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J. 8. Postal Servics
Yashington, DT

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

The attached document is the complete revision and reissue of ¥S-47,
Housekeeping -- Poatal Facilities. It is to be usad o asgist in
determining the realistic custodia] staffipg level for your facility
comensurate with your responsibilities for maintaining a clean, healthy and
safe work envirenment for postal ewployees and customers.

Paragraph 340 of this handbook, "Scheduling,” refers to & national handbook
or gystem by which large offices operate. For (laas A offices, it is ¥5-63,
for Clase B offices - M8-65, and for BMC's - the Interim BMC Maintenance
Staffing Guidelines mnd Criteria. Instructions for small offices regarding
use of the handbook are contained therein.

Staffing remains a three step procedure in which an inventory is taken,
frequency of performance is determined, and staffing reguirements are
developed. It is imperative that the instructions in this handbook be
carefully followed in order to complete the staffing package for esch of
your facilities. Tn using this revised hardbook, a new bduilding inventory

‘must be completed before proceeding to determine frequency of performance
ind “staffing levels. The three step procedurs should be reviewsd and

recaloulated at least snnually so that required staffing adjustments will
be implemented.

LISTRIBUTION

f. Indtinl. Copies of this issue are being initially distributed to all
facilities.

2. hdditicpal Cepies. Order additional cepies from the Maintenance
Technical Support Center, P.0. Box 1600, Rorman, OK 73070-6708 using
Form 1286 (Request for USPS Publications) or Fomm 7280 (Supply Center
Reguisition). Headquarters offices order through the Document Control
Division.

RECIBSICHES

A1l copies ¢f the MS-47 preliminary handbook are hereby cancelled and
should be discarded.

COMMENTS AND QUESTICNS

Recommendations for improving the guidelines, information and procedures
conteinsd in this handbook are selicited frem g11 sources. Anyone wishing
to nake such recommendsticns should submit them 4o:

Birscior

Haintenance Technical Support Center
P.0. Box 1800

Horman, 0K T3070-8708
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E. EFFECTIVE DATE

These instructions are effective on receipt.

Pater A.” Jacocbson
Birector
Office of Maintenance Management
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CHAPTER 1
INTRODUCTION

110 GENERAL

111 It is the responsibility of the postm watel thnler of a
poatal facility 1o assurethat custodial matptenanes is sustained
at a satisfactory level, When making staffing determinations,
sranagement mnst make'a ‘Fommifnient to maintain a clesn
and healthful working environment. When determining what,

when and how ofien te clesn, 18 commitment st be the,
principal concern.

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

113 While this handbook concerns wsalf principally with
staffing and scheduling, the success of a buiiding services
maintenance program also dependson having effective super-
vision as well as being slert (o proven new maintenancs
products that offer a potential for doing a better job at less
cost, It ig incumbent apon all levels of management &5 assure
the use of the most cost effective methods, inclading mecha-
nized equipment, for the performance of ail custodial fuactions.

114 Assursnce of a clean facility will e accomplished by
performing a quarierly housekeoping inspection. This hand-
book provides procedures for sonducting that inspection.

115 Line supervision has roajor responsibilities in this pro-
gram including the training of employees, ensuring effective
siilization of the custodial worklorce, notifying management
of changing workioads or conditions, and enforcing Postal
safety policy.

i Onee g custodial staffing level s determined using the

procedures in this handbook, Enad datfing eyl et be

maintained. I conditions arige that warrant a change in
staffing, thesptirestaffing procedure wist beradoneie, new
forms must be completed,

126 SCOPE

121  Theconients of this handbook ave iptended (o be uged by

management 1o d8vRing s piathdial smmtonance Sating

rafiibemints for &l poital fapifities’ where the USES s

responsible for such services. Inthe normal course of events. It
ig anticlparad that the initial input will be supplied by locsd
mapagement during the szrly stages of planging for Tacility

E-47, TL-3, §-1-83

activation, This will provide the basis for an initial staffing level
which, in turn, will be subject to meodifitation based on looal
experience. This is an ongoing process subject to periodic
raview,

122 The'need for feassessment may also arise as a result of

changing worilosds, building or grounds medification, or the

introduction of new cleaning or maintenance methods,
muaterials or equipment,

123 Local conditions such as climsate, customer/employee
activity, voiume, type of ccns::rumon, nna age csf buﬂding

£ deveiop a ievel of staffing that, ba:sﬁé on eurrent mventmy,
will maintain an acceptable level of cleanliness and g safe and
hesithful working snvironment for all employees. This shali be
sonsistent with good housekseping practices srd shall net
violate the current Nasiongl Sgreemenis,

128 Staffing levels and all custodial functions determined by
applicasion of this handbook are subject to review by higher
jevels of authority.

138 CLEANING SERVICE CONTRACTS
131 U Gritraces is governed by the'
Adninis +iand Musthe in accordance

with zhe curren%: Nam ngfass

140 DETERMINING STAFFING REQUIREMENTS

141 \,fs,amer 2 of this handbosk provides provedures for
datermining Grniting veguirerments for all postal busaliations,

142 Staffing ls a three step procedure in which an inventory
s taken on Form 4868, Building [mveriery, frequency of
performance is developed using Form 4838, Custodial
Seheduling Worksheet and Chapter 4 of this handbook, and
siadiling regirements are salenisfed using Form 4863, Work-
load Anolysie and Swmmary. The Form 4882, which Is
preprinted with cleaning performance standards, tists the
verigus “Job Bequirements” {Bee Appendix, Exhibit ) which
eombine to becoms the total custodial workiosd, Thinke “Tob
Rﬁq&ir&mmts” may be an ares fo becleaned (CAres {Neaning™,
2 building competent o be cleaned {"Component ! Cleaning)
or some other task thit tequirss dastidin worshours)




Housskesping-Postsl Facilities

148 Before stafﬁng requirements can be determined, the
following tremy must be considersd:

a. What must be cleaned,

b The size of the ares to be cleaned.

€. The best time to clean a given area.

d. Weekend cleaning requirements.

e.  The number of times an area is to be cleaned.

144 Theitemslisted in paragraph 148 provide the basic data

& Mechanized equipment will only be used by employees
trained in its use and anthorized to use it.

b, Wet floor signs must be used when any floor clesning,
wet mopping, or damp mopping activity is being done
that may cause unsafe walking conditions.

€. Access must be blocked to aress where cleaning may
cause unsafe conditions. Rope or other suitsble
material may be used for this purpose,

172 The above are basic safety factors. Managers, super-

for determmmg the act.ual wsrl:iuad requa'emems. Thi m@sﬁ;'{ visors, and employees should refer to the Mointengnce

g

148 instractions for developing the staffing requirements
are provided in sequential order. For ease of computations, it is
recommended that the steps be followed in the order given.
Refer 1o exhibits, when indicated, as a guide.

150 BCHEDULING CUSTODIAL PERSONNEL

153 Chapter 3 of this handbook provides procedures for
scheduling custodial personnel. The time required for a
custodial assignment is tabulated by using unit performance
standards given in Chapter 4.

160 PERFORMANCE STANDARDS
181 Chapter 4 of this handbook provides:

& Duties for sach type joh,

b. Equipment & material needed for each type job.

¢. Performance standards per work-day for each type
Job,

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

€. Frequency ranges for sach type job,

162 The data furnished in Chapter 4 relates to current
cleaning methods and materials, Since new methods are
always being studied, Chapter 4 iz subject to change 25 new
studies are completed and new materials and techniques are
adopted.

163 It must be recognized that mda;ds'pfmmd in

Chapter 4 are based on the reasonable output of an average:

mdividual working under normal conditions. Use of these
standards s to be Hmited to the purposes described In this
handbook.| ??zey Arénot it Mﬁw&fﬂ?’ disciplinary action. |

e saruTy

171 Teensure the safery of all employees and custorsers the
following minimum precautions must be observed.

Employee’s Guida to Safety handbook, E1L-803, for other safety
factors,

130 SAMPLE FORMS

The sample forms section gives examples of varions forms used
to complete the procedures given in this handboolk The entries
on the example forms were chosen to show the various
methods and procedures that may be used, The examples were
not completed for any specific facility and should not be used
as a determination as to what may be best for any individual
aifice,

i%0 APPENDIX

The appendix contains exhibita which are useful for fulfilling
the requirements established by thiz handbook,

BBE-F, TLoE 5182
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CHAPTER 2

210 REQUIREMENTS

211 ‘The determination of staffing requiremients will be 2
resalt of vonducting the building inventory utfiizing Form
4869, preparing the Custodial Scheduling Workshed, Form
4839, and performing the workioad soalysis utiizing Form
4882,

220 FORM 4869, BUILDING INVENTORY:

221 The basic source of data required for completion of
staffing forms for buildings and grounds s acomplete building
inventory. Bach sres fs described by its use (service lobby,
postmaster's office, men's toilets, ate.), thetype of space (lobby,
oifice, toilet, etc.) and the components of the space (square
fast of resitient flocrs, number of light fxtures, square feet of
arew, et} This inventory is conducted according to the format
provided in section 222

2211 Bailding foor plans

a. Layout - Initial plans will requive that the m lenance
manager sbtain the most current copies of the templaﬁﬁleck
layouts, or architectural drawings ofeach fioor in the buliding.
Scaled layouts of one-eighth inch equals one foot are pre-
ferabie since they are easier to read and are not too bulky to
carry while conducting a building inventory.

b, Verify the scale - If the floor plans will be used to conduct
the building inventory it wili be necesssry to verily the seaie
indieated in the title block to determine i the scale is accurate.
{nee the seale is verified, the job mey be simplified since room
dimensions may be taken directly from the ficor plan. The
verification procedures can be acoomplished by use of an
srchitect’s seale which has warious graduations, ez, one-
quarter inch equale one foot, sic. Orlent the seale to desired
graduation, Le,, the scale that compares with the one given in
rhe title block of the plans or drawings. Place the 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, i the
twa valuss do not agres, it will be necessavy to either secure
aciual seale drawings, adiust the scale of the drawings, or
ohtain direct mensurement of the aress lnvolved,

e Beview - Beview the buliding floor plans to detsrmine that
they are current, accerite, spd include alistalrways, elevaiors,
sscalators, st Biilding siterstions of gdditions mast slso He:
melsdEs, To sccomplish the review, the floor plany piass Be

B5-27, TL-8, 8-1-83

taken to the area being inventoried to asiure thit the :ﬂm-
4pcurately repredent the area.

221.2 Organizstion - When conducting the inventory a
logical sequance should be used such as stariing on the tup
fioor of the building and progressing foor by flsor down to and
inciuding the basement, subbasement, stc.

2218 1lse- The effeciive management 7 he custodial work
force is dependent upoen an accurate Jetermination of the
workivad in esch building. The worklcad identification pro-
vides the informatien required to plan, schedule, end control

the work force. The Fespurres must be made available to
schieve the objectives of optimurs productivity, minirﬂ::m cost,
smd &tfepﬁabie teve! of c:ieani.ng ‘?*o begis this msk, Hbe

busiixiiagfl : fHires '_ _g*. This s accempéished.bé
completing ?‘armxl&&ﬂ “Buslding Iamm

2214 Mensurements - When the areas invenioried are
identical to those shown on the floor plan, the required
dimensions ray be taken from this plan. However, if the
configuration of the area is different, measurs the area
invoived, siketch the actual layout and incorporate ¥ into the
floor plan.

zzz 5 E@om (ﬁi@m;&ute r;he ﬁoer area af e&nh mam by

: i ; mw%; 51&3;; im mmie fer
miumm; alpovis br other gmg;ee%wm

#2168 Corridors, epiratces, sied lebbies- Compute the foor

_area of each corridor, entrance, or iobby by measuring from

the Enished surface of the walis or partitions that encloss such
aresas.

2207 Twpen of Space m%&ﬁ& gres of: the Buiding wisl be.

tinssified a3 one of the Tollowing types pf space:

Workroon Toliet
Office Todlet
Lupch/Swing Eoom
Locker Room
Workroom

fies

Supply Boon

Astive Storage Hoom
Inastive Storags Hoom
O Storage Room

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

Laobby

Stalrway

Corridor

Bhop

Janitor's Closet
Battery Room

Lookout Gallery

2321.8 Components- These are items having similar physieal
characteristics that permit the items to be grouped together
into one classification. Generally, a unit performance factor
will be establivhed for each of the various tasks to be done at
the time. {e.g, virious venetian blinds are grouped 2s s class
and a unit performanee factor of 5 minutes was developed for
dusting each blind.} This differs from ares ¢learing in which
multiple tasks are done to different elements within that given
area. (e.g, office cleaning includes cleaning the ash trays,
dusting the furnitur

may be located within the facility and st beingliided i thie:

bullding inventory if present:

Light Fixtures
Carrier Cases
Venetian Blinds
Other Cases
(#asg Sg, FL
Floor Types
Pipes/Ducts

221.3 The fﬁ’ﬁﬁwﬂ&gmﬂéﬁnimaspmwded for some of the
types of space and Inventory tems:

& Supply Reom - A room designated specifically for the
issuance of tools, parts, and/or supplies, which is Staffed onig
fuil time basis over i mikimum of one full tour per day.

: Storage - An area utilized for buik storage and
accessed on a daily basis.

. ExteriorGiass - Includes bothsides of plece of glass, one of
which is exposed to the exterior of the structure, Le sxposed
L Lhe westher,

d. Tnferdor Glags . includes both sides of & plece of gass
neither of which is exposed to the weather. {BROGE Glase should
be claimed only Fit is cleanad asa separate component. Do pot
chaim gass that is sleaned as pars of apother cleaning task. e.g.,
Cleaning lobby duor glass and bulletin board glats in lobbles

kSl

e, emprying the trash can, etc.) Allareas:

Is part of lobby cleaning and, therefore, should not be claimed
a5 glass area)

a. Location/Facility - Enter a location that is definitive for
the general ares covered by this form. (a.g; Ist Floor Office
Tower, Northwest Station, VMF, Znd Floor Workroom, Main
Office, ete.)

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

¢ Date - Enter the date this form is completed,

d. Completed By - Enter the name of the indbiduat completing
this inventory sheet, :

e Room/Location - Enter the room number by which this
area is known in the local office, Some areas may not have g
room number. In that case enter a general location or ltavethe
space blank,

£ Description - Enter the name by which this reom is known
in the local office. (e.g: Postmaster's Office, Stock Boom,
Women's Toilet, Workroom Operation 010, etc.).

& Type of Space - Al dreas must be classified us one of the
types of space as defined in paragraph 221.7. Enter this name.

h. 8q. Ft of Area - Rounding te the nearsst whole rumber,
enter the number of square feet of floar space oocupled by this
aren. In some cases an entry other than square feet may be
required. {n that case, note in the block, the type or unit of
measurement used,

L ToiletFixtures - Enter the number of toilet fixtyres located
inthat ares, “Fixtures” include only showers, javatories, water
closets, urinals and multi-position wash founiains, Do not
include sinks in office areas.

3 Light Fixtures (Type) - In the vertical eolumn banks
provided, enter the different types of fight fixtures found in the
fwcility. Enter the quantity of each type In the space provided.
If thore than thres types are present, either split a column or
utilize the “Mise.” colums,

k. Venetian Blinds - Enter the number of vensting blinds
sssoviated with that area,

L Glass - Enter the square feet of interior aF sxtericr gluss {he
sure Lo count both sides of the glass).

m. CBsés Catris- Enterthe number of cases used by carriers
for casing their routes for delivery, Count one cass for each;

BEBAT, Vi-2, 853
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Ttem 194-C, Standard Carrier Case; ltem T4 free standing
case (wing) snd table; or twh fteni 143-C hinged wing cases.
{ie, The 143-C counts a8 1/% cane.}

n. Cases, Other - Enterthe number of all cases, excapt carrisy
cases, osed for mail distribution.

o Floors Sq. Ft (Type) - In the blanks provided enter the
different types of floor coverings found in the facility, Enter the
guantity of each type in the space provided. If more than three
types are present, either splhit & column or utiiize the *Misc.”
column ‘

p. Mise. - This column Is to he utilized for items not speci-
fically isted on the formor for saditional types of light fixtures
ot flocr covezings. Note at thetop of the column or in the block
the comaponent that islisted in the Block This column may also
be used for comments or notes.

g Tetals - Total each column to the bottom of the form.
#38  Inventory of Exterior Aress

2ea] Exterior areas should be {nventoried according to the
type covering of the area. (eg, Unpaved areas may include
jzwnyg, hedges, shrubs, ete. Puved areas may include sidewalks,
parking/maneuvering ares, 206}

294  The following Sample Inventories are provided:

a. Sample I-1sacomplete inventory for asmail facility.
b, Sample 2-1 is 8 partial inventory for a large fagility.

281 Upen completion of the building inventery, antries ust.

b3 rade on Form 4839 (See Appendix, Exhibit B) to schedule
aii cleaping assignmentis that oeceur more frequently than once
a weak, In smaller facilities it may be possible to make all the
necessary entries on one form Larger facilities may reguive
one ar more forms for esch type of space of component 1o be
cleaned. THiEtob mustbe sompIetad by malnteninge rahage:
dient personnel familiar with scheduling custodial dutiss. If
assistancs is required for the completion of this form, contact
the M8 Manager, Plant Maintenance or the Reglonal Mainte-
nance Management Division.

aug  Ingtroctions for compisting Form 4888

s2% 1 Enter in blocks 1 and 2 (see Piz 1 and Sample Form
1-3% the Room Mo and deseription of an ares as il is identified
ot the Building Inventory Form 48606, fag: Customer Lobby,
Py Offiee, 850}

5823 Fpter in black 3 under the appronriate dayls) the
operation that s being soheduled (a.g: Cloen, Pelive, Wet Mop,

EAT, Tho8, 8-1-88

ste) These terras should correspond to those 2s listed in
paragraph 242.1, Abbrevistions maybe used. The frequency of
performance should be within the range listed in Chapter 4.
{See paragraph 416 for exceptions.)

2328 Znter i biock 4 the tour on which the work i
seheduisd, If the aperation s being doce on more than ehe
tour, use 8 separate line for each tour.

232 4 Enter in block § the quantity of the operation being
done on the day indicated by the heading. The number enterad
may be the entire quantity (sq. ft., fixtures, ete.) as indiceted on
the Building Mnveniory, or it may be a part of inventory, orit
may be 2 part of the quantity.

2925 If the operation {clean, police, ete.) is being done on
only one tour and if the room described in block 2 is the enly
ares of ts type (office, toilet, locker room, ete.), add all theno. 5
blocks on the Iine and put the total in bloek 6.

232.6 1f the operation is done on more than one Loux {eg:
being done on Tour 1 and Tour 8) and/or there is more than
one office, more than onelocker room, etc., it will be necessary
to add the colums and put the total in block 7. Then add the
Wo. 7 blocks and put the total in biock 8 See Sample 2-2.

2498 Eptries on Sample 1-2 of Form 4839 were taken from
Sample 1-1 of Building Inveniory Form 4868

392,09 Entrieson Sample 2-2 and 2-3 were taken _fmm%mg%ﬁ
2.1 of Building Iventory form 4869,

228  As shown by Samples 1-2 and 2-3, it Is not necessary i
limit ¢he use of & form to one type space, Thisis a worksheet
and may be used in various waystogela woekly total for each
separste operation. Explonglory notes and/or additional
headings should be used on the form where rieeded,. Lsers are
encouraged mmanymmmzwéﬂhdpmdogw
fob,

240 Form 4852, WORKLOAD ANALYSIS and SUMMARY

341 Form 4852 {(See Appendis, Exhibit Gl s a preprinted
formn designed to permil dniaiat @ﬁfﬁﬁéﬁﬁé&ﬁm '
shatfing requivement Tor all postal facilities -

#4% Preprinted on the lorm are: job requirements {aress of
components to be cleaned such a8 workroom toflets, offiess,

_ ete.), operations to be performad {clean, police, ete.), the unit

by which different components are messured (Sq. L., Finture,

2-3
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ete.) and the time, in minutes, required to do the operation on
one unit of measure. (e.g: It takes 4.5 minutes w clean one
workroom toilet fixrure.)

242.1 Abbreviations used for operations are;

CL-Clean

PL-Police

WM-Wet Mop

V8-Vacuum scrub
DM-Damp mop

INT-Initial Preparation
PERI-Periodic Maintenance
SHAMP-Shampoo
SPOT-8pos Clean
REMOV.-Remove

242.2 Abbreviations used for Unit of Measure are:

FX-Fixture
5F-Square Foot
UT-Unit
BL-Venetian Blinds
LF-Linear Foot
EA-Each

a. In the heading enter the Post Office, City, State, ZIP Code
and Unlt covered by this form. These eniries should be the
same as those endered on thecorresponding Building Inventory,
Form 4868,

b.  Enterthegross interior ares in the space provided. Besure
to include docks and platforms in this figure. If gross ares is
unknown, it may be calculated as indiested by Part 2-1102 of
Handbook MB-1, Operation and Maintenance of Real Property.

c. Enter the total of all paved extorior arelis in the space
provided,
4. Enter the toral of all unpaved sxterior sreas in the space
provided.

e Entries for column {E) “Weekly Quantity” are obtained
from the “Weekly Total” figures on the Form 4888, Custodial
Scheduling Workshest,

f The figure to be entered i column (F) “Wesldy Min utey” ie
obtained by multiplving colurun (D) times column {E}. (Bound

o the nearest minuie)

g When sl entries have been made in column (F) add the
column snd enter the toral on line 32,

-7, T8, &-1.83

h. Some ofthe “Job Requirement” ftems listed in columns (A}
and {3} have blanks in their respective “Minutes per sq, it or
unit” eolumns. These itams have more than one job per-
formance factor {unit performance) for doing the job indicated
on the form. Refer to Chapter 4 fo obtain the correct
performance factor for the job as done in this facility. Enter
this factor in the blanks provided. '

L Entries for column (L) are obtained from the total figures
on the bottom of the Building Inventory, Form 4860,

I Enterin column (M) the number of times the aperationisto
be done per year B abbiawiiiha

operation must be scheduled with sufficien ey to
assure a clean and safe working environment, The frequency of
performance shouid be within the range listed in Chapter 4.
(See paragraph 415 for exceptions.)

k. The figure to be entered in column {N), "Annual Minutes”,
is obtained by multiplyving column {K} times column (L} times
column {M). (Round to the nearest minute.)

L In some facHities it may be necessary to use different
frequencies for cieaning similar or like components located in
different areas within the facility, {e.g: Light Fixtures) Extra
lines, some preprinted and some biank, have been included on
the form to facHlitate these entries. If more blank lines are
reeded, use a blank piece of paper using the same information
as appears on the form, Total the extra sheets and make one
entry on a blank line of the form. Indicate on the form that the
line entry came from a separate shest,

m. When all entries have been made in column {N}, add the
column and enter the total on line 77,

n. Multlply Bne 32 by 52 (weeks) and enter this figure in
column (P} line A This converts the weekly minutes column
{F) to méinutes per vear. )

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

B Addlne & to ine B and enter the total on line C. Now the
total workload is in minutes per vear.

4. Divide line C by 80 {minutes) to convert to hours peryear,
Bound to the nearest hour. Bnterthis figure in column [P line
A

r. Enter in the spaces provided on Bnes B F and G &
percentage factor for *Training, Breaits wad Wash Uy Tove
Thuse factors are determined hy applicable managemeny
gtructions and/ or coliective bargaining agreements. Multiply
line D by the percentage on each lne and enter this figure in

g
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coluzan (P). In some cases, based on local experience, it maybe
necessary to enter in colurn (P} just an hours per yesr figure.
(Entries are 1ot Féquired on these lines.)

5. AddlnesD, E, Fand G, Enter the total in column {P) Hne H.

¢ Divide line H by 52 (weeks) to obtain workhours per sveel.
Round to the naarest tenth of an. hf:mr Enter this figure in

ﬁgum Ls subjac: m chmgé‘} Rmmd t:e the neamt centh. Enter

patt e posi
cient workhours to pei’farm ali the c:azsmdmi tauks.

v, WhenaForm 4352 is completed for a facility other than a
BMC, it st Be reviewed by the MSC Manager Plant Mainte-
nance {0r senior mamtenance official} and it mﬂs&b& apnroved
1y the MBC Managet/ Postmaster. For a BMC the Director Plant
Maintenance must review the form and the Manager must
dpprove i The form ikt e signed ‘apd diatad by these
authorities in the space provided on the bottom of the form.

m mam «E'E‘zme may be included, if warranted, for
other doties performed by custodial employees such ni
furniture moving loading, unleading, and stacking supplies;
replacing lampy; ste. Entries for this time will be made as
annual minates and enterad in column (N} on a blank line.
(a8 120 minutes per week for furniture moving tdmes 52
weeks per yesr equals 6,240 annual minstes. e Sample 2-4,
line £0.) Custodial duties should be completed before non-
custodial duties ave assigned.

245 Samples L-3and 2-4have been sompieted using the data
indicared on Sampies 1.1, 1-2, 2.1, 22, and 2-3. Samples 1-1,
-2, and 1-3 make a complete staffing package for & smali
facility. Samples 2-1, 2-2, 2-3, and 24 ar2 a portion of the
staffing package for = large facility. All the sample forms were
completed to provide representative dats and do not reflect
apy ohe specifle facility. The frequencies used 0 Blustrate
componsnt cleaning are for sxampls only and do not reflect
what may be bast for any individus! faciliy,

28 3587, T1-8 6782
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CHAPTER 3
SCHEDULING CUSTODIAL PERSONNEL

310" WRITTEN WORK ASSIGNMENTS
311 General

Written work assignments st b6 prepared for all regularly
scheduled custodial duties, Chapter 3 provides instructions
for preparing these work assignments. T

312 Management Benefits

Precise, written work routines are Invaluable management
toois which provide:

a  Effective utilization of available staff
b, Continuity in custodiai tasis,
¢. Positive direction to personnel.

313 Employes Henofity
Employees benefit from a written work routine becguse it

a, Delineates duties,
b, Specifies when and where work is £o be done.
€. Assures equal sssignment of workioad.

320 DETERMINE UNIT PERFORMANCE TIMES

321 Chapter 4 lists custodial work performancs standards,
The column headed “Unit of Performance (minutes)” refers to
the time required to service one unit of measurement {one
fixture, one sguare foot, etel).

EXAMPLE: The unit of performance for cleaning workroom
toilets s 4.5 minutes per Hxture,

330 Form 4778, PREVENTIVE-CUSTODIAL MAINTE.
NANCE ROUTE

231 Yse

Complete Form 4776, Preventive Custodia! Matnienance Routs,
in dunlicate¥a Al reguiarly schedulsdvistodial matintendnge
work Hsted fn Porm 4857 Retain the ariginal in the permanent
oifice files. Enclose the duplicate fn g trangparent plastic cover
to be issied to the emploves performing the task,

ME-47, TL-3, 5-1-83

332 Completing Form 4778,

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

b. Enter in the block titied “Mail Processing — Building
Egulpment/Component or System” the type route (eg.: Areg
Cleaning Route, Campanenuzoabe},

Ciedning
¢. Enter in the “Original Issuance Date” block the date this
route was first issued,

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

€. Enter in the “Estimated Time" bisek the total worichours
estimated for completion of all duties indicated on the reute.

L Enter in the “Building™ bicek the building in which this
route is done. (e.g.: Main Offfce, VMF, Oule Station, etc)

5 Enterinthe “Building Location” block the are# within the
building where this route is done, (eg. 1st floor office tower,
workroom, ete.)

h. Mark the ‘Frequency” block to indicate how ofien thiz
route Is issued. (e.g.: If route is dope on Monday only mark the
“W" block, if done quarterly mark the *Q® block.)

L Enterin the “Tour"block the tour on which this reute will be
done.

§ Hitherouteisdoneona specific day or more than onee &
week, enter in the “Basic Work Week” block the day or days of
the week this route i done,

k. Leave the “Item Number” column blank,

L Enter in the "MPE-Building Equipment Identification
Numbers” block the room number or deseription of the area
whers this route is to be done,

m. Ifthisis an ares cleaning route, enter in the “Time” block

the time of day the areg bs to he cleaned. (e.g: from 7245 sm oo
B30 am) Otherwise, leave this block blank

ke |
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n.  Leave the “Priority” block biank For any scheduled “Job
fequirement” the priority will be established by the appro-
priste mansgement official These priorities may change from
day w day as local cirmumsiances warrant.

o. Enter in the “Check List(s) % block the quantity to be
serviced and state the unit of measure. {e.g. 10 fixtures, 3005q.
ft., ete)

p Inthe “nstructions” block enter:

a The operation to be performed.
b, The equipment and materials 1o da the operation.
& The tasks required to perform the aperation.

q. ifthe instructions are 100 extensive to put in the “Instrue-
vions” block, aseparate Checkiist may be created Then enter in
the “Instructions” block a statement such as ‘Clean in accor-
dance with Checldist Mo, CL-17

ite for aspecific day,

r. When making outanar
: 4830 This form already has the

sisfer £0 the compisted.

rasks to be done and the touron which assigned for each day of
the week By following the column for o specific day, the
operation and quantity are alveady there Onlythe time of day
need be calculated.

s Thebasic data for preparing acompenent cleaningroutels
contained on Firm 4889, Columns G through N. When setiing
up & component cleaning route refer to Form 4868 and
consider the location in the bullding where the task is to be
performed. &imammm asmm;awaaw%ife Give
precige instructions asto the location of the component to be
cleansd. Identify the specific area envered on the particalar
route sheet by structural column numbers, room numbers, et

’ t, Exarapie

Extract all fixtures in Workroom areas frome Form 4888,

Building fnvenicry, column headed “Fluovescent Fixtures”
List them on ndividusl Forms 4778 hesded Ceiling Light
Pixtures - Workrooms, just as they appear on the inventory,
giving reom namber of section, the description of the spece
{carrier section, cuigoing fetters, ete) snd the number of
fxtures in each area

438 Refer to Chapter 4 1 obtain the method and materials
reguirad to perform & speciiic job, This wdnrmation should be
provided on the route sheet, Form 4778,

384 Form 4776 Samples 3-1 and 9.2 have been completed i
dlusirvate an ares cleaning route and & componsnt cleaning
route. Jample 388 a suggested separste checkist for toilet
room cleaning, Checklists for other duties mnay he developed a3
needed.

52

240 Scheduling

a. In larger faciiities scheduling will be done in accordance
with the nasional handbook o7 national system by which the
_@ﬂi;:e operates.

b, Tn smaller {aciities that do not operate under 2 spacifie
national handbook or national systar, the management official
in charge of the facility will be responsible for scheduling. i
necessary, the senior MSC maintenance official will provide
sasistance in scheduling

e, Actual day to doy assignments depend on the number of
custod e

jent cleaning routes

Be-47, Thed, 8182

personnel reporting. Generally, ‘when excessive.

T
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CHAPTER 4
PERFORMANCE STANDARDS

410 PERFORMANCE STANDARDS

411 This section provides deraily essential to estimate the
total custodial werkioad. ’

412 Changes in Performance Standerds

Unit performance represents engineering standards which
apply to each castodial task, They may be changed only after

documented evaluation of new techniques or equipment

indicate the need to change. Unit performance standards may
only be revised at the national level to ensure complisnce with

the current Nationa! Agreements,

413 Tasks Without Performance Standards

have s performance standard To facilitate stalfing for these

tasis maintenance management may estimate the apnual

time requirement for these tasks based on local experience

and historical dats, TRIG His & mbeinciadeénnmemtﬁng
form i accordatice with the instructions in Baragraph 244,
Time may be included only fthe taskis normaily considered to

he a custodial activity.

414 Safety

When it is necensary to put up ro pesand wet fioor signs, #time

fmr.-_sggzgaggﬁé:_aaaﬁfar the performance of these safeiy:
related functions,

415 Frequency of Performance

The frequency ranges listed in Chapter 4 of this handbook for
performing the indicated eustodial tasks should be applicable
to most postal facilities, The frequencyselected fora particuiar
task should be within the specified range, and the specific
frequency choss® is dependent upon local conditions. Local
management may determine that frequencies outside the
ranges {above or below) listed sre required due to local
canditions. [fone or more of the frequencies selected are below
the range(s) listed in this handbook, the custodial staffing

package shall be submitted with appmgﬁate gmtiﬁcaﬁug iy
Begional Maintenance Management. 0 zzieméﬁ%mmfgﬁ&

HE-47, 7L, §-1-02
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