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Key Accountabilities 
1. Template for Executive Summary 

Change Control 

Glossary 
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Who' s What do I have to When do I have How do I do 
accountable? do? to do this? this? 

All members Ensure you comply Ongoing As detailed 
of Royal Mail with these within these 
Security procedures procedures 
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Royal Mail Letters Security Case Ref 
Investigations 
EXECUTIVE SUMMARY 
(Non Employee) 

Circulation List (Add/amend recipients as necessary) 

Director Collection Delivery 

t Business Unit Decision Maker 

0 Head of Investigations 

* Investigation Team Manager 

Commercial Security Manager 

Security Risk Manager 

Esum 

f Only where RM is Prosecuting body 

0 Head of Security PFWW if PFWW product affected 

* Only when submitted by IM 

** Only required when product affected relates to 'Top x' Client 

SUSPECTED OFFENCE 
(5): 

Name Title ..._.. ... ....... ....... ...... ....... ........ 

Alias 

....Age.. ................................. ....................................................................................................................... '..D....o...B........................... [ ................................................... 

.............................................................._....................................................................................................................................................................................1.......................................................... 

NI Number: Ethnic 

Code: 

Place of Nationalit 
Birth: ..................................................;................................................................................................................................'€... Y..................................... 
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Home 
Address: 

:Company 

name and 

address: 

Product €Recovered 

Clients 

Affected: :........................................... 

Primary 

`Investigation 

'Source: 

Investigation 

Led By: 

.......................................................................................................................................................................................................................................................................................................... 
Interviewed: 
Admissions..._.. ....... 

Business Unit I 

:Decision 
: Maker: .........................................................:........................................................................................................................................................................................................................................ 

:Prosecution 

:Authority: 

Court 
Jurisdiction: ....................................................................................................................................................................................................................................... 

Local Police 
Station: 

If
 /h d 4, Sf.. Ot i  :. 3 f '9 

; Arrested . .... .. ....... .... . ..... . ...__ . . ... _ .. ..... 

........................................................... 
.Handed into 

;Custody: 

................................................................................................................................................................................................................................................................................................................................. 
Bailed: :................................................................................................................................................................................................................................................................................................................................ 

................................................................................................................................................................................................................................................................................................................................. 
:Charged: 

s 
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Interview/Searches: 

Concluding Actions: 

Investigators Name 

Investigators Grade 

Date 

Alternative Contact 

Contact Number (Mobex) 

Contact Number (Mobex) 
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Status Draft 

,ers sn 1.0 

Dwner Ray Pratt 

uthars Peter S Smith 

Ael se Date March 2011 

Document Pri vacy Internal 

Title Name Signature I 
Security Ray Pratt March 2011 

Distribution List 

Name Version Date 
All Royal Mail Security via 

Security Sharepoint 

J1 March 2011 

Documentation istory 

issue v.1 

Final -- 

Re e < r t.e Mar 2011 

1cil _ __cm Mar 2011 
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DocumentS11mmary 

If you have any queries please contact: 

Peter S Smith 

Royal Mail Security 

6A Eccleston Street 

LONDON 

SW11 9LT 

Mobile: -GaRO ------- - 

E-mail "peter. s. smith" 

© Royal Mail 2011- Appendix 2 to 3.1 - Exocutivo Smocury (Extor:.al) blank (3.1.2) - EN V1.0 - logo 8 cf 8 


