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How to Use the
Staffing and Equipment Tracking Spreadsheet
Purpose

The Staffing and Equipment Tracking Spreadsheet is designed to guide municipal staff through identifying each maintenance activity and the amount of staff and equipment time that is required on an annual basis to implement the best management practices in the municipal operations and maintenance plan. This spreadsheet can also be used as a management tool to guide prioritization of maintenance activities required under the NPDES Phase II Permit. Upon completion of the spreadsheet, you should be able to:
· Summarize the staff and equipment needed to implement your O&M Plan;

· Evaluate whether you have adequate staff in each maintenance area to complete the planned maintenance activities;

· Adjust levels of service or maintenance frequencies to test the impact on your program budget and staffing levels.

This spreadsheet is a management tool to assist maintenance program managers with planning and budgeting activities. Completing the spreadsheet is not required by the NPDES permit. If you choose not to use the spreadsheet, delete this appendix from your O&M Plan.

How to Use the Spreadsheet

The spreadsheet is divided into eight major maintenance activity categories, corresponding to the major sections of the O&M Plan:

1) Stormwater Conveyance/Collection

2) Roads, Highways, and Parking Lots

3) Vehicle Fleets
4) Municipal Buildings

5) Parks and Open Space

6) Storage Areas

7) Flood Management Projects

8) Other Maintenance Related Activities
Throughout the spreadsheet, representative numbers have been included for illustration purposes. Program managers should update all values as they apply to the local maintenance program. Tasks vary by jurisdiction and this spreadsheet should include only activities and BMPs currently being conducted or planned for implementation by municipal maintenance crews. Add new tasks as needed and delete those that are not applicable to the local program.

The major input parameters are discussed below. Where particular cells do not follow the general guidance discussed below, additional comments have been included within the spreadsheet itself.

Cell A1: Enter the total annual working days that account for a full time equivalent. Take into account holidays, vacation, sick leave, and other paid time off. Do not account for training – training is included as a line item in the spreadsheet.

Columns A-C: The first three columns (A-C) identify maintenance tasks by category and describe the level of service for each task. Consider adjusting the level of service as needed to meet local program goals and budget needs. For example, the desired level of service may be to mow all stormwater facilities on a monthly basis, but budget constraints may reduce that service to only 4 times per year.
Column D: Identify whether the maintenance activity is required under the NPDES Phase II Permit (Yes/No).
Columns E-F: Document the total number of units (i.e. number of facilities, linear feet of roadway, etc.) that are being maintained by maintenance staff and how that unit is measured. 
Column G: The estimated annual frequency to meet the level of service documents how many times per year each maintenance activity must occur. Annual inspections have a frequency of 1.0. Quarterly mowing has a frequency of 4.0. Fractional entries indicate that a particular maintenance activity will not occur at every facility every year. For example, if major pond repair is typically required once every 5 years, enter 1/5.

Column H: The Average Daily Production documents how many or how much of each maintenance activities can be completed in a typical work day. This estimate should account for travel time, crew meetings, mobilization and demobilization of equipment, etc. If the crews can inspect eight stormwater facilities in a work day, enter 8. If it takes two days to complete a pond repair, enter 0.5 because only ½ of the maintenance activity can be completed in each work day.
Column I: Crew size is the number of staff members it typically takes to complete the activity.

Columns J-L: Based on the above inputs, the spreadsheet calculates the annual crew days, annual person days, and the full time equivalent (FTE) to complete each maintenance task. While the FTE for each individual activity is typically just a small fraction, the cumulative effect of all the activities combined together can be significant. One purpose of this spreadsheet is to show how these seemingly small activities can quickly absorb the available resources. 

Extension: If desired, another column could be inserted to calculate the labor cost of each activity based on the required FTE and the average salary and benefit costs for maintenance staff.
Columns M-N: If desired, list the equipment required to complete each maintenance activity and the spreadsheet calculates the total number of days that equipment will be in use. The spreadsheet is not set up to calculate the total time required for each individual piece of equipment. However, a quick visual scan of columns M and N will show which pieces of equipment are in the highest use 
Results

Once this spreadsheet is complete, it can be used to review the total staffing and equipment needs to complete all stormwater pollution prevention maintenance activities. This detailed look at staff time and equipment usage is often helpful for management to identify additional needs and to present that information to decision makers when requesting additional hires or justifying the need for a major equipment purchase. The information may also be useful to identify when a particular piece of equipment is only used sporadically and to evaluate whether that equipment should be rented on a contract basis or jointly purchased and shared with a neighboring jurisdiction. The spreadsheet can also be expanded to calculate labor costs associated with the maintenance program and to add other municipal maintenance activities not related to stormwater.
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