
 

 

 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002a File Box 
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Distinguishes the three task components 
from each other 

      

Recognizes two different types of cards 
(last name cards and first name cards) 

      

Names each letter on the A-Z dividers        

Knows the sounds associated with each 

letter on the A-Z dividers 

      

Sorts last name cards behind the correct 

divider using the first letter of the last 
name 

      

Sorts first name cards behind the correct 

divider using the first letter of the first 
name 

      

Grips and releases components 
intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Transfers items to new locations       

Uses sensory input to maintain appropriate 
proprioceptive feedback 

      

Self checks personal progress during task       

       

 

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  
Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002b Collate Documents 
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Distinguishes the two task components 
from each other 

      

Recognizes each document as part of a set       

Sorts documents appropriately according 
to like attributes 

      

Sequences documents appropriately       

Uses hand strength to clip sequenced 
documents together 

      

Transfers items to new locations       

Grips and releases components 
intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Uses sensory input to maintain appropriate 
proprioceptive feedback 

      

Self checks personal progress during task       

       

       

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  

Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 



 

 

 

 

 

 

 

 

 

 

 

TTS 1002c Name Badges 
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Distinguishes the four task components 
from each other 

      

Uses packaging guide/order card to select 

which name badges to create 

      

Uses dexterity of fingers to insert name 
cards into badges 

      

Uses dexterity of fingers and hand 
strength to close name badge holder  

      

Uses finger strength to fasten clip       

Bag up name badges with order card and 
uses hand strength to close Ziploc bag 

      

Grips and releases components 

intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Transfers items to new locations       

Uses sensory input to maintain appropriate 

proprioceptive feedback 

      

Self checks personal progress during 

assembly task 

      

       

 

Student Work Habits - Check the appropriate description 
During the task the student: 

□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002c Name Badges 
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Distinguishes the four task components 
from each other 

      

Uses hand strength to open Ziploc bag       

Uses dexterity of fingers to remove order 
cards from bags 

      

Uses hand strength to open name badge 

holder 

      

Uses dexterity of fingers to remove name 
cards from badge holders 

      

Uses finger strength to unfasten clip       

Recognizes common attributes to sort 
items 

      

Grips and releases components 

intentionally 

      

Uses both hands simultaneously to 
disassemble the task 

      

Transfers items to new locations       

Uses sensory input to maintain appropriate 
proprioceptive feedback 

      

Self checks personal progress during task       

 

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  

Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002d Stuff Envelopes and Mail Sort 
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Distinguishes the three task components 
from each other 

      

Distinguishes between a return address 
and a mailing address 

      

Recognizes location of  a return address 
and a mailing address on an envelope 

      

Identifies the zip code on an address       

Recognizes numbers 0-9 in a zip code       

Locates the senders zip code on the 

brochure  

      

Inserts the brochure in the matching 
envelope according to sender’s zip code 

      

Matches stuffed envelope zip code to mail 
sort zip code 

      

Grips and releases components 

intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Uses sensory input to maintain appropriate 
proprioceptive feedback 

      

Self checks personal progress during 
packaging task 

      

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 

Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   
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Distinguishes the three task components 
from each other 

      

Uses finger dexterity to remove the 
brochure from the envelope  

      

Recognizes common attributes to sort 
items 

      

Grips and releases components 
intentionally 

      

Uses both hands simultaneously to 

disassemble the task 

      

Uses sensory input to maintain appropriate 
proprioceptive feedback 

      

Self checks personal progress during task       

       

       

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 

Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

Student Work Habits - Check the appropriate description 
During the task the student: 

□   Was eager and worked hard to complete the task 

□   Was willing to attempt the task but needed verbal cues 
□   Was willing to attempt the task but needed physical guidance 

□   Was uncooperative or unwilling to attempt the task   

  



 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002e Office Supplies 
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Distinguishes the task components from 
each other 

      

Uses ID sheet to identify supplies by 

picture 

      

Identifies supplies by name       

Uses an order form to match ordered 

supplies to their picture 

      

Uses an order form to match ordered 
supplies to their name 

      

Recognizes when order is fulfilled and 
items are ready to be packaged 

      

Recognizes when order is not complete       

Transfers items to new locations       

Uses dexterity of fingers and hand 
strength when zipping up bag 

      

Grips and releases components 

intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Uses sensory input to maintain appropriate 

proprioceptive feedback 

      

Self checks personal progress during 
packaging task 

      

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TTS 1002f Brochures 
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Distinguishes the four task components 
from each other 

      

Recognizes multiple items pertaining to 
the same topic 

      

Uses finger dexterity and wrist movement 

to slide appropriate inserts in to the 
brochure pockets 

      

Uses dexterity to slide business card into 

tiny slots 

      

Grips and releases components 
intentionally 

      

Uses both hands simultaneously to 

assemble the task 

      

Transfers items to new locations       

Uses sensory input to maintain appropriate 

proprioceptive feedback 

      

Self checks personal progress during 
assembly task 

      

       

       

 

 

Student Name: _____________________________________________ 
 

Task Performance Date(s):  ___________________________________ 

Student Work Habits - Check the appropriate description 

During the task the student: 
□   Was eager and worked hard to complete the task 
□   Was willing to attempt the task but needed verbal cues 

□   Was willing to attempt the task but needed physical guidance 
□   Was uncooperative or unwilling to attempt the task   

  

Anecdotal Notes:  
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 


