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Document Change Record

Housekeeping Postal Facilities

MS-47, TL-3

The changes listed below are in chronological order with the most current on top. Please make the
indicated changes in the body of the handbook and update the List of Changes table near the front of
the volume. The next handbook update will incorporate any outstanding changes.

Safety
Date Chg Affected Pg CHANGES Log
12/17/07 2 No TL-4 for MS-47, Housekeeping Postal Facilities was 1249
rescinded and TL-3 reinstated. Because of this, the
previous pen and ink changes listed in MMO-7-87
(originally released 01/12/1987) are still applicable to TL-3.
Make changes as follows:
2-6 Page 2-6, paragraph u.; replace the number 1768 with
(Page # |1760 in the first two lines. It should read as follows:
changed;
12/17/2007)|"If the facility is not to be cleaned by contract, divide line E
by 1760. (note - The 1760 figure is the current productive
annual workhours for one USPS custodial employee.)"
ﬁ , I - I R 1229
12/13/2007| 2 No 3-6 rescinded-and-TL-3 reinstated-Because-of this; the-
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From USPS MTSC web site

Document Change Record

Housekeeping Postal Facilities

MS-47, TL-3

The changes listed below are in chronological order with the most current on top. Please make the
indicated changes in the body of the handbook and update the List of Changes table near the front of
the volume. The next handbook update will incorporate any outstanding changes.

Safety

"and" between "room" and "you" and insert the word "as".

Area Cleaning, under Partitions, in the fourth line delete the
word "one" and insert the word "once".

Elevators (Freight), under Floors, first line; delete "loof" and
insert the word "look". Also, under Walls/Floors, second
line; delete "policied" and insert the word "policed".

Date Chg Affected Pg CHANGES Log
12/13/07 1 No TL-4 for MS-47, Housekeeping Postal Facilities was 1250
rescinded and TL-3 reinstated. Because of this, the
previous pen and ink changes listed in MMO-36-84
(originally released 2/08/1984) are still applicable to TL-3.
Make changes as follows:
2.1 Part 221.1a; second line, insert the word "layouts" after the
word "template”.
3-1 Part 332b; last line, insert the word "cleaning” between
"Component and Route."
4-1 Part 415; fifth line, change the word "choses" to "chosen".
4-5 Part 420b (2); delete the line "Empty trash from cluttered
areas." and insert the lines "Empty trash receptacles." and
"Sweep paper and trash from cluttered areas."
S11 Sample 3-3, page S-11, under "Tasks Required", Iltem 2;
delete "crome" and insert "chrome".
A-8 Exhibit F:
A-9 General, second paragraph, seventh line; delete the word
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INTENANCE TECHNICAL SUPPORT CENTER / MAINTENANCE MANAGEMENT OFI'-'ICEé €S POSTy,
3INEERING & TECHNICAL SUPPORT DEPARTMENT / OPERATIONS GROUP g ' E
. . _ , £ <l
Imaintenance bulletin B

SUBJECT: Current Productive Workhours . DATE:lanuary 12,1987
HBK MS-47 Housekeeping - Poatal ’ _
Facilities B : NO.: MMO=7-87
TO: 1. Sectional Center Facilities . FILECODE:?

2. Bulk Mail Centers

3. Maintenance Capable Offices

4. Area Maintenance Offices

5. Divisional Field Directors
Operatioans Support

The following pen and ink change should be made to the HBK MS-47
Housekeeping - Postal Facilities:

Page 2-6, paragraph u.; the number 1768 should be replaced with 1760
in the first two lines.

®If the facility is not to be clesned by contract, divide line B by
1760. (note-- The 1760 figure is the current productive annual
workhours for one USPS custodial employee.)"

Questions or comments should be directed to Maintenance Technical
"Support Center, Plant Equipm=ent Branck, P.Q, Box 1600, Norman, oK
73070-6701&' Telephone (PEN) T747-8252.

R Wayn Younf

Field Director \
Maintenance Technical Support Center
Office of Maintenance Management



American Postal Workers Union, AFL-CIO

817 14th Street, N.W., Washington, D.C. 20005

RECV'D MAINT. DI,

Director, Maintenance Division APR 1 4 1986

{202) 842-4213

april 9, 1986

National Executive Board TO: All Maintenance Division Officers
Moe Biller, President
B bresdert RE: MS-47 Handbook Change
;":73‘:;‘7,25’:;?" In response to a letter we sent to the Postal Serv%ce,
Thomas A. Neill concerning the 1768 hours shown on Form 4852 in dei.:ermJ..n—
Industnial Relauons Drrector ing the number of employees needed to staff an office in
Kenneth D Wikson the custodial section, the Postal Service has advised that
rece. Gk Dutson there will soon be a forthcoming Maintenance Bulletin in-
Ovecr Mamemmce Ovin Structing them to make a pen and ink change from 1768 to
Donald A Rass 1760 to comply with the new Martin Luther King, Jr.
Direcor, MVS Division Holiday.
Samuel Anderson
Ken Leiner
Director, Mait Handler Division
Reglonal Coordinators
Raydeil R. Moore
Westerrs Region
James P. Williarms
Central Region
Philip C Flernming, Jr.
Eastern Region
Neal Vaccaro
Northeastern Region
Aschie Salisury RIW:w]j
Southem Region opeiu #2

afl-cio

Attachment
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UNITED STATES POSTAL SERVICE MAINTE. - J‘cvr
/AMEF"'CAN oot L. wd U\HJORN

475 L'Enfant Plaza, SW
Washington, DC 20260

March 31, 1986

Mr. Richard I. Wevodau
Director, Maintenance Division
American Postal Workers

Union, AFL-CIO .
817 - 14th Street, N.W.
Washington, D.C. 20005-3399

Dear Mr. Wevodau:

This responds to your January 29 letter concerning the figure
" to be used as current productive annual workhours for one
U.S. Postal Service custodial employee as provided in Part
243u of Handbook MS-47. We presume that you meant the new
figure to be 1760 rather than the 1768 reflected in your
letter.

The matter has been reviewed with appropriate authority and a
forthcoming Maintenance bulletin will instruct the field to
make a pen and ink change in the MS-47 changing the workhour
figure from 1768 to 1760.

Sincerel

ML

dohn R. Mularski, General Manager
ograms and Policies Division

. Office of Contract Administration
abor Relations Department




[MAINTENANCE TECHNICAL SUPPORT CENTER / MAINTENANCE MANAGEMENT OFFICE

ENGINEERING & TECHNICAL SUPPORT DEPARTMENT / OPERATIONS GROUP

maintenance bulletin
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SUBJECT:

Pen and Ink Changes to MS-H4T

NO.300-36-84

1. Regional General Managers
Maintenance Management Divisions

2. District Offices -~ BMEO

3. Maintenance Capable Offices

The following pen and ink changes should be made to MS-47, TL-3,
6-1-83, 'Housekeepirxg-?ostal Facilities"™:

1.

In Part 221.1a; second line, the word *layouts™ should be
inserted after the word "“template." -

In Part 332b; last line, insert the word 'cleanmg" betweesn
"Component and "Route".

In Part 415; fifth line, change the word "choses" to "chosen".

In Part 420b (2): delete the line "Empty trash from cluttered
areas." and insert the lines "Empty trash receptacles. and
"Sweep paper and trash from cluttered areas.

In sample 3-3 on page S-11, under "Tasks Required", Item 2;
delete "crome™ and insert “"chrome".

In Exhibit F, the following corrections are required:

a. Under General, in the second paragraph, seventh line; delete
the woryd "and"™ between "room®™ and "you®™ and insert the word
®as".

b. In Area Cleaning, under Partitions, in the fourth line
delete the word "one"™ and insert the word “once®.

c. In Elevators (Freight), under Floors, first line; delete
*loof" and insert the word "“look®. Also under Walls/Doors,
second line; delete %"policied® and insert the word

*policed®™.

Since MS-47 was distributed to a. offices except CAG L, .MSC
Managers should forward copies of this bulletin to all their
associate offices, as appropriate. Questions or comments 'should be
directed to Maintenance.Technical Support Center, Plant Equipment
Branch, P.0. Box 1600, Norman, OK 73070-670%; Telephone

(FTS) 71(3-8254.

Dlrector
Maintenance Technical Support Center
Office of Maintenance Management

DATE:February.8, 1984

FILE CODE:E_=_Buildings




U. S. Postal Service
Vashington, DC

Housekeeping Postal Facilities Transmittal Letter 3
Handbook MS-47 June 1, 1983
A. EXPLANATION

The attached document is the complete revision and reissue of MS-47,
Housekeeping -- Postal Facilities. It is to be used to assist in
determining the realistic custodial staffing level for your facility
commensurate with your responsibilities for maintaining a clean, healthy and
safe work environment for postal employees and customers.

Paragraph 340 of this handbook, "Scheduling,” refers to a national handbook
or system by which large offices operate. For Class A offices, it is MS-63,
for Class B offices = MS-65, and for BMC's - the Interim BMC Maintenance
Staffing Guidelines and Criteria. Instructions for small offices regarding
use of the handbook are contained therein.

Staffing remains a three step procedure i n which an inventory is taken,
frequency of performance is determined, and staffing requirements are
developed. It is imperative that the instructions in this handbook be
carefully followed in order to complete the staffing package for each of
your facilities. In using this revised handbook, a new building inventory
must be completed before proceeding to determine frequency of performance
and staffing levels. The three step procedure should be reviewed and
recalculated at least annually so that required staffing adjustments will
be implemented.

DISTRIBUTION

1. Initial. Copies of this issue are being initially distributed to all
facilities.

2. Additional Ccpies. Order additional copies from the Maintenance
Technical Support Center, P.O. Box 1600, Norman, OK 73070-6708 using
Form 1286 (Request for USPS publications) or Form 7380 (Supply Center
Requisition). Headquarters offices order through the Document Control
Division.

RECISSIONS

All copies of the MS47 preliminary handbook are hereby cancelled and
should be discarded.

GOVMENTS AND QUESTIONS

Recommendations for improving the guidelines, information and procedures
contained in this handbook are solicited from all sources. Anyone wishing
to make such recommendations should submit them to:

Director

Maintenance Technical Support Center
P.O. Box 1600

Norman, OK 73070-6708



E. EFFECTI VE DATE

These instructions are effective on receipt.

D rector
O fice of Maintenance Managenent
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CHAPTER 1
INTROD'UCTION

110 GENERAL

111 It isthe responsibility of the postmaster/manager of a
postal facilitytoassurethat custodial maintenanceissustai ned
at a satisfactory level. When making staffing determinations,
management must make a commitment to maintain a clean
and healthful working environment. When determining what,
when and how often to clean, this commitment must be the
principal concern.

112 This handbook provides procedures for determining
staffing and scheduling for the building services maintenance
work force. The task of this group includes cleaning and
preventive maintenance of the building and grounds that
make up the physical plant.

113 While this handbook concerns itself principally with
staffing and scheduling, the success of a building services
maintenance program also dependson having effectivesuper-
vision as well as being alert to proven new maintenance
products that offer a potential for doing a better job at less
cost. It isincumbent upon all levels of management to assure
the use of the most cost effective methods, including mecha-
nized equipment,for the performanceof all custodial functions.

114 Assurance of a clean facility will be accomplished by
performing a quarterly housekeeping inspection. This hand-
book provides proceduresfor conducting that inspection.

115 Line supervision has major responsibilitiesin this pro-
gram including the training of employees, ensuring effective
utilization of the custodial workforce, notifying management
of changing workloads or conditions, and enforcing Postal
safety policy.

116 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, theentirestaffing proceduremust beredone, i.e., new
forms must be completed.

120 SCOPE

121 Thecontentsof thishandbook areintended to be used by
management to develop the custodial maintenance staffing
requirements for al postal facilities where the U.SPS. is
responsiblefor such services. Inthenormal course of events, it
is anticipated that the initial input will be supplied by local
management during the early stages of planning for facility

activation. Thiswill providethebasisfor aninitial staffinglevel
which, in turn, will be subject to modification based on local
experience. This is an ongoing process subject to periodic
review.

122 The need for reassessment may also arise asa result of
changing workloads, building or grounds modification, or the
introduction of new cleaning or maintenance methods,
materials or equipment.

123 Local conditions such as climate, customer/employee
activity, volume, type of construction, and age of building
should be considered when establishing the level of staffing
required to maintain a specific facility.

124 Local management must exerciseitsjudgement in order
to develop alevel of staffing that, based on current inventory,
will maintain an acceptable level of cleanliness and a safe and
healthful working environment for all employees. Thisshall be
consistent with good housekeeping practices and shall not
violate the current National Agreements.

125 Staffing levelsand all custodial functionsdetermined by
application of this handbook are subject to review by higher
levels of authority.

130 CLEANING SERVICE CONTRACTS

131 Use of cleaning service contracts is governed by the
Administrative Support Manual and must be in accordance
with the current National Agreements.

140 DETERMINING STAFFING REQUIREMENTS

141 Chapter 2 of this handbook provides procedures for
determining staffing requirements for all postal installations.

142 Staffingisathreestep procedurein which an inventory
is taken on Form 4869, Building Inventory, frequency of
performance is developed using Form 4839, Custodial
Scheduling Worksheet and Chapter 4 of this handbook, and
staffing requirements are calculated using Form 4852, Work-
load Analysis and Summary. The Form 4852, which is
preprinted with cleaning performance standards, lists the
various "Job Requirements" (See Appendix, Exhibit C) which
combine to become the total custodial workload. These "Job
Requirements" may bean areato becleaned ("AreaCleaning"),
a building component to be cleaned ("Component Cleaning")
or some other task that requires custodial workhours.
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143 Before staffing requirements can be determined, the
followingitems must be considered:

What must be cleaned.

Thesize o the areato be cleaned.

The best time to clean a given area.

Weekend cleaning requirements.

The number of times an areaisto be cleaned.

P R0 T

144 Theitemslisted in paragraph 143 providethebasic data
for determining the actual workload requirements. The most
important consideration must beacommitment tomaintaina
clean and healthful working environment.

145 Instructions for developing the staffing requirements
are provided insequential order. For easeof computations, itis
recommended that the steps be followed in the order given.
Refer to exhibits, when indicated, as a guide.

150 SCHEDULING CUSTODIAL PERSONNEL

151 Chapter 3 o this handbook provides procedures for
scheduling custodial personnel. The time required for a
custodial assignment istabulated by using unit performance
standards given in Chapter 4.

160 PERFORMANCE STANDARDS
161 Chapter 4 of this handbook provides:

a. Dutiesfor each typejob.

b. Equipment & material needed for each type job.

c. Performance standards per work-day for each type
job.

d. Performance standards for doing one unit of each
type job.

e. Frequency rangesfor each type job.

162 The data furnished in Chapter 4 relates to current
cleaning methods and materials. Since new methods are
aways being studied, Chapter 4 is subject to change as new
studies are completed and new materials and techniques are
adopted.

163 It must be recognized that standards presented in
Chapter 4 are based on the reasonable output o an average
individual working under normal conditions. Use of these
standards is to be limited to the purposes described in this
handbook. They arenot to beusedfor disciplinary action.

170 SAFETY

171 Toensurethesafety of all employeesand customersthe
following minimum precautions must be observed.

a Mechanizedequipment will only be used by empl oyees
trained in its use and authorized to useit.

b. Wet floor signs must be used when any floor cleaning,
wet mopping, or damp mopping activity isbeingdone
that may cause unsafe walking conditions.

c. Accessmust be blocked to areaswhere cleaning may
cause unsafe conditions. Rope or other suitable
material may be used for this purpose.

172 The above are basic safety factors. Managers, super-
visors, and employees should refer to the Maintenance
Employee' sGuidetoSafety handbook, EL-803,for other safety
factors.

180 SAMPLEFORMS

Thesampl ef ormssection givesexampl es of variousforms used
tocompletethe proceduresgivenin thishandbook. Theentries
on the example forms were chosen to show the various
methods and proceduresthat may be used. Theexampleswere
not completed for any specific facility and should not be used
as a determination asto what may be best for any individual
office.

190 APPEND X

The appendix contains exhibits which are useful for fulfilling
the requirementsestablished by this handbook.



CHAPTER 2
DETERMINING STAFFING REQUIREMENTS

210 REQUIREMENTS

211 The determination of staffing requirements will be a
result of conducting the building inventory utilizing Form
4869, preparing the Custodial Scheduling Vidr ksheet , Form
4839, and performing the workload analysis utilizing Form
4852.

220 FORM 4869, BUILDING INVENTORY

221 The basic source of data required for completion of
staffing formsfor buildingsand groundsisa completebuilding
inventory. Each area is described by its use (service lobby,
postmaster's office, men'stoilets, etc.), thety peof space (lobby,
office, toilet, etc.) and the components o the space (square
feet of resilient floors, number of light fixtures, square feet of
area, etc.). Thisinventory isconducted according totheformat
provided in section 222.

221.1 Buildingfloor plans

a. Layout - Initial plans will require that the maintenance
manager obtain themost current copiesof thetempl ate, block
layouts,or architectural drawingsd each floorinthebuilding.
Scaled layouts of one-eighth inch equals one foot are pre-
ferable since they are easier to read and are not too bulky to
carry while conducting a building inventory.

b. Veifythescale- If thefloor planswill be used to conduct
the building inventory it will be necessary to verify the scale
indicated in thetitleblock to determineif the scaleisaccurate.
Oncethescaleisverified, thejob may be simplified since room
dimensions may be taken directly from the floor plan. The
verification procedures can be accomplished by use of an
architect's scale which has various graduations, e.g., one-
quarter inch equals one foot, etc. Orient the scale to desired
graduation, i.e., the scalethat compareswith the onegivenin
thetitle block of the plansor drawings. Placethe scale on one
plan or drawing and check the value listed for one or more
building dimensions. If the drawing and scale values agree,
room dimensions may be taken directly from the plans. If the
two values do not agree, it will be necessary to either secure
actual scale drawings, adjust the scale of the drawings, or
obtain direct measurement of the areas involved.

c. Review - Review the building floor plansto determine that
they arecurrent, accurate, and include all stairways, elevators,
escalators, etc. Building alterations or additions must also be
included. To accomplish the review, the floor plans must be

taken to the area being inventoried to assure that the plans
accurately represent the area.

221.2 Organization - When conducting the inventory a
logical sequence should be used such as starting on the top
floor of thebuilding and progressingfloor by floor down toand
including the basement, subbasement, etc.

221.3 Use- Theeffective management o the custodial work
force is dependent upon an accurate determination of the
workload in each building. The workload identification pro-
vides theinformation required to plan, schedule, and control
the work force. The resources must be made available to
achieve theobjectivesof optimum productivity, minimum cost,
and acceptablelevel o cleaning. To begin thistask, it will be
necessary to take an accurate inventory of all thespaceinthe
building that requires cleaning. This is accomplished by
completing Form 4869, Buildingl nvent ory.

221.4 Measurements - When the areas inventoried are
identical to those shown on the floor plan, the required
dimensions may be taken from this plan. However, if the
configuration of the area is different, measure the area
involved, sketch the actual layout and incorporate it into the
floor plan.

221.5 Rooms - Compute the floor area of each room by
measuring from the normal finish of an interior wall to the
opposite interior wall. No adjustment shall be made for
columns, alcoves, or other projections.

221.6 Corridors,entrances,and lobbies- Compute thefloor
area of each corridor, entrance, or lobby by measuring from
thefinished surfaceof thewallsor partitions that enclosesuch
areas.

221.7 Types of Space - Each area of the building must be
classified as one of the following types of space;

Workroon Toilet
Office Toilet
Lunch/Swing Room
Locker Room
Workroom

Office

Supply Room

Active Storage Room
Inactive Storage Room
Oil Storage Room



Elevator, Freight
Elevator, Passenger
Exterior Paved Area
Exterior Unpaved Area
Interior Parking and Maneuvering
Platforms

Lobby

Stairway

Corridor

Shop

Janitor's Closet
Battery Room

Lookout Gallery

221.8 Components- These areitems having similar physical
characteristics that permit the items to be grouped together
into one classification. Generally, a unit performance factor
will be established for each o the various tasksto be done at
the time. (e.g., various venetian blinds are grouped as a class
and a unit performancefactor of 5 minuteswas developed for
dusting each blind.) This differs from area cleaning in which
multipletasks aredoneto different elementswithinthat given
area. (e.g, office cleaning includes cleaning the ash trays,
dusting the furniture, emptying the trash can, etc.) All areas
and components requiring cleaning must be included in the
buildinginventory. Thefollowingisa partial list of itemsthat
may belocated within thefacility and must beincluded in the
building inventory if present:

Light Fixtures
Carrier Cases
Venetian Blinds
Other Cases
Glass 3q. Ft.
Floor Types
Pipes/Ducts

2219 Thefollowing are definitions provided for some of the
types of space and inventory items:

a. Supply Room - A room designated specifically for the
issuance o tools, parts, and/or supplies, which isstaffed on a
full time basis over a minimum of one full tour per day.

b. Active Storage - An area utilized for bulk storage and
accessed on adaily basis.

c. Exterior Glass- Includesboth sidesof pieced glass,oneof
which isexposed to the exterior of thestructure, i.e. exposed
to the weather.

d. Interior Glass - Includes both sides o a piece of glass
neither of whichisexposed totheweather. (Note: Glassshould
beclaimed onlyifit iscleaned asaseparatecomponent. Do not
claimglassthat iscleaned aspart o another cleaningtask.e.g.,
Cleaning lobby door glass and bulletin board glassin lobbies

ispart of lobby cleaning and, therefore, should not be claimed
asglassarea.)

222 Instructionsfor completing Form 4869 (See appendix,
Exhibit A)

a Location/Facility - Enter a location that is definitive for
the general area covered by thisform. (e.g.: 1st Floor Office
Tower, Northwest Station, VMF, 2nd Floor Workroom, Main
Office, etc.)

b. Post Office- Enter the name of the Main Post Office (City,
State, and ZIP Code) having control over this area.

c. Date- Enter the date thisform is completed.

d. Completed By - Enter the namedf theindividual completing
this inventory sheet.

e. Room/Location - Enter the room number by which this
areais known in the local office. Some areas may not have a
room number. Inthat caseenter ageneral location or leavethe
space blank.

f. Description - Enter the name by which thisroom isknown
in the local office. (e.g.: Postmaster's Office, Stock Room,
Women's Toilet, Workroom Operation 010. etc.).

g Typed Space - All areas must be classified as one of the
types o space asdefined in paragraph 221.7.Enter this name.

h. Sg. Ft. o Area - Rounding to the nearest whole number,
enter the number of squarefeet o floor space occupied by this
area. In some cases an entry other than square feet may be
required. In that case, note in the block, the type or unit of
measurement used.

i. ToiletFixtures- Enter the number o toilet fixtureslocated
inthat area."Fixtures' include only showers, lavatories,water
closets, urinals and multi-position wash fountains. Do not
include sinksin office areas.

j. Light Fixtures (Type) - In the vertical column blanks
provided, enter thedifferent typesof light fixturesfoundin the
facility. Enter the quantity of each typein the space provided.
If more than three types are present, either split a column or
utilize the “Mise.” column.

k. Venetian Blinds - Enter the number o venetian blinds
associated with that area.

1 Glass- Enter thesquarefeet of interior or exterior glass(be
sure to count both sides o the glass).

m. Cases, Carrier - Enter the number of casesused by carriers
for casing their routesfor delivery. Count one case for each



Housekeeping-PostalFacilities

Item 124-C, Standard Carrier Case; Item 144-C, free standing
case (wing) and table; or two Item 143-C hinged wing cases.
(i.e., The 143-C countsas 1/2 case.)

n. Cases, Other - Enter the number of all cases,except carrier
cases, used for mail distribution.

o. Floors Sg. Ft. (Type) - In the blanks provided enter the
different typesaf floor coveringsfoundinthefacility.Enter the
quantity of each typeinthespace provided. If morethan three
types are present, either split a column or utilize the “Misc.”
column.

. Misc. - This column is to be utilized for items not speci-
ficallylisted on theform or for additional typesdf light fixtures
or floor coverings. Noteat thetop of the column or intheblock
thecomponent thatislisted intheblock. Thiscolumn may also
be used for comments or notes.

g. Totas- Total each column to the bottom of theform.
223 Inventory of Exterior Areas

223.1 Exterior areasshould beinventoried according to the
type covering of the area. (e.g., Unpaved areas may include
lawns, hedges, shrubs, etc. Paved areas may includesidewalks,
parking/maneuvering area, etc.)

224 Thefollowing Sample Inventories are provided:

a. Samplel-lisacompleteinventory for asmall facility.
b. Sample 2-1isa partial inventory for a large facility.

231 Upon completion of the building inventory,entries must
be made on Form 4839 (See Appendix, Exhibit B) to schedule
al cleaning assignmentsthat occur morefrequently than once
aweek. In smaller facilities it may be possibleto make all the
necessary entries on one form. Larger facilities may require
one or moreformsfor each type of space or component to be
cleaned. Thisform must becompl eted by maintenance manage-
menc personnel familiar with scheduling custodial duties. If
assistanceisrequired for the completion of thisform, contact
the MSC Manager, Plant Maintenance or the Regiona Mainte-
nance Management Division.

232 Instructionsfor completing Form 4839

232.1 Enter in blocks 1 and 2 (see Fig. 1 and Sample Form
1-2) the Room No. and description of an areaasit isidentified
on the Building Inventory Form 4869. (e.g.: Customer Lobby,
M Office, etc.)

232.2 Enter in block 3 under the appropriate day(s) the
operation that is beingscheduled (e.g.: Clean, Police, Wet Mop,

etc.) These terms should correspond to those as listed in
paragraph 242.1. Abbreviations may be used. Thefrequency of
performance should be within the range listed in Chapter 4.
(See paragraph 415for exceptions.)

232.3 Enter in block 4 the tour on which the work is
scheduled. If the operation is being done on more than one
tour, use a separateline for each tour.

232.4 Enter in block 5 the quantity of the operation being
doneon theday indicated by the heading. Thenumber entered
may betheentirequantity (sg. ft., fixtures,etc.) asindicated on
the Building Inventory, or it may bea part of inventory, or it
may bea part of the quantity.

232.5 If the operation (clean, police, etc.) is being done on
only onetour and if the room described in block 2isthe only
aread itstype (office,toilet,|locker room,etc.), add all theno.5
blocks on the line and put thetotal in block 6.

232.6 If the operation is done on more than one tour (e.g.:
being done on Tour 1 and Tour 3) and/or there is more than
oneoffice,morethan onelocker room, etc., it will be necessary
to add the column and put the total in block 7. Then add the
No. 7 blocksand put the total in block 8. See Sample 2-2.

232.7 The total figure indicated in block 6 or block 8 now
indicatesthequantity o thisoperationthat willbedonein one
week. Thistotal figure will be carried forward to the corres-
ponding line of the weekly quantity, column E on the Form
4852.

232.8 Entries on Sample 1-2 of Form 4839 were taken from
Sample 1-1 of Building Inventory Form 4869.

232.9 Entrieson Sample2-2and 2-3weretaken from Sample
2-1 of Building Inventory form 4869.

233 Asshown by Samples 1-2 and 2-3, it is not necessary to
limit the use of aform to one type space. Thisis a worksheet
and may be used in various waysto get aweekly total for each
separate operation. Explanatory notes and/or additional

headings should beused on theform where needed. Usersare
encouraged 10 use any notation that will help them do a better
job.

240 For m4852,WORKLOAD ANALYS Sand SUMVARY

241 Form 4852 (See Appendix, Exhibit C) is a preprinted
form designed to permit calculation of the building cleaning
staffing requirement for al postal facilities.

242 Preprinted on theform are: job requirements (areas or
components to be cleaned such as workroom toilets, offices,
etc.), operations to be performed (clean, police, etc.), the unit
by which different componentsare measured (Sg. Ft., Fixture,
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etc.) and thetime, in minutes, required to dotheoperation on
one unit of measure. (e.g.: It takes 4.5 minutesto clean one
workroom toilet fixture.)

242.1 Abbreviations used for operations are:

CL-Clean

PL-Police

WM-Wet Mop

VS-Vacuum scrub
DM-Damp mop

INT-Initial Preparation
PERI-Periodic Maintenance
SHAMP-Shampoo
SPOT-Spot Clean
REMOV-Remove

242.2 Abbreviations used for Unit of Measure are:

FX-Fixture
SF-Square Foot
UT-Unit
BL-Venetian Blinds
LF-Linear Foot
EA-Each

243 Completing Form 4852

a. Inthe heading enter the Post Office, City, State, ZIP Code
and Unit covered by this form. These entries should be the
sameasthoseentered onthecorresponding Buildinglnventory,
Form 48609.

b. Enterthegrossinterior areain thespaceprovided. Besure
to include docks and platformsin thisfigure. If gross areais
unknown, it may be calculated asindicated by Part 2-1102 of
Handbook MS-1,Operation and M aintenanced Real Property.

c. Enter the total of all paved exterior areas in the space
provided.

d. Enter thetotal of all unpaved exterior areasin the space
provided.

e. Entries for column (E) "Weekly Quantity" are obtained
from the"Weekly Total" figures on the Form 4839, Custodial
Scheduling Worksheset.

f. Thefiguretobeenteredin column (F) "Weekly Minutes',is
obtai ned by multiplying column (D) timescolumn (E). (Round
to the nearest minute.)

~ When all entries have been made in column (F) add the
column and enter thetotal on line 32.

h. Someof the"Job Requirement” itemslisted in columns(A)
and (G) have blanksin their respective "Minutes per sg. ft. or
unit" columns. These items have more than one job per-
formance factor (unit performance) for doingthejobindicated
on the form. Refer to Chapter 4 to obtain the correct
performance factor for the job as done in this facility. Enter
thisfactor in the blanks provided.

i. Entriesfor column (L) are obtained from thetotal figures
on the bottom of the Building! nvent ory, Form 4869.

j. Enterincolumn (M) thenumber of timestheoperation isto
be done per year. A member of maintenance management
familiar with custodial work must make thisevaluation. The
operation must be scheduled with sufficient frequency to
assure aclean and saf eworking environment. Thefrequency of
performance should be within the range listed in Chapter 4.
(See paragraph 415 for exceptions.)

k. Thefigureto beenteredin column (N),"Annual Minutes",
isobtained by multiplying column (K) timescolumn (L) times
column (M). (Round to the nearest minute.)

1 In some facilities it may be necessary to use different
frequenciesfor cleaning similar or like componentslocated in
different areaswithin thefacility. (e.g.: Light Fixtures.) Extra
lines, some preprinted and some blank, have been included on
the form to facilitate these entries. If more blank lines are
needed, useablank pieceof paper usingthesameinformation
as appearson theform. Total the extra sheets and make one
entry onablank lineof theform. Indicateontheformthat the
line entry came from a separate sheet.

m. When al entries have been madein column (N), add the
column and enter thetotal on line 77.

n. Multiply line 32 by 52 (weeks) and enter this figure in
column (P) line A. This converts the weekly minutes column
(F) to minutes per year.

o. Enter in column (P) line B the total from line 77.

p. Addline Atoline B and enter thetotal online C. Now the
total workload isin minutes per year.

g. Divideline Chy 60 (minutes) to convert to hours per year.
Round tothenearest hour. Enter thisfigurein column (P) line
D.

r. Enter in the spaces provided on lines E, F and G a
percentage factor for "Training, Breaks and Wash Up Time."
These factors are determined by applicable management
instructionsand/or collective bargaining agreements. Multiply
line D by the percentage on each line and enter thisfigurein
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column (P). Insome cases, based onlocal experience, it may be
necessary to enter in column (P) just an hours per year figure.
(Entries are not required on theselines.)

s. AddlinesD,E,FandG. Enter thetotal in column (P) lineH.

t. DividelineH by 52 (weeks) to obtain workhours per week.
Round to the nearest tenth of an hour. Enter thisfigure in
column (P) line J. Refer to applicable regulations in the
Administrative Support Manual to determine if the facility
may be cleaned by contract. If the facility isto be cleaned by
contract, no further calculations are required.

u. If thefacility is not to be cleaned by contract, dividelineH
by 1768. (Note - The 1768 figure is the current productive
annual workhours for one USPS custodial employee. Th's
figureissubject to change.) Round to the nearest tenth. Enter
the resulting figure in column (P) line K. If lineK islessthan
one, a part-time position should beauthorized. If lineK isequal
to or greater than one, any combination o full-time and/or
part-time positions should be authorized that provides suffi-
cient workhoursto perform al the custodial tasks.

V. When aForm 4852 iscompleted for afacility other than a
BMC, it must be reviewed by the MSC Manager Plant Mainte-
nance (or senior maintenanceofficial) and it must beapproved
by the MSC Manager/Postmaster. For aBMC theDirector Plant
Maintenance must review the form and the Managei' must
approve it. The form must be signed and dated by these
authorities in the space provided on the bottom of the form.

244 Other Duties - Time may beincluded, if warranted, for
other duties performed by custodial employees such as:
furniture moving; loading, unloading, and stacking supplies;
replacing lamps; etc. Entries for this time will be made as
annual minutes and entered in column (N) on a blank line.
(e.g.: 120 minutes per week for furniture moving times 52
weeks per year equals 6,240 annual minutes. See Sample 2-4,
line 69.) Custodial duties should be completed before non-
custodial duties are assigned.

245 Samples1-3and 2-4 have been completed usingthedata
indicated on Samples 1-1, 1-2, 2-1, 2-2, and 2-3. Samples 1-1,
1-2, and 1-3 make a complete staffing package for a small
facility. Samples 2-1, 2-2, 2-3, and 2-4 are a portion o the
staffing packagefor alargefacility. All the sampleformswere
completed to provide representative data and do not reflect
any one specific facility. The frequencies used to illustrate
component cleaning are for example only and do not reflect
what may be best for any individual facility.
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CHAPTER 3
SCHEDULING CUSTODIAL PERSONNEL

310 WRITTENWORK ASSIGNMENTS

311 Generad

Written work assignments must be prepared for all regularly
scheduled custodial duties. Chapter 3 provides instructions
for preparing these work assignments. o

312 Management Benefits

Precise, written work routines are invaluable management
tools which provide:

a Effective utilization of available staff.
b. Continuity in custodial tasks.
¢. Positive direction to personnel.

313 Employee Benefits
Employees benefit from a written work routine because it:

a. Delineates duties.
b. Specifieswhen and where work isto be done.
c. Assures equal assignment of workload.

320 DETERMINE UNIT PERFORMANCE TIMES

321 Chapter 4 lists custodial work performance standards.
The column headed “Unit of Performance (minutes)" refersto
the time required to service one unit of measurement (one
fixture, one square foot, etc.).

EXAMPLE: The unit of performance for cleaning workroom
toilets is 4.5 minutes per fixture.

330 Form4776, PREVENTIVE-CUSTODIAL MAINTE-
NANCE ROUTE

331 Use

Complete Form 4776, Preventive-Custodial Maintenance Route,
induplicatefor all regularly schedul ed custodial maintenance
work listed on Form 4852. Retain theoriginal inthe permanent
officefiles. Enclosetheduplicatein atransparent plastic cover
to beissued to the employee performing the task.

a  The identification block will be completed in accordance
with the handbook or system by which this office operates.

b. Enter in the block titled "Mail Processing — Building
Equipment/Component or System" the type route (e.g.: Area
Cleaning Route, Component Route).

c. Enter in the “Original Issuance Date" block the date this
routewas first issued.

d. Enter in the "Date Last Revised" block the last date
changes were made to thisroute.

e. Enter in the"Estimated Time" block the total workhours
estimated for completion of all dutiesindicated on the route.

f. Enter in the "Building" block the building in which this
routeisdone. (e.g.: Main Office, VMF, Oak Station, etc.)

g Enterinthe"Building Location” block theareawithin the
building where thisrouteisdone. (e.g.: 1st floor office tower,
workroom, etc.)

h. Mark the "Frequency" block to indicate how often this
routeisissued. (e.g.: If routeisdoneon Monday.only mark the
“W" block, if done quarterly mark the “Q” block.)

i. Enterinthe“Tour”blockthetour onwhich thisroutewill be
done.

j. If theroute isdone on a specific day or more than once a
week, enter in the"Basic Work Week” block the day or days of
the week this routeis done.

k. Leavethe"ltem Number" column blank.

1 Enter in the "MPE-Building Equipment Identification
Numbers® block the room number or description of the area
where thisrouteisto be done.

m. If thisisan areacleaningroute,enter inthe"Time" block

thetimeof day theareaisto becleaned. (e.g.: from 7:45 am to
8:30 am) Otherwise, leave this block blank.

3-1
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n. Leavethe "Priority" block blank For any scheduled "Job
Requirement" the priority will be established by the appro-
priate management official. These priorities may changefrom
day to day aslocal circumstances warrant.

o. Enter in the "Check List(s) --" block the quantity to be
serviced and statethe unit of measure. (e.g.: 10 fixtures, 300sg.
ft., etc.)

p. Inthe"Instructions’ block enter:

a. Theoperation to be performed.
b. The equipment and materialsto do the operation.
c. Thetasks required to perform the operation.

g [If theinstructions aretoo extensiveto put inthe"Instruc-
tions" block, aseparate checklist may becreated. Then enter in
the"Instructions" block a statement such as"Clean in accor-
dance with Checklist No. CL-1".

r.  When making out an areacleaning route, for aspecific day,
refer to the completed Form 4839. Thisform already hasthe
tasksto bedone and thetour on which assigned for each day of
the week. By following the column for a specific day, the
operation and quantity are already there. Only thetime of day
need be calcul ated.

s. Thebasicdatafor preparing acomponent cleaning routeis
contained on Form 4852, Columns Gthrough N. When setting
up a component cleaning route refer to Form 4869 and
consider the location in the building where the task isto be
performed. Make each route as compact as possible. Give
preciseinstructions asto thelocation of the component to be
cleaned. Identify the specific area covered on the particular
routesheet by structural column numbers, room numbers, etc.

t. Example

Extract al fixtures in workroom areas from Form 4869,
Building Inventory, column headed "Fluorescent Fixtures."
List them on individual Forms 4776 headed Ceiling Light
Fixtures - Workrooms, just as they appear on the inventory,
giving room number or section, the description of the space
(carrier section, outgoing letters, etc.) and the number o
fixturesin each area.

333 Refer to Chapter 4 to obtain the method and materials
required to perform aspecific job. Thisinformation should be
provided on the route sheet, Form 4776.

334 Form 4776 Samples3-1 and 3-2 have been completed to
illustrate an area cleaning route and a component cleaning
route. Sample 3-3 is a suggested separate checklist for toilet
room cleaning. Checklistsfor other duties may bedeveloped as
needed.

340 Scheduling

a Inlarger facilities scheduling will be done in accordance
with the national handbook or national system by which the
office operates.

b. In smaller facilities that do not operate under a specific
national handbook or national system, the management official
in charge of the facility will be responsible for scheduling. If
necessary, the senior MSC maintenance official will provide
assistancein scheduling.

c. Actual day to day assignments depend on the number of
custodial personnel reporting. Generally, when excessive
unscheduled absences occur the component cleaning routes
should belimited before area cleaning routes.
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CHAPTER 4
PERFORMANCE STANDARDS

410 PERFORMANCE STANDARDS

411 Thissection provides details essential to estimate the
total custodial workload.

412 Changesin PerformanceStandards

Unit performance represents engineering standards which
apply to each custodial task They may be changed only after
documented evaluation of new techniques or equipment
indicatethe need to change. Unit performancestandards may
only berevised at the national level to ensurecompliancewith
the current National Agreements.

413 Tasks Without Perfor manceStandards

Sometasks are assigned to custodial maintenancethat do not
have a performance standard. To facilitate staffing for these
tasks maintenance management may estimate the annual
time requirement for these tasks based on local experience
and historical data. Thistime must be included on thestaffing
form in accordance with the instructions in paragraph 244.
Timemay beincluded onlyif the task is normally considered to
be a custodial activity.

414 Safety

Whenit isnecessary to put up ropesand wet floor signs, atime
factor should be added for the performance of these safety
related functions.

415 Frequency of Performance

Thefrequency ranges listed in Chapter 4 of this handbook for
performing theindicated custodial tasks should be applicable
to most postalfacilities. Thefrequency selected for a particul ar
task should be within the specified range, and the specific
frequency choses is dependent upon local conditions. Local
management may determine that frequencies outside the
ranges (above or below) listed are required due to local
conditions. If oneor moredf thefrequenciessel ected are below
the range(s) listed in this handbook, the custodial staffing
package shall be submitted with appropriate justification to
Regional Maintenance Management. |mplementation of cus-
todial tasks with frequencies below the specified range(s)
requires prior Regional Maintenance Management approval.
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
a. TOILET ROOM
(1) Cleaning
Sweep floor, picking up loose Wet mop 4.5 (In workroom areas) 3to 7 times per week.
paper and trash. Remove gum Two mop buckets
spotswith putty knife. One wringer 4.0(In office areas) 2to 7 times per week.
Bowl brush
Wash mirrors, ledges, chrome, Sponge cloths
and receptacles. Sponge

Scrub interior and exterior sur-
faces, including lips of water
closets, urinals, lavatories, and
multiple wash sinks.

Damp wipetoilet partitions and
doors, toilet room doors, shower

stalls, and al wainscoting.

Dust partition tops and high
ledges.

Dust window sills and vents.
Refill toilet tissue, paper towel,
and soap dispensers. (Do not
overstuff towel dispenser.)

Empty trash receptacles.

Wet mop and rinsefloor.2

Liquid detergent

Trash container

Pickup pan and broom

Putty knife

Untreated sweeping mop
Polyethelenetrash can liners
Wet floor sign

Rope

'Fixtures include only showers, lavatories, water closets, multiple wash sinks, and urinals.

See paragraph 430.1for damp mop and wet mop procedures
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
a. TOILET ROOM
(2) Policing
Pick upall loose paper and trash. Untreated sweeping mop 320 Fixturest 1.5 (In workroom areas) 1 time per tour in faci-
Pickup pan and broom lities with two or more
Refill tissue, towel and soap dis- Trash container 360 Fixturest mail processing tours
pensers. (Do not overstuff towel Sponge cloths per day, except on tour
dispensers.) Wet mop when room is cleaned.
Mop bucket with wringer
Check plumbing and flushing of Liquid detergent 1.334 (In office areas) As needed.
water closets and urinals. Polyethelene trash can
liners
Damp wipe water closets, lava- Wet floor sign
tories and multiple wash sinks. Rope

Sweep floor - damp2 mop as
needed.

Empty trash receptacles.

'Fixtures include only showers, lavatories, water closets, multiple wash sinks, and urinals.

See paragraph 430.1for damp mop and wet mop procedures.
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
b. LUNCH/SWING ROOM
(1) Cleaning
Remove al debris from tables Treated sweeping equip- 15,000sq. ft. 3to 7 times per week.

and damp wipe with detergent
solution.

Empty trash receptacles.

Dust horizontal surfaces from
floor level, including tops of
vending machines.

Sweep floor completely.

Clean drinking fountains with
detergent solution.

In combinationlunch and locker
rooms, locker tops and cabinets
will be dusted.

Onother-than-wood floors,damp
mop entirefloor with detergent

solution.!

Spot-clean walls.

ment

Treated dust cloths
Sponge cloth

Plastic spray bottle

Pail

Liquid detergent

Pickup pan and broom
Mop bucket with wringer
Trash container
Polyethelene trash can
liners

Wet floor sign

Rope

ISee paragraph 430.1 for damp mop and wet mop procedures.
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420 AREA CLEANING

Equipment Performance Unit
Performance M nyi al Wdh I?—rDay Per(fﬂrim?nce Fr%ﬁzgcy
b. LUNCH/SWING ROOM
(2) Poalicing
Clear tables of all trash and Treatedsweepingequipment 45,000 sg. ft. On all tourswhen used,

debris, and damp wipe.
Emptytrashfromcluttered areas.
Damp mop spillages.’

Damp wipe drinking fountain.

(3) Wet Mopping!

Wet mop and mop bucket
with wringer

Sponge cloth

Plastic spray bottle
Liquid detergent
Polyethelene trash can
liners

WEet floor sign

Rope

1See paragraph 430.1 for damp mop and wet mop procedures.

except when cleanedon
sametour.

Oto 2time(s) per week.

d
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

c. LOCKER ROOM
(1) Cleaning
Dust mop floor. Treated sweeping equip- 20,000s0. ft. 3 to 7 times per week.

ment
Empty trash receptacles and Wet mop and mop bucket
ashtrays. with wringer.

Spongecloth
Dust all horizontal surfacesfrom Plastic spray bottle
floor level, including tops of Liquid detergent
lockers. Trash container

Wet floor sign
Damp-wipe vertical surfaces of Rope
one-fifth of lockers.
Damp mop entire floor area.’
(2) Poalicing
Sweep open areas and aisles. Treated sweeping equip- 60,000 q. ft. .008 On all tourswhen used,

Empty trash receptacles and
ashtrays.

Damp mop spillages.!

(3) Wet Mopping*

ment

Wet mop and mop bucket
with wringer

Liquid detergent

Trash container

Wet floor sign

Rope

ISee paragraph 430.1 for damp and wet mop procedures.

except when cleaned on
same tour.

Oto 2time(s) per week.
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420 AREA CLEANING

Perfor mance

Equipment Performance

M gtnegial Wo?l?—rDay

Unit
Perfor mance
(Min.)

Frequency
Range

d. WORKROOM

(1) Cleaning

Sweep entire floor area with
treated mopor treated dust cloth.

Empty all trash receptacles and
take trash to pickup point.

Wash and disinfect all drinking
fountainsin area.

Dust horizontal surfacesaf cases,
tables, file cabinets, etc.

Dust window sills, radiators.

Spot-clean smudges from walls
and doors.

(2) Cleaning (VMF only)

Spread grease-absorbent com-
pound on fresh grease and oil
depositsonfloor. Let standwhile
compl eting other tasks.

Sweep floor with sidewalk brush.
Control grease and oil smudges
on bay partitions by removal

with powdered detergent.

Empty trash.

Treated sweeping equip-
ment

Treated dust cloths
Sponge cloth

Liquid detergent

Plastic spray bottle

Toy broom and dust pan
Trash container
Polyethelene trash can
liners

45,0000 ft.

Grease-absorbent com-
pound

Sidewalk brush

Sponge cloth

Powdered detergent

Pail

Trash container

Toy broom and dust pan

45,000 1. ft.

2to 7 times per week

2 to 7 times per week
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420 AREA CLEANING

Performance

Eguipment Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

d. WORKROOM
(3) Policing
Spot sweep cluttered areas. Treated sweeping equip- 90,000 sq. ft. .0053 On all tours only for the

ment area used, except when
Pick up large pieces of trash and Sponge cloth cleaned on same tour.
boxes. Plastic spray bottle

Toy broom and dust pan
Empty trash receptacles and Trash container
dispose of trash. Polyethelene trash can -

liners
Damp wipe drinking fountains.
e. OFFICE SPACE
(1) Cleaning
Empty and damp wipe ash trays Treated sweeping equip- 12,800 sq. ft. 0375 3 to 7 times per week.

and waste baskets.

Dust horizontal surfaces of all
furniture and equipment.

Dust completely all furniture in
1/5 of offices each cleaning.

Wash lavatories and drinking
fountains; spot clean smudges
and fingerprints on glass surfaces

and walls.

Sweep floor with treated sweeping
equipment.

Vacuum rugs.

Spot shampoo rugs as necessary

ment

Treated dust cloths
Radiator brush

Sponge cloth

Plastic spray bottle
Vacuum cleaner

Toy broom and dust pan
Trash container

sap)|jjoey |e1s0d-Bujdeenasnoy
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420 AREA CLEANING

Dust walls and doors.

ment
Treated dust cloths
Toy broom and dust pan

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

i. OIL STORAGE ROOM
(1) Cleaning
Spread grease absorbent com- Grease absorbent com- 16,000 sq. ft. .03 Weekly.
pound on oil deposits. pound

Powdered detergent
Sweep floor with sidewalk brush. Sidewalk brush

Toy broom and dust pan
Wet mop with powered deter- 2 mop buckets
gent solution and rinse with clear 1 wringer
water. 2 wet mops

Wet floor sign
j- FREIGHT ELEVATOR
(1) Policing

" Sweep floor. Treated sweeping equip- 48 10.0 1to 7 time(s) per week.
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
k. PASSENGER ELEVATOR
(1) Cleaning
Remove gum spots from floor Treated sweeping equip- 24 20.0 3to 7 times per week.
ment
Sweep and damp mop floor or Treated dust cloths
vacuum carpet. Liquid detergent
Fine steel wool
Scrub printsand heel marksfrom Mop bucket with wringer
base of cab wall with steel wool. Wet mop
Vacuum cleaner
Dampwipewalls, trim,and doors. Sponge cloth
Plastic spray bottle
Spot shampoo carpet as neces- Wet floor sign
sary.
1. EXTERIOR PAVED AREA
(1) Policing
Pick up litter - paper, cans, soft Spiked stick 400,000sg. ft. 1to 7 time(s) per week.

drink bottles, etc.

Trash bag
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

1. EXTERIOR PAVED AREA
(2) Sweeping - Select appropriate method
(a) Manual sweeping!
Sweep sidewalks, parking areas, Pushbroom 80,000 sq. ft. .006 1 to 7 time(s) per week.
driveway, maneuvering area, etc. Trash container
(b) Pedestrian-type power vacuum!
Sweep sidewalks, parking areas, Pedestrian type power 120,000 sq. ft. .004
driveway, maneuvering area, etc. vacuum
(¢) Rider type power sweeper!
Sweep sidewalks, parking areas, Rider type power sweeper. 400,000 sq. ft. .0012
driveway, maneuvering area, etc.
(3) Snow removal
Remove snow from sidewalks, Snow plow 32,000 sq. ft. .015 As needed.

parking areas, maneuvering area,
driveway, etc.

IThe most economical method of sweeping must be used in all areas; this may involve a combination of methods in the

overall area.

sa|)1o8 |BysOg-Buidaayasnoy
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420 AREA CLEANING

Equipment Performance Unit
and Per Perfor mance Freguency
Performance Material Work-Day (Min.)
Range

m. EXTERIOR UNPAVED AREA
(1) Policing
Pick up litter - paper, cans, soft Spike stick 400,000sq. ft. 1to7time(~per week.
drink bottles, etc. Trash bag
Arrange recruiting posters, etc.
n. INTERIOR PARKING/MANEUVERING
(1) Manual Sweeping
Sweepinaccessibleareas, bringing Fiber pushbroom 80,000 sq. ft. 1to 7time(s) per week.
dust and litter to open areas.
(2) Pedestrian-type power vacuum sweeper?!
Sweepareasinaccessibletorider Pedestrian-type power 120,000g. ft.
type sweeper. vacuum sweeper
(3) Rider type power sweeper?
Sweep open areas. Rider type power sweeper 400,0004q. ft.

Production per work day is based on only that segment of the areaswept by the various methods.

'The most economical method of sweeping must be used in all areas; this may involvea combination of methodsin the

overdl area.
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequen
Performance Material Work-Day (Min.) Rg.ngecy

o. PLATFORM (Dock)
(1) Cleaning
Sweep entire area with treated Treated sweeping equip- 45,000 sq. ft. .0106 3 to 7 times per week.
sweeping equipment or pedestrian ment or power vacuum
type power vacuum sweeper. sweeper '

Treated dust cloth
Dust wipe vestibule doors and Sponge cloth
door glass. * Plastic spray bottle

Toy broom and dust pan
Empty trash containers. Trash container
(2) Policing
Spot sweep cluttered areas. Treated sweeping equip- 90,000 sq. ft. .0053 On alltours in area(s) used,

ment
Pick up and dispose of large Toy broom and dust pan
pieces of trash and emptyboxes. Trash container

Empty trash containers.

except when cleaned on
same tour.

so[}jl1o84 (B1s0d-Bujdesyesnoy
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequen
Performance Material Work-Day (Min.) R?mgecy

p. SERVICE/BOX LOBBY .,
(1) Cleaning
Dust desks, tables and screenline. Treated sweeping equip- 30,000 sq. ft. .016 5 to 7 times per week.

ment )
Damp wipe desk tops and counter Toy broom.and dust pan
top. Treated dust cloth

Plastic spray bottle
Arrange patron desk supplies. Sponge cloth

Pail
Empty cigarette urns; damp wipe Window squeegee
inside and out. Trash container

Polyethelene trash canliners
Sweep entire floor with treated
sweeping equipment.

Empty trash baskets; insert clean
polyethelene liner.

Spot-clean smudges from walls
and counter front.

Damp wipe bulletin board glass.

Wash lobby door glass.

sep|i1oRd (msod-Buidesnesncy



420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Perfor mance Material Work-Day (Min.) Range
p. SERVICE/BOX LOBBY
(2) Policing
Arrange desk or table items. Treated sweeping equip- 240,000 7. ft. .002 As needed.

Pick up loose trash and spot-
sweep as heeded.

Empty cigarette urns.
Damp mop during wet weather.
Layout saf ety matsinwet weather.

Empty trash baskets.

(3) Wet Mopping*

(4) Vacuum Scrub*

(5) Damp Moppingt

ment

Treated dust cloth

Toy broom and dust pan
Wet mop

Mop bucket with wringer
Trash container

Wet floor sign

Rope

Select appropriate method

Select appropriate method

See paragraph 430.1 for damp mop, wet mop and vacuum scrub procedures.

1to 3time(s) per week.

1to 3time(s) per week.

| to 3time(s) per week.




420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

g. STAIRWAY
(1) Cleaning
Treated - sweep stairsand land- Treated sweeping equip- 60 flights 3to 7 times per week.
ings. ment (12 ft. flights)

Treated dust cloth floor to floor
Dust handrails. Plastic spray bottle

Sponge cloth 48 flights
Spot clean smudges from walls Toy broom and dust pan (18 ft. flights)
and doors. floor to floor
(2) Policing
Pick up loosetrash. Toy broom and dust pan 200flights 2.4 Daily, except when

Spot sweep as needed.

floor tofloor

cleaned.

saNes
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

r. CORRIDOR
(1) Cleaning
Sweep corridor with treated Treated sweeping equip- 80,000 sq. ft. 006 2 to 7 times per week.
sweeping equipment. ment .

Toy broom and dust pan
Spot clean smudges from walls. Plastic spray bottle

Sponge cloth
Empty cigarette urns and damp Trash container
wipe inside and outside.
Empty trash receptacles.
(2) Policing
Pick up loose trash. Toy broom and dust pan 240,000 sq. ft. .002 Daily, except when

Trash container
Empty cigarette urns.

Empty trash receptacles.

Spot sweep as needed.

(3)Damp Mopping! Select appropriate method

(4) Vacuum Scrub! Select appropriate method

i1See paragraph 430.1 for damp mop and vacuum scrub procedures.

cleaned.

2 to 7 times per week.

2 to 7 times per week.

se|jjjoe4 j81sod-bujdeaxesnoy
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420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
s. SHOP AREA
(1) Cleaning
Sweep entire floor using most Treated sweeping equip- 40,000 g. ft. .012 Daily, when used.

practical method.

Dust desks (not work benches)
and empty ash trays.

Dust horizontal surfaces of file
cabinets, lockers, and window

ledges.

Empty trash receptacles.

ment or push broom
Treated dust cloth

Toy broom and dust pan
Trash containers

t. JANITOR'S CLOSET

(1) Cleaning

Scrubinterior of sink; damp wipe
exterior.

Damp mop floor.'
Arrangesuppliesand equipment.

Restock janitor supply cart.

Pickup pan and broom 48 closets
Wet mop

One mop bucket

Sponge cloths

Liquid detergent

Wet floor sign

Rope

1See paragraph 430.1 for damp mop and wet mop procedures.

Daily, when used.




Equipment Performance Unit

and Per Performance Frequency
Performance Material Work-Day (Min.) Range
u. BATTERY ROOM
Sweepfloor withsidewalk brush. Sidewalk brush 80,000s4q. ft. Daily.

Trash container
Empty trash.

(2) Floor scrubbing

Mix powdered detergent and 2 mop buckets 5,000sg. ft. Weskly.
water in a mop bucket and lay 1 wringer
down solution on floor. 2 wet mops
Deck scrub brush
Scrubwith deck scrub brush. Do Powdered detergent
not use afloor machine in this Wet floor sign
area.

Pick up solution and rinse floor
with clean water.



420 AREA CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
v. LOOKOUT GALLERY
(1) Cleaning
Sweepfloorswith treated sweep- Treated sweeping equip- 1,000 linear feet .480 4t0 12 times per year.

ing equipment.
Dust walls and lookout slots.
Damp wipe lookout glass.

Dust ladder rungs, guard rails,
rope"tell-tales" and arm ledges.

Replace burned-out lamps.

ment

Treated dust cloth”
Plastic spray bottle
Sponge cloth

Extension cord and/or bat-
tery lantern

Replacement lamps
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per Perfor mance Frequency
Performance Material Work-Day (Min.) Range
a. CEILINGLIGHT FIXTURES
(1) Dusting - Select appropriate method
(a) Feather Duster Feather Duster with 22' 1920 .26 4to 12 times per year
(See 132.31, Handbook MS-39) extension pole
OR

(b) Treated Dust Cloth (See Treated dust cloth 320 1.5
132.32, Handbook M S-39) Powerlift, scaffolding, or

safety platform ladder

OR

(¢) Vacuum Dusting (See132.33, Rack-Pak vacuum 480 1.0
Handbook MS-39) Powerlift, scaffolding or'

safety platform ladder
(2) Washing - Select appropriate method
(See 133, Handbook M S-39) 2 natural sponges 48 (55gal. drum) 10.0 1to 2 time(s) per year.

Pail

Powdered detergent

Masking tape

Supply of lamps

55gal. drum

OR
Louver washing tank 54 (Louver washing tank) 8.89
OR
Louver washing machine 96 (Louver washing 5.0

machine)




£8-1-9 "€-111 "Lv-SW

4 4

430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

b. VENETIAN BLINDS
(1) Dusting
Dust both sides of slats with Radiator brush with exten- 96 5.0 1 to 4 time(s) per year.
treated dust cloth. sion handle .

Treated dust cloth
(2) Washing
Hang blind from blind brackets Powdered detergent 16 30.0 1 to 2 time(s) per year.
attached to 2” x 4” x 4" wood Hand scrub brush
blocks nailed to wall or use a Venetian Blind tapes and _
washing trough. cord
Scrub both sides of slats and
tapes.
Retape as necessary.
c. EXTERIOR GLASS
(1) Washing
Wash and squeegee dryboth sides Sponge or sponge cloth 2,700 sq. ft. 179 Lobby - 12 to 52 times

of window glass.

Wipe squeegee blade dry with
well wrung out sponge or sponge
cloth after each stroke.

Wipe corners and framework of
window pane with sponge or
sponge cloth.

Pail

Window washing brush
Window squeegee
Interior-use appropriate
high access equipment
Exterior-safety belt for
windows equipped with
hooks

window surface

per year, other areas 2
to 4 times per year.

safj|)oe jeI1s0g-buidesyesnoy
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per : Performance Frequency
Performance Material Work-Day (Min.) Range
d. INTERIOR GLASS
(1) Washing
Wash and squeegee dry both sides Sponge or sponge cloth 2,700 sq. ft. 179 2 to 4 times per year.
of partition or door glass. Pail window surface
Window washing brush

Prevent runoff of water onto Window squeegee
painted partition. )

Wipe squeegee blade dry with
well wrung out sponge or sponge
cloth after each stroke.

Wipe corners and framework of
window pane with sponge or
sponge cloth.

e. PIPES AND DUCTS

¢))] Clean/i’ng (Areas normally above 10’in height with exposed pipes and ducts only. Measurements is based on number of sq. ft. of floor area with pipes and ducts

overhead.)
Dust areas that cannot be Appropriate high access
reached by hand from the floor. equipment

Treated dust cloths
Includes all surfaces of pipes Treated sweeping tool
and ducts. Back-pack vacuum cleaner

7,000 sq. ft. .069 1 to 2 time(s) per year.
workroom floor area

10,000 sq. ft. .048 1 to 4 time(s) per year.
non-workroom area

so|Moed |ejsod-Bujdesyasnoy
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range

f. CASES
(1) Carrier cases
Vacuum separations with special Vacuum cleaner 120 Cases 4.0 Annually, or as needed.
vacuum cleaner tool. Case cleaning attachment (carrier wing, PO Item

for vacuum Cleaner 143-C, counts as 1/2 case.

Items 124-C & 144-C count
as one case each)

(2) Other cases
Dust all separations with treated Treated dust cloth 320 cases 156 Annually, or as needed.
dust cloth.
g LAWNS, HEDGES, SHRUBS
(1) Lawns
Mow and edge. Power mower 40,000 sq. ft. 012 Up to 52 times per year.

Lawn edger

Safety goggles

Ear protectors
(2) Hedges and shrubs
Trim. Electric hedge shears 400 lineal ft. 1.2 1 to 4 time(s) per year.

Safety goggles

son|jioRy [BIs0d-bujdesxesnoy



430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
h. RESILIENT FLOOR CARE
(1) Damp mopping
Mix detergent with water accord- Mop bucket and wringer 32,000 sg. ft. 12to52times per year.
ingtomanufacturerecommenda- Wet mop
tion, wring out mop tightly. Liquid detergent
Wet floor sign
Apply detergent and pick up. Rope
(2) Initial preparation
See [1IB3a and IVB1 Handbook 2,000 sg. ft. 0to 2 time(s) per year.
S-3(Rev.)
(3) Periodic maintenance
See IIIB3C and 1IVB1 Handbook 5,000 sq. ft. 3to 12 times per year.
S-3(Rev.)
i. TERRAZZO FLOOR CARE
(1) Initial preparation
See ITIC3a and 1VB2 Handbook 2,000sq. ft. Annually.
S-3 (Rev.)
(2) Periodic maintenance
See I1IC3¢ and [VB2 Handbook 4,000 sq. ft. A2 3to 12 times per year.

S-3(Rev.)




430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (NIn.) Range
j- CONCRETE FLOOR CARE
(1) Initial preparation
See [1IC3a and IVB3 Handbook 2,000sq. ft. 24 Annually.
S-3(Rev.)
See IIIC3c¢ and IVB3 Handbook 5,000sq. ft. 0 to 4 time(s) per year.
S-3(Rev.)
(3) Scrubbing (VMF workroom floor only)
After cleaning, wet floor down Hose 32,000 . ft. 12 to b2 times per year.
with a hose. Powdered detergent
Deck scrub brush
Sprinkle powdered detergent on Floor squeegee
floor and scrubwith adeck brush. Wet floor sign

Hosedown thefloor andsqueegee
water to floor drain.
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
k. WOOD FLOOR CARE
(1) Initial preparation
SeellID2a, IVB5 & IVB6 Handbook 2,000sq. ft. 24 1to 2 time(s) per year.
S3(Rev.)
(2) Periodic maintenance
See I1ID2¢ and | W4 Handbook 4,000s. ft. 12 3to 12 times per year.

S-3(Rev.).
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
1. FLOOR CARE
(1) Damp mopping
(Not for wood floors)
Mop floor with mop dipped in Mop bucket-and wringer 32,000 sq. ft. .015 As specified in appro-
detergent solution mixed accord- Wet mop priate area.
ing to manufacturer’s instruc- Liquid detergent
tions and wring out tightly. Wet floor sign
Rope
Pick up detergent solution from
floor.
(2) Wet mopping
(Not for wood floors)
Apply detergent solution mixed 2 mop buckets with 1 16,000 sq. ft. .03 As specified in appro-
according to manufacturer’s wringer priate area.
instructions and allow tostand 5 2 wet mops
minutes. Agitate detergent solu- Liquid detergent
tion on floor with mop and pick Wet floor sign
up. Rope
Rinise floor with clear water,
changing water frequently. Pick
up rinse water.
(3) Automatic Scrubber-Vacuum (Battery Operated)
Machine applies cleaning solution, Automatic scrubber vacuum 75,000 sq. ft. .0064 As specified in appro-

agitates with brush, and vacuums
up dirty solution.

Pick up excess solution from
corners and edges with wet mop.

Wet mop
Wet floor sign
Rope

priate area.

sefilied |ﬂ3°d-50|d00)|ocnqu
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430 COMPONENT CLEANING

Equip:nent Performance Unit

an Per Performance F

Performance Material Work-Day (Min.) rle‘?l;l‘;zcy

m. CARPET CARE

(1) Shampooing

Vacuum carpet thoroughly. Industrial vacuum cleaner 2,000 sq. ft. 24 1 to 4 time(s) per year.

Floor scrubbing machine with

Mix shampoo and water accord-
ing to manufacturers instructions.

Wet brush bristles thoroughly

solution tank and shower-feed
brush

Carpet shampoo

Pail for mixing

t8"1-9 t-11L LS

Hand scrub brush

Stiff-bristied brush

Tilt machine back (with wheels 4” x 4" plastic squares or discs
in down position) until brush is cut from polyethelene trash can
no longer in contact with carpet. liner

before placing brush on machine.

Feed shampoo into brush.

Raise wheels and shampoo car-
pet with slow, overlapping brush
passes. Feed shampoo sparingly.

Vacuum carpet frequently to
remove shampoo entrapped dirt.

Use a hand scrub brush dipped
in shampoo solution for corners.

Set pile in one direction with
stiff-bristled brush. Use discs
pre-cut from a polyethelene trash
liner under metal furniture glides
to prevent rust stains on damp
carpet.

sofji|oRd w)sod-Buideexesnon
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430 COMPONENT CLEANING

Equipment Performance Unit
and Per Performance Frequency
Performance Material Work-Day (Min.) Range
o. DECORATIVE METAL (BRASS AND BRONZE)
(1) Polishing
Remove tarnish with wadding- Wadding-type metal polish 96 each Once every twoyears.
type polish. Clean cloths (Post Office Boxes)
Acrylic lacquer

Buff with clean cloth. 192 lin. ft.

(railing)
Spray on a thin film of acrylic
lacquer. 160 sq. ft.

(sheet work)
p. POST OFFICE BOXES
(1) Cleaning
Dust inside the box. Treated dust cloths 240 boxes 2.0 As needed.

Sponge cloth
Damp wipe window glass.
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CHAPTER 5
HOUSEKEEPING INSPECTION

510 GENERAL

All postal facilitieswherethe USPSprovides custodial mainte-
nance must be inspected for cleanliness at least quarterly. In
addition to scheduled inspections, unannounced inspections
may be performed at any time. A Housekeeping Inspection
Form 4851 (see Appendix, Exhibit E) must be completed as
part of theseinspections. Theformswill beconsolidatedinthe
MSC maintenance office. A consolidated report will be sent
from the MSC to the District Office and to the Regional
Maintenance Management Division.

520 INSPECTIONS

In facilities of 25,000sg. ft. or more, a quarterly inspection will
be done by two management representatives. One must be
from the facility being inspected. The other must be from
maintenance management. The maintenance management
representative may be from within or outside the facility.

522 In facilities of less than 25,000 sqg. ft., a quarterly
inspection will be done by a management representativefrom
the facility being inspected. At least annually, the inspection
will be done by two management representatives, one from
within and one from outside the facility.

523 The SCM/PM will determine who will perform the
required inspections.

524. Atthediscretion of theinstallation head,or theSCM/PM,
additional personnel may participate in the inspection.

525 Additional unannounced inspections may be performed
at any time by management representatives of the MSC,
District or Regional Offices.

526 A Form 4851 must becompleted during all housekeeping
inspections and must be signed by all personnel participating
in the inspection.

530 HOUSEKEEPING INSPECTION FORM 4851

531 A Form 4851 must be completed during every house-
keeping inspection. (See Appendix, Exhibit E)

532 Instructionsfor completing Form 4851.

532.1 General - The form should be completed after the
inspection. While performing the inspection, it may be

necessary to take notes. A tablet on a clip board is suggested
for this purpose. Take a copy of the form while doing the
inspection to use as a checklist.

532.2 Heading- In the heading enter the name of the Main
Post Office (City, State and ZIP Code) having control over this
office. Enter the unit (e.g.: Oak Station, VMF, Main Office, etc.)
and the date the inspection is being done. (See Sample 4-1)

532.3 AreaCleaning- In the areasindicated on the form,
check theitemsindicatedfor that specificarea. (See Appendix
F,Housekeeping I nspection Techniquesfor specificson how to
inspectindividual items.) Check either the“S” (Satisfactory) or
the*“U” (Unsatisfactory) block. All discrepancies which causea
“U” to be checked must be specifically identified in the
"Remarks" section.

532.4 Component Cleaning- Check theoverall cleanliness of
thecomponentslistedin thissection of theform. Check the"S'
or the “U” block. All discrepancies which cause a “U” to be
checked must be specifically identified in the "Remarks"
section.

532.5 Remarks- All items checked “U” in the Area Cleaning
and/or the Component Cleaning sections must have a corres-
ponding statement in the "Remarks" section. The entry must
contain: thespecific item, thespecificlocation of the item, and
the specific discrepancy. (See-Sample 4-1) If more space is
needed for remarks, usetheback of theform or add additional
sheets. Entries must be spec ¢ Statements such as, "Dirty
sinks" or "Dirty mirror" are unacceptable.
ifi

532.6 Signature Block - The signature and job title of all
participants in the inspection must be on the form. If more
than two people participatein theinspection, their signatures
and titles must be added on the bottom lines of the"Remarks"
section.

532.7 NotApplicable- If alisted item does not apply tothe
facility being inspected, put “N/A” in the S/U blocks.

532.8 Itemsnot ontheform - Theform has blank spacesin
both the Area Cleaning and the Component Cleaning sections
so additional items may be added. State the area or the
component in the blank provided. Check the“S” or “U” block,
Any “U” items -must have a corresponding entry in the
"Remarks" section.



Housekeeping-Postal Facilities

532.9 Example - A completed Form 4851 is provided in
Sample4-1in the Sample Formssection of the handbook. This
form does not represent a specific facility. Rather, it was
completed to show the method by which the form was to. be
done. For specific inspection techniques, see Appendix F,
Housekeeping | nspection Techniques.

540 REPORTS

541 Completed Forms4851 will beforwarded tothe MSC to
the attention of the Senior Maintenance Official. The Senior
Maintenance Official will provide a written report to the
SCM/PM noting all discrepanciesfound duringtheinspections
and actionstaken to correct the discrepancies. A copy o this
report will be forwarded to the District Office and to the
Regional M ai ntenance M anagement Division. Upon receipt of a
written request, the SCM/PM will provide a copy o the report
and/or formsto the requesting labor organization.

542 Maintenance Management at all levelswill monitor the
reportsfor recurring problems. Correctiveaction as necessary
will be taken to eliminate the problems. This action may
include, but is not limited to, a review of: staffing, training,
scheduling, methods o cleaning and materials used. The
results of these inspections will not be used to indicate poor
performanceon the part o an employee.

543 Completed Forms4851 and the consolidated reportswill
be retained at the MSC for two years.
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MsS-47, TL-3, 6-1-83

SAMPLE FORMS

Sample 1-1 - Completed Form 4869
Sample 1-2 - Completed Form 4839
Sample 1-3 - Completed Form 4852
Sample 2-1 - Completed Form 4869
Sample 2-2 - Completed Form 4839
Sample 2-3 - Completed Form 4839
Sample 2-4 - Completed Form 4852
Sample 3-1 - Completed Form 4776
Sample 3-2 - Completed Form 4776
Sample 3-3 - Example ChecKklist

Sample 4-1 - Completed Form 4851

$-1
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U.S. POSTAL SERVICE

LOCATION/FACILITY

PQST OFFICE

DATE

XX/ XX/XX

BUILDING INVENTORY Main O%8ice. SenallTow nUSA x| et sy A Clerk
el DESCRIPTION R i Eg e VENE- Gss CASES e MISC.
TN SPAce AREA éE Suspendlimcan. J:& INTER. | EXTER. | cAR- | ommen Resil. [Con-

Fluor. [descont SOFT. | SOFT. | RIER Tie lerete
Customer Lobby | Lokby| 500 1o z 200 500 ROPoses
Postmaster's Office.| Office | 200 4 | 50 200
Toilet Boeom Toilet | 50 2] 1 20 e}
Locker Koopn Locker | 200 4 200
Lynch Room ;m:gfgm 200 4 200
Boiler Room '53‘1%.‘;2'5 350 b a8
Supply Reem gfr'gr\f:.%e, 200 4 200
WOr-k' Room Workroom| 2500 50 25 10 2800
Dock Platform| S00 8 500
Par-k.'lan Lot E:);:B 1000
Sidewalk givd |eoo
Leawn Ext.d |eooo
TOTAL INTERIOR 4100
TOTAL EXTERIOR 3200

ToTaLs >laoo [z] [ | T3] [z0]es]io[zecolsso] |
Roc ise: 4669
SAMPLE 11

sapjioed |eIsod-buidaayesnoy
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U.S. POSTAL SERVICE LOCATION/FACILITY POST OFFICE oate X X / XX
CUSTODIAL SCHEDULING WORKSHEET Main Office Smalltown, USA X Cclerk
? DESCRIPTION vT‘%a SATURDAY SUNDAY MONDAY TUESDAY WEDNESOAY THURSDAY .FRIDAY WEEK
Lo SocLfpejer [Pelon]pa JeefeL[PefcufrLfePL] ™™
Toilet Raom 2 2 2 2 2 2 2 12
Locker Room ci| 21200 200 200 00
PL 2 200 200 200, 600
Lunch Room 2|200 200 200 200 200 200 {200
Workroom el 2 . 2500 2500, 500 7500
PL 21( 2500 2500| 2500 7500
Postmasters OfficeCl| 2 200 200 200 00
Customer’s LobbyCL| 2 (500 500 500 500 500 500 3000
Dock "cL| 2500 500 500 1500
pL| 2. 500 50 500 1500| -
Exterior Ared PL| 2 3200 3200 2000 8400
SWEEP| 1200 1200
Locker Room Win 200 200
Lunch Room Wm 200 200
Lobby Wm 500 500
i Dm 500 500 1000
M /) T7TA ) WA T W 7 7
AUG, 1082

SAMPLE 1-2

sejiijoed (visod-Bujdesyesnon
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U3, POSTAL SERVICE posT OFFicE  Smalltown . GA0SS INTERIOR AREA 5C00
WORKLOAD sTATE A0 ziP cooe LISA X XXXX [exverior pavep 1200
ANALYSIS AND SUMMARY WIT Main Office EXTERIOR UNPAVED 2000
- . . g |, ke
g %08 E . E 35|  weswy WEEKLY ¢ 08 N L f— ANAL
¥ neovinevent 539|355 | owmry MINS. ¥ neauinement E TIHE MINS.
w w o] o ® ® @ w |w]|w L ow| w
L e [ 5 12 54 |[u[U&T ousT | Fx | .26 T7] 4 77
2 M| FX 15 ;] wst | Fx | 25| 14 & 14
s | o . a | 40 3| oust | Fx
4|V NG g || @ (]|  om 1200 D8 |[s6fLIHT pee || wam | rx 10,0 177 1 1770
] || 106 57 WASH | Fx
] "™ | ¥ 03 200 Al WASH | Fx
7 | LOOKER fms a |l 024 &00 14 ulvmzmu wAsH | | 300 EY 90|
) | o 008 600 Sl usT (L] 80 32 30
9 W | oF 0 200 © | [41|Lomey anss wa || am| 20052 1862
10| WORKROOMS a | & | o8 7500 80 | |« EXTERA WA | o | a7 701 3 38
1 o |or| ooms 71500 40 | 43| 'NTERIDR wASH | oF | a7
12| oFFICES a [°¢]| .03 600 23| |4 W pusT | sF | .ee
18| SUPPLY AMS a s 012 45| 0 ousT | o | 048
14] FREIGHT PL | ur 10.0 48] U a || i
18] P alur] 200 47] CARRIER CASE a [EA[ 40 35, 1] 140
18] ExT pPoLICE o[ 02 8400 40 ][+ onen case a |ea| 15 10/ 1 1S
17| PLATFORMS a [« | o8 1500 © ||| exT PaveD sweep | oF | .0e
18] M| | 002 1500 8| 0] ext_rave sweer | & | o04] 1200(52( 250
19| SERVICE/BOX a s 218 3000 48 |8 ext Paved SWEEP | oF | 0012
20 m | s 002 82| ACTIVE a || o2f 200 (26 62
21 we | ¥ o] 500 15 | =3 ™MAcTive a |« | o2] 350] 6 25|
2 VS | % | 0084 54| RESILIENT FL O | o5 3300{42] 5%4
2 M| o3 1000 45 | s wr_ jer ]| 24| 3850 1| 924
24| STAIAWAYS a jur 56 PER: | ¥ | oo 3850 3| 1109
2 |t 2.4 57| TeERRAZZO INT | oF | 24
26 | CORRIDORS a | 008 88 PERI | &F 12
z M| o8 50| CONCRETE wr_ (e | |l 850] §] 204
28 vs | o | .ooss 50) PERI | & | .008
2 Ll 002 81| campeT FAP | F | 24
30| SHOP AREAS a|¥ 012 82 SPOT | &F
31| JAN CLOSET a |ea 100 83{ woop INT |8 | 24
32| 3UB TOTAL > | 378/ (s PERI | & | .2
WORK FOUR CALCULATIONS 7 25 Lawns ww | | 02| 2000 |26] G724
0 ®) | [88] vepce/ e TAM | LF | 12
s | WLT, TOTAL LINE 19656 [ winr 67 anow - aemov | or | i3] 200] 6 18
g | ENTER TOTAL __ 2026 MIN/YR 68{ p.0. BOXES a EA 20
c TOW 26662 | wwm €| Stock Supplies| lestimate 180
D DWII;DEY‘ the 445 WHYR 70|
¢ | VLT LTR R 7
VLT LINE )
: '"}DI T m =
o | TR T 245 ww %
S [PIvioE LiNE 8.4 Es 75
x | PIVIDE LINE V\l'ggi 76|
L | TOTAL EMPLOYEES 7| s TOTAL > | 7026
REVIEWED BY: APPROVED BY:
M.P. Maint. X /XK %% S.C. Manager KK [XX %K
MSC MGR-DIR. PLANT MAINTENANCE DATE MSC MANAGER/POSTMASTER-BMC MANGER DATE

e 4852
SAMPLE 1-3

S"4 RAM AW W1 A A 2 aa-



£8-1-9 ‘€= ‘-SW

sepilIIoR4 |Risod-BujdeayesnoH

U.S. POSTAL SERVICE LOCATION/FACILITY POST OFFICE DATE Y /)(x /xx
BUILDING INVENTORY 15t Floor Workroom | Bigtown, USAXXXXX [aemem o A . Clerk
%{ DESCRIPTION . :’:‘P:E u:EF:' gg umﬂ;‘l‘é’m V_F"f"“ ass cAsE mmp% " MISC.
| :: sr.',::rw] BLINDS iR | exTen | oA | omen Qre‘.?;“ n'é?e( |Conu<oh|
101 | Womens Toilet Tolet | 500 [0l 8 S0 R
103 | Women’s Locker Rm | Locker | 1000 13 1000
&2 | Break Area Lnch/am] 200 | 4 200
107 | Tour Q¢¢ice | Office | 1000 20 1000
109 | Men's Toilet Toilet | 500[12] 8 500 THe Frose
111 | Men’s Locker Rm | Locker| 1000 16 1000
115 | Maint. Control Office | Office 1500 30 1500
117 | Mgr. Plont Maint. | OFfice 250 6 25
119 [Storage Room 125481 500 6 500
(23 | Maintenance Shop | Shop 1000 20 1000|
1271 AMO Shop | Shop 400 8 400
129 | Maint. Supply Room | Supply| 1000 20 1000]
131 |Office Supplies [deras [ 500 8 500]
132 [ Men's Toilet -Carriers | Toilet 500{12] 8 500] [{§emls,
130 | Men's Locker Rm Locker | 1000 16 1000
el Break Area Eoeh ] 200 4 200
122 | Women'’s Toilet Toilet | 500[10] 8 _ 500
120 |Women$s Locker Rm |Locker | 1000 16 1000
114 | Weigh Room Workroom| 800 16 - | 200 800
110 [Sack Room Seeae| 150 10 150
Fik. | Workroom Workroond 56000] | 1000| 180| 260[500m
100 | Lunch Room ‘."’.}}f“ng’a,.. 1000 16 , 1,000|
|
ToTALS »[65,100|44] 1264| | | | [ Zo0] 180] 250 [60:350] 2000 | 2750
o et 4669

SAMPLE 2-1




9-S

£8-1-9 "€-11 "L¥-SKW

US. POSTAL SERVICE LOCATIGN/FACILITY POST OFFICE oate XK/ X%/ XX
CUSTODIAL SCHEDULING WORKSHEET 1% Floor Workroom |Bigtown USA XXXXX [THRETD 87 - émge,
16 pesERIFTION we. [cL [pL |Ck [PL |CL]PL [CL]PL [cL[Pu|cL][PL|CLPL] ™™
WORKROOM _TOILETS:
101 | Women's Toilet i 10 10 10 10 [®) 10 10
2 |10 10 10 10 10 10 10
3 10 10 10 10 10 10 10
(09| Men's Toilet { 12 12 12 12 12 12 12
2 112 12 {2 12 12 12 12
3 | 12 12 12 12 12 12 12
132[ Mens Toilet-Corrier's | 2 | 12 12 12 12 12 12
3 12 12 12 12 12 12 12
122 | Womens Tollet 2 110 10 10 10 10 10
3 10 10 10 10 10 10 10
——— PL 777,66 /766 177),66 77466 /), 66 //},66 1/, 06| 462
cL 444077022V 447144144848 144 ) 286
RSaM 4839

SAMPLE 2-2

so}|ijoed |81sod-Buideayesnoy



£8-1-9 ‘e-11 ‘Lr-SH

LS

mre XX/ XX/ %%

U.S. POSTAL SERVICE LOCATION/FACILITY POST OFFICE
CUSTODIAL SCHEDULING WORKSHEET 18t Floor Workroom bigiown,USA LY XRY mA,M.Man&ser
ROOM TOUR SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSOAY FRIDAY WEEK
3 preenrTI 0. [CL | |CL | L | CL | cL | CL | Ll roraL
WORKROOM OFFICES:
107 | Tour Office 2 1000| _ 1000| 1000
116 | Maint . Control Oéfice | 3 |1500 1500 1500
117 | Mgr. Plant Maint. 2 250 250 250
TOTALS 1500 1250 1500 1250 1500 1250 8250
LUNCH /SWING RMS: cLlpelcecLipPL|cL|PLcL [PL {cL |PL jcL {PL|CL|PL
&S Break Area t | 200] 200| 200] 200] Z00] Z00{ 200! 200] 200| 200| 200| 200| 200| 200
2 200 200 200 200 200 200 200
(Police Twice) | 3 400 400 400 400 400 400 400|
LGkl Break Area { 200| 200| 200] 200| 200( 200 200| 200] 200| 200| Z200| 200| 200| 200
2 00| 00 200 200| 200 200 4
( Police Twice) | 3 400 400 400 400] 400 400 400
100 | Lunch Room i 1000 1000 1000 1000 1000 1000 1000
2 1000 1000 1000 1000 1000 1000 1000
(Police Twice)] 3 2000 2000 2000 2000 2000 2000 20
TOTALS <L 1400 1400 1400 1400 1400 140D 1400 9800
PL 4600 4600 4600 4600 4600 4600 4600| 32,200
| WM WMW
R 1preak Area 1 | 200 200
Betipreak Area | | 20 200
100 |Lunch Room 1 11000 ‘ 10004 2
: - Wet Mop A0 4 T V4 YA V080777 V74 2800
e itee 48

SAMPLE 2-3

sapyIord |B1sod-Buideaesnoy



Housekeeping-Postal Facilities

U8, POSTAL SERVICE rost orfice Boigtown GROSS INTERIOR AREA 50000
WORKLOAD STATE A 2P oo UUSA XX XXX |EXTERIOR PAVED 20,000
ANALYSIS AND SUMMARY wit Main Office EXTERIOR UNPAVED 30,000
& lsglate g E lyplpos
i 08 é .:5 gﬁi WEBKLY WEEKLY y JoB é ._._5 85 QUANTITY E AN
| REQUIREMENT 3y/355 | oy MINS. Z| ReQUIREMENT I MiNg,
w ® o] o ® ® @ W o |w]w w w| o
[ VORI Mo [ rx 45 286 1287 ‘ael - wer [ rx[.25] 1,264] 4] 1,264
2 L | Fx 1.5 4672 093 | st | FX | .25 200| & 300
s | o a | X 0 100 400 || st | Fx [1.5 400112 ] 7200
g s [ [ | 02| 9600 314 | [|TFT o wat | x50 1,264 1] 6320
5 || 0108 32,200 341 ||+ WASH | FX v
] wM | oF 03 2,800 84 ||39 wasH | Fx
7 | LOGKER AMS a || o 8,000 192 39! VENETIAN wasd | e | 300 72| 1| 600
) A loe| o08] 16,000 128 ||| ousT (| s 20| 1 100
) wu | o 03 2,000 ©0 ||#|Loesy_cass wa | | am| 1,600[{26] 7446
10| woRKROOMS a |« | ow0s] 200,000 2120 ||« R wai || 179 2400] 3| 1289
1" m || s3] 300,009 1590 ||« NI wash | o | a7e! 9801 2 340
12] ofFicES a|s| .08 12,500 469 ||y st | | oee| 50000| 413200
13| SUPPLY AMS a[s| o0 6,000 72 [|4s(® st | o | 048 50| 2 72|
4| FREIGE o toms || P [ UT 10.0 4 40 |||l a F | e 430112 2477
15| PASSENGER s |1 @ | uT 20.0 2 4O | 7] cammien aase @ |eA| 40 220) { 880
18| eXT POLICE || o012 85,000 102 | |48l otver case a EA 15 439 4 045
17| PLATFORMS a || .08 3 000 32 |49/ exT PavED sweep | o | o8| 4,000 52| 1248
10 | 0083 5000 27 | |50 ext PAvED SWEEP | oF | .004 .
19 | SERVICE/BOX a | 016 25,000 400| |5 exr_Paven sweep | oF | o012| 16,000 (52 998
20 s 002 30,000 60 | 52| ACTIVE a [« | o2] 2,500{12 360
21 wu | o 03 5,000 150 | (s3] IMCTIVES a |«| o2 6000 6 432
2| vs | sr | o084 20,000 128 | |54| resiLient AL M || o5 90000 | 12| 16200
2 M| F 015 25,000 2375 || WT_ | o | 24[100,000] 1| 24000
24| STAIRWAYS alw| 80 4! 32]|se peRl | | 008 26000 4] 96
25 ot 2.4 4 10 | {57 Terpazzo wr | | 24| 4000] 1 960
26 | coRRIDORS als 008 8 000 48| (s perl | o | a2 §000[11] 1320
z oM | s 015 7,500 113 | |59( concreTe INT | 24 8,000 1920
2 ves | sr | .oos4 4000 26|60 PERI | SF | .098 1500] 1 144
2! - mleF 002 'Z,SSO B} 161] carPET SHAWP | &F 24 2000 1§ 480
20| SHOP AREAS als 012 9,000 108 | |82 SPOT | ¥
31| JAN QLOSET a |ea 10.0 14 140 | 83| wooo INT | 24
32{ SUB TOTAL —» | 25845 |5 PERI | 9F | .2
WORK HOUR CALCULATIONS 1 €8] LAWNS wow | | o2 25000/26] 7800
] P) 66| HEDGE/SHAUB M [ F | 12] 50001 2] 12000
A | WLT. TOTAL LINE 4984772 MINYR 67| snow ECREARET SO'QOO ° 'Z_,'!OO
g | ENTER TOTAL __ 129 9185 MIN/YR 68| p.0. BOXES | . EA 20 545
¢ | 100 6283287 | MmN 69| Move Fumniture 120 52| &
o [ BVie TR 10,473 wom 70| Stodk Supplies 0 18] 780
g | MLT LN rem 105 wwm 7
F | WLT LIRE YR 72
§ ‘";,7 F‘%‘"E guasy wes 524 | wwn 73
H To‘g,:,;.g i 11,102 WH/YR 74
4 | PIVIE LIRE 213 |9 ms 7|
o [TV T 6.31 K )
L | ToTAL ewmeLovees 7 | 77 sy TOTAL »- | 129915
REVIEWED BY: _ APPROVED BY:
M.P Maint, XX /X X[ %X% S.C. Manager X%/ XK /%%
MSC MGR-DIR. PLANT MAINTENANCE DATE MSC MANAGER/POSTMASTER-BMC MANGER DATE
-irre, 4852

SAMPLE 2-4

S-8 MS-47, TL-3, 6-1-83



Housekeeping-Postal Facilities

U.S. POSTAL SERVICE

PREVENTIVE-CUSTODIAL MAINTENANCE ROUTE
(See Handbook MS-63, 718.2, or Handbook MS-65. Appendix E. Puragraph 5)

IDENTIFICATION

WORK CODE EQUIPMENT ACRONYM RUMBER

HEEEERE

MAIL PROCESSING-BUILDING EQUIPMENT/COMPONENT OR SYSTEM

Area Cleaning Route.

ESTIMATED TIME
(Hours & Tenths)

7/25/82 4.1

ORIGINAL ISSUANCE DATE DATE LAST REVISED

{2 Fixtures
1250 Sq.F+.
{250 Sq. F1.

Room 203 [7:40{8:34
Room 205 [Bi34{9:04
Room 209 [9:04{9:34
Room 241 [93410:19 10 Fixtures
Room 24040:19|11:13 12 Fixtures

Room 240 N: 135336 5 Fixtures

BUILDING BUILDING LOCATION FREQUENCY TOUR BASIC WORK WEFK
. . T ] o | w i Bw| w|6M| olsa] al|sa
Main Office Wor Kroom . 2 Mon.
X
1(5) NOS
o v L
HO. IDENTIFICATION JIO R SERVICED INCLUDING INSTRUCTIONS
N SQUARE FEET
Clean Yoiletr rooms in accordance with
Checklist CL-1.
Clean locker rooms in accordance wrth
Checkhist CL-2.
7:30| 7:40 - Obtain fully stocked custodial cart.

Clean - Men's Toilet Room
Clean- Men's Locker Room
Clean— Women's Locker Room
Clean - Women's Toilet Room
Clean - Carrier's Toilet Room

Clean -~ Superv.'\Sor's Torlet Room

PS Form 4776
Sep. 1979

(See Reverse)

SAMPLE 3-1

MS-47, TL-3, 6-1-83



Housekeeping-Postal Facilities

U.S. POSTAL SERVICE IDENTIFICATION
PREVENTIVE-CUSTODIAL MAINTENANCE ROUTE T macon e
(See Handbook MS-63. 718.2. or Handbook MS-65. Appendix E. Paragraph 5) l l l I { [ _[
MAIL PROCESSING-BUILDING EQUIPMENT/COMPONENT OR SYSTEM ORIGINAL ISSUANCE DATE DATE LAST REVISED (HESTIMA;[Q’_TIMEI)
ours emns
Windows 7/25/82 2.0
BUILDING BUILDING LOCATION FREQUENCY TOUR BASIC WORK WEFK
T 0 w 8w L] BM Q SA A BA
X 2
TIME CHECK LIST(S) NOS
e :E%:EE;&: o] PRIOR- szé»;ggég: ch'cTLsug;nc INSTRUCTIONS
NUMBERS SQUARE FEET
Performance Required: )
Wash and squeegee dry both sides of
window glass, wipe squeegee blade dry
with well wrung out sponge or sponge
cloth after each stroke. Wipe cornvers
and Pframework of window pane with
sponge or sponge cloth. On interior
side, prevent runoff of water onte
painted partitions.
Equipment and Moaterial Required:
Sponge or sponge cloth. Pail. Window
washing brush. Window squeegee.
Room 10 90 sq, €+. Wash 3 windows
Room 12 90 sq.f+. Wash 3 windows
Reom 14 90 sq. . Wash 3 windows
Room 17 100 sq. #+. Wash 4 windows
Room 15 100 sq.t. | Wash 4 windows
Room 13 200 5q.-F+. Wash 8 windows
PS F 4776
Sep. 7o (See Reverse)

SAMPLE 3-2

MS-47, TL-3, 6-1-83



Housekeeping-Postal Facilities

JOB PERFORMANCE: Clean Toilet Room

EQUIPMENT AND
MATERIAL REQUIRED: Wet Mop.
Two mop buckets, one wringer.
Bowl brush.
Sponge.
Sponge cloth.
Liquid detergent.
Trash container.
Pickup pan and broom.
Putty knife.
Untreated sweeping mop.
Polyethelene trash can liners.

TASKS REQUIRED: 1. Sweep floor picking up loose paper and trash, remove
gum spots with putty knive.

2. Wash mirrors, ledges, crome, and receptacles.
3. Serub interior and exterior surfaces, including lips of
water closets, urinals, lavatories and multiple wash

sinks.

4, Damp wipe toilet partitions and doors, toilet rooms
doors, shower stalls and all wainscotting.

5. Dust partition tdps and high ledges.
6. Dust window sills and vents.

7..Refill toilet tissue, papertowel and soap dispensers.

8. Empty trash receptacles.

9. Wet mop and rinse floor.

SAMPLE 3-3

MS-47, TL-3, 6-1-83 S-11



Housekeeping-Postal Facilities

S-12

HOUS ING POST OFFICE: E)ig'i'own WIT: Main OQg¢fice
INSPECTION STATE & 2P coo: USA XX XXR | pATE: xx/xx/xx
AREA CLEANING s {u AREA CLEANING s lu AREA CLEANING slu
WATER CLOSETS Vv DUSTING Vv FLOORS Vv
LAVATORIES v’ ASH TRAYS Vv CORRIOORS | WALLS v
wati-wasi sins | NSA e (TRAsH cans V GENERAL CONDITION |V~
URINALS Vv FLOORS I d DUSTING d
TOILET | sHoweRs N/A GENERAL CONDITION | ¥ s |PLoons v
PARTITIONS Vv FLOOAS 1 GENERAL CONDITION | I/
MIRRORS V' || eLevators |waLLs v STORAGE v
JANITOR'S
FLOORS [V GENERAL CONDITION |V Gosers  |Sms v
WALLS/DOORS v POLICING v FLOORS 14
GNERAL CoDITioN |V SIDEWALKS g Tunnel v
EXTERIOR
TABLES Vv wEAs | [TROMNENERING | 1 OTHER
AREAS
Ly |DUSTING v PLATFORMS/DOCKS Lf'
SWING ;
hoous | DRINKING FOUNT. V‘ HEDGES/SHAUBS |/
FLOORS vV LAWN v COMPONENT CLEANING slu
GENERAL CONDITION |V DESKS/TABLES ¥ LIGHT FIXTURES
DUSTING v CIGARETTE URNS Vv VENETIAN BLINDS 1
Pyl v %
ROOMS | FLOORS i SERVICE, |TRASH CANS GLASS CLEANING V,
GENERAL CONDITION |V LO::TES GLASS CLEANING V FLOOR CARE Vv
DUSTING | 24 wALLS/COWT. FNT | V] WALLS | %4
WORK- | FLOORS v FLOORS ¥ CASES Vv
ROOMS g >
WALL S/DOORS ¥ SCREENLINE V POST OFFICE BOXES v
DRINKING FOUNT. v GENERAL CONDITION | ¥~ PIPES/DUCTS 74
GENERAL CONDITION |V STEPS/LANDINGS d DECORATIVE METAL Vv
STAIRWAYS
SUPPLY/ | DUSTING v WALLS/DOORS 4 OTHER:
STORAGE <
ROOMS | FLOORS v RAILINGS OTHER:
REMARKS:

Sinks in Rm 109 had built up soap scum on undersides .

Mirrors in Rm 122 had a dirty fiim .

Carrier cases at columns 8 & ¥9 dusiy on teop -

Ext. Policing - Cigaralte butts & eercans behind shrubs at lobby entrance.

Tunnel - Accumutated dust on floor under conveuor F-1.

Venetian blinds in Rm 20\ were dirty .

INSPECTED BY:
S.B. Derv. Supt. Blda Serv.  0.M. Supv Tour Supt.
SIGNATURE TITLE SIGNATURE TITLE
wre 4851
SAMPLE 4-1

MS-47. TL-3. 6-1-83



Housekeeping-Postal Facilities

Ms-47, TL-3, 6-1-83

APPENDIX

Exhibit A - Blank Form 4869
Exhibit B - Blank Form 4839
Exhibit C - Blank Form 4852
Exhibit D - Blank Form 4776
Exhibit E - Blank Form 4851
Exhibit F - Housekeeping Inspection Techniques



£8-1-9 ‘c-1L ‘Lv-SW

U.S. POSTAL SERVICE LOCATION/FACILITY POST OFFICE DATE
BUILDING INVENTORY T
ROOM/ LIGHT FIXTURES OGRS SO FT.
LOCA- DESCRIPTION TYEE sa_FT. EE aYPE} Ve GLASS CASES Ry Sa -
TION SPACE AREA .-0:5 J;&
“ SFr | SR | G | omen
TOTALS > I I I I l | |
RS 4869
EXHIBIT A

sa))||jo8 [8180d-BudeeyesnoH



£8-1-9 ‘c-1L ‘Zv-SW

e-v

US. POSTAL SERVICE LOCATION/FACILITY POST OFFICE DATE
CUSTODIAL SCHEDULING WORKSHEET [COMPLETED BY
ROOM TOUR SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY WEEK
L&. DESCRIPTION WORK | | l J TOTAL

soijiioey |eisod-Buideexnasnoly

0008 Va2 VIA _WIA _WZA

DAILY TOTALS V//// W % //A % //// ///A 7//// %

Meiise: 4839

EXHIBIT B




Housekeeping-Postal Facilities

U3, POSTAL SERVICE POST OFFICE GACSS INTERIOR AREA
WORKLOAD STATE AND ZIP CODE EXTERIOR PAVED
ANALYSIS AND SUMMARY wIT EXTERIOR UNPAVED
: Ee
J08 m nm m 5 WEEKLY WEEKLY J08 m nm x| QUANTITY ANNUAL
m REQUIREMENT 39 3pg | owmm MINS. m REQUIREMENT z4|3p MINS.
) @[] o ® ® @ (3] w | w0 ) w|
[ [VoREO 1 [ x 45 PO k- DusT | Fx
2 PL | X 15 3 [ oust | X
3 | OFFICE a | 40 38 uST | FX
4 rﬁ Q|5 082 38| LG s WASH | FX
) . || L0108 57 WASH | FX
s WM | oF 03 38 WASH | FX
7 | LockER Aus a ¥ 024 L<§ WASH | BL | 300
[ P | oF 008 “ ousT | BL| 80
9 wa | o 03 41[LoBBY GLASS WA | OF | am
10| wor@ooMs a |®| 008 | WASH | oF | .79
1 PL | SF| .00%3 43 INTERIOR WASH | &F | 470
12| OFFICES a || .97 ML oust | s | .09
13| SUPPLY AMS a |« 012 4|0 usT | F | 048
| TREIET  I[ A lur| oo a|* a |UF| 4
18| P R || @ T 200 47| CARRIER CASE a |EA| 40
18] EXT POLICE | o012 48| OTHER CASE a EA 15
17| PLATFORMS a || .08 49| EXT PAVED SWEEP | & | .008
ALY ) PL | SF 0053 80| EXT PAVED SWEEP | F | .004
19| SERVICE/BOX als o8l - 51| EXT PAVED SWEEP | &F | 0012
2 P 002 82| ACTIVE a * | 02
2 WM | oF 03 83| INACTIVE a | 012
2 vs | oF | .o0e4 54| RESILIENT FL M | °F | 013
2 M| 015 55 INT | oF 24
24| STAIRWAYS a |ur 56 PERI | & | .008
» MUt | 24 87| TERRAZZO INT | oF 24
26| CORRIDORS a s 008 58 PERI | OF 42
27 oM | & 015 59| CONCRETE INT | oF 24
28 vs |or | 0084 80 PERI | oF | .o98
2 PL | 9F 002 6] CARPET SHAMP | F 24
30 SHOP AREAS ajoe! o 82 sPoT | oF
31| JAN CLOSET CL EA 10.0 83| woop INT SF 24
32{ SUB TOTAL > 84 PER] oF 42
WORK HOUR CALCULATIONS _ 65} LAwNs MOW | F | 012
L) ®) 65/ HEDGE/ SHAUB TRIM | LF 12
A | WAL TOTAL LINE, MIN/YR 67} snow Remov | oF | o158
p | ENTER TOTAL __ MIN/YR 88/ p.0. BOXES a  |Ea 20
c| 'OV MIN/YR 69
[ T wm | [
£ W e HYR i
F S.Puq LINE WYR 72
o | T AN~ RBEAKS YR 73
H 3.;... E+F + G WH/YR 74
4 | PIVoE TNE WK _tRS 7
" E<Fcn LINE <“ula\ qo_
L | ToTAL ewpLovees 77| sus_TOTAL >
REVIEWED BY: APPROVED BY:
MSC MGR-DIR. PLANT MAINTENANCE DATE MSC MANAGER/POSTMASTER-BMC MANGER DATE
H-1hee 4852
EXHIBIT C

A-4 MS-47, TL-3, 6-1-83



Housekeeping-Postal Facilities

U.S. POSTAL SERVICE
PREVENTIVE-CUSTODIAL MAINTENANCE ROUTE

(See Handbook MS-63. 718.2. or Hundbook MS-65. Appendix E. Puragruph 5)

IDENTIFICATION

WORK COOE

EQUIPMENT ACRONYM

NUMBER

| | [ ]

|||

MAIL PROCESSING-BUILDING EQUIPMENT/COMPONENT OR SYSTEM

ORIGINAL ISSUANCE DATE

DATE LAST REVISED

ESTIMATED TIME
(Hours & Tenthy)

BUILDING

BUILDING LOCATION FREQUENCY TouR BASIC WORK WEFK
Voo | w i ew | mlam|a]sajalosa
TIME CHECK LIST(S) NOS
MPE_—BUILDING PRIOR. AMOUNT 10 8
ITEM EQUIPMENT WY SERVICED INCLUDING INSTRUCTIONS
NO. IDENTIFICATION fRoM | 1O WORK UNITS OR
NUMBERS SQUARE FEEF

PS Form 4776
Sep. 1979

MS-47, TL-3, 6-1-83

(See Reverse)

EXHIBIT D (p. 1)
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£8-1-9 ‘c-1L ‘L¥-SW

POSTED TO

WORK MINOR SUPERVISORS
ASSIGNED STARTED COMPLETED TOTAL CERTIFICATION FORM 4772
ot THE oy OF WORK COMPLET o CRRTIFCATION (Uf applicable)
USED (Time) (Signature)
AP | WK EMPLOYEE DATE DATE TIME DATE TIME INT. DATE INT. DATE
DATE TOUR MiNOR MAINTENANCE PERFORMED ISSUE SUIP
SERIAL NOS.

.

EXHIBIT D '(p. 2)

safj|joe 181s04-buidesyesnoy



Housekeeping-Postal Facilities

ING POST OFFICE: UNIT:
INSPECTION STATE & 2P COOE: DATE: °
AREA CLEANING AREA CLEANING AREA CLEANING
WATER CLOSETS DUSTING FLOORS
LAVATORIES ASH TRAYS CORRIDORS |WALLS
MULTI-WASH SINKS ‘;:'éﬁ TRASH CANS GENERAL CONDITION
URINALS FLOORS DUSTING
TOILET SHOP
s | SHowens GENERAL CONDITION AREAS  |FLOORS
PARTITIONS FLOORS GENERAL CONDITION
MIRRORS ELEVATORS |WALLS STORAGE
JANITOR'S
FLOORS GENERAL CONDITION CoseTs  |SIMKS
WALLS/DOORS POLICING FLOORS
GENERAL CONDITION ~ |siDEWALKS
EXTERIOR
TABLES AREAS  |PR/MANEUVERING OTHER
AREAS
LGy |DusTING PLATFORMS/00CKS
SWING
noous | DRINKING FOUNT. HEDGES/SHAUBS
FLOORS LAWN COMPONENT CLEANING
GENERAL CONDITION DESKS/TABLES LIGHT FIXTURES
DUSTING CIGARETTE URNS VENETIAN BLINDS
LOCKER
ROOMS | FLOORS SEvicE, |TRASH CANS GLASS CLEANING
BOX
GENERAL. CONDITION LopaiEs  |GLASS CLEANING FLOOR CARE
DUSTING WALLS/COUNT. FNT WALLS
woRk- | FLOORS FLOORS CASES
ROOMS
WALLS/DOORS SCREEML.INE POST OFFICE BOXES
DRINKING FOUNT. GENERAL. CONDITION PIPES/DUCTS
GENERAL CONDITION STEPS/LANDINGS DECORATIVE METAL
STAIRWAYS
SUPPLY/ | DUSTING WALLS/DOORS OTHER:
STORAGE
ROOMS | FLOORS RAILINGS OTHER:
REMARKS:
INSPECTED 8Y:
SIGNATURE TITLE SIGNATURE TITLE
N rosd
11-17-82 4851 EXHIBIT E

MS-47, TL-3, 6-1-83



Housekeeping-PortalFacilities

EXHIBIT F
HOUSEKEEPING INSPECTION TECHNIQUES

General - When performing an inspection in a postal facility,
consideration must be given to the function of the facility. By
thenatureodf out businesslargequantitiesof dustanddirt are
generated every day. Even the most clean facility will show
dust an dirt. Hightrafficareas, such astoilet located nexttoan
MPLSM, may appear to be dirty even though just recently
cleaned. Therefore, it isthe responsibility of the inspector to
differentiate between surfacedirtandthedirt that indicatesa
lack of adequate cleaning.

Beforestarting theinspector should becomefamiliar with the
facility. The inspection should be done in a logical sequence.
The"from the top down in a counter clockwisedirection" isa
good routine to follow. This routine can be applied to the
building aswell astotheareaswithin thebuilding.Start onthe
top floor of the facility and walk that floor in a counter
clockwise direction. Enter each room and you cometo it and
walk that roomin a counter clockwise direction. Stand inthe
center of theroom and look around it at the ceilinglevel. Look
around again at eyelevel. Look around again at floor level. In
large areas, such as a workroom, it may be necessary to
mentally dividethe areainto small sections.

Asyou walk an area, look at the Form 4851 as a reminder of
what items to check in that area Inspect those items as
indicated on theform. Noteany discrepancies, beingsuretobe
specific astowhat and where. Generally observe those items
that are part of the component cleaning.

Not all items needing cleaning will be noted in theseinspection
techniques. There may beitems uniqueto a particular facility.
Allowances should be madefor theseitemsduring thestaffing
procedure and they should beschedul ed for ¢leaning. Therefore,
theseitemsshould also beclean. Notetheseitemsinthe"other”
blocks on the inspection form.

AREA CLEANING
TOILET ROOMS:

Water Closets (Toilets): Look for accunulated dirt and
residueon theoutside of thebowl and onthebaseat floor level.
Look under the rim inside the bowl for stains that indicate
inadequate cleaning. The bright work (chrome parts) should
be clean.

Lavatories (Sinks): Look for accumulated dirt and soap

scum on and around thefaucets, on theinterior and exterior
(including the bottom side) of thesink.
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Multiple Wash Sinks: Look for accumulated dirt and soap
scum both inside and outside the bowl. The drain should be
free of built-up deposits. The base of the sink should befree of
depositsthat indicate incorrect mopping techniques.

Urinals:
closets.

Urinalsshould beinspected thesameway aswater

Showers: Look for accumulated dirt and soap scum on the
walls and floor of theshower stall. Thedrain should befree of
built-up deposits.

Partitions: Thepartitionsshouldindicatethey wererecently
wiped off and graffiti removed to the maximum extent
possible with normal cleaning. This is especially important
because one graffiti is present, it tends to invite more graffiti.
Doorsto thestalls should be clean. Besureto look at the back
side of the door.

Mirrors: The glass should be clean.

Floors: Floorsmust bewet mopped every cleaning and damp
mopped as necessary during policing. The floors should
indicate this mopping is being done. There should not be
accumulated dirt in the corners. The baseboards and floor-
mounted fixtures should be free of marks that indicate
incorrect mopping techniques.

Walls/Doors: Thewainscotting and entrance doors must be
damp wiped with each toilet room cleaning. These surfaces
should indicate this damp wiping is being done.

General Condition: The overall appearance of the room
should be satisfactory. All itemsin the room should be clean.

LUNCH/SWING ROOMS:

Tables: Look for dried up food deposits and accumulated
dirt. Food deposits and gum are germ breeders and must be
removed. Tables must be damp wiped with every cleaning.
They should indicate thiswiping is being done.

Dusting:  All horizontal surfaces, includingthetopsadf vending
machines, must be dusted with every lunch/swing room
cleaning. Therefore, thereshould not be accumulated dust on
these surfaces.
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DrinkingFountains. Thebasinshould befreeof accumulated
residue. The drain should be clean. Thefront and sides should
indicate periodic wiping.

Floors. The floor in this area must be damp mopped with
every cleaning with spillages being mopped up with every
policing. Thefloor should indicatethis mopping is being done.

General Condition: The area should be neat. The general
appearance should be one of a healthy environment.

LOCKER ROOM:

Dusting: Al horizontal surfaces, including the tops of the
lockers, should be dusted with every locker room cleaning.
Therefore, there should not be accumulated dust on these
surfaces.

Floors: Thefloor in this area must be damp mopped with
every cleaning with spillages being mopped up with every
policing. Thefloor should indicatethis mopping is being done.

General Conditions: The area should reflect periodic
cleaning. Look for other areas where dirt may accumulate
such as: window sills, ledges and under the lockers.

WORKROOMS:

Dusting: Cleaning criteria calls for dusting all horizontal
surfacesof cases, tables, filecabinets, etc., with every workroom
cleaning. However, thetopsof casestend to collect more dust
that any other surfacein thebuilding. Even so, these horizontal
surfaces must not have large accumul ations of dust.

Floors. Workroom floors should be free of accumulated
trash and debris. In VMF workrooms, look for oil and grease
deposits that are holding quantities of dust. This is an
indicationthat thefloorsarenot beingswept withtherequired
grease absorbent compound.

Walls/Doors: Walls and doors should indicate periodic
removal of smudges.

DrinkingFountains. Thebasinshould befreeof accumul ated
residue. Thedrain should beclean. Thefront and sidesshould
indicate periodic wiping.

General Condition: Theoverall appearanceof theworkroom
should reflect a clean and healthful working environment.

SUPPLY/STORAGE ROOMS:
Dusting: All horizontal surfacesin al storage areas must be

dusted (without moving the stock) with every cleaning. Look
for accumulated dust on shelving, especially on top.

Floors. Floors must be swept with every cleaning. Look for
accumulated dust and dirt in corners and behind supplies
stacked on thefloor.

OFFICE SPACE:

Dusting: Do not judge dusting by looking at desk tops. In
many facilitiesthe custodian islimited in dusting the tops of
desksbylocal policy and bythegeneral clutter thatisnormally
found on desks. Do look at the sides of the desks and in the
chair well. These are good indicators of how well dusting is
beingdone. Alsolook at thesidesand topsof filecabinets, book
cases and other equipment. None of these areas should have
accumulated dust.

AshTrays. Ashtraysmust bedamp wiped with every office
cleaning. Look for heavy ash deposits. There should not be
heavy accumul ationsof cigarettetar inthenotchesfor resting
cigarettes. (DO NOT DUMP ASH TRAYSINTO TRASH CANS)

Trash Cans. Trash cans must be damp wiped with every
cleaning. Loo9k for accumul ated deposits.Check the bottom of
thecan for sticking trash. Sticking trash indicates an unclean
can and a breeding place for germs.

Floors: Look for accumulationsof dust and dirt in difficult-
to-reach areas. These difficult-to-reach areas are often neg-
lected, especially in carpeted offices.

General Condition: The overall appearance should be
pleasingtotheeye. Excessive clutter isdetrimental toeffective
cleaning and, when placed on top of book cases and file
cabinets, is a safety violation. Look at other areas that may
indicate poor cleaning such as smudges and fingerprints on
glass surfaces and walls.

ELEVATORS (Freight):

Floors: Thefloors should be swept with every policing. Loof
for accumulated dust and dirt.

Walls/Doors: Thewallsand doors must bedusted everytime
these elevators are policied. Look for accumulated dust on
these surfaces.

ELEVATORS (Passenger):
Floors. The floors must be swept and damp mopped, or
vacuumed if carpeted, with every cleaning. Look for accumu-

lated dust and dirt.

Walls/Doors: Thewalls and doorsshould indicate periodic
damp wiping. Prints and heel marks should be scrubbed off.

General Condition: Thepassenger elevators, especially public
use elevators, should be clean in appearance.
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EXTERIORAREAS

Policing: Look for accumulated trash, cigarette butts, etc.,
along fence lines and along any other barrier that makes a
natural stopping place for windswept litter.

Sidewalks: Look at thesidewalksfor accumulated cigarette
buttsand trash. These surfaces should indicatethey arebeing
periodically swept.

Parking/Maneuvering: Look for accumulated debris at
entrances, next to the building, around parking blocks and
next to the dock. Truck wells are natural collection spotsfor
wind-swept trash. Look around any outside trash containers
for accumulated trash. These areas should indicate they are
being periodically swept.

Platforms/Docks: Look inthe corners and along the edges
of thedock. Thedock areashoul d not haveaccumulated debris
such as empty cardboard boxes.

Hedges/Shrubs: Hedges/Shrubs should not have large
outcroppings of growth that indicate poor maintenance.

Lawn: The lawn should be neatly trimmed and edged. The
appearance o the edge of the lawn is a good indicator of
proper lawn care.

SERVICE/BOX LOBBIES:

Desk/Tables: Desksand tablesshould bedusted with every
lobby cleaning. Customer supplies should be neatly arranged.

CigaretteUrns: Cigarette urns must be damped wiped with
every lobby cleaning. Large accumulations of cigarette butts
should not be present.

Trash Cans: Trash cans must have a clean polyethelene
liner.

Glass Cleaning: Theglassin thelobby doors must be cleaned
every timethelobbyiscleaned. Other lobby glass must be clean.
Glassexposedtotheweather tendstoshow dirt beforeinterior
glass. If present, theglasscoveringthebulletin board should be
clean.

U7alls/Counter Fronts: Smudges must be removed from
walls and counter fronts with every lobby cleaning. These
surfaces should indicate they are being periodically spot
cleaned.

Floors: Floors must be swept with every cleaning. Look for

accumulated dust and dirt in the corners and under lobby
desks.
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Screenline:  (Thescreenline isthecustomer service counter,
post office boxesand all theother structurethat separatesthe
customer areain front of the counter from theemployee area
behind the counter.) The screenline should befree of accunu-
laed dust and dirt.

General Condition: Look atthelobby asthecustomer would
see it. The lobby should give a neat and orderly appearance.

STAIRWAYS:

StepsandLandings: Lookforaccumulateddust anddirton
the stairs and landings.

Walls/Doors: Smudges must beremovedfrom thewallsand
stairway doors with every stairway cleaning. These surfaces
should indicate they are being periodically spot cleaned.

Railings: Onstairswith railingsthat have atop and bottom
rail,check thebottomrail for cleanliness. Thetoprail iscleaned
by normal use.

CORRIDORS:

Floors: The floors should be free of accumul at ed dust and
dirt. Look in the corners and along the baseboards.

Walls: Smudges must be removed from walls with every
corridor cleaning. These surfaces should indicate they are
being periodically spot cleaned.

General Condition: Cigarette urnsshould beclean. Thearea
should be generally clean.

SHOP AREAS:

Dusting: Horizontal surfaces of desks, lockers, file cabinets,
ledges, etc., should be clean. The custodian is not responsible
for cleaning work benches, machinery, tools and other items
associated with the work of the shop.

Floors: Floors should befree of accumulated dust and dirt.

General Condition: Unsafeand unhealthy conditionsshould
not be present.

JANITOR'S CLOSETS:

Storage: Supplies and equipment should be stored in an
orderly manner.

Sink: The slop sink should be clean inside and outside. The
drain should not have accumul ated dirt.
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Floors: Thefloor must bedamp moppedwith every cleaning.
Thefloor should indicatethis mopping is being done. Look for
accumulations of dirt in the corners and under thesink.

COMPONENT CLEANING

Light Fixtures: The fixture should not have large accumu-
lationsof dust. Louvers, where present, should beclean. Lamps
should be clean.

Venetian Blinds: Blindsshould befree of accumulated dust.
Tapes should not be broken.

Glass Cleaning: Glass should be clear without buildups 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.

Floor Care: Resilient floorsshould have avisible floor finish
on them. (If afloor finish is not present, you are wearing out
thefloor instead of wearing off thefloor finish.) Thereshould
not be build up in the corners and along the edges. It is not
necessary for the floor to have a high shine. Unhardened
concrete floors should be sealed. Carpets should be free of
spots from normal traffic. (Some stains are impossible to
remove.)

Walls: Wall coverings should show sings of proper mainte-
nance. Marble walls should not have accumulated dust.
Ceramic walls should indicate periodic cleaning.

Cases. Separations and pigeon holes should be free of
accumul ated dust. Check separationsnot used frequently. The
sides, back, ledges and support structure should indicate
periodic dusting.

Post Office Boxes: The inside of the box should not have
accumulated dust. The window glass should be clean.

Pipesand Ducts. Pipesand ductsshould not have accumu-
lated dust. High access equipment may be necessary to
properly check these surfaces.

Decorative Metal: The surface should not have accumu-
lations of tarnish. The finish should be clean.
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February 5, 2008
To: Local Presidents
Local Maintenance Craft Directors

Subject: Settlement Agreement; MS-47 remedy

We are pleased to enclose one of the most significant settlements affecting the
Maintenance Craft. The MS-47 remedy settlement finalizes the custodial
bargaining unit award by Arbitrator Shyam Das in case humber Q98C-4Q-C
02013900. A description of the award follows but first a point of reference and
understanding needs to be made regarding the distribution of the monetary portion of
the settlement.

Only those employees in the harmed occupational groups, as identified in item 5
of the settlement, on January 29, 2008 will receive the $2,700.00 payment. If a
member left the harmed occupational groups prior to January 29", e.g. promotion,
retirement, etc., then they would not be eligible for any payment under the terms
of the settlement. This decision was made at this level based on prior APWU
settlements which limited the scope of the employees receiving a financial
remedy or a portion of a remedy. It was not our intent, nor did we have the
resources, to remedy each person that occupied one of the identified bargaining
unit positions between December 31, 2001 and January 28, 2008. As such, our
decision was made in the best interest of the harmed bargaining units as well as
the Union. While individuals may believe they were slighted by the terms of the
settlement, the case was not about individual losses, rather it was about a loss to
the Union and our bargaining units.

Our grievance protesting the 2001 MS-47 was not a "rights"” case per se, rather it
was a case which we established the unilateral abridgement of a prior headquar-
ters settlement agreement as well as an Article 19 grievance in which we pro-
tested the changes made by the Postal Service as not being fair, reasonable and
equitable. We sought a remedy demanding the restoration of the 1983 MS-47
Handbook including a remedy for the bargaining unit. During remedy discussions
with the Postal Service it was determined that the harm to the APWU was the
reduction of bargaining unit positions, as our case did not identify an individual
Full-Time Regular that had been harmed. We could identify Part-Time Regulars
as being individually harmed (their actual hours were reduced) and we are
confident that those PTRs that were affected will be compensated appropriately at
this level. Thus, the financial remedy was formulated in part on the premise that
the USPS, in violation of our CBA, financially enriched itself by the refusal to
employ new custodial employees and improperly reducing the size and scope or
our bargaining unit. The final settlement language was achieved through
negotiations for which the Postal Service needlessly delayed.
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Due to the delay we will recap the Arbitrator’s award:

UNION POSITION

The Union contended that the revised 2001 MS-47 Handbook violated Article 19 of the Na-
tional Agreement. In the Union's view, it was a complete nullification of the parties' contractual
agreement to the terms of the 1983 MS-47 and unravels the very compromise and consideration that
agreement embodied. Changing the MS-47 as the Postal Service had done eliminated the considera-
tion the Union gave in order to agree with the Postal Service on the principles, terms and language
of the 1983 MS-47.

As a remedy, the Union requested that the arbitrator direct that the revised MS-47 be rescinded and
the 1983 MS-47 be retroactively reinstated in its place, and that the bargaining unit be made
whole for any harm from the Postal Service's application of the 2001 MS-47. The Union argued
that the retroactive reinstatement of the 1983 MS-47 is the only sensible remedy because
the terms of the MS-47 work in tandem and cannot be rationally separated. Nor is it the
role of the Arbitrator to rewrite the handbook for the parties from the parts of the MS-47,
new and old, that the Arbitrator thinks are less objectionable.

EMPLOYERPOSITION

The Postal Service insisted that the changes to the MS-47, where they exist, fully satisfy
Article 19. The standard of review is whether the changes are "fair, reasonable, and equitable™. In
addition, the changes must not be inconsistent with the National Agreement.

ARBITRATOR DAS’ AWARD

The 2001 MS-47 was not fair, reasonable, and equitable, for purposes of Article 19. This is not a
matter of a few portions of the revised MS-47 not meeting that standard, but is based on the major
changes made to key parts of the basic structure of the Handbook.

Under the circumstances, it is appropriate that the Postal Service be directed to:

1. rescind the 2001 MS-47,

2. reinstate the 1983 MS-47,

3. toreinstate or prepare staffing packages as soon as practicable.

4. As the Postal Service has stressed, the building inventories still are in use and the performance
standards have not been changed.

5. Prior staffing documents based on the frequencies determined by the appropriate level of man-
agement under the 1983 MS-47 presumably still exist, and can be revised under that Hand-
book where needed.

6. Whether any remedy is appropriate for the intervening period since implementation of
the 2001 MS-47, and, if so, what it should be, is a matter remanded to the parties for
further discussion.

7. The arbitrator retains jurisdiction over that aspect of the remedy.

The award was issued November 16, 2006 coinciding with the then current National negotiations
for a new National Agreement. After ratification of the CBA, the parties met and the Union con-
cluded the Service had no genuine interest in resolving the remedy issue. Under the Arbitrator’s
retained jurisdiction, the parties presented their cases. Afterward, the parties engaged in serious
discussion on resolution and the enclosed settlement, signed January 29, 2008, is the result.
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Remedy Settlement on Case Q98C-4Q-C 02013900 (MS-47)

Item 1. Requires local management to provide a completed custodial staffing
package within 30 days. Staffing and scheduling must be done in accordance with
the 1983 MS-47. The issue of what constitutes timely compliance with an award
IS not affected.

Item 2. Requires the Local Union is entitled to all information used to develop a
custodial staffing and includes a list of the Forms (e.g. 4869 Building Inventory;
4839 Custodial Scheduling Worksheet; 4852 Workload Analysis). This is
intended to remove the potential for any dispute over release of information. With
items 1 & 2, local management is aware of what they have to do and by when and
what information the Local Union may request.

Item 3. Preserves the right of Local Unions to file grievances on the staffing and
scheduling packages. Even if such custodial package was prepared earlier and the
Local was aware of it, the USPS cannot raise any timeliness arguments in the
grievance process. Also provided is that any monetary remedy during the period
of December 31, 2001 through February 28, 2008 is covered by this settlement
but increases in staffing are permitted during this period. Specifically reserved for
Locals to pursue is any applicable remedy which is for time periods outside the
above, for instance for a grievance filed prior to 2002 a monetary remedy
applicable up until December 31, 2001 may be sought.

Item 4. If the staffing package (ref: item 1) indicates additional positions than
presently employed, these must be posted prior to March 29, 2008. The date
represents the first 30 days to provide the staffing package and then the Article 38
requirement to post vacancies within 30 days. Remember that employees must
have new Preferred Assignment Selection Forms completed. Note that these jobs
must be filled as required by the CBA.

Item 5. This is the monetary portion and provides that “every employee”
(irrelevant whether part-time or full-time) in the listed occupational groups on
January 29, 2008 will be paid $2,700. The date by which payment must be made
is April 18, 2008 which is the pay day for three pay periods from the date of
signing. Those who are ‘pending qualification’ (ref: Article 38.5.C.3) for
promotion are included as per their PS Form 50 on January 29, 2008. Those with
saved grade are also covered here.
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Item 6. All grievances in which the 2001 MS-47 is the issue which request a remedy which is
solely within the December 31, 2001 to February 28, 2008 shall be administratively
closed. Grievances with remedy outside this time frame can be resolved or processed.
A major exception is if the issue in the grievance is subcontracting. The subcontracting
issue brings in CBA provisions, initially, which are different than the MS-47. Any and
all applicable staffing, scheduling and/or monetary remedy remains applicable to sub-
contracting cases. Also, existing grievances involving the reduction of part-time regular
work hours are not resolved.

Item 7. Covers the PTR grievances that have already been filed. These run the gamut from a
one hour per week cut to a thirty plus hour per week cut. These cuts resulted in actual
monetary loss of income which can be quantified. A set aside of $1.75 million is to be
applied by the HQ parties in resolving these grievances. PTRs covered by this item will
have received the $2,700 from item 5. Whether the previous PTR duty assignment is
restored will depend on the staffing package from item 1 and any subsequent challenge
by the Local Union.

Item 8. In the event local conditions changed (ref: MS-47) sufficient to support a management
reduction in staffing there will still be no excessing outside of the Maintenance Craft as
a result of this settlement.

Item 9. Is noteworthy as it requires all new duty assignments and the resulting vacancies from
the posting(s) shall be filled. Local management cannot engage in the post and revert
the next one game.

Item 10. A noteworthy item which maintains the continuity of the Maintenance Craft’s long his-
tory with the 1983 MS-47.

Yours in union solidarity,

Steven G. Rayxyf/
Director

.Y T Pwepa
b ) éregory See Idowu Balogunu
A Director ‘A’ Asst. Director ‘B; National Rep @ Large

Enclosure




Mr. Steven G. Raymer

Director, Maintenance Division

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

Washington, DC 20005-4128

RE: Q98C-4Q-C 02013900
Washington, DC 20260-9998

Dear Mr. Raymer:

Recently, we met to discuss the remedy applicable to Arbitrator Das’ November
16, 2006 decision in the above captioned grievance.

This resolution concerns custodial staffing and scheduling and the 1983 MS-47.
The parties agree as follows:

1.

Arbitrator Das in the above captioned case, directed the Postal Service
to rescind the 2001 version and to reinstate the 1983 MS-47 handbook.
In reinstating the 1983 MS-47, the Postal Service will complete within 30
days of the signing of this agreement the custodial staffing packages
which determine custodial staffing and scheduling of work. The custodial
staffing package(s) will be prepared according to the principles of the
1983 MS-47. This is without prejudice to the position of either party
regarding any issue of timely compliance with the reinstatement of the
1983 MS-47.

The Local union is entitled to all information relied upon in developing the
custodial staffing package(s) referenced in ltem #1 above, including
forms 4869, 4839, 4851, 4776 and 4852 as well as e-MARS reports.

Local Unions may challenge the completed custodial staffing package(s)
referenced in Item #1 above and the Postal Service will not raise
timeliness as an issue where staffing has changed during the intervening
period between December 31, 2001 and 30 days following the date of
the signing of this agreement. However, in the event of a finding by an
arbitrator of a violation, the sole remedy during this intervening period
shall be increased staffing. All monetary issues concerning staffing have
already been remedied by payment of the amount in Item #5, below.
Remedy which may be applicable outside this intervening period
(December 31, 2001 and 30 days following the date of the signing of this
agreement ) is suitable for a regional arbitrator’s decision.

In facilities where the staffing package results in additional custodial
positions than presently on the rolls, these additional positions shall be
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posted by notice of intent within 60 days of the signing of this agreement
and filled in accordance with the Collective Bargaining Agreement.

5. In full and complete resolution of this case, except as indicated in ltem
#7 below, the parties agree that purely for the purposes of resolution of
this case, every employee occupying a duty assignment in the following
job titles and occupational codes on the rolls on the signing of this
agreement, shall be paid a lump sum of two thousand seven hundred
dollars ($2,700.00). The distribution of such money to employees shall
be accomplished no later than April 18, 2008:

JOB TITLE OCC CODE
LABORER CUSTODIAL.........cooiiiriiiine. 35021019
CUSTODIAN ... 35660001
LABORER CUSTODIAL........oconiiririiiinns 35660002
LABORER CUSTODIAL........coociiviiiiiinnnn, 35660003
LABORER CUSTODIAL.......ccocoviiiiiiiniinne 35660004
CUSTODIAN ..ot 35660006
GROUP LEADER, CUSTODIAL ................. 350101XX
LABORER CUSTODIAL.......c.oovrerieirinecnene 350203XX
LABORER CUSTODIAL........coovviiiiiirininns 350203XX
LABORER MATERIALS HANDLING ........... 350214XX
WINDOW CLEANER.......cciviiiriiniiieis 354001XX
CLEANER ....otriiiiiiiiir e 356501XX
CUSTODIAN ...t 356604 XX
CUSTODIAL LABORERC......cooviiiiiins 356607XX
BUILDING CUSTODIAN ....c..ociiiiiiiiireinns 474906XX
BUILDING MAINTENANCE CUSTODIAN... 474910XX
FIREMAN ....coooviiiiiiiier e 540201XX
FIREMAN LABORER .......cccoociiiiniinininenns 540202XX

6. For any grievances filed at the National or Local level concerning the
2001 version of the MS-47, no other remedy, except for the payment in
Item #5 above, including but not limited to any claim for lost work hours,
overtime, payment for bypassed routes, work scheduling and/or out-of-
schedule premiums, and/or custodial staffing levels, occurring during the
intervening period between December 31, 2001 and the date 30 days
following the date of the signing of this agreement shall be given. Any
such grievance(s) whose remedy period is between December 31, 2001
and the date 30 days following the date of the signing of this agreement
shall be administratively closed. This does not apply where the issue in
the grievance is subcontracting. It does not apply also for the grievances
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conCerning Part-Time Regular (PTRs) who had their work hours reduced
after December 31, 2001, as described below in item 7.

7. For grievances that have been filed previously concerning a PTR(s) who
had their work hours reduced after December 31, 2001 (such as listed on
the attached) shall be discussed and resolved by the parties at the
National level. The aggregate liability for all of these PTR grievances
shall not exceed 1.75 million dollars. The issue to be resolved shall be
limited to the appropriate remedy, if any, for those PTRs who had their
hours reduced during the intervening period (December 31, 2001 and 30
days following the date of the signing of this agreement). No other
remedy is available to these PTR(s). PTR work hours established by
number 1 above are subject to challenge by the Local Union.

8. No employee will be involuntarily reassigned (ref: Article 12.5.C.5) solely
as a result of this settiement or the implementing of the staffing package
in number 1 above.

9. All duty assignments created by this settlement and any resulting
vacancies shall be filled in accordance with Article 38.

10. This settlement is not intended to nullify or modify any prior headquarters
- agreements, settlements or awards in which the 1983 MS-47 was an
issue.

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

Sincerely,
/f/«v SO e 2z
PN
Patrick M. Devine Steven G. Raymer /
Labor Relations Specialist Director
Contract Administration (APWU) Maintenance Division
United States Postal Service American Postal Workers Union, AFL-CIO

Date: ( ? ﬂg



List of PTR Grievances Referenced in Paragraph 7 of the MS-47
Settlement Agreement in Case Q98C-4Q-C 02013900

"For grievances that have been filed previously conceming a PTR(s) who had their work hours reduced
after December 31, 2001 (such as listed on the attached) shall be discussed and resolved by the parties
at the National level. The aggregate liability for all of these PTR grievances shall not exceed 1.75
million dollars. The issue to be resolved shall be limited to the appropriate remedy, if any, for those
PTRs who had their hours reduced during the intervening period (December 31, 2001 and 30 days
following the date of the signing of this agreement). No other remedy is available to these PTR(s). PTR

work hours established by number 1 above are subject to challenge by the Local Union. "

#07109289, Renovo, PA EOOT-4E-C 03144831 | Blair, NE
04140385 Birmingham, AL P &DC EQOT-4E-C 03156476 | Blair, NE
04145333 Birmingham, AL P &DC EQOT-4E-C 03212887 | Blair, NE
05044148 Birmingham, AL P &DC EQQT-4E-C 04027372 | Blair, NE
06129852 Birmingham, AL P &DC EQQT-4E-C 04061124 | Blair, NE
EO0QT-4E-C 06158567 Norfolk P&DF EOOT-4E-C 04183934 | Blair, NE
EOQQT-4E-C 02099952 Topeka P&DF EO0T-4E-C 05033590 | Manhattan, KS
EQQT-4E-C 02140226 Wichita P&DC EQOT-4E-C 06026577 | Emporia, KS
EOOT-4E-C 02151843 Omaha P&DC EOOT-4E-C 06039455 | Emporia, KS
EO0T-4E-C 02215899 Spencer EQOT-4E-C 06063026 | Emporia, KS
EQQT-4E-C 02220655 Wichita P&DC EOOT-4E-C 06147638 | Emporia, KS
EQQT-4E-C 02223527 Bellevue, NE EOQT-4E-C 06176865 | Emporia, KS
EOQT-4E-C 02224329 Spencer, 1A EQOT-4E-C 06197156 | Emporia, KS
EOQT-4E-C 02235429 Anamosa, |A EOOT-4E-C 06204080 | Emporia, KS
EQOT-4E-C 02239395 Central Plains District EOOT-4E-C 06241243 | Emporia, KS
E00T-4E-C 02239395 Central Plains CS District | EOOT-4E-C 06241249 | Emporia, KS
EOQT-4E-C 02239398 Mid-America District EQOT-4E-C 06258558 | Emporia, KS
EOQT-4E-C 02242326 Salina, KS EQOT-4E-C 07026953 | Emporia, KS
EOOT-4E-C 03004798 Jefferson, 1A E0QT-4E-C 03038473

EOQT-4E-C 03007722 Manchester, 1A EQQT-4E-C-03038475

EQOT-4E-C 03013151 Hawkeye District EOQT-4E-C 03038482

EOQT-4E-C 03020884 Audobon, 1A EQ6T-4E-C 08039536

E00T-4E-C 03020900 Winterset, 1A

EOQT-4E-C 03025252 Osage, |A

EOQT-4E-C 03031279 Cherokee, 1A

EOOT-4E-C 03031306 Denison, 1A

EOOT-4E-C 03127721 Blair, NE

EOQT-4E-C 03144235 Scottsbluff, NE
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Awar d Summary

The Union's challenge to the revised Ms-47
i ssued by the Postal Service in 2001 is
sustai ned on the basis set forth in the
above Fi ndi ngs.

[ b

Shyam Das, Arbitrator




BACKGROUND Q98C-4Q-C 02013900

This case arises under Article 19 of the 1998-2000

Nati onal Agreenent, which provides in relevant part:

Those parts of all handbooks, nmanuals and
publ i shed regul ati ons of the Postal Service,
that directly relate to wages, hours or
wor ki ng condi tions, as they apply to

enpl oyees covered by this Agreenent, shal
contain nothing that conflicts with this
Agreenent, and shall be continued in effect
except that the Employer shall have the
right to make changes that are not

i nconsistent with this Agreenent and that
are fair, reasonable, and equitable. This
includes, but is not limted to, the Postal
Servi ce Manual and the F-21, Ti mekeeper's

I nstructions.

Notice of such proposed changes that
directly relate to wages, hours, or worKking

conditions will be furnished to the Union at
the national |evel at |east sixty (60) days
prior to issuance. Proposed changes will be

furnished to the Union by hard copy or, if
avail able, by electronic file. At the
request of the Union, the parties shall neet
concerni ng such changes. |If the Union,

after the neeting, believes the proposed
changes violate the National Agreenent
(including this Article), it may then subm't
the issue to arbitration in accordance with
the arbitration procedure within sixty (60)
days after receipt of the notice of proposed
change. Wthin fifteen (15) days after the
i ssue has been submtted to arbitration,
each party shall provide the other with a
statenent in witing of its understandi ng of
the precise issues involved, and the facts
giving rise to such issues. Copies of those
parts of all new handbooks, manual s and
regul ations that directly relate to wages,
hours or working conditions, as they apply
to enpl oyees covered by this Agreenent,
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shall be furnished to the Union upon
I ssuance.

On August 9, 2001 the Postal Service informed the
Union that it was revising Handbook Ms-47, Housekeepi ng Post al
Facilities, and provided the Union with a draft copy of the
revised M5-47. The parties net on Septenber 28 and Cctober 11,
2001, to discuss the proposed changes. The parties have
significantly different views as to the tenor and content of the
di scussions that took place. Suffice it to say the nmeetings did
not result in consensus on whether the changes nmet the criteria
in Article 19. The Postal Service subsequently published the
new MS-47 (2001 MS-47) with an effective date of Decenber 31,
2001. In the neantine, the Union submtted its challenge to the

revised M5-47 to arbitration on Cctober 15, 2001

The first MS-47 was issued in 1974. It was replaced
in 1983. The 1983 MS-47 remained in effect until it was
repl aced by the 2001 MS-47 at issue in this case. Both the 1974
MS-47 and the 1983 MS-47 stated that the Handbook "concerns
itself principally with staffing and scheduling® relative to
custodi al mai ntenance. |In each of those Handbooks staffing
entailed a three-step procedure in which a building inventory is
taken, frequency of performance is determ ned and staffing

requi rements are devel oped.

The 1974 MS-47 established fixed frequencies for how
often particul ar areas and conponents of postal facilities are
to be cleaned. In a 1981 National Arbitration Award in Case No
A8-NA-0375 (Gamser Award), Arbitrator Howard Ganser rejected the
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Postal Service's contention that the 1974 M5-47 was nerely a
gui de and that managenent had the right "to change forns,
formul ae, frequencies of cleaning as set forth in the Handbook”,
provided it maintained a satisfactory |level of cleanliness. The

opinion in the Gamser Award states:

It must be apparent that if the USPS were
going to design a system which would insure
t he mai ntenance of standards of cleanliness
and safety in its buildings, and provide
such detail ed guidance to the field as is
contained in the MS-47 Handbook, the
question of frequency of performance could
not be left open ended. To do so would give
no assurance what soever that such standards
of cleanliness and safety would be net. If
the officer in charge at each postal
facility or the responsible official in each
region or district could set frequencies of
performance, and lower themat wll, a
deterioration of cleanliness and safety
standards could surely result. There is a
Postal Service commtnment to the maintenance
of a clean and safe working environnent.

The Handbook criteria, both dealing with
unit performance as well as frequencies,
provi de assurance that this commtment wll

be kept.

By requiring that the Postal Service adhere
to the standards or criteria for unit
performance as well as frequencies contained
in the MS-47 Handbook, this Arbitrator is
not inposing a manning floor or any manni ng
comm t ment upon the Service in carrying out
its maintenance responsibilities. The
Service is required to instruct its
facilities to enploy these unit performnce
criteria and frequency standards in
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determ ni ng the nunber of man hours which
will be required to performthe tasks at
hand. \Whet her the man hours thus required
are filled by enploying overtinme or by the
reassignment Of enployees fromactivities in
whi ch they m ght otherw se have been
engaged, not prescribed by standards or
criteria in some other handbook, manual or
publ i shed regul ation, is a managenent
deci si on.

For the reasons outlined above, the
Arbitrator is of the opinion and nust find
that the provisions of Article Xl X inpose
upon the Service a duty to abide by the
criteria or standards established in the Ms
47 Handbook for both unit performance as
wel | as frequencies. The unil ateral

determ nation to depart from those
standards, and particularly from the m ni mum
frequenci es contained in the Handbook, have
resulted in violations of Article XIX
Article XIX incorporates by reference these
wor ki ng conditions into the collective

bar gai ni ng agreenent. Such nodifications
thus unilaterally inmposed by managenent

whi ch have an adverse inpact upon the tenure
of enploynment or the workload of the

enpl oyees affected nust be rescinded.

In 1982, the Postal Service proposed revisions to MsS-
47 whi ch the parties discussed in accordance with Article 19,
The proposed revisions elimnated all frequencies of
performance, leaving that to be determ ned by |ocal nmanagemnent.
In an Article 19 grievance, the Union vigorously opposed this
attenpt to pronote flexibility by elimnating frequencies,
fearing that |ocal managenent would seek to cut costs, thereby
reduci ng jobs and the level of cleanliness. The parties
ultimately reached a conprom se whi ch was incorporated into the
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1983 Ms-47. The parties agreed on a range of frequencies, the
top of which was the frequency previously mandated in the 1974
M5-47. At a given facility, |ocal managenent could select the
frequency for particular tasks within the specified range,
commensurate Wi th the Postal Service's responsibilities for

mai nt ai ning a cl ean, healthy and safe work environment for
postal enployees and custonmers. Managenent could not go bel ow
t he bottom frequency wi thout first notifying the Union and
justifying the deviation. Mreover, Section 116 of the 1983 MsS-

47 provi ded:

Once a custodial staffing level is

determ ned using the procedures in this
handbook, that staffing | evel nust be
maintained. |f conditions arise that

warrant a change in staffing, the entire
staffing procedure nust be redone, i.e., new
forms nust be conpl et ed.

The parties also entered into a Settlenment Agreenent
on April 20, 1983 (1983 Settlenent Agreement), which states as

foll ows:

SETTLEMENT AGREEMENT

The undersigned parties, by and through
their respective representatives agree to
the follow ng provisions for the purpose of
settlenent of the pending grievance in Case
No. H1C-NA-C-46.

1. The parties agree to the Ms-47
Handbook, "Housekeeping-Postal Facilities"
as revised (4/13/83) as found in Attachnent
One to this settlenent agreenent.
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2. The Postal Service will not
i mpl erent frequenci es bel ow the specified
ranges contained in Attachment One w t hout
providing the union, at the Regional |evel,
with the rel evant document(s) justifying the
reduced frequency(ies). Docunentation will
be provided to the union upon tentative
Regi onal approval of a |lower frequency than
found in the revised M5-47 and the APWJ wil |
have an opportunity to neet with Regi onal
managenent prior to inplenmentation of a
frequency (ies) bel ow those delineated in
Attachnment Che. If there is a di sagreenent
between the parties as a result of this
neeting, the dispute is a proper subject for
the grievance-arbitrati on procedure.

3. The Postal Service agrees that due
to the inplenentation of the revised Ms-47,
enpl oyees on the payroll as of the date of
this settlenent will not be involuntary
excessed outside the commuting ar eas of
their present work location, nor will their
hours be reduced due to the inplenmentation
and utilization of the revised Ms-47.

4. The union agrees to withdrawthe
grievance scheduled for arbitration on April
29, 1983, on or before April 20, 1983.

Earl Ray Cox retired fromthe Postal Service in 2000.
He had served as a headquarters postal naintenance specialist.
He currently is enployed by a consulting firm Sonetine after
t he 2000 col |l ective bargai ning negotiations, and follow ng his
retirenment, Cox was asked by Geral d Bohan, Manager for
Mai nt enance Policies and Prograns, to rewite the M5-47
Handbook. Bohan, according to Cox, wanted to give the facility
manager "the ability to react to different conditions or varying
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conditions on a day by day or whatever is necessary basis." Cox

testified on direct exam nati on

He [Bohan] felt that the old MS-47 was
very strict whenever you sit down and you
try to project into the future exactly how
many tines you will do sonething. And Gerry
want ed sonet hing that gave the facility
manager nore flexibility to manage the
operati on based upon the needs.

Q So as | understand it, once that
manager made -- filled out the 4839 for the
schedul i ng worksheet, essentially the
manager was stuck with that, the
calculations that followed thereafter; is
that correct?

A He could change it, but to change it,
you had to go back through and redo the
entire staffing package according to the
manual itself. Anything that warranted a
change required that the entire package be
redone. So there was no ability to react
qui ckly.

Q Ckay. So, then, let's hear, in a
sentence or twd, what is the problemw th
the old M5-47?

A The strictness of trying to sit down
and project into the next 52 weeks what 1 am
going to be doing and 20 percent of those
weeks are an anomaly because it doesn't have
full 7 days work or 5 days -- 6 days work
because of holidays, annual |eave, whatever.

Q Wwell, describe for us what a common
anomaly woul d be that arose under this --
under the old MS-47 then.

A Any small facility that is closed on
a holiday, when you sit down and do your
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4839, your schedul i ng worksheet, you put in
for basically five or six-day operations.
Most of the tinme it is six. So that you are
saying that that office is open six days and
you plan for 52 weeks that it is going to be
open six days a week for 52 weeks when in
reality, when you put in the holidays, it is
only open for 42 weeks on Monday because you
have your 10 holidays or -- | use Monday.
Sorme of the holidays float, but there is
only, you know -- 10 of the 52 weeks there
is normally an anomaly there.

Q And what is the problen? How is that
a probl enf

A You had no way to manage it. To be
honest, nost of the tinme when it is not
done, it is like the Line-J case we had
where the facility was cl osed on Monday or
basi cally closed on Monday and the argunent
fromthe APwU was that we should have done
t he wor k anyway.

Cox expl ai ned how he went about preparing the new Ms-
47. He reviewed a marked up copy of the 1983 MS-47 that
managenent had used in discussing some proposed changes with the
Union in 1994. (Al though those discussions were "good", nothing
nore was done at that time.) Cox said he also |ooked to see
what private industry was doing. Specifically, he checked out a
col | ege website and saw that the coll ege had conbined a |ot of
their various space types in order to nore easily nmanage, that
is, budget for, custodial work. In order to determ ne how nmuch
wor k needs to be done, Cox asked all of the Postal Service areas
to send himtheir existing M5-47 staffing surveys. He received
about 500 surveys. O this total, about 400 were from
facilities with a total area of 15,000 sq. ft. or nore, where he
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coul d assune they had a custodial enployee. The other 100
facilities were small enough that they likely were covered by
the parties' Menorandum of Understandi ng regardi ng
Subcontracting C eaning Services (Subcontracting Mou), and the
wor k coul d be contracted out. He disregarded those snaller
facilities. The remaining 400 facilities were about 10% of the
total postal facilities with 15,000 sq. ft. or nore, and Cox
considered themto be a representati ve sample. The purpose of
gathering this data was to enable Cox to cal cul ate the m drange
of cleaning frequencies in the then current M5-47 staffing

surveys.

The new 2001 MS-47 consists of the followi ng five
chapters:

Chapter 1 - Introduction

Chapter 2 - Determ ning Wrkl oad

Chapter 3 - Estimating Workhour Budget

Chapter 4 - Inspections

Chapter 5 - Perfornmance Standards

As in the prior M5-47, a building inventory (Form 4869) is stil
conpl eted as before. The performance standards -- mnutes per
square foot of cleaning, or per fixture or conponent, etc. --
essentially are the same as before, but they no |onger include
any frequencies. The prior workload analysis and sunmary (Form
4852), which was used to calculate the total workload (m nutes
per year) and the total nunber of enployees needed to perform

t hat workl oad for staffing purposes, is not part of the 2001 Ms-
47. In its place is an entirely new procedure which cul m nates
in a Budget Worksheet, which is supposed to be prepared at each

facility on an annual basis.
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All of the areas included in the building inventory

that are to be cleaned on a frequent basis, at |east once a

week, are grouped into four broad space types -- admnistrative,
common, customer and wor kspace -- and the total square feet (in
1,000s) for each space type is calculated.' Usi ng the 400

staffing surveys he received fromthe field, Cox cal cul ated area
servicing factors to be used to estimate the nunmber of annua

wor khours for each of the four space types.? These area
servicing factors reflect the average number of workhours (per
1000 sq. ft.) for cleaning all of the areas in each space type

as shown on the 400 staffing surveys.

Cox al so calculated three project factors to cover
interior work performed on a less frequent basis. In review ng
t he annual wor khours (per 1000 sq. ft.) allocated to this
project work on the staffing surveys he had col |l ected, Cox
determ ned that the average tended to "move" depending on
whet her the building size was between 15,000 to 35,000 sq. ft.,
35,000 to 100,000 sqg. ft. or over 100,000 sq. ft. So he
devel oped three project factors (per 1000 sq. ft.) corresponding
to these building size ranges. Finally, he established a
uni form exterior factor of 3.52 annual workhours per 1,000 sq,

* Toilets now are included in the appropriate space type on the
basis of their square footage, not the nunmber of fixtures to be

cl eaned, as before.

2 There are a total of eight area servicing factors: one each
for adm nistrative and customer areas and three each for comon
and wor kspace areas, depending on whether the facility is a 1-
tour, 2-tour or 3-tour facility.
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ft. of exterior space, This factor was derived fromthe
parties' agreenent in the Subcontracting MAU that taking care of
500, 000 sq. ft. of exterior space equals the work year (1760

hours) of one enpl oyee.

The Budget Worksheet is prepared by applying the
appropriate square footage to the correspondi ng budget factor to
cal cul ate the nunmber of workhours for area cleaning, project and
exterior work for that particular facility. These are then
totaled. The 2001 MS-47 directs the preparer to conmpare this
total to the facility's anticipated LDC 38 (custodial) workhour
usage in the current fiscal year. This conparison, Cox
expl ai ned, basically "tells you where you are conpared to the
average®". Section 3.1.21 of the of the 2001 MS-47 states:

If there is a significant difference between
t he usage and the average, you should
consi der the follow ng:

If the usage is less than the average,
review any inspection reports, PS Form 4851
if available, to determne if there are any
recurring unsatisfactory itens.

If there are no recurring unsatisfactory
items, determine if any reductions in
servicing can be inplenmented wthout
creating a safety and heal th hazard.

If reductions can be made, reduce the nunber
of cal cul ated wor khours for that space type
to generate a new total

If the usage is greater than the average,
review work schedules to determine if tasks
are being perfornmed unnecessarily. At a
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m ni mum the review should include the
fol | ow ng:

(1) Are unoccupi ed areas of the workroom
fl oor being serviced?

(2) |Is there a mx of policing and cl eani ng
in all areas? Policing tasks are |ight
cl eani ng tasks whereas cl eaning tasks
are nore deep cl eaning tasks.

(3) Are areas receiving nore servicing than
necessary?

(4) Are storage areas being serviced nore
t han necessary?

(5) Are occupants assisting by disposing of
food debris, trash, paper bathroom
waste, and cardboard in proper
containers? All postal enployees are
responsi bl e for properly disposing of
trash, etc. in designated containers.

(6) Are the nost efficient methods,
materials, and equi pnent being used?

(7) Are building services personnel aware
of their responsibilities and work
schedul es?

(8) Is local managenent providing oversight
of the building services naintenance

progr anf

(9) Has project work been perforned as
schedul ed?

(10) Are there any uni que areas or
conmponents that require additional or
speci al servicing?
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If reductions can be made, reduce the nunber
of cal cul ated workhours for that space type
to generate a new total

After conpleting the reviews, enter the
current year budget in the Current Fisca
Year LDC 38 Budget space provided; estimte
t he nunber of workhours that will be
requested for building services naintenance;
enter that number in the Nunmber of workhours
requested space provided, and forward to the
appropri ate higher |evel authority for
approval or revision

(Enphasi s added. )

Cox explained that in filling in the nunber of
wor khour s requested, some nmanagers will put in the average, sone
will put in less, and sonme will put in what their budget was

| ast year. More fundamentally, he said, since custodia
enpl oyees cannot be fired or laid off, a manager has to request
t he nunber of workhours needed to cover the nunmber of custodia

enmpl oyees at that facility.?

Section 3.1.3 (Budget Objective) of the 2001 Ms-47

st ates:

The objective is to use the m ni num
resources necessary to maintain the facility
in a clean, safe, and healthful condition
that is consistent with the conditions set

* There was testinony from other Postal Service w tnesses that in
preparing these Budget Wrksheets, their areas also add hours

for wash up time, breaks, and training, which were included on
the old Form 4852, but are not factored into the Budget

Wor ksheet .
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forth in Section 4.2 [lnspection Techniques]
of this manual

Section 3.1.4.3 (Scheduling) states:

In contrast to previous nethods of

schedul ing the building services maintenance
tasks, frequencies of service are not
predeterm ned or fixed. Any conbination of
service (cleaning, policing, or no service)
may be used at any tine provided that the
facility is maintained in a clean, safe, and
heal t hful condition that is consistent with
the conditions set forth in Section 4.2 of
this manual. For exanple, cleaning or
policing of some areas may be increased
during periods of high activity and reduced
or elimnated during |low activity periods.
The deployment of automated mail processing
equi pnent and the reduced manual handling of
mai | has decreased the anobunt of litter such
as, facing slips, strings, and rubber bands
on the floor. As mail volume decreases, or
as nore mai|l bypasses an office, or does not
requi re manual handling, servicing
frequenci es should be adjusted downward.

O her factors, e.g., heavy snowfall

shortage of personnel, operational
requirements, or the current cleanliness of
the facility may require schedul e

adj ustnents on a daily basis.

Any combi nation of full-time and part-tinme
enpl oyees may be schedul ed to performthe
bui | di ng servi ces mai ntenance tasks.

The new MS-47 al so contai ns ot her changes and
revisions. Mst of these, the Postal Service asserts, involved
"simple conbi nation, nanagenent, ‘'wordsmithing', and 'borrowing’
of ternms and principles carried over fromthe prior version of
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the Ms-47." The Postal Service acknow edges there no longer is
a provision guaranteeing that once a staffing level is
determined it will be maintained, absent a change in

ci rcunstances that would necessitate redoing the entire staffing
procedure. But the Postal Service asserts that the staffing

el enent remmins as part of the budgeting process, in which the
total number of annual workhours is determ ned. Scheduling of
custodi al personnel is now conpleted through the automated E-

mars system

The Union points to several key changes in the 2001
MS-47, in addition to the deletion of all cleaning frequencies
and the staffing guarantee which were replaced with the budget
process. Higher levels of authority are given the power, not
just to review, but to approve and revise |ocal management's
workhour requests. The Handbook now i ncl udes new principl es
such as: "adopt[] a private sector business perspectivey
manage custodi al services and enpl oyees based on "economic
reality and operative needs"; and decide the |evel and amount of
cleaning to be done using "the nost cost effective methods".
The 2001 MS-47 now states that revisions of a custodial program
may arise as a result of "changing economnmi ¢ conditions”.
Schedul i ng paperwork is optional, and quarterly inspections now
are critical to determining day-to-day custodial needs. Section
1.2.2 states that managenment nust "hold enpl oyees accountable
for the tasks they are assigned”. The Union notes that many
custodi al enpl oyees are di sabl ed veterans, and that the Postal
Service has renoved the protection included in Section 163 of
the 1983 MS-47, which enphasized that the performance standards

are not to be used for disciplinary purposes.
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The Union al so asserts that between January 2, 2002
and Decenber 2, 2004 the total nunber of bargaining unit
custodi al enpl oyees -- as shown on Postal Service docunents
listing the nmai ntenance craft count by job titles -- decreased
from 18,864 to 17,063. The Union's Miintenance Craft Director
testified that he knows that there are many of fices which have
reverted and elimnated positions, citing the new M5-47 as
justification, and he cannot otherw se account for this drop of
1,800 enployees. He also noted that these reductions occurred
not wi t hst andi ng headquarters instructions to the field that:

It was not intended that the revised MsS-47
woul d cause any radical changes in existing
custodi al workload. Major budget reductions
| ocally based on Area |evel MS-47 mandat es
is not acceptable and may very well have a
negati ve inpact on the ruling when the
revised MS-47 appeal is heard at the
national | evel

The Postal Service points to other (ORPES) data --
al so presented by the Union -- show ng that the nunber of
custodi al enpl oyees decreased from 18,322 in | ate Septenber/
early Cctober 2001 to 18,012 at the end of February 2003. This
data, the Postal Service says, shows a much smaller drop (310)
in the nunber of custodial enployees. Mreover, the Posta
Service presented data and testinony which it asserts
establishes that it had subcontracted the work of at |east 531
custodi al positions during the period fromJanuary 2002 to about
Oct ober 2005 pursuant to the Subcontracting MOU, which the
Postal Service has taken greater advantage of since the 2001 Ms-
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47 highlighted the need to consider its applicability in smaller

of fices.

UNI ON_POSI TI ON

The Union contends that the revised 2001 MsS-47
Handbook violates Article 19 of the National Agreenent. |In the
Union's view, it is a conplete nullification of the parties!
contractual agreement to the terns of the 1983 MS-47 and undoes
t he very conprom se and consideration that agreenent enbodi ed.
Changing the M5-47 as the Postal Service has done elimnates the
consi deration the Union gave in order to agree with the Postal
Service on the principles, terns and | anguage of the 1983 Ms-47.
The Union agreed to a range of cleaning frequencies in the 1983
MS-47 that certainly was |ess than the absol ute standard the
1974 MS-47 required. The parties know ngly predicted that
replacing the fixed standard with a range woul d decrease the
amount of cl eaning and derivatively the number of custodial
enpl oyees, but the Union accepted this loss in return for the
consi deration of a staffing guarantee set forth in Section 116
of the 1983 Handbook. A bal ance was struck between the parties!
conmpeti ng demands, demands that went to fundamental concerns of

job protection and cost effective nanagenent.

The revision and inplenmentation of a new M5-47 t hat
elimnates cl eaning frequency ranges, elimnates the staffing
guar antee, and substantively changes other ternms of the Ms-47
about which the parties negotiated and agreed, the Union argues,
not only is a change to the parties! agreenment on the terns of

t he Handbook itself, but also their concurrent settlenment
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adopting that agreenent as a key and operative term Wt hout
frequency ranges, the Union asserts, the ongoing termof the
settl enment concerning deviations fromthe ranges is obviously
render ed neani ngl ess. Indeed, the parties' entire history

devel oped since at |east 1983 for operating under and
understandi ng the M5-47 is suddenly wi thout inmport as the result
of the Postal Service taking back the bargain it struck w thout
due consideration to the Union. As the author of the 2001 MS-47
readily admtted, there are no cleaning frequenci es what soever
no staffing guarantees, no scheduling requirenents, and no

di scipline protection, in addition to the other changes to the

M5-47.

The Union insists that the Postal Service cannot
justify its revisions to the M5-47. Not until arbitration did
the Postal Service give a reason for its revisions, and that
| ate-stated reason is, by the Postal Service's own adm ssion,
unsupportable. \Wen the parties net about the Postal Service's
changes to the M5-47, the Union repeatedly asked for the basic
expl anation of why the Postal Service was making this revision
but the Postal Service refused to answer. At arbitration, for
the first time, the Postal Service clained it needed nore
flexibility than the 1983 MS-47 permts, but this claimwas

i nadequate, if not unconvincing.

The Union points out that the 1983 MS-47 described how
many enpl oyees were needed to staff a year's worth of custodia
wor k, and the Postal Service always had taken the position that
nothing in the MS-47, particularly Form 4852, required the
Postal Service to performthe work detailed there every week of
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the year. In an earlier arbitration case involving that issue,
Postal Service witness Cox had testified that the exceptions
which he referred to in the present case -- holidays, weather-
related closings, local events, etc. -- were to be nanaged by

| ocal mai ntenance managers work-wi se, and were immterial to
staffing i ssues about which the MS-47 is principally concerned.
Case No. I94T-4I-C 98116745 (Das 2004), commonly referred to as
the "Line J case". The decision in that case, which was pending
arbitration at the time the 2001 MS-47 was drafted, affirned the
flexibility the Postal Service already clainmed it had by hol di ng
that the average weekly hours total figure on Line J of Form
4852 "is an approxi mate yardstick agai nst which to neasure
management's conpliance, but does not constitute a rigid
obligation which cannot be deviated from.™"

Moreover, Cox admitted that the 2001 MS-47 stil
requi res managers to project their custodial needs into the
future to determ ne how many wor khours they woul d need annually.

The Union cites the decision in Case No. HOC-NA-C-
19007 (Das 2002) for the proposition that if the Postal Service
"seeks t0 change | ong-standing provisions that on their face
afford consi derable protection to the bargaining unit it needs
at least to provide a convincing explanation of why it
determ ned such a change to be necessary, if it is to satisfy
Article 19's requirenents that the change be fair, reasonabl e,

and equitable. ®

The Union further argues that the 2001 MS-47 was

poorly devel oped and poorly designed. It puts form over
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substance in that it requires an entire inventory and various
budget factor calculations to reach an end that, if |oca
managers want it to be different, can be struck out and repl aced
wi th nunbers devised fromno better guidance than unarticul ated
specul ati on, which then can be changed at the whim of "higher

| evel authorities". The Union points out that the nethod by

whi ch the budget factor aspects of the 2001 MS-47 were devel oped
was based on sanples that: the Postal Service cannot
denonstrate with any | evel of statistical support are actually
representative; were untested; were based on gross |ack of

rel evant research; and | acked any conparison to actual postal
conditions. More inportantly, the Union stresses, the budget
factor conmponent actually is immterial to the request for

wor khours. What is material is what was renoved -- objective
staffing instructions, the prior Ms-47's staffing guarantee, the
cl eani ng frequency ranges, witten scheduling docunments -- and
what they were replaced with -- a "private sector business
perspective"; managed based only on "economic reality and
operative needs® and using "the nost cost effective methods"

and "the nini mum resources necessary".

Finally the Union argues that the new Ms-47 has had a
del eterious effect on the size of the bargaining unit. It
renmoves all enploynent protections at the sane tine it requires
| ocal managenment to constantly | ook for additional reductions in
cl eaning and staffing. Although not required to do so under
Article 19, the Union has shown that the revision of MS-47 has
resulted in substantial job loss. Regardless of the specific
number of bargaining unit positions that were lost, this job
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|l oss is anot her denonstration that the revised MS-47 viol ates

Article 19.

The Uni on requests, as a renedy, that the arbitrator
direct that the revised MS-47 be rescinded and the 1983 Ms-47 be
retroactively reinstated in its place, and that the bargaining
unit be nade whole for any ham fromthe Postal Service's
application of the 2001 M5-47. The Union argues that the
retroactive reinstatement of the 1983 MS-47 is the only sensible
remedy because the terms of the MS-47 work in tandem and cannot
be rationally separated. Nor is it the role of the Arbitrator
to rewite the handbook for the parties fromthe parts of the
M5-47, new and old, that the Arbitrator thinks are |ess

obj ecti onabl e.

EMPLOYER POSI T1 ON

The Postal Service insists that the changes to the Ms-
47, where they exist, fully satisfy Article 19. The standard of
review i s whether the changes are "fair, reasonable, and
equitable". |n addition, the changes nust not be inconsistent
with the National Agreenment. Application of the fairness
standard begins with a presunption in favor of managenent's
actions. Article 3, Management's Rights, is the starting point
for Article 19 challenges. The Postal Service nmaintains that it
revised the M5-47 to be consistent with the direction of the
enterprise: achieving efficiencies in postal operations by
assigning the appropriate human resources to the appropriate
work areas to be serviced. Therefore, the revisions directly

result fromthe Postal Service's exercise of its nost basic
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managenent rights under Article 3. Deference should be accorded
t 0 management's operational judgnent about how t he work shoul d
be perfornmed, and the Union should be required to nake an
especially conpelling case for unfairness or inequity before

management's operational judgnent is overturned.

The Postal Service maintains that during the
di scussi on periods prior to issuance of the 2001 Ms-47,
managenment fully conplied with its procedural obligations as set
forth in Article 19 of the National Agreenent in effect at the

tinme.

The Postal Service asserts that at the arbitration
hearing the Union identified two ways in which it clainms the
changes nade to the MS-47 are not fair, reasonable, and
equitable: the elimnation of cleaning frequencies; and the
reduction of bargaining unit custodial enployees, which the
Uni on all eges occurred as a direct result of the changes made to

the Ms-47.

The Postal Service argues that the Union's contentions
that the elimnation of cleaning frequencies is not fair,
reasonabl e, and equitable and/or is in violation of the Nationa
Agreenent are without nmerit. The Union clainms that the
revisions violate the National Agreenent by "undoing" the 1983
Settl enent Agreenent regarding cleaning frequencies. The Postal
Service maintains, however, that there is no legal basis to
demand that an enpl oyer be bound forever fromasserting its
managenent rights because of a prior agreenent to maintain the
status quo ante. See: Anerican Postal Workers Union, AFL-CIO
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v. USPS, 99 LRRM 3465 (EDNY. 1978). |In addition, there is no
contractual basis for the Union's assertion. The Settl enent
Agreenent by its ternms provides that in 1983 the MS-47 woul d
contain certain provisions concerning a range of cleaning
frequencies. There is no question that was conplied with. The
Settl ement Agreenent does not provide that the 1983 Ms-47
Handbook provisions shall never change, nor would it be
reasonable to presune that the Settlenent Agreement sonehow
implicitly wai ved management's future rights to make changes
under Article 19 when such changes coul d be supported as fair,
reasonabl e, and equitable. Mreover, the Postal Service
insists, there is no arbitral support for precluding the Postal
Service fromrevising its handbooks, in conpliance with Article
19, because of a prior settlenent on what its handbooks woul d
contain at an earlier time. |In the 1981 Ganmser Award, in which
the arbitrator found that the Postal Service was required to
maintain the fixed frequencies in the 1974 MS-47 that it had

i nposed upon itself, he also found that the Postal Service could
amend t he Handbook, subject to the requirements of Article 19.

The Postal Service further contends that, contrary to
the Union's assertions that a staffing level is required to be
mai ntai ned, Arbitrator Ganser nmade it clear he was not inposing
"a manni ng floor or any manning conm tment upon the Service in
carrying out its maintenance responsibilities.®™ Arbitrator
Gamser's focus was not on staffing levels, but on the "the
number of man hours which will be required to perform the tasks
at hand." The bottomline in the new 2001 MS-47 is the tota
number of wor khours needed annually to clean the facility. This
total is the same as the cal culation on Line H of Form 4852 of
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the old M5-47. The only difference between the old MS-47 and
the new MS-47 on this point is that the total of annua

wor khours is not divided to determne the staffing |evel of
full-time equival ent postal custodians. However, these

wor khour s, al though not expressly, are at least inpliedy

di vided by I ocal managers to determ ne the nunber of full-tinme
equi val ents, particularly in light of the no-layoff protection
af forded many of these custodians. As Postal Service w tness
Cox testified, a local manager is unlikely to request an annua
nunber of workhours that is |less than the equivalent of 1760 for
each custodi an on staff. As such, the Postal Service asserts,

the staffing levels remain constant.

The Postal Service also cites the finding in the Line
J case that "Line His what is critical". The Postal Service
states that the critical inportance of the total annual
wor khours is carried over fromthe old MS-47 to the new MS-47.
In light of the arbitral precedent and the critical inportance
granted solely to the total workhours (and not staffing |evels)
t here does not appear to be any obstacle to elimnation of the
requi rement of dividing the total nunber of workhours to

determ ne staffing | evels.

The Postal Service further stresses that the range of
cl eaning frequencies was not elimnated. Rather, applying
information fromthe old MS-47, the author of the new MS-47
sinply devel oped a m drange of cleaning frequencies which is now
incorporated into the budget factors utilized in filling out the

Budget Wor ksheet .
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To the extent the Union has indicated m nor objections
to other changes in the text of the M5-47, the Postal Service
claims the overwhelmng majority of those changes clearly
denpnstrate a rewording of principles carried over or sinply
updated fromthe old M5-47. The basic tenets and principles of
the old M5-47 have been carried over, including: the
mai nt enance of a clean, safe (and now healthful) condition; the
cal cul ati on of the nunmber of workhours each year; the concept of
cl eaning versus policing and the | ocal manager's determnination
of when to clean and when to police; the assessnment of the size
of the facility in determ ning cleaning needs; the procedure for
measuring the physical space; the reliance upon quarterly
i nspections, nowto a greater degree, to nmonitor cleanliness;
the inmportance of |ocal conditions, including the nunmber of
enpl oyees in the facility; and the exact sane perfornmance tine
standards allotted for cleaning and policing areas. Any other
changes that are nore than de minimis and directly relate to
wages, hours and working conditions, the Postal Service clainms,

are fair, equitable, and reasonabl e.

The Postal Service disputes the Union's allegation
that the bargaining unit was reduced by 1,800 custodians,
approxi mately 10% of the total custodial work force, as a result
of the new M5-47. Initially, the Postal Service argues, the
Union's own exhibits suggest that the bargaining unit was
reduced only by 310 positions. Moreover, the Postal Service
presented evi dence that denonstrates that at |east 531 custodi al
posi tions have been contracted out since publication of the new

M5-47.
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Finally, the Postal Service requests that if the
Arbitrator finds a contract violation, the parties should be
af forded the opportunity to neet and di scuss an appropriate
response. The determ nation of renedy by the Arbitrator, if
any, should await the conclusion of the parties' di scussi ons and

further briefing.

FI NDI NGS

Cl eanliness of postal facilities is critically
inmportant to the working environment, health and safety of
postal enployees, as well as to the public. As of 2001, the Ms-
47 Handbook, in its 1974 and 1983 versions, had been a -- if not
the -- cornerstone of the Postal Service's regul ati ons governing
t he performance of custodial services for over a quarter
century. A key conponent of both the 1974 and 1983 MS-47 is a
determ nation of the nunber of workhours required to regularly
maintain a facility at the appropriate |evel of cleanliness.
This is calculated in a systematic fashion using a building
inventory, performance standards and desi gnated frequencies.

The 1974 MsS-47 inposed a uniform set of m ninum
frequencies for performance of various area and conponent
cleaning tasks. Although it did not contain a staffing
guarantee, as such, it was a staffing docunment in that it
establ i shed the number of custodial workhours required to
perform the nmandated cl eaning tasks. In the Ganser Award, the
arbitrator stressed that he was not inposing "a manning floor or
any manni ng conmitment upon the Service,® but he clearly also
held that the workhours required under the 1974 MS-47 had to be
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performed. The Postal Service could not unilaterally determ ne
to depart fromthe standards in the M5-47, in particular, the

m ni mum frequenci es.

Not too |long after issuance of the 1981 Ganser Award,
the Postal Service tried a different tack to obtain greater
flexibility. It prepared a revision of the M5-47 which
elimnated any set frequencies, leaving that to be determ ned at
each facility. The Union strongly objected to the proposed
elimnation of cleaning frequencies when it received notice of
t he proposed changes under Article 19. Foll ow ng discussions,
the parties were able to reach a conprom se, and the 1983 Ms-47
was i nplemented pursuant to the parties' 1983 Settl enent
Agreement. This conprom se gave the Postal Service flexibility
to vary frequenci es based on the individual circunstances at
each facility, and to nodify frequencies based on experience or
changed conditions, but only within a nationally agreed-to range
of frequencies for each task. Frequencies were to be determ ned
-- within the established ranges -- by | ocal managenent, subject
to review by higher levels of authority. See Case No. HOC-NA-C
16 (Das 2002). Another key part of the parties' compromise was
that a custodial staffing I evel would be determ ned for each
facility based on the total annual workhours, as reflected on
Form 4852. Any conbination of full-time and part-tinme enpl oyees
could be scheduled to performthat custodial work, but Section

116 of the 1983 MS-47 provided that:

Once a custodial staffing level is
determ ned using the procedures in this
handbook, that staffing |evel nust be
mai ntained. If conditions arise that
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warrant a change in staffing, the entire
staffing procedure nust be redone, i.e., new
forms nmust be conpl et ed.

As the Union notes, the parties in entering into the
1983 Settl enent Agreenent knew that the MS-47 revisions they had
agreed to would result in a reduction in the custodi al
wor kf orce, because the previously mandated uniform frequencies
were the top of the agreed-to frequency ranges. The 1983
Settlement Agreenent provided incunbent custodial enployees with
certain protections, but there was no question that over time
t he changes in the 1983 MS-47 would result in a reduction in the

cust odi al wor kf orce.

Fol | owi ng inpl enentation of the 1983 MS-47 there were
occasi onal disputes and grievances. |In particular, a nunber of
grievances evidently were filed at the local level in which the
Uni on cl ai med the Postal Service was required each and every
week to schedul e the number of hours shown on Line J of Form
4852 -- which was the total annual workhours for the facility
shown on Line H divided by 52. As the Union points out,
however, the Postal Service never agreed that it was obliged to
schedul e that nunber of hours each and every week, regardless of
circunstances. In a National arbitration decision in the Line J
case -- which had been appealed to arbitration before the 2001
MS-47 was drafted, but was not heard or decided until after the
2001 MS-47 was inplenmented -- this arbitrator found that:

The average weekly hours total shown on Line
Jg of pPs 4852 is an approxi mate yardstick
agai nst whi ch to neasure managenent's
conpl i ance, but does not constitute a rigid
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obl i gati on whi ch cannot be deviated from

As noted above there are a variety of

ci rcunst ances i n whi ch managenment may
schedul e and/ or work fewer hours than the
Line J average in a particul ar week w thout
violating its obligation to conformto MS-47
standards consistent with the Gamser Award.

Part of the Postal Service's argunent in the Line J case was
that there were holiday and ot her weeks when the facility -- or
parts of the facility -- were closed due to holidays, etc., and
that this justified departure fromLine J in certain weeks.

Wiat is striking in the present case is the | ack of
enpirical evidence show ng that continued application of the
1983 MsS-47 was causing cleaning to be done unnecessarily, or
that staffing pursuant to the 1983 MS-47 was |leading to
custodi al enployees twiddling their thunbs, so to speak, or that
| ocal managenent was unable to appropriately respond to changed
conditions or was having significant difficulty scheduling
custodi al enpl oyees because of constraints inposed by the 1983
M5-47. The Postal Service has not even alleged this was the
case, beyond the limted testinony of its witness Ray Cox.

At arbitration, Cox, a former postal maintenance
speci al i st now serving as an outside consultant, stated that
upper |evel managenent instructed himin 2001 to revise the Ms-
47 Handbook to provide nore day-to-day flexibility to |ocal
managers. The Postal Service has not convincingly shown,
however, that it had insufficient flexibility under the 1983 ms-
47 to deal with the types of situations Cox referred to, such as

weeks when a holiday or other local event resulted in the
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facility -- or parts of it -- being used less frequently than in
ot her weeks, or those weeks when there were fewer custodial

enpl oyees at work than usual. But even if Form 4852 of the 1983
MS-47 did not sufficiently take into account that there are a
nunber of weeks each year when area cl eani ng needs are reduced,
due, e.g., to holidays, an appropriate change coul d have been
made to the 1983 Ms-47, including Form 4852, to take care of

that situation, wi thout dismantling key structural components of
t hat Handbook. Moreover, as pointed out in the decision in the
Line J case, nmanagenment has flexibility, under the 1983 Ms-47,
in howit schedul es conponent work, which allows it to take into
account prinme vacation weeks or other circunstances that cause a

fluctuation in avail abl e custodi al staff.

Significantly, in developing the 2001 MS-47 the Postal
Service retained the existing building inventory (Form 4869) and
di d not change the performance standards contained in the 1983
Ms-47.* There has been no claimby the Postal Service that the
frequency ranges established in the 1983 MS-47 were outnoded or
needed adjustnment. On the contrary, the Postal Service seens to
have enbraced the overall past application of those frequencies
in creating its new budget factors. The key difference is that
the Postal Service elimnated the use of frequencies as part of
the basis for determ ning how often certain cleaning had to be
performed at a facility, and substituted "average" factors to be
used for budget purposes. The Postal Service apparently deci ded

¢ While Cox conbined areas on the Form 4869 into a limited number
of space types -- a budgeting approach to custodial work he had
seen on a col |l ege website -- it is not clear howthis enhanced
wor kpl ace efficiency or even managerial flexibility.
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that it needed to retain sone senbl ance of the prior frequency
ranges in establishing the new budget factors, yet the
conputation it cane up with basically serves only as a yardstick
to measure how a particular facility is doing (per 1000 sq. ft.)
conpared to the pre-2001 average.®

In any event, there appears to be only a tenuous
connecti on between the Budget Wrksheet cal cul ati ons and how
custodial work is to be perforned. There no |onger are
requirements Wi th respect to the work to be schedul ed or
staffing. Local nmanagenment, after perform ng the budget
calculations, is not required to use themto determine the
nunber of workhours to request.® The only constraints are that
managenent cannot lay off custodial staff and, as was true under
the 1983 MS-47, is required to performquarterly inspections to
ensure an adequate | evel of cleanliness. Higher I|evel

> This assunmes that the 400 facilities that responded to Cox's
request for staffing surveys -- about 10% of total facilities
over 15,000 sq. ft. -- truly were a representative sanple, which
is difficult to determine on the present record.

¢ As Cox testified, a manager has to request at |east the nunber
of workhours needed to cover the nunber of custodial enployees
at that facility. An area mai ntenance nmanagenent speci ali st
testified that in his area they calculate the average, using the
budget factors, but then add additional tinme for training,
breaks and wash-up (as was previously done on Form4852). If a
facility wants to request "a deviation® due to |ocal conditions
they note that on their worksheet. This wi tness and anot her
area manager testified that facilities in their areas do not
conpl ete the Budget Worksheets annually, as the 2001 MS-47
provides for, but only where there is a change in the physical
inventory or a custodial position is vacated.



32 Q98C-4Q-C 02013900

authorities al so have been given considerably broader authority

to substitute their own deterni nati on of the nunber of workhours

to be budgeted for. ’

The 2001 MS-47 may provide sonme greater flexibility to
managenment and may result in the Union filing fewer grievances
with respect to schedul ed workhours, but it renoved critical
conponents of the previously agreed to structure for ensuring a
satisfactory level of cleanliness is maintained within set
parameters and that custodial jobs are not unduly elim nated.
The Postal Service places considerable stress on the required
quarterly inspections as a guarantee of cleanliness. But the
Ganser Award and the parties' subsequent negotiation of the 1983
MS-47 reflect an historical recognition that inspections by

t hensel ves are not sufficient.?®

Use of the new Budget Worksheet also is likely to put
pressure on those facilities -- theoretically about one-half the
total nunmber -- whose actual custodial workhours exceed the
average to reduce their hours, at |least over tine, so as not to
devi ate from the total cal culated using the fixed budget
factors. In this way, what was an average before 2001, m ght
become a sort of ceiling, which all facilities should strive not

7 Cox indicated this was not really a change, because higher
| evel authorities de facto had exercised equivalent authority
despite the | anguage of the 1983 MsS-47. (See: Case No. HOC-NA-

C 16.)

8 If, as was stated by Cox, inspections previously were often not
perfornmed as required by the 1983 Ms-47, that woul d not appear
to be a good reason to change the Handbook to put greater
reliance on inspections.
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to exceed, with reduced consideration for variations in |oca

condi tions.

As the Union stresses, the 1983 MS-47 was the result
of negotiation and conprom se, reflected in the 1983 Settl enent
Agreenent. The latter does not provide that the Postal Service
can never change the 1983 M5-47, or that it can only do so with
Uni on approval. The Postal Service did not give up its right to
make changes that are fair, reasonable, and equitable. But, the
fact that the structure of the 1983 MS-47 was a negoti at ed
conpromi se is inportant in applying Article 19, particularly as
it seens unlikely, in light of the findings in the Gamser Award,
that the Postal Service would have been successful in convincing
an arbitrator that elimnation of mandated frequencies -- which
is what it proposed in 1982 -- was fair, reasonable, and
equitable, Also, as | stated in Case No. HOC-NA-C 19007

The Postal Service is entitled to change its
policies, subject to its contractua
obligations. But if it seeks to change

| ong-standi ng provisions that on their face
afford consi derable protection to the
bargaining unit, it needs at least to
provi de a convincing explanation of why it
determ ned such a change to be necessary, if
it is to satisfy Article 19's requirenent
that the change be fair, reasonable, and
equi t abl e.

| nproving efficiency and application of sound
cust odi al managenent techniques, including a nunber of the
factors spelled out in certain portions of the 2001 MsS-47, do

not appear to be inconsistent with the basic structure of the
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1983 M5-47. It also is not clear to me that use of E-mars to
schedul e custodial work is not conpatible with the 1983 Ms-47,
But if any changes need to be made to acconplish that, or to
better enabl e managenent to take into account variations that
occur in holiday or other weeks, that can be acconplished under
Article 19, without throwi ng out the baby with the bath water.

For all of these reasons, | amnot able to conclude
that the 2001 MS-47 is fair, reasonable, and equitable, for
purposes of Article 19. This is not a matter of a few portions
of the revised MS-47 not neeting that standard, but is based on
the maj or changes nade to key parts of the basic structure of

t he Handbook.

Under the circunstances, it is appropriate that the
Postal Service be directed to rescind the 2001 M5-47, 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. Prior staffing
docunment s based on the frequencies determ ned by the appropriate
| evel of managenent under the 1983 MS-47 presumably still exist,
and can be revi sed under that Handbook where needed. \Whet her
any renmedy is appropriate for the intervening period since
i mpl enentation of the 2001 Ms-47, and, if so, what it should be,
is a mtter remanded to the parties for further discussion. The
arbitrator retains jurisdiction over that aspect of the renedy.
In addition, it appears that the Union does not have any
significant objection to a nunber of the nore m nor changes that

were designed to streanmline or update the 1983 Handbook, wi thout
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i mposi ng substantive change, and the parties shoul d address

i ncor poration of those changes.
AWARD

The Union's challenge to the revised MS8-47 issued by
the Postal Service in 2001 is sustained on the basis set forth

in the above Findings.

Shyam Das, Arbitrator
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Dear Maintenance Representative,

At long last, case number 194T-41-C 98116745, otherwise known as the
Iron Mountain case, has been awarded.

The Union took the following positions:

1. These cases should be remanded to the field for application of local
fact circumstances and there was no interpretive dispute.

2. The Craft was entitled to the work that is shown as calculated hours on
the PS 4852. Bypassing of routes constituted a violation of Gamser
and the frequencies required.

3. Line Jwas required to be scheduled, but the actual work hours
depended on local fact circumstances.

The Postal Service position was that Line J had zero meaning since it was
no longer used for subcontracting and there was an interpretive dispute.

The award is;

“The issue raised in this arbitration is interpretive and, hence,
arbitrable at the National level. The issue is decided on the basis set forth
in the above Findings. The underlying grievance from Iron Mountain,
Michigan, is remanded to Step 3 to be resolved consistent with the
Findingsin this decision.”

The arbitrator summarizes his findings as:

“In sum, the Postal Service's obligation in a properly staffed
facility is to abide by the criteria or standards established in the MS47
for both unit performance as well as frequencies. The specific frequencies
to be followed at a particular location are those specified on the PS 4852.
The average weekly hours total shown on Line J of the PS 4852 is an
approximate yardstick against which to measure management’s
compliance, but does not constitute a rigid obligation which cannot be
deviated from. As noted above there are a variety of circumstances in
which management may schedule and/or work fewer hours than the Line J
average in a particular week without violating its obligation to conform to
MS-47 standards consistent with the Gamser Award.”

This award focuses on the fact that we are entitled to our work as shown
by the PS 4852, but there may be local fact circumstances in which management
could legitimately not perform the work hours shown on the PS 4852. Arbitrator
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Das gave three such examples on pages 20-21. Simply stated, the possible exceptions are for
seasonal work, holidays or unexpected absences. In the case of the latter two, Arbitrator Das
stated specifically that these were not interpretive matters and were not part of this case, but
whether there is aviolation must turn on specific local circumstances. In the case of the seasonal
work, that was merely theoretical and was being applied to Line H.

We believe that this shifts the burden to the USPS to not only assert one of the three
exceptions to not completing the work, but must also justify and prove the exception made
compliance with Gamser and the frequency of cleaning requirements impossible. As Arbitrator
Das states on page 22 (above): “The specific frequencies to be followed at particular location are
those specified on the PS4852.” (UA)

Clearly, afocus on bypass hours and the local grievances having accurate work recordsis
critical in applying this award. As stated on page 9 during Director Raymer’s testimony, “For a
fully, properly documented grievance, they would find out what work was not performed.”

The Postal Service attempted to have the arbitrator rule that the Gamser award was only
applicable to the 1974 MS-47 and was not applicable to the 1983 version. On page 18, the
arbitrator pointedly rejects management’ s attempt.

A couple other notes:
1. Thisaward is applicable to fully (properly) staffed offices.

2. Thereisatypo on the cover sheet — the Relevant Contract Provision should read
the 1983 MS-47 and not the 1974 version. Thisis clarified on page 2 “At the time
this grievance arose, the 1983 MS-47 ... wasin effect.” Moreover, in the footnote
on page 7, “The decision in the present case concerns only the 1983 MS-47.”

3. Das quote, “The specific frequencies to be followed at a particular location are
those specified on the PS 4852.” on page 22 is important as it establishes which
frequency within the range of frequenciesis required.

Yoursin union solidarity,

19 19

Steven G. Raymer Gary Kloepfer
Director Asst. Director ‘A’

9 19

Warren “Jake” Jackson Idowu Balogun

Asst. Director ‘B; National Rep @ Large
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Award Summary

The issue raised in this arbitration is
interpretive and, hence, arbitrable at the
National level. The issue is decided on the
basis set forth in the above Findings. The
underlying grievance from Iron Mountain,
Michigan, is remanded to Step 3 to be
resolved consistent with the Findings in
this decision.

s
M _ e

Shyam Das, Arbitrator




Mountain,

the Step 2 appeal form, dated July 28, 1998, as follows:

. BACKGROUND I94T-4I-C 98116745

The underlying grievance in this case arose in Iron

Michigan. The basis for the grievance is set forth in

On 7/06/98 the union became aware that
management had failed to work the required
number of custodial cleaning hours in PP 12
WK 1 98 (Exhibit 1) as per PS Form 4852
(Exhibit 2). The union contends that
management is in violation of Article 19 of
the National Agreement, to include handbook
MS-~-47, Section 116 (Exhibit 3). The union
maintains that once a custodial staffing has
been determined, that staffing and cleaning
level must be maintained.

According to the PS Form 4852, a total of
204.10 hours have been determined as the
cleaning level. Exhibit 1 is a copy of the
hours spent by all custodians in Operation
#747 for PP 12 WK 1. The report shows that
192.01 hours in week 1 were worked. The
union maintainsg that 12.07 hours remained
unworked in week 1.

Exhibit 4 are copies of custodial schedules,
routes and bypasses for the period in
question. The union maintains that the

- Pogtal Service is not cleaning according to

the standards established in the MS-47.
Arbitrator Howard Gamser held in 1981 that
the provisions of Article 19 impose upon the
Postal Service a duty to abide by the
standards in the MS-47, for performance
frequency, Case #A8-NA-0375.

At Step 3, the Postal Service declared the issue in this

grievance to be interpretive. The Union appealed the grievance

to Step 4.

In its Step 4 answer, dated September 12, 2000, the

Postal Service asserted:
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The issue in this grievance is whether
management is required, at a minimum, to use
the number of hours each week noted on line
J of PS Form 4582 ([sic]l, Workload Analysis
Summary.

The Union appealed the grievance to National Arbitration on

September 13, 2000.

At the time this grievance arose, the 1983 MS-47
Handbook (Housekeeping - Postal Facilities) was in effect. It
replaced an earlier 1974 MS-47. As indicated in both documents,
the MS-47 “concerns itself principally with staffing and
scheduling” relative to custodial maintenance. Staffing entails
a three-step procedure in which a building inventory is taken,
frequendy of performance is determined, and staffing
requirements are developed. A key difference between the 1974
MS-47 and the 1983 MS-47 is that the former established fixed
frequencies for how often particular areas and components of
postal facilities were to be cleaned. The 1983 MS-47, which was
negotiated with the APWU in settlement of an Article 19
grievance, establishes a range of frequencies. At a given
facility, management may select the frequency for particular
tasks within the specified range, but its selection must be
commensurate with the Postal Service’s responsibilities for
maintaining a clean, healthy and safe work environment for
postal employees and customers. Moreover, as set forth in

Section 116 of the 1983 MS-47:
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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 procedure must be redone, i.e., new
forms must be completed.

In a 1981 National Arbitration Award in Case No. A8-
NA-0375 (Gamser Award), Arbitrator Howard Gamser rejected the
Postal Service’s contention that the 1974 MS-47 was merely a
guide and that management had the right “to change forms,
formulae, frequencies of cleaning as set forth in the Handbook”,
provided it maintained a satisfactory level of cleanliness. The

opinion in the Gamser Award states:

It must be apparent that if the USPS were
going to design a system which would insure
the maintenance of standards of cleanliness
and safety in its buildings, and provide
such detailed guidance to the field as is
contained in the MS-47 Handbook, the
question of frequency of performance could
not be left open ended. To do so would give
no assurance whatsoever that such standards
of cleanliness and safety would be met. If
the officer in charge at each postal
facility or the responsible official in each
region or district could set frequencies of
performance, and lower them at will, a
deterioration of cleanliness and safety
standards could surely result. There is a
Postal Service commitment to the maintenance
of a clean and safe working environment.

The Handbook criteria, both dealing with
unit performance as well as frequencies,
provide assurance that this commitment will
be kept.
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By requiring that the Postal Service adhere
to the standards or criteria for unit
performance as well as frequencies contained
in the MS-47 Handbook, this Arbitrator is
not imposing a manning floor or any manning
commitment upon the Service in carrying out
ite maintenance responsibilities. The
Service is required to instruct its
facilities to employ these unit performance
criteria and frequency standards in
determining the number of man hours which
will be required to perform the tasks at
hand. Whether the man hours thus required
are filled by employing overtime or by the
reassignment of employees from activities in
which they might otherwise have been
engaged, not prescribed by standards or
criteria in some other handbook, manual or
published regulation, is a management
decision.

For the reasons outlined above, the
Arbitrator iz of the opinion and must find
that the provisions of Article XIX impose
upon the Service a duty to abide by the
criteria or standards established in the MS-
47 Handbook for both unit performance as
well as frequencies. The unilateral
determination to depart from those
standards, and particularly from the minimum
frequencies contained in the Handbook, have
resulted in violations of Article XIX.
Article XIX incorporates by reference these
working conditions into the collective
bargaining agreement. Such modifications
thus unilaterally imposed by management
which have an adverse impact upon the tenure
of employment or the workload of the
employees affected must be rescinded.
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In its Step 4 answer in the present case, the Postal

Service stated:

Summary

There is no dispute between that parties
that the Gamser Award requires the Postal
Service to adhere to minimum standards and
frequencies developed in conjunction with
the MS-47 Handbook, Housekeeping-Postal
Facilities. Contrary to the Union’s
position however, the Postal Service is not
bound by a manning floor.

* * *

Gamser clearly held that the unit
performance criteria and frequency standards
in the then existing MS-47 were to be used
to determine the number of man hours
required to perform the cleaning tasks. He
left management with the discretion of
where, when, and how to obtain the employees
who would work the required hours.

Postal Service Form 4852, Workload Analysis and

(PS 4852), is covered by Section 240 of the 1983 MS-47.

Sections 241 and 242 state:

241 Form 4852 (See Appendix, Exhibit C) is
a preprinted form designed to permit
calculation of the building cleaning
staffing requirement for all postal
facilities.

242 Preprinted on the form are: job
requirements (areas or components to be
cleaned such as workroom toilets,
offices, etc.), operations to be
performed (clean, police, etc.), the
unit by which different components are
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measured (Sg. Ft., Fixture, etc.) and
the time, in minutes, required to do

the operation on one unit of measure.
(e.g.: It takes 4.5 minutes to clean
one workroom toilet fixture.)

PS 4852 is used to determine the number of minutes per
week needed to perform area requirements (for example, cleaning
and policing of work room toilets) and the minutes per year
needed to perform component requirements where the frequency of
performance may vary from once per week to once per year (for
example, cleaning light fixtures or snow removal). Using PS
4852, the minutes per year for all job requirements are totaled
and converted into work hours per year (Line D). Additiomal
hours for training, breaks and wash-ups are calculated based on
established formulae. The total work hours per year, which is
used for staffing purposes, is recorded on Line H of PS 4852.
Line J -- work hours per week -- is calculated by dividing Line
H by 52. The instructions in Section 243 (t) of the 1983 MS-47

state:

t. Divide line H by 52 (weeks) to obtain
workhours per week. Round to the nearest
tenth of an hour. Enter this figure in
column (P) line J. Refer to applicable
regulations in the Administrative Support
Manual to determine if the facility may be
cleaned by contract. If the facility is to
be cleaned by contract, no further
calculations are required.
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If the facility is not to be cleaned by contract, the
number of full-time equivalent postal employees needed to
perform the work (Line K) is determined by dividing Line H by
the current productive annual work hours for one USPS custodial

employee -- 1760 on the PS 4852 at issue in this case.?
Section 340 of the 1983 MS-47 provides:

340 Scheduling

a. In larger facilities scheduling will be
done in accordance with the national
handbook or national system by which the
office operates.

b. In smaller facilities that do not operate
under a specific national handbook or
national system, the management official in
charge of the facility will be responsible
for scheduling. If necessary, the senior
MSC maintenance official will provide
assistance in scheduling.

! It appears that at least by 1991 the determination as to
whether the work was to be contracted out was determined on the
basis of the Line D total. (See Section 5(2) (b) of MMO-21-91.)
In 1994 the parties agreed to a different methodology for
determining whether custodial work at a particular facility can
be contracted out which is based on facility area rather than
work hours. The Union notes that PS 4852 was not revised, and
the total work hours per week continued to be shown on Line J.
The Postal Service notes that the calculations on PS 4852 were
computerized in or about 1991. 1Imn 2001, the Postal Service
reissued the MS-47 Handbook with significant changes. The Union
grieved those changes, and its challenge is pending arbitration.
The decision in the present case concerns only the 1983 MS-47.
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¢. Actual day to day assignments depend on
the number of custodial personnel reporting.
Generally, when excessive unscheduled
absences occur the component cleaning routes
should be limited before area cleaning
routes.

A Postal Service witness pointed out that Section 340(c)
provides greater flexibility than the preceding 1974 MS-47 which

only permitted cutbacks in component, not area, cleaning.

A number of management witnesses testified that
various Union representatives at the national and local levels
had expressed the position that the Postal Service contractually
is required to schedule and work the “Line J hours” each week
without exception. Starting in the late 1980’s or early 1990'sg,
according to Postal Service witnesses, local grievances began to
be filed protesting Management’s failure to schedule and/or work
all Line J hours. Some of these grievances were sustained in
regional arbitration. A considerable number of such grievances
are now being held at Step 2 and Step 3 pending this National

Arbitration.

Steven Raymer, APWU Maintenance Division Director,

tegtified:

The substance of the [underlying] grievance
appears to originate with [the fact that
the]l] ... Line J hours were not either
scheduled or worked. The Line J represents
the weekly work hours that are supposed to
be scheduled. ©Line J constitutes a body of
work.
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Now apparently they didn’t perform all the
work and that is what a bypass report would
indicate. And the local would have had
bypass reports to show that work wasn’t
done. The triggering incident would be that
Line J wasn’t met because that is normally
what it is going to take.

... That should tell a local to look into
whether or not the work was performed and
whether there was compliance with Arbitrator
Gamser’s award that the work had to be
performed.

And in this case, it appears the local union
has, as a remedy for the work not being
performed, a difference in hours between the
work that was done and the Line J hours,
which is, in fact, a traditional remedy that
is applied in the field. Line J is used as
a remedy. When the work is not done, we get
the Line J hours.

... [Flor a fully, properly documented
grievance, they would find out what work was
not performed.

Because it would be possible in some
circumstance that a custodian would work
quicker. Maybe the place wasn’t as
deteriorated as normal after a given
operation or it was likely used in between.
They would get it done quicker. That could
then reflect less hours after looking at the
week. But if all the work was nonetheless
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performed, then the Union doesn’t have an
issue.

Mr. Raymer also testified on cross-examination:

Q Now sir, work hours per week. Line
J, you say, represents the work hours that
must be done every week?

A Those are the hours that need to be
scheduled every week.

Q Well, need to be. Does that mean
must be?

A Yes.
Q In your opinion.
A Yes.

Q Okay. So regardless of circumstance,
they must be scheduled that week.

A Yes.

A Postal Service witness who scheduled maintenance
work at the Iron Mountain facility during the week at issue in
the underlying grievance in this case noted that week included
the Memorial Day holiday. In preparation for this arbitration,
she reviewed the bypass reports and schedules submitted by the
Union with the grievance. She testified that the work which the
Union claims was not scheduled and/or performed that week was
work in portions of the facility that normally would have been
open, but were closed due to the holiday and, therefore, did not

need to be cleaned. The one exception was the break room which
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erroneously was reported to have been bypassed, when it actually

was cleaned on the holiday.

The parties agree that the underlying grievance and
the issue raised in this case do not involve staffing. The Iron
Mountain facility was fully staffed in accordance with the 1983

MS-47.

UNION POSITION

At the outset of the arbitration the Union took the’
position that this case was not arbitrable at National
Arbitration because it does not raise an interpretive issue.?
The Union chose not to seek bifurcation in this case, in part
because its positions on arbitrability and on the merits are

intertwined.

The Union contends that the issue in this case, as
defined by the Postal Service at Step 4, is not an ihterpretive
issue. Whether the Postal Service is required to use the number
of hours reflected on Line J of any particular PS 4852 each or
any week at a specific facility is a matter that can only be

determined based upon unique local fact circumstances.

* Because the Postal Service declared the underlying grievance to
be an interpretive issue at Step 3, the Union explained, the
only way the Union could get that grievance arbitrated was to
appeal it to Step 4 and then to National Arbitration, where the
Union seeks to have the grievance returned to Step 3 to be
arbitrated at the regional level.
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The Union stresses that there is no disagreement
between the parties or dispute in this case over the Postal
Service’s obligation to schedule and perform all of the
custodial tasks indicated on PS 4852 and to provide employees
with time for training, breaks and wash-up in accordance with
the National Agreement and local agreements. This work, its
derivation and performance, is a requirement of the 1983 MS-47
Handbook in effect when the underlying grievance arose at Iron
Mountain, Michigan. If the hours performed are not the same as
the hours on Line J, but the standards of the MS-47 are met, the
Union does not dispute solely the difference in hours. Whether
the Postal Service’s commitment to maintain a clean, safe and
healthful work environment by complying with the PS-47 is
violated by é deviation from Line J will depend on facts

particular to each situation.

The Union maintains, however, that Line J can be an
accurate measure of the hours worked each week at a particular
facility. Generally, Line J hours can be and often are a close,
if hot exact, calculation of the hours of work for bargaining
unit employees performing the various custodial tasks management
has listed on PS 4852, a principle that also has been accepted
by regional arbitrators. Numerous factors particular to a
specific location dictate if there are deviations from this
rule. Depending on such factors as the type of custodial work
management chooses to perform, whether any of that work is
seasonal, local agreements on wash-up times, the relative weight
of area cleanings hours (which if bypassed cannot be made up) to

component cleaning hours (which if not completed can be
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backlogged for later performance), the frequency with which area
cleaning is to be performed, whether a facility is operational
on holidays, and how management chooses to schedule work, the
hours on Line J can accurately reflect the number of custodial
hours worked per week at a particular facility. It therefore is
impossible, the Union insists, to conclude that the hours on
Line J are never the hours custodians should be or actually are

working in any given week at any specific facility.

The Union further objects that the Postal Service
raised two new arguments for the first time during the
arbitration hearing. The Union contends those arguments should

not be considered, but in any event are without merit.

The first new argument, the Union asserts, is the
Postal Service’s claim that Section 340 (c) of the 1983 MS-47
referencing excessive unscheduled absences demonstrates that
Line J is not an accurate measure of work that must be
performed. On the merits, the Union stresses that Section
340 (c) neither indicates this, not provides that the Postal
Service is excused from performing custodial work because of
absences. Clearly, the Union argues, the Postal Service and
regional arbitrators have been and are able to contend with this
»and other unusual exceptions when Line J hours, and thus work,
should, but cannot, be performed under the specific
circumstances of a particular case. As with the wvaried
circumstances that might explain discrete deviations from PS
4852 and Line J, however, these exceptions cannot swallow the

rule.
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The second new argument the Union objects to is the
Postal Service’s claim that, regardless of its accuracy, the
very nature of Line J makes it an inappropriate and improper
measure of the Postal Service’s obligation to perform certain
custodial work. This position is premised on the Postal
Service’s assertion that Line J only can be referred to as an
outdated measure of when the Postal Service can contract out
custodial work. The Union contends this argument also is
without merit because there is no basis to preclude the Union
from looking to Line J as a measure of a possible violation of
the Pogtal Service’s undisputed obligation to perform the

underlying work.

EMPLOYER POSITION

The Postal Service asserts that the “Line J” issue in
this case has existed since the late 1980’'s or early 1990’'s when
the Union first began to file grievances in which it asserted
that the mere fact that Line J hours were not worked, by itself,
constituted a contractual violation. The Postal Service
maintains that the Union has attempted to obfuscate the issue to
suit its own purposes by also alleging in some grievances that
the Postal Service wviolated the National Agreement because it
failed to perform specified cleaning work that was supposed to
be performed on a weekly basis, and in other grievances blending
the two allegations. Nonetheless, the issue is clear. As

stated in Management’s Step 4 answer it is: whether management
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is required, at a minimum, to use the number of hours each week

noted on Line J of form 4852.

The Postal Service contends this is an interpretive
issue properly to be decided at National Arbitration. First, it
requires an interpretation of the 1983 MS-47 Handbook which is
incorporated in the National Agreement and which has been
interpreted in different ways by regional arbitrators. Second,
this MS-47 is the product of national level discussions
conducted pursuant to Article 19 of the National Agreement, and,
hence, a proper subject for interpretive arbitration. Third,
the Union incorrectly assumes that because é decision in this
case can be applied to the facts in the grievance that is
serving as the vehicle to raise the interpretive issue, the
underlying issue is not interpretive. Fourth, the issue raised
by the Postal Service is substantially similar to the underlying
issue confronting Arbitrator Gamser when he had to determine the
proper interpretation of the earlier 1974 MS-47 in National

Arbitration.

On the merits, the Postal Service contends that the
1983 MS-47 clearly states that Line J’s only purpose is td
determine whether facility cleaning can be contracted out. At
no time, the Postal Service stresses, was Line J ever used to
establish weekly hours for custodial employees. In 1994, Line J
ceased to have any purpose because the parties adopted a new
methodology to govern contracting out. Although Line J remained
on PS 4852 after 1994, it did so only because staffing

calculations were by then performed using a computer program
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that would have had to be rewritten, and it was a figure that

could be ignored because it was not used for anything else.

The Postal Service stresses that the Union presented
no documentary evidence or creditable testimony to support its
assertion that the 1983 MS-47 establishes a guaranteed number of
weekly work hours that must be worked by custodial employees.
The sole purpose of the 1983 MS-47 is to determine custodial
staffing requirements, as stated in both the transmittal letter
issuing the 1983 MS-47 and the Handbook itself. Not only does
the 1983 MS-47 not include any guarantee of weekly work hours,
Section 340 (c) shows ijugt the opposite -- that scheduled work
may not be done, especially if it is component cleaning. Where
the 1974 MS-47 stated that PS 4852 was used to determine weekly
man-hour requirements, the 1983 MS-47 states that the form is
used to determine the staffing complement, a matter not in issue

in this case.

Moreover, the Postal Service argues, the hours on Line
J are based on a normal work week, whereas about twenty percent
of the work weeks in a year are not normal, including ten weeks
with federal holidays in addition to days when particular
offices or facilities are closed due to weather or local events.
The Postal Service has not agreed to pay employees to work on
days when the building is closed or when they failed to report
to work due to illness or vacation. The Postal Service also
notes that PS 4852 includes job requirements such as lawn
cutting and snow removal which not only are seasonal, but may

vary from the norm due to climatic factors.
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Finally, the Postal Service contends in its post-
hearing brief that the 1981 Gamser Award is not controlling in

this case. It was based on the totally different 1974 MS-47.
FINDINGS

The parties agree that the issue presented in this
arbitration is that set forth in the Postal Service’s Step 4
answer, which is: “Whether management is required, at a
minimum, to use the number of hours each week noted on Line J of
PS Form 4582 [sicl.” The underlying grievance filed in Iromn
Mountain, Michigan, can be read as asserting such a claim.
Although it does not specifically mention Line J, it cites a
failure to work the number of hours that correspond to those on
Line J of the applicable PS 4852. The grievance also asserts
more broadly a failure to clean according to the standards

established in the MS-47.

As framed in the Postal Service’s Step 4 answer, the
issue is not whether Line J in PS 4852 can be an accurate
measure of the hours to be worked each week at a particular
facility, but whether Line J hours constitute an absolute
minimum regardless of all other circumstances. I view that to

be an interpretive issue.

It also is an issue on which, ultimately, there is
little if any dispute. The Union’s post-hearing brief plainly

states that if the hours performed are not the same as the hours
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on Line J, but the standards of the MS-47 are met, the Union
does not dispute solely the difference in hours. Some
additional context is needed, however, in order to fully

understand this narrowly drawn issue.

The primary purpose of the MS-47 is to determine the
staffing level required to fulfill management’s responsibilities
for maintaining a clean, healthy and safe work environment.

This is not a staffing case. There is no dispute that the Iron
Mountain facility was a properly staffed office at the time this
grievance arose. The Gamser Award, however, determined that the
provisions of Article 19 impose upon the Postal Service a duty
to abide by the criteria or standards established in the MS-47
for both unit performance as well as frequencies. Although the
Gamser Award dealt with the 1974 MS-47, the parties clearly have
agreed that it is applicable to the 1983 MS-47 at issue in this
case. That is squarely acknowledged in the Postal Service’s
Step 4 answer in this case, as well as in a Step 4 settlement
dated April 19, 1998 in Case D94T-1D-C 97084381 (Union Exhibit
8) . Under the 1983 MS-47, management can select from among a
range of frequencies for particular tasks, but once that
selection is made and incorporated into a PS 4852 it establishes

. the required standard unless and until the PS 4852 is replaced.

While the Union does not espouse an absolutist
position with respect to the hours on Line J of PS 4852, it
rightly points out that Line J hours can be and often are a

close, if not exact, calculation of the hours of work for
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bargaining unit employees performing the various custodial tasks

management has listed on PS 4852.

It is important to keep firmly in mind just what the
hours listed on Line J represent. Those hours are merely the
mathematical expression of one fifty-second (1/52) of the total
yearly work load set out on Line H of the PS 4852. At one time,
Line J was used to determine if the custodial work at a
particular facility could be contracted out. Actual staffing of
the facility -- if the work cannot be contracted out -- is
determined on Line X, which takes into account the current
productive annual work hours for one USPS custodial employee.
Both Line J and Line K are derived from Line H. Line H
represents the total number of hours of custodial work,
factoring in training, breaks and wash-ups, to be performed in a
vear as determined using the criteria and standards in the MS-

47. Line H is what is critical.

Line J simply is a useful measure of the weekly
average of the total hours on Line H. That does not mean that
all of those average hours necessarily have to be worked or even
scheduled each and every week to comply with the MS-47.
Nonetheless, a significant deviation from this average
particularly over an extended duration is likely to reflect a
failure to meet the required standards. Resolution of
grievances alleging a failure to comply with the standards of

the 1983 MS-47 in a properly staffed facility will almost surely
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require a case-by-case analysis taking into account those local

factors that may be relevant in a particular case.’

Much of the work listed on the PS 4852 -- area
cleaning and policing -- is to be done at set intervals each and
every week. Some component work also may be required to be done
as often as once a week. But other component work is to be done
less frequently, for example, monthly or quarterly. Management
hag some flexibility in scheduling the latter work -- for
instance, it might schedule less than the average amount of such
component work in a prime vacation week and more in other weeks.®
If there is an unsgcheduled absence, some component work that was
scheduled to be performed that week can be backlogged and

performed at a later date.

PS 4852 also includes seasonal component work such as
lawn mowing and snow removal, which is not spread evenly
throughout the year. There will be weeks when none of that
gseasonal work is -- or could be -- done, and others when much

more than the weekly average included in Line J is done. This

3 A review of the regiomal arbitration awards submitted as
exhibits in this National Arbitration indicates that, while the
contractual analyses may differ, the record in those cases in
which the Postal Service was found to have committed a violation
evidenced a failure to perform work required to comply with the
standards of the 1983 MS-47 -- in some cases for a considerable
period of time -- not just a failure to work the number of hours
listed on Line J.

* A properly staffed office will have sufficient custodial staff
to cover for vacations, but vacations may not be evenly spread
throughout the fifty-two weeks in a year.
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may or may not be precisely balanced by varying the other
component work done in the same week. Moreover, in any given
year there might be a need for fewer (or more) hours to perform
such seasonal work than the total annual hours included on the
PS 4852. Theoretically, at least, in a year in which it snowed
much less than average, the Postal Service could fully comply
with the MS-47 standards and yet work less than the total

numbers of hours on Line H.

As the Postal Service also points out, the hours shown

on the PS 4852 are based on standards which evidently do not

-

take into account holidays (or other occasions) that may result
in all or part of a facility being closed during what otherwise
would be normal operating hours. This could provide management
a legitimate basis on which to schedule and/or work fewer
cleaning and policing hours than those shown on the PS 4852,
while still maintaining a clean and healthful working
environment consistent with the MS-47 and the Gamser Award.
That may have been the case at Iron Mountain during the week in

issue, but that depends on local facts and circumstances, and is

not an interpretive matter to be decided here.

Even when management schedules sufficient hours to
perform the necessary custodial work consistent with the MS-47,
it may be faced with unexpected absences. Whether, under the
facts of a specific case of that sort, a failure to perform work
in accordance with the PS 4852 constitutes a contractual
violation and, if so, what if any remedy should be imposed, are

separate issues that are not part of this case.
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In sum, the Postal Service’s obligation in a properly
staffed facility is to abide by the criteria or standards
established in the MS-47 for both unit performance as well as
frequencies. The specific frequencies to be followed at a
particular location are those specified on the PS 4852. The
average weekly hours total shown on Line J of PS 4852 is an
approximate yardstick against which to measure management’s
compliance, but does not constitute a rigid obligation which
cannot be deviated from. As noted above there are a variety of
circumstances in which management may schedule and/or work fewer
hours than the Line J average in a particular week without
violating its obligation to conform to MS-47 standards

consistent with the Gamser Award.
AWARD

The issue raised in this arbitration is interpretive
and, hence, arbitrable at the National level. The issue is
decided on the basis set forth in the above Findings. The
underlying grievance from Iron Mountain, Michigan, is remanded
to Step 3 to be resolved consistent with the Findings in this

decision.

_ Vo

Shyam Das, Arbitrator
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SUBIJ: Another Major Victory for the Maintenance Craft
We have just received the award from Arbitrator Das in case HOC-NA-C 16,
otherwise known as the ‘Cleaning Frequency Case’.

The award: “The grievance is resolved on the basis set forth in the above
Findings. The Postal Service is directed to adhere to the requirements of the MS-
47 Handbook consistent with those Findings.”

The official release from Director, Industrial Relations Bell’s office will take
place within the next 48 hours to all Locals. This is an advance from me so you
are prepared when others receive their copy.

The central issue was whether ‘local management’ established the custodial
cleaning frequency or can higher levels of management dictate the frequency.
Please do review the positions of the parties to keep Das’ comments in context.
His Findings begin on page 17. Das awarded that “local management” for
staffing purposes includes what we would now term the Maintenance Servicing
Office or Maintenance Support Facility. It is the P&D to which the smaller AOs
report for maintenance issues. He also completely threw out the Western Area’s
mandated frequencies. He did lay out the way adjustments to the locally
developed staffing frequencies can be made.

A condition was put on the exercise of the “review” by higher levels on page 26:
“There is no evidence that revisions of existing staffing packages in the Western
Area carried out under this program in 1994 were prompted by any changes in
local conditions, rather than by higher level policy determinations to apply area-
wide norms as part of a national effort to reduce custodial staff’. It is local
conditions, not budget whims, that must be considered.

This is further emphasized on page 28, “Even accepting the Postal Service’s
claim that the area norms were developed by experienced maintenance managers
Jfamiliar with the many different conditions in the area, and that some degree of
variation from those norms exists -- for one reason or another -- in as many as
20-22% of the thousands of frequencies in the Western Area, this procedure for
determining staffing levels clearly is not sanctioned by the 1983 MS-47
Handbook.” Concluding with, ”Higher levels of management may not, however,



displace local management in developing staffing packages within the ranges set
out in the MS-47 Handbook or dictate specific frequencies to be plugged into
those packages. Moreover, so long as that Handbook remains in effect, higher
levels of management must exercise their review authority consistent with the MS-
47 Handbook’s emphasis on the exercise of local judgment and responsibility.”

On page 17, Das states, “Determining the frequency with which various cleaning
and maintenance functions must be performed is central to application of the MS-
47 Handbook. It is the key determination that requires exercise of management
judgment. When the parties agreed to the 1983 MS-47 Handbook, they assigned
this determination to be made by local management, within specified ranges, and
subject to review by higher levels of authority.”

He goes on to say, “I am not persuaded that the term “local management” used
in Sections 124 and 415 is synonymous with “postmaster/ manager of a postal
facility” used in Section 111. The parties, in agreeing to the provisions of the
MS-47 Handbook, recognized that, while the postmaster/manager has overall
responsibility for assuring “custodial maintenance is sustained at a satisfactory
level” [Section 111], frequency evaluations require the expertise of
“maintenance management familiar with scheduling custodial duties/custodial
work” [Sections 231 and 243(j)] “Local management” in this context reasonably
encompasses both the postmaster/manager and local maintenance managemernt.”

I’ve emphasized the clauses in the above for a different reason. The new MS-47
case was being held pending the outcome of this case. That was because one of
the central issues is whether the 1983 MS-47 is a jointly bargained document not
subject to management unilateral changes. In case 16, Das simply disagreed with
our application of the term “local management”. He seems to be leaning towards
our position on the MS-47, for instance, stating on page 18, “When the parties
discussed and agreed to the 1983 MS-47 Handbook at issue ...”

Das’ comment from page 28 (‘so long as that Handbook remains in effect’), in
my opinion, only serves to recognize that the parties could agree to changes. As
before, I’ll set up a teleconference next week so we can all discuss this award and
any application of remedy. It will likely be Thursday or Friday. That way we can
update you on the meeting we will have on the previous ASM 530 award and

remand.
22
fﬂ
Director, Maintenance Division
Attachment
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Award Summary

The grievance is resolved on the basis set
forth in the above Findings. The Postal
Service is directed to adhere to the
requirements of the MS-47 Handbook
consistent with those Findings.

by Vs

Shyam Das, Arbitrator




BACKGROUND HOC-NA-C 16

This grievance, filed at Step 4 on March 25, 1992,

states:

In a January 23" letter from Thomas Freeman,
Director Maintenance Division, to the Postal
Service the union stated that management
other than local management (Postmaster/
Manager of a postal facility) was
determining frequencies of cleaning for a
particular office. The letter requested
this practice be curtailed. '

On February 27" the union received a letter
dated February 25", which stated in part the
"local management at the divisional level
determined the frequencies required."

The issue to be decided in this grievance is
whether management at the divisional level
may dictate cleaning frequencies rather than
local management as referenced in the MS-47
handbook. We contend that the MS-47
handbook requires the MSC Manager or BMC
Manager to approve cleaning frequencies and
custodial staffing documents.

The MS-47 handbook is replete with
references to local management, that is the
Postmaster/Manager of a facility, rather
than management at the divisional, regional
or national level making these decisions.

In its Step 4 response, dated September 11, 1992, the

Postal Service stated, in part:

The issue in this grievance is whether
management violated the National Agreement
in determining the frequency of cleaning at
the Tulsa MSC.
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The MSC Manager/Postmaster of the Tulsa MSC
approved the cleaning frequencies for her
facility in accordance with the MS-47
Handbook. However, Section 125 of the MS-47
Handbook provides that "[s]taffing levels
and all custodial functions determined by
application of this handbook are subject to
review by higher levels of authority."
Concomitant with this review is management's
right to adjust, modify or change staffing
levels or custodial functions. In this
case, Division management reduced the
cleaning frequencies for several custodial
tasks that had been previously approved by
the MSC Manager/Postmaster. None of the
changes were below the frequency ranges
listed in the MS-47 Handbook nor did they
compromise a clean and healthful working

environment.

Article 19 of the 1990-1994 Collective Bargaining

Agreement, in effect when the grievance was filed, provides in

relevant part:

Those parts of all handbooks, manuals and
published regulations of the Postal Service,
that directly relate to wages, hours or
working conditions, as they apply to
employees covered by this Agreement, shall
contain nothing that conflicts with this
Agreement, and shall be continued in effect
except that the Employer shall have the
right to make changes that are not
inconsistent with this Agreement and that
are fair, reasonable, and equitable....



3 HOC-NA-C 16

The MS-47 Handbook is entitled "Housekeeping Postal

Facilities". It is used to determine custodial staffing

requirements at Postal Service facilities. As stated in Section

142 of the MS-47 Handbook':

142 Staffing is a three step procedure in
which an inventory is taken on Form 4869,
Building Inventory, frequency of performance
is developed using Form 4839, Custodial
Scheduling Worksheet and Chapter 4 of this
handbook, and staffing requirements are
calculated using Form 4852, Workload

Analysis and Summary.

Section 415 (Frequency of Performance), provides:

The frequency ranges listed in Chapter 4 of
this handbook for performing- the indicated
custodial tasks should be applicable to most
postal facilities. The frequency selected
for a particular task should be within the
specified range, and the specific frequency
choses [sic] is dependent upon local
conditions. Local management may determine
that frequencies outside the ranges (above
or below) listed are required due to local
conditions. If one or more of the
frequencies selected are below the range(s)
listed in this handbook, the custodial
staffing package shall be submitted with
appropriate justification to Regional
Maintenance Management. Implementation of
custodial tasks with frequencies below the

1 Except for specific references to the initial May 30, 1974
MS-47 Handbook, all references to the MS-47 Handbook in this
decision are to the April 20, 1983 revision in effect when this

grievance was filed.



4 HOC-NA-C 16

specified range(s) requires prior Regional
Maintenance Management approval.

Chapter 1 of the MS-47 Handbook also includes the

following provisions:

110 GENERAL

111 It is the responsibility of the -
postmaster/manager of a postal facility to
assure that custodial maintenhance is
sustained at a satisfactory level. When
making staffing determinations, management
must make a commitment to maintain a clean
and healthful working environment. When
determining what, when and how often to
clean, this commitment must be the principal

concern.

116 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 procedure must be redone, i.e., new
forms must be completed.

120 SCOPE

121 The contents of this handbook are
intended to be used by management to develop
the custodial maintenance staffing
requirements for all postal facilities where
the U.S.P.S. is responsible for such
services. In the normal course of events,
it is anticipated that the initial input
will be supplied by local management during
the early stages of planning for facility
activation. This will provide the basis for
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an initial staffing level which, in turn,
will be subject to modification based on
local experience. This is an ongoing
process subject to periodic review.

* * *

123 Local conditions such as climate,
customer/employee activity, volume, type of
construction, and age of building should be
considered when establishing the level of
staffing required to maintain a specific
facility. g

124 ILocal management must exercise its
judgment in order to develop a level of
staffing that, based on current inventory,
will maintain an acceptable level of
cleanliness and a safe and healthful working
environment for all employees. This shall
be consistent with good housekeeping
practices and shall not violate the current

National Agreements.

125 Staffing levels and all custodial
functions determined by application of this
handbook are subject to review by higher
levels of authority.

The MS-47 Handbook was first issued on May 30, 1974.
That version included specific frequencies for the performance
of each cleaning function. In a National Arbitration Award
dated June 1, 1981, Case No. A8-NA-0375, Arbitrator Gamser
rejected the Postal Service's position that the stated
frequencies were merely a guide and that management could vary
those frequencies, provided it maintained a satisfactory level

of cleanliness. Arbitrator Gamser concluded that, under Article

19 of the CBA, the Postal Service was required to abide by the
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frequencies specified in the MS-47 Handbook until or unless
those provisions were amended in compliance with the

requirements of that Article.

In 1982, the Postal Service proposed revision of the
MS~47 Handbook. The Postal Service provided the Union with a
copy of its proposed revision on October 19, 1982. As stated in

its cover letter, one of the key changes in thenproposed

revision was:

To assure the staffing and scheduling of
custodial employees accurately reflects the
needs of each installation, local management
shall be responsible for determining how
often each custodial function will be
performed. This determination will be based

on local conditions. The existing
frequencies of performance contained in the

MS-47 are being removed.

The Union filed an Article 19 grievance over the
proposed revision of the MS~47 Handbook. Meanwhile, the parties
held several meetings to discuss the proposed revision. At
those meetings, Union officials objected strenuously to the
complete absence of frequencies, expressing their apprehension
that, if setting frequencies was left completely to local
management, whenever a budget cut occurred the first function to
be cut back would be housekeeping. The Union also expressed its
concern that if local management had unfettered discretion as to
how often the facility must be cleaned, the Postal Service's

Article 14 obligation to maintain a clean and healthy workplace

would not be met.
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In response to the Union's objections, the Postal
Service drafted the provision in Section 415 on frequency of
performance and proposed a frequency range for each task. The
parties negotiated the frequency ranges where there was a
difference of opinion. On April 20, 1983, the parties reached
final agreement on a revision of the MS-47 Handbook, and the

Union withdrew its Article 19 grievance.

Jim Lingberg, who attended the 1982-1983 meetings on
the revision of the MS-47 Handbook as National Representative At
Large for the Maintenance Division of the APWU, testified that

the Union also expressed concern about upper level management

dictating cleaning frequencies. He stated that the Postal
Service representatives assured the Union that those decisions
would be made at the local level. Union-prepared minutes of the
initial meeting on October 19, 1982 include the following
exchange between Tom Freeman, Assistant Director of the APWU
Maintenance Division, and Daniel Kahn, Postal Service Labor

Relations representative:

Freeman - What is a satisfactory level of
custodial maintenance, refer to part 111.

Kahn - Postmaster determines satisfactory
level.

According to Lingberg, there was no disagreement
throughout the negotiations that "local management", which has
the responsibility to keep a facility clean, would determine the

frequency of cleaning, subject to Section 415, and that "local
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management”" meant the postmaster/managér, not upper level

management.

Lingberg also testified that Postal Service

representatives stated that the "higher level" review (referred

to in Section 125) would occur at headquarters level and would

be limited to review for accuracy, completeness and to ensure

that the most effective cleaning methods were being utilized.

Postal Service representative Kahn stressed that the

chief concern expressed by Richard Wevodau, Director of the APWU

Maintenance Division and the Union's top representative at the

meetings, was that postmasters, with their minds on their

budget, would reduce cleaning functions first, and that they

often lacked the competence to make appropriate decisions about

cleaning frequencies. The Postal Service pointed to portions of

both Union-prepared and Postal Service-prepared meeting minutes,

which indicate that Wevodau stated:

...by allowing postmaster to change
frequency. That will create chaos.
Postmaster will do the skimpiest cleaning to
stay within the budget or take hours away
from maintenance and give them to mail

processing.

Wevodau reiterated that he was violently
opposed to the Postal Service allowing the
Postmaster to determine frequency.

According to Kahn, both sides understood the reference

to "local management" as meaning management below the regional

level.

If they had meant "postmasters", he added, they would
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have said so. He explained that they used the term "local
management" because the Postal Service's organizational
structure was "pretty fluid" and a "hodgepodge'". He insisted
that they all knew that postmasters did not have control of the
purse strings or authority to come up with funding, so it would
have made no sense to give them the final say. Kahn also
disagreed that the "higher level" review provided for in Section
125 was limited in scope. On the contrary, he said, the
managers exercising that review authority were the persons with
the budget authority and expertise that Union representatives

Wevodau and Freeman were comfortable working with.

In 1983, the Postal Service's basic organizational

structure was as follows:

Headquarters

Region
{maintenance mgmt)

District
(no maintenance mgmt)

Management Sectional Centers (MSC)
(maintenance mgmt)

Sectional Center Facility
(maintenance mgmt)

Associate Office
(no maintenance mgmt)

The country was divided into five regions, and, according to a
Postal Service witness, oversight authority with respect to
maintenance management was exercised at the regional level.

There was a reorganization in 1986 in which the districts were
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replaced by 74 divisions, and maintenance oversight authority
was transferred from the regional level to the divisions. After

a further reorganization in 1992, the basic structure has been

as follows:

Headquarters

Area
(maintenance mgmt)

Performance Cluster [oxr District]
(no maintenance mgmt)‘

Processing & Distribution
(maintenance mgmt)

Associate Office
(no maintenance mgmt)

The country is divided into ten areas, and maintenance oversight
now is located at the area level. Maintenance policies for the

Postal Service as a whole have been and are made at headquarters

level.

This grievance was triggered when the Union learned
that some of the cleaning frequencies in the staffing package
requested by the Tulsa, Oklahoma MSC Manager/Postmaster in 1991
were reduced upon review by Oklahoma City Division management.
More generally, the Union contends that as part of the Postal
Service's nationwide program to reduce the number of custodial
employees, initiated in 1993, area level management have
established area-wide cleaning frequency standards or "norms",
generally at the low end of the frequency ranges set forth in
the MS~-47 Handbook. The Union presented evidence that local



11 HOC-NA-C 16

management has been directed to conform to these norms, and that
area teams in the Western Area have been assigned to perform
custodial staffing surveys using these area standards, thereby

dictating cleaning frequencies to local management.

The Postal Service does not dispute that there are
area norms, at least in the Western Area, but it maintains they
are based on field studies in the area and are used only as a
starting point. According to the Postal Service, departures
from those norms can and do occur when justified by special
circumstances at a particular facility. The Postal Service
points out that after the Tulsa MSC Manager objected to certain
cleaning frequency revisions by Oklahoma City Division

management, most were changed to her satisfaction.

UNION POSITION

The Union contends that the Postal Service violated
the 1983 MS-47 Handbook by dictating cleaning frequencies for
various cleaning functions to local postmasters/managers. Under
Article 19, the Postal Service is required to adhere strictly to
the provisions established in the MS-47 Handbook, and may not

make unilateral changes without violating the CBRA.

The Union insists that the parties negotiated and
agreed that local postmasters/managers would have the final
authority to establish cleaning frequencies. Sections 124 and
415 of the Handbook make it absolutely clear that "local

management”" is responsible for, and has the authority to develop
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'a custodial staffing package, including the selection of the
frequency for performance of cleaning functions. It is also
clear from the plain meaning of the term "local management", as
well as from the context provided by other provisions of the MS-
47 Handbook, such as Sections 111 and 123, and the negotiating
history, that the parties were referring to local postmasters/
managers. Those are the officials familiar with local
conditions at their facility. There is no evidence, the Union
asserts, that the parties had any other definition in mind.

The Union points out that Section 415 specifies that
"Regional Maintenance Management approval'" is required if local
management selects cleaning frequencies below the ranges set
forth in the MS-47 Handbook. Section 125, in contrast, refers
to higher level "review" of staffing.levels, but does not
provide for approval or adjustment of frequencies determined by
local management, provided they are not below the ranges in the
MS-47 Handbook. As Union witness Lingberg testified, without
contradiction, the Postal Service stated during the 1982-1983
meetings on the new MS-47 Handbook that the only purpose of this

review —— which was to occur at headquarters level -- was to

check for accuracy, completeness and utilization of the most

effective cleaning methods.

The Union maintains that dictation by higher level
management of certain frequencies within the ranges set out in
the MS-47 Handbook effectively eradicates the range of
frequencies itself, and reestablishes the practice of imposing a

list of cleaning frequencies that must be used by local
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postmasters/managers as had been set out in the 1974 MS-47
Handbook. Local postmasters/managers have been completely
deprived of the power to determine frequencies for cleaning
functions in their facilities. Instead, they have been required
to follow area management standards, regardless of whether they
consider those frequencies to be adequate to their particular
local needs. The Union insists that this action by the Postal
Service clearly violates provisions in the MS-47 Handbook,

including Sections 111, 123 and 124.

The Union contends that these unilateral modifications
to the MS-47 Handbook imposed by the Postal Service have an
adverse impact on: the number of bargaining unit employees
performing custodial functions; the job security of incumbents
of cleaning positions; the amount of effort required by those
employees remaining to perform the work; and the ability of

local managers to resolve Article 14 grievances.

POSTAL SERVICE POSITION

The Postal Service contends that the 1983 MS-47
Handbook clearly provides that initial cleaning frequency
determinations are to be made by members of local maintenance
management, and not by postmasters. The Postal Service stresses
that Sections 231 and 243(j) specify that maintenance management
familiar with custodial work must complete Form 4839 (Custodial
Scheduling Worksheet) and that portion of Form 4852 (Workload
Analysis and Summary) which relates to cleaning frequencies.

Thus, while the postmaster/manager has the overall
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responsibility under Section 111 to assure that custodial
maintenance is sustained at a satisfactory level, the actual

determination of cleaning frequencies is to be made by local

maintenance management.

The Postal Service asserts that the term "local
management" was used, rather than a more specific designation,
because the organizational structure was fluid and varied
somewhat. What is clear from the negotiating history is that
the parties -- in particular the Union -- did not want
postmasters to have the authority to determine cleaning

frequencies. Postmasters simply do not have the capability to

make such determinations.

The Postal Service further .contends that the MS-47
Handbook contains several broad grants of review authority over
initial cleaning frequency determinations, including Sections
121 and 125. Section 113 further provides: "It is incumbent
upon all levels of management to assure the use of the most cost
effective methods, including mechanized equipment, for the

performance of all custodial functions."

The Postal Service stresses that this review procedure
is not only provided for in the MS-47 Handbook, but also in the
Administrative Support Manual (ASM). In 1992, when this
grievance was filed, ASM Section 531.711 provided:

Authorizations. Either Headquarters or the
Field Division authorizes custodial and
building maintenance positions and staffing
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allowances, using current staffing criteria
in appropriate maintenance handbooks.

Reflecting the current organizational structure, Section 531.711

now refers to "the area officer" in place of "the Field

Division".

Moreover, the Postal Service points out, the staffing
approval chain was clearly laid out in a 1991 Maintenance
Management Order, MMO-21-91, which was issued to the field as a
pre-arbitration settlement with the APWU. MMO-21-91 is a
Maintenance Staffing Guide for All Mechanized Offices -- which
includes the Tulsa facility where this grievance originated. It
provides that custodial staffing is to be determined, using the
MS-47 Handbook, by maintenance management at the Processing &
Distribution Center (P&DC) level, and that staffing then is to
be incorporated into the overall maintenance staffing package.

After approval by the postmaster/manager at the plant-level,
Section 1 of MMO-21-91 provides:

The completed staffing package should be
forwarded through appropriate channels to
the Field Division General Manager/

Postmaster for final review and approval.

The Postal Service does not dispute that at times

higher level reviews do result in a change of frequencies. It

notes, however, that the postmaster/manager is afforded the
opportunity to question any changes, and further adjustments
then may be made -- as occurred in Tulsa in 1991. The Postal

Service stresses that it would be unable to manage effectively
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if, as the Union claims, a postmaster's frequency selections
could not be reviewed, except to check for accuracy, completion
and correctness of method. Indeed, if the Union's position were
correct, that would result in an anomalous situation where, if a
postmaster decided to use the minimum frequencies and this was
inadequate to keep the facility clean, the Union could challenge
the Postal Service's compliance with Article 14, buﬁ higher

level management could not otherwise correct the situation.

The Postal Service also insists that it does not
"dictate" cleaning frequencies in violation of the MS-47
Handbook.? The Postal Service maintains that the Western Area
norms cited by the Union were designed to "normalize the
frequencies'", so as to best fit the needs of the Postal Service.
The norms were developed by maintenance managers with extensive
experience in custodial cleaning and staffing, as well as

knowledge of the local conditions in the Western Area. The

norms are not mandates, the Postal Service insists, but starting

points used by area teams to prepare staffing packages after
consultation with facility management officials. A review of
almost 20,000 entries from various randomly selected Western

Area facilities, conducted in response to the Union's

2 At the hearing, the Postal Service had raised an objection to
the Union expanding the scope of the present grievance to
include this issue, citing two subsequent grievances in which
the Union raised this as an interpretive issue. In its post-
hearing brief, the Postal Service made reference to the two
other grievances, but did not continue to press its earlier
procedural objection. Both parties presented substantial
evidence on this issue, primarily in the context of the Western

Area.
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allegations, shows that 20-22% of the performance frequencies

differed from the area norms.

FINDINGS

Determining the frequency with which various cleaning
and maintenance functions must be performed is central to
application of the MS-47 Handbook. It is the key determination
that requires exercise of management judgment. When the parties
agreed to the 1983 MS-47 Handbook, they assigned this
determination to be made by local management, within specified
ranges, and subject to review by higher levels of authority.

This is clear from a reading of Sections 111, 123, 124, 415 and

125.

I am not persuaded that the term "local management"”
used in Sections 124 and 415 is synonymous with "postmaster/
manager of a postal facility" used in Section 111. The parties,
in agreeing to the provisions of the MS-47 Handbook, recognized
that, while the postmaster/manager has overall responsibility
for assuring "custodial maintenance is sustained at a
satisfactory level" [Section 111], frequency evaluations require
the expertise of "maintenance management familiar with
scheduling custodial duties/custodial work" . [Sections.231 and
243(3)]. '"Local management" in this context reasonably
encompasses both the postmaster/manager and local maintenance
management. Postmasters/managers may sign off on the staffing
packages sent to higher levels of authority for review, but

necessarily they must rely not just on the technical knowledge
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of local maintenance managers, but also on their judgment and
experience in setting cleaning frequencies to attain the desired

level of cleanliness in facilities they are familiar with.

When the parties discussed and agreed to the 1983
MS-47 Handbook at issue, local maintenance management was
located at Management Sectional Centers (MSCs) and Sectional
Center Facilities (SCFs). The next higher level of maintenance
management was at the regional level. The entire country was
divided into only five regions, and there is no logical or other
conviﬁcing basis to conclude maintenance management at that
level was "local". This is consistent with testimony of Postal
Service Labor Relations representative Kahn that both parties at
the time understood the term "local management" to mean

"management below the regional level".

The MS-47 Handbook provides for local management to
determine the cleaning frequencies necessary to maintain a
clean, safe and healthful working environment, taking into
consideration relevant local conditions. Local management was
not given unlimited discretion, however. At the Union's
insistence, frequency ranges for all the various tasks were
established as part of the MS-47 Handbook. Except to the
limited extent set forth in Section 415, local management was
required to select frequencies within those established ranges.
Under Section 415, local management could only implement
frequencies below those ranges on the basis of unusual local
conditions and subject to prior approval by regional maintenance

management., In addition, the MS-47 Handbook provides that all
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staffing levels determined by local management "are subject to

review by higher levels of authority" [Section 125].

The term "higher levels of authority" in Section 125
is broad enough to encompass all levels of management above
whatever level constitutes local management at a particular
facility. While that includes national headquarters, I am not
persuaded -- either by the text of the MS-47 Handbook or the
extrinsic evidence -- that it does not also encompass other
intervening levels, including regions and, in later

reorganizations, divisions and areas. Indeed, that is supported

by the specific requirement in Section 415 that then regional

management approve use of fregquencies below the established

ranges.

Less clear is what is meant by "subject to review" in
Section 125. The Union asserts that such review is limited to
ensuring that the staffing packages are accurate and complete,
and that they are based on utilization of the most effective
cleaning methods and equipment. Union witness Lingberg
testified that this was the Postal Service's position in the
discussions preceding adoption of the 1983 MS-47 Handbook, but
Postal Service witness Kahn disagreed that the parties intended
or understood the '"review" .authority to be so narrow. The
meeting minutes in the record -- which are not complete -- do
not reflect any discussion on this issue. In a large,
nationwide hierarchical organization like the Postal Service,
the limited scope of review asserted by the Union seems

anomalous, and there is no language specifying such a limited
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scope of review in the MS-47 Handbook.? Moreover, while the
Union now evidently sees local management as the greater
champion of more frequent cleaning, that hardly was the case

when the parties were discussing revisions to the MS-47 Handbook

in 1982-1983.

At the same time, it is evident that -~ at least
within the designated frequency ranges -- the draftsmen of the
MS-47 Handbook considered local management, with its knowledge
of local conditions and responsibility for maintaining a clean
and healthy working environment, generally to be the appropriate

level to determine the required cleaning frequencies.

Two Postal Service witnesses, Carl Sumner and Ray Cox,
had experience reviewing staffing packages prepared under the
1983 MS—47 Handbook, first at the regional level and then at the
division level, in the period prior to this grievance. Their
testimony indicates that on occasion they adjusted or changed
frequencies, sometimes because of information they had which had
not been considered when the package was put together or because
the frequencies prepared by local management were at the high or
low end of the ranges specified in the MS-47 Handbook without
apparent justification. These witnesses stated that they would

meet with the postmaster/manager to explain why they were making

3 It is true that Section 415 refers to "approval', whereas
Section 125 refers to "review'". Section 415, however, requires
"prior ... approval" before frequencies below the specified
ranges may be implemented, whereas staffing packages within the
specified ranges apparently can be implemented, "subject to

review".
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adjustments. If the postmaster/manager disagreed with the
change, they would "negotiate". Moreover, during the years in
which maintenance management oversight authority was exercised
at the division level, reviewing officials at the 74 division
offices frequently had direct knowledge of the facilities whose
packages they were reviewing, so that the distinction between

higher level management and "local management" was blurred.

That sort of review, which did not involve use of
rigid templates and which took local conditions into account,
seems consistent with the MS-47 Handbook as well as
corresponding portions of the ASM and MMO-21-91 cited by the
Postal Service. It is a more reasonable application of the
relevant provisions than the Union's position that the judgment
of postmasters/managers as to cleaning frequencies within the

specified ranges never can be overridden on review.

Within this analytic framework, there is insufficient
evidence to conclude that the changes ultimately made to the
1991 staffing package prepared by the Tulsa MSC management and
reviewed by Oklahoma City Division maintenance management
violated the MSC-47 Handbook. While the record is quite
limited, the process provided for in the MSC-47 Handbook seems
to have been followed, and due consideration seems to have been

afforded to Tulsa management's judgments as to the needed

frequencies. While the initial staffing package submitted by

Tulsa was not accepted in its entirety, final changes were made
only after further consultation with Tulsa management and

additional accommodation to its views. There is no evidence
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that Division-level management, which appears to have had direct
knowledge of conditions at Tulsa, was applying a prescribed set
of standards, rather than making an appropriately individualized

review taking into account relevant local factors.

This is in marked contrast, however, to what occurred
after the 1992 Postal Service organizational restructuring and
the promulgation of the November 30, 1993 national memorandum on

the "Reduction of Custodial Employees".

In 1992, the Postal Service underwent a major

reorganization. Processing & Distribution Centers replaced the

MSCs and the SCFs. Local maintenance management was placed at
the P&DC level. The 74 divisions were eliminated and the

country was divided into ten areas. .Hjgher level maintenance

management now is at the area and headquarters level.
Obviously, area management is more remote from local facilities

than was division management. In that respect, the areas are

much more similar to the five regions that existed when the 1983

MS~47 Handbook was issued.

On November 30, 1993, Peter A. Jacobson at Postal
Service headquarters sent a memorandum to Postmaster General

Runyan on Reduction of Custodial Employees, which states in

part:

As we have discussed in the past, it is our
intention to effect a reduction of custodial
employees by 3,200 in both Processing and
Distribution and Customer Service and Sales
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facilities. This is based on a 20 percent
target of an AP 10, FY '92 staffing level of
15,997. We intend to achieve this reduction
without any losses in the cleanliness and
safety of our facilities.

Since these are craft positions, the
reductions must be achieved while following
certain staffing criteria established with
the maintenance division of the American
Postal Workers Union (APWU). The existing
staffing methodology for custodial positions
requires the application of specific time
standards and variable cleaning frequencies
contained in Maintenance Handbook MS-47,
Housekeeping Postal Facilities....

We are currently developing revisions to MS-
47 in the areas of task identification,
frequency determination and time standards,
and intend to deliver them to the APWU by
December in compliance with Article 19 of
the National Agreement. While revisions
must be made to our existing standards in
order to achieve our targeted reductions, we
feel that we can achieve at least half of
them with more stringent application of our
existing standards.

Last year's retirements along with a
decrease in maintenance supervisors resulted
in a reduction in the number of staff
skilled in custodial staffing surveys. To
address this loss in expertise, we developed
a training course in staffing techniques and
trained 20 supervisors at the Technical
Training Center in late August. These will
be supplemented by additional staff early
next calendar year and will serve as our
area staffing survey teams....

All Processing and Distribution Centers and
Facilities (350) will be surveyed by May 15,
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1994. All large Customer Service and Sales
Facilities (150) will be surveyed by July
31, 1994. Additional reductions will be
attained through staffing surveys of smaller
offices that employ one custodian and part
time custodians....

On December 29, 1993 Western Area management issued a

memorandum to the field,’ stating in part:

The Area Offices have been tasked to assist
the field in optimizing resource utilization
within the building services function and
provide consistency to the LDC 38 staffing

process.

To accomplish this we have formed two teams
that will be performing building services
staffing reviews at all P&DCs and
maintenance capable customer service
offices. Our teams will also perform
staffing reviews at select stations and
branches. These reviews will be completed
by July 31, 1994, and the findings of these
reviews will become the ILDC 38 complement
cap for the respective facilities.

* * *

We have attached a review schedule and a
list of documentation and resources required
to accomplish the LDC 38 review of your
facilities. We further request that the
maintenance management employee who has
primary responsibility for establishing LDC
38 staffing at your facility, assist our
review team. This will provide us with the

4 It is unclear whether similar action was taken in other areas.
The evidence in this case focused on the Western Area.
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local information needed to accomplish an
accurate staffing package and allow our team
to train the employee responsible for this
task.

Thereafter, Western Area teams were assigned to redo

staffing packages at P&DCs and maintenance capable associate

offices -- or to direct local personnel to do so =-- using area
norms. These area norms -- formally referred ﬁokas "Western
Area Optimization LDC 38 Normalization Standards -- consist of

specific frequencies for each cleaning task. The norms are
within the MS-47 Handbook ranges, but, as the Union stresses,
usually at the lower end. A May 24, 1994 memorandum from the
Field Maintenance Manager at the Albuquerque, New Mexico P&DC to
the Postmaster in Edgewood, New Mexico, a small facility where

custodial work evidently is subcontracted, is illuminating. It

states in part:

During the week of January 10", members of
the Western Area MS-47 Staffing Team visited
and provided us with new directives to
follow when determining the workhours
allowed any facility for job cleaners.

The MS-47, "Housekeeping Postal Facilities,"”
assigns frequency ranges for cleaning tasks.
Previously, when we computed hours for a
facility we took into consideration such
things as how local conditions might affect
a facility and assigned the frequencies
accordingly, staying in compliance with the
MS-47.

As of January 13&; we no longer have that
option. We have been provided with the
frequencies we must use. Dennis Massard,
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Manager Maintenance Support in Denver, heads
the Western Area Staffing Team. Mr. Massard
has emphasized these directives are to be
nationwide and we are not being singled out
for hour reductions.

* * *

As Station Manager, you may know of
circumstances where the listed frequencies
will not be sufficient. 1In that case, you
will be required to furnish us written
justification for a deviation to the listed
frequencies. The approval of deviations to
the 4852 must come from this office before
the package is submitted to the Procurement
Service Center. Their job is to complete
the contract and should not be involved with

determination of hours.

There is no evidence that revisions of existing
staffing packages in the Western Area carried out under this
program in 1994 were prompted by any changes in local
conditions, rather than by higher level policy determinations to
apply area-wide norms as part of a national effort to reduce
custodial staff. A Maintenance Operations Support Clerk in the
Phoenix P&DC,/who does the staffing surveys for the Phoenix
district and associate post offices, testified that her manager
gave her a copy of the Western Area norms in 1994 and told her
to redo the staffing packages she had done before to conform to
those standards, which lowered a lot of frequencies. Her
manager claimed these norms were just used as starting points,

but did not otherwise dispute her testimony.
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These Western Area procedures represent a marked
departure from the process established in and previously
followed in application of the MS-47 Handbook. The MS-47
Handbook grants local management the authority to create
staffing packages for their facilities, within established
ranges, depending on local needs and conditions as perceived at
the local level. Those packages are subject to review at higher
levels. On occasion, they were changed when inaccurate, based |
on erroneous considerations or inefficient cleaning methods, or
where the reviewing authority, after consultation with local

management, concluded under the particular'circumstances that

they were not justified, even allowing for appropriate exercise

of local management judgment.

In contrast, at least in the,K Western Area, area
management —-- which, under the MS-47 Handbook, should review
locally prepared staffing packages —-- in 1994 established fixed,
uniform area-wide frequency norms for each cleaning task, and
either directly used them to create new staffing packages for

local facilities or required that they be used by local

management.

The Postal Service's claim that these area norms are
merely starting points seems a mischaracterization. While
deviations are not totally excluded, local management is
required to provide a justification for any requested deviation.
More importantly, the record as a whole suggests that such

requests are not likely to be welcomed, and that local



28 HOC-NA-C 16

management will be reluctant to make them in the face of

pressure to conform to the area norms.

Even accepting the Postal Service's claim that the
area norms were developed by experienced maintenance managers
familiar with the many different conditions in the area, and
that some degree of variation from those norms exists -- for one
reason or another -- in as many as 20-22% of the thousands of
frequencies in the Western Area, this proé¢edure for determining

staffing levels clearly is not sanctioned by the 1983 MS-47

Handbook.

This is not to say that higher level management is
precluded from such activities as developing training programs
or materials designed to assist local management in preparing
staffing packages or from issuing directives that local
management seek the most efficient staffing consistent with its
commitment to maintain a clean and healthful working
environment. Higher levels of management may not, however,
displace local management in developing staffing packages within
the ranges set out in the MS-47 Handbook or dictate specific
frequencies to be plugged into those packages. Moreover, so
long as that Handbook remains in effect, higher levels of
management must exercise their review authority consistent with

the MS-47 Handbook's emphasis on the exercise of local judgment

and responsibility.
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AWARD

The grievance is resolved on the basis set forth in
the above Findings. The Postal Service is directed to adhere to
the requirements of the MS-47 Handbook consistent with those

Findings.

a0

Shyam Das, Arbitrator
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