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Outline of the changes 
What arc'-e thm rEiffFrmnt rpra/ymc7 

• Pri'ni -rc ?r "it, -4,-; All Branches 

• Planning -- to pa:^ ,„ in the CL. r;, from t se, a .i s r sic au

• CORE - all t' . e)ns -• there ar r 16, 24 a 25 

• Pro r Mural urity - all the security quo 

• Gov` -es - 1 
. 

~rI and tions - these are automatic ,

• POCA - these qur ,rm6 ,. ,u dM i. ;oily compliant or n , - sled 

• CoF r. ses of Inter `al woe, ;le to receive a copy of the report, and cr, nf -rn: c `has form 
ISO

• SSavJ

Firstly you need to refresh yrur alr <space. / h, a1 'A .rk.r+A e f hes automatically, if you are g ir E la ri:r r7e ) a tool 
there is a time r(ea l  :_, screen a- ,>rnatic ref rl .i1es, so it's alv t a 'r; it manually. 

Open SI iri ro+ c +sr sl: ce ;> c ick on the 'Sync' tab •ci iron click the 'Sync' button. 

Home }nt Dhow 

Sync Change Sync Sync 
Settings - Status 

Syec 

ork Services -Tower - Network Field Support - Microsoft SharePoint Workspace 

Cs 

ontent Network Services > Tower - Network Field Support 

)ocuments Folders Name Modified Modifie.., Checkln.., Checke... Version 

* Tower - Network Field Support d 94 Tower - Network O Currently 22/11/2013 Sandra 1,0 

rrvr=: ?t?~) Field Support ig [2Old CAT 14111/2013 Alexander 1,0 
S, Currently (3 Old P32s 14/11/2013 Sandra 1A 

Ina
j:. 

Old ATTaolsC 
C

All Branehi 17/11/2013 Alexander 1A 

Old P32S s CAT 24,11/2013 Alexander 

20;71/2113 Alexander 
1.0

FAT 1,0 
Guide - 23/112013 Alexander 1.0 

~•~ Guide. 73/11/2013 Alexander T..0 
IC Stock For 22/102013 Alexander 1.0 
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Double click on the CAT Tool and the 'All Branches Database' to open them. 

W~kr z~ ~ papers 
You can rwr 5t the working papers by clicking on `Click this button to print CAT Working Papers' 

I Branch Code 1 116116 1 Branch Name I I Date of Audit I \ n 'oe'rr t5 

Typetht Branch Code here hen press'Erte=to update the sheet. _ oe., ❑ e_-a. . .. 
hand box then press Enter. select the office from the 1, & dick "OK 

y 

Alsoenterthedateof air_.•. _- . sc t erecc-e-r ,ne , ._...e . __._. 

Office Selected: Wakes Coine 

items to the right have beer excluded from the CAT 
Aid

~ 
ong papers. Select to include > 

View the Compliance Cad 

g Paoers 

Blanch Cxe 7 ocatlon Nam rading Sub Statt Branch iypej BPS Offset ddress line Address tine 2 Address line 3 dress lin4idress lin Postcode ephune 

1161164 Wakes Open .SPSO 'D Colchester ,WakesCoine ;Colcheste Essex -CO62Df 017872: 
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Paste 1. tri q 

-Type in the Br-: rc Ceno and press Enter, the details of the branch will bed ° ol-i,led. 

Branch Code I 116116 i Branch Name Date of Audit I 24/06/2015 

Type the 

Also Boer the date of audit , s tect th

Cede tare thec eE f ce f to update the sh "010tet'rntety. type the office game or part of tin then 
p the office  dicklist &  "DI C1hand me then 

Branch
 press  t a s  this thtt th

en add/remove any puestian applicable to that date. 

'he ba arch oo''cede =s CO6 2C c .  Er Gooere n'aj 

Any items to the right have beer excluded from the CAT  
 •' 

works ng papers. Select to tncl ude I 

d Branch Cade 7 jtxaton Naan4aadlng Sub. Stat& Branch Type BTS dthees tine. ..Address Line 2 Address 

5161164 Wakes Open SPSO C Colchester Wakes Colne 

Select 'Copy Office Data to Clipboard 

Click into the green box on the F'lar, e. Do this by using keys 'Ctrl' and V. 

Paste in All Branch Database data 

1. OPea the teats 2 Cop the, bnneh rcw 3. P'a.b the roe P Pa ormo hoc halewtcht . vl 

py Off ce Data to Cllpbaa 

Yew t e utrce• - 

drebs Lha41rees QSLCode~lel 

Colcheste Essex GRO 

Paste in All Branch Database data 
3. 0— if.e Eerel fits 2. Cap/ tha bench rmr 3. Pate tlrz rc.. in the Yraan b o lira,, (C i - A 

a ia4s 

h91 ;,rl i or"' "nt a .. ., .e 
" r ,f  •lm n. It on Fw r- )I fl %a' ".it me C2:  Ica'.:: r° lr' `ill. .f 8  l':6" C„' no 

do any of theme, and enter the RS0)//ASt/i/kLontracts Advisor email addresses in the briar confirmation screen. 

Branch Details - auto Filed tram paste Bring ---_ 

ararch coo, aLan W[nss. 
33-34 Markee place 

t w,th In. 
1i too 

BBd, Caa. ] aPb,.,~ 9r.r~c. adage 2 Bread. Tr to group . 

B— wane  Bann Mdse3 
1l

nwne Bence f e•es.4 PUMe. a aabbt 

Mrenk
Co-operative Graup Ltd dTW} PF Nash Ya+ahire ..._....,.._..., .,.._....,.._...~ 

aeon $M1M. Bench Pa.M>de 

Bran:h Etumr.ent - auto filled from paste string "  
6r &.  r.rninel~ c:'sl Tern nei: Pnvse., PC Srn:es Po ATM ATM Type 

_ 
II

. .. .._. __.1 

Branch Services - auto flied from paste strirg

øLC'Y I On Deman
dl__.__

Closet.. rtmbe- 

4o'7Qcr 
...® 

.m Sam<rr

_._ _.6
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2. l ri g 
n shefrm 

PL r : 'I 

On fill in the
leer`
suta'. JC7. w _^ i_. v C rrr.;-.t I""1.t: .i i'1
it will show a line under the nn ; ii it is core 

LAudit Details 

Date cf audit = - .-each  _ 
:I 

Confirm E = :- ne 

J Select... 
'^ 

7 Select...

Audit Cade f 

J r L9 

Audit Details 

Date of audit Audit Tool Type Core/Outreach Conf;rrn Branch Type 
[ Tj] Select... Select... Select... 

Audit Code 

Select.-- j

Lead Auditor  AH Auditors (including Lead] -.

Sandra Md?nde - :.: i 

You ran also ''arch for a nom by r7lickino or, the 'Arid People `rorr the address Book' icon. Type in the surname of the 
per ,. , _ .> Enter,

McBride x 

- iksptaY Name Title De Depaztment people and groups (10) 
organizations (10) 

Amanda J McBride Branch Manager Counters 
Amanda J Mcbride Branch Manager Counters 
Damien P Mcbride CWG s?perations North Territory 
Drew Mcbnde Regional Sales Manager... Operations 
Eddie Mcbride Ops [,resign & Efficiency ... Cps Develolment and S... 
Gareth Mcbride Postman)Postwoman Production Control Wee.. . 
Kirsty M Mcbride Data Entry Keyer Cate Shift A Work Area ... 
Male Mcbride Advanced Customer Ad.. . Business 
M hael L Mcbride WBC Admin Assist Normarton Walk Bundiin... 
Sandra McBride Field Support Change A... Netaorir Feld Support 

lect the person you require and click on Add then OK. 
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1 

rr -10  tw Fl- l.. e U op or it t ,try drop down must have something selected to allow you to subunit the form. Any 
y w the end results. 

f. . turn to be as.4e-a An-Aw,, ited Marx 

Someon- ,hr ou c, c _ rftcc Ur UUt av=s ion the custor- - ret , is ascertain details of what the money is being used for and COREC'1_ 
benefits ..  _ . U.. ., a sU ' .ant w 

nvo{vz,. C, . -rs •'a
£4k o1 Ut Out_. r _-. F - rn t ice- 
nouldy_ ,. -. 

. ,.~ Eail ' 

- - 
r "' ' =vs S able to defer transaction by 7 working days, if s~uspaao~us obtain astomess N/A 

ben a and is known in the area tot .e: identif: s on err as much intimation as possible about the ere saCion and then apple fir rTestdi 

CO" th - there are '2, extra fields. One is to grade the failure (if' ,i is one), as marked in the 'Answer required' box. The 
Otrlr: is 0 -tlr f. FU Ul"` `: it coq -r' K.' " . air. T'h r err MU air Ts; s -.. .

.•:rir.IanO

 w -..o re mails integrity solutions can be 

found end provides the level of . ri e re contracted to Royal Mail to provide. 

Flow do you ensure all mail items awaiting 13.1 - ,ey maul be in a lodubte conta ner. on a leash behind the counter or held valhin the C ORE16: 
collection (includig wiority service hems) stare area. All priority items must be held within the secure area. . 
ate key secure? Please also fill in the severit if CORE16 is a fail 

a - Anwar incorrectly
2 - A couple of non priority items 
2 - Several non pviortt or one unsex re bag 
3 - Priority Service items or multiple unsecure tags 

Are there integrity issues due to space irzints? ` Yg

CORE24 If this is a failure you now neec :o .nf or 1 o ; .r :tae of .pa .e f a. of. test. 

Observation -were training receipts 201 Ch -- _ saProtection. -1P5_4. 
available €or ail blanch staff for current  F ornephone'Eraa barq •n Jrs _s r any o -_ _= f _re t etaing. If training records not 
compliance training? available for every mere r -. _._ , :.;.st re-ta- :--r _ r.a receipts must then be Filed 

in branch. FSA to incur this is r:-: me e-= _ =efo'e leaving the branch wherever possible. For 
Cargerous Goods this test be done ,. : , .. -: ~ auditors are an site, and if the staff members are 

_ ,. ._ -::;,. ,nail until both tests have been 

..s r-enniss:bte f r relief SPMR s. =rs and other no-Cs : . -ii omit:: 
.. .. =n the testa an alternative bray cF. _.. _ co -do with then 

ore =ice -hem if ntly working in ---e e--.nc 
_ csm branches for-recently c __ _. - _ -u moste"eck tre _ __ _s: f nr the 

io- <cndation Modu pH _. . r ,̂a _.. e s ihec hasbe" 
1 i5.>rrec since. 

-, '. -' _ -0er of s rte -
Thu mernames t s the any eon - - _t trench standards w,t need to chase (you only 
nee- tJ te- each usememe once. na ma how -Stm - 'se{ 

0a - " - F7inacdai 5.*= rtmiaptrorara 
11 .- .- 

6un¢i, arous :ircerna;;ona AML 
mtmniabm~ pVLA araarlaana (ioatle Da gems Coons 

1...._. O5 2M014 15O5J14 2a,I  17Ot 13 0210312013 09et7B72023 O e21 p1s 

-a Add another 
usernaree 

YOU _ , oil in ti"i/i. . _ r. S rte r0 a ity staff that still l VU "t ,.rc: 6.. 0 OUt .U_ tt U/,. - U. a audit, 
which will .. -glow ups. The extra MI is fr,, d to our clients who have rest . 
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Con; -re-Its 
The ::,s i i 1 s: ,o: . tllirnents together, so they will all ,,show together. 
If t. the details need to be included in the comments box. This also applies if a 
brae 4 k rlc t.

By rut-Mw a th gperatprlMe ran om cuff St-at-be, wt*r.g in br.ren: CORES!: 
l'bnat Co you do 'if a customer dpaeeet 1hr Faust tent fit be aeupted if the wt  wn t eonf'm. the eoments. 
be  whet a par , d m-vtmrt cr refu:ee of thtthyts knov t the tee ass, r tee -S :ell f the eye sf flue dangerous as 2efiret a anaase' - slda.
tell you? to tnnyt be cure whether the net a i11eglWl to ammo berqhibityc), or 'suet be toreaged art a 

Steer way (r tad} 

Per' t~I - " F•a . r c-' rrt fl;-tyte4Meq 

The ~o 26 ~ a ~e ji , ( ~estio acre the four standard options in the drop down. There is also a 
button for quickly mal-Kong the wnoie section as cornpiiant. 

G tas , ;~ .tt s -
Th if the branch doesn't do them (Passports, AEI and DVLA). These can be overwritten if it turns 
out the ,,e branch doe o them. 

Ouest.nn to he asked Answer Requ;red Mfark 

S's 

Are under coop ,es 1p53S'1 accurately Chet% 2 ,^reeks under Cop . es to .sure that they are fully carripiieted, carraet fees applied, and IP56u1: 
completed ane retained as appropriate? I.e. retained as per guidelines. 

toot vluervduree, branch c a. =er ,zreck 
number. initials. - ,e --..--

Charges apot ed. 
(fW/AforPC

whatwauid _ . ~_n_. -_-: .._ .. .  _:.wfeeanlY.GomP4et_ --:..._ . __.. r-~52. 

incorrect doe atro-.- -.- -re rc -xr E,i = v s - ra n set aft mduding the e_:.- t2  -: -z-~r<_ ._ . _ ye

cant afned ert c cst e - -e---o =_sport Apptcs   _ - r_ 

(N/A for Pt+ -::cisJ :e.-. . ;r n 3 -n=_y vdsn to have -r , _,. , 
_- ,- ,  -. . _..,. 

-ianal checking fee. 
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Each question has the standard four options. There are also buttons for quickly marking the whole section as compliant or not 
tested. 

Mark as fully cornpGant i , I  Mark as not testy 

If a test is answered. N/A or NIT reco why in the Comments box at the bottom of the page 

Qtrstr`mrs to be asked Anse r- Rc u/ -o f Math 

when opening a Porn account what E fi ,n. POCA42: _.~ 
Would you check for on the applicaten 
form (P6629)? 
(NIA for PO Locals) 

when opening a POca account, what Make a visual check on corresponding Acceptable Evidence of Identity form (P6363) to ensure branch POCA~w3: 
would you check for on the application has taken Identification in support of application. ... .......... .,. 
form (P6629)? 
(N/A for PO Locals) 

If horizon of line is down and you have Make sure the branch staff know the emergency payment proces£ POC 4`+B: 
offered Obtain the customers card '' .. '..
A. Try another position Advise you can make an emergency payment of up to £20 per day but only if you art suthoristd to 
B. Try a BOI ATM if the branch have do so by obtaining authorisation from the banking team 
one. Complete the manual fraud checks on the card including a visual check of the o:ctomerc signature 
C. Try another PC Ask the customer how much the1/d like to withdraw 

Report 
The RSM/ASM/Contracts Advisor email addresses are automatically populated but can be changed if necessary. 
Please ensure that the Contract Advisor's full email address is entered and if it is missing you will need type it 
in. 

Any other internal email addresses that need to see the Compliance Aud' i , ., r<. Make 
sure you enter the full email address. You can only enter Post Office Ltd
Once the tool has been completed click on the button to email the report. 

CAT > Repot7 M

Brandt R3MJR6M Branch ASM/CSCSM Branch Contracts Advisor

Field Team Leacer 

Setect... * j 

Other email alerts needed (separate with;) 

Compliance Audit Report 

The above branch has been audited, below are any conformance gaps found during the audit. The follow up + ptestions and answers 

are also shown. 

Branch Standards will post or email (depending on their preference) out a espy of the actions to the branch, and then telephone the 

branch within the next 2-3 weeks to ensure the actions have been carried out 
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F mlments 

1/0(_.ir

your  ~ .i.0 
;its kin th _. 

appears arka any f

omotiance Muait KB 

The above branch a ecn 

:re also shown. 

-ranch Standards will post or email (depending on their preference) c 
ranch within the next 2-3 weeks to ensure the actions have been car 

CORE19 

4re0: Mails 

Von Cerrfarmarrre: Scales not tested weekly. 

raped Customers inconvenienced shou+z:

4..tion Required.- Staff to make sure that scales are tees 

:3uston: How often do you test your scales?14 

4esparrse Weekly, anywhere as long as the is 

4eference Help > Help Home > F2 Postal &ic 
Testing 

Help Link Sal CCi€t - Cn rF:inc ; 

CORE19 - This is a test CAT 

t. The follow up que .< 

a copy of ti-e actions to the branch, and then telephone the 

i out 

1 to -_~apted and sent underpaidloverpaid. 

d weekly. 

nd where do you record this information? 

a record 

es > F2 General Information > F6 0 -5>  F15 Scales > F5 Checking and 
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This is the final screen. Type in the pnstniaster°s name and answer if a FAT was completed with this audit. 

Please enter the Ltg - - - _ F - . . _ -mss sent to the branch. - 

Was a FAT ewnpleted? 

Confirmation 
,.. .~ . . . . :c:r _.... t. _ z -`° __ _ . _ -~xt 2 wanking da.~• 

,-  k _ _. _ e {'. '. __ _ .. _ 3. be no funhe _. a _ t you have 
lo_-eLL eus_r thing carectsy. 

Are you Kapp _oerything is fNiec rc corren _ e correct

You do not r og your name, this will be captured automatically on submission. 
if you are nr-.* naz=✓ v, w.-at is shovang in the file, then please email bnarthcanoarasoataau s@oosoftlouco.uk 

The w you have e, nrything correctly as no further checks will be made to the data before 
be  sent out to the urranch. 

SL T
The ;uc i, rw sr -yrr :as t(; tl-, rr , iire oa b> re lrt vr; s f ck alp S farr t e cr pie of h r"cr-m. You 
must ta* ,: ~ :aeen unsuccessful. The audit is 
automa 

' Home L t 

:CUt 

Submit ante 

:.thorn Clipboard 

' `j' ' 
iou cas yr~ File>Save As to save the form to your computer at any time. It does riot matter what you name the file. 
You caw lien reopen the fi le to update it by double clicking on it, just like you would a Word document. 
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