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Branch
Discrepancy

When Branch Trading s completed, Horizon caloulates the expected cash
position, using the transactions completed through Hordzor, The brandh
then courts the actual tash in the branch and declares this, A branch
discrepancy is where there is 3 a,i fference betwesn these two values

efther a cash shortage or surplus

Branch Premises

The premises from which the Post ."f’f’w Branch and the Basic Business are

operated

Branch Trading The act of the monthly balancng of the branch accounts. The Postmaster
is reguired ?u reconciie the cash and stook In his branch against what the
Horizon system is displaying there should exist in real terms,

DFR Dedustion from fees/ remuneration

Existing Contract

{

A cortrach currently in place betwesn Post Office Lid and the Postraster on
a5 approprate, a sharehoider and/or a divector of the Postmaster] for the
operation of 5 %u*a\? (ffice branch a1 the Bravgh Premises

FSC

Finance Service Contre

NBSC

Network 85&&%?1%&3’5 Support Dentre

Non-transactional
Dbt

Fefers tn delt incurred oulside of branch transactions. Inourred dus §
unpaid mvoices for example: Franchise insurance Waivers &?”’“e a /e&r};

Lease of plectronic scales {once every quarter) Property projects {eg.
refurbizhiment work),
NT Agreement Contractual conditions for the operation of a Local Poest Office® ansd Main
Post Office®
Uperator Refers to an Em:i“’»f’d;=ai, sempany or parinershio respornsible for the
operation of & Local or Main branch under an NT Agreement only
Postrmaster This is the col 8& w term for an individual, company or partnership
as an Uperatar, Subpostmaster or Franchisee,
POL
Settle Centrally In Horizon Fost chouse the option o mwzﬁ ar; il Setile
Centrally” which signifies ac epte e of 8 loss o
unless the dispute process s nstigated. Settle £ F’sfsfﬁ;‘
prohibit further mvestigation wmrh might offset asi ar g}d”% f;’m“z&f w’:f
gain accepted earlier, but this is the branch’s resp
Subpostmaster/ | Refers to an individual, comparny or partnership
Franchises onevation of a Post Office hranch under a Tradi ‘urzai Cfmtr‘acf
Trasitiona Contract for the operation of Post Office branches, signed prigr to the
Contragt intraduction of Local amd Main agreements. Tradiinmal contracks include:
Subpostmasters Contract Community Subpostmasters Contract Modified
Subpostrasters Contract Pranchise Agreement Franchise Independent
aiter Agreernent: Satelite contract; Outreach Agresments; Company
Operated Contract: Local Funded: Paystation Divect Settlement; PO Essertialy
Twmfc‘,gw Subnostmasters Contract
Transaction Transaction Corrections are sent to the branches via their Horizon system
Carrection when a s:iisscz'egaz*;z:;: has pocuryed in their acmumﬁmg or where a branch is |
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5.0 Right of recovery of sums dus

[
fnd
]
g

O has a rammon law right to set off siens nwed by the Q;ﬁi:;:ﬁ%ts*ﬂszz*eﬁ?raw: ises 1o POL
against some nayments mazﬁw by POL to the Subpostmaster/Franchises.

W

5.2 Where money is owed by an ?"3;3@""‘%0;' to POL or any other member of the Hoy
whether that money is owed under an BExisting Cordract or lease of premises
POL at its own discretion may recover af of that money from a“, sy dus t\} m {?f fr“mr
under the NT Agresment or the Bxisting aantr:sf% including thelr rermnuneration fees or any
termination payment owing to Operators leaving the Post Office nmﬁm i This right doss npt
affert POUs right to require an @;}C’M?{}i‘ tu make good any def

jencies identified through
the late account procedure and/or repay any ather debis due. Also note that POL has made
a business decdision that sums owed by the Dperator carnmet be recoversd from funds POL
refeases to the Uperator under the Network Transformation Programme namely
invastrnent payments, or conversion or transition payments,

&0 Repavment of sulstanding deln

6.1 The rontractual position is that Postmasters should repay the debt immadiately. POL
understands that v some droumstances immediale repayment of the debt & m}*‘ awg;
nossible. It s within POL's intevests to ersure the continuation of Post Office services and
sranches, by mobivating Postmasters to repay debt whilst confinuing service, and where
agmromzaﬁe rniting the risk of resignation or notice of termination by an Pos $
taking steps to recover the debh

i.!e

fevation o offering

&2 Therefore there will be circumstances in which POL will give due congl
one o both of the fnllowing repayment apt;ans ta Pastmasters:

¢ Repayment of full amount in one instalment,
s Repayment plan where Postrmaster proposes & reasonable repayment
rnoriths,

fan up to 12

Fach repayment option is considered in fur below.

Fepgvrnent of full arnount in one dstalment

L

[

6371 The defaull eption for vepayment of debit should be in full either via dirsct payments or by
deducting amounts from feesfremuneration. Mote that the priority arder for pavment
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warming fromn the Uontract Advizors g ge Process Chart AL In such cases Standard Letter B
or f can be used to communicats the arangament to the Postmaster,

Note that where the Postmaster proposes a repayment plan of beyond 18 muonths it s at
the discretion of the Agents Contract Deployment Managers, i corsuliation with the
respective Contract !\w s, i a'“m" ve or reiect such & reguest subsey um? to assessment
of the croumstance cess Chart D) Pre as e pevond 48 months should
prily be aszessed in “vcpr‘{ i creurnstances by thv:ﬂg vits Dontract Deplo ”"?”?it?;dﬂn@?f‘
and Contract Advisors, where a 25% monthly deduction from fess/remuneration does not
ite the debt within a 12 month period and a full analysis of the Pestrmaster’s income sz*i
ditvre demonstraies that the repayment of & debt within a2 12 month period wou
;zm the Hasic Business andfor Branch at serious visk of forced dosure due to the mar“"?
detriment caused by the mstalrment plan, The instalment shail not exgeed 60 months. Fro
forma A shall ent hy the Contract Advisor to the Postraster for completion to enable the
Contract Advisor to assess the o financial position of the Postraster, POL can also
request the Postmaster o carry oul 2 oredit chedk and o provide a copy of the report tn
support their case,

b

e

Fig 3 - Deduction from fessfrernuneration

a  Where direct payment 15 not made by card
payment), the debt can he §%“§” by deducting am
feesframnuneration over the agreed repayment per

saars, seeking concurrence Lo rommence collection of this

from remunaration

o

Iy determining the amount to be deduct
the circumstances of the Postrnaster’s branch including its Ti’

12 months and the term remaining on the Postmasters agresment {i i5 15 of particular
relevance where a Postmaster has given nolice I terminate v accordance with bis respective

Agreement},

culate ih@ tevel of tiﬁziiuf‘tia”
the monthly feesfremu

¢ Onee the above considerati e ratde POL will ¢
RKHTHAT Aount %‘f wab carn ?uﬁ. geducted sach month 15 ¢
ity offered more.

4 In cases where the monthly instalments would be insufficient to repay the deb iomf the agresd
repayment peviod, a lump sum will be required from the Postmaster to repay the balance and
this must be received prior to the end date of the repayment plan in cleared ms;id Whers the
Fostrmaster & st unable to repay the oulstanding balance POL should seek legal advice to
consider the options set out below, at Section 110, to securs the dabt,

&, srvaster the percentage of feesfremuneration deducted is to

if the rase involves a pluralist Post
he im%&%en in the aggregated
?’crs‘fmas;ts'r, Similarly f & s & temporary
percentage would be calculated on the anoregated feesfremuneration for all bra

fees/rerrumneration for all branches operated by

sayment or automatic transfer thacs or chaps
purts  from the  Postmasters
iod, Where the debt amount expesds
400000, the Agents Accounting Team will send out a concdrrence report to Dondract
L cutstandimg debt by deduction

od from fessfrernunerstion (DFRYL FOL must consider
Sremuneration for the previcus

The
ration,

Postmaster with more than one hrarch the

the
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essful i recovery, the Fo - Agents Deb Pwelgh up
suing the debt prior to referving # to POUs i@; Hm;:’o“”‘ atives,

G35 ?}'“ that if

rs yefer to spohion 80

wallable o former Postmaste

100 Risk reaister/Branch profile

g categories are to be highlichted by Cortract Advisors
potentialiy a higher risk as

100 Postmasters that fall into the followin
on the hranch risk fmz%mr’h-*ar t“ nevformance nr‘)ﬂiz«‘f as being
they are 1o not able to repay outstanding losses in fudl

al Postmasters that cannot pay within 12 months and/or nead 2 lump sum to settle the
debt.

bi Postmasters on a current repayment plan

g the DFE Heport of this information,

102

11.0 Securing the debt

110 There may be drournstances where POL wants extra comfort that it can rec Q*fnr iﬁscm
incurred by securing the delt, particularly where there are concerns a?w P- aster's

account ts or where there is the risk that the Postrnaster may
ficant ampunts of mgney o former Postmasters.

112 The debt may be securad in two ways:

sEriETEs Q;wera*rz’fﬁ

a. &uaz‘aﬁté&i; {proactivel - urzdsz' the Local and Mad b an
cperating % a cornpany are oblived to provide guarantess to secure t?@ nerformance of
the Operator’s obligations under the agresment, where the company has existed for less
then three years, or if the company 5 *ns:*d a financial visk I s mportant that POL
expans clparly 1o the guarantor that they will be liable for the debt. The Guarantee

onships poli ‘S%EDLM be referred,

(3

Company to Company rela

b, Charges on property {reactivel - POL may consider securing the debt against prage ”‘C‘y‘ of
the Postmaster by pladng a charge on thelr groperty, "?"h's measure should not be

pnplemented without informed advice from Legal Service

113 The Pastrmaster should cbt@ *dr;:zm dent legal advice before providing a Gu
Charge. PCL should ebtain an independert Legal Advice (LAY certificate confirming this
This will mirirmiss the risk Lf the zsuarantee or Charge heing set asida,
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2 v he caused |
umexpeaied saction Corrections or Branch Discrepandies, An effective dispute rsa:pa,iuuan.
DIOCess 15 essEy aé to oersure that settled rentvally debis are nob recoversd from

134 POL &c%a@a@i&és&s the z;x“item"?ai financial impact angd stress that

Postmasters without veasonable time to investigate, challenge and resobve mdividug

amounts,

132 There are bwo routes by which Postrmasters might in ute process:

& ransaction Covvectinns
e« Branch Disorepancies
133 Trensaction Corrections

he Transaction Correction ssuer within 7 days of acreptarge &t
e provided to support the Transaction Correction wherever
grrofts prior to Brandh Trading, branches should challenge prio

1331 Branches s 101 sid coviact

possible, Where time
acceptance,

v FOL in full or part ab this stage, a compensating Transaction
close the dispute,

i the chalienge is accepted

1333 On receipt of supporting information the issuing team will suspend the dabt recovery
nrocess, if the '3" ansaction Dorrsction was settled centrally, untit 2 responze has heen mads
Written su hmf\zw:m to the w& ~team should recsive a wrilen response, wz’fg?zm 10

i 55 standards, s recornmended that written subrmissions

vent fime fo investigate pricr to Brandh

ransaction Lorrections where

323{2/2”5‘ ol over,

GRO and request further tme to investigate
: number will be grovided.

1334 Branches should contact MBS
andd present supporting information. & refe

1335 Sz.s‘:;mrtim inforrmation to suppurt any dispute r'mz,s?; then be presented by the Postmaster in
g i Special Delivery to dgents docowunting s m {4 Future Walk Chesterfisld 54¢
JFE within 7 days quoting the above referen

B
N

1236 The Agents Accounting Tearn will then present o the issuing team who will suspend the
deht mf%s'\e process, i the Transaction Correction was setiled centrally, untit a vw'i‘z%en
as Lxes?,sz made, 50 will provide an update on th@. query of a resolution, within 10

[
fod
:{':-«

Branch Discrepancies

244 The resolution of branch discrepandes is the responsibility of the brand

ot
ol
e
-
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PART 2

ehween POL an

This policy znplies to all contradds types an
{Hfice branches,

20 Related policies

The following palicies reguive consideration or cross referencing when de

service debit

Guarantess in Company to Comparny relations
Cortract breach
Hurglanies and Robberies

we and consideration of other policies

The ahave st s not excly
particulars of earh case.
20 brplereniation orocedures

rriay be reguired

o all Postroasters of Post

sating with the recovery of in

depending on the
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Process Chart A
Process for recovary of in service trans
Postrmaster,

vl debt incurred by an

ned ~ Trangactiong

Frocess Chart B
Process for recovery of iy service non-transactional delit inpurrad by an
Poastmaster,

Hon-franssciivnal fur

Process Chart C

Frocess far recovery of in Service debt incurred by a former Postmaster,

peil ~ Former
Postmasier deld recn

Frocsss Chart
Process for agresing a repayment plan bevond 17 maonths forthe
vecovery of i service debt

el - :
pians beyond 12 mon

4.0 Standard letiers and docurments

Standard Lelter A
Staternent of debt detalling amount of cutstanding transactional or non-
inmal deht

- Mew St ‘i srent
55615 D5 234 don

st -
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Pro Farma A

Income and exgenditure form fo be sent to & current Postrmaster for
covnpistion where he vequests to repay a debt beyond 12 monthly
instabments,

pfa - Income and
Expenstivre Form B

ProForma B
mcerne and expenditure form for comipletion by a former Postmaster

wre he Tequests 1o repay an euds tvia standing order over
an agreen pariod,

COnE and
Foymer b

pfs - Iy
Expendire

15
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