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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.
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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
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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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