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Action Complete TBC 
Is the NCA aware of any issues with 
the Royal Mail Collections and V 

Deliveries being arranged by the FCA? 
Is there a Post Box? 
What are the Official Opening Times of 
the Office? 
Have the Horizon Online comms been 
installed? (ISDN / ADSL / Vsat) 
Has the Horizon Online equipment 
been installed? 
Is there a datestamp in the Office? 
Were there any issues with the Horizon 
Online installation? (e.g. Problems 
with configuration/ any bits of kit 
requiring replacement 
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Is there any problem or delay with 
works due to be completed by the 
Subpostmaster including building 
works? 
Are there electronic scales and, if yes, 
are they connected and working. 
Has the Alarm been installed and 
tested, and the new Postmaster given 
training and the alarm codes? 
When is Stock and Cash due to be 
delivered? 
Day and time. 
Is there an ATM and, if yes, what type 
Is it a Mailwork Office and, if yes, has 
training been arranged for new Agent? 
Mailwork Guide attached to On Line 
Brief to be used as an aid prior to 
receiving training 
Is it a Lottery Office and, if yes, has 
training been arranged for new Agent? 
Are there any Local Schemes? e.g. 
SWEB key Charging, Bus Passes. 
Is there a Paypoint or Asylum Seeker 
machine and have they been 
connected? 
Have the Stores been delivered? How 
many boxes? 

Complete 
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opening can only be dealt with by NBSC 
Pinpad Ensure connected and working — test on 

Horizon Online 

Printer Ensure Counter Printer and Back Office 
Printer work and that there are spare Rol ls 
and Ink for each. 
Show Postmaster how to change Rol ls 
and Ink pads 

Safe Confirm with Postmaster the 
opening/closing times of the Safe. Ensure 
Postmaster has code and is able to 
unset/set the safe. 

Stock and FSA to guide Agent through checking the 
Cash stock and cash and entering onto Horizon 

Online. 
If the Office is an MVL Office ensure an 
adequate supply of Tax Discs have been 
received. 
If delivered on Prep Day the Agent can be 
shown how to accept a Remittance. 
Check del ivery days for cash and stock. 
Confirm with Agent when and how to 
check Planned Orders 

Datestamp Ensure correct date for opening and 
sufficient spare ink pads 

Stores Empty boxes and arrange stores in Office. 
Agent to be shown by FSA how to order 
any missing items using Stores Ops 
Manual . 
Any priority items missing from delivery 
FSA to collect from nearby Office if 
possible. 
Check enough Horizon Online 
consumables and order form. 

ATM Ensure instructions for ATM are avai lable. 
If BOl ATM ensure that Stock Unit is 
created by Agent for ATM. 
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Staff Confirm how many staff are working in the 
Office and ensure Agent is aware of need 
for extra cover during training. 
FSA may wish to check this when they 
make initial contact with the Office prior to 
Prep Day 

Opening Has anything been arranged with Press, 
Launch etc for an "official" opening and when will it 

take place? 
It is advised in letter received by Agent 
from Project Support that any official 
openings are deferred for a week or more 
following the transfer date 

Combi/Open Ensure Retention Units are attached for 
Plan/SSOC Datestamp and Stamp Portfolio 

Operations Confirm necessary manuals available in 
Manuals the Office, or order if required 

Trading Check Trading Period Group for the Office 
Period and date that the next Trading statement is 

due 
If calendar has not been received with 
Stores confirm dates on EASE 
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• The migration of Horizon Online (if required). 
• The ordering of cash and stock (Re-opening and opening 

only). 

Relocation V7 Feb 10 6 



POL00032755 
POL00032755 

f 

• i ' ~ l r o r •' is ~# 

• M • • • # •E-mail # : r i 
~r 

.,.i o ! - # • 1. ' s . ! • 

Relocation V7 Feb 10 7 



POL00032755 
POL00032755 

' ' . ' M ., •' i 'w 11171'] iiiiiiiU1'

Relocation V7 Feb 10 8 



POL00032755 
POL00032755 

f• • • f ' ' r f r i ~',• ff~ f •' 

i f • I~ ' f '~ r t' r f' r i •' 

~`. iii* 1 I Ifi1I1iiI!UitWIAX! Jj

Relocation V7 Feb 10 9 



POL00032755 
POL00032755 

Pre Prep Telephone Call 

What issues were raised and 
how were they resolved? 

Were there any outstanding 
iSsueS? 

Comments: 

Prep Day Ticklist Comments: 

What issues were raised and 
how were they resolved? 

Were there any outstanding 
issues? 

Improvement Suggestions Comments: 

Were the Telephone Call and 
Ticklist useful? 

Any suggestions for improving 
the process? 

Stores issues Comments: 

Were there any Stores issues? 
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