
Module 4: On-the-Job Task Checklist 

Time Allocated for Module: 

• 24 hours 

Instructional Methods: 

• Demonstration 

• Observation 

• Coaching 
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Course #10021876 

On-the-Job Task Checklist 


City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

1. Record work hours using the 
facility's time recording 
procedures 

2~·Recordwork hours·such as begin, 
and end tour 

3. Record worK hours to properly 
document current function or 
assignment 

1. Perform a vehicle inspection 
using Notice 76, Expanded 
Vehicle Safety Check 

3. Review Label 70, Safety Check 
and Vehicle Dimensions 

Conduct Vehicle Inspections 

- - - -

City L.etter Carrier Responsibilities 
1. 	Locate the M-41, City Carriers 

Duties and Responsibilities and 
review Chapter 1 ,General 
Information Section 11, 
Responsibilities of Carrier 
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- - - -- - - - - - -- - - -- - - - --

Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

City Carrier Skills Date Carrier 
Com leted Initials 

OJT Initials Additional Assistance 

3. Explain the layout of the post 
office as it relates to perfonnance 
of carrier duties 

5. Demonstrate proper lifting 
procedures (JSA - Elevating Mail 

from the Floor) 


~ 	 ~ ~~ 

Carrier Case 

2. Identify bundle system for route 

4. 	Properly case route non
DPSIFSS Letters and Flats 
(trainee should experience no 
less than 2.5 hours of casing) 

5. G~$tnaUP~rcel~<~~ft()lJs 
••••<(SPRSlfOrExtr3§e,rvicesand 
...property:~ .. 

6. Identify procedures for handling 
damaged, suspicious, and 
hazardous mail 

1 .. Identify aU· <:ornporlentsof the. 
carrier~(~ng,(;eIJs, color 
patteinof1abeis•UAA/UTF/,CFS 
<Hoki·rnai1tU,BB~~ons• 

.·<sat~~.,,*.Ijaut>e,r.Edit 
·~,RtxJte~~~;) 
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Course #10021876 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

7•. Apply safe work practices from 
JSA - Casing Mail 

8. Apply safe work practices from 
JSA - Elevating Mail from the 
Floor 

Identify Features and Benefits of Each Class of Mail 

1~. Express Mail 

4. Periodicals 
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Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

OJT Initials Additional Assistance City Carrier Skills Date Carrier 
Com leted Initials 

8. Review the Color Coding Policy 

9.. Identify the Jocatic>rlswhere 
rnailers.cal1 place an·ancilJary 
service endorsement 

Edit Book (Carrier Route Listing Report) 

1. Locate and review the Edit 
Book{Carrier Route Listing 
Report) for the route that the 
carrier is casing 

Carrier Route Book 

1. 	 Identify PSF(H1ll1~
De/ive.ry Instructions tQ 
determine.the delivery ~od 
.~type of rQUte that the carrier 
is casing 

2. 	 Identify PS Form 1564-8, 
Special Orders for the route that 
the carrier is casing 

4. Identify line of travel 
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Course #10021876 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

Date CarrierCity Carrier Skills 	 OJT Initials Additional Assistance Co •ltd I if I 

" Receive Accountable Items and Extra Services Mail ,~ 

1. Accept and process accountable 
maif including at leastone piece 
ofCertjfiedMail,Express Mail, 
and RegisteredMaif 

2. 	Demonstrate proper handling of 
USPS Tracking and Signature 
Confinnation mail 

Scanner 

2. 	Demonstrate how to properly set 
up and use the scanner 

Handle Undeliverable as Addressed (UM) Mail 	 ' 
~ 	 ~ - ~~ ~ - - -- - -- ..... - --~ -- - ~ -"~ ~ ~ - ~~~~ -- - ~ ~ ~ ~- ... --- ~~ ---~~~- 

1. Locate PS Form 3982,Change of 
Address fur the route 

3., Pr'OC8$SaHeast 6ne PSForm 
'3fil5:ZX,Ernpklye~~iated 
.ChangeofA~$s . 

4. Process a piece of UAA mail 
bearing an ancillary service 
endorsement 
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Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

City Carrier Skills 

5.Processapiece.of return to 
sender·mail requiring an.· individual 
carrier·endorsement 

6. Process a piece of return to 
sender mail requiring a bundle 
carrier endorsement 

7. Proces~ apiece of endorsed and 
unendCJO;6d,.undeliverablebufk 
busjness~n(pBBM) 

Carrier 
Initials 

OJT Initials Additional Assistance 

3. Complete a PS Form 3996, 
Carrier Auxiliary Control 
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Course #10021876 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

City Carrier Skills 

4. Complete a PS Forrn1571. 
Undelivered Mail: Report 

5. Pull down and process 
undeliverable mail including 
hold mail, CFS mail, and UBBM 

6. Practice pull down procedures 
for differenttypes()fdfJlivery 

7. Load equipment such as the 
satchel or hamper 
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Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

City Carrier Skills 

5. Clock over to street time 

<. • 

1_·.Or~anjze~iHnv~iclefor 
a~t~<tlod'~fficientdE!livery 
tlsingfast in first out (LIFO) 

2. Arrange and secure mail in the 
vehicle to provide safe driving 
conditions 

OJT Initials Additional Assistance Date Carrier 
Completed Initials 

L.oad and Travel to the Route ' 
- ~ - - ~ - - -

4. Practice defensive driving while 
traveling to the route (obey all 
traffic laws) 

1. Identify different types of mail 
receptacles 
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Course #10021876 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

1. 	Review safe work practices for 
JSA - Dog Attacks 

2. 	S~email, equipment, and 
vehicle when delivering the mail 

3. 	Prepare mail for delivery and 
verify address by fingering the 
mail 

5. Scan designated scan points on 
the route 

7. Apply safe work practices for JSA 
- Carrier Walker Delivery 
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Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. 	 Initial all items as completed. 
2. 	 Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

Date CarrierCity Carrier Skills 	 OJT Initials Additional Assistance Co •ltd Inif I 

Deliver Accountable and Extra Services Mail 

1. 	 Identify three key types of 
accountable mail 

2. 	 EXplairlhow tciprOvide.$eCurity 
to,O'lail~,mOneyJ anctequipment 
entrusted.~oyour care ...••. 

3. 	 Deliver and scan three types of 
accountable mail including 
Certified Mail, Express Mail, and 
Registered Mail 

5. 	 Apply procedures for 
accountable items for which 
delivery was attempted but not 
delivered 

2. 	Give an example of how the 
Postal Service is marketing new 
postal products in your community 
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City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

5. 
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Standard Training for City Letter Carriers 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On-Job Trainer in the Additional Assistance column. 

City Carrier Skills Date Carrier 
Com leted Initials 

OJT Initials Additional Assistance 

4. Deposit collection mail and return 
equipment to designated locations 

5 .. Return IMDscannerto CIlidle 

6. Complete PS Form 3821, 
Clearing Receipt, for clearing of 
accountable items 

7. Perform administrative dutieS CiS 
r~uired.indllding compfetion.Of 
PS Forms 3996, 1571, and 4565 

8. Identify and process rniscased 
mail 

9. Identify and Prcx:e.ss previously 
miSdeiivered mail picked up on 
the route 

10. Locate the 3M case and identify 
the different separations 

2. Process other undeliverable mail 
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Course #10021876 

City Letter Carrier OJT Trainee Task Checklist 

1. Initial all items as completed. 
2. Indicate any tasks needing additional assistance from the On·Job Trainer in the Additional Assistance column. 

City Carrier Skins Carrier 
Initials 

OJT Initials Additional Assistance 

4. 	Check the schedule prior to 
clocking out 

5~ Clock out afierall duti~ are 
completed 
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Standard Letter Carriers 

Certification of Completion 

City Letter Carrier On-the-Job (OJT) 

_=__==-=__~__==== has demonstrated and provided insnuctions on the 

applicable 102 on-job tasks of a new city carrier, to include casing practice~ and I, 

__-=_____======-have experienced all applicable 102 on-job tasks within 

24 hours ofon-job training, 

Trainee Trainer 

Postmaster, 11anager, or Supervisor Union Steward 

District Name: 
--------------~---------------------

City Carrier Trainee (Print Name): _________________________________ 

On Job Instructor (Print Name): _____________________ 

OJT Stru.1 Date: orr End Date: I I 

Delivery Unit Instructions: Submit this page only to the Manager, Learning Development & 
Diversity tmit. 

District l\-Ianager, Learning Development & Diversity Instructions: Record completed 
training in LMS, Course # 10021876, and fOIwru.'d this page to the NALC National Business 
Agent. 
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