










321.6 City Delivery Carriers Duties and Responsibilities
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321.6 Deliver all mail carried; then pick up mail for the next part of route from the 
relay box. If more than one relay is in relay box, take next numbered bundles 
up to and including the one containing an X. Follow the same delivery 
procedure.

322 Motorized Routes (See also Chapter 8)

322.1 Letter-Size Mail Delivery
322.11 Letter-size mail for the entire route may be placed in suitable trays or boxes 

rather than being strapped out. These may be used for working the mail 
rather than a strap. Place the container of mail in the vehicle’s tray so the 
letter mail faces the driver. When serving house boxes, withdraw sufficient 
letter mail before dismounting to allow fingering to determine the next 
delivery stop (see 133.2).

322.12 Any sequenced mailing received by a motorized curb delivery route shall be 
handled as separate bundles, unless the Delivery unit manager authorizes 
the casing and/or collating of the mailings.

322.2 Flat Mail
322.21 For other than one bundle system, flat mail should be strapped out, limiting 

the thickness of bundles to conform to the vehicle tray size and to allow 
good visibility through the windshield.

322.22 Flats may be worked from a loosened strap placed to the right of the letter 
tray or box.

322.23 Any sequenced mailing received by a motorized curb delivery route shall be 
handled as separate bundles, unless the Delivery unit manager authorizes 
the casing and/or collating of the mailings.

322.3 Parcels
322.31 Load parcels directly into the vehicle from hampers or sacks. Normally 

separate the parcels in delivery sequence. Make a mental note of the first 
parcel delivery point. When this parcel has been delivered, make mental note 
of the next, and so on, until all parcels have been delivered. For any parcel 
that does not fit into the customer’s mailbox or parcel locker (when 
available), an attempt to deliver must be made at the customer’s door. If no 
one is available to receive the parcel, follow the procedures in 322.311 and 
322.312.

322.311 When the Carrier Is Authorized to Leave Parcels 
a. Uninsured parcels or parcels that do not require a signature may be left 

in an unprotected location such as a stairway or uncovered porch 
when the mailer participates in the Carrier Release Program by 
endorsing the parcel “Carrier — Leave If No Response” or the 
addressee has given written directions for an alternate delivery 
location. PS Form 3849, Delivery Notice/Reminder/Receipt, with the “It 
Is Located:________” block completed, must be left in the mail 
receptacle notifying the addressee of the mail left in the authorized 
alternate location.
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323.3 Parcels
Many parcels may be carried with the relays. If no one is available to receive 
a parcel that is too large for the mail receptacle or parcel locker (when 
available), follow the procedures in 322.311 and 322.312.

For heavy parcels, the following systems may be used:

a. Begin the loop at the point of the parcel delivery.

b. Bypass the stop until the loop is complete, then drive to the delivery 
point with both the mail and the parcel.

c. If a parcel is heavy, will not fit into your satchel, or requires a signed 
receipt, determine if someone is available at the address by ringing the 
doorbell or knocking on the door at the time of delivery of the rest of 
the mail. If no answer, follow the procedures in 322.311 and 322.312. 
If someone is available to receive the parcel, return with it after 
completing the loop.

33 Delivery of Special Services Mail

331 General
When delivering special services mail, make every reasonable effort to 
deliver; ring the bell or knock on the door in order to make hand-to-hand 
delivery to addressee, except for Waiver of Signature articles. You may tell or 
show the addressee the name and address of sender and the amount of the 
charges to be collected if COD, Customs, or postage due. You may not, 
however, surrender the mail for examination or for any other purpose until all 
charges have been paid and/or a receipt has been signed if required. For 
Waiver of Signature articles, carriers will sign the PS Form 3849 to document 
delivery of the article to the addressee mail receptacle or other secure 
location. When the article cannot be delivered, you must leave a notice that 
bears the location of the delivery unit where the article may be called for.

332 Postage Due
332.1 Deliver the article after the specified amount due has been paid.

332.2 When delivery cannot be made for any reason, complete and leave 
PS Form 3849. Endorse the article with the reason for non-delivery, such as, 
No Response, enter the date and your initials, and return it to the delivery 
unit (see Exhibit 332.2).
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Exhibit 832.1

833 PS Form 4570, Vehicle Time Record
833.1 Dispatcher will hand out PS Form 4570 (see Exhibit 833.1) with the 

necessary keys at the time of assigning vehicles to drivers.

833.2 Document each vehicle use on PS Form 4570.

833.3 Make necessary clock rings and enter your name, run or route number, total 
daily miles, and odometer reading.

833.4 PSDS offices may use an alternate system.

U.S. POSTAL SERVICE
EXPANDED VEHICLE SAFETY CHECK

1. Look under body for oil and water leaks.
2. Inspect two front tires for inflation and wear.
3. Check hood latches.
4. Check front for body damage.
5. Check left side for body damage.
6. Check left door lock.
7. Check for rear end leaks.
8. Check all rear tires for inflation and wear.
9. Check rear for body damage.
10. Check rear door lock.
11. Check right side for body damage.
12. Check right door lock.
13. Open door and move into driving position.
14. Start engine. (If in enclosed area, wait until after step 21.)
15. With assistance — adjust pot-lid and left front mirror.
16. With assistance — check headlights, tail lights, brake lights, 4-way flashers, and directional 

signals, front and rear.
17. Adjust right side rear view mirror.
18. Adjust center rear view mirror.
19. Check steering wheel play.
20. Check accident report kit.
21. Check window locks.
22. Check windshield wipers and washers.
23. Check horn.
24. Check gages (gas gage requires 30 seconds for “warm-up”).
25. Check foot brake (no more than 2 inches free play).
26. Check hand brake.
27. Check seat belt and fasten.
Note:  This check list has been programmed to take the driver in a logical sequence around the 
RHD vehicle with a minimum of lost motion. For LHD vehicles - work from right side to rear to left 
side beginning at Item 5. Items 15 and 16 - if no assistance readily available, handle personally.
SEE ADDITIONAL INSTRCTIONS ON REVERSE
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