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Program News

Joanne Anderson, CFM, IFMA Fellc =
Program Chair e

WHEN: Tuesday, June 9, 20( _

11:30 a.m¢ A fabulous Box Lunch will be provided
WHERE: Global Environmental Service
109 Triport Road, Suite 1
Georgetown, KY 40324

The following link will show a map and provide specific

directions
http://ww w.kyges.com/direction.html

WHO: Kenny GravittLC Managing Member
Matt Hall, General Manager
Gina WeaverBusiness Development Executive
WHAT: Electronic Equipment Recycliramd
Secure Data Destruction Services
Facility Tour, Presentation and Demamgion

COMPETENC¥W¥uman and Environmental Factors

RSVP: Please notify)im Holbrookat jholbrook@naiisaac.com

Must receiveRSVRy Wednesday, June 3

WHAT MEMBERS MAY ERFH O LEARN:

M1 GES core values
1 Who we are, why we exist
1 Facility/capabilities
T SmartTurn WMS
1 GES facts, what we do
1 Who we serve
1 How we address customer challenges
1 What services we are able to provide
1 GES certifications & memberships
PROGRAM
TEAM: Nathan Griffith

Jim Holbrook
Tim Heaberlin
Fred Brugge


http://www.kyges.com/direction.html
mailto:jholbrook@naiisaac.com

Message from thePresident

Lynn Pearson, CFM
Bluegrass Chapter of IFMA

Hello Bluegrass Chagr members!

What a great timewe had at the2" Annual IFMA Golf Outing Many
thanks toCasey, Mary, Emilgnd Seth¢ the GCM Team (Golf Committee
Member) for putting together a great event! It was very well organizec
and everyone seemed to thoroughénjoy the day! When you see them
at our June meeting please tell them thanks!
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involved in recycling everyihg from your facility.

Our July meetingyill consist of the annual business meeting. The
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how things are going and areas that we can improve upon. This meel
is very important to our chapter so please make an effort to attend. It
will be in a round table format and very informal.

If you are on theAugust, September, October or November chapter
LINEINI Y O2YYAGGSSQa GKSy LX SIa&as
would like to have and get together with your team to begin making
those arrangements. -Bail is a great way to communicatéth your
team members. Should you not have adgasfor your meeting topic
then please contacloanne Andersomt joanneanl@gmail.comShe has
a great list of ideas that you can have access to. Your invelveim
planning the monthly meetings is critical to the success of each meetil
and ultimately, our Chapter.

Hopefully, all of youhave gotten your information oh C a WOkl
Workplace2009 As you may know it will be held in Orlando, Florida tt
year. | know in these tough economic times dollars are not available fc
training and development but if you have the opportunity tog@please
consider it. | have gone for many, many years and | have never left tt
conference feeling as if | had wasted nmé or money. Itis a great plac
G2 ySiUi62N] 6AGK 20KSNJ LINPTFSaaaz
ordinarily get the chance to hear.

Hope to see everyone on Tuesday, Juffe 9

Lynn

IFMA’s World Workplace 2009 Conference & Expo '\

vouniversal

Facility Management

Chapter Officers

President

Lynn Pearson, CFM
Coleman Grop Property Services
859-255-8855
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Vice President
Cyndi Ryle, CFM
Interior Concepts, LLC
859-367-7575

cynryle@aol.com

Treasurer

Roger Kirk, CEFNCFMJ
D2RQ& t I yiNe
859-288-5312
roger@godspantry.org

Secretary

Casey Cropper

Comstock Brothers Electric
8595091281

ccropper@chehg.com

Immediate Past President
Mary Martin

HMC Service Company
859-277-7760

martinm@hmcservice.com

Committees

Programs

Joanne Anderson, IFMA Fellow, CFN
Retired /Isaac Commercial Properties

859-333-0305
Joannean®@gmail.com

Community Projects & Events

Mary Martin
HMC Service Company
859-277-7760

martinm@hmcservice.com

Casey Cropper
Comstock Brothers Electric
8595091281

ccropper@chehg.com
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Committees

Directory

Greg Wood, CFM
Lexmark International, Inc.
859-232-3640

gregwood@lexmark.com

Communications & Newsletter
Gordon Springstead, CFM
502-608-2446

gordon.springstead@gmail.com

Associates

Lori Gibson, KYCID
CDC Distributors
8595885688

Igibson@CDCDIST.com

Education

Stephanie Maybrier

Isaac Commercial Properties
859-278-0225

smaybrier@naiisaac.com

Membership
Emily Rice
Perfection Group
859-885-1488

erice@perfectionservices.com

Hogitality

Fred Brugge

Aetna Building Maintenance
859-983-4634

fbrugge @aetnabuilding.com

Marketing/Public Relations
Casey Cropper

Comstock Brothers Electric
859-509-1281

ccropper@cbehg.com

Web

Lynn Pearson, CFM

Coleman Grop Property Services
859-255-8855

Ipearson@colemangroup.net

Bluegrass Chaptet
www.ifmabluegrasschapter.org

FM Safety Tips

OSHA Quick Card

OSHA 245

Pneumatic Nail Guisafety Tips

Nail guns drive nails and staples into building materials. Injuries or
fatalities can result from improper use.

Hazards

The operator and coworkers are at risk. Eyes, hands agerf are
especially at risk. Nails can:
1 Splinter or blow out fragments from the material.
9 Puncture the back of the material.
1 Fire completely through the material and strike workers behin
the nailing surface.
1 Pose contact hazards, such as nails striklegtrical wires.

Common Tool Types

Sequential toolsRequire nose (workpiece contact) to be depressed
before the trigger is pulled.
1 Twostep sequence makes accidental firing less likely.
1 Can be used for most nailing tasks.
Contact tools:Tool firesanytime the trigger and nose (workpiece
contact) are both depressed.
1 Trigger can be held down to allow "bump firing".
9 Use for nailing on flat surfaces.
CAUTION:
If trigger is depressed, the tool will fire anytime the nose is
depressed; can also cause umied double firing of nails.

Safe Work Practices and PPE

Follow manufacturer's tool labels and operating manual.

Wear safety glasses with side shields.

Never defeat or modify safety features.

Keep fingers away from trigger when not driving nails.

Seqential tools have reduced risk of accidental and double

firing.

9 Avoid line of fire hazards in front of and behind material;
position yourself (especially your free hand) out of the line of
fire. Never point nail gun at anyone. Watch for coworkers
behindthe nailing surface.

1 Disconnect the gun to perform maintenance, move to another
work area, or clear jams.

9 Train on safe operating procedures, proper body placement a
correct PPE use.

1 NOTE: The tool must meet applicable OSHA guarding stande
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FM Knowledge

U.S. General Services Admimegion

A
Workplace IDEASCentralized Filing G Sk\

Introduction

Filing documents is a task that all office workers struggle with. A poor filing sgsiehead to lost productivity when
time is spent searching for relevant documents rather than focusing on work tasks. Careful analysis and good
workplace design can help organizations improve the management of archival information and data. Whether fil
systems are simple or complex, the important factor is to develop the system based on strategic thinking about 1
workplace and the structure of organizational information.

What is Centralized Filing?

Centralized Filing is a system in which the recoodséveral people or units are located in one, central location.
Generally, acceds the files is controlled by one or a limited number of people.. The central file system houses re
that are of common interest or value and easily accessible to a nuoflEsnployees ojob functions.

Drivers for Change

The use of centralized filing is an increasingly common component of workplace redesign as individual workstat
become smaller and more space is made available for collaborative activities. With ersntallidual space, there is
less surface for piles and less storage space. Another driver comes from knowledge management. With the incr
need for good information flow, centralized filing becomes part of a system for maintaining, tracking amdshmato
date information.

Benefits of Centralized Filing

The benefits of centralized filing include:

Reduced time spent searching for files.

Improved security due to controlled access to files
Improved space utilization.

Simplified and more accurate nmienance.
Reduced paper and printing costs.

= =4 -4 -4 =4

In addition, the exercise of creating the files improves overall organizational awareness.

Managing the Change

Resistance to change in long ingrained habits may be difficult to overeoma@y workers cleayl prefer to have
information close at hand and desire the space for paper documents.

1 Locate files in an area that is readily accessible by all worlgigtance or other difficulties in obtaining files
can result in resistance and increased proliferatidipersonal filing systems.

1 Develop a system for handling files during off holrsspite oversight by a full time staff member, document
may be inaccurately handled during off hours.




Workplace IDEAE Centralized Filingontinued

1

Invest in more #icient filing equipmentThis may add to the costs of implementation, but will make the
system more effective in the long run.

Consider hiring a professional firm to develop and manage the systgmofessional firm will diagnose the
current filing stae and will work with the organization to createn@ore effective system that all can easily
use.

Train workers, not only in how to use the central system, but also how to create more effective persona
electronic filesPeople often keep hard copy filbecause they haveot developedgood methods for storing
and accessing computerized files.

Implementing a Centralized Filing System

The following steps are necessary for developing a centradigsigm Filereview and reorganizatian
1. Research the most eftdive data base file and retrieval system for your purposes. Active documents are

typically handled with high frequency and by multiple users, so it is vital that a tracking system be in pla
record who has what documents and for how lo@@lorcodingand labeling files still works effectively in
some situations. There are also paggacking software programs to assist you in determining the most
effective way to manage your newly centrally located files. Some more advanced systems utilize a bar
tracking system

Review all files and locate unfilled or hoarded documents.
1 Open every filing cabinet and drawer
1 Observe if there is an apparent system or rationale in place
1 Become familiar with the subject matter in the files

Determine degree of confiderality required for files. For example, only the accounting personnel and hui
resources should have access to certain files and documents. Careful consideration must be given to w
files are appropriate for general viewing.

Decide which files shodilbe archived or destroyed, rather than filed in a central location5. Separate the
categories of materidlke a traditional library, it is important to label your information appropriately.
Although your needs may constitute different categories, somemarnes include:

Legalgattorney correspondence, litigation, contracts, etc.

Financiakassets andiabilities. Resourcegclippings, brochures, catalogs, newsletters

AdministrativecMarketing, licenses, advertising, personnel, clients

Consider Infrastruatre issues

A centralized filing room creates special weight problems and careful structural analysis is important to assure
the floor can support the weight of the files. If not, you may need to install extra structupgdort .If you are

relocatingto a newly constructed space, it would be useful to inquire about the load rating for the floors .If you
a choice of locations, choose one adjacent to a bearing wall. Also, ensure the room housing the files is fireproc




Photo Gallery

2" Annual Bluegrass Chapter of IFMA Golf Outing
Casey Cropper
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