve Raymer, Director
Gary Kloepfer, Asst, Dir.
Greg See, Asst. Dir.

ldowiu Balogun, Rep®@Llg.

National Executive Board

\Wiliaen BUFRS
Fresident

CHE T, 37 Gulfey
Executive Vice Pregioerd

Terry Staplelon
Secretany-Treasurer

Greg Bel
Irfustoini Relations Director

Jamaes "dim" BeCarity
Girector. Cerk Oivision

Stevers G “Sieve” Rapmer
Drrectoarn, Maintenande Divigion

Hotyer] [ TBol” PAChars
Lirprtor. MVS Divaion

Srprpn: M. SDng
Ceriral Regon (oondeawair

Jim Burke
Eastern Region Cobrdinator

Enzabeth L Powel
bigries st Region Coodinator

Witiarm "B Suliivan
Southem Region Coordinay

Omar M. Gonnie?

13001 Street, NW, Washington, DC 20005

December 8, 2006
RE: MS-47 Enforcement

Dear Local/State President & Maintenance Craft Director:

Arbitrator Das has issued the award in case Q98C-4Q-C 02013900 regarding
the USPS issuance of a replacement MS-47. The ruling is:

The Union's challenge to the revised MS-47 issued by the
Postal Service in 2001 is sustained on the basis sei forth in
the above Findings.

This is the third in a series of awards addressing the USPS” actions to

. standardize cleaning frequencies by higher level mandates (Cleaning Frequency

Award); reduce work performance & scheduling requirements (Line J Award) and
finally to gut the foundation of Postal Custodial staffing and work and eliminate
frequencies, Our success in fending off these assaults has been a team effort of all with
responsibility to represent the Maintenance Craft.

We again ask for your assistance in implementing a critical aspect of the MS-47
Award. In the award, Athitrator Das ordered {the entire award is available for download
on the APWU web site):

Under the circumstances, it is appropriate that the Postal
Service be directed to rescind the 2007 MS-47, to reinstale
the 1983 MS-47, and to reinstate or prepare staffing
packages as soon as practicable. As the Postal Service has
stressed, the building inventories still are in use and the
performance standards have nof been changed. Prior
staffing documents based on the frequencies determined by
the appropriate level of management under the 1983 MS-47
presumably stilf exist, and can be revised unider that
Handbook where needed. {UA)

With the issuance of his award, the 2001 MS-47 was rescinded ag if never
issued and the 1983 MS-47 is reinstated. Custodial staffing and work scheduling and
performance in facilities under vour jurisdiction are to be done as per the 1983 ME-47.

By way of information for you, & custodial staffing package uses three (3}
essential forms, They are the PS 4869, Building Inventory; PS 4839, Custodial
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MS-47 Enforcement

Scheduling Worksheet and PS 4852, Workload Analysis {route sheets, Form 4776, are
then developed). As stated above, it is presumed these documents still exist, and in
particular the starting point for staffing, the PS 4869, was always in use.

You should make a written inquiry to your local management as fo when
you can expect your office te be in compliance with the Das award, Please reguest
a copy of the reinstated or adjusted custodial staffing package. Inquire if all PS
4776, Custodial Route Sheets, are being used as required {many had been
‘suspended’ by Maintenance management). Local management should be able to
comply with this part of the arbitration award in a shert period of time if they
haven’t already done so. A response that they are awaiting higher level
instructions is insufficient,

The Arbitrator did not award the Postal Service ‘amnesty’ for the time it relied
upon the 2001 MS-47. Any action the Service undertook in regards to implementation of
the 2001 MS-47 was accomplished at its own peril. Only the issue of remedy Tor the
“intervening period” when the now defunct 2001 MS-47 was in the field is remanded to
the Headquarters’ parties. We are presently in discussions on that aspect of the award.
The requirement to come into compliance with the 1983 MS-47, to repeat, is immediate,

Compare your current custodial staffing to that which is required by the PS
4852. If you already have a grievance in the system, you should already have the
staffing documents. Since your corrective action in this instance would be prospective,
you should apply a remedy for each custodial position your installation is short staffed,
including lost work hours, overtime, ete. and out-of-schedule for those that would
change duty assignments, '

If you have any difficulty with lecal management, please contact your
Maintenance Craft National Business Agent.

oo Pfpr . Cam K Lreqf~

Steven G. Raymer/ ‘ Gary Kloegfer
Director Assist, Director

7 ?
g@zg},‘? 5£y/_,« A Ee \?‘:’S}ﬁ‘*’\\) —
Gregory See Idowu Balogun
Assist. Director Nat’l Rep. @ Large




PRCBLEM:

On November 16, 2008, Arbitrator Shyam Das rendered his award in the parties'
dispute over the Service's 2001 revision to the 1983 MS-47 Handbook. By this
award, the 1883 MS-47 has been restored 1o its legitimate status as the
governing Handbook pertaining to custodial work and staffing. Arbitrator Das
stated:

Under the circumstances, it is appropriate that the Postal Service be directed to
rescind the 2001 MS-47, to reinstate the 1983 MS-47, and to reinstate or
prepare staffing packages as soon as practicable. As the Postal Service has
stressed, the building inventories still are in use and the performance standards
have not been changed.

Based upon this order, it is clear that the Service is not entitled to continue to
impose the results of its viclative implementation of the 2001 revision to the MS-
47 on the bargaining unit. Clearly, direct and adverse effects of the actions taken
by the Service must be reversed in order to comply with the award of Arbitrator
Das and to come into compliance with the MS-47 Handbook. The restoration of
the 1983 MS-47 as the governing Handbook requires certain actions now,
irrespective of the parties’ national level efforts to remedy the intervening period.
The MS-47 governs the determination of required custodial tasks and the
calculation of required custodial work hours associated with those tasks, as well
as the requisite staffing derived from work hours. Paragraph 116 of the MS-47
states, "Once a custodial staffing level is determined using the procedures in this
handbook, that staffing level must be maintained. If conditions arise that warrant
a change in staffing, the entire staffing procedures must be redone, i.e., new
forms must be completed.” This principle has been reinforced by settlement of
Step 4 grievance H7T-3A-C 8445, September 7, 1980. Changes to the staffing
and scheduling of custodial work have not been made in compliance with the
provisions of the ME-47. The Service did not complete new staffing surveys
under the terms of the MS-47; it, therefore, did not properly alter the staffing or
scheduling of work within the meaning of the contract. Custodial staffing,
according to MS-47, 121, begins with initial facility planning with expected
"medification based on local experience”. Changes to custodial staffing levels
are otherwise limited by the terms of paragraph 122, “The need for reassessment
may alsc arise as a result of changing workloads, building or grounds
moedifications, or the introduction of new cleaning or maintenance methods,
materials or equipment.” The changes that have occurred here were for none of
these reasons, causing the requirement of paragraph 116 that staffing be
maintained to control. Custodial work must be propery documented. The
Service is obligated by the terms of the MS-47 to use PS Forms 4776,
Preventive-Custodial Maintenance Route for this purpose. MS-47, 311, states,
“Written work assighments rust be prepared for alt regularly scheduled custodial
duties. Chapter 3 provides instructions for preparing these work assignments.
‘and paragraph 331 states, "Complete Form 4776, Preventive-Custodial




Maintenance Route, in duplicate for all regularly scheduled custodial
maintenance work listed on Form 4852, Any failure by the Service to properly
document and schedule custadial work will be treated as a failure to perform
required custodial maintenance for which a monetary liability is incurred,
consistent with prior arbitral history.

REMEDY

The Postal Service shall immediately come in compliance with the 1983 MS-47
Handbook as ordered by National Arbitrator Das by returning the staffing and
scheduling requirements effective to December 31, 2001. The bargaining unit
stafling shall be immediately restored to the number of custodial employees, duty
assignments, andfor work hours since December 31, 2001, such staffing and
work shall immediately be restored. The bargaining unit shall be compensated
per pay period per number of pasitions understaffed, until such time as the
staffing retums to the level it was at prior to the issuance of the 2001 MS-47. The
armount of this remedy will be adjusted appropriately for PTRs, including their
being made whole and paid at their hourly rate for lost work hours and where
work was not performed in accordance with the 1983 MS-47, the Postal Service
will pay at the appropriate rate for the work not performed
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Mr. James Lingberg

Director, Haintenance Division

. Americen Postal Workers
Union, AFL~CIO

1300 L Street, N.¥.

Washington, DC 20005-4128

Dear Mr. Idingberg:

‘This letter is in further regard to discussions between you
and Thomas J. Valenti of my staff concerning requests for
local maintenance staffing surveys. H

Pursuant to Article 31, Section 3, *"Requests for information
reloting to purely local matters:.should be sulmitted by the
local union representztive to the instellation head or his
designee.* Therefore, as zgreed, requests for staffing
surveys chonld follow the zforementioned contractual path.

- Farther, once the request is received, local management
relesse the staffing curvey (if available} to the union.

If there are any guestions regarding the foregoing; please
contsact Thomas J. Valentd of my staff at (202} 268-3831.

Bincexrely,

fsiened ¥illam & Dovee

William J. Downes

Hznager

Contract AMoinistration (APWU/HEMEUY
Iezbor Relstions
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] Themas K, Freeman, Jr,
Diroctor, Mairtenanae Olvision
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$EETANT POSTWASTER GENERAL
LAECR BELAT.CRS DEFARTVENT

Mt. Thomas Freeman, Jr.

Assistant Director

Mzintenance Craft Division

aserican Postal workers
Union, AFL-CIO

1300 L. Street, N.W.

washington, DC 20005-4107

Re: HBTT-3IA-C B445S
Class Action
Ft. wWorth, T™x 76101

Dear Mr. Freepman:

On several occasions, we met to discuss the above-captioned

grievance at the fourth step of cur contractual grievance
procedure,

The issue in this grievance is whether local management

violated the National Agreement by failing to ieplement a
staffing package.

After reviewing this matter, we mutually agreed that no
national interpretive istue is fairly presented im this case.

{1} The parties at this level agree that part 116 of the XS-47
applies: “Once a custodial staffing level is determined
using the procedures in this handbook, that staffing level
sust be maintained. If conditions arise that warrant a
change in staffing, the entire staffing procedure must be
redene, i.e., new forms must be completed.”

{1} Hanagement zlso agrees that it will not ipplement-
frequencies below the specified ranges identified in the
K5-47 without fellowing the procedure outlined in
prearbitration decision HIC-NA-C 46,

Accerdingly, we ayreed to remand this rase to the perties at

Step 3 for further processing, incleding arbitration if
HECEEBATY .




rhomas Freesman, Jr.

please sign and return the enclosed copy of this letter as
ycur acknowledgment of agreement to remand this case,

Time limits were extended by mutual consent.

Sincerely,

[ b »(Lv/
jﬁxizféi* 4¢%afi~ gw222229w . 4?f£@%%ﬁ4éf'
Kazthieen sheechan Thomas Freeman, Jr. '
Grievance & Arbitration Assistant Director

pivisgion ¥aintenance Craft Division

smerican Postal Workers

Union L-CIO
natej’:%& ;Z;g 7 /f‘fﬂ .
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Mr. Bobby Donelson

Naticnal Maintenance
Representative-at-Large

American Postal Workers Union, AFL-CIO
1300 L Streat NW

Washington DC 20005-4128

Re: D84T-10-C 97084381
R. Willlamson
London KY. 40741-9998

Dear Mr. Donelson:

Recently, we met to discuss the above-captioned grievance at the fourth'step of our
contractual grievance procedure,

The issue in this gnevance is whether management is required to maintain custodial
staffing holrs in the absence of the regular custedian?

After reviewing this matter, we mutually agfeed that no national interpretive issue is
presented in this case.

Furthermore, the Nahmnai Gamser Award AB-NA 0375 is both contralling and
. applicable to this issue.

_ Accordingly, we agreed to remand this case to the parties at Step 3 for possible
application of this award, or for further processing including arbitration, if appropriate.

Plezse sign and return the encic:sad copy of this decision as your acknowledgment of
agreement to remand this case.

Time limits were extended by mutual consent.

Sincerely,
LS ok Mt —
QscaLDC?Eea Bobby Darelstn
Grievance and Arbitration National Maintenance
Labor Relations Representative-At-Large
American Postal Workers Union,
AFL-CIO
Date: # g ﬁ//%/
£7E Lrbwraset Pz 89

Wagenazton 00 2UI60-4 900
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UNITEDSTATES
POSTAL SERVICE.

September 12, 2000

DISTRICT MANAGERS
PLANT MANAGERS

SUBJECT: Lamping Policy and Procedures

As a result of recent Inquides from field and area offices, the following poficy dériﬁcaticrs guides
Getd unils In replacing lamps in ighting fbdures.

eruorescent and incandescent lamps may be replaced by PS-2 and §8-3 Custodians. PS-2
custodians may only perform this work from floor fevel, while the PS-3 Custodians may work from
ihe floor, ladders, scaffolding and non-powered §ift platforms. When powered lift platforms that
require a Certificate of Familiadzation and Safe Operation are operaled, PS-3 Custodians are to
be paid at the level 4 rate for the time spent acltually operating the powered lift platform.

nNormaelly, Lockout/Tagoul procedures sre not required to perdom rouline replacement of bumed
out [amMps. '

For other lypes of lighting, such as: High inlensity Discharge (HID}, Low or High Pressure
sSodium, etc., local management should consull meintenance or safely personnel to determine
the position description and any special procedures required.- With the number of makes and
models of these fixdures, along with the procedures necessary 16 sccess the lamps, a spedific,
national policy cannot adequalely address all potential siluations,

Other elecirical repairs may NOT be pedformed by PS-2 or PS-3 Custodians, Use quaslified postal
mzintenance employees or 3 contracior. Contact the mainlenance organization serving your
{acility to delermine the approprisle procedures.

Please forward this memorandum 1o insizliation heads in faciliies, which have custodians,

Requests for further assistance in the area of Buliding Services, Bullding %c;uip}nenl, or Safetjf
may be directed to Wade Raines ai 703/280-7696 or Tom Duchesne at 703/280-7872. o

J. Gerard Bohan

Manager
mzintenance Policies and Programs

oo Menagers, Maintenance Support, Area Offices
Managers, In-Plant Support, Area Offices
Mznagers, Operations Support, Area Offices
Wiliam J. Dowling, Sem Pulcreno, Jery A, Jones, Thoemass J. Valentl, Rex Gallaher

B3 Lt MGuwaer
spmentsly VA ZXB2BHI
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= UNITED STATES

POSTAOLSERVICE

Mr. Steven G. Reymer

Girector, Maintenance Division

‘American Postal Workers Union, AFL-CIO
1300 L. Strest, NW

Washington [C 20005-4128
) RE: QUOT-4Q-C 04427113
Class Action
Washington DC 20260-4100
Dear Mr. Raymer:

On May 5, 2004, the American Fostal Workers Union initiated a dispute concerning whether the
Aprit 1, 2004, change to the 2007 MS-47, Housekeeping Postal Faclifies, and instructions to the
field efiminated certain custodial assignments In Vehicle Maintenancs Fasilities in violation of
Article 19 of the Collective Bargaining Agreement.

On numercys occasions, the fast being, August 31, 2004, we discussed the issue in dispite and
agree that no Nationa! Interpretive Dispute is fairly represented in this case. As & result of this
decision, the parties mutually agree to the following es full resclution of this case; ‘

In Postal Bulletin 22125, dated 04/01/2004, on page 77, the USPS notified the field thata change
was being made to the MB-47, which would clarify cleaning responsibilities In vehicle maintenancs
feciities. The change revised the first sentence In ltem 2 under seclion 511d of the 2001 MS-47
o reat):

“Cleaning (VMF only} No plarit maintenance custodial cleaning is authorized for the VMF
workroom.*

The former fanguage read:

“Cleaning [VMF only} Al VMF sites where the Gerageman position Is authorized, no
custodial cleaning Is authorized for the VYMF workroom.”

The above listed change was nol intended to alter existing assignments of employses In Vehicle
Maintenance and the Plant Maintenance Custodians, Cleaning responsibilities in Vehigle
Maintenance Facilities has been outlined in documents dated, July 27, 1883; October 5, 1995,
and most recently in g lefter from Mr. Edwerd Gamache, Manager Malnlenance Policles and
Programes, dated March B, 2004, This letter stated in part,

"This langusge wos in no way intended fo change any existing policias previousiy
identifying ihe division of maintenance responsibitities in the VidFs and defined in the
October 5, 1995, memorandum signed by the Vice President, Cperafions Support, and
the Vice Presidert, Engineering.

Maintenance Policies and Programs will reissue the March dth, fetter from Mr. Gamache ag
addiional clarfication fo field offives on cleaning responsibiftles in Vehicls Maintenance Facilities,

Acditionally, the resclution In this case I no marner efecis he existing dispute fled by the

APWL, case # QOBC-40.C 02043000, conceiting the 2001 revigions o Handbook MS-47,
Housekeeping Posial Facilties,

ATE UBwnewr Prags B
WimesTon DU FUES-4100
W LS LEWE



Tirme limits &t this level were extended by mutust consent ds if relates to the Articie 15 issues
involved in this dispute.

Pamela S. Molioy - % Steven G. Raymer-

tabor Relations Specialist Director Maintenance Diwélon
Confract Adminigiration American Postal Workers Union, AFL-CIO

1
Date: /Z/z/ﬁq
VAR




Lasos RELATIONS

UNITED STATES
P POSTAL SERVICE

Mr. Edgar Williams

Assistant Director,

Maintenance Craft Division

American Postal Workers Union, AFL-CIO
1300 L Street NW

Washinglon, DC 20005-4128

RE: 190T-11-C 85076544
CLASS ACTION
SIOUX CITY 1A 51111-8598

Dear Mr. Williams:

Recently, we met to discuss the above-captioned grievance at the fourth step of our
contractual grievance procedure.

The issue in this grievance is whether z leve! 3 custodian is entitled to be
compensated at level 4 when operating power equipment.

During our discussions the parties identified Cases DS0T-1D-C 95008464 and

H1T-5H-C 29378, as being similar in nature. Accordingly, the parties agree to

remand this case 1o the parties at Step 3 for application and determination of remedy
if any. ‘

Please sign and return the enclosed copy of this decision as your acknowledgment of
agreement to remand this case.

Time limits at Step 4 were extendad by mutual consent.

-~y éﬁmw&w

oy %mb%nm/ Edgar Williams
L abor Relations Specialist Assistant Direclor
(srigvance and Arbitration Maintenance Crafi Division

American Postal Workers Union, AFL-CIO

Date: gf/"vj‘ gﬁ? -?

ATE 3 Eewnn Pags BW
Whampenvis D JOPE04 300
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HUMAN RESOURCES
Midwest Ares

UNITED STATES

POSTAL SERVICE

[90T-11-C 95076544 DIST 501
GRIEVANCE NO.:

05713795 JLI095
GRIEVANT: CLASS ACTION

SHOUX CITY IA 51101-9998
LOCATION:

Without establishing precedent and without prejudice to the position of

either Party in this or any other case, the grievance is resolved as
fellows:

1t is mutually agreed that the Custodizl Laborers, P£$-3, are entitled to
be paid at P5-¢ for any time spent cperating ‘rider operated, powered
industrial equipment’, which may include mules, fork lifts, power
sweepeI$, and commercial grade lawn mowers. The parties at the local
level are to0 review the records to ascertain whoe has been assigned these
duties and the amount of time involved in such assignments from May 29
1985, te the‘present, $0 that they may be preperly compensated at the '
pS-4 level, if they have not already been compensated at that level .
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UNITED STATES POSTAL SERVICE
T 4TS L'Enfant Plazs, SW t:‘!_-:_:,‘_“’ ‘
Washington, DC 20260 e w';u.f et
L
DEC 121985
Mr. Thomas A, Neill
tndustrial Relations Director
American Postal Workers COUminst OF
Union, AFL-CIO GARY KLOEPEER, HBA
817 14th Street, N.W. AMERICAN POSTAL wo&&ﬁﬂgo?$é3H
washington, D.C. 20005-339% 7291 NORTH MAiH STREET,

DAYTON, OHIO 46418
Dear Mr. Neill: :

On September 10 we met in prearbitration discussion of
H1T-5H~C 29378, Woodland, California. The question in this
grievance is whether custodians with $F-46s should be paid
higher level pay while driving postal vehicles to the
carwash. : '

Tt was mutually agreed to full settlement of this case as
follows:

Lower level employees performing any duties
requiring an SF-46 will be paid at PS-4 rate
GE payc

Please sign and return the enclosed copy of this letter
acknowledging your agreement to settle this case, withdrawing
H1T~-5B~C 29378 from the pending naticnal arbitration listing.

_Sincerely:

,W 3-3¢-5¢

¥ Thomas A, Kelill {Date)
1ab@r Relatlons Specialist Industrial Relatiocons
ArBitration Division Director
Labor Relations Department Zmerican Postal VWorkers

tinion, AFL-CIO

Encieguré



REGULAR ARBITRATION PAKEL

in The Hatter of the Arbitration
between:

United States Postal Service
and

American Postal Workers Union

BEFORE:
Appedarancesi

For the USPS:

-

_For the Union:
place of Hearing:

Date of Hearing:
Record Closed:
pDate of Award:

relevant Contract Provisions:

Contract Year:

Type of grievance:

Grievant: Class

Post Office: Charleston, SC
Case No.: DSOT-1ID~C 95008464
local Griev.

Ho: 41109388

Jacquelin F. Drucker, Esq., Arbitrator

William B. Davie -
Labor Relations Specialist

Eddie Sears
Advocate

Charleston, SC
April 15, 1997
June 10, 1997
July 10, 1997

Articles 19 and 25
Naticnal Settlement

1830-1994

Contract

Award Summary

grievance denied in part and sustained in part.

Award is

1isited to the rfinding that under the 1986 national settlement,
custodian Laborers PS 3 are entitled to be paid at Level 4 for
tipe spent assigned to the operation of "rider~operated povered
industrial mobile equipment,* whether on or off postal
pr&liSBB» The record lacks specific proof of the instances in
which Level 4 pay would have begn varranted. . No monetary
dapages sre awarded.
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1. STATEMENT OF THE CASE

The instant class-action grievance relates to the level of pay
to which custedial laborers are entitled when cperating certain
types ©f equipment. The Union timely initiated a grievance, and
the matter properly is before the arbitrator. The arbitrator
conducted the hearing on April 15, 1997, at the postal facility
located at 7075 Cross County Road, Charleston, South Carclinag.
Both the USPS and the Union were given full opportunity to present
evidence, examine and cross-examine witnesses, make arguments, and
submit relevant case citations. The parties agreed to submit
written closing arguments, which were timely filed with this
arbitrator. In reaching the conclusions and award set forth
herein, the arbitrator has given full and careful consideration to
the complete factual record, all arguments, all cited contractual
provisions, and all case citations.

IY. JISSUE

The USPS proposed that the Issue to be resoclved by the
arbitrator is as follows:

Did the USPS violate the Naticnal Agreement or applicable
regulations when Level 3 custodial laborers were not paid
Level 4 pay when operating peower equipment? If go, what
shall the proper remedy be?

The Union would state the issue similarly but would use the terms
"power or driving equipment.®

1IT. FACTE
Richard Guarneri, Steward for the Union, testified that in

1994 8 few employvees were transferred to the Charleston facility
from other states. These employees mentioned o the Charleston
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workers that, at their prior work locations, when they drove lawn
mowers and sweepers and such types of vehicles, they had been paid
at a higher level of pay. HMr. Guasrneri investigated and found
that this had been the practice in Charleston as well. He
discovered a national-level settlement ¢that he believed was
controlling. That settlement, executed on March 26, 1986, by Frank
Dyer for the USPS and Thomas Neill for the APWU, provided as
follows!:

On September 10 we met in prearbitration discussion of
H1T~5H-C 29378, Woodland, cCalifornia. The guestion in
this grievance is whether custodians with SP-46s should
be paid higher level pay while driving postal vehicles to
the carwash. '

It was mutually agreed to full settlement of this case as
follows:

Lower level enployees performing any duties
requiring an SF~46 will be paid at P5~4 rate
of pay. Do

Please sign and return the enclosed copy of thig letter
acknowledging your agreement to settle this case,
withdrawing HIT-5H~C 29378 from the pending naticnal
arbitration listing.

{Joint 2, page 10.) Hr, Guarneri testifisd that the SF-4§ licenses
were changed to the OF-346s, and then, at about the sape time that
the instant grievance was initiated, the OP-2468 were elininated.

Mr. Guarneri initiated a grievance alleging that custodians
are being denied higher level pay for driving "mules, big ijoe,
blovwers, genie boom, etco.¥ Hr. Guarnerl testified that the
grievance addresses equipsent that i{s driven by an operator who
sits on the pachine and steers it with a steering wheel. He
contrasted this with the types of equipment that are pushed. Hr.
Guarnerl testified that by listing "blower" on the grievance, he
was referring to a plece of equipment that essentially is a parking
iot sweeper, which ls driven. With regard to the "big joe,® which
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is an electrical fork lift, he was not sure if it was driven or
walked and did not believe that a license was required’ for
operation. Hr. Guarneri testified that he had training on
operation of the Genle Boor, and he belleved that the operator gets
into it and drives it, but he was not sure. He testified that the
Genie Boom extends to reach heights. When asked on cross
examination if it were =a type of scaffolding, Nr. Guarneri
testified that it was, but cnly in the gense that both & car and a
herse are vehicles; the Genie Boom, he testified, ie mechanicailly
cperated whereas scaffolding is a structure.

The position description for Custodisl Laborer, PS 3 has been
unchanged since the 1970’s and provides in relevant part that the
worker Toperates a variety of power driven equipment such as floor
scrubbers, floor sanders, waxers, and wall washers; adjusts
brushes, buffers and other attachments on machines: uses wax,
polish and other protective agents epprepriate for the various
surfaces; washes walls and ceilings from sceffolding.'ﬁ_' The type of
equipment identified in that description, testified Hr. Guarneri,
is powerful but is controlled physically: the operator walks
behind it. Wwhen asked on cross examination ir caring for lawns
reguires the use of mower, Mr. Guarnerl responded that it aid, but
when asked if cleaning walks and drivewsys required use of parking
lot sweepers, he stated that it did not, although it migfxt involve
the use of a hand-operated leaf blower.

Mr. Guarneri could not identify a epecific instance in which
a Level 3 custodian had operated the equipnent at issue; he noted
that, while he knew the names of workers who had'_e'perated the
equipment, he did not know the specific days. Mr. Guarneri
testified that no custodian Level 3 was ever paid at Level 4, ana,
therefore, any time they cparated the equipment at issue »
violation occurred. It was, he testified, an on~going situation.
He testified that the custodians st p§ 2 operate the equipnent at
issué on a deily basis, although he could not cite specitic_
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custodians with dates on which they operated a particular type of
equ i pment. Mr. Guarneri observed that the route shssts wold
indicate who operated which equipment on any given day.

The Union offered into evidence a copy of Mr. Guarneri’s OF-
346 U.S5. Government Motor Vehicle Operator’s Identification Card,
which carries a listing, under the heading "qualified to operate,®
of the "Handy Herman (1ift}" and "forklift (Big Joe)" as well as
passenger asutomobiles and vans. The OF-34€ bears the following
statenment: "The holder of this card is qualified to operate U.S8,
Governnent vehicles and/or equipment specified, subject to the
restrictions set forth on the other half of this card. Carad must
be carried at all times when operating Government vehicles.=

-~

IV. POSITIONS OF THE PARTIES

A. Position of the Union

The Union argues that the issue posed herein was settled years
ago in the pre-arbitration agreement cited above. The Union argues
that, while the USPS discontinued the use of SP-46 licenses, they
replaced them with the OF-346, The duties performed under the OF-
346, argues the Union, are the same, and, therefore, the 1986
agreement still applies. The Union notes that there was no attenpt
to alter this language or agreement in the negotiations that have
followed for subsequent National Agreements. :

The Union cites the provisions of Postal Manual EL-311 which
relate to Authorization to Operate Motor Vehicles. Section 466,22
pertains, in part, to operation of "rider-operated powered
industrial nobile eguipment® and, argues the Union, defines what
equiprent previocusly required a valid OF-346.

The Union argues that tha position deseription of the
custodial laborer contains no reference to driving any postal
vehicle and addresses only power-driven eguipment that is pushed or
walked. The Union alsc cites a Step 4 settlement dated January 1ie,
1977, which states that, with regard to the shuttling of vehicles,
it is not contemplated that custodian laborers will he assigned to
perform higher level functions of driving vehicles and that "the
custodial employee who performed the driving duties in question was
properly compensated at the higher level rate of pay for performing
this work." The Union argues that this agreement establishes that
driving duties are “high-level®” work for which pay at P8 3 is too

& of 1o

31992-5-1769~C




low for the skill level of operating vehicles, be they nmotor
vehicles or rider-cperated equipment cutlined in EL-211. The Union
also cites a national-level agreement date-stamped February 5,
1988, regarding payment at the Level 4 rate to custodians for
operating a "vert-a-lift.”

Citing ELM Section 436.26, the Union asks that the arbitrator
award the custodians back pay for the six years previcus to the
£fi1ing of the grievance.

B. Position of the USPS

The USPS stresses the Union bears the burden of proof in this
case and argues that the Union has not met this burden. The pre-
arbitration settlement relied upon by the Union, argues the USPS,
addresses only the question "whether custodians with SF-46’s should
be paid higher level pay while driving postal vehicles to the car
wash." The USPS argues that, as was stated in the Step 3 decision
letter- in this case, "the SP-46 and its successor OF-346 were
elininated (well before the date of the grievance), as a
requirenent for operating not only motor vehicles, but also any and
all powered equipment, thus rendering the cited pre-arbitration
agreenent of no value.®

The USPS contends that the Union hes failed to demonstrate
that custodians are required to be licensed to operate motor
powered equipment. They are required to have training but, argued
the USPS, they are not required to be licensed to operate the
egquipnment at issue. The USPS notes that, on the OF-346, it is
stated that the card is necessary only for operating government
vehicles, and the fact that equipsent may be llsted on an OP-34¢
gimply indicates that the employee has been trained on that device,

The USPS also cites the position description which provides
that a custodial laborer M"operates & variety of power driven
equipment” and "cares for lawns and shrubs; cleans sidewalks and
driveway and removes ashes, gnow and ice.™ The USPS notes that the
Union witness testified that, In caring for a lawn or cleaning a
sidewalk, a custodian commonly will use power-driven equipment such
as leaf blovers and lawn movers.

The USPS ssks that the erbitrator deny the grievance.

& of 1o
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v. DISCUSSION

The resolution of this case reguires first an exanination of
vhether the national-level settlenment agreement executed on March
26, 1986, applies, as the Union argues it does, to the work
described In the grievance. The settlement states, "Lower level
enployees performing any duties requiring an SF-46 will be paid at
Ps-4 rate of pay." The USPS argues that thils agreement has no
&pp1i‘;ation because the license referred to therein, the Sr-46, and
ite successor, the OF-463, have been eliminated. The arbitrator
tinde, however, that the reference to the license regquirement
serves simply as a means of identifying the type of work for which
higher pay is appropriate. The nature of that work has not changed
and, thus, the fact that the USPS no longer uses OF-346s for any
purpose does not change the underlying applicability of the
agreement. Had the work itself changed or had the licensing
requirement been eliminated for only selected pieces of equipment,
she anelysis might differ. In this case, however, the USPS has
simply eliminated, scross the board, the US Government Motor
vehicle Operator’s Identification Card. The fact does not reflect
upon the nature of the work at issue, The partles used the sF-
46/0F~346 as a means of identifying higher level work, and this
work still can be identified, Thus, the intention of the parties
as to the payrment level for given tasks can be given continued
meaning and application. The agreement thus remains effective and
requires payment et the higher rate for operation of sguipment for
which an OF-346, when it existed, was required.

In ascertaining the type of work for which an OP-~346 was
required, the sections of EL-311 cited by the Union are relevant.
section 466,21 of that nmanual states as follows (quoted from the
union’se brief):

A1l postal ewployees, regardless of Job chssificaticnf
who are authorized o operate any motor vehicle (private,

¥ of 10




hired, contract, leased, or postal owned} or rider~
operated industrial nobile equipment on official
business, must qualify for and be issued & valid U.sS.
Government HMotor Vehicle Operator’s Identification Card
OF 346, before being assigned to equipment they are
regquired to operate.

Section 466.22 of the EL~311 then states:

Perscnnel assigned to operate motor vehicles or rider-
cperated powered industrial mobile equipment off of the
confines of postal installations must have in thelr
possession at ell times & valid State driver‘s license
and OF 346. Personnel required to operated rider~
cperated powered industrial wobile equipment who are
restricted to off-street driving shall not be required to
possess 8 State operator’s license. Their OF 346, which
must be in their possession during duty hours, shall
carry the notification Restricted to Off-street driving
.and should epply only to rider-operated industrial
equipment. Operators of motor vehicles must be licensed
by the State and possess a valid OF 346.

1t is clear from the foregolng provisions that the equipment or
which an CF-346 was required and for vhich Level 4 pay was agreed
is "rider-opersted powered industrial nocbhile equipment” whether
off-prewises or on postal property.

Noting that the OF-346 states only that the holder is=
ngqualified to cperate® eguipment as specified, the USPS argues that
an endorsement for particular equipment simply establishes that
the employee has been trained to operate the equipment; it dees not
mean that the employee is required to have the OF-346 to operate
the machine. The USPS is correct in this regsrd. The settlement
does not relate to training or to quaslification; it relates
specifically to required possession of an 5F-46 and, by extension,
its successor, the OF-3465. Thus, the determining factor is not
whether an OF-346 bears an endorsement for the equipment at issue,
but, rather, whether the OF-346 was required for operation of the
equipnent.
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The USPS also argues that, because the dispute that led to the
jog6 settlement involved driving of postal vehicles to the carwash,
the ©settlement clearly is limited to motor vehicles and not to
equi pment. The settlement’s terms, however, are unambiguous,
clearly setting forth a broad statement that level PS-4 will be
paid to lower-level employees "performing any duties requiring an
sr-46." Thus, interpretstion from the context of the dispute is
not yeguired, Operation of "rider-operated powered industrial
mobile eguipment®™ clearly is a duty "requiring an SF-46" and,
later,., &an OF-346, The analvsis ceases with this language,
regardless of whether the mobile egquipment would be, could be, or
" ever was driven to a car wash.

From the testimony, it appears that several of the equipment
types described in the grievance fall into the category of "rider-
cperated powered industrial mobile equipment.® The elements are
easily specified, the first one being, as argued by the Union, that
the eguiprent nmust be operated by one who rides, or sits atop the
equipment, as opposed to one who walks behind it, carries it, or
operates it remotely. In addition, the equipment must be powered,
as opposed to being pedaled or pushed, and it must be mobile. The
record in this case, however, does not clearly establish the nature
of each type of equipment or the manner it is operated. The
question of rider-operation in most Iinstances was uncertain. The
Union in its brief cited a naticnal-level settlement regarding a
vert-a-1ift, but the terms of that settlement indicate agreement
only that no naticnal interpretive issue was presented and that the
case shouldﬁ be decided at the regional level. The nmatter was
repmanded for "further processing and application of® the March 26,
1586, settlement, but this does not mean that the parties agreed
that, under the 1986 cettlement, Level 4 pay was required for
operstion of a vert-a-lift. The arbitrator cannot conclude from
tnis settlement, nor can she discern from the record, whether a
vert-a-11ft or other particular piece of eguipment is a8 "rider-
cperated powered industrial mobile equipment” for which an OF-346
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would have been required. There simply is no testimony or other
evidence establishing with clarity vhich of these cited pieces of
equipment is rider-cperated.

Even if such evidence were present, however, a further
inpediment to recovery would exist. The Union produced no evidence
of identifying instances in which given custodian laborers cperated
the eduiprent at iséue. Therefore, even if specific equipment
were identified as requiring an OP-346, the arbitrator could award
no back pay, for the record establishes ne evidence of who engaged
in such operation, at what time, or for how long. While gpecific
records sometimes are not available, proof is required beyond the
general observation that unidentified custodiana frequently
operated some of the cited equipment for some period of time.

The awerd in this case therefore is limited to the following
finding: Custedian Laborers PS 3 are entitled to be paid at Level
4§ for time spent assigned to the operation of "rider-operated
powered industrial nobile equipment," whether on or off pustal
premises.

July 15, 1897
y. ) Jacquelin P. Drucker, Esqg.
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UNITED STATES POSTAL SERVICE
475 UEnfant Plaza. SW
Washington, DC 20260

0CT 29 1085

Mr. Richard I. Wevodau

Director

Maintenance Craft Division

American Postal Workers
Union, AFL-CIO

817 14th Street, N.W.

Washington, D.C. 20005-~3399

Re: Class Action
Hollywood, FPL 33020
H4T~3W-C 6004

Dear Mr. wWebodau:

Cn September 26, 1985, we met to discuss the above-captioned
grievance at the fourth step of our contractual grievance
procedure;

The issue in this grievance is whether management is
obligated to have a union official present when a staffing
survey ls completed.

During our discussion, we mutually agreed to close this case
based upon the following: .
There is no contractual requirement for a union
official to be present when a staffing survey

is comple ted; however, the union is not precluded
from making a request to perform its own staffing
survey due to its disagreement on the package.

Please sign and return the enclosed copy of this letter as
your ackncwledgment of agreement to close this case.

Time limits were extended by mutual consent. °

=

Sincerely.,

Q‘&Mé‘ﬁﬁﬁ eerrless

Muriel Aikens Richard I. Wevocdau
Labor Relations Department Director
Haintenance Craft Divizion
dmerican Postal Workers
Union, AFL-CIO
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{naon Raiatong
UNITED STATES

FOSTALSERVICE

Ociober 31, 1997

Mr. James Ungberg

Director ,

Mainfanance Division

Ameticen Postal Workers Unlon,
AFL-CIO

1300 L Strest, NW

Weshington, DG 200054128

Dear Mr, Ungberg:

This letter Is In response 10 your recant telephone conversation with Thomss J. Velent]

of my staff conceming the requirement to complete P Form 4776, Preventive-Custodial

Mslntensncs Rovle s requred by Handbook, MS-AT Hourekeeping Posial Feciifies,

Specifically, you heve stked whethet the Meinlenance Activily Reporting snd
"Seheduling (MARS) syelem eliminsles the need o use Form 4776,

The efotementioned form fe presently required undet the ME47. The MARS system
does not eliminate this requiremient, :

Should thete be sny questions regarding the ferepoing, you mey cell Mr, Valenti st (202)
268-2831. '

.
ey

Sheerely,
Wt
Samusl M, Pulcreno ™ -

Maneger
Contrae{ Adminlstration (APWUNPMHU)

48 L By Punds BW
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5 Workload Scheduling and Reporting

517

BTt

517.11

61712

51713

517.2

&17.21

Preventive Maintenance (PM) Routes (Form 4776)
Route Sheetls

FPurpose

PM route sheets list specific groups of machines or systerns and designale
which should be serviced and which checklist tlems should be performed.
PM routes must not contain differant types of machines or systems and
should be limited 1o one type of maintenance with a corresponding checklist

informaztion

Route sheels mav contain instructions from the appropriate checklist. A
typical route sheet provides the following information:

a  Work code, '

Equipment acronym and equipment class,

Route sheet number.

Workhours required, frequency, and four,

Location of equipment.

s ap o

Same Maintenance Work

Raute sheets describe the same classes of mainterancs work as the
checklists. For examgple, one equipment inspection route right describe all
gear motors of a small butk conveyor system, Separate routing PM routes
might be made up for each of the incoming conveyor lines, the storage areas
of parcel sorler mashines, or all the portable sorting conveyors on a ficor. A
dleaning and iubrication route could cover cenveyors under the loading
platforms. Routes should be combined with other routes 1o provide from 4 to
7.5 hours of work per employee. Keeping routes within these limits
expedites scheduling snd allows maintenance employess sufficient time to
wiite work orders and reports. Each employee shouid be able to perform
zesigned routes within a workday and stiff have time for associated duties,

Preparation of Route Sheets

Guidelines

Pi routes sre assignments of work to be perdformed by maintenance
empicyess {see Exnibit 817.21). These routes identify the equipment to be
warked on by one of more employees and checklists to be used. Each route
showld be bmited 1o

a. P owork of the same ostegory and frequancy.

b, Fouipment of the same iype reguliing shmilar malntsnance.

c. Eguipment in the same srea.

Handbook BME-83, August 1888
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Tderiifeatiot
Preventive-Custodial Mainlenance Route  [f2hbof Fqupeer horany | Clasa N
EE TS RN L] L]
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Bulting F oty Toar Beic Wk Ynak
Tl wiBwWIMBMIG iSA] A TBA
MEEBateg Erupe Tirrs X Thed Lnigs} Nos.
o et i engtimbon Prive | Restuins 10 be Servized ; s
B R IT o 7= insieding Work Usity et
= Humbers [ Class From | e § us&:imFm

T Foren 47 74, Heosssba 1881 {Bee Heverse}

Exhibit £17.271 (p. 1}
Forng 4778, Preventive Qustodis! Maintenancs Routg

Handbook ME-63, August 1996
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" e y i ]
work Fo— Tomt M [35 T Hparvinnes lwied
“ Saigrad Flect Tacm ";""W B Wk Compbead Corthcabon ST,
LS TER Firih Tain [ Fw Car 1 Fene - s ! br ] Gwe 11 Dwa

! [l
Ttk ] Towr L TP Y [ B uish g

PL Fgmm ATTE, Meerins 100 Favrse

Exhibit 517.21 {p. 2}
Form 4778, Preventive-Custodial Maintenznce Route
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Pescription

Instructions

idantifcation
{a) Work Code

it} Equipment Acronym

{cy Class

() Number
MPE-Building Equipment
Component or System
Criginal lssuance Dale
[ste Last Revised

MMO No,

Estimated Time
{Hours & Tenths)

Building

Fregquency
Tour

Basic Work Week

e N,

MPE-Building Equiprnent
identification:
{5} Numbers

(&} Class

Enter appropriate work code for type of maintenance to be performed.
Appropriate work codes ares

01 Traveling and Stationary Operating Roules
02 Inspection

03 Routine Preventive Maintenance

04 Cleaning snd Lubrication

96 Custodial Services

Enter acronym of equipment to identify type of equipment on which
mairtensnoe is to be performed such as MPLEM, HVAC, FC, sta.

See Appendix 1.

Enter sequence number that ideniifies route, 8 number between 0001 and
SuEG,

Enter brief description of name of equipment/component or system and
equipment cless on which maintenance is o be performed.

Enter date route is initisted.

Enter date route is inftiated or revised.

Enter Maintenance Management Order number,

Enter total ime egtimated for gll equipment or areas listed on route.

Erter name or identification of building where egquipment or area 1o be deaned
is located,

Enter freguency of route to be done.

Enter tour during which route is scheduled.

Enter inclusive days that routs is 1o be petformed. Example: Routss to be
performed Manday through Fridey may be entered "Mon thru Fa™ o "M-F™
for biweekly routes, enter “week 1 and 3” or “week Z and 4." For less frequent

routes, erder 2 1, 2, 3, or 4 for work week route is scheduled to be performed.

Enter 8 number for eech Hem shown on route used to identify quantity of eguipment
listed.

Erler equipment number as reported on equipment master file.

Erder class of equipment, if appliceble, as identified on souipment masier file,

Exnibit 17,21 {p. 3}

Form 4776, Preventive-Custodia! Mainienance Roule—Completion Instructions

Handbook ME-63, August 1986
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Description instructions

Time Enter beginning and ending time that & room or sree is fo be deaned,
{Precise time scheduled to be used i manasgement's option.d

Priority Enter prictity code in chronological and slphabetical sequence 16 identify order

Checkizt{s) Nos.

Instructions

of imporiance for scheduling when 1abor supply shorisoe exists.

Enter quardity of ares or units 1o be deaned or policed.. For equipment, enter
sssotizted check list number{s) required to perform route.

Enter areas or unlis io be cleaned or policed and any instructions needed to
parform route,

Reverse Side

Description instructionsg

Work Dus Ener actounting period and week when role is due 10 be scheduled,

Assigned Enter name of employee assigned to perform routs, ar;od date route assigned
o be performed.

Started Enter date and time route started.

Cormpleted Enter date and ime rounte completed.

Total Time Used
KMinor WMaintenance
Fedormed (Time}

Certification of Work
Completed (Signsture}

Supervisor's Certification

Maintgnance Operations
Support Verficalion

Miror Maintenance
Ferformed

Enter tolal elepsed time (Including minor maintenance) used for equipment
listed on Front of route sheet. For psaudo-squipment, enter total time.

Enter minor maintenance fime used.

Signature of employee certifying route completed as assigngd.
Enter initiale and date centifying route performed as asségnad.
Verily, post, and dete as complete.

Erter date, tour, 8nd briel description of mingr maintenence performed.
Alsp, enter seral number of parts issue sip, if applicable,

Exhibit 517.21 (p. 4)

Form 4776, Preventive-Custodis! Malmtenance Route—Complation instructions

4
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51722

Steps

Scheduling of routes provides betler work assignments and time for

completing the required summary sheets and records. Suggested steps for

preparing a route shest include:

a, Seled several equipment flems, such as units of a conveyor of fan units
or an air conditioning plant.

5. Use a ficor plan as & guide, and fist each plece of equipment in the order
it is to be reached. A fioor plan alsc can identify the applicable iotal tme
required for performance of each activity indicated on the checklisl.

¢, Add or sublract pieces of equipment untit the lotal route time is within the
4 to 7.5 hour range per employee.

Verify the route by heving & qualified maintenance employee perform it
Assign the route iderdification (ses Exhibit 517.22) using the first two
digils to designate the type of activity,

f, Assign the appropriste scronym a8 prescribed in Appendix 1 of this
handbook, such as GVY for bulk beft conveyor or MPLEM for muitiple
position letter soriing machine, The four diglts are the rumber of the
route sheet in this particular series.

Exemple: A deaning and lubricating belt conveyor route sheet wouid be
recorded as 04 CVY 0012,

{2 Inspection
{3 Routine
04— Clean and Lube

0o~ Operational Mai

Work Cc«de————-——-—j t———m—m Sequence Number

01— Operating (MS-1)

06— Building Services (custodial)

NN- AAAAA- NNNN

Equipment Code/Acronym

sienance

Work Code
fnspection)

_02 MPLSM- 0001

= Sequence Nurnber
{first MPLEM

Equipment Acronyr inspection checkdist

Exhibit 517 22

Route Sheet lhentification nstructions for Form 4778

Hendhook MS-63, August 1986
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50

517.3

517 .4

51741

£17.42

517.43

547 .44

o
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i
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Uses of Route Sheets

Foute sheets have multiple uses. Understanding these uses heibs

malntenance personnel & accurately prepare the content, wording, and

sequence of checklists and route shests. Routs sheets can:

a, Group equipment in a reasonsble and logical manner to facilitate the
scheduling and performance of PM operations.
List the eguipment to be serviced and the checklist number tC be used.

¢, Alow reporting of minor repairs and adjustments, material ysed, and
time reguired for the work {18 minutes or less).

d.  Verlfy the completion of assigned work and account for the time required
for the employees to perform the PM duties. This information ks valuable
ir future scheduling of similar work.

Performing Routes

Traveling and Stetionary Routes (Opersting) {(Work Code §1) -
Treveling and stationary routes are perforred by personnel maintaining a
heating, ventilating, and air conditioning system and cther building
equipment in a USPS facility, Their primary responsibilities are to tum
equipment on and off, log operation of equipment, observe overall
performance of equipmaent, and make minor adjustments, See Handbook
MS-1, Operation and Maintenance of Real Property for further information.

Inspection Routes (Work Code 02)

Maintenance employees are furnished the appropriste equipment inspection
checklist, PM Work Order Card, andfor route. They must examine or test
each polnt listed on the checkiist,

Reutine Preventive Maintenance (RPM) Routes (Work Code 03)
These routes gre performed most frequently and require the most time.
Routes should be scheduled and zseigned 1o utilize best aveilable staffing.
Emgploveess performing RPM must use appropriate checklists. Employees
are responsitle for aff sssigned checklists, PM Waork Order Cards, andlor
routes.

Cleening and Lubrication Routes (Work Code 04}

The meintensnce employes's primary responsibility is 1o clean and lubricate
the equipment using the appropriste checkdists, PM Work Order Cards,
mradfor routes.,

Custodial Bervices, Building Cleaning (Work Code 16)
The maintensnce employee's primary responsibifity is to dlean the bullding
s defined in Handbook MEB-47, HousekeepingPostal Facllifies using

Handbook MEE3, August 1808
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approprsie checklists, PM Maintenance Work Order Requests, andfor
routes.

[

a
b
o
5

Cperstional Maintenance (Work Code 09)

Employees performing operstionsal maintenance monitor operational
performance, make adjustments, and take corrective action to improve
equipment performance and sortation guality. Operationsl maintenance may
be reported on Form 4808-B, Sfanding Work Order (ses Exhibit 541.2), or
entered in the Maintenance Adtivity Reporting and Scheduling (MARS)
systern Work Order Management module,

s Adjustments and Minor Repsirs
Adjustments and minor repairs or replacements are made by the employee
performing the roule i the tools and matedal are on hand and if the work can
be completed within 18 minutes for each piece of equipment on the route,
When more me, tools, parts, or staffing appear fo be required, the
discrepancy must be reported {o the senior maintenance official or designee
with 2 notation on the rovte or PM Work Order Card. A Maintenance Work
COrder Request must be prepared desoribing the nature of the defect, the
required work, the material needed, end an estimate of the workhours,
Personnet initiating the work order should make their descriptions as
complete as possibls.

siv  Completing Route Sheet/PM Work Record Card
On completion of a scheduled route, the employee must complete the PM
Work Order Card. T all #'ems of 2 scheduted Inspection route are not
completed, the employee should enter status code W or P, as appropriate,
on the PM Work Order Card and use either the Minor Maintenance
Ferformed column or the PM Work Record Card to nate the items
completed. Informstion regarding every work sssignment must be submitted
i the serdor mainienance official or designes. PM Wark Order Cards are
collected and reviewed for completeness. Supervisors must be informed of
deficiencies. If required, 2 work request must be initiated.

52  PREVENTIVE MAINTENANCE (PM) INVENTORY

The PA nveniory is found in the MARS Preventive Mainlenance
Maragement module for oY major aquipment by route type, dass, ang
eauipment rumber, Routes are #lso assigned for Custodial Services (C8)

Herdbook ME8, August 1988 5%



4 Management Procedures

4273 Delegating Responsibility
Maintenance supervisors must review, spprove, and initial all checklists and
route sheets in Maintenance Capable Offices (MCOs), The senior
maintenance official must designale the person responsible for reviewing
checklists used in non-MCOs. Recommended changes must be forwarded
to Maintenance Operations Support {MOS) or designes,

4274 Cuideline Changes

Recommendations for changes to nationsl guidelines must be forwarded 1o
the MTSC for review and approval.

43 CORRECTIVE MAINTENANCE (CM) WORK ORDER (FORM 4805)

131 Purpose
Work orders ere intisted as & result of maintenance personnel requesting
work based on their findings and observations. Other personnel may request
the initlation of 2 work order, ' '
Upaon approval, the work order must be sssigned & unigue number in the
appropriate Maintenance Activity Reporting and Scheduling (MARS) register
prior to scheduling, The work order should provide:

a. Documentalion, scheduling, and reporting of planned and unplanned
corrective, reactive, ang breakdown maintenance,
BDocumentation of CM root causes and costs.

¢. Documentstion and reporting of indirect maintenance, freining,
operstionsl maintenance, alterations, modifications, construction,
overhiaul maintenance, travel hours, safely, environmental, and energy
maintenance costs,

d. Documeniation of workhours and cost for nonrouting Custedial Bervices
{C8).

sz Maintenance Activity Control
The work order system is used to control all maintenance sctivity as shown
in Extibit 432, A work is conbrofted by a specific work order or by a
standing work order, with the exception of scheduled PM routes. Specific
work orders apply to planned corrective, readtive, breakdown, operational,
shteration, modification, construction, and overhaul maintenance, travel
fowrs, training, ervironmental, safety, and energy. Standing work orders.

% Handbook MS-83, August 1008
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appropriate checklists, PM Maintenance Work Order Requests, andlor
routes. '
51745 Operational Maintenance (Work Code
ST g spersiional i
ke sdiustments

09}
nce monitor operational -
and take corrective a y

s Adjustments and Minor Repairs :
Adiustments and minor repairs or replacements are made by the employee
performing the roule if the lools and material are on hand and if the work can
be completed within 18 minutes for each piece of equipment en the route.
When more time, tools, paris, or siaffing sppesar 1o be required, the
discrepancy must be reported to the senior maintenance official or designee
with a nolation on the route or PM Work Order Card, A Maintenance Work
Crder Regquest must be prepared describing the nature of the defect, the
required work, the materitil needed, and an estimate of the workhours.
Personnel initiating the work order should make their deseriptions as
complete as possible,

s13. Completing Route Sheet/PM Work Record Card
On completion of & scheduled route, the employee must complele the PM
Work Order Card. i all itermns of 2 scheduled inspection route are not
completed, the employee should enter status code W or P, as approprizte,
on the P Work Order Card and use either the Minor Maintenance
Parformed column or the PM Work Record Card to note the items
completed. Information regerding every work assignment must be submitted
to the senlor maintenance official or designee. PM Work Order Cards are
collected and reviewsd for completeness. Supervisors must be informed of
deficiencies. {f required, a work request must be Initiated.

52 PREVENTIVE MAINTENANCE (PM) INVENTORY

The PM jnvenfory is found in the MARS Preventive Maintenanoe
Marsgement module for alt major equipmend by route typs, dlass, and
squipment numbier, Routes are also assigned for Custodial Services {D8)

Handbook ME-E3, August 1088 &%
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54 WORK ORDERS (FORM 4805).

.thel ere not accomplished through & Preventive A
{Pil progrem.

s41  Description

5411 Non-Repetitive Work Request
Form 4808, Maintenance Work Crder Request (Exhibit 541.1) 18 arequest
to perform specific work and provides & description of required services. The
specific work request provides information for planning repalrg’ard
estimating workhours and meterial, 1 also provides suthdrization and:
instructions for when and how the job is to be done and space forraporting
work performed. Work order information becomes a part of the equipment
history file.

G4 Handbook #ME-83, Aupust 1888
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Exhibit 541.1 {p. 1) (maintenance work order requesty
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Exhibit $41.1 (p. 2) {equipment breakdown work order)
Form 4505, Maintenance Work Grder Request

‘Repetitive Work Request;
Form 26G4-8, Standing Work Order (Exh
‘work on lems such as hampe i

St

56 Handbook ME-83, August 1508
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5 Workload Scheduling and Reporting

tem Col. Description
Subeite Enter appropriate two-digh subsite code.
WIO Reg No. Enter two-dight work order register number.
Work Gode Enter two-dight work code number,
Equipmant Acronym £nter acronym as shown in Appendix 1,
Ecuipment Number Enter locally sssigned equipment number,
Work Order Number Enter four-dight work order number,
Date Enter date work completed,
Employee 1D Number Enter employee's name or employee's 1D number,
Level & Labor Enter level and fabor code and hours.
CodefHours
Work Compilsted By Indtisted by employee completing work,
Action Taken Code Enter sotion taken code,
Remarks Enter a brief descépﬁan of compleled work.
Waork Accepied By nitialed by supervisor accepting completed work,
Date Accepled Enter dete supenvisor accepted completed work,
PEDS
SOM 1 Start of message. No entry necessary,
LOM 2 Length of message. No entry necessary,
Trans iD 34 No entry necessary.
Subsite 58 Enter two-digh subsite code.
Waork Code 78 Erder two-digit work code number,
Equipment 213 Enter acronym as shown in Appendix 1.
Aronym

Equiprient Number

Work Order
Number

Equip, Class

t4-17  Enter locally assigned number.

1824

Erter stending wark srder number (0001 through 41001

4223 Erder one- of two-positon code ag shown in Appendix 1.

Exkitit 541.2 {p. 2)

Form S605-8, Standing Work Drder—Lompletion Instructions

it

Handbook MS-83, August 1908
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Hem Col. Description
Action Taken 26-28 Mainteriance supervisor, mechanic, or malntenance support clork enters
three-position code: ALL for work code 0F and SLU for work code 08,
Empioyes
Pos. Level 4142 Posiion level of employes. Enter level 6 as 05, Enter leve! 10 as 10,
45-50
E7-58
6666
Labor Code 4344 Enter labor group in posifions 43, 51, 59, and 67, and classification in
54582 positions 44, 52, 80, and 68,
54860
§7-68
Workhours 4548 Enter total workhouwrs and tenths of hours,
Expended 5356
6164
6972
EOM End of message. "@" is preprinted and indicates end of message.

Exhibit 541.2 {p. 3}
Form 4805-B, Stending Work Order--Completion Instructions

5413 Repetitive Work Request Numbers
The first 100 numbers In each work order register are res&rveé for standing
work orders, Stnding work order numbers are ;’}&-ted and employees &

Handbook ME-83, August 1856 58
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Sub WﬁJI

Standing Work Order ™|~ [°*

* m%-

(Continustion)} 10

Employse A ‘
Druts T Ko * Leve! & Lebor Todetours Compieted [ Taken

TOYAL o AT in

FE Fermn S8080, Joraiery 1984 * Gurenty Mt Apslicable

Exhibi 5413 (5. 9
Form 48050, Stending Work Order (Contimustion)

by

Handbook MES-63, August 1908
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jtem

Description

Work Code
Equipment Acronym
Eauipment Number
Work Order Number
Diste

Employee 1D Number
Level & Labor CodefMours
Work Completed By
Action Teken Code
Remarks

Wark Accepled By
Diote Accepted

Enter two-dight work code number.

Enter acronym as shown in Appendix 1.

Enter locally assigned equipment numbaer,

Enter four-dight work order number,

Enter date work accomplished.

Ernter employee's name of employee’s 1D number,

Enter levels, isbor codes, and hours and tenths of hours,
initiated by employes completing work,

Enter sction taken code; ALU for work code 07 and SLU for work code 09,
Enter brief description of completed work,

initialed by supervisor acoepting comipleted worl

Enter dete supervisor accepted completed work,

Exhibit 541.3 (p. 2)

Form 4805-C, Standing Work Order (Continustion}—CGempletion Instructions

Hardbook MS-B3, Aupust 1808
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Housekesping-Poxisl Facliities

EXHIBITF
HOUSEKEEPING INSPECTION TECHNIQUES

General - When performing an inspection in a posts! facility,
consideratish muost be given o the function of the facility. By
the nature of put business large quantities of dust and dirt are
generated every day. Even the most clean fecility will show
dupt an dirs, High ¢ oMic sress, such a2 tollet lovated next Soan
MPLEM, may spper to be dirty even though Just recently
clesned. Therefore, it is the responsibiity of the inypector to
differentiate between surface dirt and the dirt that indicates s
isck of adequate cleaning

Before starting the inspector should become familiar with the
feeility. The inspection should be done in s logical sequence.
The “from the top down in a counter clockwise direction™ v 2
good routine to follow. This routine can be applied to the
building ss well as to the sreas within the building Startonthe
top foer of the facility and walk that floor in a counter
clockwise direction. Enter each room and yeu come to it snad
walk that room In 8 counter clockwise éirection. Stand In the
eenter of the room and Jook around it at the ceiling level, Look

ound agsin a1 eye level Look arcond zgsin at foor level In

g¢ nress, such as & workroom, It may De nECessary to
menizlly divide the ares into small sections,

As vop walk an srea, ook at the Form 4851 ax 5 reminder of
W23;1t items to check in that srea Inspect those Bema as
indicated on the form, Note sny discrepancies, being sure to be
specific as to what and where. Genernlly cbserve those ltems
that are part of the component cleaning

Not sif items needing cleaning will be noted In these inspection
techaiques. There may be items unigue to s particular facility,
Allowances should be made for these items during the staffing
procedure and theyshould be scheduled for dlesning Therefore,
these tems should also be clean, Note these iterns in the “other™
blocks on the inspection form,

AREA CLEANING

TOILET ROOMS:

Weter Closets {Tollews) Look for cecumulated dirt and

residue o the outside of the bowl and on the bise a1 floor level

Lok under the rim inside the bowl for steins that indicate

insdequate cleaning The bright work {chrome parie) should
chegm,

Levstories {Rlnkajr Look for sccumuiated dirt and soap
seumn of and sround the faveets, on the interior and exterior
finclhuding the bottowm side} of the sink

Multiple Waseh Sinkes: Look for aecumulated dirt and SGAD
scum both nside and outside the bowl The drain should be
free of bullt-up deporits. The base of the sink should be free of
deposits that indicate incorrect mopping techniques,

Urinkds:  Urinsle shonld be inspected the sarne way as water
closets,

Showers:  Look for accumulated dirt and soap seum on the
walls and foor of the shower stall The drain should be free of
built-up deposits.

Partitions: The partitions should indicate they were recently
wiped off snd graffiti removed o the maximum extent
possible with normal cleaning This Is especially important
because one graffith is present, it tends to nvite more graffitt,
Doors to the stalls should be clean. Be aure to Jook at the back
side of the door.

Mirrors: The giass should be clean.

"Floors: Floors must be wet mopped every cleaning and damp

mopped a8 necessary during policing. The floors should
indicate this mopping is being done. There shovld not be
accumulaied dirt in the corners. The baseboards and ficor-
mounted fixtures should be free of marks thet indicate
incorrect mopping techniques,

Walls /Doors; The wainscotting and entrance doors must be
cdamp wiped with each toilet room cleaning. These surfsces
should indicate this damp wiping is being done.

Gepersl Cenditton: The overall sppesrsnce of the room
should be satisfactory. All items in the roem should be clean,

LUNCH/SWING ECOMS:

Teblem Lock for dried up food deposits and accumulated
dirt. Food depasita and gum are germ breeders snd must be
removed. Tables must De Camp wiped with every clesning
They should indleate this wiping is being done.

Dusting: Al horzenced surfeces, ncluding the tops of venaing
machings, must be dusted with every lunchiswing room
cleaning Therefore, there should not be aorumuloted dust o
these surfeces,




Housakewping-Fosiat Facilities

Drinking Fountaing: The basin should be free of socumulated
esidue. The drain should be clean. The front and sides should
dicate periodic wiping

Floors: The foor in this sres must be damp mopped with
every clesning with spillages being mepped up with every
politing. The floor should indicate this mopping is being done,

General Conditlon: The ares should be nest. The general
sppearance should be one of 2 herlthy envirenment.

LOCKER ROOM:

Dosting: All herontal surfaces, including the tops of the
lockers, should be dusted with every locker room clesning
Therefore, there sheuld not be accumulated dust on these
surfaces.

Ficors: The foor in this ares must be damp mopped with
every cleaning with spillages being mopped vp with every
politing The floor should ingivste this mopping is belng done.

General Copditloxs: The ares shouid refiect periodie
clesning Look for other sreas where dirt may sccumulate
such ay: window sills, ledges shd under the Jockers.

hworKROOMSE:

Dusting: Cleaning criteriz calls for dusting sl horizonial
surfaces of cases, tables, file cabinets, ete, with every workroom
cleaning. However, the tops of cases tend to collect more dust
that any other surface in the building Fven so, these horkrontal
surfaces must pot heve large nocwmulations of dust,

Floors: Workroem floors should be free of accumulated
trash and debris. In VMF werkrooms, leck for off and grease
deposits that are holding guantities of dust. This is an
indication that the floors are not being swept with the requived
grease abserbent compound.

Wells /Dovrs: Walls and doors should indicate perjodic
remaval of smudges.

Drinking Poantaine:  The basinshould be free of secumulated
residue. The drain should be clesn. The front and sides should
indicate periodie wiping

Genersl Conditdon:  The cversl sppearance of the workroom
should refiect & clean snd healthful working environment,

SEUPPLY/STOBAGE ROOMS:
Desdng:  All horleontad surfaces In gl storage areas must be

dusted {without moving the steck} with every cleaning. Look
for accumulsted dust on shelving, sspeclally on top.

Floars: Floors must be swept with every cleaning, Look for
sccemulated dust and dirt in corners snd behind supplles
stacked on the foor,

OFFICE §PACE:

Dusting: Do not judge dusting by looking at desk tops. In
many facllities the custodian = limited in dusting the tops of
desks by local policy and by the general clutter that is nermally
feund on desks. Do fook at the sides of the desks &nd in the
chafr well These are good indicstors of how well dusting is
being done. Also look at the sides and tops of file cabinets, book
ceses and other equipment. None of these areas should have
accumulated dust, )

Ash Treys: Ash trays must be garnp wiped with every office
clesning, Look for hesvy ash deposita. There should not be
heavy sccumuistions of cigarette tar in the notches for resting
cigarettes, (DG NOT DUMP ASH TRAYS INTO TRASH CANS}

Trexh Camm: Trash cans must be damp wiped with Tvery
clesning. LooBk for accumulated deposita.Check the bottom of
the can for sticking trash. Stickdng trash indicates an unclean
can and a breeding place for germs.

Floors: Look for sevumulstions of dust and dir? in difficult.
to-resch areas. These diffienlt-to-reach zress sre oftan heg-
lected, especially in carpeted offices.

Genersl Conditton: The oversh appearsnce should be
pleasing Lo the eye, Excessive clutter is detrimental to effective
tieaning and, when placed on top of book cases and file
eabinels, is 8 safery violation. Look st other sress that may
indicate poor cleaning such as smudges and fingerprints on
glass surfaces and walls,

ELEVATORS (Freight):

Floors; The fivors should be sweptl with every palicing. Loof
for 2ecumulated dust and dirt,

Walle/Doors: The walis and doors must be dusted every time
these alevetors are pelicled. Look for sccumuisted dust on
these surfaces,

ELEVATORS (Passenger):
Fleors: The floors must be swept snd damp mopped, or
vacuumed ¥ carpeted, with every cleaning. Look for soccuma.

ieted dust and dirt,

Welln/Doorer  The walls and doors should ndicats periodis
damp wiping. Print znd heel marks should be scrobbed off

General Conditlon:  The passenger elevators, especially public
use Eleverors, should I ciean In appearance.




Houssheaping-Posisl Fecilities

EXTERIOR AREAS:

‘olicing: Look for secumulsted trash, cigaretie butts, ste,
along fence Unes and along any other barrier that makes &
natural stopping plaee for windswept lirter.

Sidewsiks  Lock st the sidewslks for sccpmulated cigaretie
bytts and trash. These surfaces should indicate they are being

periodically swept.

Per¥ing/ Manewvering: Look for scoumulzted debris ar

entrances, next to the building areund perking blocks and

next to the dock, Truck wells are natural collection spots for
wind-swept trash. Look around sny cutside trash contalners
for accumulated trash. These sreas should indicate they gre
being periodically swept.

Fietforme /Docks:  Look In the corners wind slung the edges
of the dock. The dock ares should not have sccumulated debris
such ss empty cardboard boxes,

Hedges /Shrubs: Hedges/Bhrubs should not have large
putcroppings of growth that indicate poor meinterance

Lewn: The lswn should be nestly trimmed and edged. The
sppearsnce of the edge of the lawn is & good indicator of
proper lewn care.

SERVICE/BOX LUBBIES:

Dresk,/Tebles: Desks and tables should be dusted with every -

lobby cleaning Customer supplies should be neatly arrenged.

Cigerette Urns:  Uigarette urng musy e damped wiped with
every lobby cleaning. Large accumulations of cigaretie butts
should not be present,

Tresh Cans: Trash cans must heve s clean polyethelene
liner.

Glass Clesning: The glass in the lobby doors must be cleaned
every time the lobby is cleaned, Other lobby glass must be clean.
Glass exposed 1o the weather tends 10 show dirt before interior
glass, If present, the glass covering the bulletin board should be
[333:1.9

Wells /Connter Fropts: Smudges must be removed from
walls and counter frents with svery lobby cleening These
surfeees should indicste they are being pericdivally spot
vlegned,

Fiserg:  Ploors mus be swept with every cleaning Lok for

secumpisted dust ang dirt In the corners and ender jobby
desks.

&

Screenline: {The screenline is the customer service counter,
post office boxes sne ell the other structure that separates ti
custemer sres in front of the counter from the employee an
behind the counter.) The screenline should be free of aorumu-
igted dust and dirt.

Genersd Condition: Lookatthe lobby as the customer wouild
see it The lobby should give a neat and orderly appearance.

STAIRWAYS:

Steps pnd Lendings:  Look for sccumulated dust and dirt ok
the stairs and landings,

Wells /Doors:  Bmudges must be removed from the walls and
stalrway doors with every stairway clesning. These surfaces
should indicate they are being periodically spot clesned.

Eziltuge: Onstairs with raflings thet have & top and bottom
rail, check the bottom rail for cleaniiness, The top ref iz clesned
by normal use.

CORRIDORS:

Fleors: The fivors should be ffee of accumulated dust and
dirt. Look in the corners and siong the baseboards,

Wells: Smudges must be removed from walls with everees
corridor cleaning. These surfaces should indicate they are
being pericdically spot cleaned.

Genersd Gonditiom:  Cigarette urnsshouid be clean, The ares
should be generally clean.

SHOP AREAS:

Dusting: Horlrontal surfaces of desks, lockers, lile cabinets,
iedges, etc., should be clean, The custodian is not responsible
for cleening work benches, machinery, tools and other items

- gssocinted with the work of the shop.

Fioora: Fioors should be free of accumslated dust and dire.

Genersl Conditdon:  Unsafe and unhealthy conditions should
ot be present.

JANITOR'S CLOBETS:

Storzge: Supplies snd equipment should be stored in an
crderly marner,

Zink: The slop sink should be cleun inzide snd cutside. T
drain should ot heve accumulated dirg
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Housskeeping-Fostal Facilities

Floors:  The floor must be damp mopped with every cleaning.
The Noor shouid indicate this mopping is being done. Look for
accumulations of dirt in the corpers snd under the sink

COMPORNENT CLEANING

1ight Firtures: The fxture should not have large accumu-
lztions of dust. Louvers, where present, should be clean. Lamps
sheuld be clean.

Veretian Blinds:  Blinds should be free of gocumuiated dust,
Tapes shouid not be broken,

Glass Cleaning: Gluss should be clear without buiidups of
film or haze. Glass exposed to the weather shows dirt before
interior glass, Look at the corners of the pane to check for
proper cleaning techniques.

Flooy Cere: Resillent floors shouid have a visible foor finish
on them. (If 3 floor finish is not present, yvou are wearing out
the floor instead of wesring off the floor finish.) There should
not be build op in the corners and along the edges. It is not
necessary for the floor to have a high shine. Unhardened
concrete fioors should be sealed. Carpets should be free of
spots from normal wraffie. (Some stains are impossible te
remove.)

Walls: Wall coverings should show sings of proper mainte-
nence. Marble walls should not have accumuiated dust.
Ceramic walls should indiceze periedic cleaning

Ceses: Separations pnd pigeon holes should be free of
zerginulaied dust. Check separntions not wsed frequently. The
sides, back, ledges and support structure should indicate
periodic dusting.

Fosy Office Boxes:  The inside of the box should not have
seeumulated dust, The window glass should be elean,

Pipes and Ducts:  Pipes and dusts should not have accumy-
feted dust. High access equipment may be necessary te
properly check these surfaces,

Decorstive Metal: The surface should not have accumu-
letions of tarnish. The finish should be clean.






