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Filed on behalf of the: Clatmant:
Witness: H Rose
Statement: 1
Exhiblts: "HR 1”
Date made: 11/01/06
IN THE HIGH COURT OF JUSTICE Claim No.
QUEENS BENCH DIVISION
BETWEEN:
POST OFFICE LIMITED {latmant
~ and -
LEE CASTLETON Defendant

EXHIBIT "HR1"

This is the Exhibit marked *HR 1” referred to in the Witness Statement of Helen Rose

dated WW January 2006.
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STOCK ON HAND

Branch: 7NC\{\V\9Q{{*NCode QP?.SWX—W, Date: Z'2>ICJSI3\"L

POL00082946
POL00082946

ob ) o2 (oo {2nd Class 1954% il Swiftpack ROW (C4)
o] E&Ai‘g?g o l‘og/}gggst Class Q%{/ (cx_f \‘,_) 2322 s,’/ Switpack Euro (C4)
! Lo Swiftpack WIW [C5)
2p l oo A Swiftpack WIW (DL}
-0 7 g\ [ v Pl pL L1 Swiftair (Smi)
Yool o £‘k0 v spl 1]} 2enes Swiftair {Med)
yoo %{ {T_?O v 8p ’22:7 o S\nivﬂa’w {Lge)
10p Swiftair {Europe)
oo 377 -é?}-(g v 20p Swiftair (Worldwide)
Yoo 2 [0 4 33p L/ International Reply Coupons ‘ ’7
Lod W2 ¥ 3p| 122 | Airpack - Euro {obsolete)
,/ LRGN 2o - { O"Z ) i&“_ﬁ Airpack - WW (obsolete)
2 5&5 ' 41p Alrpack ROW (C3)
Qy | + LP 4zp] [\ Z'\/ M ¥~ Airpack Euro  {C3)
| i+ 9 A S '?,339 re Airpack ROW {C4)|
50p %\V o B Alrpack Euro  (C4)
i+ b s8p] jaks| So - 29% v 1st Class self adhasive (200)
£1.00] {H\ v 2nd Chass seif adhesive (200)
£1.50) A - 15t Class self adhesive (100)} § '}
2] 4,7 1 2nd Class self adhesive (100)f |\
g3 <y |
g5 o - Stamp Vending £1.00p
18p Books Vending £2.00p
2Tp Self 6 x 2nd
37p adhesive 6 x 1st
Christmas Stamps $3p Stamp 12 x 2nd 22
Christias Stamps £€1.12 books 12 x1st
Miscellaneous postage 4 x Europe rate up to 40g
Aerogrammes (Singles) '% - 4 x Rest of World rate up to 40g
Aero Discount Packs ¢ X Euro (28)) .29 5
Pict Aerogramme Packs 6 x 42p(25)
Xmas Air Letiers 6 x 6Bp(25)
Pict Air Letters (Singles) Stamp 2nd x 10
Air Cards - Singles x £1.04 Books 1stx 10
Air Cards singles x £1.35 Other 2nd x4
Air Cards - Packs 1stx 4
Special delivery Small % 4 x Euro {25)
Special delivery Large S Greetings books
Special Delivery X Large Christmas Books 24 x 2nd§
Speciat Delivery 9:00am Christias Books 12 x st
Int Sign Euro 4 x 40p
Int Sign World 4 x 65p
Air Sure Pack £6.99 Miscellaneous stamp books
Swift Air Pack £5.50
79
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.} Gaume Licences Red Postat Orders s0pf | O
Grean £1 2‘?\__' T
Blue £2 S T
Ogcasional £33 7} I
Dealer, 4] 1Q ]
Keeper £5¢
Phitatelic rocs| (2, |, g6l S
tems PCOs| 3 e 1l | 1
233 [ cof | -
;%‘5 2 lAeelz el Iy i P .
RV I £10] W -~
1) 270 7 £15) (o
[ GO miveetionesss] 4 (i | 1 £20 '
Discaunt 10 % 1st {30} Ceronation Postal Orders
Stamp 10 x 2nd {50} Commemorative Coins
Books 4x 1st (50) Vehicle Licence Stamps V7 ) ]
4 x 2nd {50) TV Licence Stamps 72
4 x Euro (25) Water Authority Stamps
4 x 40p {25) British Gas Stamps ~ £5
4 x 65p (26) SEE Electricity stamps
Self Adhesive Bx st Southern Electric $.5. £5
Self Adhesive 6 x 2nd Norweb Electricity S.S.
Seif Adhesive 12 x 1st Swalec Electricity S.S.
Self Adhesive  12x2nd Iobox ringtone vouchers
Littlewoods Scratchcards tq

4 x Europe rate up to 40g

4 x Rest of World rate up to 40g.

T-Mobile Pre-pay  £20

6 X Euro (25)

T-Mobile Pre-pay  £10]

Vodafone pay as you talk £5

Vodafone pay as you tatk £10

Vodafone pay as you talk £15

6 x42p

B X 68p
Christmas 24 x 2nd
Christmas F2 x st

Vodafone pay 2s you talk £25

misc. discount stamp books

Virgin Pre Pay  £19]

Home

Virgin Pre Pay €20

Help

£5 PO Phonecard

Stamps

£10 PO Phonecard

£20 PO Phonecard Y
£10 int. PO Phonecard ,;)O

O2PrePay €10

Gas Tokens

02 Pre Pay £20

BT Globai £10/

BY Global £20

Vebicle Licences

Hational Loftery Instants £4

Milk Tokens

National Lottery instants £2

Electricity Tokens £ §

#ational Loltery instants £3

Electricity Tokens £5

Mational Lottery instants £5

Electricity Tokens £10

Electricity Yokens £15

-

audit leader to input to the computer

Stock V21 - 6 Oct 03

GRO

i
BEMTNATNE stock. anhand at audit was crunded hvom
f

GRO

Centified By: ...

)

P32 fed

self and was accurately recosded on this form for the

80
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FAD 2133377 Page 1

Suspensse Acosunt - Qifice Copy

SU Date Product

RD Theques £

TOTAL

RG Chegusas E

TOTAL

RD Cheogques

TUTAL

Vouthers

TOTEL

i Ramsz enc

TOTAL

Eurglac, st lusses

AR

Migration UE

TOTRL

b

Ak D3003s0d Less A redesmed
TUTAL

Cagh Shoertages E

TOTAL

Cash Shortages

TOTAL

Cash Shert ages o

TOTAL

Frepurchasss

TOTAL

Tazh Jurpluses nor adjustsd

Cash Jurpluses recb yab adjus

he C/Fwd column yative valuss., If

User Guids for instructions on how oo

Volume Value B/Fwd C/Fud

[

i .00

2. 00 [apRvlv

9. 00
%] DN [Tl

" D]

] PREA] DRI S, 00

13, €583

i (AT

el 0,00

] .00

]
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Mirine Drive FAD 2133377
15:25:86 23/03/2004
Suspense Account - Qffice Copy

WARNING - Check rthe O/Fwd column for nejgative valuss.
Hovizon User Guide for instructions <n hiw Lo

su Date Product Volune
TOTRL G
Surpluses In FRems etc
TOTAL o

Migraticon UR

s+ END OF REFORT "%

POL00082946
POL00082946

Page
CAPR

4, 0D Q.00

{1,500
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i (A DD L TO20

BRANCH NAME ... A LAy Druve CODE “"337’7 DATE 22.93:C
! A
180 %o 30 oo~ | Dy
> ISy e
S
2

312 337120 137 |90] 208 |an| 19 [20] 59 |6n| 345 ass

£ 100 Ry &t S
£ 50
£20
£10
£5

£1 note
£2 coin
£1 coin
50p
20p
10p

Sp

2p

ip

scols/muts

Lottery

Euro

I hereby certify that | have counted the cash detailed above and can state that these

figures are correct :-

.
Signed .vvcoinnareeerenee. RSO FIOTOURIUTUERIINE B L1 (= ST SRR

Version 9 October 2003 | 83
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SUMMARY OF VOUCHERS ON HAND - NOT DESPATCHED

%

Gire Deposits Other Giro Quipayments
Giro Other NS & | Withdrawals T
Giro Fees Family Tax Credit
NS & | Deposits P&A Bulk T
BT Receipts P&A Loose
Quantum T.V. Fees Refunded
Rod Licences Postal Orders Paid ]
Temp First Licences Travel insurance Refunds
Electricity Recharge Instants Deactivated ]
_MVL Renewals National Lottery Prizes

DVLA Premium Service Littiewoods Prizes
Travel Insurance MOD Payments
Local Schemes Cheques to PC
Automated Products Automated Products
Personal Banking I M O Paid
Cheque Lottery Prizes cOoBC
National Lottery Sales Debit Cards
instant Activations Benefit Encashments
Moneygram Send Moneygram Receive
Bureau - Commission Bureau - Revalue
Bureau - Revaluation BDC - T Chqgs to First Rale
Bureau - Travellers Chgs P.O.F.E.S Change
Pre Order Foreign Exchange Co-op Cheques Encashed
Redirections - Business MVLSS Redeemed

- Social TVLSS Redeemed
T.V. Licence Fees WASS Redeemed
CARRS Parcels GAS Redeemed
UKPS Fees Electricity SS Redeemed
UKPS Charges UKPS Fee Refund
Sunrise Franking Machine UKPS Charge Refund
Sunrise Other | R C Redeemed
Loan To PO Promotional Youchers
Postage Labels ATM Withdrawal

Green Giros
PEA Green Giros | Miscellaneous | Rems In Rems Out

Version 9 October 2003
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42 50

213337
213337
213337
213337
213337
213337
243337
213337
213337
213337

213337

213337

293337

213337

213337

213337

MARINE DRIVE

MARINE DRIVE 8PSC
MARINE DRIVE 8PSC
MARINE DRIVE 8PSC
MARINE DRIVE

MARINE DRIVE SPSC
MARINE DRIVE SPSC
MARINE DRIVE $PSC
MARINE DRIVE 8PS8C
MARINE DRIVE

MARINE DRIVE 8PSC

MARINE DRIVE
MARINE DRIVE

MARINE DRIVE

MARINE DRIVE

Marine Drive

Marine Drive

48
46
45
44
43
48
45
45
43

2503

2503

2503

3403

46

44

Us

55723.87
40961.89
66096.17
§2200.63
67432.08
58723.67
40861.99
66096.17
£2200.63
67432.05

17/09/2003

1710812003

1710972003

1911112003

H13005643

X~ 164,04
NO PREVIOUS AUDIT

59232.85
49205.09
72826.18
68954,72
71683.02
58232.85
49205.09
72826.18
68954,72
71663.02

1042

1049

0030

0081

WEEK 46 £8243.10 LOSS UNAUTHORISED
H13041710 ACGUMULATED LOSS OVER LAST 4
WEEKS. HARDSHIP APPLIED FOR

WiK44 £6754.09 LOSS
UNAUTHORISEDUNIDENTIFIED

420G

~4230.93

-3509.18
~8243.10
-6730.01
-B6754.09
-4230.97
-3609.18
-8243.10
673001
-6754.09

0.060

DeSp e

we b T ABLED O

POL00082946
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Wi 4 BB O
Wl e (17820 1Y
WhkBo 11521
wl sy W82 1F

Foo.)
éga*wﬁ
ce
0.00 CHQ TO 1210212004
PROCESSI
NG CTR

65.00 PRIZE 16101/2004
= PAYMENT
8
0.00 LOTTERY  18/011/2004
GAME
0.00 INSTANT  16/01/2004
WIN
ACTIVATE

WK (B

RYAAVESN

N RVES
LKL
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213337
213337
213337
213337
213337

MARINE DRIVE
MARINE DRIVE
MARINE DRIVE
MARINE DRIVE
MARINE DRIVE

A

MRACR
NRAS
NRACR
NRACR
NRAS

05
05
04

75

25
75

TAT151 717228 23/02/2004
5029926 5029930 23/02/2004
7788701 7788725 22/08/2003
8114201 6114275 17/02/2003
4030536 4030840 17/02/2003

POL00082946
POL00082946
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Security Feedback Form A — Version 6

To help us improve the way we audit branches, it would be appreciated if you could spare the time to
complete this questionnaire. Completed questionnaires are not seen by inspectors and individual
responses are treated confidentially.

It would help us in our improvements if you signed this sheet and included your branch FAD code, but if you
prefer not to, please send it back anonymously.

Consider the statements below and:
+ Place an X in the box against the statement that best describes your views.
=«  Where an unsatisfactory mark has been given, please comment on the issue in the box provided.

1.The purpose of the visit and the approach to be used were clearly communicated to me at the start of the audit.

Very satisfied [1 | Comments
Quite satisfied ]
MNeither satisfied nor dissatisfied | []
Dissatisfied M
Not at all satisfied 1

2. b was kept sufficiently informed of progress during the course of the audit.

Very satisfied {1 | Comments
Quite satisfied O
Neither satisfied nor dissatisfied | [}
Dissatisfied )
Not at all satisfied ]

3. The office was not closed longer than necessary for the inspectors to count cash and essential stock items.

Very satisfied {1 | Comments
Quite satisfied [
Neither satisfied nor dissatisfied | [}
Dissatisfied i
Not at all satisfied J

vas approached for information in a manner, which minirnised inconvenience to me and my customers.

Very satisfied ] | Comments
Quite satisfied R
Neither satisfied nor dissatisfied | [}
Dissatisfied |
Not at all salisfied ]

5. The approach taken by the inspectors was courteous, constructive and positive.

Very satisfied [] | Comments
Quite satisfied "
Neither satisfied nor dissatisfied | []
Dissatisfied ]
Not at all satisfied ]

6. Al stock and records were returned to me in a neat and tidy manner.

87

Audit & Inspections Team Branch Feedback Form V8 August 2003
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7. The

POL00082946
POL00082946

Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all satisfied

Comments

00000

inspectors showed adequate know

ledge and understanding of the areas audited.

Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all satisfied

Comments

L]
£l
Ll
£}
1

8. The audit findings were clearly communicated and | was given the opportunity to discuss the audit findings at
the close of the audit meeting.

Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all satisfied

1 | Comments

9. Overall how satisfied are you with the Audit & inspections Team?

Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all satisfied

[] | Comments

We would appreciate you making any additional or general comments in this box

SIgNe. .. cvovinrins s eaiein eae e

Branch........... remrereeans FAD e,

Thank you for taking the time to complete this questionnaire, please return it to:

Information Support
Audit & Inspections

Cash Logistics & Security
Post Office Ltd

3 Infirmary Street

Leeds LS1 1Al

Audit & Inspections Team

Branch Feedback Form V6 August 2003 8 8
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COMPLIANCE AUDIT TESTS

POL00082946
POL00082946

Mumber

Test

Horizon System Controls

Cash Account

Stock Management

Cash Management ( flexible planning branches)

Cash Management ( non flexible planning branches)

Rayal Mail

Franking Machines

Stamp Vending Machines

Alliance & Leicester Commercial Banking

National Savings

National Lottery

Money Laundering

Littlewoods Scratcheards

Bureau De Change

Foreign Exchange Service

Moneygram

Travel Insurance ~- On Demand

Department of Work & Pensions

Motor Vehicle Licences

1
2
3
4
4a
5
g
7
8
g
10
11
12
13
14
15
16
17
18
19

Environmental Agency Rod Fishing Licences

20 UK Passport Agency

21 |Utility Schemes

22  |Local Transport Schemes
23  |Card Account

24  1On Line Banking

25  |Debit Card

26 |Self - Filt ATMs

o : .

P

89
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' COMPLIANCE AUDIT TESTS - ALL BRANCHES

- Recommendations
- Location: Moune DO Noted On Report
Prepared by (print) : C "Teulo. | Date:
Prepared by (signature) 7  GRO | | Lead Inspector
Date: 23 -3- oy T Signa‘iut’e:

Test Number, version & name:Q’ Herten vy

Control objective :1 -
Population Size... 2........... Sample Size............. L....% Weeks... TTo=.. ..

e,

1 2 3 4 5 6 7 8 9 10 |11 112 113 (14 1156 {16 |17
YR YR YN YN YN YN YR YN YA Y/N P YINPYINYIN L YIN YN YINDJYIN LY

Comments

.Conclusion to CO Cpamc + B B e hetd Segmﬂei

Recommendations for CO £~ & be roich %?WN\% \{mvx LCornvan

Control objective : &
Popu!ationSize,,qw,\ﬁw‘.,..\...,.“ Sample Size.... V........% Weeks..... To....

1 2 3 4 5 6 7 8 9 10 |11 112 113 |14 |15 |16 |17 |18
YR LY YN JXYNTYINJYINTYINJYINJYINJYINJYINTYINTYINYINGYINYINGY/N YN

Cmments

Conclusiont0 CO use-s B be A Sabucd when on lea.o

Recommendations for CO D, Saite uwae~S

9(

Version one prepared by Paul Holland

R
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POL00082946
‘Control objective : < .
Population Size....<~.......... Sample Size.... Cee..........%  WeeKSTFo....
1 ‘2 3 4 5 6 7 8 9 10 11 |12 |13 (14 |15 116 |17 | 18
YL YR YA LY YN YN YA YN YN YN TYIN TYIN YN JYIN YN [ YIN T YIN YN
Cortments
Conclusionto CO ConreolS . 2lacte
1
' ecommendations for CO PG
Control objective :
Population Size.................. SampleSize.....................% Weeks....... To........
1 2 3 4 5 6 7 8 9 10 {11 (12 113 |14 |15 (16 |17 118
YN YN YN TYIN YN YN YN Y Y JYIN TYIN TYMN TYIN YN JYIN FYIN YN | YN
Comments
Conclusion to CO
Recommendations for CO
Control objective : s
9

Version one prepared by Paul Holland



o Sample Size......cocovvveeenennn.

- Population Size.........c........

POL00082946
POL00082946

11 |12 {13 [14 [15 [ 16 | 17 | 18

8 9 10

1 2 3 4 5 6 7

Y/IN | YIN

YN JYIN JY/IN JYIN JYIN JY/N | YIN [YIN

YN LY TYIN TYIN FYIN JYIN YN |YIN
Comments

Conclusion to CO

Recommendations for CO

Control objective :
Population Size......c...ccooov

Sample Size......

10

11 112 113 114 115 (16 {17 {18
YIN JYN YN YN TYIN TYN JYIN | YIN

1 2 3 4 5 6 7 8 9
YIN | YIN

Y/IN YN TYIN FY/N JYIN [YIN | YIN | YIN
Comments

. onclusion to CO

Recommendations for CO

Control objective :

Poputation Size.................. Sample Size.....

R L TR

Version one prepared by Paul Holland ]
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(2 3 J4 [5 [6 [7 I8 [9 T[40 [41 [42 [13 [14 |15 [16 | 47 |98
YIN_ YN YN | YIN | YIN | YIN [ YIN | YN | Y/N [ YiN | YN [YIN [YIN | YIN_|YIN [ YIN | SN Tyl
Cormments T
Comn clusion to CO
Recommendations for CO

Control objective :

Population Size.................. Sample Size......................% Weeks....... To..
1 ]2 3 4 5 6 7 8 9 10 (11 (12 |13 |14 (15 (16 |17 {18
YIN | YIN JYIN YN YN YN [YIN YN YN TYIN YN YN TYIN YN JYIN TYIN YN | YIN

Comments

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland
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BRANCH NAME

POST OFFICE LIMITED
SUB OFFICE - PROCEDURAL SECURITY INSPECTION

Mogs: Deve
SUBPOSTMASTERS NAME. tes, casiterort
RESIDENTIAL(YESH®®) . ... ... ... ...
DATEOF INSPECTION 237727 . ..

POL00082946
POL00082946

FAD CODE . 213337
RLM/AM AT ogEise~
RISKSCORE .. ... ... ..

C. TTEY a_pit.

INSPECTED BY

1. OPENING /CLOSING, INCLUDING LUNCHTIME (Pages 7-9 Counter Aftack)

1.1 Openingfinitial Entry Procedures

How does the subpostmaster get to the premises?

“aried Route Yes
Parking Pattern Yes
Check for strangers/observers Yes
Check for signs of forced entry Yes
Check alarm box for tampering Yes

Is entry off a well lit thoroughfare at the Yes
front of the branch?

1

1 No

No
-

ACTION POINTS

No
No

No

No

How does the subpostmaster enter the premises? (Pages 8/9 Counter Attack).

Two Person Entry Yes
Meet at predetermined point away Yes
from the branch

One searches, one as lookout Yes
Return to entry door and exit to give Yes
the all clear

Non return procedure Yes
Single person entry Yes
Pre arranged telephone call with Yes

password
Co-operation with another traderffriend Yes

Residential Yes
Check telephone before entry Yes
Lights on before entry Yes

-

o

3

"

ol

ACTION POINTS

No
No

No
No

No

ACTION POINTS

No
No

No

ACTION POINTS

No
No
No

How is initial entry gained?

t Throngy, e~ A oor
NS

1.2 Opening for Business {Page 11 Counter Altack)

l6

g4



vhat are the preparations for opening?

A

Correct use of Safe Time Overlock Yes | ¥~ | No
Counter Cash and Stock (60 - 90 Yes | .~ No
rinutes supply) .
Secure safe prior to opening Yes | ~| No
Are procedures for the security of staff  Yes {_~7 No
prior to opening adequate?

Use of electric door bolt Yes No

POL00082946
POL00082946

-

.

ACTION POINTS

)

1.3 Closing Procedures, Lunch and Evening {(Pages 21-23 Counter Attack)

What does the subpostmaster do when the branch is closed?

-

ACTION POINTS

Secure Cash, Stock and Date Stamp Yes { .1 No

in safe. .

Set Alarms/Time Overlock, etc. Yes | ~ | HNo

Is supplementary equipment used Yes | .~ No

(Time Delay/ Time Delay Compartment

I Time Overlock?

Is the ETOL set button pressed? My
Check private business/customer area  Yes No Shop open W~
clear o
Confirm entire premises clear before Yes w*’“/ No

exiting

Check shop door/windows/skylights Yes | _-+"No

shut and locked

Set private alarm where available Yes |« | _No

Confirm access is clear Yes | v} No

Is cash and stock checked and Yes | . No

secured first on balancing day?

2. CASH AND STOCK {Pages 13-14 Counter Attack]}

Is ONCH in excess of
target/requirements/safe limit?
_Is the safe kept locked when not

with the key removed?

Is bulk cash and stock secured out of Yes

sight during business hours?

Are parcel hatch and counter access Yes

door secured at all times?

&

Yes

V/“'XNO

inuse Yes

«1 No

-

o

| No

+"No

ACTION POINTS

3. REMITTANCE ACCEPTANCE & COLLECTION, GIRO BUSINESS DEPOSIT
ACCEPTANCE (Page 17 Counter Attack}

How does the subpostmaster receive remittances and Giro Business Deposits?

Accepted/transferred via:
Cash Transfer
Unit

Parcel Siphon

Parcel Halch

2 Door Siphon

™7

Parcel Transfer

Unit

Counter Access
Oy




Given priority treatment Yes
Is secure area accessed by Yes
depositors?

Are deposits secured in the safe as Yes
soon as practicable?

Are outward “Cash & Stock” Yes
remittances kept in the safe until arrival

of collection officer?

Is the identity of Cash in Transit Yes
Collection Officer established before

handing over a remittance?

Are deposits received outside business Yes

hours (including lunch time closure)?

POL00082946
POL00082946

| | Door E—
re ACTION POINTS
«“ 1 No ?
No Vfrf / NO ult Comrbe. ccces
w7 HNo
No V/’j oubvionc? reans are.
K| keept oude
P oo gﬁg
No wfm"

4. MAIL DELIVERY AND ACCEPTANCE (Page 18 Counter Attack)

How does the subpostmaster receive mail?

Do Royal Mail/Carriers have access o Yes
secure area?

Is identity of personnel Yes
checked/verified?

is mall delivered outside business Yes

hours (including lunch time closure)?

No

// No

Mo

ACTION POINTS

A~ il
o Zoual ol Qo nor o
;%’ G(TesSsS buwl Couwnter
(e s ool Oger rokh
o oA “"%‘SW{CQ
‘/x”f Drovar otk ed e A

5. PARCEL/PACKET ACCEPTANCE (Page 13 Counter Attack)

How does the subpostmaster accept Parcels/Packets?

>

Is parcel hatch open only whenand as  Yes | .1 No
far as necessary? _

Is parcel hatch closed immediately Yes M’"" No
after use?

is parcel hatch used as a general Yes No
purpose serving position

Are parcels/packets accepted via Yes No
counter access door

6. ADMITTANCE OF VISITORS {Page 19 Counter Attack)

How does the subpostmaster deal with visitors?

Are all visits pre-arranged (including Yes
ROMEC engineers, Safe Company

staff)?

Ko

¥

Is evidence of identity sought and Yes

verified?

Q"’No

is a wrilten record of visitors Yes

maintained?

16

No

ACTION POINTS

$

ACTION POINTS

.‘/ISH’(:;Y Loolr
l&e W\O\W\{Ao\tnc_, .




Avre visitors left unattended in the

secure area?

is the subpostmaster aware of the
procedures for admittance of auditors?

Yes

Yes

POL00082946
POL00082946

No

“No

]

7. KEY MANAGEMENT (Pages 29-31 Counter Attack)

WVhere does the subpostmaster keep keys during business hours?

CUSTODY OF KEYS | Numbers of | Holder of | Holder of | Notes
keys (or working reserve
N/A) set set
1. Safe(s) On its own concealed in secure area.
- i ! Spare at home {(As per Counter Attack)

2. POalarm“C”

In possession or kept in lockable drawe
during day. Keep spare in the safe.

3. POalarm"B”

Keep both in the safe. (If time overlock
fitted, one in safe, other kept secured).

In possession or kept in lockable drawe

4. Counter access door 3 1 §
during day.
5. Interface Keep both in the safe. (if ime overlock
fitted, one in safe, other kept secured).
. ACTION POINTS
Have the keys been separated as per  Yes No | 71 s ke Seperaded ok
standard PO instructions? e Oy ond
Are the operational/reserve keys Yes No w/ Loure Zxye h:x,:}g
rotated six monthly? H : oS reos e Sturt
Are all official keys removed fromthe  Yes | .+ Ho Fr---o5
premises when unoccupied? v
Are keys kept under secure conditions  Yes et No
at place of residence?
8. USE OF POL ALARMS (Page 33 Counter Attack)
o ACTION POINTS
Are all alarms tested on a weekly basis  Yes |, No | N No retord Mowtey
and written test record maintained? P
Is the subpostmaster aware of the fault Yes | -1 No
reporting procedure?
Are Europlex PIN numbers changed Yes No ] B R~ e~ B T
periodically and after Romec engineer X orn 32& e vods ¢akl
attendance (frequency of changes L -
noted)? ;
Are local police advised of changes of Yes No | .1 FrocSyes e 3
key holder? nvcjf' éoe\i:\ G0N, Blfm
Are all staff aware of POL guidelines Yes No | 47 e Greens Oy ¢
on use of alarms? v V/ A5 o Wade
wa‘:xfjt‘mo\si'% LA
Oy NS 4~ adeamnS
9. STAFFING
) ACTION POINTS
Is the branch staffed by dedicated Yes v,f No
staff? .
Do staff remain within the secure area  Yes | + HNo
97



at all times?

POL00082946
POL00082946

If 'NO’ is security compromised? Yes No
Is secure area always staffed? Yes No
10. CCTV CAMERAS
ACTION POINTS
Is camera signage exhibited in a Yes No
prominent position at.entrance?
Are CCTV tapes, numbererd:-kept in Yes No
secure cabinet, used in correct orter?
Is Camera Surveillance booklet held, Yes | No
and been read by all staff? i
Are daily checks made at the start of Yes NG~
each day? T
Is a log book maintained, with daily Yes No T
record and incidents recorded ? T
$1. 35 MM CAMERAS
. ACTION POINTS
Is camera signage exhibited in a ™. Yes No
prominent position at entrance? \'“‘m\x
Are Camera Surveillance booklet and Yes~ No
Operating Instructions held, and been x"m
read by all staff? ™
fs a log book maintained, with daily Yes MNo ™
tests and incidents recorded? \\N
Are daily checks made at the start of Yes MNo N
each day? ™
Is a replacement film held? Yes No
12. SMOKE & DYE PACKS
ACTION POINTS
Are packs kept with wirrking cash and  Yes No
secured in safe ovemig}%’?\\
If NO is there a specific written .
agreement on site. M\""‘\m\\
Are packs checked for ticking and is Yes\\N No
the start transmitter at exit showing a ‘\\\
green light at the start of each day? T
it is confirmed that packs are NOT Yes No “‘\
taken outside of secure area. '

13. LOTTERY {Page 49 Counter Attack)

Is cash in private {ill limited to £2507
Is cash transferred to safe at end of
day?

Is the display of activated Lottery
Instants kept to a minimum?

Yes
Yes

Yes

ACTION POINTS

T4 eSS been wup
nbil Fhe le st weel

o’ -4 Mo
No A
«///No

O

9¢
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44. COUNTER ATTACK BOOKLET ~~ &% Secuwityy CoumnkS 0N S

Cana copy be produced?

Have the contents been read and
understood by the subpostmaster and
staff? : xRt

Yes
Yes

45. HOSTAGE POLICY {Page 46-47 Counter Aftack)}

Are the subpostmaster and staff aware
of the POL Hostage Policy?

Do they understand that the
Freephone telephone number must
only be used for the purpose it is
intended?

is the key fob, with Freephone
number, attached to the premises or
safe keys?

Are Freephone number labels stuck to
telephones at residence and in the
office?

16. MONEY LAUNDERING

is there is a money laundering pack
available?

Are the subpostmaster and staff aware
of the regulations and the money
faundering Helpline telephone
number?

17. CRIME STOPPERS

Is the Crime Stoppers poster
displayed?

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

=

o

ACTION POINTS

N %am Cra_anks

ACTION POINTS

WOV cosont

oS L fos b oo,

Tl oets B be Stuct
ok hame A v
OE}&”‘&A«{‘.«

. ACTION PQINTS
: V,f"f N w\omﬂ xmmo@vm

£ A—

ACTION POINTS

18. REPORTING OF INCIDENTS (Pages 41-44 Counter Attack)

Are the subpostmaster and staff aware
that all incidents, including fraud, failed
attempts and vandalism shouid be
reported?

Are they aware that any media
enquiries must be referred to the
public relations team via the Helpline?

Yes »

Yes

ACTION POINTS

185. PERSONAL SECURITY AT HOME (Pages 25-27 Counter Attack)

Are staff aware of current POL
guidelines on safeguarding themselves
out of business hours and at home?

Yes

s

' No

v/

ACTION POINTS

99



Are arrangements for dealing with
visitors at home satisfactory?

Is the identity/validity of a call to atiend
the office out of hours verified?

Does the Subpostmaster attend the
office alone if called out?

Are Police advised and requested to
attend?

20, PERSUONEL GUIDE TO-SEGURITY

Can a copy be produced?
Has its contents been read understood
(including assistants)?

Yes w"”f Mo
Yes Mo
Yes *w‘"/ No
Yes No
Yes No
Yes No

POL00082946
POL00082946

£y Sihe

F SLJO‘QOSFTY\O\S\"@»~ wond
% W Comt  clorn

v O3 A e S v

V/‘ - Blice wowd et be

el & v

ACTION POINTS

Any security weaknesses not covered in the previous sections/ continuation.

OPEN PLAN OFFICES

Are the levels of cash, stock and motor
vehicle licences held at open plan
positions kept o a minimum? (A
maximum of £500 (amount currently
under review) of cash must be at risk
at each open plan position, including
the amount available from the TCD).

APPENDIX A

Yes

No

L

ACTICON POINTS

100




Is other cash kept in the Teller Cash
Dispenser (TCD} and/or the isolation
unit?

Do transfers of TCD cassettes and
storage bins and/or isolation units take
place under secure conditions outside
opening hours?

Are TCD cassettes and storage bins
and/for isolation unit keys, including
time delay keys, held in the secure
ares at all times?

Are PIN codes confidential {o each
user?

Is the time delay Jock fitted to the TCD
set during business hours?

is the pedestal unit transferred to the
secure area when not in use?

is all cash, stock and motor vehicle
licenses kept in a locked drawer unti
required and secured in the safe(s)
overnight?

Are stamp portfolios and date stamps
held on retaining chains and
transferred to the secure area when
not in use?

Are parcels and packets kept in locked
accommodation?

Yes

Yes

Yes

Yes

Yes

Yes

¥es

Yes

Yos

L3

Mo

No

Mo

No

No

No

MNo

No

No

POL00082946
POL00082946

S .
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POL00082946
COMPLIANCE AUDIT TESTS - ALL BRANCHES
" : ) Recommendations
. Location: Movirng Drine | Noted On Report
Prepared by (print) :  Htlownd oo fiPate:
Prepared by (signature) ;i GRO | Lead Inspector
Date: 232 OSWTTT Signature:
Test Number, version & name: Awn L . v2%
Control objective :f
Population Size... 2........... Sample Size........... =5 %  Weeks. ™. TOSL'

1 12 3.4 [5 |6 |7 I8 [9 [10 [11 [12 [13 [14 [15 [16 [17 |1
Y7L YIETN T YIN TYINYINTYINYINTYIN YN YN YN YINYIN YN YN YINY

Comments

Comnclusion to CO MEKO o Ko

Recommendations for CO MON L0 M{?{f\(j,{
Control objective : 2 . e
Population Size....2......... Sample Size......... ><>...% Weeks... .. To..>.C

1 2 3 4 5 6 7 8 9 10 |11 |12 |13 |14 115 116 |17 118
Y YN Y/iﬁ’ YR IYMNTYINTYINTYINTYINTYINJYIN]YINJYNYIN YN YINTYIN YN

C-mments

Conclusion to CO C

Recommendations for CO Norg

Version one prepared by Paul Holland ’Z(_(/



- Control objective . A

POL00082946
POL00082946

- Population Szze'2 Sample Size........... gw"o Weeks....[.. To.:?.&a..
1 12 .13 4 5 6 7 8 9 10 111 112 113 (14 115 | 16 17 118
Yoo | YL Y YR [N [YIN TYIN YN YN JYIN TYIN JYIN YN YN TYIN T YN | YINTYIN
Cornments ~
Conclusion to CO No Pl ane hond?
wn.zcommendations for CO O(“C}\Qf Flriao
Control objective :
Population Size.................. Sample Size......................% Weeks....... To........
1 2 3 4 5 6 7 8 9 10 |11 112 113 (14 |15 |16 [ 17 |18
YIN TYIN YN TYIN TYIN JYMN YN JYIN YN YN YN YN JYIN JYIN YN JYIN [ Y/IN YN
Comments
N
Conclusion to CO
Recommendations for CO
Control objective
103
Version one prepared by Paul Holland (Z -
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B Population Size.................. Sample Size.........c..coooene.. % Weeks....... To
1 12 13 T4 15 |6 [7 T8 |9 |10 |11 |12 {13 |14 |15 [16 |47 18
YN [ YIN JYIN YN [YIN [YIN JYIN JYIN YN YN YN TYIN JYIN TYIN YN TYIN | YN YA
Comments
Conclusion fo CO
Recommendations for CO

Control objective :

Population Size.................. Sample Size...................... % Weeks....... To.......
1 2 3 4 5 6 7 8 9 10 |11 {12 113 114 115 116 |17 | 18
YIN I YIN YN YN YN YN YN [YN YN [YNTYN YN TYINTYINTYIN [YIN YN YN

Commenis

«uniclusion to CO

Recommendations for CO

Control objective :
Population Size...........c......

Version one prepared by Paul Holland

Sample Size.........

..%  Weeks....... To........
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POL00082946

77-12 [3 (4 [5 [6 [7 [8 [9 |70 [41 [12 [43 |14 [15 [16 137 T8
YN, YINTYIN LYIN TYIN YN YN FYIN L YIN YN YN FYIN YN YN L YIN YN W‘Tiﬁ
Cornments | b
Corsclusion to CO
Recommendations for CO

Control objective :

Population Size.................. Sample Size...........cc.........% Weeks....... To........
1 |2 3 4 5 6 7 8 g 10 {11 {12 {13 {14 |15 |16 |17 |18
YN T Y/ TYIN YN Ty FYmN YN PYINTYIN YN YN LYIN FYIN YN LYIN JYIN L Y/N L YIN
Comrents
Conclusion toc CO
Recommendations for CO
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POL00082946
i_}OMPUANCE AUDIT TESTS - ALL BRANCHES
B Recommendations
! Location: YWouwruna. Oe e Noted On Report

Prepared by (print) : ¢ 7Y L2F) | Date:

Prepared by (signature) : | GRO | I ead Inspector

Date: 72.3-Ow Signature:

Test Number, version & name: ek Cor s 25 veg

Control objective : |

Population Size.................. SampleSize................ ......% Weeks....... To........
1 2Y 13 4 5 6 7 8 9 10 | 11 12 |13 |14 |15 |16 |17 |1
YR YN YINTYINTYINTYINTYINTYINYINTYINTYINYINTYINTYINTYINTYINTY.
Comments

N f“{“%@ CoNbFrelsS v .,!’D\O\ C_ &

“onclusion to CO =&

Recommendations for CO  yJon2
Control objective : 2
Population Size.........}....... Sample Size........Q.... ... %
1 2 3 4 5 6 7 8 9 170 |11 112 |13 {14 |15 |16 |17 | 18
YN FYINJYINTY/NTYINTYINTYINTYINTYN]JYNTYINTY/NTYINTYINYINLYINTYIN YN
T mimenis None &~ o~
Conclusion to CO CONV LS . ololce
£
Recommendations for CO Novra
i
106

Version one prepared by Paul Holland
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" Control objective : > .
Population Size.....{?......... Sample Size........10<2.. % Weeks———-T0m......
1 2 13 [4 |5 | |7 [8 |9 |10 |11 {12 |13 |14 |15 [16 |17 |18
Y/MNOTYN JFYIN YN YN TYINTYIN (YN YN TYMN YN TYIN YN TYIN JYIN JYIN JYIN | YN
Cosmmments
Corglusionto CO N~uore o2~ Vaoon N
ecommendations for CO COATONE—  ERN_ 2Oviid. ~ S
Y !
Control objective :
Population Size.................. Sample Size......................% Weeks....... To........
1 2 3 4 5 6 7 8 9 10 {11 |12 |13 |14 |15 {16 |17 |18
YIN J YN TYN YN TYMN YN TYN YN L YIN JYIN JYIN YN YN JYIN JYIN [YIN | YIN YIN
Comments
Conclusion to CO
Recommendations for CO
Control objective :
107

Version one prepared by Paul Holland /L(\
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o1
»'Population Size.................. Sample Size.........cccooeo.%  Weeks....... To. .
1 2 3 4 5 6 7 8 9 10 |11 112 113 114 |15 |16 117 | 1t
YN JYIN LYN JY/N JY/N LYIN [ YN | YIN | YN YN TYIN JYIN YN YN TYIN |YIN YN | Yi
Comments
Conclusion o CO
Eﬁecommendations for CO
i
Control objective :
Population Size.................. Sample Size.....................% Weeks....... To........
1 2 3 4 5 6 7 8 9 10 (11 {112 |13 {14 (15 (16 |17 118
YN YN TYIN YN YN TYIN YN FYIN TYIN YN LYIN YN YN FYIN JYIN L YIN YN YN
Comments
-vonclusion to CO
Recommendations for CO
Control objective
Population Size...........oocon Sample Size......oviiviniinnn %  Weeks....... To........
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1 12 13 a4 |5 |6 [7 [8 ]9 [10 [11 |12 [13 [14 [15 |16 |17 |18
1Ym8 'Y YN TYIN YN TYIN YN YN YN YN TYIN YN TYIN TYINC YN TYING Y v

Co miments

Comnclusion to CO

Recommendations for CO

Control objective :
Population Size................. Sample Size.........cccoveeee.. % Weeks....... To.... ..

1 |2 3 4 5 6 7 8 9 10 {11 |12 |13 {14 |15 |16 |17 [ 18
YIN YN LYW JYINTYIN YN TYIN JYIN FYIN YN LYIN YN YN JYIN LYIN YN | Y/N | YIN

Comments

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland 109
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~  COMPLIANCE AUDIT TESTS - ALL BRANCHES

, Recommendations
- Location: ™Maxwme Orive Noted On Report
Prepared by (print) : C "TaYee@ Date:
Prepared by (signature) ::  GRO Lead Inspector
Date: 2%-3 -0 T Signature:

Test Number, version & name:on {uaz Yourleme 26 V28

Control objective : | I
Population Size..~7....... Sample Size.=="7" ... ......% WeekS T Fore..

1 2 vl 3l 4l 5 6 |7 8 g 10 |11 |12 (13 |14 |15 |16 [17 |1t
NON YN YINTYIN YA YIN YINTYINTYINFYINTYIN T YINYINTYIN [YINTYINTYIN Y

Commenis INOVE  On bhomd!

“onclusionto CO Py\oQ\ + PusTT on Siyre

Recommendations for CO p@’zg*f C w Sk un ca ek —“r~d2QScnp\f@ S
not on Sike '

Control objective :
Popuiation Size.................. Sample Size......................%  Weeks....... To........

1 2 3 4 5 6 7 8 g 10 {11 |12 113 {14 |15 (16 (17 |18
YINTYINJYNTYINJYNJYNTYNTYINTYIN]JYNJYNTYINJYINJY/INJYN]YING YN YN

 wimentis

Conclusion to CO

Recommendations for CO

110
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“Control objective :

Population Size.......cc.c...e...

Sample Size...

Yo

Weeks....... To

POL00082946
POL00082946

,,,,,,,,,

1 12 13

4

5

7

8

9

10 | 11

12

13

14

15

18

17

18

YIN YN YN

YN

YN

YN

Y

YN

YIN

YIN | YIN

YIN

YiN

YN

YN

YIN

YIN

YiN

Corsments

 Concdusion to CO

o -
worimendations for CO

Control objective :

Population Size

Sample Size.......cooooiivinnn

e

Weeks....... To...o. .

1 2

13

4

8

9

10 111

12

13

14

15

16

17

18

YN § YIN

YiN

YIN

YN

YIN

YN | YN

YIN

YIN

YIN

YN

YN

YN

YiN

Comwnents

Conclusionéo CO |

Recommendations for CO —

Control objective :

Version one prepared by Paul Holland
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Population Size.................. SampleSize..........ccceeene.. % Weeks..,.... To......
1 2 3 4 5 6 7 8 9 10 (11 |12 113 |14 |15 118 17 | 18
YN YN TYIN FYIN FYIN JYINTYIN YN YN JYIN LY/IN TYN JYIN TYIN JYIN JTYIN | YIN T YIN
Comments
Conclusion to CO
Recommendations for CO

Control objective :

Population Size.................. Sample Size............. e Yo Weeks....... TO.......
1 2 3 4 5 6 7 8 9 10 {11 |12 113 |14 |15 |16 |17 118
YN LTYIN LTYIN YN YN JYIN JYIN YN JYIN YN JYIN JYIN (YN FYIN TYIN FYIN L YIN | YIN

Comments

«onclusion to CO

Recommendations for CO

Control objective :
Population Size.........coecin

Version one prepared by Paul Holland

Sample Size..

T L L

EX

Y% Weeks....... TO..co....
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1_ E 3 T4 [5 [6 [7 J& [9 [10 [11 [42 [13 [14 [15 |16 [i7 18
VI YN [YIN [YIN [YIN YN [N [ YIN [ YN | Y/N | Y | YN | YIN YN | YIN_| YIN | YIN LY

Cormments

Corsclusion to CO

Recommendations for CO

Control objective :

Population Size.................. Sample Size.....................% Weeks....... To........

1 2 13 14 |5 |6 7 8 19 10 111 |12 |13 |14 |15 |16 [17 |18
YIN T YIN YN | YN [YIN YN TYIN TYMN YN YN YN JYIN JYIN | YN YN YN ] YIN | YIN

Comments

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland



POL00082946
POL00082946

» . COMPLIANCE AUDIT TESTS - ALL BRANCHES

- Recommendations
- Location: Mawiae Drewo Noted On Report
Prepared by (print) : 9"@{;&}_{9&&}_ Qe Bate:
. Prepared by (signature)) GRO | Lead Inspector
Date: 22 m\ou - Signature:

Test Number, version & name: = 700 Opf 2% 2

Control objective : | |
Population Size................. Sample Size...........)22.% Weeks 1 To. ST

1 2 3 4 5 6 7 8 g 10 [ 11 |12 {13 |14 115 |16 17 | #
YM YINTYINTYINTYINTYINTYINTYINTYINTYNJYINTYINTYNTYINTYINTYINLTYINGYG
Comments

" onclusion to CO e

Recommendations for CO OO _

Control objective : ).

Population Size...*"........... Sample Size............} 22% Weeks. 2 To <.

1 J2 I3 J4 15 e [7 18 J9 |10 |11 {12 |13 |14 |15 |16 |17 |18

Yo Y/p( YR TYMNTYINTYINTYINTYMNTYINJYNTY/NTYNJYINTYINJYINYINTY/NYIN
~ ménts
Conclusion to CO c &

Recommendations for CO MO g ]
i
114
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" Control objective : > o .

" Population Size.............. Sample Size.............15%2%  Weeks... 7. To 34

1 2 3 4 5 6 7 8 9 10 {11 |12 |13 |14 |15 |16 |17 |18
Y [Y/IN FYIN JYMN JYINJYIN TYIN TYN JYIN JYIN JYIN JYIN YN JYIN FYIN JYIN TYIN YN

Cornments

Conclusion to CO O 62

a scommendations for CO AOw0

Control objective :
Population Size.................. Sample Size...........coooe....%  Weeks....... To.......

1 2 3 {4 5 1|6 7 8 g 10 {11 |12 |13 (14 |16 |16 {17 |18
YN YN TYMN TYN TYIN TYIN TYIN TYMN TYIN JYIN JYIN YN YN JY/N [ YIN JYIN YN | YIN

Comments

Conclusion tc CO

Recommendations for CO

Control objective :

Version one prepared by Paul Holland 1 q 115
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" Population Size.................. Sample Size........oco.o....%  Weeks....... To........

1 12 {3 |4 |5 |6 |7 |8 |9 |10 {11 |12 {13 [14 |15 |16 |17 |18
YN TYIN YN YN YN YN JYN JYMN YN YN YN YN YN YN YN JYIN YN | YN

Comments

Conciusion to CO

§»,Recommendaﬁons for CO

Control objective :
Population Size........ ireeeee Sample Size........oce...% Weeks.......To.

1 12 |3 14 |5 |6 |7 {8 |9 [10 |11 |12 {13 |14 |15 |16 |17 |18
YN YN YN TYIN TYN YN YN TYN YN JYIN YN YN JYIN YN YN JYIN | YIN | YIN

Comments

.

Conclusion to CO

Recommendations for CO

Control objective :
Population Size.................. SampleSize...........ccceeee. % Weeks...... . Tooo

Version one prepared by Paul Holland 116
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1‘”1 3 [4 5 [6 [7 [8 [9 110 [11 [12 [13 [14 [15 [16 [17 [18_
LY/N O JYIN LYIN LPYINCLYIN YN TYIN YN YN YN LYIN TYIN FY/N FY/IN JYIN L YING i

Cormments -

Conclusion to CO

Recommendations for CO

Control objective :
Population Size.................. Sample Size.............e....%  Weeks....... To........

1 ]2 3 14 5 |6 {7 1|8 9 10 j11 (12 |13 (14 |15 |16 |17 |18
YN L YIN YN TYIN Y TYIN YN YN YN LYIN JYIN JYIN YN YN | YIN JYIN | Y/N | YN

Cormimnentis

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland ZC& 117
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COMPLIANCE AUDIT TESTS - ALL BRANCHES
- Recommendations
“  Location; MO/ing DI e Noted On Report
Prepared by (print) : ficed 'uoLudgCii« Date:
Prepared by (signature) :: GRO Lead Inspector
Date: 23 -3 o Signature:
Test Number, version & name: (ASH X (OuNT - V2T (S
Control objective : |
Population Size.......8........ Sample Size......... 2% % Weeks.* To>!. .
1 2 3 14 5 6 |7 8 9 10 (11 |12 {13 |14 |15 |16 |17 |1t
YR Y Y Y] YIN D YR XD YN YIN | YIN YN TYINTYIN JYINYINDYINLY)
Comments A e
I onclusionto CO. — WK Sy noT Sqgacd o DIS

— _Ooolors_tn Fho Offiic Sinle WSEUR
Oy /xofJugnkg {0889 §

Recommendations for CO
— {leesfsy & CalAdy  to g adiubte d Q0L
i J U.

— (& _1Q  be &gr\c_d + DS D COMACH DA

e

Control objective : ). _
Population Size.....5.......... Sample Size.. ...\ 2. % Weeks. 1. To. 2.1,

1 2 3 4 5 6 7 8 9 10 |11 (12 113 |14 115 (16 |17 {18

——

YK XYINA YO YBCTYINTYINTYMNTYINTYINJYINYINTYINFYINTYIN YN YINYIN YN
C mments

Conclusion to CO QAranind 1~ CusEonsO  acenab aurhosased o
rfhng()n InTRY! LN G,

Recommendations for CO  Angure _Oaly Otk d aurhovired a —
Lot (o« Sefpoase
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~ Control objective : > .

-
OD o Weeks=X2. To. S

......

Population Size...... 1. ... Sample Size..........

1 2 |13 14 5 16 {7 18 9 10 {11 (12 113 |14 {15 116 |17 118
YO TY/IN TYIN YN TYMN [YINTYINTYN YN YN JYIN YN YN YN JYIN YN YN YN

Cormments

Conclusion to CO CipP

" scommendations for CO PNORQ

Control objective :
Population Size.................. Sample Size.........c...c........% Weeks....... To........

1 2 3 |4 5 16 17 8 9 10 |11 112 113 |14 {15 {16 |17 |18
YN YN YN TYN TYIN (YN TYN TYIN YN JYIN YN (YN YN (YN YN YN YN YN

Comments

Conclusion to CO

Recommendations for CO

Control objective :

Version one prepared by Paul Holland 119
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" Population Size.................. Sample Size........c.c..........%  Weeks....... To........

1 2 3 4 5 6 7 8 g 10 111 112 113 |14 115 (16 [17 |18
YN YN YN YN YN JYIN JYMNTYIN YN YN FYIN YN YN JYIN TYIN JYIN [Y/N | YIN

Comments

Conclusion to CO

E_«Recommenda tions for CO

W

Control objective :

Population Size........c.c....... Sample Size.........c...c......%  Weeks...... T0e e

8 9 10 |11 112 113 14 |15 |16 |17 |18
YN | YIN

(641
D
-

1 2 3 4
YN TYIN JYINTYN YN YN TYN JYN YN [YIN YN YN JYIN JYIN [ YIN | YIN

Comments

A

-

Conclusion to CO

Recommendations for CO

“ontrol objective :
wilation Size........oeeenn. Sample Size........cceeeeee... % Weeks.......

one prepared by Paul Holland
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COMPLIANCE AUDIT TESTS - ALL BRANCHES

‘ _ Recommendations
' Location: «nva@~e DR Noted On Report
Prepared by (print) : C VA&t . Date:
Prepared by (signature) :| QRO Lead Inspector
Date: 23 -3~ o Signature:

Test Number, version & name: co. & Pccowk al Po 23 yvog

Control objective : 1
Population Size.........<2..... Sample Size...............'.20% Weeks

1 2 3 4 5 6 7 8 9 10 111 (12 {13 |14 |16 |16 |17 |18
YA YA YN LY/ YINGYINTYINJYINTYINTYINLYINTYINTYINTYINJYINTYINJYIN YA

Cormments

“onclusionto CO  Controls wn Dlace
: b ;

Recommendations for CO oJone-

Control objective :
Population Size...... DB Sample Size..........(2......% €eKsT

1 2 3 4 5wolg 6~08 7 8 9 10 |11 |12 |13 |14 |15 |16 |17 (18

YINJ YN YN YA YINJYINJYIN YN TYINTYINLYIN YN YN FYIN L YIN YN YN | YN

” ‘mments Nonl On hoad

Conclusion to CO Conyrols v :‘D\o\ ce

Recommendations for CO DNIOND
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' Control objective : >

Population Size........oo... Sample Size.... T % Weeh

1 (2 13 |4 |5 |6 [7 [8 ]9 [10 [11 [12 [13 [14 [15 [16 |17 |18
YN YN YN YN TYAN JYIN YN YN Y YN LYIN FYIN PYIN T YIN YN YN T YIN | YN

Cormments ™one on roard tndone Sy Procedaa.

Conclusion to CO O rolS v ,%::z‘ia\ ce.

" Tscommendations for CO  ~Oore

Control objective :
Population Size~7777.._....  Sample Size. T

> % WQM .......

1 12 [3 |4 [5 |6 |7 |8 19 [10 |11 [12 [13 [14 [15 [16 |17 |18
Y [ YIN L YIN YN YN YN YA YN YN Y FYIN TYIN YN TYIN YN L YIN | YmE | YN

Commentis

Conclusionto CO  (Coovid 1S v E{)\{}\ Cs.

Recommendations for CO 10/

Control objective :
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J 5

_ Population Size........{(...... Sample Size.... "%  Weeks. 8. To.32..

1 2 3 4 5 6 7 8 9 10 111 112 {13 |14 |15 |16 |17 |18
YMNETYMN YN YN JYIN TYN TYIN LYIN TYIN YN (YN YN JYIN TYIN JYIN [YIN YN YN

Comments ~JoOne ONM Y era

Comnclusion to CO

Recommendations for CO

Control objective : c
Population Size.......20........ Sample Size...... 77T

1 2 |3 |4 |5 |6 17 18 |9 10 |11 |12 113 |14 |16 [16 |17 |18
YN YN TYMN YN TYINTYMN TYNTYIN YN YN [YN YN YN [YIN YN YN | YN |YIN

Comments ywv onre. ©on oD

vonclusion to CO_SwoooStmasrer onvond oy ,%;a(bcd/um%
¥ 3

Recommendations for C0 CoONtrols Uy igio\o,L

Control objective :
Population Size... ............... Sample Size.........ccccee.....%  Weeks....... To........
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1;"2 3 4 5 6 7 8 9 10 |11 |12 {13 |14 |15 | 16 17 148
Y- TYINTYN YINTYIN TYINTYIN YN YN YN TYIN YN TYIN YN YN YN /N Yi?T
Comments ;
Conclusion to CO
Recommendations for CO
Control objective :
Population Size.................. Sample Size.....................’% Weeks....... To........
1 |2 3 4 5 6 7 8 9 10 {11 {12 |13 |14 |15 |16 |17 | 18
YIN TYINTYINTYINTYINTYIN YN LY YN YN YN [YIN YN YN YN L YIN L Y/N | YIN
Comments
Conclusion to CO
Recommendations for CO
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For s:omp!efim by the Lead Inspector

Date Initial Remarks
Closing meeting performed 23,03.04 HH
P&A books returned HH NA
Any additional report sent - via email 25.03.04 HH
Serlal numbers verified an site HH NA
Rems checked on site via Post Audit Activity ain INA
Cheques to processing centre verified on site HH NA
Travellers Cheques serial numbers verified on site Hi NA
MVL serial numbers verified on site HH NA
Cash Usage sheet completed 23.03.04 HH
Unused documents deleted 23.03.04 HH r&b
Summary form completed 23.03.04 HH
File e-mailed to P32 File 25.03.04 HH
Audit papers filed 25,03.04 HH
For completion by Typist Date Initial Remarks
Report despatched (o audites
For completion by Post Audit Support Date Initial Remarks
Rems checked (SAPADS)
Verify cheques to processing centre to Mainframe 13-Apr-04|dh
Serial numbers checked
DVLA sheet sent (if complete) na
Stock rems checked
Error notice report checked nfa

Yes No

Travellers Cheque serial numbers checked on site L LJ
MVLs checked on site L L
Rem pouch numbers
For completion by Planning team (Date Hnitial [Remarks

PAF discrapancy follow up activity completed

|

l

-3

o

P %

POL00082946

POL00082946
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r BRANGHIMaring Dive i CODE 1 318337 1
CASHREMITTANCES 23.03.04
INWARE
- ~30240.00 TOTAL
STOQCK REMITTANCES Subseguentto & STOCK REMITTANCES Subsequent to & Pouch numbers of any rems
RECEIVED up to audit RETURNED up to gudit propared for 1 prioe fo audit.
T Game Licences Game L
Philatatic ftems Philatstic loms}
15t Class stamps st Class stemps
2nd Class stamps 2n¢t Clans stamps
Postage - Gibwr 368.08 Pastage - Other
Books - Vending Books - Verwling
Books - Other Bopks - Oty
13t Class self 5% Class st adhesive
Mg Class seif adhesive 2rf Class seif adbesive
. Discount Wsale Stamps Disporied Wsale Stay
e SRR, VN BRI 1D Lt i o *__—_ﬁﬁtBT o
ko] 3
0 50
160 100
Home Help/Care Stamps Homa Help/Care Stz .
-Postat Oedors - Facs Valup) Postal Qrders - Face Valse .
g FOFees - POFens . o
Band { Band 1}
Bar 2 Band 2
Band & 8and 3
Band 4 Band 4
Bard 5/ Bajw 5§
Band 6 Band 6
London Boroughs Saismes Londan Boroughs Bon
€ ver Colng G ive Colre
Vahicke Licence Stanps Vatsiche Usente Stunps]
TV Lizonce Sk T Licencs Stomps|
Wites Authouty samps. Water Autherty slastipsl
Bstish G Tanps] Bty Gas Slamps|
SEE Boad Btarnp] SER Baad Stumps|
Noowah Eleciricky $tamps Rurweb Elctricly Stomps|
Swater iy Stamps Swater Blewrsicty Stamps
Iobox ringRony vouchers tabox drgions
Smart Crod £20 Sresart Crod £30
LitBewaads Lolto Litte ds Loto
Crangs £10 Orange £10
Qrange £15 Oranga £16
TV TOGO £4.99 MTV TOBO £4.99
MEIVIOGO E9.92 MTV TOGO £9.99
T-fobite “UP2U" 220 T-Moblle "UP2U" £20
T-iobite "UPEU” £10 Tefobile "UP2U"£10
Veadaforie Prepay £18 Vadatons Prapsy £10
Vodsfons Prepuy £15 Yodafore Prepay £15¢
Vodalonw Prapay £25 Vodafons Prepay £25]
Virgin Pre Fay £5 Virgin Pre Pay £5{
Virgin Pre Pay £10 Yirgin Pro Pay £10
VirginSre Pay £20 Virgin Pra Pay £20
£5 PO Phunscard £5 PO Phorecand
£10 70 Phonacasd £10 PO Phonseard|
E20P0 Py i £20 PO Phonecard]
£10 fot. PO Phonscand £10 k. POF d
02 Prapay £10 02 Propay £10
02 Propay £20 €32 Prepay £20
BY Globat £10 87 Global £10
BT Globat €20 BY Globat £20
tdonsygram Phunecards £2 KMoneygram Phonacards £2
Hatlonal Lottery Instants National Lottery inst
TOTAL |- TOTAL |

Ce
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Dady

PAYIMENTS dehed Ors Hang

- AL ._.....__..____.__‘ S -7, )
iV TASPG R

N ey |
§722.80
2 E

- IO LENODDS FREES
GREENS VIOLET GIROCHE!

B B—

AL SITH PRl

ERA) £

SUNRISE - FRANKING HINE
SUNRISE - OTHER
ROD LICENCE FEES

700,17

B DEBH 852
‘ T9_REFURDS
SR RN TRAVEL BISURANCE REFUNGE
G D Chigs - Comrtasion PAYHENT:

ton AYH
Du Changs « Revalustion CHEQUES TO PROCESSING CENTRE
s < T8, & : THURS

[
. SAY
HON
Tues 751935}

EZCEs|
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P32
(V29)

POL00082946

POL00082946
ATTACHED DOCUMENTS

AUDIT LEADER:  |Helen Hollingworth |
BRANCH NAME: IMarine Drive 5 ]

Cash Usage Spreadsheet

2%
Cash Usage Sheet
129
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Cash & Chgs
1CODE U 213337 [Prepared by JHelan Holingworih | [CHEQUES 70 HAND T
) » — Amount Services Amount Services
CASH SUMMARY CASH ON HAND SUMMARY | DECLARED DIFFERENCE 31.41
£100 £100 i S
£50 £50
£20 £20 L1 2978000
£10 £10 17 16040.00
25 £5 1 3370.00.
£1 notes £1 notes
£2 coins £2 coins ‘968.00°
£1 coing £1 coins . -2358.00:
50p 31200
iy 33790
e 4.137".493‘
. 208.80
EUROQ
TOTAL
£100 £50 £30 £10 E5 Einotes | facoine | Eicoins | [ .o 8141
260.00 26000.00 75600.00 30600.00 £8.00 7500
1780.00 1040.00 370.00 400,00 260.00
500.00 1500.00
500.00
20.00
T 9B8.00; 365,00 1
S0p iy 2p ip Unusabla Lottery EURD
32.00 7.20 .80 0.80 7.20 .50 20,00 §55.00
250.00 80.00 6.60 3.10 18.00 1,30 120.00 |
30.00 250.00 30.00 100.00 18.00 200.00
100.00 100.00 20.00 5.00
5.00 26.00
5.00:15:57855.00
e 3
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Postage

CODE T 213537 Jrrparcd by [Hiola
2 3 T > =

508

Sp 132

35p 760

dap BT
40p 36

poi e

#7n PET

o B
£1 9
£3.50p 55
£2 3
Pt 5
£5 1

A T
00| [Other Postage sublotal
; 1p-£5 (Horizon)

2p
70
... Chiistmas Stamps £3.32
Aerogramenes (Siiglas)

. Packs

5232
&

A e Packs
Xmas A Lelters
Plctodat Alr Letters (S
At Coras ~ Siogles x £1.04
&y Cards - singles x £1.35p
Alr Cards - Packs
Spaciat delivery Smsl C& 5t
Spetial defivery Large C3 3
Sypecial Dalivery X Large C3
Detivery 9:00am
Entosnational Signed Eueope
Intemationat Signed Worldwide
Swifipack ROW {C4)
Swifipack Euro (C4)
Swiftpack WYY (G5}
Switpack WIW (DL}
Swiftair {Srl}
Swiltair {Med)
Swittait {Lge}
Bwitair (Europe)
Seiftair (Wacdwide)
onat Reply Covp %
Al Surs Pack
Swilt Al Pack
Airpach ROW {C3)
Alipack Euro (C3)
Alrpack ROW {C4)
Alrpack Euro (C4)
15t Clasy seif adhssive (200)
2nd Class soif sdhesive (200}
15t Class seif adhasive (100} 57
200 Class seit adhasive (100}
Starp Socks vandiug 8 Ovher

Groatings Books
Christnas 2nd x 24
Chisigtras st x 12
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Other Stock

BRAﬁCHiﬁarm Drive

CobE

213337

Propared by

1 2 3

]

mﬁ‘ehn Hollingworth
N

Vslug

Game ticances _
Red

Green
Blue
Occaslonal
Qaaler

e

Pﬁﬂalaﬁc ftems

FDC's x 25p
PCD's x 30p

£2.43%
£2.95
£1.92
£2.30

£3.80
Qdds

..Discount Stamp Books

Self Adhesive § x st

Self Adhesive 6 x 2nd
Self Adhoshve. 12 x st
Self Adhesiva 12 x 2nd

4 x Europs rate up to 40g
4 x Rest of Werld up to 40g
8x Ewro
6% 42p

Discount stamp
Bocks {£ valpe)

Home Help

Paostal Ordars

50p
£1
£2
£3
£4
£5
£6
£7
£8
£9
£10
£15
£20

Coronation Postal Orders

£16

.. Postal Qrders Foe:

Bang 6
~ Coronation Postal Orders

L3R

18
T

London Boroughs Schemes
- Cornsnamorativa Colns:

Saving Stamps

Vehitie Licance Stamps
TV Uicence Stamps

Water Authority Stamps

42

93

British Gas Stemps  £5

FOROX mgpm youchers £5

g

Uttewoods Scraicheards’ '

382§

P
5 Le

POL00082946
POL00082946
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Phit
e BRANLHE PRIGE Tianins CODE 221 3337 5mmmm iH’s(m Hor“mwunh
___Prufatelic ltems Sheet 4 5 [ bip VALUE

POL00082946
POL00082946
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‘2l

Rec

BRANCH |Marine Drive

lcope

’ 243337 !;r‘epama vby

}Heien Hollingworth

POL00082946

POL00082946

MILK

EEB

GAS

COARSE

| SALMON

MANWEB

BUS

B/Fwd

12

8255

not

rec

Add New

Sub Total

4

762551

lssued

7

435

Spoilt

Returned

Stolen

SBitoHand

G5l

6820

Actual on Hand

64

59855

768

Variance

~1

135

761

OIo] .

Travellers Cheques Recongiliation

£ Statling

Uss

Canadian §

Australlan $

Euro

On Hand

Stock In

Subtotal

Spoilt [ Returns

Stolen

Said

On Hand

Subtotal {D+E+F+G)

TOTAL
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Ret

Franking Machine Reconciliation

Balance brought forward
Cards withdrawn -

New sards introduced +
Total

Cards on handd

Variance

Week

Value in CAS

Value in CA1

Yalue recorded on FUI344
A Value in cash ascount

o
8
I



MVL Rec

. BRANCH NAME

farine Drive

POL00082946
POL00082946

f

Fal CORE

213337

E

DATE OF AUDIT

23.03.2003

i

PREPARED BY

Helen Hollingworth

Motor Vehicle Licences -

Put Xin the box if :
this last column |

is a part week

Week Number
Week Ending

Discs found on hand at audit

part week

50

51

52

Licences on hand
previous week

Add new stock received

Total

Yalid Hicences issued
on V854 (V10)

Valid Hicences issusd
on V585 (V11)

Spoiled Licences

Total Used

Total Stock At Counter

Main stock still held by
Officer in Charge

Total On Hand

Licences Returned To
Hemel Hempstead

Reconciliation: Total (=C)

VARIANGE

%

-
Cnd



Equip

POL00082946
POL00082946

EQUIPMENT USED

USER

MAKE & MODEL

SERIAL NUMBER

Audit Laptop Computer

Helen Hollingworth

IBM

552L92W

Audits Calculator
Audits Calcutator
Audits Caloulator
Audits Calculator
Audits Caloulator
Audits Caleulator

Heden Hollingworth
Chris Tayior

texel
Aurora

81808
D180

{Note Counter

Office Calculator
Office Calculator
Cffice Calculator
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Stack Managemunt Compliancs Audit Test BRANCH!!Aaﬁm Drive

Doss the office order fortrightly ?
(Far montsly ardedng insert No)

Group A Products

Stock an hand week
Stock recalved in pertod

Stock retumed In period

Stock on hand week

Total sakes

Avacage weekly sales

Maxdroum hokdings at any ms
Value of excess stock (f applicatite)

Group B Produtcts

Stock on hand week
Stock racelved in pariod

Stock retumed In pariod

Stock on hand week

Totsl sales

Average weakly sales

Maximurn hokiings at any time
Value of excess stock (i appbeable)

Yes

EEN

Sh CAT

TCOOE [293537 _ Trrepwedty . [Holnn Holingworth i
British Gax Postal TVL Saving ML, Watie Autodty Vitgin 2 Toddobilte Vodaphone Blactricty
Sayirg Samps Crders Swmps | Saving Statps | Saving Starmps | Phonecards Phonecsrds Pranecands Phonecards | Saving Stsmps

£712.50

Quefiritve Stames

2r Class

Stamp

POL00082946
POL00082946



POL00082946

P32
(V29)

POL00082946
Docs
TACHED DOCUMENTS
AUDIT LEADER; [Helen Hollingworth |
BRANCH NAME: [Marine Drive |
Document
6\ 139



Robbery/Burglary

Docs

POL00082946
POL00082946
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To: From: ' oo
Head of Area

Date ;
Audit of Marine Drive

The following control gaps were identified at the audit of the above named
branch on 23.03.2003

Personal cheques on hand incorrectly lreated

Misuse of monies

Cash and stock not secured during lunchtime if not on premises
Safe left open

Safe keys left in safe door and not secured

Unauthorised amounts held in suspense account (>£1000>8 weeks)
Cash not listed accurately over £500

Travellers cheques not kept in safe

Foreign currency not held securely

Procedures for adjusting losses and gains were not adhered to

&, 141
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To: Error Notice duty
From :

Date :

ERROR NOTICES

BRANCH:

FAD CODE:

The audit at the above branch revealed the following outstanding error notices on hand
and brought to account during the audit, plus those as issued in the Lotus Notes Prep File

Additional Information :

a
= 149
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To: From: oo
Cath Gglesby Helen Hollingworth
inspector

Date: 25" March 2004

Audit of Post Office ® Marine Drive branch, FAD 213337

An audit took place at Marine Drive Post Office on the 25" March 2004.
Helen Hollingworth led the audit and in attendance was Chris Taylor. The audit
commenced at 8.00am and on our arrival the sub postmaster was very pleased to
see us. He explained problems he had been having at the office regarding
balancing. His problems with balancing started in week 43 with a mis-balance of
-4230.97. He was adamant that no members of staff could be committing theft
and felf that the mis-balances were due to a computer problem. He had been in
contact with the Retail Line Manager Cath Oglesby and the Horizon help line
regularly since the problems began. The following tabie gives further weeks
balance declarations on the cash account.

48  -3509.18
46  -8243.10
45  -8730.01
44  -G6754.09
43  -4230.97

48  -3508.18 This amount pul into suspense week 49
46  -8243.10 This amount put into suspense week 47

45  -6730.01 Rolled loss
44  -86754.09
43 -4230.97

in week 47 £8243.10 was put into suspense. Although horizon had been
contacted and the Retail Line was aware of this figure, this was not authorised. In
week 49 £3509.68 was added to make the amount carried in the suspense
account total £11752.78. This was also not authorised.

week 51 balance -£11210.56
suspense account -£11752.78
expected audit resuit - £22563.34
difference at audit - £2795.41 (-£1769.00 lottery -£1026.41 cash)
audit result - £25758.75

On the completion of the audit the Retail Line Manager Cath Oglesby was
contacted, along with the Investigation team and the Audit Line Manager. The
sub postmaster was suspended pending enquiries and an interim postmaster was
pul in charge at the office.
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