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FOREWORD

1. Purpose and Scope. Thismanua provides commanders at Department of Defense installations
with methods of accomplishing custodid services, establishes cleaning standards, and states passenger
elevator operation procedures. It applies to all Department of Defense installations which have
building maintaining responsibility. It implements DOD Instruction 4165.11, 24 January 1967.

2. Content. Thismanual contains ingtructions for determining custodial workload, technical informa-
tion on cleaning agents and equipment, and practical methods for custodial services in Department
of Defense ingdlations. Specia emphasisis placed on the care of floors as considerable damage has
resulted to floorsin the past due to careless and improper custodial practices. It is aso intended to
serve as atext for training custodial and elevator operator personnel. Chapter 6 contains step-by-
step outlines for common phases of custodial work that may be found particularly helpful for on-the-
job use.

3. Recommendations and Suggestions. Recommendations or suggestions for improving this
manual are invited and should be submitted through the appropriate channels.

*a. Department of the Army — Office of the Chief of Engineers DAEN-FEB
b. Depatment of the Navy — Nava Facilities Engineering Command (1013) or from its geog-
raphic Engineering Field Divisions
c. Department of the Air Force — Directorate of Civil Engineering AFOCEMC

Supersedes AFM 85-10 and TM 5-609, 1 October 1957, and NAVFAc MO-125, Interim Edition May 1967.
OPR: AFOCEMC
DISTRIBUTION: (pageii)
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Chapter 1
INTRODUCTION

Section 1 - DETERMINING WORKLOAD

1.1.1 Emphasis. Proper housekeeping and clean
surroundings are of interest to all personnel on
the installation and influence both their heath
and morale. The cost of cleaning by in-house or
contractual employees, as reflected in the
budget, is considerable. However, the reported
cost of cleaning applies to only a small percen-
tage of the occupied areas. The greater cost is
incurred by building occupants and users who
clean their assigned areas; consequently, sub-
stantiad savings can be effected by carefully
analyzing requirements and assuring that the best
labor-saving devices are provided and that the
most efficient methods and techniques are
understood and practiced throughout the instal-
lation. Frequencies of service, type of facilities,
amount of traffic, type of use, and other
specialized requirements will govern the area or

number of square feet that can be accomplished
by acustodia worker and will directly affect the
cost involved. When acontract isused for janito-
rid services, an economic study should be con-
ducted to determine the most advantageous
method to the Government. Custodial service
type contracts will bein accordance with Armed
Services Procurement Regulation and pertinent
Public Laws.

1.1.2 Use. This manua provides information
generally applicable to military ingtallations. It is
designed for use by al personnel, civil service,
contractual, and/or organizational, who partici-
pate in cleaning Department of Defense build-
ings. In practice, improvements in techniques
and equipment frequently are developed. Appli-
cation of suchprovendevelopments is encouraged.

Section 2 — ARMY RESPONSIBILITY

1.2.1 Directives. Responghilities within the

Army for various aspects of custodial services *

are defined in AR 420-81, AR 420-10, AR 420-
17, Armed Services Procurement Regulation
(APR.), and other pertinent directives (see ap-
pendix b, references).

1.2.2 Commanding Officers. The commanding
officer at each level of command is responsible
for the efficient administration of services and
procedures prescribed therefor within the
Department of the Army, including those
designed to provide custodial services in the
most practical and economical manner.
Execution of the custodial activities may be by
contract services, civilian or military personnel,
or combinations of these services within the

criteria established in AR 420-81.
1.2.3 Engineer:

*(1) Thefacilities engineer will administer
the accomplishment of custodial services as an
essential part of the building operations and
mai ntenance function.

*(2) Thefacilities engineer will implement
an adequate training program for engineer per-
sonnel assigned to custodial services, and coop-
eration in the training of other personne per-
forming custodia services as outlined in the AR
420-81.

*1.2.4 Supply Procedures. Items of supply will
be requisitioned in accordance with the
procedures outlined in AR 420-17.

Section 3 - NAVY RESPONSIBILITY

1.3.1 Directives. Responshilities for custodial
services within the Department of the Navy are
defined or covered in DOD Instruction 4165.2
1964; NAVFAC Instructions 11014.35C,
11014.29B, 1104.22C; NAVDOCK SP-68, Con-
tract Administration; NAVDOCKS, P-706.0, and
OPNAV P11010.20 (see appendix b,
references).

1.3.2 Commander/Commanding Officer. The
Commander/Commanding Officer of each Naval
Fecilities Engineering Field Division is respon-
sible for providing guidance and assistance to
fidd activities under his cognizance for
adequate custodia services programs.  Custo-
did services must be provided in the most effi-
cient and economical matter; whether by con-

1
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tract, in-house, or a combination of civilian and
military manpower.
1.3.3 Public Works Officer (PWO). Normally, the
responsibilitiesfor the programs are delegated to
the PWO of an activity or aPublic Works Center
(PWC). The PWO or PWC administers the
accomplishment of custodial services as an es-
sential part of the maintenance function.
1.3.3.1 Program Implementation and Training.
The PWO or PWC implements all NAVFAC
Instructions, noted in 1.3.1, and establishes an
adequate training program for custodial
personnel. An annual short seminar is provided
through the Nava Facilities Engineering
Command for engineering and management
personnel; i.e, planners and estimators,
administrators, and specification writers. His
office prepares contract specifications and
awards acontract or prepares a plan for in-house
forcesto accomplish custodia services. His staff
provides technical guidance and assistance in
methods, practices, new materials, and
equipment.
1.4.1 Major Command Level. Each mgjor com-
mand will:

(1) Insure that effective custodia services

are established and accomplished at al installa-
tions under its jurisdiction.

(2) Provide for training of personnel en-
gaged in custodial service.

(3) When on staff visits to bases, determine
technical adequacy of custodia services, cost
reportsand proposed custodial servicecontracts.

1.4.2 Base Civil Engineer. The base civil
engineer will plan, initiate and supervise the
execution of the engineer responsbilities of
custodial service activities. He will:

(1) Insure that base civil engineer custodial,
service personnel are adequately trained as
prescribed in chapter 6 of this manual.

(2) Prepare specifications for custodial ser-
vice type contracts, and assist in administering
these contracts.

(3) Provide technica guidance in methods
and use of materials and equipment and training
of other than engineer personnel performing
custodial services.

1.4.3 Medical Treatment Facilities: The Base
Medicd Commander is responsible for all
custodial services in the medica treatment
facilities.
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Chapter 2
PLANNING AND SCHEDULING

Section 1 — DETERMINING WORKLOAD

* 2.1.1 General. A careful planning and analysis
of custodial services is essentia in the distri-
bution of workers to provide efficient and ad-
equate services. DA Form 5104 (Analysis of
Cugtodia Personnel Requirements) (fig. 2) will
be used by the Army for this purpose. DA
Form 5104 is available through norma AG
publications supply channels.

2.1.2 Planned Operation. Typical planning
must begin with a survey to obtain complete
data on al components of a building and the
amount and type of traffic using each area
Example, a diagram (fig. 1) showing the dif-
ferent types of floor covering may be devised.
Since each type of flooring will require
different care, the chart and its accompanying
information may also be used for the
procurement of materials.

2.1.3 Reasons for Analysis.
a. Determining workload.
b. Determining proper distribution of
workers for existing workloads and
workload changes.
c. To assure accomplishment of most
essential services in dl facilities for which
custodial personnel are responsible when
personnel authorizations are limited.
d. Check on effectiveness of training
program to determine whether each worker
is carrying his share of the workload
according to the standard manhour
requirements resulting from the analyis.

LEY

AT, = ASPHALT TILE

M. = MARBLE

B R.T. = RUBBER TILE Ca, = CARPET
¥wT. = WIMYL TILE bi, = LIMOLEUM
Ca Ce = COMCRETE
L - —_— 1
HA T 1
o | M v.T v.T Li. J vT
gt R
= Ce.
VT, H - 4 — L—-_L
Mo AT AT T
— —_ i — — T; —
'R L v T R.I R.T
T

Flgure 1. Planning Work by Floor Types.
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* 2.1.4 Use of DA Form 5104. Thisform should
be filled out for reasons indicated in
paragraph 2.1.1.

Figure 2 indicates a completed analysis. The
steps necessary in completing the analysis form
are asfollows:
a. List building numbers and names (such as
Headquarters). Use as many lines as nec-
essary for each building.
b. Indicate space in the building to be serviced
using aline for each floor. Use separate lines
for corridors, rest rooms, and areas with
different floor coverings. Areas with smilar
work requirements can be combined.
c. Indicate the kind of floor surface as ap-
propriate for each area. Show area in square
feet for each space listed.

*Table I — Freguency Guide For Custodial Servieas

*Explanation:
Frequencies of cleaning indicated are average and should he adjusted if Neetssaty 10 meel the reguirements of each building
arex. For the Army Tahle T will bea used in canjunction with DA Farm 5104,

Categories of  Buildings ave grouped in three general ared categorics cach fequiting approximataly the same fregueacy of
fuildinge cleaning. Theze are indicated in the frequancy calume as (1) Administralion snd persoanel: zuch as oflices,
laboratories, cateterizs and hospitals, (2§ Production—sueh as shops and gurages. (1) Sterage auch as ware-

houses; portions of inactive huildings ars in this Calegary.,

Codes: The various codes indicated in the frequency colimng are below:
I —Dhaily M2 —Every two months
W —Twice Weekly ME—Hvery three mohihs
W—Weekly M4—Every lour months
M- Monthly MG—Every six months
ZM—Twice Monthly Y—Yearly

T& -indicales a local time atudy is required because of the many passible varialions in these Jtems.

Fregueacy arvas
flgm and clpaning operations {1) r2; 3
Flonrs—Firnished {1,000 5q Jt) Unobsireelod :

Sweep D v 2M
Dusi mop D o B
Wacuum w w
Datmp map w w M
Buff M |
Strip and rewax Ms
Machine scvub and pick up M5

Yacuum and bulf w

Vacuum, wax touch-up, and buff w

Floors (1,000 55 F1) Slightly {batracted

Swiep o D Zhe
Duat meap i D
Vacuum w W
Damp mop L W M
EBulf M
Strip and rewax Ma
Machine Serub and pick up | M§

Vacuum and bulf i W

Vacuum, wax lowch-up, aod bulf i M ]
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Table | — Frequency Guide For Custodial Sariives Contineed

Frequencsy qrege
ffam and cleaning nperalions (1) {2y i f3)
Floar( I.000 an [t) obstructed ) !
Swaep B D an |
Dst map D D
Wagaum w W
Damp maog L W 2T
Bulf R
Sirip and rewux " ME
Floois [1,000 sg fty Heuvtly Olstrtieted
Bween D D 2hT
st mop L I
Yacuum W w
Damp mop W : W oh
Buff M [
Strip and reaway M
Cleoning Tofet und Flxlures
Water closets, sach D [ F] D
Urinals, each I¥ D Td
Wush basins, sinks, each B I ju ]
Walls, partitions, woodwork b8 i | nf
Floots [See Floors, Finighed )
THypensers, 71l and clean each n n 0
Drinking focuiain., aarh D n D
Shower walls D D D
Glass Cleaning i
Windows, each i MB : Msa 5L
Mirror, dutip wash; dry:
497 g 35™ wach W w W
URMY x 1Y wach w w W
Druskenryi, auerages: |
Desks, each (B ! 1 - [0}
Chairs, oflive, cach D n . ]
Baonokeases, por section At oW W
Filea, frur drawer, aingle, each 2w IW aw
Venetian blinds, shades, each w2 M2 M2
Lighi fixlures
Ineandeseent, cach M Ma ' M3
Flugrescent, each ol Ma M
Walls, ceilings, pipea, screens Mo Ma ¥
Weasiiny, atoruges’
Wall, partitions {100 sq. ft.) (with ladder) ¥ Y
Ceilings (100 sq, B} with seaffold) ki ¥
Bascboards, sills {100 Lin (1) Y kil
Cilass partitions (100 sg. f£.) {with fadder) Y Y
Tile (100 sq. o) {withouol ladder) Me i
Wash door (2 sides and frames) Y Y
Mincellaris oleaiing, querages’
Venailian hlinds, washtinse, cach k3 T X
Light fixtures, damp wips:
Incandescent, each Y ¥
Incandescent inclised, cach ¥ k4
Fluvrescent, cach Y Y
Radiacors, with heaters Ma W i 1)
Ajr Canditioning grills oL MG .
Vaeuuming carpots, 1000 8. w w !
Walls, partitions, woodwark: '
1Tand, wash-rinse, average, 1000 sq. £l kil Y !
Bpol clean n i
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Tadle T — Frequency (fulde For Custodial Services — Contiraed

Ttem and cleautng wpweralions

Furnituee, clean, wax, palish
Stairways, SWERD OF MOp
Forolraricss, sWeep o mop

Hand TIrne, clean, each

Aghtrays, emply, elean, rach
Waslebuskols, emply, pach

Trash removal

Classroom Blackboards, 100 s, [L.
Carpel shampoaing, 1000 2q. £L.

d. Enter the number of fixtures, square feet
of walls, partitions, and floors cleaned
opposite each building area listed in the
appropriate columns under toilet and fixture
cleaning.

e. Enter the number or areain square feet of
each item cleaned in the appropriate columns
under glass and miscellaneous cleaning.

f. Using the frequency guidesin table 1, and
unit times in TB 420-10, enter the
frequencies and manhour requirements for
each cleaning operation to be performed.
Manhour requirements should be either al
on amonthly basis, or al on an annual basis
for each anadysis.

g. Enter thetotal manhours for each type of
cleaning operation at the bottom line of each
column, and the totals for each building in
the right hand column. The grand totals
across the bottom line, and of the right hand
column should be equal. These totals
indicate  productive manhours using
Engineering Performance Standards.

h. Enter total productive manhours under
Manhour and Personnel Requirements at top
of form initem No. 1. Figure 2 isa sample
andyssof DA Form 5104 and is an example
only. Items 2 and 3 will be filled out
according to TB 420-2 and TB 420-10.

2.1.5 Preparation and Scheduling. * The next
important step is to prepare floor or crew
schedules. The schedule should show areas to
be cleaned, waxed, and polished each day of
the month. Such schedules must be flexible, of
course, to meet changing needs and specia
requests. Applicable "Service Work
Performance Standards’ for custodial services
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will be used to determine  manpower
requirements for individual jobs and for total
adjustmentsin consderation of non-productive
time. Use DA Form 5104 to complete total
manpower requirements. Since 87 percent of
the custodia budget is expended for labor, any
reduction in custodia services can only be
established by reduction of frequency cycles or
improvement in production rates. Proper
scheduling should result in increased coverage
and achieve noticeable savings in labor costs.
Remember that each floor covering, hard and
soft, is different and custodians must know
floor limitations to apply the correct cleaning
procedures. Under a properly established
custodia services program, each man will be
able to see the results of his own work.

2.1.6 Flexible Two-Part System. Workload,
staffing, evauation, and accomplishment,
based on actual requirements, presents an ideal
flexible method for a custodial program. This
method indicates what can be done



Located in Back of Manud



locdly when an on-site and thorough review
of thefactsismade. Reasonable frequencies
and levels of sarvices are put into effect, area
by area, and floor by floor, and then evalu-
ated. The sdient feature of the system devel-
oped is atwo-part plan of personnel utiliza-
tion for: (1) mandatory or daily routine
services, and (2) variable or flexible services
that can be changed in frequency. For ex-
ample, while waxing might be a monthly as-
signment in a given area, a day or even a
week dippage will not hurt. By using this
system, one group of employees has
continual assigned duties and the second
group has variable duties. Thus when
unexpected absences occur a second group
employee can step into the first group and
carry on the firm routine schedules. In fact,

the second group functions as an
augmentation or cushion group of
employees. This system is efficient and
should be considered.

Section 2 — SUPPLIES AND EQUIPMENT

2.2.1 General. Custodia supplies consist of
materials used in performing custodia serv-
ices, except tools and equipment. Purpose of
this section isto describe these supplies, their
function, and usage. Supplies and equipment
most commonly used are listed in table 2.
Principal cleaning and stain removal agents
are described in the following paragraphs of
this section. Their use and the use and care
of equipment are discussed in chapter 2 and
chapter 3 of this manual.

Tabln 2—Suppies and Byaipment Comurenly Uaed

Ttem Specification Faderal Steck No.
Acgid, Muriatic 1 1k O-A 86 83102229350
Aleohol, Denatlived O-E-%a) (TR-1L) GE10- 205178
Ammonia, Dilnted Snlation, Househuld qr Boltle D—A—451 ! BR1-E687-24T6
Belt, Salrty KHK-B-151 = 4240752 716
Broor, Upright, 32 1b per dnz H-B-51 76202524278
Rroom, Push, 187 H-EB-2T1 TH20-Z46-REM
Broms, Puozh, 247 H-B-271 TE20 - 248409
Brush, Floor Sweeping 18%, 10044 Ilorschair H-B-&51 TAL024 22407
Bruzhk, Floor Swesping 247, 1004 Horpehair H-G-¢#1 TH20 235-2443
Eruch, Floor Sweeping 307, 1005 Horsehair H-B-6&1 TL2)-Z0E-226R
Brozh, Floor, Sweeping Sidewallk 24 H-B-00646 L0208 2360
Brush, Serub, Macd A" H-R-M&41 TH20-240.T174
Brash, Scrub, 10* for Handle HE-B 521 THRO-240-TIVL
Brush, Thusting, Beneh H-F—E} TORO-178-8K314
Brush, Duating, Radiator, Harsehair H-B-130 ! TOR0-2335737
Frush, trusting, Hadiator, Tampice Fiber H-E--150 ! THE-2E66E11
Brush, Banitary (Ilorsehair) H-B-481 I TOR(-141-5450
Brush, Sanitary (Tampice Fiber) H-F_ 481 TOHR-240-TLTE
Cahbinet, Btorage, Steel AA-CS1 T126—641--54.3G
Clesning Compound, Toilel Bowl P Oa47 TwAN-660-9481
Cleaner, ¥acuum, Household, Tank Type Wo—d421 TH10-254 4365
Cleaner, Vaeum, Industrial w0431 TOL10-122-HA62
Cleaning Compound syn detergent, non abragive I—D-BE0 To80. 5541952
Cloth, Palishing (Ol Treated) DDD-C-411 TIZ0-206-3170
Cloth, Polishity [ Untreated) DD D-C—411 TR0 5540104
Chgrnis, Leather, Sheenskin, 147 x 217 KE-C-300 BIA0-207-2454
Compound, Swesping F-5-Ma83 TEA -S4 5—DBE0
Detergont, Sanitizer, concentrate P-D-00235 79809554304
Tetergent, Sanitizer, sper eohcenttate I-D-001038 TIZ-PTE-Z104
Dretergent, Painted Surface, Al Parposc, Liquid
{Alzy for Floor Cleaner}
b gal, 10%: Active P-D-220 78306343441
65 gal, 0% Activae P22 9306340442
5 gal, 204 Active P-D-220 TRB-58T-1207
60 gel, 205 Aective P-D-220 TOA0-E2Y-1270




Tabls 2-—Supplics ond Eguipment Commonty Leed Lontinued

Hem Specifoaiton Fadwem! Stock No.
Finigh, Rasin Emclgion POD-EM-22 T980-732-387h
Glyearin, USP 1 1h Bottle BE0E—163-B2EH
dlyeol, Polyethylene BEI0-245.-0260
Gloves, Gauntlet, Wark B415£34—4667
Glovey, Rubber GHA-A23 Ed16 024 4BERE
to 34156844648
Gloves, Short, Work 24166345021
Handle, Wood, Acme, Threaded End 72" Brush Broom MN-H-104 9202030828
Handle, Wet Mop, 607, Strew Type NN-H-L01 TS20-205-137T0
Handle, Dus Mop, T2 NN-H-1d TH20-£43-T100
Knife, Putty, 14" GOG-K-481 61202221636
Ladder, Btep, Wood, Safety Type, & LLL-B-Tif 5440531 8118
Ladder, Step Bucket Zhelf, B ft Aluminum RE-8-00720 pdd0-B14—24BT
Ladder, Safety, Fiber rlass, 12 ft Ed40-081-BEGT
Ladder, Safety, Fiber Glass, 8 ft oo40-0581-BBEE
Mackine, Wall Washing MIL-M-2400
Mschine, 3crubbing 26 Twin Brush F.B5. W-(-6%6
Rucket, 14 gt, Galy RE-P-0030 Te40-884-0487
Disinfectant, Germicidal gnd Fungleidal D408 GB40-E30-T109
Mophead, Dusting, Cotton T-M-5eT 7920-245-8389
Map Rucket, 28 gt RR-R-200 TEE0-205- 0479
Mop-Treating Compound, Dmst, Liguid P-D-800 GHA0 G64-H536
Mop Wringer, Squeeze Trpa RE-W-6T70 TEZ0-205 (404
Mop Truck, Two-Tank, 28 gal Capacity per Tank,
2 in DMameter Wringer Rolls
Mop, Dupting, Cotton, 17", Sirelght T-M-5&1 o) M5 1082
Mop, Dusting, Cotton, 277, Streight T-M-567 TE20-1T1-114%
Mop, Cellulose, Sponge, Yurn, 34 o= V-B-&B-12 TH20—634-0203
Mop, Cellulose, Sponge, Yarm, 12 ox V-B-58-12 TER0 340202
Mophead, Wet, Coiton, 1% b T-M-E&1 TOM0-141-5500
Mophead, JMusting, Cottan GHA-40T 79202051092
Mop Trestment Compound P-D-H0db E50-£64 05286
FPad Steel Wool Floer Polighing 0)-—F-0066 TE1D-5L0-525E0
to BREG
Pollsh, Metal, pint P-P-556 TOR0-268-7187
Poligh, Furntture, qmart P-P-G63 Ta80-208-T121
Puolizher, Floor, Electric, 117, Disk Type W-M_4i5 TR10-E34-TO85
Polisher, Floor, Bleetrin, 157, DHsk Type W-M—dé TO10-3T75- 2428
TH10-AT5-2428
To10-267-L580
79168835528
T9L0-281-3880
T8 -O5GT
T910-5398-0108
Palizher, Fiowr, Electrie, 18¥, Disk Type TPLO-224 TORS
Cograe 15" Q0-F-870 TH10-364-T248
Medium 15 To10-285-4GR12
Flne 16" T10-224 TR
TO10-224-TREZ
Polisher-Scrubber, Vacuum, Ploor Electric 00-F_(HIGRC To10-53T-848
Sealer, Terrazza (5 gel Can) B110-G08- 5718
Sealex, Terrazso (6E ga] Drum) 81105085720
Seouring Dowder, 1h Can P-8-%11 TRE0—205-0442
Scrubbing Machice, Floor Electrie, Power battery 00 S-N2EE 910 B1EE4RT
o 2490
Soap, Taitet, Liguid, Gailen P-B-424 BE20-228 068
Hoap, Toilet, Paote, 10 b, Can P-3-824 H620-534 2784
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Toble 8—Supplies and Hguipment Commonly Uped—Continued

Ttem Bpecification Foderal Stock No
Yoap, Toiet, Powdered Form, 53 P-S-BE6 #520-228-0985
Bponge, Celluloae, 5-13/16" x 6 Laminated L-5-00884% T920-384-1115
Bponge, Natural =831 79202578751
Bauecgee 127, Window 75655 TO20-5TT-4745
Srueeges 187, Ploor, with Handla 2T B-8555 TR 2872571
Sodlum Hydrosuliite, 1 1b ABLO-28A-8(21
Hodinm Citrate, X 1b. Bottle 8505-153-8199
&tee) Wool, Grade 0, 1 1h FF- 5 T40 E350-24244086
Etoel BWool, Grade 1, 11k FF-E-T40 Babi-242 4404
Zeel Wool, Grade 2,1 1% PR3- T4 BER0242 4400
Ateel Wool, Grade 3, 11k FF-E-T40 BEGU—242 4403
Towels, Paper Tr-T-5981 BE40-282-TITH
Toflat Tissue UU—P-E&G BH40-H30-2TTO
Trigsdinm Phoaphete, 1 1h 0-SHB42 65102001338
Track, 2 Wheel, Hand, General Utillty Type BO20-222 1024
Tenek, Platform, ITand, Non-Tilt, Type Wood, 607 Long 3o3-329-4288
Wax Applicator - A 00600 T520-533-8714
Wax, Applicator Pad H-A-D0RO0) TOEO-5R2H2T
Wax, Fleor, Water Emulsion (12% Solids}, & Gal P-W-168 THI0-274 8252
Wax, Floor, Water Emulsion (12% Solids) 66 Gal P-W-1a5 78804746253
Wax, Floor, Water Emnulsion {16% Solida) 1 Gal bB_wW_155 TISN-206—28T0
Wax, Floor, Weter Emulaion (16% Soliday, 6 Gal T-W-155 79301415885
Wax, Floor, Water Emulsicn {18% Solids), 65 Gal W15 TOR0-N15-2871
Wax Remover and Cleaner, Regular Concentration, P-E-201 TRR—AE4-TOES
Add 8 Parts Water, B Gal
Wax Bemover and Cleaner, Regualar Coscentration, P-L-2n TORO—G6L ~TOSE
Add & Parta Water, 68 Gal
Wayx Remover und Cieanor, High Concentration, & Gal P-R-201 FHR0—G04 -TOED
Flaor Pinish, Wefer Emulaion, 5 gal P—F—00430 THAD-F64-THER
Wringer & Bucket, Maop BH-M-10T7E Ta20-b527T-2408
Glass {Cleanir, Ligaid P-G406 To30-Ha4H000
Pad, Blarl Wonl, Grade D
Fad, Atecl Weool, Grade 1
Fad, Bteel Wool, Grade 2
Pad, 8tecl Wool, Grade 3
Pad, Lambawoal Polighing
Pad, Synthetic, Fine, Polishing
Pad, Synthetic, Mediom, Scrobhing
FPad, Synthetic, Coarse, Stripping
Pads, Floor polishine machine, nonwreven nylon webhb, o0 P40 TI10-ABR—4247
for maint. cleaning of reatlient tile, ferrazza, Closz 78 T910-GE5GA65
marble, caramic and wooden foorn Te10-£EE 66T
Pads, floor, curled halr, extra thiek durahle, washable T310-885-BRTO
and reversibla TO10-9R5 G861
Tel0-085 6861
Pad, thick nvlon for rotary polisher—Coarse 157 e 02209917
Pad, thick aylen for rotary polisher—Medium 7 TH10-820-200d
Pad, thick avlen [or rotary polisher- Fine Tal0-E20-7084

Razehourd pad-hwlder for Aoor machine hrush
Wallwazher, presmure tank syster

Hponges & nylon weh hand pads

Window washer, tclaseopic
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2.2.2 Cleaning Agents. Cleaning agents com-
monly used in custodia services may be di-
vided into two general classes; those emulsi-
fying dirt with water, and those removing it
by abrasive action. Some cleaning agents
combine these actions.

2.2.2.1 Emulsifying Agents:

(1) Soaps—Congst of fatsor oils com-
bined with an dkdi of sodium, or potassium.
Strong soaps, such as yellow Gl, are made
from an dkali of sodium and fat and have an
excess of free alkali. Toilet and hand soaps
are usudly made with palm, coconut, or cot-
tonseed oils and akali of sodium or potas-
sium and have alow free alkali content.

(2) Ligquid Hand Soap—is similar to
toilet sogps but isin solution with water. The
soap content varies from 15 to 42 percent.

(3) Soap Substitutes:

(@) Detergents—Detergents have
largely replaced soaps for the various
cleaning processes in custodial services. The
standard detergent for these processes is
known as "All Purpose Synthetic Detergent
Cleaning Compound" meeting the require-
ments of Federal Specification No. P-D-
00223. The detergent comes in powder or
flakes, liquid and paste and contains no
abrasives or fatty acid soaps and is not irri-
tating to the skin. It is excellent for cleaning
painted surfaces, asphalt and rubber tile, and
sheet floor coverings.

(b) Trisodium Phosphate—is an
inexpengive, strong cleaning agent. It is espe-
cialy effective for removing grease and ail. It
should not be used for cleaning painted
surfaces, except for heavily soiled areas that
cannot be cleaned with detergents, and then
in only wesk solutions. Trisodium phosphate
should not be used on wood, linoleum,
asphalt or rubber tile, or oxychloride floors.

2.2.2.2. Scouring Powder. Scouring powder
is a combination of soap powder and abra-
sives, such as powdered quartz, feldspar,
marble, lava, or pumice. In order to prevent
serious scratching of surfaces, these abra-
sives should pass through a number 100
seve. Trisodium phosphate may be added to
improve the cleaning properties of the
powder. Abrasives aud trisodium phosphate
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should not be used on marble, terrazzo, as-
phalt tile, rubber tile, linoleum, wood floors,
painted surfaces, or as metal polish, and
should be used with care on ceramic and
quarry tile.

IMPORTANT: If cleaning is done regularly and
properly, there should be little need for use of scouring
powder.

2.2.2.3 Precautions in Use of Cleaning
Agents. Cleaning agents attack surfaces as
well as dirt or grime. When cleaning agents
are used, there is some damage to surfaces.
In order to clean and do as little damage as
possible, these rules should be followed:

(1) Never use washing solution stronger
than necessary. Directions for preparing
washing solutions are given in this manual.

(2) Apply washing solution only long
enough to loosen dirt.

(3) Rinse cleaned surfaces with clear
water.

(4) Do not spill washing solution on sur-
faces not to be cleaned. Particular care
should be taken not to splash cleaning agents
against calcimined or casein-painted walls,
because it is impossible to wipe without
spotting wall. In other cases, spilled solution
should be wiped up immediately with clean
cloth.

(5) Use steel wool, scouring powders,
and abrasives only when absolutely neces-
sary. When used, care should be taken to
prevent damage to surface cleaned.

2.2.2.4 Sain Removers:

(1) Stain removers can clean in three
ways, by dissolving substance causing stain,
by acting as bleaching agent, or by absorbing
substance causing stain. Most stains can be
removed by methods recommended in Table

3.

(2) In some instances, water causes
stains on washbowls, urinals, and toilet
bowls. Daily cleaning with al-purpose syn-
thetic detergent solution will remove these
dans. If fixtures are badly stained, use soap-
grit cake and damp cloth. If thisfails, mix a
weak solution of sodium bisulfate (toilet
bow! cleaner) and apply with cloth attached
to a stick. Leave solution on stain long
enough to remove it. Wash with all-purpose



synthetic detergent solution thoroughly.
Repeated use of toilet bowl cleaner will
remove glaze from porcelain and porcelain
enameled fixtures, making them impossible
to clean satisfactorily. Do not use muriatic,
oxdic, or hypochlorous acid to remove stains
on porcelan. They destroy surface glaze very
quickly.

2.2.25 Abrasive Cleaners. Abrasve
cleaners contain sharp grit particles which
vary in 9ze and hardness. Soap-grit cake and
scouring powders aso contain these abra-
sves. Particles should be fine enough to pass
through a number 100 sieve. Soap-grit cake
should not be used to polish meta. If
plumbing fixtures are properly cleaned daily,
there should be little need for use of abra-
Sives.

2.2.3 Polishing Agents:

2.2.3.1 Metal Polish. Meta polish is made
from fine abrasive and cleaner such as soap
or soap powder. Abrasive removes tarnished
surface of metal, soap helps carry it away.
See paragraphs 8.5.1.10 and 3.5.1.12 for di-
rections for polishing brass, copper, nickel,
and chromium fixtures.

2.2.3.2 Furniture Polish. Furniture polish
should remove dirt, leave a gloss or sheen,
and protect surfaces. It is applied manually
with a dampened cloth pad. Some polishes
consst only of light oil which provides gloss
as long as surfaces are wet. Others contain
waxes mixed with oil which brighten and
protect surfaces after oil evaporates. Polish
should not leave surfaces oily or sticky,
should not injure varnish or enamel, and dust
should not stick to it. Good polish may be
made by dissolving %2 pound of carnauba
wax in one gallon of turpentine at room tem-
perature.

2.2.4 Waxes and Finishes. Waxes may be
made of animal, vegetable, mineral, or
synthetic origin. Best known vegetable wax
is carnauba. It is the hardest and most
durable of waxes. Usualy, al good wax
products contain some carnauba. Waxes are
waterproof, and may be dissolved in acohal,
turpentine, or mineral spirits. Good floor

wax has a high melting point, is hard, and
takes high polish. Table 6 shows wax
recommended for use on various floor
surfaces.

2.2.4.1. Mineral Spirit and Paste Wax.
These waxes, because of the fire hazard in-
volved, are to be used only on approval by
the engineer of the installation.

2.2.4.2 Water Emulsion Wax:

(1) General. Water emulsion wax con-
gstsof carnauba wax, resin, and emulsifying
materialsin 12 percent and 16 percent con-
centrations. Drops of wax are held in suspen-
sion. Ammoniais sometimes added to make
emulson more water-proof after drying.
After application, water evaporates, leaving
wax in tiny drops which have a sheen or
gloss. For this reason, water emulsion wax
does not need buffing to look well. However,
buffing makes wax stick better, wear better
and makes it more waterproof. Specification
P-W-155 governs the specifications for water
emulsion wax.

(2) Precautions in Handling Water
Emulson Wax. Water emulsion wax is a del-
icate solution. Adding water, freezing, or
using adirty mop or container breaks down
its properties. It is important, therefore, to
prevent wax from freezing, and to use clean
mops and containers. Water emulsion wax
should be stored in other than galvanized
containers to prevent the development of an
acid which eventualy causes spoilage.
Unused wax shal not be poured back into its
regular container, but be disposed of by an
approved means.

2.2.4.3 Bar Wax. General. Bar wax is a
mixture of pure carnauba wax and nondlip
resins. It is cast in bars and contains no sol-
vents.

2.2.4.4 Resin Emulsion Floor Finishes.
Thistype floor finish contains no wax and is
usudly composed, in whole or in part, of
acrylic, polyethylene, and polyvinyl resinsin
emulsion with water. The finishes have not
been developed sufficiently to replace water
emulson wax for general use. However, the
finishes usually require no buffing and are
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dip-resistant. For these reasons they are
particularly suitable for use where buffers are
not available, in congested areas where the
use of buffers is difficult, and where dip
resistance isimportant, such as on ramps.

2.2.5 Floor Oil.

2.25.1 General. Onetype of floor oil con-
gstsof linseed oil and turpentine, or mineral
spirits. When applied to floor it penetrates,
and dries to a fairly hard, non-oily surface.
Another type, paraffin-base floor oil, pene-
trates wood, but does not harden. This leaves
floor dippery until oil iswashed off or worn
away. While floor oils serve to control dust,
they also present disadvantages. Oils darken
wood floors, and soften fibers of many
woods, thereby reducing wearing quality.
When oiled floors are mopped, detergent
emulgfies the oil and quickly removes the oil
from the wood.

2.2.5.2 Use of Floor Oil. Floor oil should
be used only when floors are in such
condition that they cannot be seded
satisfactorily and dust control is important.
Floor oils present afire hazard, and must be
used carefully. Oils must not be used where
afire hazard isinherent in the work which is
doneinthe area.

2.2.6 Disinfectants. Dignfectants are designed
to kill germs and may consist of phenol (car-
bolic acid), pine ail, cresol, creosote, iodo, or
cresylic acid. They kill germs by coming in
contact with them and must be applied di-
rectly. If floors are kept clean, toilet rooms at
satisfactory standard of cleanliness, and
waste disposed of properly, germs have small
chance of breeding.

CAUTION. DISNFECTANTS ARE POI-
SONS

2.2.7 Deodorants. Deodorants are used to
eliminate disagreeable odors. When the use

of deodorantsis necessary, it is an indication
the area is not properly cleaned and ven-
tilated. Deodorants are unpleasant to many
people. Odor-masking devices will not be
used. They are not a substitute for thorough
cleanliness of the fixtures.

2.2.8 Sanitizer. Chemicas used to sanitize
should be approved by Natick Laboratories,
Nava Civil Engineering Laboratories or the
Office of The Surgeon General. Approved
items are listed in the Federad Supply Ca
talog. The Federal Supply Catalog should be
consulted first when procuring sanitizers and
every attempt should be made to use the
items listed. At the present time there is no
universd sanitizer which is effective under all
conditions. Local conditions such as water
hardness or acidity will change the effective-
ness of most items. Area surgeons should be
consulted when the effectiveness of a sani-
tizer isin doubt and especialy when local
conditions require the use of locally procured
items. The surgeon is available to assist in
the evaluation of the effectiveness of sani-
tizersunder local conditions and to make re-
commendations regarding the equipment,
chemicals, and procedures which are ap-
propriate.

2.2.9 Storage of Custodial Supplies. Custodia
supplies for replenishing items are kept in a
centraly located area under direct control of
supervisor. Supplies are stored in ventilated,
conveniently located closets or cabinets
issued to workers. Cabinets should be avail-
able at all times for inspection to insure that
supplies are stored safely and do not present
a fire hazard. Particular caution should be
exercised to insure that soiled rags, mops,
etc. are stored safely; either in the open air
outside of buildings or in fireproof, closed
containers in well-ventilated locations. Only
one day’'s supply of flammable cleaning
materials should be kept on hand in the
working area.
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Chapter 3

CUSTODIAL SERVICE METHODS

Section 1— FLOOR CLEANING

3.1.1 Introduction. With the upgrading of
present day floor coverings, the old type
wood floors have in the majority of instances
been replaced with reslient smooth
surface flooring materials such as asphalt tile,
vinyl asbestos, vinyl, rubber tile, linoleum,
linotile and cork. Care of these floors is
generdly the key to an overall economica
custodia program. With the installation of
these floor coverings, the development of
gynthetic and concentrated cleaning
materias, and with labor costs taking the
greater part of the custodia budget, the
proper training and motivation of the
custodia worker is the key to lower cost for
custodia services. It is essential that the
worker be trained in the modern methods
and equipped with supplies and modern tools
necessary to accomplish hisjob. Thereis no
one miracle finish or even perfect type finish.
There are a number of variables that will
affect the floor finish such as: low humidity
will cause a finish to powder or to become
dippery, yellowing tendencies of some
finishes may be objectionable on light floors
yet give excellent results on others.

3.1.2 Floor Cleaning. Floors are cleaned to
maintain sanitary conditions and to protect
them from damage. Methods suggested in
this manual result from practical experience
and research.

3.1.2.1 Sweeping. Dirt can be removed
with a vacuum cleaner, by sweeping with a
brush or broom, or by the use of a dry or
treated sweeping mop of the proper design.
Degree of sweeping efficiency has both a
direct and indirect bearing on the cost of
cleaning, such as:

(1) Overall appearance of floors.

(2) Standard of dust control

throughout the building.

(3) Custodiad funds expended for
sweeping operations.

(4) Custodiad funds expended for
floor finishing.

(5) Custodiad funds expended for
other custodial operations.

(6) Thorough remova of foreign
particles from floor surfaces minimizes wear.

3.1.2.2 Sweeping Tools. Sweeping tools
used on various kinds of floor coverings are
shown in Table 4. The best approach to
efficient sweeping is to determine the type of
sweeping equipment best suited to each floor
area considering the degree of obstruction,
type of floor surface, and whether the floor is
sealed or not sedled. In offices and other
areas containing equipment, a smaller size
sweeping tool can cover the area with
greater efficiency in maneuvering. Power
sweeping large areas can cut floor sweeping
time up to 90 per cent.

The average coverage per hour for a walk-
ing-type sweeper is about 20,000 square feet
with a sweeping swath of 39 inches. A small
riding-type with a 40 inch swath will cover
about 30,000 square feet per hour. A 36 inch
to 48 inch broom or sweeping mop should be
used for corridors or open areas to minimize
the number of passes. A V-type sweeping
mop which can be adjusted in width from 6
to 57 inches serves both purposes. Neither
bristle brushes nor sweeping mop are used to
pick up heavy dirt or mud. Corn brooms are
used for this purpose. Dirt gathered by brush,
broom or V-type sweeping mop is picked up
in a dustpan and emptied into a dust
container. Dirt and dust from straight
sweeping mops is shaken directly into the
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dust container. Detailed instructions for han-
dling and use of sweeping tools are given in
another chapter.

3.1.2.3 Frequency of Sweeping. The
sweeping frequency may vary for different
floor areas depending upon the nature of
work of the building occupants, amount of
floor traffic, dust and dirt exposure, standard
of cleanliness, local weather conditions,
nature of soil, condition of grassed areas
around buildings, and adequacy of sidewalks.
Table 1 provides a guide for frequency of
sweeping under average conditions.

3.1.2.4 Snveeping Sandards. A properly
swept floor should not have dust streaks,
marks, dirt in corners, behind radiators or
doors, or under furniture. Furniture and
other equipment moved during sweeping
should be replaced (see glossary for "mov-
able furniture"). Baseboards, equipment and

furniture should not be disfigured by
sweeping mop or broom. The room should
appear orderly and well attended.

3.1.3.1 Mopping. Mopping removes dirt
which sticks to the floor surface and cannot
be removed by sweeping or by dry cleaning.
Water and detergent loosen and suspend the
dirt so that it may be removed. The mop is
used to spread the washing solution and rinse
water, to rub sticky dirt loose from the floor,
and to pick up the washing solution and rinse
water. Thiswashing action of both soaps and
detergents is performed in three steps.

(1) Wetting the soil and the surface
of the object being washed.

(2) Removing the soil from the
surface.
(3) Keeping the soil in solution and

suspension. Water has a property known as
“surface tension,” which makes it act as

Fable §—i—Sweaping Tools {Tged on Diffevent Kinde of Flogr

Tool to b ttaed
Kind of foor surface Bristle [ Fiber Corn Sweeping mop
floar floar ‘broam —
brush biruzh Treatad* |Untreated | Powared
equipment

Rough, wopainted, ur upsesle] open-grained XX X

wood foor
Bmeoth, uapalntad, or uhsealed wood Qoo X XX
B8mouth, =ealed, ovr painted wood foor -aol

wared X xx
Zmooth, sealed, and wared wood Aoor X XX XX XX
Linoleum—waxed XX XX XX
Asphalt tile—not waxed X XX XX Xx
Aaphalt tile—waxed X XX XX XX
Vinyl—not wazed X XX XX XX
Vinyl—wazxed X XX Xx XX
Terrazzo XX ix
Momie tile XX XX XX
Quarry tile XX XX XX
Hubber tile X XX X XX
Rubber tile—waxed X Xx XX XX
Reugh eonerace XX X
Smewith  coocrebe- —not  treated to clirainate

dust i X XX
Smouth, trealed, ur painted coocrets X X XX xiXx Xx
Oxychluoride cement X ix XX

Aadg? XX ragne that the gnol I to be weed i cqoipment i avaitohl= X mesns thot che tool in ta ba nged oply |f tool macked XX (e oot svailable

Wherd ooty wra chotload with the seme iyarbol, either may be ueesd

*L'pa g liguid emubson wop-teeating compound. Da oot use ko ol emulsion nor oo oil base.
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though it is covered with athin eastic film.
This "surface tension” prevents water from
getting in, under and around the small parti-
cles of dirt on the surface to be cleaned. By
adding soap or detergent to water, this ten-
sion is decreased so that it will break upon
contact with the particles. This permits the
solution to get in and around the dirt and
loosen it so that it may be picked up with a
damp mop. Extensive damage can be done to
floors by using excessive water and strong
cleaning agents. Damage can be minimized
by strict adherence to the following rules:

(a) Use water sparingly, only enough
to do the job.

(b) Never use a mopping solution
stronger than necessary to remove dirt.
Many jobs can be done with clear water.

(c) Use only clear water on conduc-
tive floors.

(d) Allow solution to loosen dirt,
then remove. Flooding of floor must be
avoided at all times.

(e) Mop, rinse, and dry one small
area of floor at atime. This reduces the time
that the solution remains on the floor.

(f) Change water frequently. Dirty
water will not wash clean. This applies both
to wash and rinse water.

(9) Do not splash baseboards, furni-
ture, and other equipment with mop water. If
legs of furniture become dark from mop
water or wax, clean them with a soft cloth
and a solution of warm water and neutral
detergent. Rinse with clear water and dry
with acloth.

(h) Do not alow water to seep under
furniture, baseboards, or equipment. Apply
masking tape around bottom of cabinets to
prevent solution from seeping underneath
and eventudly causing rust stains to the floor
surface.

(i) Difficult places, such as corners or
behind radiators, should be mopped by hand.
This can be accomplished by grasping a por-
tion of the mop in your hand and using it as
a scrubbing cloth.

() All mopped floors shall present a
clean appearance free from streaks, smears,
or dirt residue.

(k) Light spot cleaning with a damp
mop and clean water may be required period-
icdly in limited areas.

3.1.3.2 Frequency of Damp Mopping.
Frequency of damp mopping will depend
upon weather conditions, amount of traffic,
and type of floor surface. Rough or porous
floors need mopping more often than
smooth, sealed floors. Table 1 provides
guidance for frequency of damp mopping and
other cleaning operations under average
conditions.

3.1.3.3 Mopping Methods and Solutions.
Table 5 describes the solution and method
used for mopping floors and floor coverings.
Details are given in paragraphs 6.2.13
through 6.2.19.5. Instructions for damp
mopping conductive floors are given in para-
graph 3.1.7.10 and 6.2.38.

3.1.4 Scrubbing. Floors should be scrubbed
only when they cannot be cleaned satisfacto-
rily by mopping. Scrubbing is performed with
adisk type or automatic floor machine using
a bassine fiber brush or synthetic scrubbing
pad. The genera rules for mopping apply.
Scouring powder should be avoided.
However, if it must be used, sprinkle powder
lightly on floor before scrubbing. When using
solutions stronger than al-purpose synthetic
detergent solution, wear rubber gloves to
protect the hands. Water or scrubbing solu-
tion should not remain on floor longer than
absolutely necessary. Wood floors should be
scrubbed with the grain.

IMPORTANT: Floor scrubbing should be kept to an
absolute minimum. If floors are properly maintained,
they seldom need scrubbing.

3.1.5 Dry Cleaning. Floors should be dry-
cleaned where possible rather than mopped.
One method of dry cleaning is performed by
use of a disk-type machine equipped with a
number one steel wool pad and vacuum at-
tachment. If the floor has been sealed and is
in good condition use steel wool to clean it

3.1.5.1 Disk-Type Machine. A small disk-
type machine with a steel wool pad or a syn-
thetic cleaning pad may be used to dry-clean
floorsin small congested aress.
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Tuble s—Mopping Solutions
L)
Kind of floar Mopping Wot mop Damip mop Hinse Hemarke
surfaee molution gerubhing
npainted, 10 1 eup of | Only i very [ Preferred, Yea. Sveid alkalies: GI eoaps or strong

Uu?aearfe?i %eynthecijz dirty, vr Use ag litthe Chahge aolutions of trlscdium p_hrm]:lhate

wood. deterpent dirt haz eet, WatET 49 waler emulrily cils and guma in wood.
in 1 galof poszible. aften, Wator acltens fibers eausiug rapld
wualer. | wear, Remove water immediately.

Sealed wood or |34 10 25 eup  Only if very  Preferrad. Yea, " While paint and segls arc noo at-
printed wood, of aynthetie | dirty or Tae us liltle Change tacked by water, they are by utllsa-
NoT Waxed. deterpent dirt has waker ax water I GI spap, anpd 2]l atrong clesning

in ) galof act. poeaible, often. polotioms, Rinse corefully ard re-
water, move waber immedialely.

Wazed wood, Clear water Only to re- Yes. 1lze as Dia not u=e a0ap 0T &1Y Olher‘cleaning
likoloum, and small THOVE WA little water agent egcept to remove dirt. Mop
wuphalt tile, amount of aa poasiblc, only if Hoor cannol be dry cleanad.

vinyl. synthatls
detargabt
only. . )

Unwaxed linoe | Cleat water. | Never Jet Yea, Usaus Thesa floer crverings Hre m\parvIuPs
leumn, asphalt i very water atand | 1iftle water ' to moat dirk, anld elear watsr will
tile, rubber, dirly, we an thew a5 posaible, | rufaYe emhma c-.:r.e?pt griuss
mastiphve, sll-purposs Aoora. gnd =zome fttams. alkalt :'}I angp
¥inyl, aynthetio Water in emulsifize hinseed oll [n ].Inﬂlefunll.

detergent Boarns Strong  trizodium  pbosphate is
aclytion. laosana Auor enrally destructive.
ooverings,

Unwaxed Clear water.  [Onmly i vory | Preferred. Wea Atrong acids or alkslies a.ttaclt]-\' tioors
oxychloride If very dirty. - hange Change and rauss delerdoration. Mild adjds
ceracht dirty, use Chunge water witar &nd alkalies sear thern,

all-purpose solution often. oftun,

synthetic often.,

deterpent

solulion, )

Terrazaz, A-purposs Ouly it very | Prefetred, Yex, Alkuli GI avaps and strong solutioks
magaie tile, synthetiz dirty. Change Change of trisndium  phosphate  sifuck
aquarry tile, ! detergent Changa water water murkle, alate, tc!ra:uu, and tlzm
flagetone, auhation, aolutlon often, often. like, and csume pitting and rapid
zlate, markle, ofton., WEAF,
unprinted
omerate.

Painted Same as for  |Owly If very | Freferred. Yea See remarka on paitited woud foors,
conerete. painted dirty.

wood,

Instructions for operating this machine are
found in paragraphs 6.2.20.1 and 6.2.24.
Figure 3 shows machine in operation.

3.1.5.2 Frequency of Dry-Cleaning. Prop-
erly seded and waxed floors and waxed resil-
ient floor covering may be dry-cleaned be-
tween rewaxing in lieu of periodic damp
mopping and buffing. Steel wool pads will
not be used on rigid floors such as terrazzo,
marble, concrete, oxychioride cement, etc.
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3.1.6 Waxing. Table 6 indicates waxes and
finishes recommended for different types of
floors.

3.1.6.1 Water Emulsion Wax. This wax
may be applied with alambswool applicator
or an ordinary mop. If alambswool appli-
cator is used, pour the wax into a shallow
pan. Wax should be ¥z inch deep in pan.
(An empty five-galon wax drum cut to a
height of three inches makes a good pan for



Figure 3. 20" Floor Polisher.

this purpose.) Dip applicator in wax and
wipe surplus off on sde of pan. Apply athin,
even coat to an area about 6 X 6 feet, first
one way, and then cross-wise. Once wax
startsto dry, do not touch it with applicator.
If mop is used, wash mop to make certain no
cleaning solution remains. If possible a spe-
cid mop should be kept for waxing opera-
tions only. Soap or detergent destroys the
waterproof qualities of wax. After washing,
wet the mop in clear water and wring it dry
as possible. Pour just enough wax to do the
jobin aclean mop pail. Wet mop in wax and
wring out excess. Apply athin, even coat to
floor. Do not rub with mop after applying.

Complete ingtructions are given in paragraph
6.2.23. For longer durability and high gloss,
apply one coat of wax, buff, then add a
second coat of wax and buff again. After the
waxing operation is completed, the left over
wax should be disposed of and not be re-
turned to the container.

(1) Buffing. Wax should be thoroughly
dry before buffing. Drying time depends on
amount of air circulation and the tempera-
ture. If the dry cleaning method is not used,
use a disk-type buffing machine (paragraph
6.2.20) with tampico brush or with a fine
synthetic polishing pad. A lambswool pad
can be placed under the brush of the disk-
type machine to remove brush marks.

(2) Important Points on Use and
Maintenance of Wax Floors.

(8 To prevent buildup of successive
layers, wax should not be applied closer than
6 inches adjacent to walls, partitions, or fix-
tures, except for the first coat. A buffing ma-
chine will spread sufficient wax to these lit-
tle-used traffic aress.

(b) Waxed floors should be vacuumed
or swept with a sweeping mop or brush
broom as often as necessary to keep the
floors reasonably free from dust or abrasives.

(c) Dry clean periodicaly with disk-
type floor machine with fine steel wool pad

Table s—Waz and Floor Finizh Data

Kind of wax fo we
Spivit Wirter ﬁ:'ea-in o
Kind av foor or fony covering Wou Emulsion Waxr | Emufaton Finisk
Wood {not sesled or varnished) Yes Mever N'Tever
Woad (well sealed or varnizhed) Yex Yen ?&v&r
Linolaum HNo gca Y::
Aaphalt tile No TEB Yoo
Muaptijuye Yes en :
Ruhbber Ko Yoz Bl
Cotk Yea Yen Yeq
¥ingl Yes Yes Ee&
Cavehloride (not nealed] No ges Y:z
Oxcyehlotide (sealed) He Y:: Tes
¥inyl Ashestos Yeou S
Conduociive Agors Naver Never Bver )
: Ha Never Water-Emulaion

TerraIlo e

{Ben Tabla £}

23



to remove heavy soil and traffic marks. In
lieu of the dry cleaning machine, damp mop
with clear water, and buff.

(d) Wax heavy traffic areas as often
as necessary to protect floors.

(e) When waxed floors cannot be
maintained satisfactorily al wax should be
removed by mopping with wax remover
solution followed by plain water mop-rinse,
and rewaxing.

(f) Built-up wax may require scrub-
bing with steel wool. The wax removers are
formulated for use primarily on asphalt,
rubber, linoleum, vinyl, vinyl asbestos and
mastipave floor coverings and should not
damage these floors if properly used. In the
absence of prepared wax remover, ammonia
in solution with synthetic detergent and
water may be used. However, take care to
use only enough ammoniato remove the wax
effectively.

(3 Waxing Standards. A properly
waxed floor should have athin, even coating.
Floor should be clean and bright in corners
and under furniture as well asin other areas.
Wax should be huffed to a uniform sheen,
leaving no heavy brush marks.

(4) Black Marks or Rubber Burns may
be Removed by Sphot Cleaning. An effective
way to accomplish thisisto affix a piece of
synthetic scrubbing pad between the mop
head and handle clamp so that approximately
Six to eight inches are on ether side. Dip
mop in asolution of water emulsion wax and
water and spot scrub marks and buff, figs. 4
and 5.

(5) Spray Cleaning. Spray maintenance
is not a complete floor treatment. It is an
interim process to make the regular finish last
longer, look better and reduce labor costs. It
is adapted for all types of floors, but more so
for the reslient types than others. It is
needed most where traffic is heaviest. Con-
sequently, the refinishing of the entire floor
each time anew application is made is unnec-
essary, and the logical system isto reapply a
finishing coat only when it is needed. In most
cases, refinishing the floor twice a year,
should suffice, provided the proper interim
methods are observed. This not only means
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Figure 5. Attaching Abrasive Pad to Heel of
Damp Mop.

a considerable saving in time and materid,
but eiminates the great inconvenience of the
more frequent messy job and the taking of
the floor out of use. While the spray method
may be used with cleaning solution aone,
serving as a limited scrubbing operation for
not too dirty floors, usng a minimum of
water; the chief and more popular function is
the smultaneous cleaning and finishing oper-
ation. The spraying devices vary, some are
attached to the machine handle and supply
the liquid automaticaly, some are attached to
the machine proper while another is held in
the hand. However, the principle function is
to spray a misty coating on the floor just



Figure 6. Spray Cleaning.

ahead of the floor machine, under which an
absorbent pad, either sted wool, synthetic, or
non-woven nylon pads, draws the dirty coat-
ing up into its body while it leaves enough
finish materia on the floor to respond to the
buffing as the machine proceeds, fig. 6. Com-
pletely integrated systems, which make the
sprayer and floor machine a single unit,
enable the operator to maintain heavily traf-
ficked areas in less time than the usual con-
ventional method and involves only haf as
many steps. Because less water and harsh
cleaners are used, the floors last longer. By
the spray application the refinished spaces
blend in with the rest of the floor. The advan-
tage of the spray method over the conven-
tional method is the elimination of mops,
buckets, vacuum cleaner, and machine scrub-
bing. A dirty floor may be safely cleaned and
polished by the spray method. The floor is
safe to walk upon soon after the floor ma-
chine has passed on. Both the self-polishing
water emulsion waxes and the polymer resin

finishes are usually adapted to the spray
method. The nature of the spray itself isim-
portant, since a coarse spray may result in
smal puddles of the solution on the floor.
When a cleaner adone is used, this would
probably be no disadvantage, but when the
solution contains wax or polymer emulsion,
the puddles are more difficult to get spread
out on the floor before they dry. When a
poly-resin finished floor becomes dull or
marred, often clear water sprayed in afine
mist ahead of the floor machine will restore
the gloss. Spray only where the traffic wears
the base finish or where scuffs and marks
appear. Hospitals can add disinfectants to the
regular spray cleaning solution to reduce
bacteria count. As much as one cup of disin-
fectant may be added to a gallon of spray
solution.

(6) Hand Spray Bottle Technique. The
use of the hand spray bottle, which can be
eadly carried in the custodian's pocket, is an
efficient method for applying a 50 per cent
mild liquid detergent solution on a soiled
area. After the spray is applied, wipe it off
immediately with a clean soft cloth or a nylon
web pad. This method prevents dripping and
running. Moist sponge or water is not
required to clean up after application of the
spray solution. This technique is a direct
follow-up of spray cleaning method used on
resilient tile flooring.

3.1.7 Types of Floors and Treatment:
3.1.7.1 Wood Floors:

(1) Effect of Strong Soap and Water.
The most common floor woods are maple,
oak, pine, and fir. Maple and oak are hard-
woods and are more resistant to water and
wear. Because there is no apparent difference
between hard and soft layers of maple
flooring, it is called a close grained wood.
Oak, pine, and fir grain consist of alternate
layers of quite hard and soft fibers. These are
called open-grained woods. Open-grained
woods are likely to splinter if the soft, pulpy
part of the grain is eaten away by thelyein
strong soap. This leaves the hard grain
without support, which causes splinters and
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Tuble 7—Waxed Flosr Mointenanoe Guide

FProblent

Couga

Bemady

Inpdequate Glegs

Tacky or Sticky
Finigh

Exceasive Black
Matking

Syrelling of
Rauthber Tile

Sticking of Chaire
and other ohjects

Pebbling of Cork
Tile

Warping of Backling
of Vinyl Aaphalt or
other Resilient

Tilat

loosening of
Ceramic Tllea

Cracking, Spalling
or Staining of
Tarrezzo Floors
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Floor Lnish too thin

Floor not properly ceansd
andfor #need

- Poreus Floots

Too much Polish

Polizh applied over im-
properly rineasd floor

Uze of Improper Poligh

Inadequete amount of
flour polish

Poar Quality Finish

Use of solvent type
cleanera oF strolg scaps

Too long a drving tirme,
especially under humid
conditisng

Faoiizh ton heavy
Beftening of the floor

Exoesaive molsture
and/or heat

Water deterpent seepafge
hetween Ules, which
damagres adheaive and
lonsene tilea

Alkaline detergenta attack
grouk hetween tiles

Deposit of soap film which
attacks grouting

Alkglies seep into porea
and attack cement, Acide
dissclve merble

Rust atains canzed by
steel wool uaed for clean-
ing end buffing markle

Apply two thin coata evenly. Wait 72 honry if third
coat fa needed.

Use wax stripper, rinae thorsughly, Two applications
may be reguired for heavily eeiled floors.

Thoraughly wax strip, apply coating to fil pores, and
apply wax or palymeria finish; avold frequent atripping,

Allow each thinly applied eost to dry hefore subsequent
LoBts.

Rinsa with clean water and wring out mop in zeparate
buglket of waler. Change rinse water fregmantly.
Mever yse solvent Waxea en resilient floors. Read &-
roetiona s to which floor polish may be usard.

Build-up cnough coate for a protective coating. Buff
oftarn.

Tze hetter quality materials.

Clean swollen floot with heutral detergent; burnish with
#00 steel wool pad and tet dry for seversl days. Ap-
ply a hrse ecating to peal nores amd then apply a
polymerie finigh. Do not uso solvent waxes or RLrODE
ponps o Tubber tile

Ise finishes with a short drying fime.

: Btrip ke floor and atart agsin with thin coats, allowing
drying lime Between coals,

Clean and astrip the floor, Let Hocr harden for several
daye, then apply Acer finiph.

Avold use of eork flooring where there iz excesgive
maigture or hest. Do aotb ure alkaline cleamers or sol-
vents oh cark, use nevtral detergents. Do not vse oily
dust mops or eweepiby compounda; vae only wux-base
dust mop treatmeut Ef condition 1s gevere, contact
cork mannfaciurer.

[lze wet vaeuwm to pick-up eleaning sclutions and rinee
water, o7 ¢lean und cinse in emall areas, removing all
water bofore moving on to next erea. Once Hles are
warpad they shoold Le replaced.

time neuntral delergents, Replace grouting and damaged
tilod.

Do not nse zpap products to clean ceramic sile. Ulse
neutral detergonts,

Use synthetics, never alkalies to clean torrazze, Clean-
up avids immncdiately {even frait Juice or soft drinka)
with neutral detergent or clear water.

I3 not vge gteel wool on terrezeo, claan with cotton or
rayon mop. Serub wih fine oylon pad. Seal with ter-
Tazzo Bealer.



Tabls T—Wared Filoor Maintensnee Guide Continned

Problem

Ciuea

Eeamwteady

Dipeoloration of
¥inyl Flopra from
Rubber Runners or
Desk Frat

Yowdering

Thitening

Washed-out
Appearange

Color Bleeding

Lalor Fading

Btreaked
Appearanca

Yellowed Film

Vinyl Teacts with anti-
oxidantk in the rubber

Polymaeric finighes used

Over WEX

Folish ton hard and hrittle

Use of foo ebrasive pad
or toa coarsa gtael weol

Une of hot cleaners, acl-
ventp, or harsh alkaliey

Usze of dust mopa trestad
with ocil-hase agantd

Too frequent cleaning

Harsh cleaners

Abragive materials

Eolvent elesnera or
palighers

Harsh alkaline cleanerg or
ahraaive matarlala

Direet sunlight
Btrong cleanars

Taon little polfsl during
application

Cae of dirty mops

Poor rinalng

Poor quality floor finlsh
Palich too Lhick

Heeesgively heavy coals
of polish

Too frequent epplicetion
of polish, shdfar {nfre-
quent stripping

Tge of 5 lgor finigh
having a wellow cast

Abrade with cosrse nzlon pad or atesl woel, Clesn
thoroughly, apply ome or two coats of polymerie Anish,
to efford resiatance to rithber stalning.

Strip Bear, apply bage esat, then cna or fwo coafs of
poelimeric finish.

' Znleet another brand that is durable and nct hrittle.

Mae #ne grade nylen pad for buffing, or B polishing
Yrush if wax costing hes shawn evidense of abrading.

Tlae neutrsl cleanera in warm watar. Avoid alkslies or
aolventa on resilient flooring.

Strip the floor, bernish with 00 steel wool ot fine nylon
pids. Apply foor finieh mnd uee only wax-base mop
tres tmemt.

Beview cleaning schedules.

e neatrnl detergents.

. Use finert grade of cloaning pads, Powders ara not
. rocotnmended on reafllent foors.

 Mever uae solvent producta on resllient floorz. Tlee
" neutral eleanurs and water-emlelon finighes.

i Eleoding is the transfer of eolor from the flaoring te tha
| aleaning solution which represemts an uttack on the
! fuoring. Da not usa.

! Use curtaina, sereens, lodvers, or tinted glaga.
| Tse neutral detergents,

Follow munufartores's instroetlons

Wush mopheads after waxing, Disesrd old, worn, or
stained mops.

Immediately pick-up water with a wel vaculum, or U3 &
donble rinse wmoppitg culfit and change ringe water
ofben,

Use & bether quality brand,

Apply wach voat wvenly ang thinly. It 1s easler to add
thin roats than te get tid of too thiclk & ome.

Apply in thin, anifortn coats.

Wax less often, or strip more often. Schednles shonld
ba followed.

. Select & clear, edlorlesa polymeric finish.

Resoating antire floor every Do not wax the mon-trafficked areas as offen.

tima floar je elanned
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rough flooring. While the lye in soap acts on
wood, water causes wood to swell. When
water isfirst applied to awood fiber, the in-
dividua boards bulge upward in the center.
This happens because the top of the board
has swelled. Repeated mopping or scrubbing
causes the wood to become saturated. When
damp wood is drying, the top surface dries
firgt, contracting and pulling the edges of the
board upward, which causes them to wear
rapidly and to break easily. Warping opens
the grooves between boards, which allows
collection of water and dirt. Dirt holds water,
which causes rotting of boards and rusting of
nails. Continued expension and contraction
cause the rusted nails to break, resulting in
loose boards. Water seeping through the
spaces between boards soaks the subfloor
and joints, causing further damage.

(2) Recommended Treatment for Wood
Floors. Wood floors, when new and in good
condition, should be sealed with a pene-
trating seal (Federal Specification TT-S
176d), and waxed with spirit type liquid or
paste wax (paragraph 3.1.6). When floors are
not badly splintered, the dry-cleaning method
should be used. Floors should be swept with
ahair brush or sweeping mop. If mopping or
scrubbing is necessary, use a mop dampened
in all-purpose synthetic detergent solution.
(table 5.) Leave the water on the floor only
long enough to clean it.

3.1.7.2 Linoleum. Linoleum generally con-
sists of ground cork, wood flour, and
oxidized linseed oil. These are thoroughly
mixed and pressed into a sheet against a
backing of burlap or felt. The linseed oil
binds the particles into a waterproof
substance. The felt paper acts as a cushion
and protects the linoleum from irregularities
in the floor.

(1) Effect of Water and Strong Deter -
gentsthat are Highly Alkaline on Linoleum.
Application of too much water or strong de-
tergent solution will destroy linoleum. Water
seeps between the seams of linoleum strips
or under the edges, taking dirt and soap with
it. This loosens the binding cement and
allows linoleum to curl. Traffic over loose
and curled areas will cause cracks in
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linoleum. Trisodium phosphate emulsifies the
linseed ail in the linoleum and causes a grainy
and lifdess appearance. Cork particles break
loose be cause the linseed oil binder has been
removed.

(2) Recommended Treatment of Li-
noleum. At the factory, linoleum is usually
given athin coating of lacquer, followed by
a light waxing. This seals the surface and
prevents dirt from being embedded. The wax
aso provides surface protection. As lacquer
and wax wear off quickly, constant rewaxing
IS necessary to keep the surface sedled. If the
floor is not waxed by the dry-cleaning
method water emulsion wax should be used.
For application of water emulsion wax, see
paragraph 6.2.23. When linoleum is mopped,
use clear water unless the surface is very
dirty or wax isto beremoved. If wax isto be
removed, use alukewarm solution of wax re-
mover. Never use a soap or cleaning agent
containing lye. Do not allow water to seep
under the edges or between seams.

3.1.7.3 Asphalt Tile. Asphalt tile consists
of asphatum, asbestos fibers, and the re-
mainder of lime rock, wood flour, and
colored pigments. Asphatum binds the
materials together. Asphdlt tile is usually
cemeted directly to concrete floor or to afelt
and sheet hardboard underlayment over
wood subflooring.

(1) Effect of Srong Soap, Solvents, and
Water on Asphalt Tile. Asphalt tile reacts
very much in the same manner as linoleum to
strong soaps, water and solvents. Soap con-
taining lye forms an emulson with as-
phaltum, causing the colors to bleed or run.
Solvents and oils dilute asphaltum and soften
tiles. For this reason, sweeping compounds
of an oily nature should not be used on as-
phalt tile. Water seepage between seams or
under edges of tiles loosens the cement and
causes the edges to break or crumble under
traffic.

(20 Recommended Treatment of As-
phalt Tile. Clean floor by mopping lightly
with a damp mop and all-purpose synthetic
detergent solution. Water emulsion wax must
be used in all cases as a base coating. It is
buffed with a disk-type machine. Daily



maintenance consists of sweeping with adry
or atreated sweeping mop. At regular inter-
vals, between waxings, tile should be dry-
cleaned by using number "0" steel wool or
equa synthetic fiber disc and wax applicator.
Sticky dirt in this operation is removed by
damp mopping with warm water containing
asmal amount of water emulsion wax. This
removes soilage and leaves a light, protec-
tive, wax coating.

3.1.7.4 Rubber Tile. Rubber tile is made of
natural or synthetic rubber, pigments for
color, and aggregates to give body. Water
and dirt do not penetrate it Rubber tile re-
turns to shape after being under stress.
Strong soaps, oils, or solvents damage it.
Water seepage between or under edges will
loosen tiles or strips. Unlessit iswell waxed,
rubber tile tends to form a powdery surface.

(1) Recommended Treatment for
Rubber Tile. Maintain rubber tile floors in
the same manner as asphdt tile floors.
Rubber hed marks can be removed by rub-
bing with number "0" steel wool and/or
washing with all purpose synthetic detergent
solution and/or spray cleaning.

3.1.7.5 Terrazzo. Because of its durability,
architectural attractiveness and ease of
maintenance, it is used today in unlimited
designs and colors for floors, stairs, side-
walks, pools and other applications. While no
modern flooring material requires less
attention, even terrazzo should have proper
care. Such care makes the difference betwen
abeautiful floor or just another wearing sur-
face.

(1) Composition. Marble and cement, in
atwo-to-one ratio, constitute the basic ingre-
dients of terrazzo. During installation, more
marble is sprinkled on top of the mixture so
that marble comprises at least 80 per cent of
the finished surface. Since marble is prac-
tically non-porous, it absorbs few, if any,
staining substances and does not require pro-
tective surface coating. However, the matrix
or portland cement binder is porous and
therefore susceptible to stain. A virtualy
stainproof floor requires the use of newer,
non-porous synthetic cements.

(2) Maintenance. Waxes will tempo-

rarily protect the porous binder, but such
coatings wear off readily and tend to make
the surface dippery. Also, a waxed surface
holds dirt and requires frequent stripping,
adding to cleaning chores.
For best results, protect the flooring inter-
nally rather than superficially. Penetrating
sealers, which are absorbed by the cement,
sed the pores and this greatly reduces the
absorbent quality of the binder.

(@) Some cleaning materials can
damage terrazzo quarry and ceramic tile
floors. Use neutral liquid cleaners. They
should have a PH range of 7 thru 10 and be
free of any dkali, acid or other chemical that
may ruin the floor. The National Terrazzo
and Mosaic Association cautions that soaps
and scrubbing powders containing water sol-
ubles, inorganic sats or crystallizing salts
should never be used to clean terrazzo.

(b) The volume of traffic normally
determines the frequency of cleaning. Apply
cleaners as instructed by the manufacturer’s
directions. Wet mop the solutions onto the
floor and allow the prescribed period for
grime-dissolving action to take place. Then
squeegee, wet vacuum, or mop up the dirty
solution from the floor.

() Besureto keep the floors wet at
al times during the cleaning operation. This
prevents the dissolved soil from drying on
the floor and acting as an abrasive. Also,
when rinse-mopping a cleaning solution,
keep the rinse water, mops and pails clean to
assure complete remova and to avoid any
mop lines. The normal dailly wet mopping
does not remove al dirt. Thus periodic
cleaning with an electric scrubbing machine
and asolution of neutral cleaner becomes an
important part of the cleaning program.

(d) If youuseamop dressing in daily
sweeping, be sure it is non-oily. Besides
being a fire hazard, oily sweeping
compounds generally attract and hold small
particles of sand. These are difficult to sweep
and abrade the surface. Qils, in any form, can
penetrate the surface and will permanently
discolor terrazzo floors.
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(e) No flooring material, not even
terrazzo under constant use, remains free
from gains. Fruit, chewing gum, carbonated
beverages, tobacco and a myriad of other
items constantly attack heavily used floors.
Since stains become more difficult to remove
when dry try to remove them as quickly as
possible. If possible don’'t treat stains until
they are identified. Only as a last resort
should removers be used on unknown stains.
Stain removers fal into one of three generd
classifications; solvent, absorbent or bleach.
Solvents dissolve greases, oils, colloids and
similar materials. Absorbents such as chalk,
talcum powder, blotting paper or cotton
absorb most wet-staining substances.
Common household chemicals such as
chlorox, ammonia, hydrogen, peroxide,
acetic acid and lemon juice can actualy
discolor, or stain, the floor.

The following list of remedies covers most
stains:
1. Water will remove most water-

base stains.

2. Alcohol will remove most
alcohol stains.

3. An dkali will neutralize most
acid stains.

4. An acid will neutralize most
akai stains.

5. Use soap for most of the
grease stains.

6. Useacold or cool remover on
stains that contain albumen (milk or blood).
Heat cooks the albumen and sets the stain on
the floor’ s surface.

7. When using chemicals to
remove stains, follow directions carefully.
For example, if a procedure specifies
treatment with a solvent prior to cleaning,
don't reverse the procedure. If reversed, the
alkali in the soap would set the stain and
make remova virtually impossible. Should
you encounter heavy or intense staining,
obtain professional service from a reliable
terrazzo contractor to avoid damaging the
surface.

(f) Findly, when purchasing janito-
rial supplies, don’t consider only how far or
how many square feet the product will cover,
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but more important, evaluate how long and
how well it will serve you. The more expen-
sive product may be the most economical in
the long run.

3.1.7.6 Marble. Marble floors are subject
to staining by oils, iodine, mercurochrome,
blood, and rust. Strong soaps and cleaners
open pores and tend to make floors more
water absorbent. Wax makes them dlippery.

(1) Recommended treatment of marble
floors. Maintain in the same manner as ter-
razzo floors. Stain remova data may be
found in Table 3.

3.1.7.7 Concrete Floors:

(1) Cleaning. A new concrete floor
should be allowed to age at least 21 days
before applying a seding and hardening
compound. The floor should be thoroughly
cleaned by sweeping or vacuuming and using
afloor scrubbing machine with awire bursh.
After scrubbing, the solution is removed with
amop or with a scrubbing machine equipped
with a sgeegee and vacuum. The floor should
then be thoroughly rinsed with clear water.
Remove rinse water with a mop or floor
scrubbing machine.

(2) Hardening. Apply a concrete hard-
ener and etcher according to manufacturers
instructions. Thisis normaly applied with a
gorinkling can to get even distribution. Keep
the surface wet for about 30 minutes and
during this time scrub with a floor machine
equipped with a scrub brush. Flush with
plenty of clear water and pick up residue
with vacuum cleaner equipped with a
sgueegee or pick up with amop. Allow floor
to dry thoroughly, preferably 24 hours.

(3) Sealing. Floor sedling should be
accomplished dtrictly in accordance with
manufacturer's instructions. The method
may vary depending upon whether the floor
is subject to spillage of materials containing
solvents.

(4 Waxing. After sedl isthoroughly
dry, apply athin coat of water-emulsion floor
wax. The wax should be applied with a
lambswool applicator or suitable mop. Do
not apply thefirst coat nearer than six inches
to the wall. Apply a second thin coat to the



entire floor area. When wax is dry, buff with
a polishing brush after each application.
3.1.7.8 Vinyl:

(1) General. Vinyl flooring is a
resilient, plastic material and has a high
tensle strength. 1t isimpervious to tracked-in
dirt, is not affected by mild acids or alkalies,
and is extremely resistant to grease and oils.
It has an exceptionadly tough wearing
surface. It ressts traffic marks and scratches,
and even pointed heels fail to penetrate the
sur-face. It is cemented to the floor in the
same manner as asphalt tile or linoleum. In
the treatment of stains on vinyl flooringitis
essentia to identify the type of vinyl before
the treatment of stain removal. If thetileis,
infact, vinyl asbestos, it would be harmful to
use harsh akaline cleaners or scouring pow-
ders, as these cause the tile to lose its plate
finish and become porous, alowing stainsto
penetrate. Pure vinyl will not readily lose its
plate finish, so the stains are not likely to
penetrate to the same extent. Persistent
gtaining indicates that the surface has become
porous and isretaining dirt, or that there has
been spillage of some bleaching or corrosive
agent onto an unprotected surface. If the
stain penetrates the entire thickness of the
tileit may be impossible to remove. Sanding
or abrasives damage the surface, making the
floors more porous and retentive of dirt and
dampness, and while sanding with a disc
sander would not be practicable because only
the high spots would be removed from so
flexible afloor covering.

(2) Recommended Treatment of stain
removal on Vinyl Flooring. A possible treat-
ment for bad staining would be to clean thor-
oughly with a deep tone powder cleaner, the
entire area being treated and severa applica
tions being made to the stained portion if
necessary. For additional information on re-
moval of stains on vinyl flooring see Stain
Removal Guide Table 3.

(3 Recommended Treatment of
Vinyl Flooring. After thorough rinsing and
drying, apply one or two coats of semi-
permanent seal and top dressing of semi-
buffable emulsion polish which should be
well buffed. A damp-mopping and daily

sweeping routine should keep the floor in
good condition. Floors may be mopped if
necessary. Allow detergent and water on
floors only long enough to clean. Seepage
between tiles or under edges causes the
cement to lose its holding power. This type
of floor covering requires waxing to protect
the surface from grit. Occasional damp
mopping and buffing is required, with most
of the cleaning done by dry sweeping mop.
3.1.7.9. Oxychloride Cement:

(1) General. This cement contains
chemica compound of magnesium and
magnesium oxide to which are added various
aggregates such as asbestos, silex, sawdust,
marble flour, marble chips, or sand,
depending on the type of surface desired. It
IS resistant to grease and oils. Strong acids
will dissolve it, while weak acids will scar it.

(2) Recommended Treatment of Oxy-
chloride-Cement  Floors.  Oxychloride
cement floors should be treated with a
penetrating seal. Floors are then given alight
coating of water emulsion wax and buffed.
The dry-cleaning method of waxing and
polishing may be used. Sweep with a dry
sweeping mop or hair brush. Floors may be
mopped or scrubbed with warm, all-purpose
gynthetic detergent solution. Under no
circumstances should caustics, lye, Gl soaps,
or trisodium phosphate be used in cleaning as
they deteriorate surfaces and cause colorsto
fade. Oxychloride cement should not be
subjected to continuous scrubbing, even with
clear water. Stain removal data is found in
table 3.

3.1.7.10 Treatment of Conductive Floors
and Floor Covering. Conductive floors are
usudly found in hospital operating rooms
where explosive anesthetic gases are admin-
istered. The flooring, aside from serving as a
finishing material, aso grounds static elec-
tricity. In this way, it prevents electrica
sparks and the explosion of gases. Use of
water on these floors lowers or destroys the
ability to ground electricity. Use of soap or
detergent has the same effect. If mopping is
required, a dightly damp mop using clean
water only should be used. Water should not
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be allowed to stand on floors. A dry brush,
broom, or untreated sweeping mop should be
used for sweeping. For sweeping instruc-
tions, follow applicable portions of para-
graphs 6.2.3 through 6.2.12. Instructions for
damp mopping of conductive floors are
found in paragraph 6.2.38.
3.1.7.11 Miscellaneous Floor Coverings:

manner as linoleum.

(2) Mastipave. Treat in the same
manner as asphalt tile.

(3) Ceramic or Quarry Tile. Treat in
the same manner as terrazzo.
3.1.8 Rug Cleaning:
(1) Rugsand carpets are designed to
withstand an average amount of punishment,
however the average is determined to alarge
extent to the day-to-day care it receives.
Routine use of carpet sweeper or vacuum
sweeper and immediate attention to spots
and gtainsis required to adequately maintain
the rugs and carpets. The amount and fre-
quency of cleaning is determined by the
color, texture, design, amount and type of
traffic it receives. Vacuum sweepers are de-
signed with a straight suction, and strong
suction with revolving agitator brush. The
straight suction removes the surface dirt, and
the revolving agitator brush with strong

Figure 7. Industrial Type Vacuum Cleaner.
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suction is very effective for the removal of
imbedded dirt. The brush type sweeper, with
revolving brushes, takes up only surface dirt,
and does not get at imbedded soil, and is
most helpful in brushing up matted pile.

(2) Routine cleaning of rugs and carpets
should be accomplished as required with a
vacuum cleaner.

(3) The other two methods used in rug
cleaning are the dry and wet method, fig. 7.

(@ Thedry method is accomplished
by the use of powder-type cleaners (solvent
saturated or detergent saturated sawdust).
Therug or carpet is first thoroughly cleaned
with the vacuum cleaner. Then sprinkle the
dry powder liberaly over the area to be
cleaned and brush it into the rug or carpet,
then vacuum thoroughly. Although this
method is not as effective as the wet method,
it removes greasy dirt better. The additional
advantage is the fact that no drying period is
necessary. The wet method is best suited for
carpets and rugs of man-made fibers, and this
procedure requires certain precautions.
Avoid the use of soap, anmonia, washing
soda or strong household cleaners. It is
essentid for best results, that spots and stains
be removed before they have a chance to dry
or "set." There are several Carpet Stain
Remover sets on the market that will remove
amost every common stain such as ink,
coffee, ail, grease, shoe polish, colas, wine,
liquor, grass, etc. These kits are a helpful
tool in carpet maintenance. Before at-
tempting removal, it is essentia the spot or
stain has been correctly identified. If the spot
or stain cannot be identified the following
procedure may be followed:

1. Remove excess material with
ablunt insgrument; remove liquids with clean
white absorbent material.

2. Apply a detergent-vinegar-
water solution made with one teaspoon of
neutral detergent to one teaspoon of acetic
acid mixed with one quart of warm water.
Blot with clean, white cloth gently from
soiled edge to center.

3. Dry the rug or carpet and
brush pile gently to restore original texture.
With any type of cleaning or stain removal



avoid getting rug or carpet too wet. Dry as
quickly as possible. Direct air blast from a
fan or vacuum attachment is helpful. Spots
and stains of unknown origin that do not
respond to treatment should be referred to a
professional rug cleaner.
(b) Wet cleaning method. Cleaning
or on-location shampooing of rug or carpets.
1. Cleaning or on-location sham-
pooing of rugs or carpets to remove heavily
imbedded dirt is a specidized process and re-
quires thoroughly trained workmen. If such
personnel are not available, excellent results
can be obtained in a plant equipped to do
such cleaning. On-location shampooing will
not remove al dirt and soil. The average rug
or carpet will require cleaning or shampooing
approximately once each year for best
appearance. After four to five years of on-lo-
cation shampoos, a wall-to-wall carpet or
rug should be taken up, thoroughly beaten to
remove imbedded dirt, reinstalled and sham-
pooed as indicated below; or cleaned in the
plant of and by aqualified commercia estab-
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lishment. The cost of on-location
shampooing or in-plant cleaning by
commercia establishments is approximately
the same.

2. If on-location shampooing must
be accomplished by custodial personnel in
lieu of commercid in-plant cleaning or on-lo-
cation contract shampooing, the following
procedures should be used:

a. Notedirection of the pile-lay
on wool rugs or carpets.

b. Brush against pile-lay with a
stiff deck brush to loosen soil and open pile
tufts in preparation for shampooing.

¢. Vacuum to thoroughly remove
soil loosened by preparatory brushing.

d. Spot for ink, oil and other
stains.

e. Use concentrated detergent,
especialy manufactured for rug shampooing.
Mix with water in accordance with manufac-
turer's recommendations. Six quarts of the
solution will cover gpproximately 100 square
feet of rug area. Use disk type floor machine
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START MACHINE iN UPPER LEFT-HAMD
CORMER.  S3ET MACHINE 5C HALF OF
ERUSH EXTEMDS OVER EDGE OF RUG
FOR FIRST TRIP, MOVE maCHIME TO
RIGHT AGAINST MAP. 0N EACH SUC-
CEEDING TRIF TQ RIGHT, QVERLAP
PREVIQOUS RIGHT-TO-LEFT TRIP OWNE
HALF WIDTFH OF BRUSH.

OPERATOR FACEE
THIS DIRECTION

RETURM MACHINE FROM RIGHT TO
LEFT $O HALF OF BRUSH OVERLAPS
PREVIOUS LEFT-TO-RIGHT TRIF. MOVE
TG LEET WITH MAF.

Figure B. Rug Shampaoing Diagren,
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equipped with solution tank and nylon bristle
brush. Operate machine in a circular motion
in an area three to four feet square, using
broad overlapping strokes, and feeding only
enough solution to work into the rug pile,
fig. 8. Avoid wetting the rug backing. Repeat
this process until the entire rug is cleaned.
Corners, stairs and areas under fixed
equipment, etc. may be shampooed with a
hand brush. Particular care must be taken to
use only enough solution to clean carpets or
rugs. Excess moisture may cause shrinkage
or foster the growth of fungi such as
mildrew.

f. Useindustrid vacuum cleaner
to pick up as much of the suds and dirt in
solution as possible.

g. Cotton pile rugs, because of
their tendency to flatten, should be sham-
pooed, followed by deck brushing to erect
the matted pile and shampooed again to
effectively clean all sides of the pile tufts.

h. After the entire rug is sham-
pooed and vacuumed, erect the pile tufts by
brushing with the pile-lay, as noted in 3.a
above, with a clean deck brush. The work-
man'’s shoes should be clean to avoid soiling
the cleaned rug.

i. If necessary to remove fluff
and lint disodged by the post-shampoo
brushing, use vacuum cleaner in one
direction only.

J. Place duminum disks under
al legs of furniture and other equipment until
the rug is dry to avoid staining from rust or
dye. Stiff heavy neutrd color or white paper-
board is also useful for this purpose.

k. Allow rug to dry thoroughly
before using. Drying may be speeded by
opening windows or using fans.

I. A properly cleaned rug should
be free of streaks, stains and spots and
should have a bright uniform color.

3.1.9 Snow and Ice Removal. Snow and ice
removal isgradually becoming aless tedious
and back breaking job with the devel opment
of new equipment and chemicals. Icy side-
walks and entrance ways are not only a
maintenance problem, but also a severe
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safety hazard. Ice, snow, and slush on side-
walks and entrance ways contribute to in-
creased maintenance problems with interior
floors, finishes and floor coverings within the
building. These maintenance and safety fac-
tors dictate that the prompt removal of ice,
snow and slush be accomplished as soon as
possible on al waks and entrance ways.
When thistask is assigned to custodial per-
sonnel, snow and ice should be removed by
them from steps, landings, and entrance walk
from sidewalk to buildings. When practical,
this work should be done prior to arrival of
personnel, before noon hour, and before
termination of work. The problem of ice
remova will sometimes require the use of
chemicals. The addition of various types of
ice removers adds further to the interior
maintenance problem. The use of sand and
cinders present an abrasive problem: the
chemicals present corrosive, toxic and dele-
terious effects on all types of flooring espe-
cidly carpeting. There isthe problem of de-
ciding which type of ice melter to use: rock
salt, calcium chloride or the prepared mel-
ters. Abrasives used depends on availability

Figure 9a. Before—Use of Entrance Mat.



Figure 9b. After—Use of Entrance Mat.

and comparative cost. Rock sdlt is the cheap-
est and probably one of the best for use on
steps and sidewalks. Calcium chloride costs
about twice as much asrock salt and is very
difficult to store unless it is kept under mois-
ture-proof conditions. Calcium chlorideis ef-
fective a much lower temperatures than rock
sdt and ismuch faster in reacting to ice than
rock sdt. In the use of chemicals, aside from
the cogt, thereis also the problem of possible
damage to the interior floors and floor
coverings. Theidea remover is one that will
not track into the building and damage floor
finishes and covering, and will aso not have
any deteriorative effect on the grassed areas.
The important thing to remember about all
these melting chemicals is to instruct the
employees to wear gloves, and keep away
from the skin and eyes. If irritation of the
skin or eyes develops, the employee should
immediately flush the affected parts with
large amounts of clean water and then report
to the first aid facility for treatment. Floor
mats should be placed in foyers and
entrances to remove snow and dirt from
shoes. Mats and surfaces underneath should
be cleaned at least daily and more frequently

if necessary to prevent tracking of snow and
dirt into buildings, fig. 9a and 9b.

3.1.10 Washing Walls and Woodwork:

(1) General. Proper washing of walls and
woodwork reduces painting frequency. Walls
may be washed many times and till remainin
excdlent condition. If there is doubt whether
walls may be washed successfully, test a
small areathat isnot likely to be noticed.

(2) Washing Walls by Hand:

(@) General. Wherever possible, itis
recommended that wall washing be per-
formed by two men properly trained to do
the work.

(b) Equipment. In smal rooms,
workmen should use safety-type ladders to
wash ceilings and high areas. In large areas,
more progress can be made if planks 12 to
16 feet long are placed on safety scaffolds.
Panks should be placed at the most efficient
working height. Before use, scaffolds and
planks should be examined for safety.
Workers should use caution in handling
planks and scaffolds to avoid damage to
walls or fixtures.

(c) Cleaning materials. Cleaning
materials consist of the following:

1. All-purpose synthetic detergent.

2. A large sponge or clean cloth for
washing, another for rinang, and a soft, clean
cloth for drying.

3. 14-quart buckets for washing so-
lution and rinse water.

(d) Wall Washing Procedure. Test
solution on walls to be cleaned. Use a
solution only as strong as necessary. Change
cleaning solution and rinse water frequently.
Do not use trisodium phosphate or akali
soaps on painted surfaces. Work should
proceed from corner to corner without
stopping to eliminate formation of lap marks
caused by the drying of dirt and washing
solution. Lower half of wall should be
washed first to prevent streaking which
results when dirty water runs down. Use
straight, up and down strokes for speed and
a more even effect Full detaills of wall
washing procedure are found in paragraphs
6.2.2510 6.2.27 incl.
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(3) Washing Walls with machine. Only
trained personnel should use awall washing
machine. The use of this machine greatly in-
creases production. Proceed in the same
manner as washing by hand. Full details are
contained in paragraph 6.2.25 Wall Washing
—Hand Method, and paragraph 6.2.27 Wall
Washing—Machine Method. Figure 10
shows wall washing machine in operation.

(4) Wall Washing Standards. Streaks
and lap marks should not be left on the wall.
Corners, other areas difficult to reach, and
woodwork should be clean. The wall should
not be bleached from use of too strong a
washing solution. Water should not be per-
mitted to run on floor or fixtures. Pictures,
furniture, and other fixtures moved should be
replaced.

(5) Types of Wall Materials and Fin-
ishes:

(@ Unpainted Plaster Walls. Un-
painted plaster walls cannot be washed be-

Figure 10. Wall Washing Machine.
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cause they are porous. They may be dusted
with a soft bristle brush or vacuum cleaned
with a soft brush. Walls should not be dusted
in damp weather.

(b) Walls Painted with Water Paints.
Walls painted with kalsomine or whitewash
are porous and cannot be washed. Modern
types of water paints are usually washable.
Do not wash older varieties of water paint
unless surface is to be repainted. Although
walls painted with casein paint are water-
proof, cleaning with wallpaper cleanersisre-
commended.

(c¢) Oil Painted or Enameled Walls
These wdls may be washed with al-purpose
gynthetic detergent solution without damage.

(d) Glass, Vitreous-China and
Glazed Tile Walls. Walls of these types may
he washed with any neutra cleaning solution.
Strong cleaners may cause crumbling of
cement of mortar joints. Scouring powders
or abrasives should not be used.

(e) Marble, Granite, Onyx, and
Other Natural Stone Wainscoting. Wash
with synthetic detergent, rinse with clear
water, and dry with clean cloth. Never alow
an oily duster to touch these materials. Qil
stains marble and other light colored stone.

(f) Acoustically Treated Walls.
These wals may be washed by machine only
if extreme care is taken. A vacuum cleaner
should he used to remove dirt from holes
before washing. If cleaning solution enters
amdl holes, the surface may warp or buckle.
Walls should be cleaned by working asmall
areaa atime. Follow with rinsing and drying
towels as quickly as possible. If walls are to
be cleaned by hand, use a iff palmetto
brush. Start at or on ceiling and work down-
ward. Care should be taken to avoid scuffing,
which will create an uneven surface.

(g) Fiberboard Wall Material. Most
fiberboard walboards are porous and absorb
water. They cannot be washed unless
painted. Care must be taken in washing to
prevent water seeping into the seams which
will cause swelling and discoloration.

(h) Oil and Latex Base Painted
Gypsum Board. If surface is unscarred, walls
may he washed with al-purpose synthetic de-



tergent solution. If water is allowed to seep
between seams, discoloration will occur, and
if repeated, will cause deterioration.

3.1.11 Dusting. Dusting should be done with
a treated cloth or yarn duster. Dusting with
brush or feather duster is not recommended
as it only spreads more dust. Cloths should
be shaken into dustbox to remove loose dust
When soiled, they should be washed and
térezatze)d asdescribed in (paragraphs 6.2.1 and

3.1.11.1 High Dusting. High dusting in-
cludes areas over windows and doors, over-
head pipes, ceilings, and walls. High dusting
should be performed before floors are
cleaned and before low dusting is
undertaken. An industrial or domestic
vacuum cleaner, with long tube and soft
bristle brush, should he used to remove dirt
from walls, cellings, and over doors and
windows. If hand methods are used, heavy
dust accumulation over doors, windows,
moldings, and top of pipesis removed with a
counter brush by sweeping it into a dustpan.
Finish dusting these surfaces with a yarn
duster. Walls and ceilings may be brushed
with a clean floor brush. Ceiling should be
swept first. Clean walls by starting at ceiling,
sweeping downward in one stroke. A more
thorough but longer method is to cover
brush with clean cloth and wipe ceiling and
walls. Full details of high dusting procedure
are found in paragraph 6.2.28. Curtains and
draperies may be removed and cleaned, or
vacuumed in place, fig. 11.

3.1.11.2 Low Dusting. Low dusting in-
cludes al places easly reached when
gtanding on the floor or approximately 6 feet
high. 1t should be performed after floors have
been swept and dust has settled. Dust-cloth
should be moved Iig?htly over surface. Hard
rubbing may leave oily streaks. Do not alow
treated dustcloth to touch walls. It will leave
a dark spot which cannot be removed from
plastered, casein-painted, or kalsomined
walls. Custodia services personnel do not
dust typewriters, adding machines, and
smilar equipment. Paragraphs 6.2.29 and
6.2.30 give full details of dusting procedures.

3.1.11.3 Dusting Sandards. Surfaces
should not have dust on them. There should
be no oily streaks on surfaces or stains on

Figure 11. Automatic Battery Powered Floor and
Wall Dusting Machine.

walls from contact with oily dusters. There
should be no aily film left on glass in cabinets
or pictures. Dust should be removed, not
scattered around the room. Table 1, page 4,
gives a suggested schedule for dusting.

Section 2 — USE AND CARE OF EQUIPMENT

3.2.1 General. The purpose of this section is
to explain the operation of custodial services
equipment to enable personnel to use it ef-
fidently, and avoid abuses which necessitate
repairs and lead to eventual failure. Repair of
equipment is not normally accomplished by
custodial service personnel.

3.2.2 Equipment Needs. Equipment needs
vary from instalation to installation. They
must be determined in each case. Equipment
listed in Chart 2 will cover most conditions.
Further consideration should be given to
items needing frequent replacement. There
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should be sufficient supplies available at all
times to insure continuous, efficient,
custodial services. Labor costs are severa
times that of supplies and equipment. In the
interest of health, morale, and economy, the
importance of using the most suitable
supplies and equipment should not be
overlooked. All instalations should keep
current. on new developments and keep the
egui pment up-to-date.

3.2.3 Floor Maintenance Equipment. One of
the most important functions in the care of
floor maintenance equipment is the
lubrication of machines. A tag or stamped
plate showing type and frequency of
lubrication should be attached to each
machine.  Supervisor  should  keep
manufacturer's lubrication instructions for
each type of machine, and records showing
last date of lubrication. Frequency and
method of lubrication must meet the re-
quirements of these instructions. The Navy
requires that each machine be identified by a
tag or label which shows date of purchase,
cost, and instruction, which cautions the op-
erator to handle with care and provides
proper maintenance.

3.23.1 Battery Powered Scrubbing
Machine: Fig. 12. (1) General. Thisis a bat-
tery powered, motor driven, al purpose floor
maintenance machine. This machine meters
the scrubbing solution to the floor, scrubs
thoroughly, picks up dirty solution and dries

Figure 12. 30” Avutomatic Battery Powered
Scrubbing Machine.
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in one operation.

(2) Attachments—BY changing brushes
or pads, squeegee blade and inserting filter
bag in vacuum element, the machine can be
used for buffing operations and dry vacuum.
Other attachments include: hose assembly,
wand assembly, floor and wall tool assembly.

(3) Handling Machine. The following
rules should be adhered to in handling the
Battery Powered Scrubbing Machine:

(@) Sweep floor thoroughly before
scrubbing.

(b) Remove charger plug and close
battery cover.

(c) Be sure dirty water tank is
drained and clean. Check cleanout door and
drain valve and tighten if necessary for a
good seal. An open drain valve will cause
poor water pickup.

(d) Two forms of scrubbing are
commonly used; single and double scrubbing.

1. Single scrubbing operation is one
using the brushes and the squeegee pick-up
together leaving the floor dry in one cov-
erage, fig. 13.

2. Double scrubbing operation uses
only the brushes, leaving the solution on the
floor then returning for a single scrub using
brushes and squeegee pick-up. Do not alow
solution to dry before making second scrub.

(4) Useof Equipment and Accessories.

a) Lambswool Pad. A lambswool or
synthetic wool pad with elastic or draw

Figure 13. 30" Automatic Battery Powered Dry
Pickup Machine.



string cover that fits over brush block. The
lambswool pad is used to remove brush swirl
marks and where a high luster is desired.

(b) Steelwool Pad. Steelwool pads
come in various sizes and grades ranging
from fine to course. The fine pads No. 00 are
used for polishing and course pads No. 3 are
used for scrubbing or dry cleaning floors.

(c) Synthetic Pads. These pads are
of woven nylon or other synthetic material,
impregnated with an abrasive, used to polish
or scrub floors, and come in various grades
from fine to course. Some pads are equipped
with a special holder and others are held in
place by the weight of the brush. These pads
are advantageous in that they can be washed
and reused, and are more economical and ef-
fective than brushes. These pads are used in
the spray cleaning process.

3.2.3.2. Disk-Type Machine:

(1) General. This is a concentrated
weight, motor driven brush machine. When
in use, the entire weight of the machine is
carried on the brush. The weight of the ma-
chineincreases the effectiveness of polishing.
It is equipped with wheels or casters which
are used only to move machine from one job
to the next. Essentia parts consist of the
frame or housing, power unit, driven as-
sembly, handle, and attachments. (fig. 3.)
Thismachineis more practical for congested
areas than the larger machines.

(2) Attachments. Brush consists of cast
aluminum or laminated wood disk to which
fibers are attached, fig. 14. Attachments are
connected to drive shaft by cast iron or
pressed sted collar with lugs. The machine
should be turned on its side while attach-
ments are being ingtaled. Make certain brush
has been turned on as far as passible before
motor is started.

Note: Never install brush by running machine over it,
and dlowing it to lock by running motor.

Steel wool disks are used for dry cleaning.
Pametto bassine or synthetic pads for scrub-
bing, and tampico brush and synthetic pads
are used for polishing. Handle is used to
guide machine, tilt it back on casters for ma-
neuvering. Handle can usually be adjusted to
Suit operator.
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Figure 14. Attachments for Battery Powered
Floor Machine.

(3) Sze of Disk-Type Machine. Ma-
chinesare availablein 9 to 22-inch bursh dia-
meters. The 12-inch size for small or con-
gested aress, the 15-inch size for general use,
or the 18-inch for large open areas, are best
suited for Department of Defense installa
tions.

(4) Cleaning Machine. Wipe dust, wax,
etc., from machine immediately after use.
Wipe extension cord before winding cord on
handle.

(5) Handling machine.
6.2.22.)

Note: When using disk-type machine, do not tilt more
than required for maneuvering. Excessive tilting causes
undue strain on brush, gears, and motor.

(6) Use of Machine. Disk-type machine
isused to clean, burnish, or polish floor sur-
faces. By use of water tank attachment, it
may be used to shampoo rugs.

3.2.3.3 Vacuum Cleaners.

(1) Two types of vacuum cleaners are
at the disposa of custodia services
personnel, the domestic and industrial type.
Household-type machines create a high
vacuum, but the air intekeissmall. Industria
machine (fig. 7) has ablower vacuum, but air
intake is much greater, which increases
cleaning capacity. In general, use of indus-
tria vacuum is recommended in preference
to househol d-type. Household-type machines

(paragraph
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are used to best advantage where items to be
cleaned are small, few, or widely scattered.

(2) Care of Vacuum Cleaners. Store
machines and equipment in a clean, dry
room. Keep attachments clean and stored
where they will not be damaged. Empty bags
or dust collecting receptacles daily. Wipe
machine with cloth at least once a week. If
motors have lubrication parts, add two or
three drops of SAE 10 or light machine oil
once a week. Overlubrication of electric
motors should be avoided. Remove strings,
hair, or dust from brush or vacuum attach-
ment daily. Carry household machines from
one room to another or one building to an-
other. Wind cord loosely on hooks provided.
Tight winding damages cord. Avoid running
over electrical cord, and pulling cord from
wall attachment except by the plug. Avoid
bumping into walls, radiators, furniture, and
other objects with machine or attachments.

(3) Use. Vacuum cleaners are used to
clean rugs, draperies, walls, pipes, radiators,
and convectors, and for water pickup opera-
tions.

3.2.3.4. Floor brushes:

(2) Construction. Foor brushes are con-
structed in two units; the hardwood handle,
and the head consisting of wooden block and
fibers. The handle has one end threaded to
screw into the block. The head is a
hardwood block from 18 to 36 inches long.
Two threaded holes are bored in block to
permit reversing handle as fibers bend from
sweeping too much in one direction. Fibers
may be hog hair, horsehair, or one of a
number of plant fibers, such as pametto,
tampico, raffia, or arenga. Tufts should
extend at least three and a half to four inches
from block. Handle is usually too long for
practical use. Set brush on floor with handle
upright. Mark handle at point even with
worker’s eyebrow. Cut, round the end, and
smooth with sandpaper.

(2) Careof Floor Brushes. Clean floor
brushes with nail brush as required. Wash
oily or very dirty brushes in warm al-pur-
pose synthetic detergent solution. Shake out
as much water as possible and hang to dry
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with bristles as straight as possible. Do not
use until brushes are thoroughly dry. Hang
brushes by handle in a clean, dry place when
not in use. Do not let bristles touch wall or
floor. A one quarter-inch hole bored in
handle two inches from end makes it possible
to hang brushes on a 12 penny finishing nail.
Do not knock brushes against wall to clean
them. This splits end of block and loosens
tufts. Brush handles should be changed to
other hole in brush head at least once a week
to keep them in best working condition.

(3) Use of Floor Brushes. (table 4)

3.2.3.5 Corn Brooms:

(1) Construction. Corn brooms are
made from stems of broom corn plant. Stems
or straws are attached to handle by winding
wire around them. They are then stitched to
make broom flat and keep straws from
spreading. Straws are trimmed at bottom.
Good brooms should weigh at least 32
pounds per dozen.

(2) Careof Corn Brooms. Always store
brooms where there is a free circulation of
air. Bore hole in handle in same manner as
floor brushes in order to hang them. Never
store brooms by standing on straws. Clean
brooms by washing in all-purpose synthetic
detergent solution, rinse with clear water,
and hang to dry with straws down. Do not
use wet corn brooms. Do not use corn
brooms for scrubbing. Both operations
weaken straws and brooms |ose shape.

(3) Use of Corn Brooms. (table 4)

3.2.3.6 Sweeping Mops. Sweeping mops
are made from cotton yarn. Straight mops
have yarn stitched to a cotton mitten which
may then be dlipped over wire or wooden
mop-head. The V-type mop has 10-inch,
canvas-backed sections which fit into the
mophead itself. The V-type mop may, by
opening or closng handles, extend from 6 to
57 inches wide. Both mops are easly
removed from frame for washing purposes.
Quality of mops depends on length of yarn
and density or thickness. Sweeping mops
may be used dry or treated, fig. 15.
(1) Care of Sweeping Mops. When
mops become badly soiled, remove from



Figure 15. Treated Yarn Dust Mop, 60 inch.

mophead and shake out as much dirt as
possible. Place mops in solution of two
teaspoons of trisodium phosphate to one
gallon of warm water and let them remain
overnight. Rinse thoroughly in clear water.
Wring out as much water as possible without
damaging mop, and hang to dry. Before
using, fluff out strands by hand. Hang
straight sweeping mops in same manner as
floor brushes. Hang high enough to keep off
floor. Store where there is a good circulation
of air. Store V-type mops with mophead
upwards where there is good air circulation.
Do not let yarn touch wall.

(2) Use of Dry Swveeping Mops. (See
table 4.)

() Treated Sweeping Mops. These
mops are the same as dry sweeping mops
except they are treated to collect more dust.
Mops should be treated with a solution of
liquid mop treating compound.

(@) Dip the mophead into the
solution until it is completely submerged.
Agitate it so that al the strands absorb the
solution.

(b) Remove the mophead from the
solution and using a mop wringer, wring it
out as thoroughly as possible. The mophead
may be wrung out in the bucket containing
the solution or in a separate bucket. If a
separate bucket is used, the extracted

solution should be poured back into the
solution bucket to be reused.

(c) After the mophead has been
thoroughly wrung out, it should be hung up
inawe| ventilated area and permitted to dry
out overnight. After this drying out period,
the mophead will be ready for use.

(d) Inuse if mops or cloths do not
become too dirty, they may be re-treated.
However, when too dirty, they can be
washed out easily with soap and water,
allowed to dry, and retreated as above.

(4) Care of Treated Sweeping Mops:

(@) Dust-mops should be treated at
the end of each working shift by spraying 1
ounce of dust-mop treatment to 4” to 6” of
dust-mop length.

(b) Mops should be stored in a
clean, dry area. Hang the mop so that it does
not touch the walls and equipment and will
not be brushed against by personnel. Mops
should be hung with the mop heads down.

(c) Keep the tie cords in proper
repair and in place.

(d) Do not alow the strands to
become knotted or matted. Keep the strands
free from splinter, metal particles, and keep
them combed regularly.

(e) When shaking out amop, do not
strike the handle or any part of the mop
against a hard surface. Such action might
damage the frame and weaken the handle.

(5) Use of Treated Sweeping Mops.

(@) Do not use adust mop on wet or
oily floors.

(b) While mopping, keep the back as
straight as possible and lean dlightly forward
at the hips. Do not over-reach. Following
these rules of work posture will reduce
fatigue and prevent strain.

(c) Do not lift the mop from the
floor unnecessarily; some of the gathered soil
may drop fromit.

(d) Do not bear down on the mop;
pressure is not necessary to proper mopping
action.

(e) If avacuumisavailable, utilize it
to remove loose soil from the mop. If no
vacuum is available, the mop head should be
frequently shaken into a large waste recep-
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Figure 16. Swivel Sweeping Tool and Reversible
Cleaning Cloth,

tacle or a dust box to remove and collect
loose surface soil.

(f) By use of swivel duster with
chemically treated cloths, dust can be picked
up. Thesetreated cloths are reversible throw-
away type, fig. 16.

3.2.3.7 Counter Brushes:

(1) Construction. Counter brushes are
made in the same manner as floor brushes
except the handle is a shaped extension of
the wooden head.

(2) Careof Counter Brushes. Comb out
bristles occasionally. When brushes become
soiled, wash in lukewarm all-purpose syn-
thetic detergent solution and rinse in clear
water. Shake out as much water as possible.
Brushes should be dried with bristles down.
To do this, extend brush over edge of bench
or table and place weight on handle. To
prevent loosening of tufts, brushes should be
kept dry except when being cleaned. When
not in use, hang by handle so bristles are free.

(3) Useof Counter Brush. Use brushes
to gather sweepings into dustpan, to clean
corners, behind pipes, and under radiators.

3.2.3.8 Radiator Brushes:

(1) Construction. Good radiator brushes
are made of hardwood thin enough to alow
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cleaning the narrow spaces between radiator
columns. Brushes consist of tufts of bristles
or horsehair about three inches long.

(2) Care of Radiator Brushes. Comb
bristles with nail brush occasionaly. When
storing, lay brush on flat surfaces so tufts will
befiat and Sraight. Do not wet brushes. Use
brushes to clean radiators only.

(3) Use of Radiator Brush. Run brush
through radiator openings, first from end to
end, and then through side openings.

3.2.3.9 Damp Mops:

(1) Construction. Damp mops are made
of cotton or linen yarn. Linen is preferable
because it is stronger and wears longer. Each
strand should be 8-ply yarn with breaking
strength of not less than 70 pounds. There
should be 135 strands stitched together at
center by a three quarter to one and a half
inch tape. Mops should be from 6 to 6%
inches wide, and from 35 to 37 inches long.
A dozen mops should weigh not less than 15
pounds.

(2) Care of Damp Mops:

(@) Always rinse a mop carefully
after use and squeeze it dry.

(b) Mop should be stored in awarm
dry areawhere air circulates freely.

(c) A mop in storage should be hung
with the yarn away from the wall, strands
down.

(d) Do not let damp mops touch
each other, other equipment, or come in
contact with walls.

(e) If mop strands become |oosened,
they should be removed or cut off with scis-
sors in order to prevent snagging and splat-
tering.

(f) In addition to rinsing the mop
whenever the mopping water is changed, the
mop should be carefully washed periodically
—(daily if possible).

(3) Use of Damp Mops:

(@) Thebasic purposes of the damp
mop isto transfer liquid to and from floors.

(b) Soak anew mop in warm water
for at least 20 minutes before use, in order to
remove excess oils and expel entrapped air,
providing better absorbency.



(c) Change mopping water
frequently while mopping to prevent the
water from becoming overly dirty. Rinse the
mop each time the water is changed. Dirty
water will cause a re-deposit of soil during
mopping, leaving soil streaks.

(d) While mopping, the mop should
stay on the floor, and should not be tossed
through the air.

(e) Themop should be turned from
one side to the other frequently while in use
in order to expose more clean, moist strands.

(f) Wherever possible the use of
mop sgqueezers are recommended over roll-
type wringers. The squeezer is more efficient
in the removd of moisture from the mop and
is far less destructive to the mop. Mops
should be squeezed or pressed carefully to
remove water; twisting the mop will tear or
weaken the strands.

(@) Mopscan be used for scrubbing
smal areas and spots by folding the mop
over on itself so that the tips of the strands
are in direct contact with the floor, under
pressure. Never scrub with the part of the
mop closest to the holder because this will
tear the strands.

(h) Avoid the use of mops with lye,
caustics, or strong undiluted cleaning solu-
tions because these materials attack the mop
strand.

(i) Itisnot economical to continue
to use worn-out mops—they should be dis-
carded.

3.2.3.10 Mop Buckets:

(1) Construction. Mop buckets are gen-
erally made of galvanzied sheet iron or iron
dipped in molten zinc after forming. The
latter method is preferable because seams are
sealed in the process. It is recommended
buckets be fitted with wheels or casters so
they can be moved easily. Buckets equipped
with a gear-type mop squeezer are more sa
tisfactory than those with an ordinary
wringer. Oval-shaped buckets provide more
gpace than round ones for dipping mop when
wringer is attached. Buckets should have
strong handle and a three-quarter to one-inch
rim on bottom to permit easy emptying.

Buckets should have capacity of 28 to 44
quarts.

(2) Careof Mop Buckets. Avoid rough
handling that will dent buckets or open
seams. After use, rinse and dry to prevent
rust. Wipe outside with damp cloth to re-
move dirt and accumulated soap.

(3) Use of Mop Buckets. Mop buckets
are used to hold water for mopping, and to
hold water emulson wax if it isto be applied
with amop.

3.2.3.11 Mop Trucks:

(1) Construction. Mop trucks usually
consist of two-compartment tanks mounted
on metal frames with attached wheels or
casters. Tanks are made of galvanized iron,
one for soap solution, one for rinse water.
Soap solution tank has wringer attached.
Both tanks have drain spigots and have a 28-
gallon capacity each.

(2) Care of Mop Trucks. Avoid rough
handling that may dent tanks or open seams.
After use, rinse out with clear water and dry
with cloth to prevent rust. Remove dirt and
collected soap from outside with damp cloth.
Always leave wringer in released position.
Oil wringer and casters twice a week.

(3) Useof Mop Trucks. Mop trucks are
used in al large mopping operations. Use of
mop buckets in these instances would mean
changing water more often.

3.2.3.12 Dusthoxes:

(1) Construction. Dustboxes may be
made in the engineer shop. They are long,
narrow boxes made of 20-gage galvanzied
sheet iron and have a wooden carrying
handle. There should be aremovable screen
about four inches from bottom of box. This
prevents sweeping mop from coming in con-
tact with dirt already collected in box. Screen
is removed when emptying box.

(2) Care of Dust box. Empty box in
waste can when necessary. Avoid rough han-
dling which may bend box.

(3) Useof Dustbox. Dustbox is used as
a container to receive dirt from sweeping
mop. It should be placed where it may be
reached easily as sweeping proceeds. It is
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also used as a container to receive dirt from
dustpans.

3.2.3.13 Wax and Floor Seal Applicators:

(1) Construction. Applicator consists of
a wooden block over which lambskin is
stretched, and a second block with handle at-
tached. The blocks are held together with
two small bolts equipped with wing nuts.
Pressure of two blocks held by wing nuts
clamps lambskin and holds it in place.

(2) Care of Applicator. After use
remove lambskin and wash thoroughly in
lukewarm dl-purpose synthetic detergent so-
lution. Rinse carefully and lay on a flat sur-
face to dry. Do not put lambskin in hot
water. Heat or hot water will cause shrinkage
or hardening of lambskin. If lambskin has
been used in applying floor seal, wash in
solvent before using all-purpose synthetic
detergent solution, then wash and rinse. If
skins are to be stored for a period of time,
place them in container with tight fitting lid
and add several moth balls.

(3) Use of Applicator. Applicator is
used to apply water emulsion wax and floor
sedl. It isrecommended for use when waxing
small areas. On large areas this process may
be performed more efficiently and economi-
cally with amop.

3.2.3.14 Nail Brush:

(1) Construction. Nail brush consists of
a one by one inch piece of hardwood ten
inches long, or broom handle same length
with ten-penny common nails driven through
holes three-quarters of an inch apart.

(2) Useof Nail Brush. Usenall brush to
comb matted hair and embedded dirt from
floor brushes, sweeping mops, and counter
brushes.

3.2.3.15 Putty Knife. Each employee
should carry a putty knife with a1 1/4 inch
blade. It is to be used for removing gum and
other sticky substances from floors.

3.24  Wall Washing Equipment:

(1) Wall Washing Machine. Machine
usualy consists of two tanks, one to contain
chemicals, the other rinse water. Two
trowels with extension hoses are attached to
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Figure 17. Adjustable Safety Platform Ladder.

the tanks. Air pressure forces liquid through
hoses to trowels. The third trowel on some
machinesisused as dryer. Trowels are made
of non-corrosive metal. Trowels are covered
by terrycloth pads folded to four thicknesses.
Valves on trowel handles control flow of
solution. Figure 10 illustrates the wall
washing machine.

(2) Care of Wall Washing Machine.
Manufacturer’s instructions on care of the
machine should be followed.

(3) Useof Wall Washing Machine. The
machine may be used on any smooth wall
which has been properly sealed and painted
with water-resistant paint. Use of a heavy
sponge, or a synthetic pad under the regular
trowe pad to wash, stippled, swirl, sand
finish, and painted brick surfaces. Machine
may also be used to clean ceramic tile or
stone walls, such as marble, granite, or
quarry tile. Detalled description of wall
washing procedure may be found in para-
graph 6.2.27.



3.2.5 Miscellaneous Tools.

3.25.1 Ladders. The safety-type
platform ladder or the aluminum bucket-type
ladder should be used for wall, window, and
light fixture cleaning as well as high dusting.
Inspect ladders before use to insure that they
arein safe condition. Instruct personnel how
to use them safely. Figure 17 shows the safe-
ty-type ladder. Fiberglass should be used
near electric wiring, because of the possibility
of electric shock.

3.25.2 Dusters.

(1) Construction. Dusters are made of
cotton yarn held in a twisted wire. Low
dusting requires use of duster with short
wooden handle. For high dusting, handle
should extend five to six feet. Twisted wire
holding duster should be light enough to be
bent to contour of pipe or other overhead
surfaces.

(2) Treating Dusters. Dusters should be
sprayed lightly with a dust mop treating
compound 24 hours prior to using.

3.2.5.8. Toilet Bowl Mops. Toilet bowl
mops are constructed of a wooden or plastic
handle 12 inches to 18 inches long, to which
acrilan or cotton strands are attached for use
in cleaning and swabbing toilet bowls and
urinals.

Section 3—CLEANING WINDOWS

3.3.1 Window Cleaning. The principa pur-
pose of window washing is to alow the
maximum amount of light to enter the room.
Washing for sake of appearance is of
secondary importance. Prior to the cleaning
of glass, the window sash should be brushed
or wiped with a damp cloth.

3.3.1.1. Windows should be cleaned with
a sponge dampened in clear water, and dried
with a squeege or window brush or sponge
industrial wiping cloth. Squeegees reduce
drying period of large windows. Where
safety hooks are installed, a safety belt must
be used when cleaning windows above the
first floor. Use of a window pad is recom-
mended because it absorbs spilled water, and
protects sill against damage from worker’s

shoes. Window washing equipment consists
of safety belt, chamois, squeegee, sponge,
and sill pad. Safety belt must be examined
and in satisfactory condition before being
worn. No worker is allowed to repair these
belts. Before using ladders, inspect them to
insure that they are in safe condition. When
washing windows, the following rules should
be observed:

(1) Clean windows at time that will
cause minimum interruption.

(2) Close doors and windows before
opening the one to be washed.

(3) Do not pass from one window to
another on outside of building.

(4) Replace furniture or articles moved
in the process of cleaning.

(5) Before leaving room, replace
window, window shades, or venetian blinds
in original position. Full details of window
washing procedures are found in paragraph
6.2.31.

(6) Consideration should be given to
the use of “Teescopic Window Washer”
when scaffolding and other accessories are
required. This is an efficient tool for
manpower savings and safety, figs. 18 and
19.

3.3.1.2 Window Cleaning Solutions. Clear
water should be used to clean windows.
Change water frequently. If local conditions
make windows difficult to clean, mix glass
cleaner, detergent, and water as required.
This solution cuts grease and leaves no de-
posit on glass. Ammonia should not be used.
It dries out and loosens putty. Soap-grit cake
is not suitable and leaves a white coating
which is difficult to remove from sash. Take
careto remove al the cleaning solution from
adjacent painted surfaces.

3.3.1.3 Frequency of Window Cleaning.
Frequency of window cleaning depends on
season of the year, local climatic conditions,
amount of industrial smoke in the air, and
use of the building. Under average condi-
tions, windows should not need cleaning
more than two times yearly. Condensation on
inside of glass in winter time may make it
necessary to clean insde more often. Glassin
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Figure 18, Telescopic Window Washer.
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Figure 19. Telescopic Window Washer with
Detergent Tank.

entrance doors and other places subject to
hand marks should be wiped with a damp
cloth often enough to keep them in pre-
sentable condition.

3.3.1.4 Sandards of Window Cleaning.
There should be no streaks or unwashed
areas on glass. Water should not be spilled
on sills, sash, floor, or furnishings. Shades
and blinds should be readjusted. Occupants
should not be disturbed.

Section 4—TOILET ROOMS

3.4.1 Toilet Rooms. A high standard of
cleanliness should be maintained in toilet
rooms. Toilet bowls, seats, urinals,
washbowls, and other fixtures should be
cleaned properly. For this reason, it is of
utmost importance that adequate ventilation
be mantaned a al times. Room
temperature should be kept as low as
possible in summer, and not over 65 in
winter. A warm room alows growth of
bacteria, which isthe source of many odors.
Under norma conditions, daily cleaning

Figure 20. Janitorial Service Cart.

issatisfactory. If a toilet room receives a
great deal of use, it may need cleaning more
often. Figure 20 illustrates atype of cart that
can be used for toilet rooms supplies.

3.4.1.1. Toilet Bowl and Seat. Wash
bowl inside and out with al-purpose
gynthetic detergent solution. If water is hard
and depodits are difficult to remove, use one
tablespoon of trisodium phosphate to one
gdlon of water. Care should be taken in the
use of trisodium phosphate. It attacks
porcelain or vitreous china (paragraph
6.2.32.) Remove stains with a damp cloth
and a detergent solution. Do not use toilet
bowl! cleaner, acids, or stronger akalies
because they damage surface glaze. Work
toilet mop as far as possible into trap.
Thoroughly wash rounded inside rim of
bowl. Ingpect rim with hand mirror to insure
complete remova of deposits. Wash seat
with  al-purpose synthetic detergent
solution. Wipe outside of bowl and seat with
clean, damp cloth. Hush toilet to rinse inside
of bowl. Wipe tank and cover with clean
damp cloth. If toilet bowls are properly
cleaned dally with detergents, stronger
cleaners will not be necessary. A detailed
description of this operationisin 6.2.32.

3.4.1.2 Urinals. Wash urinals in same
manner as toilets. (paragraph 6.2.32.) The
trap is the main source of odor in urinals.
Thisis caused by urine sdlts crystallizing just
above the water level on dry sides of trap. If
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urind isflushed frequently, crusting will not
occur. Crystals can be removed if urina has
a detachable screen over the trap. Wad a
piece of cloth into a ball and attach it to a
strong piece of wire. The wad should be
pushed down the pipe below the waterline
or to the point where the trap turns. Put
about one-haf cupful of toilet bowl cleaner
into the trap and fill with water. Let stand
for one hour, remove wad, and rinse urinal
thoroughly. If urinals do not flush properly,
report immediately to supervisor (paragraph
6.2.32).

3.4.1.3 Washbowls. Grease and other dirt
can be removed with al-purpose synthetic
detergent solution. Remove stains and soiled
gpots with a damp cloth and a detergent
solution, the hand-spray bottle can be
utilized. Avoid use of acids or strong
cleaners which will damage surface glaze.
Clean chromium-plated hardware with
clean, damp cloth. Do not use abrasive
cleaner. Do not alow water to seep between
back of fixture and wall. See that fixture
edges are clean. A detailed description of
this operation is found in 6.2.33.

3.4.1.4 Toilet Room Floors. Much of the
odor from toilet rooms comes from floor.
Urine soaks into amost every known type
of flooring materia except ceramic tile.
Once soaked into floor, it is amost
impossible to remove. Toilet room floors
should be thoroughly mopped at least once
a day to prevent odors. The area
immediately around urinals should be well
scrubbed. Use a cleaning solution of al-
purpose synthetic detergent and warm
water.

3.4.1.5 Toilet Room Walls, Partitions,
and Woodwork. Accumulations of dirt on
walls and partitions should be removed
daily. Wainscoting, stall partitions, and
woodwork should be spot cleaned daily and
washed every 1 to 3 months, depending on
the use of the toilet. Where surfaces are
washable, walls and cellings should be
washed at least once a year. (paragraph
6.2.25 or 6.2.27.)

34.16 Use of Disinfectants and
Deodorants. Proper cleaning and ventilation
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eliminates the need for disinfectants and
deodorants in toilet rooms. (paragraphs
226and2.2.7.)

3.4.1.7 Care of Dispensers. In the
interest of sanitation, dispensers for
individual soap and towels should be
provided in washrooms. Paper towels, toilet
paper, sanitary napkin and soap dispensers
should be checked and refilled daily.
Digpensers should have sufficient capacity to
require filling only once a day. It is most
important that they are not alowed to
become empty. Substitution of materias
may cause failure of equipment. A common
example is clogging of toilets when paper
towels are used for toilet paper. Dispensers
should be wiped clean with a damp sponge
each day. Clean soap dispenser nozzles, and
check to make sure they operate properly.

3.4.1.8 Used Towel Disposal. Large
metal waste cans with swinging tops are
recommended. Emptying of waste is made
eader if abag large enough to fill thecanis
hung from the insde pegs. This avoids
unnecessary handling of can. This container
should be emptied each day. Wash the can
with detergent and water once a month.

3.4.1.9 Electric Hand and Face Dryers.
These should be wiped clean with a damp
sponge daily, including accessible interiors
of air intake and outlet.

3.4.1.10 Toilet Room Sandards:

(1) There should be no odors.

(2) Toilet bowls, washbowls, and uri-
nals should be clean and bright. Soap film
should not remain on fixtures.

(3) Dispensers shoud be filled and in
working condition.

(4) There should be no marks on walls
or fixtures.

(5) Foor, wainscoting, and partitions
should be clean.

(6) Room should be adequately venti-
lated. Temperature should be between 600
and 65°F in winter and aslow as practicable
in summer.

(7) All meta fixtures and other hard-
ware should be clean and bright.

(8) Mirrors should be clean.



Section 5—MISCELLANEOUS CLEANING

3.5.1 Miscellaneous Cleaning:

3.5.1.1 Light Fixtures. It isgenerally re-
cognized that dirt absorbs and masks light.
The progressive decrease of light caused by
accumulation of dirt renders periodic
cleaning of lighting equipment a necessity.
The frequency of cleaning depends entirely
upon loca conditions. Airconditioned and
air-filtered rooms may require fixture
cleaning only once a year. In an atimosphere
which is heavy with dust and fumes,
cleaning every month may be necessary.

(2) Light Meter Readings. The cleaning
schedule for a particular installation should
be determined by light meter readings after
the initial cleaning. When subsequent foot-
be determined by light meter readings after
candle readings have dropped 20 to 25 per-
cent, the fixtures should be cleaned again.
Readings should be made with the light
meter at the working surface with the meter
reader in the position of the operator or
person using the working surface. In the
case of fluorescent lighting, if cleaning does

Figure 21. Lamp Changing Unit.

not restore the correct lighting levels, the
fluorescent tubes should be replaced. The
light output of a fluorescent tube decreases
with age.

(2) Washing of Equipment. Lighting
equipment should be washed, not just wiped
off with adry cloth. Washing reclaims 5 to
10 percent more light than dry wiping, and
reduces the possbility of marring or
scratching the reflecting surfaces of the fix-
tures.

(3) Removable Equipment. Removable
glassware, reflectors, and diffusing louvers
should be cleaned as follows:

(@ Immerse in a solution of
synthetic detergent cleaner, conforming to
Federal Specification P-D-220. Scrub with
a soft brush or sponge. When incrustation is
not removed by scrubbing, use No. “0” steel
wool or nylon cleaning pad to remove dirt
film.

(b) Rinse in warm clear water and
dry with a clean cloth. (Fig. 22.)

CAUTION: Do not immerse lamp base or electrical
connectionsin the cleaning solution.

(4) Fixed Equipment. Glassware,
reflectors, and diffusing louvers that cannot
be re moved should be cleaned as follows:

(8 Wipewithamoaist cloth or sponge,
using a solution of synthetic detergent
cleaner, conforming to Federal Specification
P-D-220. When incrustation is not removed
by sponging, use a nylon cleansing pad or
No. “0" steel wool to remove dirt film.
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Figure 22, Light Diffuser Cleaning Machine.
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(b) Wipe off excess moisture with a
clean cloth. Clean outlets and stem hangers
with amoist sponge or cloth dampened with
synthetic detergent cleaner and wipe dry.
Replace enameled, chrome, auminum, or
slver-plated reflecting surfaces that cannot
be adequately cleaned and polished.

3.5.1.2 Lamp Replacement. Neglected
lamp outrages reduce illumination. (If
burned-out lamps are not properly replaced,
outages aone can cause illumination to drop
to unsafe foot-candle levelsin a short time.)
In some cases, it may be satisfactory and
more economicd to clean lamp surfaces and
fixture interiors only when relamping. Each
activity must determine whether electrical or
janitoria service personnel do the cleaning.
(Fig. 21.)

(1) Individual Method. Lamp replace-
ment is the responsibility of the custodia
section in areas where custodial services are
provided. To prevent reduced illumination
from lamp outages:

(@ Instruct employees to report
burn-outs as they occur.

(b) Replace blackened or discolored
lamps even though they are still burning
Discoloration indicates the lamp is nearing
the end of its useful life.

(c) Replace the lamps as they begin
to flicker. A burned-out lamp in alive circuit
may cause damage to starter and ballast.
Blackening at the ends of the tube adjacent
to the base indicates that the lamp is near
the end of its useful life.

(d) Ingenerd, replace with the same
type, wattage and voltage as that of the
lamp removed. If frequent burn-outs occur.
voltage rating of lamps may be too low.
Lamps of higher wattage than called for on
lighting design plans should not be used.

(2) Group Method. Group replacement
of lamps before they burn out is considered
the most effective and economical method
for relamping large and/or hard to reach
areas such as hangars, drill hals,
auditoriums, and shops. Whenever possible,
group replacement should be accomplished
simultaneoudly with fixture cleaning, thus,
reducing overall labor cost, causing
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minimum interference with production, and
producing a higher and more uniform level
of illumination. To replace lamps by this
method install new lamps in dl fixtures in
the prescribed area. After these lamps have
been in use 75 to 80 percent of their rated
life, they dl should be replaced and the cycle
repeated. Lamps thus removed should not
be reused since their light output and
expected life are greatly reduced.

3.5.1.3 Drinking Fountains. Wash dally
al enameed fountain bowl with all-purpose
synthetic detergent solution daily. Wipe re-
mainder of fountain with clean, damp
sponge. Wipe chrome fittings with clean,
damp sponge. Do not use metal polish on
fittings. Detailed information is given in
paragraph 6.2.34.

3.5.1.4 Furniture. Furniture should be
washed with a lukewarm all-purpose syn-
thetic detergent solution applied with a
lightly damp cloth. Dry furniture with a
clean, dry cloth as quickly as possible. Use
a minimum of water on wood furniture.
Excess water causes grain to swell, which
will loosen finish and cause rough spots. It
may aso loosen gluein the joints.

3.5.1.5 Window Shades. If shades are
washable, place on large sheet of paper on
floor. Wash with sponge dampened in all-
purpose synthetic detergent solution. Rinse
with sponge moistened in clear water and
dry with clean cloth. Turn shade over and
wash other side. Never rub hard enough to
stretch cloth. Hang up to dry. When almost
dry, roll shade tightly and let remain for
severa hours to eliminate wrinkles.

3.5.1.6 Venetian Blinds. Venetian
blinds are generdly painted with waterproof
ename and may be washed. Usualy, they
may be cleaned in place with a vacuum at-
tachment (fig. 23) or by using a sponge
dampened in dl-purpose synthetic detergent
solution. Turn dats flat, and clean one side.
Wipe with a clean, soft cloth. Turn dats
with opposite sides facing, and flat. Repesat
process. Avoid getting straps wet. If dats
are very dirty, and dirt is hard to remove,
take blind down and wash each dat



Figure 23. Venetian Blind Cleaning Attachment.

separately. When facilities permit, blinds may
be cleaned as a unit by dousing them in tub
of lukewarm water and all-purpose synthetic
detergent, rinsed in clear, lukewarm water
and hung to dry. Such work is often
accomplished by contract and should be
closaly inspected to insure maintenance of
cleaning standards.

3.5.1.7 Porcdain and Vitreous China. Toi-
lets, urinals, and many washbowls are made
of porcelain or vitreous china. In both cases,
the body is made of clay and glazed to make

the surface water-resistant and easier to
clean. The glaze is attacked by acids,
alkdies, lye, and trisodium phosphate.
Continued use of scouring powders will
remove glaze.

3.5.1.8 Vitreous-Enameled Iron and Steel.
Some washbowls and drinking fountains are
made of cast iron or steel with a protective
coating of vitreous enamel. Enamel is not re-
Sdtant to acids or alkalies and is attacked by
strong soap. Scouring powders will wear
away enamel.
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3.5.1.9 Glass. Glassisnonabsorbent and
resistant to most acids and alkalies. Harsh
abrasives are not recommended for cleaning
because they may scratch surface. Paragraph
6.2.31 gives details of cleaning glass and
windows.

3.5.1.10 Solid Metal. Solid non-ferrous
metal and stainless stedl fixtures may be pol-
ished amost indefinitely without fear of
wearing through metal. Most metals become
dark or discolored when exposed to air. This
tarnish is a very thin coat of metal oxide. It
may be removed with fine abrasive. Coarse
abrasives should not be used because they
damage metal surfaces.

3.5.1.11 Brass. Brass push plates, kick
plates, name plates, escutcheons, and other
furnishings should be polished with a damp
cloth and meta polish. Rub until tarnish is
removed and polish with a clean, dry cloth.
Do not alow polish to get on surface to
which fixture is attached. Do not polish
brass-plated fixtures (paragraph 6.2.35).

3.5.1.12 Sainless Steel. Stainless stedl is
easy to maintain. In most cases rain removes
dust and dirt. Where chemical deposits pose
a problem, periodic rinsing with fresh water
is all that is needed. Salt from ocean spray
and other chemical deposits should be rinsed
off as soon as possible. When acid solutions
are used to remove stubborn stains, be
careful to rinse the solution off immediately
and to follow safety precautions. Discolora-
tion and possible corrosion occur if solder
and welding flux are not removed at. the time
of ingtdlation. Flux can be washed off with a
clean hot water at time of installation. Yel-
lowish discoloration caused by welding can
be removed with amild abrasive or a phos-
phoric acid cleaner. Only steel wool should
be used to mantan stainless stedl.
Fingerprints and scratching are caused by
heavy pedestrian traffic. Detergent and water
will usualy remove fingerprints. If prints are
stubborn use a clear white mineral oil or
water cleaner. Scratches can be removed by
rubbing with abrasive or a polishing cloth in
the direction of the scratch marks in the
finish. Usually, washing stainless steel with
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clear water and wiping with a damp cloth
will keep the surface sparkling. The fol-
lowing items may prove helpful in stubborn
cases.

(1) When using abrasives or detergents,
rub only in the direction of polishing lines.

(2) Always use the mildest process that
will do the job.

(3) Remove corrosive
immediately with clear water.

(4) To remove chewing gum use only
wood or plastic, stainless steel, or chrome-
plated tools; other knives or scrapers, scratch
or leave metal particles.

(5) Alwaysrinse after using detergents
or abrasives, and wipe the surface dry to
prevent streaking and spotting.

3.5.1.13 Plated Metal. Metal fixtures are
usually made of iron or steel plated with
copper, brass, nickel, or chromium. Almost
al plating isdone eectrically and is generally
very thin. Most faucets and hardware fixtures
in toilet rooms are made of brass plated with
nickel or chromium. Chromium is both alkali
and acid proof and does not tarnish.
Chromium-plated fixtures should be wiped
with a damp sponge. Polishing with an
abrasive cleaner will damage the plating and
is not necessary. Nickd tarnishes dightly and
needs occasona polishing with a fine
abrasive. Escutcheons and other door
hardware are usually made of iron on stedl
plated with a thin brass coating which has
been lacquered to prevent tarnishing. Pol-
ishing should not be attempted because it will
remove the lacquer and also the brass. Full
description is found in paragraph 6.2.37.

3.5.1.14 Lacquered Metal. A clear
lacquer usudly lasts for several years without
yellowing, cracking, chalking or collecting
soil. Merely wiping with a clean cloth
moistened with water, a mild soap or
detergent will keep lacquered metal clean.
Lacquer should be applied in the following
manner:
(1) Strip old lacquer with alacquer re-
mover.
(2) Clean the surface with accepted
materias and equipment. If not available use
a solvent cleaner.
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(3) Apply a uniform, wet coat of lac-
quer, preferably with spray equipment, ac-
cording to directions. If spray equipment is
not available, aclean paint brush can be used
firgt thinning lacquer with a dow-evaporating
solvent.

(4) Let the first coat dry thoroughly
before applying the next coat.

3.5.1.15 Plastics. Most plastics used for
outdoor lighting optics are either acrylic, po-
lycarbonate, or butyrate and require some
care in the selection of a cleaning process.
Many of the strong solvents, alkaline solu-
tions, and types of acohol may damage plas-
tics. Plastics are susceptible to damage
(scratching) if abrasives are used. The above
mentioned plastics should not be harmed
when washed with trisodium phosphate,
Naphtha, or mild soap solutions. Acrylic and
butyrate plastics soften if exposed to boiling
water. The temperature of cleaning solution
should be limited to 200°F when cleaning
acrylic plastics and 150°F when cleaning
butyrate. Polycarbonate may withstand
temperature to 280°F.

3.5.1.16 Aluminum. Aluminum trim,
doors, panels and finishes with a factory-
applied protective clear coating should be
cleaned using a sponge and mild detergent
and water solution. Abrasives should not be
used as they remove the protective coating,
resulting in discoloration of the metal.
Aluminum surfaces without a protective
coating should be cleaned with an aluminum
cleaner recommended by aluminum
manufacturers. All spillage and marks on
adjacent surfaces should be removed.

Section 6—CLEAN ROOMS

3.6.1 General. Clean Room is awork station
or area with sub-micron filtered laminar air
flow. It can be applied to an entire room. In-
terior appointments and efficient clean room
operations are inter-dependent. Work
benches, stoals, tools, vacuum shoe cleaners,
vacuum systems, exhaust hoods, air grills,
and inter-communication systems should be
simple, practical, consistent with work re-
guirements, and easily maintained in clean-

conditions. A thorough evaluation of actua
Clean Room maintenance needs could result
in cost saving and increased production.

3.6.2 Maintenance Requirements. A
dependable Clean Room housekeeping
program requires careful and proper cleaning
of al equipment and interior appointments.
Such a program requires regular and
repetitive vacuuming and wiping of walls,
windows, and ceilings. Mop floors and clean
equipment after each shift or more often if
necessary. Cabinets and work benches,
interiors and exteriors should be vacuumed
and scrubbed with clean tepid water and a
strong cleansing agent or liquid detergent
(Federal  Specification P-D-220). A
housekeeping schedule should be devel oped
which would specify type of cleaning
materids and frequency of each maintenance
requirement for different levels of cleanliness.

3.6.3 Cleaning Processes. Several cleaning
processes are involved in the maintenance of
clean rooms and these could be grouped
under preliminary and fina cleaning. Preli-
minary cleaning includes the removal of
visua contaminants such as dirt, acid, fibers
of dl types, hydrocarbons, and other contam-
inants, or organic and inorganic.

3.6.4 Cleaning Procedures. Good
housekeeping practices ae of prime
importance. The time to clean such roomsis
when they are not in use, usualy at the end
of each work day. Contamination levels
cannot be measured properly so that cleaning
and recleaning of components and entire
systems is necessary to achieve a state of
utmost cleanliness.

3.6.4.1 Four Basic Typesof Preliminary
Cleaning:

(1) Mechanical. This includes wiping,
grinding, &brasve buffing, and liquid
blasting. Thistype of cleaning involves com-
pressed air, wire brush, and liquid or centri-
fugal force.

(2) Detergent Cleaning. Detergents
remove contaminants from surface by use of
liquid detergents, alkaline salts and emulsion
cleaners, and/or a combination of detergent
and salts.
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(3) Chemical Cleaning. Thisis atwo-
part system. Certain acids yield soluable salts
by reaction with oxides and sulfides, and
alkaline solutions solubilize metal oxides.
Minerd acids (sulfuric and hydrochloric) and
passivating acids (nitric and chronic) and
organic acids remove contaminants suc-
cessfully. Liquid detergent is used for wet-
ting-out action.

(4) Solvent Cleaning. Thiscleaning lifts
particles into the solution with the solvent.
Such solvents are: Petroleum and coal tar
solvents, non-flammable solvents, polar sol-
vents (ketones, acohol, phenols), chlorinated
hydrocarbons, emulsfiable solutions, and
digphase solvents (solution with aqueous lay-
ered cleaner). This pre-cleaning method is
implemented by spray, immerson and
brushing action, vapor degreaser, and ultra-
sonic excitation.

3.6.42 Final Cleaning. Cleaning
products must be able to remove practically
al contamination which remainsin the work
area after precleaning.

3.6.43 Cleaning Floors, Walls,
Ceilings. (chapter 3, section 1.)

3.6.4.4 Specification Materials
Detergents, Solvents. Use  Federd
Specifications listed in table 2.

3.6.45 Equipment. Use  Federd

Specification itemslisted in table 2, and add
the following: portable vacuum cleaner with
exhaust filters and aluminum ladders.

3.6.4.6 Sdecting Cleaning Methods,
Materials, Equipment. Selection depends on
the type of contaminants, materials of
construction, and the degree of cleanliness
required.

3.6.5 Clean Work Stations. Clean work
stations offer a high degree of flexibility
when clean rooms are not available or
practical. Clean work dsations exit
contamination from the work space by 100
feet per minute ar velocity (1 mile per hour).
Maintenance procedures are the same as for
clean rooms.

3.6.6 Clothing Requirements (Minimum).
Clothing can include many types of apparel
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and different kinds of materials. Such mate-
rials are dacron, nylon, orlon, lintfree mate-
riads, and synthetic material. Footwear in-
cludes street shoes with bootees, tennis shoes
and tennis shoes covered with plastic
bootees. Other clothing ranges from cap and
smock, to cap and coat, to coveralls and cap.
The minimum clean room clothing required
Is smocks, caps, and clean room shoes. The
fabric should be a non-flammable synthetic-
type and no electrostatic properties. Smocks
should be of smple design with no pockets
and asfew seams as possble. The cap should
be the style worn in hospita operating
rooms, covering the hair, so hair or dandruff
will not fall in the clean room area

3.6.7 Personnel Training. A method is needed
to select the right personndl to maintain clean
rooms. Maintenance personnel are frequently
faced with challenges to clean unusua and
intricate items where judgment could be
quite important. Usudly, cleaning procedures
are designed to cover routine practices.
Therefore, it is desrable to have maintenance
personnel  who possess above average
intelligence, some mechanica  ability,
patience, and who are attentive to details.
They should be knowledgeable in the use of
al clean room tools. An important step in
selecting such personnel should include
classroom study plus on-the-job training.
Training should include clarification of goals,
vaue of equipment, the proper use of
cleaning tools, and methods of doing the job.
Classroom study should be conducted in a
clean room environment, should explain the
purpose of a clean room, define why utmost
cleanliness is required, define cleanliness
levels, explain the reasons for controlled en-
vironments, and the necessity to adhere to all
clean room regulations. Personal hygiene
should be stressed. Following classroom
study, selected maintenance personnel should
receive on-the-job training by working di-
rectly with an experienced employee. The
new employee then should be interviewd by
the supervisor and be assigned specific work
tasks. Supervisors are to enforce good
housekeeping practices.



3.6.8 Personal Hygiene. Personnel with skin
or upper respiratory diseases should not be
allowed to work in clean room operations.
There are severa problems and precautions
involved in clean room maintenance
operations. They are:

3.6.8.1 Physiological:

(1) Allergiesto synthetic fabrics.

(2) Allergies to solvents being used in
clean rooms.

(3) Profuse nasal discharge, colds,
coughs, sneezing.

(4) Highamounts of acid in moisture of
hands.

(5) Skin conditions which result in
abnormal skin shedding, dandruff, or skin
flaking.

(6) Severe nervous conditions, itching,
scratching, or claustrophobia.

(7) Severe cases of sunburn.

3.6.8.2 Habits, Disciplines:

(1) Bathe frequently.

(2) Shampoo hair weekly, control
dandruff.

(3) Wear clean garments to insure
maximum cleanliness.

(4) Wear gloves over chapped hands.

(5) Male personnel shave daily.

(6) Keep hair confined under caps.

3.6.8.3 Rulesto be Enforced:

(1) Wash hands often.

(2) Wear gloves.

(3) Keep fingernails clean.

(4) Never comb hair in clean room.

(5) Do not wear fingernail polish.

(6) Always wear specified clothing.

(7) Never apply cosmeticsin the clean
room.

(8) Persond items, such as keys, coins,
cigarettes, matches, pencils, handkerchiefs,
watches, tissue, and combs cannot be carried
into the clean rooms.

(9 Avoid wearing such items as
jewdry, rings, necklaces, earrings, bracelets
and lockets.

(10) Keep parts and tools of work
station as clean and orderly as possible.

(11) Do not wak around unnecessarily.

(12) Do not eat food, chew gum or
tobacco, or smoke in the clean room.

(13) Surgicd head caps shall be worn
at al times.
(14) When in doubt as to what you

shall or shall not do, contact your supervisor.
3.6.9 Lighting Equipment. Clean room
lighting equipment should be cleaned
properly to mantain its high criticd
standards. Shadowless, uniform lighting at
intengity levels of 100- to 150-foot candlesis
satisfactory for most clean rooms. Ceiling
light fixtures should be flush-mounted and
sedled to prevent airleaks. Fixtures should be
access ble from above the ceiling. (paragraph
3.5.1.1)) Follow the latest revision to Federal
Standard 209, Clean Room and Work
Station Requirements.

Section 7—MAINTAINING CLEANING
STANDARDS

3.7.1 Standards. Cleaning standards are given
in chapter 6, of this manual. Supervisors or
foremen, as applicable, should thoroughly
understand these standards. The quality of
custodial services will depend on correct
interpretation and application of these
standards.

3.7.2 Accomplishment. *Performance of
cleaning operations should be checked
weekly, or as often as necessary, to insure
proper accomplishment. Checks should be
made prior to, or immediately after,
completion of a given job. This will alow
supervisor to make a fair check of the work,
and to determine whether improvements are
necessary. Experienced workers will not
usudly require as much supervision as the
inexperienced. Supervision serves its most
useful purpose when the worker is given
positive assistance in correct cleaning
methods, rather than criticized for mistakes.
For the Army DA Form 5105 (Janitoria
Standards Checklist) (fig. 24) is used for
such congtructive criticism. DA Form 5105 is
available through norma AG publications
supply channels.
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Figure 24. DA Form 5105 (Janitoriai Standards Checklist).



Chapter 4

ELEVATOR OPERATIONS

Section 1—GENERAL INSTRUCTIONS

4.1.1 Purpose. The purpose of this part of
manud isto provide procedures for safe, ef-
ficient, and courteous elevator service.

4.1.2 Personnel.

4.1.2.1 Qualifications.

(1) One week’s training under the
direction of a competent operator should be
required before an inexperienced operator
can operate and be in charge of any
passenger elevator.

(2) Two days training under the
direction of a competent operator should be
required before an inexperienced operator
can operate and be in charge of any freight
elevator.

(3) Operators should be free from ser-
ious physical or mental defects, shell be not
less than eighteen (18) years of age.

(4) Operators should be selected with
congderation for their ability to perform their
dutiesin a careful and competent manner.

4.1.2.2 Appearance. Elevator operators
should be clean and neatly dressed; clothes
pressed; shoes shined; hair neatly brushed or
combed. Male operators should be cleanly
shaven. Operators should stand erect and
present an aert and efficient appearance.

4.1.2.3 Relief. Operators should not leave
elevators until relieved. During relief periods,
operators shal not remain in cars or
corridors and talk to operators on duty. They
should return promptly when relief period is
over.

4.1.2.4 Work Habits. Operators should
keep cars tidy. They should stand facing

front of car a al times while car is in
motion, or while passengers are in elevator.
Operators should not engage in unnecessary
conversation with passengers, or volunteer
unnecessary information about building or
occupants. Information as to location of
rooms of officials and employees should be
furnished upon request.

Section 2—OPERATION

4.2.1 Operating Instructions.

4.2.1.1 Putting Elevator in Service. Fol-
lowing rules should be observed when pre-
paring to put elevator in service.

(1) Open hoistway and car doors
when equipped for service key.

(2) Becertain carisat landing before
stepping through doorway. Never assume car
iswhere it was | eft.

(3) Use hal, lobby lights, or safety
warning lightsinstalled in some hoistways to
determine if elevator is at landing.

(4) Enter car.

(5 Turnon lights.

(6) Turn on motor generator switch,
if the elevator has one.

(7) Turn off “not running” lights or
pick up “not running” signs, if provided.

(8) Close hoistway doors.

(9 Move car operating control to
“start” position.

(10) Make trial inspection trip before
carrying passengers. If any defect in equip-
ment, performance, or any unusua noise is
detected, facts should be reported immedi-
ately to the person in charge. Car is then
taken out of service and not operated except
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on ins;ructions from elevator mechanic or
Supervisor.

4.2.1.2 Operation of Elevator Controls:

(1) Car Switch Control—Manud Lev-
eling.

(@ Movement of switch toward car
gate causes elevator to go down. Movement
of switch away from gate causes elevator to
go up. Speed of car can usualy be controlled
by amount of movement of car switch.

(b) Operator should move car
switch dowly in desired direction until full
speed |s attained. In stopping, car switch is
brought dowly toward center position.
Operation of switch in this manner prevents
sudden starts and stops which are
uncomfortable to passengers. Move control
mechanisn to the stop position on
approaching a termina landing, without
waiting for the termina stopping device to
come into action.

(c) Operator should learn by
practice to stop car level with floor. Making
several attempts to level car with floor is
hard on car and uncomfortable to passengers.

(d) Reversing of car switch should
be done carefully. Before reversing direction,
operator should bring car to complete stop.

(e) Thedightest pressure of afloor
button registers a call and the button be-
comes illuminated, thereby indicating to al
subsequent passengers whether or not a call
for a particular floor has been registered.
This helps speed elevator service by imi-
nating the need of a passenger pressing the
same button. The buttons remain illuminated
until the car arrives at the terminal and parks
or reversesitstravel in answer to other calls.
The controls aso include a red emergency
switch, an alarm button and a door open
button which are readily accessible to the
passenger. Where required, in addition to the
above normal requirements, a switch to place
the system in attendant operation may be
included.

(2) Car Switch Control—Automatic
Leveling. Operation is similar to that of
manud control. However, operator needs to
bring car only within leveling zone before
centering switch. Zoneis approximately 18
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inches above and below floor level. When
switch is centered within zone, car is brought
automatically to the floor level and stopped.

4.2.1.3 Automatic Operation. To operate
this type of elevator, It is necessary to press
button of floor desired. Elevator will then
start automatically, and atop a proper
landing. Elevator dso operatesin response to
signals from floor landings. Some elevators
of this type have manual doors and gates. In
these cases, doors and gates must be closed
before pushing floor buttons.

4.2.1.4. Dual Operation.. Figure 25 shows
control pandl for dual operation elevator. An
elevator of this type may be operated either
manually or automatically. Usually, change-
over is made by means of a key-operated
switch. Manua operation is generdly the
same as operation with car switch control. If
elevator has no car switch control, floor
landing buttons are used in same manner as
for automatic operation. When thisis done,
car can no longer be stopped by pressing
landing buttons at floors, but they do
Indicate to operator that car is desired at
certain landings.

4.2.1.5 Sgnal Control. To operate this
type of elevator (fig. 25), operator presses
buttons corresponding to floors desired by
passengers. When al passengers are in car,
operator moves controls to “start” position.
This closes doors and starts car automati-
caly. When car isin motion, operating con-
trol is returned to normal position. Car will
stop at each floor for which button is
pressed, and open doors automatically. Car
will also stop in response to buttons pressed
at floor landings.

4.2.2 Standard Operating Expressions.
Expressions given below have been
standardized for convenience of passengers,
and to help operators provide uniform,
courteous service.

4.2.2.1 Entering Elevator. As passengers
enter elevator operator should:
(1) Say, “Going up’
down,” when doors open.
(2) Say,“Hoors, please?’ Thisis done
before doors are closed. Repeat floor

or “Going



Figure 25. Elevator Control Panels.

numbers given. Be sure buttons for all stops
requested are pressed before doors are
closed.

(3) Say, “Next car, please,” if more
than maximum number of passengers attempt
to enter car.

(4) Say,“Stepback incar, please,” in
order to prevent crowding at car door.

(5) AsSK passengers to, “Face front,
please,” if car is crowded and passengers are
facing back or side of car.

4.2.2.2 Approaching Floor. As elevator
approaches floor, operator should:

(1) Announce, “First floor,” “Second
floor,” etc, as car slows to stop.

(2) Announce, “Street floor,” aswell
asfloor number, as, “First, street floor.” This
is necessary particularly in case of buildings
on grade where street floor at one end ison
different level from street level at other end
of building.

4223 As Car Sops. As car stops
operator should:

(1) Say,“Pleasewait until car stops,”
if passengers attempt to alight from or enter
whileit is still leveling.

(2) Say, “Step up, please,” or “Step
down, please,” if car does not stop level with
landing sill. Thisisimportant as few people
watch door sill when car stops.

4.2.3 Operating Procedures.

4.2.3.1 General:

(1) Peakedéeevator isnever placed in
service except under direction of supervisor.

(2) When a main floor, operator
stands at attention well within the car.

(3) Operator never steps outside the
car except when relieved from duty.
Relieving operator steps into car and takes
over control before dismissed operator
leaves. Passengers are never alowed to
remain in car without operator.

(4) When more than one car in bank is
at main floor termina, operators in cars
other than next car to be loaded should close
gates, and extinguish car lights.

(5) Carsshould never be overloaded.
Certificate of inspection is authority for
weight load or number of persons permitted
toridein elevator.

(6) Floor signds are not passed
without instructions from supervisor, unless
car is full and signal “Transfer” switch is
thrown.

(7) Passengers should not be hurried.
It is both dangerous and discourteous.

(8) Operators never give information
or make statements, either written or verbal,
in connection with accidents occurring in the
building. If statements are to be made, they
must be given in presence of building man-
ager or supervisor.

(9 Whenthecarisout of service, the
control mechanism is left inoperative by
pulling “Emergency Switch.” Where a motor
generator isinstalled, supervisor shuts down
Set.

(10) Operators should make complete
trips to top floor unless instructed otherwise
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by supervisor, or prevented by automatic dis-
patching systems.

(11) Emergency exitsin either side or
top of car must be closed when in motion.

(12) Before opening or closing doors,
operator should extend arm across door
opening and hold that position while doors
arein motion. This action insures passengers
are clear of gate or doors.

(13) Under no circumstance should op-
erators attempt to repair, adjust, block open,
or otherwise make inoperative hoistway door
interlocks, car door or gate contacts, or
emergency release.

(14) Operators should never open
hoistway doors by emergency key.

(15) Unless specifically directed by su-
pervisor, operators never allow materia to
be placed on top of elevator, or suspended
beneath the car.

(16) Do not carry passengers or freight
while ingpections, repairs, or adjustments are
in progress, and operate the elevator only in
response to directions from the inspector or
person in charge. Do not move the car when
anyoneisin the pit or on top of the elevator
EXCEPT ASTHEY MAY DIRECT!

4.2.3.2 Operation of Passenger
Elevators:

(1) Operators should know maximum
number of passengers alowed in car, and
never allow the limit to be exceeded.

(2) Freight should not be carried in
passenger elevators, except under specific in-
structions of supervisor. If freight is to be
carried, elevator should be protected from
damage.

4.2.3.3 Operation of Service Elevators.
Service elevators can carry either passengers
or freight. They should contain safety devices
required on passenger elevators. Under no
conditions should maximum load be ex-
ceeded.

4.2.3.4 Operation of Freight Elevators:
(1) Do not dlow overloading of deva
tors.
(2) Except by specid permission of
supervisor, only persons handling freight are
allowed in cars.
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(3) Extreme care should be taken
when leveling cars at landing sll. Thisisto
avoid tripping hazard and alow easy loading
or unloading of cars.

(4) Car operating controls should be
centered before attempting to move freight.

(@) Ondevator controlled by hand
rope, cable lock must be set before at-
tempting to move freight.

(b) On automatic elevators, emer-
gency switch should be opened before
loading or unloading.

(5 When carrying loads which extend
beyond top of elevator, either supervisor or
mechanic should accompany the load, or it
should be carried in accordance with their
instructions.

(6) Following rules apply to handling
loads greater than elevator capacity:

(@) Elevator mechanic is notified
and his instructions are followed.

(b) If “safelift” deviceis provided,
mechanic should make adjustments.

(c) When unusudly heavy loads are
carried, mechanic operates elevator from ma-
chine room. Do not ride in the elevator, nor
alow otherstoride.

(7) Hoisting doors or gates shall
aways be closed and locked before the
elevator is started. The elevator shall be
brought to a stop at the landing level before
the hoistway door or gate is opened.

4.23.5 Operation of Hydraulic Elevators:
(1) Elevator should be stopped grad-
ually to avoid unnecessary wear and strain on
equipment. Reverse cars only when neces-
sary. Bring carsto full stop before reversing.
(2) Elevatorsof thistype are left unat-
tended only at lowest landing, resting on
bumpers, with operating lever set in lowest
position.

(3) Somedevators have no automatic
braking device, S0 operators approaching top
or bottom landings should slow carsin same
manner as at other landings.

(4) Any tendency of carsto “creep,”
i.e., move up or down dightly after control
switch is centered, should be reported
immediately to supervisor.



4.2.4 Emergency Procedures

4.2.4.1 General. Operator should remain
cam under all conditions. In cases of emer-
gency, he should assure passengers there is
no cause for adarm, equipment has safe-
guards, and iswell maintained by mechanics
on duty and immediately available.

4.2.4.2 Emergency Devices:

(1) Emergency Stop Switch. If oper-
ating switch control fails to stop car, emer-
gency stop switch is thrown to “off” posi-
tion. This cuts off power and applies brakes.

(2) Emergency Release. This button
or switch, when pressed or thrown, permits
operation of car even though hoistway or car
doors are open. Safety codes demand this
button or switch be placed under glass cover.

(@) Emergency releaseisused only
under instructions of elevator mechanic or
supervisor.

(b) Elevator is not to be operated
unless glass cover isin place over emergency
release button.

(c) Operator should report to his
supervisor immediately if he finds emergency
release cover broken.

(3) Telephones in. Emergencies. If
telephone is installed, emergencies are
reported by caling number listed on
certificate of inspection.

(4) Emergency Communication
Without Telephone. Rap on doors and call
for attention. Instruct person summoned to
inform supervisor of need of assistance.

4.2.4.3 Types of Emergencies:

(1) Excessve Car Speed. If excessive
car speed is reached, operators should per-
form the following steps:

(@ Control switch should be
moved to stop position.

(b) If car fails to stop, emergency
switch is thrown to “off” position. Safety
device will set, stop and hold car, or slow-
down devices at top and bottom of hoistway
will stop car.

(¢ Do not jump, or alow
passengers to jump, from car when in
motion.

(2) Car Salled Away From Landing.
If a any time elevator stops suddenly due to

power failure, application of undercar safety
device, etc, operator should perform fol-
lowing steps:

(@) Move operating control to stop
position.

(b) Throw emergency stop switch
to “off” position.

(c) Turn off motor generator set and

leveling switch, if any.

(d) Notify supervisor’s office
immediately.
(e) Operator can remove

passengers from stalled elevator only under
following conditions:

1. If operator can open hoistway
doorsimmediately and safely.

2. Carisinlevding zone, and pas-
sengers can step easily from car to corridor.
Passengers should be warned of low head
clearances when leaving car.

CAUTION: Side or top emergency exits may be used
only on ingructions from elevator mechanic or
supervisor.

(3) Car Sriking Obstruction. Car
should be stopped by centering operating
control switch, and throwing emergency stop
switch. Supervisor is then notified.

(4) Person Caught Between Car and
Hoistway. Car is stopped by emergency
methods. Rescueis made only under instruc-
tions by supervisor and mechanic.

(5) Fire Alarm or Panic. Unless
specificdly instructed otherwise, operator
should run car nonstop to street level.
Operator should call the Fire Department,
report to designated official, and await
further instructions.

4.2.4.4 Reports:

(1) Report of Accident. If the car stalls
or a passenger becomes sick or is injured,
names and addresses of persons involved and
witnesses, along with report of facts per-
taining to incident, should be reported to su-
pervisor.

(2) Report of Emergency Service. In
instances where passengers are being trapped
in stalled car, operator should report to su-
pervisor. Car is put back in service only on
ingtructions from supervisor or elevator me-
chanic.
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4.2.5 Repairs to Elevators.

4.2.5.1 General. Supervisors should bein-
formed of routine inspections and repair of
elevators. If operators are needed during
repair periods, they take orders from chief
elevator mechanic. Supervisor should be
notified when car is ready for service.

4.2.5.2 During Repairs. Under no circum-
stances will an operator leave car under
repair unless specificaly instructed to do so
by elevator mechanic.

4.2.6 Taking Elevator Out of Service.

4.2.6.1 Parking. Elevator should be
parked and taken out of service at regular
parking landing.
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4.2.6.2 Procedure. After parking, the fol-
lowing steps should be performed:

(1) Place operating control in stop or
locked position.

(2) Shut off motor generator set and
remove key, and close elevator gate. If shut
down is for short period only, throw emer-
gency stop or safety switch in “off” position.

(3 Turn on “not running” lights or
position “not running” signs, as required by
supervisor.

(4) Turn off fan.

(5) Turnout lights.

(6) Shut car gate.

(7) Shut hoistway door if car is
equipped with service key.



Chapter 5

SAFETY

5.1.1 General. Custodial services operations
expose personnel and material to potentialy
hazardous conditions. In order to insure safe
operating conditions, the principles of acci-
dent prevention must become an integral part
of all custodial operations. Supervisors are
responsible for insuring that respective
military agencies safety regulations and
manuals are followed. Unsafe practices and/
or conditions will be immediately called to
the attention of the supervisor for remedial
or corrective action. Conditions beyond the
supervisor’s respongbility will be referred by
him to the higher authority for corrective
action. Custodia personnel must be thor-
oughly indoctrinated on safe operating
procedures and precautions essentia to the
safe and efficient accomplishment of their
tasks.

52.1 Use of Materials. With the rapid
development of concentrated cleaning
materias, and improvement of equipment for
effective accomplishment of custodia
services, it is essential that the custodial
worker be trained to identify the various
types of materias and equipment and to
know their limits and restrictions of
application. Some concentrated cleaning
materials produce a detergent up to fifty
times the volume of the concentrate. They
are shipped in plastic containers 1" x 1” x 5”.
Some cleaning materials while applicable to
the same cleaning activity, contain different
chemica properties, which if mixed would
produce dangerous toxic gases. The
instructions on the containers should be
followed closely, particularly with respect to
use in wel ventilated areas. Stock-listed
items specificaly designed for military cus-
todid services should be used unless
goprova habeen given by the installation for
use of other than stocklisted cleaning agents.

Most cleaning materials contain agents
which will cause skin irritation when per-
mitted to remain in contact with the skin for
prolonged period of time. Rubber gloves are
recommended as a means of protecting the
hands.

Situations which could or do effect the
workers’ health should be immediately re-
ported to the installation Medical Service for
evaluation.

5.2.2 Floor Waxes. Floor waxes may fall
within the following categories:

5.2.2.1. Liquid Emulson Wax. A
dispersion of natural and synthetic waxes
with smal amounts of resins, leveling agents,
and other substances in water.

5.2.2.2. Water Emulsion Finish. Water
emulsion finish is dip resstant and is in-
tended for use on asphalt tile, rubber tile,,
vinyl tile, linoleum and other floor surfaces.
It should not be used on wooden floors
unless properly sealed.

5.2.2.3 Solvent Wax. Is a dispersion of
natural and synthetic waxes or resins in
napthas, turpentines, or other solvents, and is
not recommended for resilient such as rubber
or asphalt. Thiswax is flammable.

52.2.4 Paste Wax, Similar to liquid
solvent wax but containing a greater
proportion of solids. This wax is flammable
the same as the liquid solvent wax.

5.2.2.5 Care must be exercised in the use
of solvent type waxes, since they emit gases
due to the vehicle used for the wax. The
buffer used with a steel wool pad, if contact
is made with metal while buffing the floor
could create afriction spark and cause aflash
ignition of the gases.
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Figure 26. Safety Mobile Adjustable Type
Ladder.

5.3.1 Use of Equipment. While safety
measures have been discussed throughout the
manual, the following items should be given
specia attention.

5.3.1.1 Ladders and Safety Belts. Step
ladder treads should be level with ground
when ladder is open. An automatic spreader
or locking device should be provided to lock
step ladders in open position. Metal ladders
should not be used for work near electrical
conductors or devices. Where hooks are in-
ddled, it is recommended that safety belts be
used when washing window exteriors above
thefirg floor. Ladders in continuous service
should be inspected daily. Ladders found to
be defective should be taken out of service
for repair or salvage, fig. 26.

5.3.1.2 Containers. All containers used for
storage purposes must have tightly closing
lids. Under no circumstances will flammable
materials be stored in open containers. Con-
tents should be clearly indicated on exterior
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of cans. Closets and supply cabinets should
be inspected regularly to prevent accumula-
tion of waste materials and unsafe storage of
supplies.

5.3.1.3 Electrical Equipment. Equipment
should be maintained in such a manner asto
insure safety of personnel and to reduce fire
hazards to a minimum. All electrical equip-
ment, metal frames, and other parts asso-
ciated with eectrical equipment should be
connected to a low resistance ground. Any
electrica equipment found to be defective
during daily inspection and use will be with-
drawn from service immediately for repair.

5.3.1.4 Keeping Equipment Out of Traffic
Lanes. Workers are instructed not to place
mop pails, mops, brooms, soaps, or other
equipment in traffic lanes where personnel
might stumble and fall over them.

5.4.1 Wet or Waxed Floors. Workers are in-
structed to warn personnel approaching dip-
pery floors while mopping or waxing is in
progress. If it is necessary for workers to
leave before floors are dry, signs and barriers
should be erected to prevent accidents. To
prevent buildup of brittle, dippery wax
—keep floors stripped according to
schedule. Repair worn floors promptly.
Repair or replace loose or curled tiles,
cupped wood, holes and cracks. Avoid

Figure 27. Good Safety Practice for Floor Waxing
and Stripping Operations.



natural soaps, as the remaning film is
dippery. If used, rinse thoroughly when wet.
When rinsing, cleaning, waxing, sealing or
stripping floors, use “wet floors’ or similar
caution signs, placed so that they are visible
from al approaches. Dry each section
carefully before proceeding to the next, fig.
27. Adequate lighting will prevent persons
walking into obstructions or tripping over
small objects. Mop or vacuum immediately
al spilled liquids, or suds. Remove aill
drippings or grease spots immediately by
vacuum, scraping or mopping, or by using a
nonflammable oil absorbent. Never use
solvents on composition floors as they will
cause softening and damage to thetiles. To
lessen dip problems, adhesive carborundum
strips may be used on stair treads and ramps.
Purchase only those floor finishes, waxes and
coatings which have good anti-dip qualities.
Never move furniture when the floor is wet.

5.5.1 Fire Prevention. Good housekeeping
is of utmost importance in preventing fires.
Accumulation of rubbish and combustible
wastes are frequent sources of fire
Observance of prescribed fire-prevention
practices in the vicinity of flammable gases
and vapors is absolutely essential in order to
avoid accidental ignition or explosion. Using
services and operating personnel are aso

responsible for elimination of fire hazards.

5.5.1.1 Volatile Cleaning Agents. The use
of volatile or flammable liquids for cleaning
floors is not permitted. Treated sweeping
mops and dusters also present afire hazard,
and they should be kept in ventilated metal
containers.

5.6.1 Chlorine Bleach Should Not be Mixed
With Other Materials. The use of rubber
gloves to prevent caustic action or irritation
of the skin when using oxalic acid and
trisodium phosphate is mandatory.

5.7.1 Lifting. When manually lifting loads,
it isimportant that safe lifting limits be ad-
hered to. Fifty pounds is the maximum rec-
ommended safe weight which may be lifted
by a male worker performing continuous or
repetitive lifting of materials in compact
form. Twenty-five pounds is the maximum
recommended safe weght for femae
workers under smilar conditions. The proper
lifting procedure is for the worker to first
make certain hisfooting is secure, then grasp
the load so that it may be held without
becoming unbalanced, then to lift from a
squatting position with his back straight and
his legs exerting the primary lifting force.
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Chapter 6

TRAINING GUIDE

OUTLINES OF JANITORIAL OPERATIONS FOR ON-THE-JOB USE

Section 1—GENERAL

6.1.1 Purpose. This part of the manual is
made up of descriptive work outlines for on-
the-job use, and as an aid to training. They
are intended as a supplement to information
given in preceding parts of this manual.

6.1.2 Scope. The outlineslist equipment and
supplies needed, procedures for doing the
work, and ingtructions for care of equipment
after completion of the job. Careful applica-
tion of these ingtructions will help the worker
produce efficient, thorough, custodial
Services.

Section 2—OUTLINES

6.2.1 Treating Sweeping Mops, Yarn Dusters,
and Dustcloths.

6.2.1.1 Equipment Needed:
(1) Hand spray gun (bottle).
(2) Metd mop pan 8" wide, 8" high,
24" long with cover.
(3) Large mop bucket.

(4) Container for mop treatment
solution.

6.2.1.2 Materials Needed:
(1) Liquid mop treating compound.

6.2.1.3 Getting Mops Ready:

(1) Beforetreatment, new mops, dus-
ters and cloths require soaking in hot water.
Soaking tightens the yarn.

(2) Old mops or dusters do not
require soaking before treatment, but should
be washed clean in solution of 1 tablespoon

trisodium phosphate to 1 gallon of warm
water, and then rinsed thoroughly.

6.2.1.4 Doing the Job:

(1) After mopshavedriedandyarnis
straightened and combed, mop should be
soaked in a mop treating compound, wrung
out, and hung up to dry.

(2) Properly treated mops will be
fluffy and light to handle. They will not fedl
damp and yarn will not be soggy or matted.

(3) After treatment, fold mop yarn
together, roll tightly, and place in closed
metal container for about eight hours. This
allows solution to spread evenly throughout
the mop. Treat dusters and cloths similarly.

Care of Equipment:

(1) Clean all equipment thoroughly.

(2) Remove spotsfrom floor or table.

(3) Dispose of wiping cloths.

(4) Returndl supplies and equipment
to their proper storage place.

6.2.2 Washing Sweeping Mops, Dusters, and
Dustcloths.

6.2.2.1 Equipment Needed:

(1) Mop bucket, large can or bucket
and wringer or squeezer.
(2) Pametto Brush.

6.2.2.2 Materials Needed:

(1)) Warm water.
(2) TSP (Trisodium Phosphate).

6.2.2.3 Getting Mop Heads, Dusters, or
Dustcloths Ready:

(1) Remove mop headsfrom handles.
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(2) Shake mop heads, dusters, or
dust-cloths to remove as much dirt as
possible.

6.2.2.4 Doing the Job:

(1) Wash mop heads, dusters or dust-
cloths clean in a solution of one tablespoon
of trisodium phosphate to one galon of
water by working them vigorously with
plumber’s friend or broom handle.

(2) Rinse thoroughly in clear,
lukewarm water, wring them as dry as
possible with wringer or squeezer.

(3) Hangthemupto dry where there
isgood air circulation.

(4) When dry, comb yarn out with
palmetto brush.

(5) Mop heads, dusters or dustcloths,
when dry, should be light grey in color, light,
and fluffy. There should be no soggy or
matted yarn.

6.2.2.5 Care of Equipment:
(1) Clean all equipment thoroughly.
(2) Returndl supplies and equipment
to their proper storage places.

6.2.3 Proper Handling of Sweeping Mops.

6.2.3.1 Handling a Sweeping Mop or
Swivel Dust Mop for Office Sveeping:

(1) Start mop at foot farthest from
pushing hand, mop in circular motion,
keeping dirt ahead of mop.

(@ Do nat lift mop from floor or
it will drop dirt gathered.

(b) Do not bear down on mop.

(c) Stand erect to prevent undue
fatigue.

(2) Sweep out corners as you come
to them.

(3) Shake mop in dustbox. Hold mop
in box while shaking but do not allow mop to
contact dirt in bottom of box.

6.2.3.2 Handling Mops for Continuous
Push Method:
(1) Sraight Sveeping Mop or Swivel
Mop:
(@  Push mop as you wak. Do
not lift mop from floor.
(b)  Shake mop into dustbox.
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(2) V-Type Sweeping Mop:

(@ Push forward from
comfortable position between handles. Do
not lift mop from floor.

(b)  Shakemop out at place where
dirt isto be picked up.

6.2.4.1 Sweeping an Office With a Sweeping
Mop.
6.2.4.1 Equipment Needed:

(1) Eighteen-inch sweeping mop, V-
type mop, or swivel dust mop.

2) Radiator brush, counter brush.

(3) Dustbox, dustpan.

(4) Waste paper container.

(5) Putty knife.

Materials Needed: None.
Before Sweeping:

(1) Place dl equipment in hall near
office door.

(2) Pick up paper and large litter
from floor and place in waste basket. Empty
pencil sharpener receptacles in waste baskets
and replace them.

(3) Empty waste baskets
noncombustible waste paper container.

(4) Clean radiators with radiator
brush.

(5) Place sweeping mop, dustbox,
dustpan, and counter brush in convenient lo-
cation near center of room.

6.2.4.4 Doing the Job:

(1)) Mop-sweep floor as described in
paragraph 6.2.3, fig. 28.

(2) Asturnsare made around room,
shake dirt into dustbox. (If V-type mop is
used, shake into pile near dustbox.)

(3 Remove with putty knife al gum
or dirt sticking to floor.

(4) Gather sweepings into dustpan
with counter brush and empty into dustbox.

(5) Caollect sweeping tools.

(6) There should be no litter on floor,
behind radiators or in corners and room
should have a well-kept appearance.

6.2.4.5 Before Leaving Room. Replace
al furniture, waste baskets, etc., turn off
lights, and close doors and windows.
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Figure 28. Mop Sweeping an Office.

Figure 29. Corridor Mop Sweeping Pattern.

6.2.5 Sweeping a Corridor With Sweeping
Mop Using Continuous Push Method.

6.2.5.1 Equipment Needed:
(1) Twenty-seven-inch or 36-inch
sweeping mop, or V-type mop, or swivel

(2) Radiator brush and counter brush.
(3) Dustbox and dustpan.
(4) Putty knife.

. Materials Needed: None.
Before Sweeping:

(1) Placedustbox and toolsat conve-
nient place for shaking sweeping mop.

(2) Brush radiators clean with
radiator brush, and use counter brush to
sweep under radiator or other space
impossible to reach with sweeping mop.

6.2.5.4 Doing the job:

(1) Begin aong one side and sweep
length of corridor, turn a end sweeping
corner and along sides (fig. 29).

(2) Atgarting point, shake mop, into
dustbox (if V-type mop is used shake into a
pile beside box).

(3) Continue sweeping in pattern
shown in illustration until operation is
completed.

(4) Gather siwveeping pileinto dustpan
with counter brush and empty dustpan into
dustbox.

(5) Remove gum or dirt sticking to
floor by use of putty knife asit isreached in
the course of sweeping.

(6) There should be no dust streaks,
dirt in corners, or where dustbox stood.
There should be no dirt where sweepings
were gathered with counter brush and
dustpan.

6.2.5.5 Before Leaving. Turn out lights,
close doors and windows, if necessary.

6.2.6 Mop Sweeping a Gymnasium Using the
Continuous Push Method.

6.2.6.1 Equipment Needed:
(1) Large sweeping mop or V-type
mop, and 24-inch brush broom.
(2) Counter brush.
(3) Dustpan and dustbox.
(4) Putty knife.
6.2.6.2 Materials Needed: None.
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Figure 30. Gymnasium Mop Sweeping Pattern,
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6.2.6.3 Before Sweeping:

(1) Clear dl gym equipment from
floor.

(2) Place dustbox and tools near
corner opposite entrance door, at least five
feet from end and ten feet from side wall.

6.2.6.4 Doing the Job

(1) Sweep dirt out from wall with
bristle brush.

(2) Start sweeping in corner near
dustbox and follow pattern as shown in illus-
tration, fig. 30.

(3 Upon return to dustbox, push
sweepings across to finishing point of next
round trip. Shake dirt into dustbox and push
box to point beyond finishing point of next
trip.

(4) Repeat process until entire floor
surface is swept.

(5) Removegum and sticky dirt with
aputty knife.

(6) Gather sweepings into dustpan
with counter brush and empty pan into
dustbox.

(7) Collect sweeping tools.

(8) There should be no dust streaks,
no dirt in corners, or where dust was
gathered, or where dustbox was placed.

6.2.6.5 Before Leaving:

(1) All gym equipment will be
replaced as required.

(2) See that al doors and windows
are closed unless instructed otherwise.

(3 Remove dl waste and rubbish
from interior of building.

(4) All lights to be turned off as re-
quired.

6.2.7 Sweeping an Office With a Floor Brush.

6.2.7.1 Equipment Needed:

(1) Eighteen-inch floor brush with
handle cut to proper length, counter, ra-
diator, and nail brushes.

(2) Dustpan and waste paper
container.

(3) Putty knife.

6.2.7.2 Materials Needed: None.

6.2.7.3 Before Sweeping:
(1) Paceequipmentin hal near door.

70

(2) Pick up paper and large litter
from floor and place in waste basket. Empty
pencil sharpener receptacles in waste baskets
and replace them.

(3) Empty waste baskets in waste
paper container.

(4) Clean out radiators with radiator
brush.

(5) Usecounter brush to sweep areas
hard to reach with floor brush.

(6) Empty ash tray into separate
metal container and clear with damp cloth.

6.2.7.4 Doing the Job:

(1) Start at corners farthest from
door.

(2) Sweep sothat entire floor will be
swept when door is reached, keeping main
body of dirt moving through main open area
after sweeping from under desks and out of
smaller aress.

(3 With putty knife, remove gum or
dirt sticking to floor asit is reached in course
of sweeping.

(4) Pushdirtinpile near door, gather
sweepings into dustpan with counter brush,
and empty dustpan into dustbox.

(5) The floor should have no dust
streaks or dirt in corners, under radiators,
etc. Room should have atidy, well-kept ap-
pearance.

6.2.7.5 Before Leaving Room:
(1) Replace al furniture, waste
baskets, etc.
(2) Closewindows.
(3) Turnout lights.

6.2.7.6 Caring for Floor Brush:

(1) Change handle from one side of
brush to the other, at least once a week.

(2) Hang brush up when not in use.
Insure that bristles are free to hang loosely.

(3) Comb out bristles with nail brush
several times each day brush is used.

(4) Avoid getting brush wet or aily.
If bristles should get wet, comb bristles with
nail brush and hang brush up so bristles can
dry.

(5) Do not use a good bristle brush
on rough concrete floor.



6.2.8 Sweeping a Corridor With a Floor Brush.

6.2.8.1 Equipment Needed:

(1) Large floor brush;
radiator and nail brushes.

(2) Dustpan and dustbox.

(3) Putty knife.

6.2.8.2 Doing the Job:

(1) Start sweeping at end of corridor
next to wall. (fig. 31)

(2) Sweep in manner indicated in
figure 31.

(3) Gather sweepingsin pile a end of
corridor. Using counter brush, pick up
sweeping into dustpan and empty dustpan
into dustbox.

(4) Collect sweeping tools.

(5) There should be no dust streaks,
no dirt under radiators, in corners or where
dirt was gathered into dustpan.

(6) Cleandevator floor same as adja
cent area.

6.2.8.3 Before Leaving Room:

(1) Close doors and windows if
necessary.

(2) Turnout lights.

counter,

6.2.9 Sweeping a Gymnasium With a Floor
Brush or Power Sweeper.

6.2.9.1 Equipment Needed:
(1) Thirty-inch floor brush.
(2) Dustpan and dustbox.
(3) Radiator brush, counter brush,
and nail brush.
(4) Putty knife.
(5) Power sweeper.
6.2.9.2 Materials Needed: None.
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Figure 32. Gymnasium Floor Brush Sweeping.

6.2.9.3 Before Sweeping:

(1) Place dustbox and tools at
entrance of gymnasium (point “Y,” figure
32).

(2) Clean out radiators with radiator
brush.

(3) Sweep hard-to-reach places with
counter brush.

6.2.9.4 Doing the Job:

(1) Start sweeping at point “X” in
[llustration and sweep as indicated by
arrows, fig. 32.

(2) Comb floor
occasionally with nail brush.

(3 With putty knife, remove gum or
dirt sticking to floor.

(4) Gather swegpingsin pile a corner
nearest entrance. With counter brush and
dustpan, pick up sweepings. Empty dustpan
into dustbox.

(5 Collect sweeping tools.

(6) When the job is complete, there
should be no dust streaks. Areas under and
behind radiators or other fixtures should be
free from dirt.

6.2.9.5 Before Leaving:

(1) Closewindows and doors unless
instructed otherwise.

(2) Turnout lights.

brush bristles

6.2.10 Mop Sweeping Auditorium or Theater
Having Fixed Seats.
6.2.10.1 Equipment Needed:
(1) Eighteen-inch sweeping mop or
V-type mop, and counter brush.
(2) Dustpan and dustbox.
(3) Putty knife.
6.2.10.2 Materials Needed: None.
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6.2.10.3 Before Sweeping:

(1) Place dustpan and counter brush
at lower end of aide 1. (fig. 33 “pick up dirt
here.”)

(2) Placedustbox at point “DB” of il-
lustration.

6.2.10.4 Doing the Job:

(1) Startatpoint"X" (infig. 33) and
sweep space back of seats, push dirt into
adesand past rear row of seats. Enter space
between last two rows of section A and
sweep toward aisle 2, turning seats up and
sweeping under them. When aide 2 is

reached, sweep dirt past next row of seats.

(2) Shake straight mop into dustbox
and push box past next row of seats (If V-
type mop is used, shake into a sweeping
pile). Continue in same manner until aide4is
reached. Sweep down aisle 4 past next row
of seats, then enter between next two rows
of seatsin section C.

(3) Repeat sweeping procedure until
entire auditorium is finished.

(4) Removegum with putty knife as
reached in sweeping.

START SWEEPING

I TN T (T )

fanass|EassslEaasn

(YT (O ) (o

asaslGasanlEanar

(I (T (I )

l/‘——____

AISLE 2

(117

(13

AISLE 3

AISLE |

anaas)iaasanliasan®)

AISLE 4

aananlansnslaanar

—.—
PICK UP DIRT HERE

(T (T ) T

i__.______//—__ﬁ_\__—_

STAGE

Figurs 33. Theater Sweeping Pattern,
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(5) With counter brush, pick up
sweepings in front of stage.

(6) When the job is complete there
should be no accumulation of dirt, and cor-
ners and spaces under seats should be clean.

6.2.10.5 Before Leaving:

(1) Closeadl doorsand windows.

(2) Turnout lights.

6.2.11 Sweeping an Auditorium or Theater
With a Floor Brush.

6.2.11.1 Equipment Needed;

(1) Eighteen-inch floor brush.
(2) Dustpan and dustbox.
(3) Counter brush, radiator and nail
brushes.
(4) Putty knife.
6.2.11.2 Materials Needed: None.

6.2.11.3 Before Sweeping:
(1) Placedustpan, dustbox, and tools
a lower end of aide asindicated in figure 33
where labeled “pick up dirt here.”

(2) Brush dust from radiators.
6.2.11.4 Doing the Job:

(1) Follow steps and illustration in
paragraph 6.2.10 “Doing the Job,” but, do
not shake the brush into the dustbox.

(2) When the job is complete the
room should be clean throughout; there
should be no accumulations of dirt behind
legs of seats, or in corners.

6.2.11.5 BeforeLeaving. Closedl doors
and windows unless instructed otherwise.

6.2.12 Sweeping a Stairway.
6.2.12.1 Equipment Needed:

(1) Eighteen-inch sweeping brush and
counter brush.

(2) Dustpan and dustbox.

(3) Putty knife.

(4) Dustcloth.

(5) Vacuum cleaner, back-pack type.

6.2.12.2 Materials Needed. None.

6.2.12.3 Before  Sweeping. Place
dustpan, counter brush, and dustbox at foot
of stairs; go to landing at top of stairs.

6.2.12.4 Doing the Job:

(1) Brush dust from radiators.

(2) Start sweeping top landing and
sweep al stairs and landings from top to
bottom landing, taking care to remove all dirt
from corners of stair treads. Use putty knife
to remove gum, etc. Dust rail, balusters and
dado as sweeping proceeds.

(3) Gather sweepings into dustpan
with counter brush and empty pan into
dustbox.

(4) When the job is completed, the
stair should have no dust marks, no dirt In
corners, and rail, balusters and dado should
be free from dust.

(5) Return equipment to storage.

6.2.13 Mopping Unwaxed Weed, Linoleum,
Rubber, Vinyl or Asphalt Tile Floors.

6.2.13.1 Equipment Needed:

(1) Two cotton mops.

(2) Two mop buckets with wringers,

or atwo-tank mop truck.

(3) Putty knife.

(4) Dry cloth.
6.2.13.2 Materials Needed:

(1)) Warm water.

(2) All-purpose synthetic detergent.
6.2.13.3 Before Mopping:

(1) Havefloor swept thoroughly.

(2) Fill buckets or tanks with warm
water, adding Y2 to 3/4 cup of al-purpose
synthetic detergent to each three gallons of
water (depending on the amount of dirt to be
removed) in pail or tank.

(3) Stir solution thoroughly.

(4) Place mopsand buckets about 15
feet from corner or end of room farthest
from entrance; wet floor where buckets will
stand to prevent rings; keep mops in buckets
when not in use.

6.2.13.4 Doing the Job:

(1) Take the mop from solution
bucket and wring it out enough so it does not
drip.
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(2) Starting in corner, draw mop
along baseboard about eight feet; return to
corner and repeat action along Intersecting
wall. Do not splash baseboard. If water does
splash on the baseboard, remove with a dry
cloth.

(3) Starting in corner, swing mop in
long strokes of about six to seven feet, being
careful to cover al of floor. Mop should
never be wet enough to leave water standing
on floor. Mop wood floors parallel to grain.

(4) Step back as mopping proceeds.

(55 Wet mop as required. Always
wring mop to prevent dripping.

(6) When an area seven to eight feet
sguare has been mopped, rinse the area using
the other mop In same manner as described
in steps (2) to (5).

(7) Rinse mop, and wring out as
much water as possible.

(8 Dry mop area as described in
steps (2) thru (5).

(99 Move buckets and mops down
floor about eight feet, and mop another area
about eight feet square.

(10) Repeat process until entire floor
IS mopped.

(11) Change mop and rinse water
when they become too dirty for effective
cleaning.

(12) Use putty knife to remove gum.

(13) Pick up any strings dropped by
mops.

(14) A properly mopped floor should
have an evenly cleaned surface; baseboards
should not have been splashed; there should
be no water |eft standing on floor, and water
should not have been allowed to seep under
baseboards.

6.2.13.5 Before Leaving. Replace furni-
ture, close all doors and windows. Turn out
lights.

6.2.13.6 Care of Equipment:

(1) Rinse out both mops in clear
water; wring them out as dry as possible;
hang mops up to dry.

(2) Clean mop buckets or mop
trucks.

(3 Returndl supplies and equipment
to proper storage space.
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6.2.14 Mopping Terrazzo, Mosaic Tile,
Ceramic Tile, Slate or Marble Floors.

(Does not include conductive floors)

6.2.14.1 Equipment Needed:

(1) Two cotton or linen dasher mops.

(2) Two mop buckets with wringers
or atwo-tank mop truck.

(3) Floor squeegee.

(4) Putty knife.

6.2.14.2 Materials Needed:

(1)) Warm water.
(2) Neutra Liquid cleaner.

6.2.14.3 Before Mopping:

(1) Follow instructions for “before
mopping” of paragraph 6.2.13, except reduce
the amount of detergent to a minimum that
will do the job.

6.2.14.4 Doing the Job:

(1) Follow steps (1) to (5) in “doing
the job,” paragraph 6.2.13.

(2) Use sgueegee to remove
detergent solution from floor, starting near
corner and moving toward mop pails or
truck.

(3) If sgueegee and pickup pan are
not available, rinse detergent solution mop;
wring out as dry as possible and pick up de-
tergent solution on floor.

(4) Userinsemop to rinse entire area
covered as in steps (2) to (5) of “doing the
job,” paragraph 6.2.18.

(5) Dry mop area with rinse mop as
described in steps (2) to (5) of “doing the
job,” paragraph 6.2.13.

(6) Follow steps (9) to (14) of “doing
the job,” paragraph 6.2.13.

6.2.14.5 Before Leaving. Replace furni-
ture, close all doors and windows unless oth-
erwise instructed, and turn out lights.

6.2.14.6 Care of Equipment:

(1) Rinse out mops in clear water;
wring them as dry as possible; hang them up
to dry.

(2) Clean mop buckets or mop truck.

(3) Return supplies, and equipment
to storage.



Note:
do the job. One man apply the detergent solution, the other use the
sgueegee and pickup pan, and change water when it becomes dirty.
If no squeegee and pickup pan are available, the second man should
rinse and dry mop.

6.2.15 Damp Mopping a Waxed Floor.

6.2.15.1 Equipment Needed:

(1) Two clean mops. (If mops have
been used previoudy with detergent solution,
rinse mops carefully in warm water.)

(2) Two mop buckets with wringers,
or two-tank mop truck.

(3) Putty knife.

(4) Dry cloth.

6.2.15.2 Materials Needed. Clear water,
and all-purpose synthetic detergent.
6.2.15.3 Before Mopping:

(1) Thoroughly sweep floor.

(2) Mixsmdl amount of detergent in
water if required, to remove soil.

(3) Pacemop bucket or truck about
eight feet from wall or corner farthest from
entrance to room.

6.2.15.4 Doing the Job:

(1) Take mop from bucket or tank
and wring to prevent dropping.

(2) Follow steps (2) to (10) in “doing
the job,” paragraph 6.2.13.4.

(3) A properly damp-mopped floor
should dry within afew minutes; there should
be no damp spots, surface should be evenly
cleaned, and any water splashed on
baseboards or furnishings of room should
have been removed, fig. 34.

6.2.15.5 BeforeLeaving. Closedl doors
and windows and turn out lights.

6.2.15.6 Care of Equipment:
(1) Rinseout mop; wring out as dry
as possible; hang it up to dry.
(2) Clean mop bucket or truck.

(3 Returndl supplies and equipment
to storage.

If floor areaiislarge, time can be saved by having two men

6.2.16 Mopping an Office Floor. If floor is
unwaxed wood, rubber, vinyl, mastipave, as-

(START

\_/ FINISH

MoP SECTION WITH SIDE-TO-SIDE STROKES

Figure 34. Damp Mopping a Floor Section.

phalt tile, or linoleum, follow instructionsin
paragraph 6.2.13. If floor isterrazzo, mosaic
tile, ceramic tile, date, or marble, follow in-
structions in paragraph 6.2.14. If floor is
waxed, follow instructions in paragraph
6.2.15. In addition, do the following:

6.2.16.1 Before Mopping:

(1) When sweeping, place movable
furniture and fixtures on an area near the
door and opposite end where mopping is to
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start. Apply masking tape around bottom of
file cabinets to prevent water from seeping
under them.

6.2.16.2 Doing the Job:

(1) Mop as much open area as
possible; move heavy desks and tables only
enough to mop spot where legs stand.

(2) Return movable furniture and fix-
tures to mopped area and finish mopping
room.

(3) Clean floor under radiators and
other hard-to-reach areas with mop in hand.

(4) When the job is complete, the
floor should be uniformly clean; there should
be no splashes on baseboards or furniture;
water should not have been allowed to seep
under baseboards, filing cabinets, or other
fixed furniture, and no mop strings left on
floor.

6.2.16.3 Before Leaving:

(1) Return dl furniture and fixtures
to thelr origina places. Remove masking
tape from file cabinets.

(2) If streaks result from returning
furniture to original places, go over such
streaks with a damp mop.

(3) Close windows and doors and
turn out lights.

6.2.16.4 Care of Equipment:

(1) Rinse, wring out, and hang mop
up to dry.

(2) Clean mop buckets or mop truck.

(3 Returndl suppliesand equipment
to storage.

6.2.17 Mopping a Corridor. If floor is
unwaxed wood, rubber, vinyl, mastipave,
asphdt tile, or linoleum, follow directionsin
paragraph 6.2.13. If floor isterrazzo, mosaic
tile, ceramic tile, date, or marble, follow
directions in paragraph 6.2.14. If floor is
waxed, follow directionsin paragraph 6.2.15.
In addition, do the following:
6.2.17.1 Before Mopping:

(1) Thoroughly sweep floors.

(2) Pacemop truck or bucket about
15 feet from end of corridor where mopping
isto start.

76

6.2.17.2 Doing the Job:

(1) Draw mop adong wall at edge of
baseboard at end of hall and 15 feet down
either side. (fig. 35)

(2) Standin center of corridor facing
wall, mop with wide strokes as shown inil-
lustration. Do not strike wall or baseboard
with mop.

(3) Complete areaabout 15 feet long
following directions for doing the job in par-
agraphs 6.2.13, 6.2.14, or 6.2.15.

(4) Move palsanother 15 feet down
corridor and repeat process until entire cor-
ridor is mopped.

(5) When the job is complete, the
corridor should be uniformly cleaned. There
should be no mop strings on floor. Water
should not have been dlowed to splash base-
boards or seep under them. There should be
no water remaining on floor.

6.2.17.3 Care of Equipment:

(1) Rinseout mops, wring them, and
hang them up to dry.

(2) Rinse out mop buckets or mop
truck.

(3 Returndl supplies and equipment
to storage.

6.2.18 Mopping a Theater or Auditorium.

6.2.18.1 Equipment Needed:

(1) Two cotton or linen dasher mops.
(2) Two mop buckets with wringers
or sgqueezers, or two-tank mop truck.
(3) Putty knife.
(4) Dry cloth.
6.2.18.2 Materials Needed:
(1)) Warm water.

(2) All-purpose synthetic detergent.

I e ——

Figure 35. Corridor Mopping Pattern.



6.2.18.3 Before Mopping:

(1) Thoroughly sweep floor.

(2) Mix detergent solution in one
bucket or one tank of mop truck. Use %2 to
3/4 cup al-purpose synthetic detergent to
every 3 galons of warm water depending on
the degree of soil to be removed. Fill other
bucket or tank with clear, warm water.

(3) Place buckets or mop truck at
point “MT” (see figure 33); keep mops in
buckets or tanks when not in use.

6.2.18.4 Doing the Job:

(1) Take mop from solution; wring
out enough so it will not drip, and starting at
point “X” (fig. 33) draw mop aong floor
near baseboard to a point just past aise
three.

(2) Return to point “X” and draw
mop along baseboard to a point opposite
entrance of rows 9 and 10.

(3) Facesdewdl from point “X” and
using long, sweeping strokes, mop area
behind seats to point beyond aisle three.

(@) Do not splash baseboards or
seats.

(b) Reach as much of area under-
neath seats as possible.

(c) Do not leave water standing on
the floor.

(4) Mop down aide three to a point
near entrance between rows eight and nine.

(5) Enter between rows nine and ten
and mop under row ten, and as far under
seats of row nine as posssible.

(6) Mop ade four to point of
entrance between rows eight and nine.

(7) Take mop from rinse water;
wring and rinse area mopped.

(8 Rinse mop; wring as dry as
Possible and dry mop area

(99 Take mop from soap solution;
wring and mop between rows eight and nine.

(10) Repest process until al of section
C is mopped.

(11) Place mop buckets or truck at
head of aide three and mop section B in
similar manner to section C. Repeat process
for section A.

(12) Change detergent solution and
rinse water often.

(13) Thefloor should be evenly clean;
there should be no water standing on floor;
no strings should be left on floor.

6.2.18.5 Before Leaving. Close doors
and windows, and turn out light.
6.2.18.6 Care of Equipment:
(1) Rinse, wring, and hang mops to
dry.
(2) Rinse out buckets or tanks of
mop truck.
(3 Returndl supplies and equipment
to storage.

6.2.19 Mopping Stairs.

6.2.19.1 Equipment Needed:

(1) Two mops.

(2) Two mop buckets with wringers
or sgqueezers, or atwo tank mop truck.

(3) Puitty knife.

(4) Dry cloth.

(5) Rubber gloves.

6.2.19.2 Materials Needed:

() Warm water.

(2) All-purpose synthetic detergent.

6.2.19.3 Before Mopping:

(1) Thoroughly sweep steps and
landings.

(2) Put warm water in buckets or
tanks (use only enough to do the job). Add
detergent in proportion of 1/2 to 3/4 cup
detergent per 3 gallons of water depending
on degree of soil. Mix thoroughly.

(3) Place mop buckets or mop truck
at foot of stairsin such away that it will not
be a hazard.

6.2.19.4 Doing the Job:

(1) Take mop from solution bucket
or tank; wring out so it will not drip.

(2) Mop top landing and stairs and
landings down to bottom landing. Use mop
srands in the hand to remove dirt from stair
corners, and to remove stubborn spots.

(3 Rinsemop in solution; wring out
asdry as possible and repeating step (2) pick
up as much solution as possible.

77



(4) Take rinse mop; wring out o it
will not drip, and rinse stairs.

(5) If sairshasbausters, take end of
mop in hand and clean around uprights and
newel.

(6) Whenthejobiscompleted, stairs
should be evenly clean; there should be no
water standing on floor. No water should
have seeped between step and riser. There
should be no mop strings left on floor. Stair
corners, dadoes, and balusters should be
clean.

6.2.19.5 Care of Equipment:

(1) Rinse, wring, and hang mops out
to dry.

(2) Rinse out mop buckets or mop
truck.

(3 Returndl supplies and equipment
to storage.

6.2.20 Dry Maintenance Wood Floors,
Asphalt Tile and Other Resilient Floors. This
procedure is not recommended for pine or fir
floors which have not been sedled, or for
splintered floors:

6.2.20.1 Equipment Needed:

(1) Electric buffing machine, disk
type.

(2) Tampico (light-colored) polishing
brush or synthetic polishing pads.

(3) Lambswool pad—to be used only
where a high luster is required.

6.2.20.2 Materials Needed: None.
6.2.20.3 Before Buffing:

(1) Makesurewax isthoroughly dry.

(2) Turn machine on side and attach
brush. Tighten securely.

(3) Before plugging cord into outlet,
make sure switch is in “off” position. Ma-
chine plugged in with switch “on” may whirl
handle around, causing damage to machine,
personnel, or to furnishings in room.

6.2.20.4 Doing the Job:

(1) Move machine on its wheels to
starting point, raise wheels, grasp handle
with both hands, hold machinelevel, and turn
switch to “on” position.
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(2) To move machine to right, raise
handle dightly.

(3) To move machine to left, lower
handle dightly.

(4) With brush flat on floor and
handle in neutral position, machine remains
in one position.

(5) To go forward, put dlight
pressure on left handle; to go backwards, put
dight pressure on right handle.

(6) Practice in open part of room
until control is mastered.

(7) Always hold handle securely
while machine isin operation.

(8 Buff in uniform arcs at even
Speed

(9) Areashould have uniform sheen.
Lambswool pad will remove swirl marks and
produce a high luster.

6.2.20.5 Care of Equipment:

(1) Turn machine on sde and remove
brush. (Remove brush when machine is not
inuse)

(2) Turn wheels down, wind cord
loosely on hooks provided.

(3) Wipe machine clean with cloth.

(4) Return machine to storage place
and hang brush on nail.

6.2.21
Machine.

6.2.21.1 Equipment Needed:

(1) Sdf-propelled floor scrubbing
machine.
(2) Bassne scrubbing brush or syn-
thetic scrubbing pad.
(3) Battery hydrometer.
(4) Battery charger.
6.2.21.2 Materials Needed:

(1)) Warm water.
(2) All purpose synthetic detergent or
wax remover.
6.2.21.3 Before Scrubbing:

(1) Check battery water for proper
level.

(2) Instal brushes.

(3) Remove charger plug and close
battery cover.

Operating Automatic Floor Scrubbing



(4) Be sure dirty water tank is
drained and clean.

(5) Check clean-out door and drain
vave and tighten if necessary for a good seal.
An open drain valve will cause poor water
pick up.

(6) Fill solution tank with cleaner in
the proportion recommended. Thick syrup
like compounds should be pre-mixed and
poured into the solution tank.

(7) Sweep floor thoroughly before
scrubbing.

6.2.21.4 Doing the Job:

(1) Move the machine to starting
point, turn switch to “on” position and lower
brushes.

(2) Adjust water feed control. Use a
minimum flow for economical operation.

(3) Forward speed should be reduced
when working next to walls and corners.
Water feed should be closed a few feet
before turns.

(4) For heavily soiled areas or wax
removal, severa passes may be required to
give the chemical action of the solution a
chance to work.

(5) Always drain the dirty water
before refilling. Remove dudge from dirty
water tank after every drain.

(6) Scrubbing corners—scrub into
corner and back the machine out. Use a short
handle hand squeegee and pull solution into
a path where the machine squeegee will pick
it up.

6.2.21.5 Care of Equipment:

(1) Usehydrometer to check specific
gravity of battery cells.

(2) Check water inthe battery at least
every week and add when necessary.

(3) Keep pick-up hose and pipe free
of debris.

(4) Check vacuum unit periodically
to be certain exhaust vents are not plugged.

(5 Replace sgueegee rubber when
wiping edge becomes rounded.

(6) Wipe machine with asoft cloth to
remove dust, dirt or old wax.

(7) Assign one individual to be in
charge of lubrication. Areas surrounding lu-
bricated parts should be kept clean of foreign
material.

6.2.21.6 Buffing Operations:

(1) Machines equipped with a dry-
pick vacuum may be utilized to buff large
open areas.

(2) Usepolishing brushes or fine syn-
thetic polishing pads.

(3 Onany dry operation acloth filter
must be used In the vacuum unit.

6.2.22  Stripping Wax Prom Asphalt, Rubber
Linoleum, Mastipave, and Vinyl Floor
Coverings.

6.2.22.1 Equipment Needed:

(1) Two clean mops.
(2) Two mop-buckets with wringers
or two-tank mop truck.

6.2.22.2 Materials Needed:

(1) Warm water.
(2) Wax remover.

6.2.22.3 Before Doing the Job:

(1) Hll buckets or tanks about 2/8
full with warm water and add wax remover
according to manufacturer’s instructions and
mix thoroughly.

(2) Havefloor well swept.

(3) Place equipment about 15 feet
from corner or end of room farthest from en-
trance; wet floor where buckets or tanks will
stand to prevent marking. Keep mope in
buckets or tanks when not in use.

6.2.22.4 Follow steps under “ Doing the
Job” in paragraph 6.2.13 for applying strip-
ping solution and mop rinsing. Allow solu-
tion ample time to loosen wax before rinsing.
If the floor is extremely dirty or has several
layers of wax, use of a disk-type floor ma-
chine with a palmetto brush or synthetic
scrubbing pad may be necessary to loosen
dirt and wax.

6.2.22.5 After wax has been stripped
from the floor. The floor should be clean,
uniform in appearance, and free of streaks
and standing water.
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6.2.23 Applying Water Emulsion Wax.

6.2.23.1 Equipment Needed:
(1) Shalow pan.
(2) Lambswool Applicator or,
(@) Clean mop.
(b) Mop bucket with wringer or
squeezer.

6.2.23.2 Materials Needed: Water emul -
sion wax.

6.2.23.3 Before Waxing:

() Hoor should be thoroughly
mopped and dry.

(2) Pan should be clean.

(3) Mop should berinsed carefully to
remove any traces of detergent.

6.2.23.4 Doing the Job:

(1) Keep wax at least 6 inches from
walls, filing cases, etc., except for first coat.
Buffing machine will carry over enough wax
to protect these areas. This prevents wax
from building up aong edges of walls and
fixtures.

(2) Pour water emulson wax to
depth of %2 inch in pan, dip applicator, and
wipe surplus off on rim of pan.

(3 Apply wax to floor in long,
straight strokes over an area about six feet
square. Apply first in one direction and then
at right angles to first application to insure
entire area is covered.

(@) A thin, even coat is best for
safety and service.
(b) Do not rub wax during drying.

(4) Continue steps (1) and (2) until
entire surface to be waxed is covered.

(5 If mopisused to apply wax, dip
in clear, cold water and wring out as dry as
possible.

(6) After pouring wax in bucket, dip
mop and wring it out until it is only damp.

(7) Apply wax to floor in the same
manner as in damp mopping.

(8) Apply in areas about six feet
square, in one direction and then the other.
Continue until entire floor is covered.

(99 Wax should be thinly and evenly
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applied; there should be no dry places or
spots waxed excessively.

6.2.23.5 Drying Wax:

(1) See that ar circulation is good
and room is warm, or wax will be slow to
dry.

6.2.23.6 Care of Equipment:

(1) Wash gpplicator or mop in soapy
water, rinse in clear water. Hang mop up to
dry or, if lambskin is used, spread lambskin
out on smooth surface to dry.

(2) Dispose of leftover wax.

(3) Wash mop pail or pan.

(4) Returndl supplies and equipment
to storage.

6.2.24 Buffing an Open Room or Corridor.

6.2.24.1 Equipment Needed:
(1) Disk-type  €ectric
machine.
(2) Tampico brush (light-colored
fibers), or synthetic polishing pad.
(3) Lambswool pad if high luster is
required.
6.2.24.2 Materials Needed: None.

6.2.24.3 Before Buffing. Follow instruc-
tions for “Before Buffing” in paragraph
6.2.20.

6.2.24.4 Doing the Job. Operating direc-
tionsfor disk-type machine are found in par-
agraph 6.2.20, fig. 36.

(1) Run machine on wheels to
starting point. (Starting point will vary with
location of electric outlet.)

(2) Buff strip at base of wall. This
will eiminate swinging machine into wall as
main floor is buffed.

(3) Stand at one end of room about
four feet from wall, facing wall, and buff in
wide arcs (about six feet).

(4) As each arc is completed, step
back a distance equa to disk width and
continue until within six feet of opposite
wall.

(5 Turn,
remaining area.

(6) Continue buffing room in strips of
about six feet until entire room is buffed.

buffing

face wal, and buff
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Figure 36. Buffing an Open Room Pattemn.

6.2.24.5 When job is completed. The
floor should be uniformly buffed. There
should be no heavy swirl marks.

6.2.24.6 Care of Equipment. See “Care
of Equipment,” paragraph 6.2.20.

6.2.25 Wall Washing—Hand Method. TwO
operators are required for this work. One
man should wash the lower half of wall while
other washes upper half. Man washing lower
half should wash an area about eight feet
long and half way up wall before the upper
half is started. The method of cleaning out-
lined below does a minimum of damage to
painted surfaces. Stronger agents may be de-
sirable for faster cleaning prior to painting.

6.2.25.1 Equipment Needed:
(1) Two 14-quart buckets per man.
(2) Two large naturd spongesor two
large cellulose sponges per man.
(3) Severd large, dry, clean cloths.
(4) Platform ladder or two ladders
and aplank.

6.2.25.2 Materials Needed:
(1) All-purpose synthetic detergent
(2) Warm water.

6.2.25.3 Before Washing Walls:

(1) Movefurniture away from walls.

(2) Remove pictures, shades, or other
furnishings which would interfere with the
operation.

(3) Seethat wdlsand woodwork are

thoroughly dusted (paragraphs 6.2.28 and
6.2.29).
(4) Fill bucket about 3/4 full of warm
water; mix thoroughly in one bucket, ¥ to
3/4 cup of al-purpose synthetic detergent as
required to remove dirt.

(5) Put sponges in buckets and place
buckets on paper (to prevent rings on floor)
where work isto start.

6.2.25.4 Doing the Job:

(1) Take sponge from solution and
sgueeze, do not wring, until sponge does not
drip. Wringing will tear sponge and soon
destroy it.

(2) Start in corner using long,
straight strokes. If baseboard is painted,
wash it also.

(3) Continue until an area about four
feet wide and halfway to celling is washed.

(4) Take sponge from rinse water,
sgueeze until it does not drip, and rinse area
starting from the bottom and working up.
Rinse sponge often.

(5 Rinse sponge in rinse water and
Sueeze asdry as possible. Dry area as much
as possible. Use straight strokes only.

(6) Repeat steps (1) through (5) until
entire lower half of wall has been cleaned.

(@) Clean woodwork on windows
and doors as readied in operation.
(b) Change water often.

(7) Whenawidth of about eight feet
of lower wall has been washed, the second
man can start washing the upper half. Set
ladders at corner where washing of lower
wall has been completed, placing pails on
platform or plank set between two ladders.
Be sure ladders and plank are safe to use.

(8) Start work at point in corner
where washing of lower haf stopped and
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wash upward, using long, straight strokes.
Follow same procedure as for washing lower
half of wall (steps (1) through (5)).

(@) Do not alow water to run over
on wall which has not been washed. This
forms streaks that are difficult to remove.

(b) Do not alow water to run
down on lower half of washed wall.

(99 Move platform ladder or ladders
and planks as necessary and repeat until
entire wall is washed.

(20) wadll should have no streaks and
no smudge mark a point where cleaned
upper and lower halves meet. There should
be no water spilled on floors or furnishings.

6.2.25.6 Care of Equipment:

(1) Rinseout sponges and buckets.
(2) Returndl supplies and equipment
to storage.

6.2.26 Washing Woodwork.

6.2.26.1 Equipment Needed:
(1) Two 14-quart buckets.
(2) Two naturd or celulose sponges.
(3) Severd clean, dry cloths.
6.2.26.2 Materials Needed:
(1) All-purpose synthetic detergent.
(2) Warm water.
6.2.26.3 Before Washing:
(1) See that dust is removed from

window slls, above doors, or any other area
where it will interfere with washing.

(2) Remove any shades, pictures, or
other furnishings which will interfere with the
work.

(3 Fill buckets about 3/4 full of
warm water. Mix approximtaely %2 cup
detergent in one bucket. Put sponges in
buckets. Place buckets on heavy paper (to
prevent water rings) near point where work
isto start.

6.2.26.4 Doing the Job:

(1) Take sponge from solution,
sgueeze, do not wring, until it will not drip.

(2) Start at bottom of door, door
casing, or window frame and wash upward,
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using long, straight strokes. Do not spill
water on walls or floor.

(3 When lower haf of door or
window has been washed, take rinsing
sponge and sgueeze out so it will not drip.
Go over entire washed area.

(4) Rinsesponge, squeeze out as dry
as possible, and go over washed areato pick
up as much water as possible.

(5) Wipe areawith clean dry cloth.

(6) Clean upper haf of window or
door following steps (1) through (5).

(7) Properly washed woodwork
should be uniformly clean. There should be
no dirt in corners or grooves of wood
moldings. There should be no spots on walls
or floors from spilled solution or wet sponge.

6.2.27 Wall Washing—Machine Method.

6.2.27.1 Equipment Needed:
(1) wall washing machine, fig. 10.
(2) Laddersand scaffolding.
(3) 14-quart bucket.

6.2.27.2 Materials Needed:
(1) Terrycloth pads.
(2) All-purpose synthetic detergent
or good commercia wall cleaner, as recom-

mended by manufacturer of machine.
(3 Warm water.

6.2.27.3 Before Washing:

(1) Pour about a galon of warm
water in bucket.

(2) Mix 1/4 cup of detergent per
gdlon of water. If commercia cleaner is
used. follow manufacturer’s instructions.

(3) Test cleaner on wal to be
washed. Use piece of cloth dipped in
solution. If too strong, dilute solution with
warm water. If too weak, add more cleaner
until solution cleans without removing paint
or burning wall.

(4) Check reading of pressure gage
onrinsetank. If thereispressure in tanks, re-
lease air.

(5) Remove pump from solution tank
and pour in one gallon of cleaning solution.
If commercial cleaner is used and further di-



Iution is necessary, follow manufacturer’sin-
structions.

(6) Fill rinsetank half full.

(7) Closeair release valve and pump
between 15 and 20 pounds pressure.

(8 Fold terrycloth lengthwise, then
crosswise, and attach to trowels. Cover all
trowels. See that cloth is stretched evenly.

(99 Allow enough liquid to flow on
wash and rinse cloths to dampen them
thoroughly.

(10) Prepareroom for wall washing as
described in paragraph 6.2.25.

6.2.27.4 Doing the Job:

(1) Man applying washing solution
holds trowel flat against wall and moves it
with light pressure in long, straight, up and
down strokes beginning at lower part of wall.
Do not alow enough solution on pad to
cause dripping.

(2) As soon as man. with washing
solution trowel has covered an area about
eight feet square, man with rinse goes over
area, using long, straight, up and down
strokes.

(3) Assoon ashehasrinsed the wall,
the second man then goes over the area with
the drying trowel or adry cloth.

(4) When washing solution pad
becomes soiled, turn, and use again. When
dirty again, remove, place rinse pad on
washing trowel, drying pad (if machineis so
equipped) on rinse trowel, and fresh pad on
drying trowel.

(5) Proceed, washing wall in same
manner as described in paragraph 5.2.25.
Same precautions should be taken about
streaking.

(@ If there are marks on wall
caused by chairs, etc., wash these after wall
is cleaned in order to avoid lap marks.

(b) When woodwork is reached,
wash with cloth or sponge as described in
paragraph 6.2.26.

(c) When rinsing, stay within area
washed with washing trowel. This tends to
eliminate lap marks.

(6) A properly washed wal should be
uniformly clean. There should be no water on
floor or fixtures. Woodwork should be clean.

6.2.27.5 Care of Equipment:

(1) Open ar vave and
pressure from tanks.

(2) Empty machine and rinse with
clear water.

(3 Remove pads, wash, hang to dry.

(4) Drain hose, wind loosely on
trowels, hang trowels on hooks on machine.

(5 Wipe machine with clean, damp
cloth.

(6) Returndl suppliesand equipment
to storage.

release

6.2.28 High Dusting.

6.2.28.1 Equipment Needed:
(1) Six by ten-inch treated yarn
duster with five foot handle.
(2) Severd treated dustcloths.
(3) Clean untreated cotton cloths.
(4) Curved six by ten inch treated
yarn duster with six-foot handle for dusting
top of pipes.
(5) Eighteen-inch floor brush with
long handle.
(6) Sdfety pins.
(7) Platform-type ladder.
(8) Counter brush.
(9) Dustpan and dustbox.
6.2.28.2 Materials Needed: None.
6.2.28.3 Before Dusting:

(1) Place ladder near entrance of
room, and place small dusting tools on
platform.

(2) Place dustbox in convenient
place.

(3) Fold clean, untreated cotton cloth
over bristles of floor brush and pin securely
with safety pins.

6.2.28.4 Doing the Job:

(1) Sweep ceiling with floor brush,
garting in corner, using long straight strokes.
Do not rub; brush lightly.

(@) Turn dustcloth as it becomes
soiled. Replace as often as necessary.

(b) Do not dust when relative hu-
midity is high, as this may cause streaks.
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(2) Sweep walls with floor brush.
Start at ceiling and sweep with one stroke to
baseboard. Observe instructions d(1) (a) and
(2) (b) above.

(3) Climb ladder and dust woodwork
lightly with treated yarn duster or treated
dustcloth.

(@ If dust accumulation on
moldings, etc., istoo heavy to be removed by
duster or cloth, use counter brush and
dustpan first.

(b) Do not touch wallswith treated
dusters or treated dustcloths. This leaves
spots difficult to remove.

(4) Use curved yarn duster over
pipes, and draw lightly along top of pipe.
Follow steps (3) (a) and (3) (b) if necessary.

(5) Shakedustersand dustclothsinto
dustbox as necessary.

(6) A properly dusted area should
show no smudges and no oil spots from
treated dusters. Moldings and pipes should
be free from dust.

6.2.28.5 Before Leaving:

(1) Replacedl furniture and fixtures,
shades or pictures moved before dusting.

(2) Close windows, turn out lights,
and close door.

6.2.28.6 Care of Equipment:

(1) Wash and treat soiled dusters as
described in paragraphs 6.2.1 and 6.2.2.

(2) Returndl supplies and equipment
to storage.

6.2.29 Dusting Woodwork—Low Dusting.

6.2.29.1 Equipment Needed:
(1) Untreated dustcloth or untreated
hand duster.
(2) Putty knife.
6.2.29.2 Materials Needed: None.
6.2.29.3 Doing the Job:
(1) Start dusting at entrance of room.
Dust lightly. Dust surfaces of doors, door
frames, window ledges or sills, wainscoting
baseboards, etc.
(@ Avoid touching wals with
treated dusters or dustcloths.
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(b) If dustdlothisused, hold lightly.
Do not flick dustcloth as this scatters dust
around room.

(2) Refold dustcloth as necessary to
provide a clean surface as work proceeds.
Change cloths as often as necessary.

(3 Remove gum with putty knife.

(4) Properly dusted woodwork
should appear bright. Dust should be
removed; not scattered around room. There
should be no smudge marks on walls.

6.2.29.4 Before Leaving:

(1) Replacefurniture or other articles
moved in the course of dusting.
(2) Turnout lights, close doors.

6.2.29.5 Care of Equipment:
(1) Return dusters and dustcloths to

storage places.

(2) Wash soiled dusters or
dustcloths.
6.2.30 Dusting Office Furniture.

6.2.30.1 Equipment Needed:

(1) Treated hand duster.
(2) Treated dustcloths.

6.2.30.2 Materials Needed: None.
6.2.30.3 Doing the Job:

(1) Apply duster or cloth lightly to
surface of tables or desks, moving in long
straight strokes.

(@) Do not flick duster or dustcloth
over surfaces, as this only scatters the dust.

(b) If cloth isused, hold lightly to
absorb dust easily.

(2) Lift letter trays, books,
stands, etc., and dust under them.

(@) Do not disturb papers left on
desk.

(b) Do not dust typewriters, adding
machines, or sSimilar equipment.

(3) Wipelegs, rungs, and other parts
of furniture as reached in course of dusting.

(4) Reverse cloth to present clean
surface for dusting, and change cloth as often
as hecessary.

(5) A properly dusted office should
appear clean and orderly. There should be no
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dust streaks. All chair legs and rungs should
be free from dust. There should be no oily
areas on surfaces.

6.2.30.4 Before Leaving:

(1) Replacefurniture or other articles
moved in course of dusting.
(2) Turn off lights and close doors.

6.2.30.5 Care of Equipment:

(1) Return clean dusters or cloths to
storage.
(2) Wash dirty cloths or dusters in
accordance with paragraphs 6.2.1 and 6.2.2.

6.2.31 Washing Windows.

6.2.31.1 Equipment Needed:

(1) Clean cloths,

(2) Bucket.

(3) Sdfety bdt (if building is equipped
for its use, and windows are higher than
eight feet above ground or roof).

(4) Sill pad.

(5) Counter brush.

(6) Natural or cellulose sponge and
sgueegee.

(7) Platform ladder.

6.2.31.2 Materials Needed: Clear water
(change frequently). If windows are very
dirty, use glass cleaner according to manu-
facturers recommendations.
6.2.31.3 Doing the Job:
(1) Windows Equipped for Safety
Belt:

(@) Put on and adjust safety belt.
(Belt should be inspected by supervisor
before being used.)

(b) Place sl pad on window sill,
bucket on floor (not furniture) near window,
wet sponge, and squeeze out so it does not
drip.

(c) Raise lower sash of window,
hook one side of safety belt to safety hook.

(d) Stand on inner sl and test
security of belt and hook by pulling on the
belt.

(e) Stepout onsll, hook other side
of belt and test again.

(f) Dust surface and frame of
window with counter brush.

(90 Wash upper sash glass, using
long straight strokes from side to side, then
up and down.

(h) Dry glass with clean dry cloth
or squeegee.

(1) Push down upper sash and
wash lower sash in same manner. If upper
sash cannot be pushed down, pull lower sash
all the way down and wash it.

() Rasesash, unhook one side of
safety belt and step into room. Do not
unhook other side of belt until safely into
room.

(k) Wash indgde of
standing on sill pad or ladder.

() Removesll pad, close window,
and wipe up any spilled water.

(m) Pick up equipment and move to
next window. Never pass from one window
to another on outside of building.

(2) Washing Windows Without Use
of Safety Belt:

(@) Place pad on g, raise lower
sash, and St on outer sill, holding legs firmly
over inner sll.

(b) Pull down upper sash and wash
as described above.

(c) Raise upper sash, pull down
lower sash and wash as much as possible.

(d) Raise sash and pull sdf into
room without releasing leglock on inner sill.

(e) Stand on sl pad and wash inner
side of window.

(f) Push upper sash al the way
down, raise lower sash enough to permit
washing remainder of outer side of glassin
lower sash.

(90 Removesll pad, close window,
clean up any spilled water.

(h) Move equipment and proceed
to next window.

(3 Use of Squeegee on Large
Windows:
(8 Wash window as in (1) (g)

window,

above.

(b) Start squeegee at top left-hand
corner of glass and draw it horizontaly
toward right (from “A” to “B” in figure 37).

(c) Wipe squeegee blade with clean
cloth. Start at point “C” in illustration and
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Figure 37. Window Washing Pattern.

draw sgueegee to bottom of glass. Repeat
until entire window is dried.

(d) Useclothto wipe up water gath-
ered by squeegee.

(e) Properly cleaned windows should
be bright and without streaks. There should
be no water on sill. Water should not have
been allowed to run down either inside or
outside wall.

6.2.31.4 Care of Equipment:

(1) Rinse out cloths and hang them
up to dry.

(2) Wipe squeegee blade and place so
it will not lose its shape.

(3 Returndl supplies and equipment
to proper storage.

6.2.31.5 Special Types of Windows. In
buildings equipped with casement, or pivoted
type windows, cleaning of outside glass is
usually done from the inside by opening
window and leaning through opening. Care
should be maintained to keep greater part of
body within room and maintain firm grip
with free hand. Exterior of fixed windows
can be cleaned with the aid of aladder if no
higher than two stories from the ground or
adjacent roof.

6.2.32 Cleaning Toilets and Urinals.
6.2.32.1 Equipment Needed:

(1) Small bucket.
(2) Clean sponges.
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(3) Toilet bowl mop.
(4) Rubber gloves.

6.2.32.2 Materials Needed:
(1) All-purpose synthetic detergent
or trisodium phosphate.
(In hard water areas.)

(2) Warm water.

6.2.32.3 Before Washing. Place enough
detergent or trisodium phosphate in about %2
gdlon of warm water to make mild cleaning
solution. Use trisoduim phosphate for heavy
deposits only.
6.2.32.4 Doing the Job:
() Toilets:

(@) Fushtoilet.

(b) Put on rubber gloves, dampen
toilet bowl mop in solution and apply it to
entire inner surface of the toilet bowl, fig. 38.
The outer surfaces of the toilet bowl, hinge,
seat, tank, and floor near the toilet shall be
cleaned with adamp sponge and a soft cloth.

(c) Dampen mop again and wash
thoroughly under inner edge of toilet bowl.

(d) Reach mop down into trap as
far as possible and clean thoroughly.

(e) Rinsesurface with damp, clean
cloth.

(f) Dry outside of bowl, seat, tank
with dry cloth. Flush toilet.

(2) Urinals:

(@ FHushurind.

(b) Put on rubber gloves, wet toilet
mop in cleaning solution and apply to inner
and outer surface of urinal and floor near
urinal. Rub harder on spots where there is
any sign of stain or deposit, fig. 39.

(¢) Rinse surface with clean damp
sponge.

Figure 38. Toilet Bow! Cleaning.



SCRUB INSIDE OF COMMODES AND URINALS

P

'

Figure 39. Toilet Bow! and Urinal Cleaning Mop.

(d) Dry outside of fixture and metal
parts with clean dry cloth.

(e) Fushurind.

(f) Clean toilets and urinas have
no unpleasant odors. Surfaces are bright.
There should be no soap streaks, and metal
parts should be clean and bright.

(g) If fixtures do not properly flush,
report it immediately to your supervisor.

6.2.32.5 Cleaning and Disinfecting
Rubber Gloves. After each use rubber gloves
should be cleaned and 4 disinfected before
storage.

(1) Washin solution of warm water and
detergent.

(2) Dignfectinsolution of Disinfectant,
Germicida and Fungicidal.

(3) Dranandalow toair dry.

6.2.33 Cleaning Washbowls.

6.2.33.1 Equipment Needed:
(1) Small bucket.
(2) Clean sponges.
(3) Plumbers*“Friend.”
6.2.33.2 Materials Needed:
(1) All-purpose synthetic detergent.
(2) Warm water.

RINSE BOWLS AND HARDWARE, AND DAMP-WIPE
THE WALLS AROUND AND PLUMBING UNDERNEATH

Figure 40. Wiping Washbowls and Hardware.

6.2.33.3 Before Cleaning:

(1) Place enough detergent in %2
gallon of warm water to make a mild
cleaning solution.

(2) Remove bars of soap, etc., from
lavatory.

6.2.33.4 Doing the Job:

(1) Dampen sponge in cleaning
solution and go over surface of bowl and
metalware, being careful to rub inside of
bowl hard enough to remove any soap
deposits. Do not have cloth wet enough to
cause water to drip on floor or splash on
wall.

(2) Rinsesurface with sponge damp-
ened in clear water.

(3) Dry bowl and metal parts with
clean dry cloth, fig. 40.

(4) Lavatory should be clean and
bright. Metalware should be clean. There
should be no water or detergent solution
spilled on floor or splashed on wall near back
of fixture.

6.2.33.5 Care of Equipment:

(1)) Rinse mops and sponges and
hang them up to dry. Disinfect rubber gloves.

(2) Clean bucket, return it to storage.

6.2.34 Cleaning Drinking Fountain.

6.2.34.1 Equipment Needed:
(1) Smdl pall.
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(2) Clean sponges.
6.2.34.2 Materials Needed:
(1) All-purpose synthetic detergent.
(2) Warm water.
6.2.34.3 Before Cleaning. Add enough
detergent to about %2 gallon of warm water
to make amild cleaning solution.

6.2.34.4 Doing the Job:

(1) Remove any litter from fountain,
such as chewing gum or bits of paper.

(2) Dampen sponge in washing
solution and apply it to the porcelain or china
part of fountain, and to metal parts.

(3 Wring another sponge in clear
water and go over surface to remove
cleaning solution and dirt.

(4 Use dry sponge to polish
porcelain and metal parts of fountain.

(5) If fountain is cabinet type, wipe
sdes with cloth dampened in clear water, and
dry with clean dry sponge.

(6) Rust spots on porcelain may be
removed with detergent.

(7) When job is completed, fountain
should be completely clean. Porcelain and
metalware should be bright. Water should
not be splashed on wall or on floor around
fountain.

6.2.34.5 Care of Equipment:
(1) Wash and rinse sponges.
(2) Rinse bucket and return it to
proper storage place.

6.2.35 Cleaning Solid

(Unlacquered).

6.2.35.1 Equipment Needed: None.
6.2.35.2 Materials Needed:

(1) Meta polish.

(2) Water.

(3) Two clean cloths.
6.2.85.3 Doing the Job:

(1) Dampen cloth with water and
apply small quantity of polish to cloth.

(2) Rubpalish on brassto be cleaned
until all tarnish is removed.

(3 Allow polishto dry.

Brassware
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(4) Rub with soft clean cloth. If any
tarnish remains, repeat steps one to three and
rub with cloth again.

(5) If thereisalarge quantity brass to
be polished, rub polish on all surfaces before
rubbing with dry cloth.

(6) Do not spill polish on floor or fix-
tures, since brass polish is extremely difficult
to remove from these surfaces.

(7) Properly polished brass should
have high luster, showing no dull patches or
scratches. There should be no polish spilled
on floors or fixtures.

6.2.35.4 Care of Material:

(1) Washdothsand hang them up to

dry.

(2) Return polish to proper storage
place.
6.2.36 Cleaning Light Fixtures.

6.2.36.1 Equipment Needed:
(1) Safety platform ladder.
(2) Two 14-quart buckets.
(3) Clean sponges.
(4) Counter brush and dustpan.
(5 Paper towels.
6.2.36.2 Materials Needed:

(1) One bucket of clear water.
(2) All-purpose synthetic detergent.
6.2.36.3 Before Cleaning:

(1) If lightsare arranged so that one-
half of them can be turned off at atime, turn
off part of them to cool before washing. If all
lights operate from one switch, turn them all
off. Do not wash any part of light fixture
when lamp is lighted. To do so may result in
injury or death from electrical shock.

(2) Divide water between buckets.
Place enough detergent in one pail for mild
cleaning solution.

6.2.36.4 Doing the Job:

(1) Place ladder at a position
convenient to reach fixture; put bucket on
platform. Before use, be sure safety ladder is
in good condition and has nondlip feet.

(2) Unhook bowl! from fixture.



(3) If parts are very dusty, brush
them with counter brush into dustpan.

(4) Wipe metal parts with damp
sponge dampened in cleaning solution.

(5 Wipe light bulb with sponge
dampened in clear water. Be sure bulb is cool
or it may break when cloth is applied.

(6) Dip clean spongein clear water,
wring out until quite dry, and clean both
inside and outside of bowl. Dry entire bowl
with clean paper towel.

(7) Replace bowl, check to see it is
secure. Avoid tightening screws enough to
break bowl.

(8) Fixture and bowl should look
bright and clean whether light is off or on.
Bowl should hang evenly from fixture. Meta
supports and other parts should be free from
dust.

6.2.36.5 Care of Equipment:
(1)) Wash sponges.
(2) Wash and rinse buckets.
(3 Returndl supplies and equipment
to storage places.

6.2.37 Cleaning Chromium and Nickel-
Plated Ware.

6.2.37.1 Equipment Needed:

(1) Soft clean cloths.
(2) Good grade metal polish.

6.2.37.2 Materials Needed. Water.

6.2.37.3 Doing the Job:
(1) Cleaning Nickel-Plated Ware:
(@) Dampen cloth and sprinkle
lightly with polish.
(b) Rub polish on nicket-plated
ware. Allow to dry.
(c) Rub off with clean dry cloth.

(2) Cleaning Chromium-Plated
Ware:

(8 Wipewith damp cloth. Use syn-
thetic detergent if required.

(b) When dry, rub with soft dry
cloth. Do not use polish on chromium-plated
ware; it does not tarnish, and the plating is so
thin that polish soon removes it, leaving an
unsightly fixture.

(c) Properly cleaned fixtures should
be without soil and bright. No polish should
be left on fixtures or floor.

6.2.87.4 Care of Equipment:
(1) Washdothsand hang them up to
dry.
(2) Return polish to proper storage
Space.

6.2.38 Damp Mopping Conductive Floors.

6.2.38.1 Equipment Needed:
(1) Mop.
(2) Mop bucket with wringer or
squeezer or mop truck.

6.2.38.2 Materials Needed. Clear water.
6.2.38.3 Before Mopping:

(1) Besuremop contains no traces of
wax or any cleaning solution. Foreign sub-
stances reduce conductivity of the floor.

(2) Thoroughly  sweep  floor,
paragraph 3.1.7.10.)

(3) Pacemop bucket or truck about
eight feet from wall or corner farthest from
entrance.

6.2.38.4 Doing the Job:

(1) Take mop from bucket or tank
and wring it as dry as possible.

(2) Starting in corner, draw mop
along floor at baseboard about eight feet,
then aong floor at baseboard of adjacent
wall about same distance.

(3) Facing wall opposite entrance,
move mop in wide strokes from side to side.
Do not strike baseboards or furniture. Move
back as mopping progresses.

(4) Continue in this manner until
entire floor is damp mopped.

(5) Change mop water frequently.
Rinse mop frequently. Be sure mop is as dry
as possible before applying to floor as too
much water will lower or destroy the
conductivity of the floor.

(6) A properly mopped floor should
dry amost immediately. There should be no
water standing on floor. There should be no
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streaks on floor. Any mop strings dropped 6.2.38.6 Care of Equipment:

during operation should be removed. (1) Clean all equipment htoroughly.
6.2.38.5 Before Leaving: (2) Hang up mop to dry.
(1) Clean all equipment thoroughly. (3) Return mop bucket or truck to
(2) Turnout lights. proper storage space.
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*CHAPTER 7
CARPET CARE

Section 1—GENERAL

7.1.1 Introduction. This chapter covers the custo-
did maintenance of carpets used in service

facilities, other than medical and industria
facilities.

Section 2— MAINTENANCE REQUIREMENTS

7.2.1 Determinants of Maintenance Requirements.
Custodial maintenance for various types and
colors of carpet consists of the same basic tasks,
however, these tasks must be performed with
varying frequencies primarily determined by a)
carpet construction and installation, b) types and
concentrations of soiling, ¢) amount of foot
traffic, d) the desired level of appearance.

7.2.2 Carpet Construction and Installation.

7.2.2.1 Color and Pattern. A light, solid
color carpet will show surface soils, litter, and
stains more readily than would a mixed color,
patterned carpet. Therefore, policing, routine
vacuuming, and surface shampooing would have
to be scheduled more frequently for the light,
solid color carpet.

7.2.2.2 Construction. Carpets constructed
from natural fibers, such aswool or with natura
backing, such as jute, are sensitive to damage
from overexposure to liquids during carpet
shampooing. Wool carpet may shrink and jute
backing may separate. Caution should always be
observed when exposing carpet to moisture to
minimize the amount of liquid and the length of
time the carpet remains damp. Additionaly, the
effect of the cleaning solution and the shampoo-
ing process should be predetermined on a small,
obscure area of the carpet.

7.2.2.3 Carpet with cut pile will shed carpet
fibers more readily than would carpet with
looped pile during vacuuming with an aggressive
carpet vacuum. Carpet which has a short pile
height will require less frequent vacuuming with
a heavy-duty pile lifter since routine vacuuming
will be more effective in the removal of
embedded soil.

7.2.2.4 Some types of adhesives used to
adhere carpet to the floor may be sensitive to
moisture.
7.2.3 Types of Soil. The following types of soil

deposited on a carpeted area significantly affect
the custodial maintenance requirements:
Surface Soil and Litter — Soil which remains
on or near the surface of the carpet, such as
paper clips, rubber bands, small bits of paper,
loose dry dirt, etc.
Embedded or Sicky Soil — Soil which be-
comes embedded or adheres to the carpet
fibers, such as embedded grit, soluble or wet
soil, such as mud, airborne oily soil, etc., and
sticky substances, such as gum, asphalt,
waxes, etc.
Stains — Substances which penetrate the
basic carpet fiber, such asink, blood, iodine,
efc.
7.2.4 Soiling. The amount of foot traffic in a car-
peted areawill largely determine the volume of
soil and the damage caused by that soil. For the
purpose of establishing maintenance task fre-
quencies, the following classfications are helpful.
Public, trafficked areas are areas which are
subject to heavy foot traffic and large volumes
of soil, such as entrances, areas in front of
elevators, main corridors on entry levels,
lobbies in front of rest rooms, dining areas,
efc.
Secondary areas are areas which are not used
by alarge number of people or are not subject
to alarge amount of foot traffic. By the time
people reach these areas, most of the dirt
brought in on their shoes has been “walked
off”. Secondary areas are generally private
offices, gpaces far removed from entrances, or
on upper floors.
Optional areas are areas which receive little
foot traffic or soil, and are not normaly
occupied or seen by the general population of
the building. This includes areas such as file
rooms, very low use private offices, etc.
7.2.5 Desired Level of Maintenance. The level of
maintenance to be provided a carpeted area is
usually subject to budgetary constraints. The
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selection of carpet maintenance tasks and task
frequencies should be based on the benefits re-
sulting from the performance of the tasks. The
following priority ranking should be used as a
guideline in selecting a carpet maintenance
program.
Priority #1 — Those tasks which must be
performed to insure a safe, hedthy envi-
ronment. An example of such atask would be
the daily routine vacuuming of carpet in
dining facilities to prevent the accumulation of
food which provides a medium for bacteria
growth.
Priority #2 — Those tasks which must be
performed in order for the occupants of the
area to complete their assigned mission. An
example of such atask would be the frequent
vacuuming of an electronic data processing
area to control the level of dust within the
area, snce high concentrations of dust would

interfere with the operation of the data
processing equipment.

Priority #3 — Those tasks which, if per-
formed, would economicdly justify their
performance. An example of such a task
would be monthly vacuuming with a heavy-
duty pile lifter vacuum to remove embedded
grit. If the grit were not removed on a
frequent basis then its sharp cutting edges
would sgnificantly reduce the expected life of
the carpet.

Priority #4 —Those tasks which contribute
only to the appearance of an area. An example
of such atask would be the frequent routine
vacuuming of low trafficked areas to remove
surface soil.

7.2.6 Guidelines for Establishing Custodial
Maintenance Task Frequencies.

PUBLIC

TRAFFICKED SECONDARY OPTIONAL

AREAS AREAS AREAS

POLICING - DATLY WEEKLY
ROUTINE VACUUMING DAILY WEEKLY MONTHLY
STAIN REMOVAL UPON DISCOVERY | UPON DISCOVERY UPON DISCOVERY
HEAVY DUTY VACUUM MONTHLY QUARTERLY YEARLY
SURFACE SHAMPOOING QUARTERLY TWICE PER YEAR YEARLY
EXTRACTION CLEANING YEARLY EVERY TWO YEARS |EVERY THREE YEARS

Figure 41. Guidelines for Carpet Maintenance Frequencies.

Section 3 — MAINTENANCE TASKS

7.3.1 Definitions of Tasks. The following proce-
dures or tasks are normally adequate for all types
of carpet.

7.3.1.1 Policing involves the removal of dry
litter, such as paper clips, rubber bands, gum,
etc., and unsghtly concentrations of dry dirt and
grit. Policing is normaly performed in areas
where it is important to maintain an acceptable
appearance between routine vacuumings or to
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prepare an area for vacuuming by removing ob-
jectswhich should not be ingested into a vacuum
cleaner.

7.3.1.2 Routine vacuuming involves the re-
mova of surface soil and a certain amount of
embedded grit from between carpet fibers.
Routine vacuuming is only accomplished by the
use of a carpet vacuum with a rotating agitator
brush.



Figure 42. Routine Vacuuming.

C 1, TM 5-609/NAVFAC MO-125

7.3.1.3 Stainremova involves the treatment
of stains and other discolorations on an as-
needed basis. Thisremoval is accomplished by a
variety of methods and combinations of methods
and ismogt easily performed before the stain has
dried or “set”.

7.3.1.4 Heavy-duty vacuuming involves the
use of a very aggressive vacuum and agitating
brush to remove deeply embedded soil and grit,
and to aid in restoring the lost resiliency of the
carpet pile caused by foot traffic.

7.3.1.5 Surface shampooing involves the re-
mova of discolorations and soil adhering to car-
pet fibers on or near the surface of the carpet. It
involves the application of a foam generated
within the shampooer (rather than a liquid) and
is accomplished with a dry foam shampooer.

7.3.1.6 Extraction cleaning is the most
thorough method of carpet cleaning and removes
not only surface soils and stains but aso
embedded soils and residues from the dry foam
shampooing method. Extraction cleaning in-

Figure 43. Dry Foam Shampooing Process.
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volves the combined application of a highly-
atomized water detergent solution and the im-
mediate vacuuming of the residue solution from
the carpet. Under most conditions, a carpet
maintenance program should provide one ex-
traction cleaning for every three surface sham-
pooing.

7.3.1.7 There are additional methods of
carpet shampooing; however, in most situations,
these methods may cause excessive damage to

the carpet, may be too costly, or are not as
effective as a combination of the dry foam and
water methods.

7.3.1.8 The repar of damaged carpet is
generdly a specialized function requiring
techniques, skills, materials, and tools not
normally available to the custodia workforce.
However, damaged carpet can be a hindrance to
effective custodial carpet maintenance and
should be reported upon discovery.

Figure 44. Water Extraction Cleaning.

Section 4—CUSTODIAL MAINTENANCE EQUIPMENT, TOOLS, AND CHEMICALS

7.4.1 Powered Equipment and Accessories

7411 A 5 to 8-gdlon capacity tank
vacuum can be used for carpet policing, to
vacuum the carpet in hard-to-reach areas, and to
pick up the residue from the dry foam
shampooing process. If the tank vacuum is
equipped for wet, as well as dry pick-up, then it
can be used to vacuum up spills and moisture
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from carpet. The tank vacuum should be
equipped with a flexible hose, wand, floor tool
and crevice tool for carpet maintenance. When
used with other attachments, the tank vacuum
becomes a useful general purpose cleaning tool.

CAUTION: A tank vacuum cannot be used for routine vac-
uuming since it removes only a minimum amount of embed-
ded grit.



Figure 45. Wet/dry Tank Vacuum.

7.4.1.2 An upright carpet vacuum with a
rotating agitator brush must be used for routine
vacuuming. The agitator brush serves to agitate
the carpet fibers and remove some of the em-
bedded grit. The agitator brush should be ad-
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justable for carpets with different pile heights,
and the vacuum swath should be as wide asis
practical to maximize the speed of vacuuming
without impairing maneuverability.

L e AL Sl g
Figure 46. Upright Carpet Vacuum with Agitator
Brush.

7.4.1.3 A heavy-duty pile lifter vacuum is
used for removing embedded grit and for
restoring the lost resiliency of the carpet pile
caused by foot traffic. The pile lifter vacuum has
a very aggressive vacuum and agitator brush
which are normaly powered by separate motors.
The agitator brush should be adjustable for
carpets with different pile heights.
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Figure 47. Heavy-Duty Pile Lifter Vacuum.

7.4.1.4 A dry foam shampooer is used for the
removal of large area stains and for complete
surface shampooing. The dry foam process in-
volves foam on the carpet, and the removal of
the foam by a vacuum. The advantage of the
foam system is that the small water content of
the foam minimizes water damage to the carpet.
The disadvantages of the system are that a re-
sdue of the foam is left embedded in the carpet,
only surface soils and stains are removed, and
heavier concentrations of soil may require several
shampooings. The carpet should be vacuumed
with a heavy-duty pile lifter vacuum prior to
shampooing to remove as much soil as is
practical, and also after shampooing to restore
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the resiliency of the carpet pile and to remove
muh of the shampo residue.

7.4.1.5 A water extraction unit isused for the
periodic removal of embedded grit, dry foam
shampoo residue, and heavy soil and stains. The
process involves the application of a highly-
atomized water solution to the carpet through a
“wand” followed by a continuous high vacuum.
If the carpet has been cleaned previoudly by the
dry foam process, there will be sufficient sham-
poo in the carpet for effective cleaning, other-
wise a detergent must be added to the cleaning
solution. The solution dissolves the dirt and dry
foam residue, and the vacuum flushes or removes
the dirt, resdue, grit and moisture. The carpet is
left in an almost dry condition. The advantages
of the water extraction process are that it leaves
amost no residue, it removes embedded grit, and
is effective a removing heavier concentrations of
soil and stains. The disadvantages of the system
are that it is costly and the water may damage
the carpet. As with the dry foam methods, the
carpet should be vacuumed with a heavy-duty
pile lifter vacuum before the water extraction
process to remove as much soil as is practical
and aso after the processto restore the resiliency
of the carpet pile.



Figure 49. Water Extraction Unit.

7.4.1.6 Some recently constructed buildings
are equipped with central vacuum systems con-
sisting of a powerful central vacuum and a dis-
tribution system with numerous vacuum inlets. A
flexible hose and wand may be connected to any
available outlet. Since a central vacuum system
has no provision for agitating the carpet pile to
remove embedded soil, this system should not be
relied on for the routine vacuuming of carpet. It
is, however, an effective system for policing and
for the removal of surface soil from carpets, as
well as other miscellaneous custodia vacuuming
tasks.

7.4.2 Manual Tools.

7.4.2.1 A synthetic bristle broom and dust
pan can be used to police surface litter, such as
bits of paper, rubber bands, and paper clips from
carpet aress.

7.4.2.2 A smal putty knife can be useful in
removing chewing gum and other sticky sub-
stances from the surface of carpet.

7.4.2.3 A manua carpet sweeper can be used
to police carpeted areas.
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Figure 50. Carpet Sweeper.
7.4.3 Chemicals.

7.4.3.1 Anaerosol fluorocarbon can be used
to “freeze’ chewing gum, asphalt, wax, etc. so it
becomes brittle and easily removed from carpet
with a putty knife.

7.4.3.2 A foaming type shampoo concentrate
is required for the dry foam shampoo method.
The dry foam shampooer will generate a low
moisture content foam and then apply the foam
to the carpet. Only alow foam shampoo concen-
trate should be used with the water extraction
unit if a detergent is required at all. If the ex-
traction unit has a recovery tank, then an anti-
foam emulsion must be added to the recovery
tank to prevent the tank from becoming filled
with foam. Most manufacturers of carpet sham-
poo claim their product has retarding properties,
however, many conflicts of opinion presently
exist about their effectiveness. Thelr success
would largely depend upon such factors as the
type and concentrations of soil, the type of
carpet, the type maintenance the carpet receives,
the age of the carpet, etc.
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7.4.3.3 Remova of most stains can be ac-
complished with a commercia stain removal kit
which contains the following groups of stain re-
movers as a minimum:
(1) Mild akaline spotters containing en-
zymes for the break-up of protein based sub-
stances, such as blood, food, vomit.

(2) Dry solvent base spotters for use on
grease, tar, gum and paint.

(3) Mild acid reducing solutions for
removing caustic or alkaline substances, animal
feces, and urine.

(4) Dry, inert, absorbent powder to be
used with the above.

Figure 51. Stain Removal.

Section 5 — SOIL PREVENTION

7.5.1 Obvioudy the cost of carpet maintenance
can be sgnificantly reduced, and the appearance
and life of carpet can be improved and extended
if the amount of soil deposited on a carpeted area
is reduced. Just as there are many different
sources and types of soil to which carpet
becomes exposed, there are also many actions
which can be taken to reduce the amount
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of soil. However, the most effective means of
soil prevention or reduction are entrance mats
and adequate waste and ash receptacles. Part of
an effective carpet maintenance program involves
the continued surveying of an areato determine
whether there are actions which can reduce the
soiling rate and whether they are economically
judtifiable.
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Figure 52. Entrance Mats.

Section 6 — STATIC CHARGE

7.6.1 Source. Carpet which has not been man-
ufactured with specia conductive materias to
alow the disspation of accumulated el ectrostatic
charges may develop such charges in excess of
10,000 volts. The accumulation of static elec-
tricity in carpet is not only annoying but may aso
cause carpet to attract a larger amount of soil.
Additionally, the attraction between particles of
soil and the carpet make vacuuming and
shampooing less effective.

7.6.2 Prevention. The Smplest means of reducing
static electricity isto increase the moisture con-
tent (humidity) of the surrounding area allowing
the accumulated static electricity to discharge
into the air. Humidifying units are available that
can be added to air conditioning units. A second
method of reducing static charge is through
application of an antistatic treatment. However,
such treatment is costly and its effects may last
aslittle asthirty days.

Section 7 — CARPET CARE PROCEDURES — TRAINING GUIDE

7.7.1 Policing.
7.7.1.1 Equipment Needed:
(1) Smal broom
(2) Dust pan
(3) or amanual carpet sweeper.
7.7.1.2 Doing the Job:
(1) Observe the area for surface litter or
soil.

(2) Pick-up litter either by hand or by
sweeping the litter into the dust pan or use the
carpet sweeper.

(3) Dispose of collected littler
custodial cart or adjacent waste container.

7.7.1.3 Care of Equipment:
(1) Keep broom free of loose straws and lint.

into
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(2) Damp wipe dust pan and carpet sweeper
with neutral detergent as required to remove
evident soil.

7.7.2 Routine vacuuming.

7.7.2.1 Equipment Needed:

(1) Upright carpet vacuum with adjustable

agitator brush.
7.7.2.2 Before Vacuuming:

(1) Inspect the vacuum cleaner dirt bag to
determine the leve of soil. The bag should not be
dlowed to become over half filled. Take special
care when emptying the bag to avoid spreading
dirt.

(2) Police the immediate area to remove
itemswhich should not be ingested into the vac-
uum cleaner.

(3) Unless only traffic patterns are being
vacuumed, create as much open area as practical
by moving items such as trash cans, chairs, and
portable furniture.

(4) Adjust the agitating brush in
accordance with the carpet pile height.

7.7.2.3 Doing the Job.

(1) When vacuuming traffic patternsin a
large open area, begin at one end of the pattern
and proceed to the other end or as far as the
electrical cord permits. Then, return alongside
and dlightly overlap the edge of each previous
pass. This pattern may have to be repeated for
heavily soiled areas.

(2) When vacuuming obstructed aress, use
afew back-and-forth strokes as required.

(3) Return any items moved to their
proper locations.

7.7.2.4 Care of Eqipment:

(1) Check dirt bag and empty as required.

(2) Prior to returning the equipment to
storage, wipe dust from the machine and the
cord, spot clean smudges and marks with neutral
detergent and sponge.

7.7.3 Stain Removal.

7.7.3.1 Equipment Needed:
(1) A commercia stain removal kit.
(2) Wet pickup vacuum (for larger spills).
(3) Paper towels or blotters.
7.7.3.2 Doing the Job:
(1) Treat the stain as quickly as possible
after it is discovered.
(2) Scrape and blot up as much of the
loose matter as possible.
(3) Pre-test any questionable fibers with
the spotter to be used.
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(4) When removing stains, work from the
outside edges of the soiled area inward to the
center of the spot to minimize spreading the
Spot.

(5) Follow the instructions contained in
the commercial spot removal kit.

7.7.4 Heavy-duty Vacuuming and Pile Lifting.

7.7.4.1 Equipment Needed:
(1) Heavy-duty pile lifter with adjustable
agitator brush.
7.7.4.2 Before Vacuuming:
(1) Follow steps (1) to (4) of “Before
vacuuming,” paragraph 7.7.2.2.
7.7.4.3 Doing the Job:
(1) Follow steps (1) to (3) of “Doing the
Job,” paragraph 7.7.2.3.
7.7.4.4 Care of Equipment:
(1) Follow steps (1) to (3) of “Care of
equipment,” paragraph 7.7.2.4.
7.7.5 Surface Shampooing.

7.7.5.1 Equipment Needed.
(1) One heavy-duty pile lifter vacuum
(2) One dry foam carpet shampoo

(3) Oneplastic pall

(4) Oneplastic funne

(5) One measuring cup

(6) One scrub brush

(7) One sponge
Note: When shampooing carpets, it isagood ideato have
awet vacuum available in case of spills or malfunctions of
the shampoo machine which put excessive amounts of
solution on the carpet.

7.7.5.2 Chemicals Needed:
(1) Dry foam carpet shampoo
(2) Stainremova kit

7.7.5.3 Before Vacuuming:

(1) Remove as much furniture from the
areaasispractical.

(2) Vacuum the area with a heavy-duty
pile lifter in accordance with paragraph 7.7.5,
“Heavy-duty vacuuming and pile lifting”.

(3) Treat gtainsin accordance with parag-
raph 7.7.3, “Stain removal”.

(4) Besurethat custodial worker’s shoes
are clean or, preferably, wear clean, rubber,
overshoes when shampooing carpet.

(5 Restrict traffic into the area.

(6) Usng the plastic paill and the
measuring cup, prepare the shampoo solution in
accordance with the manufacturer’s directions.
Using the funnel, carefully pour the solution into
the tank of the carpet shampoo machine.



(7) Beforeturning on the machine, follow
the manufacturer’s directions for adjusting the
height of the agitator brush to be compatible
with the pile of the carpet. Remember, if the
brush is adjusted too high, it will not produce
effective results; if the brush is too low, there
will be excessive wear on the carpet and un-
necessary strain on the machine.

7.7.5.4 Doing the Job:

(1) Begin scrubbing next to the wall or an
edge of the carpeted area. Adjust the foam con-
trol and pace the motion of the machine so that
sufficient, but not excessive, foam is applied to
the carpet.

(2) Move the machine forward as far as
possble in a straight line. Then, move the
machine backwards over the same area.

(3) At the end of each forward and
backward pass, move the machine to one side
and repeat this pattern on an adjacent area. The
degree of overlap should be determined by the
level of soil in the carpet. For instance, if the
carpet is heavily soiled, it may be necessary to
overlap more than half of each previous pass for
effective cleaning. In areas where soil islight, an
overlap of one to two inches may be sufficient.
In cases of extreme soiling it may be necessary to
shampoo twice. Any second shampooing should
follow a pattern which isgeneraly at right angles
to that of the first shampooing.

(4) Cornersand other areas which are not
accessible to the machine may be shampooed by
taking some of the foam generated by the
meachine and applying it manually with the scrub
brush.

(5) After allowing about one hour drying
time, vacuum the entire area with the heavy-duty
pile lifter vacuum in accordance with paragraph
7.7.5. *Heavy-duty vacuuming and pile lifting”.
However, after each forward pass, pull the pile
lifter vacuum backwards over the same area to
lift out any footprints or wheel tracks.

(6) Allow sufficient time for the carpet to
dry before it is subjected to heavy foot traffic.
Drying time will vary considerably due to
changes in temperature and humidity.

(7) When replacing the furniture in the
areq, place small pieces of plastic underneath legs
or other parts which come in contact with the
carpet. This will prevent stains from rust and
dyeswhich could occur if the carpet is still damp.
Remove the plastic after the carpet has
thoroughly dried.
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7.75.5 Care of Equipment

(1) Follow the manufacturer’s directions
for draining any excess solution from the
shampoo machine. This should be done in anon-
carpeted areain case of spills.

(2) Damp wipe the machine and cord with
a sponge.

(3 Wind the electrica cord properly
around the hooks provided on the machine.

(4) Rinse the bucket, funnd, and
measuring cup clean and wash the scrub brush
and sponge in clean water.

7.7.6 Extraction Cleaning.

7.7.6.1 Equipment Needed:

(1) One water-extraction carpet cleaning
outfit

(2) One heavy-duty pile lifter vacuum

(3) Oneplastic pall

(4) Oneplastic funnd

(5) One measuring cup

(6) Onewet/dry tank vacuum

(7) Scrub brush

(8) Sponge

7.7.6.2 Chemicals Needed:

(1) Antifoam emulson and carpet
shampoo specificaly designed to be used with
water extraction system (carpet shampoo to be
used only on carpet which has never or seldom
been shampooed before).

7.7.6.3 Before Cleaning:

(1) Follow steps (1) to (5) in “Before
shampooing,” paragraph 7.7.5.3.

(2) The water extraction unit should be
assembled in accordance with the instructions of
the manufacturer of the machine. Some models
may be atached directly to awater source while
others have a tank as a part of the machine.
Some manufacturers recommend the use of hot
water with their equipment, others provide a
heating element in the solution tank, and others
recommend the use of cold water. Although hot
water may react more quickly with shampoo
residue in the carpet, in genera, cold water will
provide adequate cleaning without the risk of
ghrinkage, color bleeding, or damage to the car-
pet backing which may result from excessive use
of hot water.

(3) If the carpet has never or seldom been
shampooed, add the proper amount of carpet
shampoo solution to the solution tank using the
measuring cup and funnel (if the carpet has been
previoudy shampooed three or four times, there
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will be sufficient residue in the carpet for
effective cleaning).

(4) Add the proper amount of antifoam
emulsion to the recovery tank, following any
specific directions given by the manufacturer.

7.7.6.4 Doing the Job:

(1) Begin in a corner of the area. Stand
next to one wal while facing another wall. Stand
far enough back so that a comfortable reach will
place the spray-vacuum head against the
baseboard (usually about 3 feet away).

(2) Activate the spray system while pulling
the spray-vacuum head away from thewall in a
straight line.

(3) Shut off the spray about 6 inches
before the end of the stroke. If the spray-vacuum
head can be easily pushed on the carpet, it should
be pushed back to the wall, over the same path,
with the spray shut off. If the spray-vacuum head
cannot be easily pushed, but can only be pulled,
it should be lifted a the end of the stroke.
returned to the origina spot where the pass
began, and pulled over the same area with the
spray shut off. This technique gives each area a
minimum of two passes, one with the spray and
the vacuum, and one with the vacuum only.

(4) After making the two passes described
above, move the spray-vacuum head and repeat
the process.

(5) The degree of overlap and the speed
with which the spray-vacuum head is moved on
the carpet depends on the level of soil. Along
walls, baseboards, and other areas receiving little
or no traffic, the machine can be moved quickly
and with as little overlap as possible without
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leaving streaks. In heavily soiled areas or high
traffic areas, the spray-vacuum head should be
moved more dowly and each pass should overlap
the previous pass by about fifty percent.

(6) Therecovery tank should be watched
and emptied whenever the foam rises within two
or three inches of the top. If foam or water is
allowed to enter the vacuum motor system, seri-
ous damage or injury may result.

(7) After the entire carpet has been
cleaned, it should be adlowed to dry
gpproximately one-half hour and vacuumed with
the pile lifter type vacuum. When vacuuming a
carpet after it has been wet-cleaned, the fina
passes with the vacuum over each area should
always be in the same direction.

(8) When returning furniture and acces-
sories to a carpeted area which has just been
cleaned, pieces of plastic should be placed under
the legs or any part which touches the carpet.
The carpet may ill be dightly damp, and subject
to stains from rust and dyes.

7.7.6.5 Care of Equipment:

(1) Follow the manufacturer’s directions
for draining the recovery tank. Both the solution
and recovery tanks should be rinsed and wiped
dry.

(2) The vacuum hose, wand and spray-
vacuum head should be rinsed out by flushing
clean water through them.

(3) All exterior surfaces of the machine in-
cluding the electrical cord should be damp
cleaned and then wiped dry.

(4) Wind the electrica cord properly
around the hooks provided on the machine.



Summary of Revised, Deleted, or Added Material

This revision is a complete rewrite and update of existing Army, Navy, and Air Force
manuals into a three-department manual.
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GLOSSARY

Antiseptic. A product that will destroy or curb germs,
particularly on living tissue. Also applied to products
wih low phenol coefficients.

Acid. Sour or sharp to the taste. Chemistry: below 7.0
on the PH scale.

Alkali. Any base or hydroxide, as soda or potash, €tc.,
that is soluble in water and can neutraize acids.
Chemistry: above 7.0 on the PH scale.

Abrasive. A substance used for grinding, polishing,
€tc.

Bactericide. A product that will destroy that certain
class of germs known as bacteria.

Cellulose. The chief substance composing the cell walls
or woody part of plants.

Conductive Floor. A floor that will conduct electricity
and thereby equalize the electric potential within an
areato prevent an explosion.

Deodorant. A product that destroys or covers up an
odor or the source of an odor. A germicide performs a
deodorizing function when it kills germs that cause
odors.

Appendix A

Detergent. Anything that will clean. Usually refering to
asynthetic or soapless detergent.

Disinfectant. A product that will destroy germs,
particularly for use on inanimate objects.

Fogging. Dispersing colloidal particles of agermicidal
liquid into the air of a room by means of a specia
meachinefor the purpose of reducing the bacterial flora.
Germ. A microorganism capable of producing a
disease.

Germicidal Detergent. A detergent using agermicide
in its composition. Economies can be gained by one-
step cleaning and disinfecting.

Moveable Furniture. Any furniture that is readily
moveable by one person, and is intended to be moved
frequently.

PH Factor: the degree of acidity and alkalinity ex-
pressed in numerical value. The value PH 7.0 is the
neutral point; that is a solution having aPH of 7.0 is
neither acid or dkaline. The numbers below 7.0 denote
the degree of acidity, and the numbers above 7.0 denote
the degree of akalinity.
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(The MO-100 Series replaces, for the most part, NAVDOCKS Tp-Pw-30)
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Abrasive Cleaners
Air Force Respongibilities
Aluminum
Army Responsibilities
Asphdlt Tile Floors:
Dry Maintenance
Mopping
Treatment
Wax Stripping
Auditorium Floor:
Mopping
Mop Sweeping
Sweeping

Bar Wax
Battery Powered Scrubbing Machine
Bowl. Toilets
Bowl, Wash
Box, Dust
Brass
Broom, Corn
Brushes:
Counter
Foor
Nail
Radiator
Sweeping, Floor
Auditorium
Corridor
Gymnasium
Office
Theater
Bucket, Mop
Buffing
Open Rooms and Corridors

Cement, Oxychloride

Ceramic Tile

Chemical Cleaning

China, Vitreous

Chlorine Bleach

Chromium

Clean Rooms
Clothing
Lighting
Maintenance
Personnel Hygiene
Personnel Training
Procedures
Processes
Standards, Cleaning
Stations, Work

Appendix D

INDEX

2225
14
3.5.1.16
12

6.2.20
6.2.13
3173
6.2.22

6.2.18
6.2.10
6.2.11

2243

3231
34.11,6.2.32
34.1.3,6.2.33
3.2.3.10
35.1.11,6.2.35
3235

3237
3234
32314
3238
3121
6.2.11
6.2.8
6.2.9
6.2.7
6.2.11
3.2.3.10
3.16.1,522
6.2.24

3178
6.2.14
36.4.13
35.17
56.1
6.2.37
36.1
365
3.6.9
36.2
3.6.8
3.6.9
364
3.6.3
371
365

Cleaner, Vacuum

Cleaning, Agents
Abrasive
Emulsifying
Precautions
Scouring
Stain Remover
Voldile

Cleaning, Floors
Dry Cleaning
Mopping
Scrubbing
Spray
Sweeping
Waxing

Cleaning, Miscellaneous

Brass
Drinking Fountain
Chromium.
Conductive Floors
Light Fixtures
Rugs
Toilets
Toilet Rooms
Urinas
Wash Bowls
Windows
Cloth, Dust
Treating
Washing
Concrete
Conductive Floors

Continuous Push Method

Corridor

Gymnasium
Corridor, Buffins

Mopping

Sweeping, Floor Brush

Sweeping, Mop

Damp Mop

DD Form 1112
DD Form 1113
Deodorants
Detergents
Disinfectants
Dispensers
Disposal, Towe
Drinking Fountains
Dry Cleaning
Dryers, Hand and Face

3233

222

2225
2221
2223
2222
2224
55.1.1.
311,3643
315

313

314

3161

312

3.16

351
35.1.11,6.2.35
6.2.34

6.2.34
3.1.7.10, 6.2.38
3.6.9,6.2.36
318
34.11,6.2.32
34.1
34.12,6.2.32
34.1.3,6.2.33
33.1,6231

6.2.1

6.2.2

3177
3.1.7.10, 6.2.38

6.2.5
6.2.6
6.2.24
6.2.17
6.2.8
6.2.5

3.2.39

3.7.2

214
227,34.16
36.4.12,36.4.4
2.26,34.16
34.17
34.18
35.1.3,6.2.34
315

34.19
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Dry Maintenance
Dust Boxes
Dusters, Generd
Treating
Washing
Dusting, General
High
Low
Office Furniture
Standards

Elevator, Instructions:
Expression
General
Operating
Personnel

Elevator, Procedures:
Emergency
Operating
Out of Service

Elevator Repair

Emulsifying Agents

Emulsion, Resin

Emulsion, Wax, Water

Equipment, Genera
Clean Room
Lighting

Maintenance, Floor
Broom, Corn
Brush, Counter
Brush, Floor
Brush, Nail
Brush, Radiator

Disk-Type Machine

Dust Box

Duster

Hand Spray Bottle
Knife, Putty
Ladder

Mop Bucket

Mop, Sweeping

Mop, Toilet Bowl
Mop Truck
Mop, Wet

Scrubbing Machine

Sed Applicators
Vacuum Cleaner
Reguirements
Useand Care
Wall Washing

Face Dryers

Fire Protection

Fixtures:
Aluminum
Brass
Chromium
Glass

100

6.2.26

3.23.12

3252

6.2.1

6.2.2

3111
31.111,6.2.28
31.11.2,6.2.29
6.2.30

31113

422

41
421
412

424
423
4.2.6
4.25
2221
2244
6.2.23,2.24.2,52.2
221,321
3.6.45
3.6.9
323
3235
8.2.3.7
3234
32314
3238
3232
3.23.12
3252
3161
3.2.3.15
3251
3.2.3.10
6.2.1,6.2.2,
6.2.3,3.2.3.6
3253
32311
3.2.39
3231
3.2.3.13
3233
322
32,531
324

3.4.19
551

85.1.16
35.1.11,6.2.35
6.2.37
3.3.1,35.18,
6.2.31

Fixtures (continued)

Light 35.1.1,6.23
Metal, Lacquered 3.5.1.14
Metal, Plated 35.1.13
Metal, Solid 3.5.1.10
Nickel Plated 6.2.37
Plastic 35.1.15
Porcelain and Vitreous China 3517
Stainless Steel 35.1.12
Vitreous—Enameled Iron and Steel 3518
Floor Cleaning 31,62
Dry Cleaning 3.15,6.2.20
Mopping 3.1.3,6.2.13,
6.2.14,6.2.15

Auditorium 6.2.18
Conductive Floors 6.2.38
Corridor 6.2.17

Office 6.2.16

Stairs 6.2.19

Theater 6.2.18
Scrubbing 3.14,6.2.2.1
Sweeping 312
Audiorium 6.2.10, 6.2.11
Corridor 6.2.8,6.2.5
Gymnasium 6.2.9,6.2.6

Office 6.2.7,6.2.4

Stairs 6.2.12

Theater 6.2.10,6.2.11

Waxing 3.1.6,5.2.2,
54.1,6.2.33

Wax Stripping 6.2.22
Floor, Clean Room 3.6.43
Foor Qil 225
Floor, Toilet Room 3414
Floor, Types 3.17
Asphalt Tile 3.1.7.3,6.2.13,
6.2.20,6.2.22

Ceramic Tile 3.1.7.11,6.2.14
Chromatile 3.1.7.11
Concrete 3.1.7.7
Conductive 3.1.7.10, 6.2.38
Linoleum 3.1.7.2,6.2.13, 6.2.22
Marble 3.1.7.6,6.2.14
Mastipave 3.1.7.11,6.2.22
Mosaic Tile 6.2.14
Oxychloride Cement 3179
Quarry Tile 31711
Resilient Floor 6.2.20
Rubber Tile 3.1.7.4,6.2.13, 6.2.22
Sate 6.2.14
Terrazzo 3.1.75,6.2.14
Vinyl Tile 3.1.7.8,6.2.13, 6.2.22
Wood 3.1.7.1,6.2.13, 6.2.20
Fountains, Drinking 3.5.1.3,6.2.34
Freight Elevator 4234
Furniture, Cleaning 3.5.1.4,6.2.30
Furniture Polish 2232
Glass 3.3.1,351.96.2.31
Gloves, Rubber 6.2.32.5
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Gymnasium

Hand Dryers

Hand Method, Wall Washing
Hand Spray Bottle Technique
High Dusting

Hydraulic Elevator

Ice Removal
Instruction, Elevator Operations
Instruction, Clean Room

Knife, Putty

Ladders
Lamp Replacement
Lifting
Light Fixtures
Lighting Equipment
Linoleum
Dry Maintenance
Mopping
Stripping Wax
Low Dusting

Maintenance:
Dry
Equipment, Floor
Equipment, Wall
Reguirements, Clean Room
Marble
Mastipave
Materials, Cleaning
Specification
Use
Mechanica Cleaning
Metal, Lacquered
Plated
Polish
Solid
Method, Hand, Wall Washing
Machine, Wall Washing
Select Cleaning
Mineral Spirit
Mop:
Bucket
Damp
Sweeping
Handling
Treating
Washing
Toilet Bowl
Truck
Mopping
Auditorium
Corridor
Office
Stair
Theater
Mopping Floors:
Asphalt Tile
Ceramic Tile

Appendix D

6.2.6,6.2.9

34.19

6.2.25

3161
6.2.28,3.1.11.1
4235

3.19
421
3.6.7

3.2.3.15

3251,5311
3.5.12

57.1
35.1.1,6.2.36
3.6.9

3172

6.2.20

6.2.13

6.2.22
6.2.29,3.1.11.2

6.2.20

323

324

36.2
3.1.7.6,6.2.14
31.7.11,6.2.22
3.6.4.6

36.4.4

521

36411
35114
35.1.13
2231
3.5.1.10
6.2.25

6.2.27

3.6.46

2241

3.2.3.10
3.2.39
3.2.36
6.2.3
6.2.1
6.2.2
3253
32211
313
6.2.18
6.2.17
6.2.16
6.2.19
6.2.18

6.2.13
6.2.14

Mopping Floos (continued)
Conductive
Marble
Mosaic
Rubber Tile
Sate
Terrazzo
Vinyl Tile
Waxed Floors
Wood, Unwaxed

Mop Sweeping:
Auditorium
Corridor
Gymnasium
Office
Theater

Mosaic

Nail Brush

Navy Responsibility
Needs, Equipment

Office Hloor:

Mopping

Sweeping, Mop

Sweeping, Floor Brush
Office Furniture
Qil, Floor
Open Room, Buffing
Operating Automatic Floor

Scrubbing Machine
Operating Instruction, Elevator
Operating Procedures, Elevator

Freight

Generd

Hydraulic

Passenger

Service
Operation, Planning and Scheduling
Out-of-Service, Elevator
Oxychloride Cement

Parking, Elevator
Partitions, Toilet Room
Passenger Elevator
Personnel, Elevator
Personnel Hygiene
Planning and Scheduling
Anaysis
DD Form 1112
DD Form 1118
Genera
Operation
Supplies and Equipment
Work Load
Polishing Agents
Furniture
Metal
Porcelain
Preparation

6.2.38
6.2.14
6.2.14
6.2.13
6.2.14
6.2.14
6.2.13
6.2.15
6.2.14

6.2.10
6.2.5
6.2.6
6.2.4

6.2.10

6.2.14

32314
13
322

6.2.16
6.2.4
6.2.7

6.2.30
225

6.2.24

6.2.21
421
423
4234
4231
4235
4232
4233

212

4.2.6
3179

426.1
34.15
4232
412
3.6.8

213
3.7.2
214
211
212
22

21
223
2232
2231
35.17
215
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Prevention, Fire
Procedures:
Clean Room
Elevator Emergency
Elevator Operating
Elevator Out-of-Service
Processes, Clean Room
Push Method, Continuous
Putty Knife

Removal, Ice and Snow
Remover, Stain
Repairs, Elevator
Replacement, Lamp
Reguirements, Clean Room
Clothing
Maintenance
Personnel
Responsihilities, General
Air Force
Army
Navy
Rubber Gloves
Rubber Tile
Rug Cleaning

Safety

Belts

Equipment

Fire Prevention

Materids

Wax

Wet Floors
Sanitizer
Scheduling
Scouring Powder
Scrubbing, Floor Cleaning
Scrubbing, Machine

Sedl, Applicator, Wax and Floor

Sest, Toilet

Service Elevator

Shades, Window

Sate

Snow Removal

Solvent Cleaning

Spray Cleaning

Stain Remover

Stair, Mopping

Stair, Sweeping

Standards, Clean Room

Standards, Elevator Operating
Expressions

Standards, Toilet Room

Sted, Stainless

Stedl, Vitreous—Enameled

Stripping Wax

Supplies
Cleaning Agents
Deodorants
Disinfectants

102

551

364

424

423
4.26.2
3.6.3
6.2.5,6.2.6
32314

3.19
2224
4.25
35.12

3.6.6

36.2
3.6.7,3.6.8
11

14

12

13
6.2.32.5
3174
318

511
5311
531

551

521
522,541
54.1

228

215
2222
314
3231,6.221
3.2.3.13
3411
4233
35.15
6.2.14
3.19
3.6.4.14,36.4.4
3161
2224
6.2.19
6.2.12
371

422
34.1.10
35.1.12

35.18
6.2.22

221

222

227

226

Supplies (continued)
Floor Ol
Polishing Agents
Sanitizer
Storage
Waxes and Finishes

Sweeping, Floor Cleaning
Floor Brush

Auditorium
Corridor
Gymnasium
Office
Theater
Mop Sweeping
Auditorium
Corridor
Gymnasium
Office
Theater
Stairway

Sweeping Mop
Handling
Treating
Washing

Terrazzo

Theater:
Mopping
Sweeping, Floor Brush
Sweeping, Mop

Toilet Bowl Mop

Toilet Room

Deodorants and Disinfectants

Dispensers

Dryers, Hand and Face
Foors

Standards

Toilet Bowl and Seat

Walls, Partitions, and Woodwork

Wash Bowls
Touch-up Polishers, Spot
Training, Personnel

Treating Dusters and Sweeping

Mops
Truck, Mop
Two-Part System

Urinas

Vacuum Cleaners

Venetian Blinds

Vitreous China

Vitreous—Enameled Iron and
Sted

Vinyl Tile

Walls, Clean Room
Walls, Toilet Room
Wall Washing
Equipment
Hand Method
Machine Method

225
223
228
229
224
312
3234
6.2.11
6.2.8
6.2.9
6.2.7
6.2.11
312
6.2.10
6.2.5
6.2.6
6.2.4
6.2.10
6.2.12
3.2.36
6.2.3
6.2.1
6.2.2

3.175,6.2.14

6.2.18

6.2.11

6.2.10

3253

34.1

34.16

34.17

34.19
34.14
34.1.10
34.11,6.2.32
34.15
34.1.3,6.2.33
5225

3.6.7

6.2.1
32311
216

34.1.2,6.2.32

3233
35.16
35.17

35.18
3.1.7.8,6.2.13,6.2.22

36.4.3
34.15
3.1.10
324
6.2.25
6.2.27
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Wash Bowls
Wax

Bar Wax

Emulsion Wax, Liquid and
Paste

Floor Cleaning

Floor Mopping

Floor Sefety

Minerd Spirit and Paste
Wax

Resin Emulsion

Sed Applicator

Solvent Wax, Liquid and Pasts

Stripping

34.1.3,6.2.33
224,522
2243

5221,5226
316

6.2.15
522,541

2241
2244
3.2.3.13
5228
6.2.22

Wax (continued)

Water Emulsion
Washing Dusters and Mops
Wet Floor Safety
Window Cleaning
Window Shades
Wood Floors

Dry Maintenance

Mopping, Unwaxed
Woodwork:

Dusting

Toilet Room

Washing
Work Load

wU.S. GOVERNMENT PRINTING OFFICE: 1993 - 342/421/62147
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224.2,6.2.23
6.2.2

551
33.1,6.231
35.15
3171

6.2.20

6.2.13

6.2.29

34.15
3.1.10, 6.2.26
21
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