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• Remove excess cash 
• Make Good - Cash 
• Make Good — Cheque 
• Settle Centrally - only available for a discrepancy in excess of 

£°50.00 

• Remittance shortages 
• Remittance surpluses 
• Cash in pouches 
• Robbery I burglary losses awaiting clearance 
• Emergency suspense payments (authorised by the NBSC) 

i 
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• Transaction log for the day of the audit (audits commencing before 
opening hours - only) - this report must be produced regardless of 
whether or not you feel the Horizon terminal has been accessed prior 
to audit attendance 

• Office snapshot 
• Balance snapshot for each stock unit - including where the branch 

operates an individual stock unit 
• Foreign currency holdings 
• Outstanding summaries (to verify vouchers / cards on hand): 

➢ Giro deposits / withdrawals 
- NS&I deposits / withdrawals 

Personal banking deposits and withdrawals (manual 
transactions) 

r Green Girocheques 
r Redeemed savings stamps (ROSS) 

• Suspense account report 
• Un-reconciled/outstanding transfers report — for multi stock branches 
• Transaction corrections outstanding 
• Transaction corrections processed (this will also show instances 

whereby evidence has been requested — entries will be preceded with 
an 'E' 

• Remittance summary (ins and outs) for the trading period 
• Reversal reports — RV and ER (42 days) 
• User summary - obtain a list of all users and detail their full names. 

This can then be checked by accessing the modify user' screen and 
checking that all entries are current and in the correct format. 

• Forty-two day transaction log detailing all transactions over £5000.00 
— this will help when carrying out the Regulatory Requirements and 
Standards CAT 

17 
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Details of all cheques on hand at the branch are keyed (to 
the table in cells B32 to A048) separately for each stock 
unit, recording the service for which the cheque was 
accepted and the amount. 

All cheques processed since the last Branch Trading 
period should be recorded in the table in cel ls B56 to 
C90. These are then checked post audit by the MI team 
to ensure all have been received and processed at the 
processing centre. 

Details of any inward and outward cash remittances 
require to be recorded. Values verified at audit by MI 
require to be recorded by breakdown of amount/date. 
However, rems not verified by MI must contain: pouch 
numbers, date & total. 

Totals of all cheques, on hand or processed, are 
automatically calculated and fed to the table in cells B24 
to 027. 

This sheet is to record each denomination of definitive 
stamps by stock unit, recording stock unit details in cells 
04, D4 etc. These are the only stock items that show as 

j a value on the Branch Trading statement, balance 
snapshot etc. The total amount and value for each stamp 
is calculated in columns ACS and AR, along with the total 
value for each stock unit on line 40. 

The miscellaneous section, at the bottom of the table, is 
for recording stamps for values that are no longer issued 
as stock items, such as 37p stamps. Should there be any 
of these on hand the value of the stamp in decimal format 
(i .e. 0.37) should be recorded in cells B35 to 39. The 
total value then feeds directly to the BTS sheet to 
calculate the current trading position. 

Stock j All stock on hand at branch, for up to 20 individual stock 
units (keying stock unit ID on line three), is recorded on 
this sheet. All standard stock and common philatel ic 
items are included, with blank cells to allow the facility to 
add some less common items. 

Reconcil iation j For each stock item transacted, details are recorded as 
follows: 

28 
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each unit of currency, to provide a clear audit trail. The 
top section includes the more common currencies such 
as Euro and American Dollar and there are blank sections 
at the bottom of the page for the more unusual 
currencies. 

Suspense The only items that should be posted to suspense by a 
Subpostmaster/officer in charge are remittance shortages 
or surpluses, robbery/burglary losses; cash in pouches or 
authorised suspense emergency payments. The cash in 
pouches figure is a separate item on the snapshot and is 

j recorded manual ly on the BTS sheet. However, any 
other suspense items are total led and feed automatically 
to the BTS sheet, to be included in the overall trading 
position figure. 

There is an additional table for recording any items that 
are in suspense due to migration. This is a temporary 
table until all these items have been cleared and will 
eventually be removed. 

Receipts and The value of all receipts and sales from the balance 
Sales snapshot are recorded in this table. Inward remittances 

are fed automatically from other sheets within the P32. 

Payments j The value of al l sales from the balance snapshot is 
recorded in this table. Outward remittances and 1 p to £5 
postage remittances are fed automatically from other 
sheets within the P32. 

Branch Trading 
 The following details are recorded from the previous 
j branch trading statement to cells 04 to 09 as follows: (BTS) 

• Last Branch Trading Statement date 
• Cash on hand 
• Cash awaiting collection (rem pouches already 

made up/cash in pouches) 
• Suspense items 
• Other MOP (including cheques) 
• Sterl ing equivalent of bureau holdings 
• 1 p to £5 value postage figure 

Items above are then recorded from the balance 
j snapshot to cells F4 to F9. 

Column G (on hand) is fed automatically from other 
sheets within the P32 workbook, except for foreign 
currency, which needs to be keyed manually. 

30 
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• Date of the incident 
• Time of the incident 
• The name of the branch 
• The address of the branch 
• Postcode 
• The branch code 
• Telephone number of the branch 
• Subpostmasters name 
• If run by a national multiple — which one 

38 
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• Audit leader 
• Name of Audit Officer revealing findings 
• The risk type (audit code) 
• Audit risk priority 
• Amount of the discrepancy (current branch trading position) 
• Amounts that make up the suspense account 
• How the discrepancy was discovered 
• Name of the contacts and service manager dealing 
• Name of person dealing in the absence of the contracts and 

service manager 
• Name of the Investigation Team Manager dealing 
• Name of person dealing in the absence of the Investigation Team 

Manager 
• Details of the decision taken by the C&SM (suspension / not 

suspension) 
• Other action taken if not suspended 
• Location of the assets 
• Details of the interim (are they related?) 
• If a shortage, was it made good and how? 

Auditor•' 

1 • • • i • • 

• ii' _i _• - i -

• i 

_ •_ i - _ _ i i • • i _ s, d 
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• Date of the incident 
• Time of the incident 
• The name of the branch 
• The address of the branch 
• Postcode 
• The branch code 
• Telephone number of the branch 
• Subpostmasters name 
• If run by a national multiple — which one 
• Audit leader 
• Name of Audit Officer revealing findings 
• The risk type (audit code) 
• Audit risk priority 
• Amount of the discrepancy (current branch trading position) 
• Amounts that make up the suspense account 
• How the discrepancy was discovered 
• Name of the contacts and service manager dealing 
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• Name of person dealing in the absence of the contracts and 
service manager 

• Name of the Investigation Team Manager dealing 
• Name of person dealing in the absence of the Investigation Team 

Manager 
• Details of the decision taken by the C&SM (suspension / not 

suspension) 
• Other action taken if not suspended 
• Location of the assets 
• Details of the interim (are they related?) 
• If a shortage, was it made good and how? 

ii R j  :11 A i11l L'
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If you are still in any doubt about the authenticity of the Audit Officers, you 
can telephone the relevant Network Compliance Audit Managers: Graham 
Luke- GRO ;North, Alvin West GRO West, or Tony Hills-_._._._._._._ 

GRO F East. 
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The main role of an Audit Officer at an audit of a directly managed branch 
is: 

findingsll 1&. &YJUM 

• The value 
• Service accepted for 
• Name of the drawer — check these to the names of members of 

staff at the branch 
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ECA 16E/1 Dyepack (E80 in total) 

Smokenote'Pocket' showing position of 'invisible' tape 

a 
f

ECA Code IIII 

3mokenoteTM is housed between 2 stuck £20 notes with a further 
3 or 10 £20 notes placed around the SmokenoteTM, with one 
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Discrepancy < £500. f Discrepancy > £500. Misuse of funds admitted 

Is the discrepancy due to an 
ES 

 

authorised amount in the suspense 

Are there any financial 
irregularities or - - - - ~► 

suspicious Yes 

l No 
Seek proposals to make 
good audit discrepancy. 

'I, 

fllltS1ilr..i to ii-•• • 

• • w • 

Contracts 
Advisors makes a 
decision to close 

the branch_ 

I 

•v nisi 
• • - .' 

s • 

VATF•]I
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1 Yes 
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