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Appearance & Quality Assurance Guidelines: 
(
The PDCA Standard P1-04 states a properly painted surface is defined as: 



( Uniform in appearance, color, texture, hiding, and sheen




( Free of foreign material, lumps, skins, runs, sags, holidays, misses, or 
 
 
 
 insufficient coverage



( Free of drips, spatters, spills or overspray caused by the Painting & Decorating 

Contractor’s workforce



( When a surface is “properly painted” it shall be examined without magnification 

at a distance of 39 inches (1 meter) or more, under finished lighting conditions 


and from a normal viewing position. 
(
All debris has been removed.
(
All tools and materials have been removed from the area.
(
Yard accessories have been returned to original locations.
Production Rate:

· Production rate will vary with the scope of work.

Safety Guidelines:
· Follow all OSHA guidelines to prevent injury from the following hazards, including but not limited to: electrical, power tools, ladders, scaffolding, trip and fall obstacles and fire & explosion risk; hazardous exposure to your eyes, hearing, extremities and respiratory system; unsafe exposure to chemicals, solvents, lead paint and inadequate ventilation.  Practice client safety as necessary to your particular job including smoke & carbon monoxide detectors, safety gates and other child protection devices. 

· Follow all EPA, Renovation, Remodeling & Painting (RRP) guidelines and any applicable state guidelines.
· Always use razor blades with the appropriate tool handles and retract or reverse razor blades when not in immediate use.  
Materials & Supplies: 

( trash bags  
Tools & Equipment: 
( standard personal work tools & supplies  ( standard job site tools & supplies

( broom & dust pan  ( screw gun  ( lawn rake ( shop vac
Terms Definition:
Hardware – hinges, locks, handles, knobs etc.
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E. The Master Painter’s Institute, The Master Painter’s Glossary, 2004.

	#
	Procedure Steps                                                              
	Completed
Properly

	1
	Inspect all surfaces and address as needed
1) painted surfaces – remove dust/debris, and touch up
2) glass - scrape paint off 
3) non-painted surface (hardware etc.) – clean off paint 
4) interior surfaces adjacent to doors and windows to make sure there is no paint, dust or debris

5) landscaping, driveways, decks, patios, and other horizontal surfaces
6) roofs


	

	2


	Remove all masking plastic, paper, and tape. 
	

	3
	Clean and fold dropcloths for storage.
	

	4
	Reinstall hardware and accessories.


	

	5
	Return yard accessories to their original locations.


	

	6
	Clean up all trash, paint chips, dust etc. from all surrounding surfaces.
	

	7

	Dispose of refuse properly.
	

	8
	Properly label all paint to be left with the customer. 


	

	9
	Clean up sinks and toilets if used.
	

	10
	Close and lock doors and windows per customer’s directions.
	

	11
	Gather and store all tools, supplies and equipment in an organized manner.
	

	12
	Secure ladders properly onto the vehicle.
	

	13
	Perform final walk around inspection for any over-looked details such as trash, damaged lawns etc.
	


Professional Techniques:   
· Unwanted latex paint spatters may be removed with denatured alcohol.

· Use extreme care when cleaning paint off of hardware and fixtures so as not to damage those surfaces. First try warm water and a soft cloth, then a detergent cleaner, then if necessary, use a special cleaner for removing dried paint. 

· It can be helpful to involve the customer in the final inspection.
· Prior to entering a building, wash your hands and make sure you have no wet paint on your person or shoes.   

· Use protective shoe covering when entering a building.

· Inspect and test windows from the inside to make sure they are working properly.
Notes: 

1) This Craftsmen Operating Procedure (COP) is a suggested guideline for the specified task and industry segment.  Particular work scopes and conditions may warrant adjustments to the procedure.  In addition, each company may have unique methods and procedures that are best suited to their operations, strategy, clients, etc.
2)  PDCA and its representatives, affiliates, directors and content providers shall have no liability for damages resulting from the use of this COP, even if such damage results from the omissions or negligent acts of PDCA and/or its representatives, affiliates, directors and content providers.  Users agree to accept full responsibility for their use of the COP and to indemnify PDCA its officers, directors, members, content providers, independent contractors, employees, agents and affiliates for and from any loss by reason of, or in any way relating to, or arising out of the use of this COP.
3) Craftsmanship Operating Procedures are the products of volunteer efforts of members of the PDCA Craftsmanship Forum and are for the sole use of PDCA members.  COPs are protected under the copyright laws of the United States of America.  The content of this COP is the property of PDCA and may not be reproduced in any form or manner without the expressed permission of PDCA.
Copyright © 2010, Painting and Decorating Contractors of America. All Rights Reserved.

COP Test
Exterior Job Completion
E- GL-4
Open Book Format
Name: _____________________________Date: ___________

1. What professional technique will help keep the floors inside a building clean? _________

________________________________________________________________________

2. Who should accompany you during the final inspection? __________________________

________________________________________________________________________

3. What chemical can be helpful when removing latex paint spatters? __________________


_______________________________________________________________________

4. What are the 4 Tools & Equipment for this COP other than the standard personal and job site tools and supplies? _____________________________________________________

________________________________________________________________________

5. Which of these is the very first step in this procedure?  (circle one)
A. Clean up trash

B. Remove all masking materials

C. Inspect all surfaces and address as needed, 
D. Return all yard accessories to their original locations.
6. What should be tested from inside the house? ___________________________________

________________________________________________________________________

7. What should be done with all the paint cans before leaving them with the customer? _____

________________________________________________________________________

8. What must be done to all doors and windows as directed by the customer? ____________

________________________________________________________________________

9. What should be done with the ladders at the end of the job? ________________________

________________________________________________________________________

10. What should be done with all tools, supplies and equipment? _______________________

________________________________________________________________________

11. After inspecting all surfaces and addressing any problems, what is the next step? 

________________________________________________________________________
12. What is done to the glass at the end of the job? __________________________________

________________________________________________________________________

13. What is done to the interior surfaces adjacent to windows and doors at the end of the job? 

________________________________________________________________________

14. Which of the following is not a Standard Personal Work Tool or Supply?  (circle one)

A. Caulk Gun

B. Pry bar

C. Nail set

D. Hammer

E. GFI plug
15. What special Material or Supply should be used in this COP? _______________________

________________________________________________________________________

16. What is the final step in this COP? ____________________________________________

________________________________________________________________________

COP Test
Exterior Job Completion
E- GL-4
Closed Book Format
Name: _____________________________Date: ___________

1. Which of these is the very first step in this procedure?  (circle one)

A. Clean up trash

B. Remove all masking materials

C. Inspect all surfaces and address as needed

D. Return all yard accessories to their original locations
2. What is done to the interior surfaces adjacent to windows and doors at the end of the job? 

________________________________________________________________________

3. What is the final step in this COP? ___________________________________________

________________________________________________________________________

4. Who should accompany you during the final inspection? __________________________

________________________________________________________________________

5. What should we test from inside the house? ____________________________________

________________________________________________________________________
Answer Key – Open Book Format

Exterior Job Completion
E- GL-4

1. Use protective shoe coverings
2. The customer
3. Denatured alcohol
4. Broom & dust pan, screw gun, lawn rake and shop vac
5. C. Inspect all surfaces and address as needed
6. Test all windows to make sure they are working properly
7. Label them properly
8. Close and lock them
9. Ladders should be secured properly onto the vehicle
10. They should be gathered and stored in an organized manner

11. Remove all masking, plastic, paper and tape
12. We remove all paint
13. We should remove all paint, dust and debris from them
14. The pry bar
15. Trash bags
16. Perform final walk around inspection for any over-looked details such as trash, damaged lawns etc.

Answer Key - Closed Book Format
Exterior Job Completion

E- GL-4

1. Inspect all surfaces and address as needed
2. We should remove all paint, dust and debris from them
3. Perform final walk around inspection for any over-looked details such as trash, damaged lawns etc.
4. The customer
5. Test all windows to make sure they are working properly
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