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SECOND WITNESS STATEMENT OF HELEN ROSE
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(-I HELEN ROSE (nee Hollingworth) of Investlgat on Suite,” F'rst Post House, Brights_lie:}
w M
- Lane, Shefficld, S9 2XX WILL SAY AS FOLLOWS:

1. Iam currently a Security Analyst for the Post Office Limited (the Post Office) and
have been a Security Analyst since 25 September 2006. Prior to being a Security
Analyst, I was an Investigations Manager from September 2004 to 24 September
2006. Prior to that, I was an auditor at the Post Office for 5 years since August
1999. 1 have worked for the Post Office for over 9 years since approximately
i February 1997.

2. 1 make this Witness Statement from facts within my own knowledge unless
.otherwise stated. 1 have had the benefit of reading through the audit papers.
References to page numbers in this Witness Statement are to page numbers of
Exhibit HRZ to this Witness Statement.

3. As an Auditor, I was responsible for auditing Post Office branches. I usually carried
out at least 1 audit every day, although sometimes it could be closer to 2 or 3
audits and on 1 occasion I remember that I did 4 audits. I would therefore
conservatively estimate that over the S years whilst I was an auditor, I carried out
well over 1,409 audits.
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4, On 23 March 2004, 1 attended the branch of the Post Office at | GRO |
GRO (the Marine Drive branch), together with my

colleague Chris Taylor. We arrived at approximately 8.00 a.m. I had not had any
previous involvement with the Marine Drive branch.

S. The process of cairying out the audit Involves physically counting the cash and
stock at the Marine Drive branch, checking the paperwork such as Giro deposits
and withdrawal receipts, Penslons and Allowances Reports and where appropriate,
declared cash receipts,

( Mr astletoniexplained that h he had been havmg problems balancing the books and
. that thosep problems had started in the cash account week endmg 43 (21 January
S 2004) “with~ a-shortfall - of £4 230.97. /Mr Castleton "Was~ adamant” that™the

\—J-

e

mlsbalances were due toa computer problem and that no members of his staff
\-*could be committlng theft /In my considerable experience as an auditor, I have
never personally come across any computer problem generating cash shortfalls
and Mr Castleton’s explanation sounded completely implausible to me.
"f -ys7
7. The handwritterhnotes of the audit are at pages 1 %0 47 and a typed copy %7the
audit lsﬂ?pada 0 64. X copy of the conclusion of my report is a’t@page 65 - T n,;
- ‘ {"short, ‘having performed @ full audit of the ca “and stock, T 'found that at 23 / '
{ March 2004_the branch was shurt of £25 758.75 cash’ This was a result of
'unauthorised losses that had accumulated in the cash account of which a portion
had been transferred to the suspense account for many weeks leading up to the
audit. (For clarification I should confirm that the report Is erroneously dated 25
rather than 23 March 2004. 1 belleve that the audit took place on 23 March 2004
and that this is a typographical error. The report also lists weeks 48 to 43 and
their figures twice and this is also simply a typographical error).

8. As part of a normal audit, we have to complete a procedural security inspection.
This was initiated by my colleague Chris Taylor. When a postmaster is suspended
then any remaining compliance tests are not completed, because of the large
number of compliance tests (including security compliance) that have to be
completed for each audit. Accordingly, although the procedural security Inspection
was started as a matter of routine, I do not recall it being completed because Mr
Castleton was suspended prior to its completion and it then became irrelevant.

9. A typed copy of the contr&l gaps that were identified after the secunty mspection

was Initiated is at page763 7The Inspection revealed that the safe was left open, '
Lthe safe keys were left in the safe door and it was not secured that cash and stock/
f viere: not secured dunng lunchtime if the Sub- -Postmaster was not on the premlses, J

S e e e o e
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- that Travellers Cheques were not kept in the safe and Foreign Currency wés not
held securely, that standard procedures for adjusting losses and gains were not
adhered to (because losses were unauthorised) and pers_onal cheques on hand had
been incorrectly treated. However, I should add that I believe the reason Mr
Castleton was subsequently suspended was because the Marine Drive branch was
short of a significant amount of cash, rather than because of the control gaps that
the security inspection identified.

1001 do remember that Mr" Castleton left the branch at lunchtime and returned-in-t the

E aftemoon smelling strongly of alcohol. ]

11. I did not remove any documents from the Marine Drive branch during the audit. If

there were any documents that are required, I always ask the Sub- Postmaster to

:~print off his~ $pare copy 1 understand that one- of ‘the: live issues in this' case is

whether any balance snapshots were removed. A balance snapshot is a report that

contains what the computer records is the total cash In stock fi igure and all

B ’") transactions, sales, stock and method of payments at a branch. Every time a
transaction takes place the snapshot would alter because it looks at the previous

weeks’ declared cash in stock and adjusts items as they are sold, so If someone

forgets to enter an item that a customer has purchased then the balance snapshot

‘ figures will be inaccurate. It is only a balancing aid for postmasters and not

AMAT

- * the postmaster to print out a balance snapshot, someétinies 2, (1 for file without

“classed as an accounting document On arriving ‘at'a branch ‘an auditor mlght askl,." R

any marks on and a working copy for ticking off things, when checked). There -

wiould be no reason or benefit to even look at previous balance snapshots. I
certainly do not recall removing any daily balance snapshots and for the reason I
have explained, they would not have been particularly useful to me.

12. I was not involved with the case any further after completing the audit.

-~

1 believe that the facts stated in this witness statement are true.

Signed G RO

HELEN ROSE

Date O\ CX:( O(n
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POL00107075

POL00107075
T ’ i Filed on behalf of the: \Clalman
- Witness: Helen Ros
Statement:
Exhibits: "HR2
Date made: 04/10/0

Claim No. HQO5X0270¢

IN THE HIGH COURT OF JUSTICE
QUEENS BENCH DIVISION

BETWEEN:
POST OFFICE LIMITED Clalmant/Part 20
. Defendant
-and -
LEE CASTLETON Defendant/ Part 20
Claimant
)
SECOND WITNESS STATEMENT OF
HELEN ROSE
BOND PEARCE LLP
Ref: S1D3.348035.134
Solicitors for the Claimant/Part 20
Defendant
1A_1212111_3 , - 4 G 9




POL00107075

POL00107075
i . ‘ ’ Flled on behalf of the: Clalmant
Py . Witness: H Rose
Statement: 1
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o STOCK ON HAND
Branch: NS vno b( Wf. code: e AR DD Date: £20.9%. 25
| R DESCRIPTION oA NGRS STOTAL | P DESCRIRTION X 3P e Now L [ATOTAR
og ibool (o’:: Lzndcass| {5, 9 Switpack ROW (C4)
O (oS 2dstcnss| 9o Lt 22 Y| Swinpack  Euro{C4) .

v o b Swiftpack WAV (CS)
2p TOO L Swiftpack WW (DL)
ol .il e el nL. 1 N ' Swiftalr (smi)
2007 0 £v<o v Spl 1y 11201 Swiftair (Ped)
Yoo 2’4 {;_] o 1:p V2] o~ Sw'm:nr {Lae)
P Swiftalr {Europe)
o2| 32 {ﬁ% v 20p Swiftalr (Worldwidc)

200| L2 B0 33p % Internationat Reply Coup -7
lod U '8 G . 34p 122 | Alrpack - Euro (obsolete)]
/ LN 7 - TN 1 O—I S _lg\{‘. Alspack «WW (obsolete)
E 568 . ap Alipack ROW (C3)
/ |+ ‘CP 42p] [\ 2.‘\/ N W Alipack Euto  (C3)
}.- i+ (4% 4l s.s ?,ala L~ Rlipack ROW (€3}
/ , 50p] e, Y . Altpack Euro  (€C4)
I + .b 68p ]q,\‘o SO . Sy 7 13t Class self adhesive {200)
£1.00] X\ | 2nd Class self adhesive (200)

£1.50| ¢A |- 151 Class self adhesive (100)] |~

e2f 37 |~ 2nd Class self adhesive (100)]  {\

R e = B Laahh R o e VPR epwtnag (peuRt B -t
. 1IN Ed Stamp Vending £1.00p
19 Books Vending £2.00p|
27p Sell 6 x2nd
37p adhesive 6 x st
Christmas Stamps 53p Stamp 12x2nd] 22
Christmas Stamps £1.12 books 12 x1st
Hiscellancous postage 4 x Europe rafe up {o 40g
Acrogrammes (Singles) %' 4 x Rest of World rate up to 409
Aero Discount Packs 6 X Euro {25) .2< . (2)
Pict Aerogramme Packs 6 x 42p(25)
Xmas Alr Letters 6 x 6Bp(25)
Pict Alr Lelters (Singles) Stamp 2nd x 10
Air Cards - Singles x £1.04 Books 1stx 10
Alr Cards singles x £1.35 Other 2nd x4
Air Cards - Packs 1stx 4
Specidl delivery  Smatl] > 4 x Euro {25)
Special delivery  Large AN - Greetings books
Speclal Delivery X Large Chrlstmas Dooks 24 x2nd
Special Delivery 9:00am Christmas Books 12x1st
Int Sign Euro 4 x40p
Int Sign World 4 x65p
Alr Sure Pack £6,99 Piscellaneous stamp books
Swilt Alr Pack £5.50

Stock V21 - 6 Oct0d P32 (v28)
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. S DESCRIRTION A e Noze [ aNoa [ No3s [ O TAL e DES CRIBTION s | FE N [ S N NS [T OTATE
vy . ’Game Licences Red Postal Orders sop] | 3
Green g} 22
Blue £2)
Oceasknal e )’
Dealer ) gl 1O
Keeper ) £5] 2 :
Phitatetic focs| (2, |, ) S
ftems Peosl 3 el 1o,
235 1A eof 1
,;L-%S L | Aazlz ) g e9) 2
ER-YARDS g0
3% 2% 7] e1s] (o
| QO mirceitancous| 4 (¢ | { £20 ’
Dlscowl 10%x 151 {50) Coronation Postal Orders
Stamp 10 x 2nd (50) Commemonative Colns
Books 4x1£2(50) Vehicle Licence Stamps \Z.. ?;3 .
4x2nd (50) TV Licence Samps A2
~ 4 x Euro (25) Water Authotity Stamps
] 4% 40p (25) BritshGasStmps €5 | ©
- axesp(s)| . SEE Electlcity stamps
Self Adhesive 6xist Southern Electric 5.5.£5
Seif Adhesive Cx2nd Horwebd Electricity S.S.
Self Adhesive  12x1sl Swalee Blecukcity S.S. :
N et Adhesive  12x200] T T U] obexregonevenenes | | L | T
4xEwope rate up 1o 40g ' Littlewoods Scratchcards Q -
4 x Rest of World rate up 10 409/ T-Moblle Prepay €20 -
€ X Euro (25) TModile Pre-pay  £10
G x42p Yodafons pay isyou Wik LS .
Gx68p Yodafone p3y as you talk £10
Christmas 24%x208 Vodsfone pay as you talk £15
Chiistmas 12x1st Vodafone pay as you Lalk £25
misc, discount stamp books. Vigin Pre Pay  £10
b tlome * VicginPre Pay  £20
Help £5 PO Phonecard|
Shmp; £10 PO Phonecard q
£20 PO Phenecatd, Y
£1010t PO Phonecard] ) 7>
O2PrePay ti0 -
' . . Q2PrePay L20]
Seloh o | e oraitat 10
A Gas Tokens E% BT Global  £20
Vehicie Licences i ﬁ%“?% Nationat Lottery Instants £
Witk Tokens (Ds{- A Hational Lottery Instants £2
Elecuicity Tokens €3 Hational Lottery Instants £3 :
‘BecticityTokens £5 [\ S | D National Lottery Instants £5
Electricity Tekens £10
Blectricity Tokens £15 '

I ..kE&.QNJGKLKNS@MMQ stock oahand at audd yas counted by mysel and was accurately recorded on this form for the
i GRO i
P32 (Ve8}

Uit teader 1o inpul to the computer,

Stock V21 -6 Oct 03

Certfied Dy

H
b saressesee

"

412




POL00107075
POL00107075

- ‘.
H - - .
L] ‘.'. e
Marine Drcive FAD 2133377 Page 1
15:25:56 2370372004 CAF 52
. Suspense Asedunt - OCflce Copy
WARNING - Check the C/Fwd column for negative valuss. If present refer t» the
Horlizon User Sulde for instrucstions on how €0 procecd
su Date  Product Volume Value B/Fud C/Fwd
RD Chegues A :
TOTAL @ [ ] 0, 0 OG0
RD Chegues &
TOTAL D} .09 LD ] 0.0¢
RD <heques ©
TOTAL ' 9 9.00 2,09 0.00
Vouzhers
! TOTAL o 0.99% DO 0.00
Shortayges in Rems ot
TOTAL D .90 LR 0.00
Euralagcy 2te losses
TITAL [ .00 DY) .00
POL Cheques
TOIAL K b T C.G0
Higratien UP
TOTAL ] Q.00 Vo a0 G 03
Cash Shectyjges A
FA 2300394 Loss A redeemed 1 11,752.%&-
TOTAL H 11,%%2.78- 11,752.%3 0,00
Cash Shertages R
TOTAL % DONIS g Q.00
Cash Shaivtaaes 2
TITHL, ] BORGTT 0, 00 o,
Cish Shatages O
TOTAL a Lo B Q.00
Frepurshizas
TOTAL 3] DRI YD ] 0,00
Cazh Surpluses nat yer sdjusted A
THiAL ] D LT 0,0
Cagh Jurpiuses ndt yor adjusted 3
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Macine Drive ) , FAD 2133377 Page 2
15:25:56 23/03/2004 b - - - cAp o0
Suspense Account - Office Copy e .
WARNING - Checlk: the ©/Fwd column for negative values. 1€ present refer teo the
Horlzon Usec Guide for instructions on how > prosesd
su Date  Product Voluma Value B/Fwd C/Fwud
TOTAL 0 Q.00 0.90 0.0%
Surpluses in Rems ets
TOTAL [d UL 02.00 2,00
Migratiaon UR
TOTAL D] LN 0,00 [
s++ END OF REPORT °***
€ ')
> » ATy K i -\t w » T
» . .
R .
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A S 2 O | e O e S [ Ot e GO O
2% 0o | 1Soco D00 =S 1S |
11%0 140 320 Hoo— | Dby

2050 2970 | 1Gobol 3370 aACH 235S

e — T T S

e B e e e e e R A o Pty
3T zel s R el s tlre] ikl 2o] o das ] v ]

7.

coles| 3 he] qwl=l. 1 30] 2ol | 330

2o~ | (ool 18]~ | 2c0 3%

(o) el I = 20! ~ | Fenm. So
s

: Kozt R Uy T I )
255|— | B
K= 2550

312|233 7120] 127 |9 208 |96 ] 16 |2o] 54 |e0] 345 | a55

P Esereen ez B EVEGE
ﬁﬁ;%ﬁs‘-’&riiu N AR ) (e e sRaym

£100
£50
£20
£10
£5

£1 note , .
£2 coin iUnchargediss] © -
£1 coin ' e

11 50p
20p
10p
Sp
2p
ip

scois/muts

Lottery
Euro
MESHE Swize e
I hereby certify that | have counted the cash detailed above and can state that these
figures are correct :-

Version 9 October 2003 —_ 41 5
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RAVMENTSESZ ISR

Other Giro Outpaymehts

SUMMARY OF VOUCHERS'ON HAND - NOT DESPATCHED

GII'O Deposnts

Giro Other NS & | Withdrawals
Giro Fees Family Tax Credit
NS & | Deposits P&A Bulk

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

Littlewoods Prizes -

Travel Insurance MOD Payments
Local Schemes ‘Cheques to PC

. |Automated: Rroducts. . - [FAUtomated Products. - .. - |

- | Rersonal:Banking - = . “EEMO/Paid: - ¢ i
Cheque Lottery Prizes COBC ‘
National Lottery Sales Debit Cards
Instant-Activations Benefit Encashments

Moneygram Send.. ..

.Moneygram Receive

Bureau- Comimission

Bureau - Revalue

Bureau - Revaluation

) .BDC.-T Chgs to First;Rate

‘Bureau - Travellers'Chgs

-{ P.O.F.E.S Change

:Pre’Order. Eoreign.Exchange. .| v o :CO20p.Cheques; Encashed,» P E—
’Redlrectlons -<: Business. - 'MVLESS-Redeemed..
L . -~. - Social. "} TVLSS Redeemed |
T.V Llcence Fees« WASS Redeemed™ +~ |7 7 T T
CARRS Parcels GAS Redeemed
UKPS Fees Electricity SS Redeemed. . PR
UKPS Charges UKPS Fee Refund
Sunrise FranKing Machine UKPS Charge Refund -
Sunrise Other | R C. Redeemed - -
Loan To PO Promotional Vouchers :
Postage Labels ATM Withdrawal B
Green Giros -

P8A Green Giros | Miscellaneous | Rems In Rems Out

Version 9 October 2003 -
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213337
213337

213337

213337

213337 -

- 213337,
- 213337.
213337

- MARINE DRIVE

213337
213337

213337

213337

213337

213337

213337

| 213337

LiY

MARINE DRIVE

MARINE DRIVE SPSC
MARINE DRIVE SPSC
MARINE DRIVE SPSC

.MARINE DRIVE

MARINE DRIVE SPSC
MARINE DRIVE SPSC

- MARINE DRIVE SPSC

MARINE DRIVE SPSC

MARINE DRIVE SPSC

MARINE DRIVE
MARINE DRIVE

MARINE DRIVE

MARINE DRIVE

Marine Drive

Marine Drive

48
46
45
43
48
46
45
43

2503

2503

2503

3403

46

44

Y

X-16.4.04 .

, NO PREVIOUS AUDIT g

§5723.67 ; 5923285
40961.99 -+ 4920509
66096.17 ; 728268
62200.63 7 68954.72
6743205 oL 7168302
55723.67 “ . ¢ 5923285
40961.99 St 4920509,
66096.17 _ i 72826.18
62200.63 i

67432.05
1710912003 S 1042
1710912003 L 049
17109/2003 © o030
19111/2003 1 o081

4

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

WK44 £6754.09 LOSS g
UNAUTHORISEDUNIDENTIFIED

4
I

H13005643

4 2%0.G7

Suspers®
W i Azedn
-6730,01 W ¥ Foaw3 1o
SHD g 17527
-3509.18 W80 1152713
:gggg:;g' wh st WIS 1%

68954.72 -6754.09 .

W
71663.02 4230.97 —zA >
cH

862,32 - 0.00 CHQTO
T . PROCESSI
NG CTR
0.00 65,00 PRIZE 16/01/2004
= PAYMENT
e
534.00 0.00 LOTTERY 16/01/2004
—— . GAME
360.00 0.00 INSTANT  16/01/2004
— WIN
ACTIVATE

12/02/2004 ) K &(—g

o 4

IR ENES
WO W




213337  MARINE DRIVE
R 213337° MARINE DRIVE
LTI 213337:- - MARINE DRIVE

.0 . 213337 MARINE DRIVE
... 213337 . MARINE DRIVE

-2

NRACR
NRAS

NRACR
" NRACR' -

NRAS

05
05
04

75 .

25

75

5. u’

VA f.‘:.'\‘#.\‘

0 ogn ¢ TS 3 et
AL AR AR T T e 4o B € N N A AR A AT A S 1 1 SN et T Nl b

23Ut s 0od AR,

717151 717225 23/02/2004
5029926 5029930 23/02/2004
7788701 7788725 22/08/2003
6114201 6414275,17/02/2003
4030536 4030540 17/02/2003
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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 1o
complete this questionnaire. Completed questionnaires are not seen by inspeclors and individual
résponses are lrealed confidentially.

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

Consider the statements below and:

Very satisfied L} | Comments L UPRU R
e ‘Qui[esaﬁsﬁed TN e s -\.B_ N e TSSO ~ : h
' Neither salisfied nor dissatisfied | [J
Dissatisfied 0
v Not at all salisfied (]

* Place an X in the box against the statement that best describes your views.

*  Wherean unsatisfactory mark has been given, please comment on the issue in the box provided.

1.The purpose of the vijéi_fand the approach to be used \}s}é}c; clearly communicated i6‘me'at the start of the audit.

Very salisfied L] [ Comments
Quite salisfied O
Neither salisfied nor dissalisfied |
e ) Dissatisfied 0
: Not at all salisfied O

2. 1was kept sufficiently informed of progress during the course of the audit.

3. The office was nol closed longer than necessary for the inspectors to count cash and essential stock items.

Very salisfied L] [ Comments
Quite salisfied 0
Neither satisfied nor dissatisfied '
Dissalisfied 0
Not at all satisfied [

[}

-¥as approached for information in a manner, which minimised inconvenience to me and my customers.

Very salisfied L] | Comments
Quite salisfied O
Neither satisfied nor dissalisfied M}
Dissatisfied ||
Not at all salisfied O
5. The approach taken by the inspectors was courteous, construclive and posilive.
Very salisfied L] | Comments
Quite satisfied Cl
Neither satisfied nor dissatisfied [
Dissatisfied ]
Notat all satisfied O

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

Audit & Inspectlions Team

Branch Feedback Form V6 August 2003

T
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Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all satisfied

00000

Comments -

7. The inspectors showed adequate knowledge and understanding of the areas audited.

Very satisfied

Quite satisfied

Neither satisfied nor dissatisfied
Dissatisfied

Not at all salisfied

t
Cl
L
|
O

Commenls

8. Theaudit findings were clearly ccmmunicaled and | was given the opportunily to discuss the audll findings a{ '

the close of the audit meelmg

SR .: ‘~ - ;‘: . 1 i N R . L -
Very satisfied ] Commenls
Quite satisfied |
Neither satisfied nor dissatisfied | [J
’ ) ‘Dissalisfied O
. Not at all salisfied 0 ]
9. Overall how salisfied are you with the Audit & Inspections Team? .
: ]
Very satisfied L] | Comments
QUIte Sallsred R S S o e ~zr:.- SR e ST N ORI ey TENTYERAN Ll TECRT TR
Neilher salisfied nor dissatisfied O ~
Dissalisfied-. O -
Not at all salisfied O

-

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

Thank you for lakmg the time to complele this questlonnalre please return it to:

Information Support
Audit & Inspections

Cash Logistics & Security
Post Office Lid

3 Infirmary Street

Leeds LS1 1AJ

Audit & Inspections Team

UV

Branch Feedback Form V6 August 2003

el
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AT = M
Number Test .
1 Horizon System Controls
2 Cash Account
3 Stock Management
4 Cash Management ( flexible planning branches)
.+4a.'|Cash: Management ( non ﬂex:ble plannmg branches)
-5 |Royal Mail '
6 Franking Machmes
7 Stamp Vending Machines
8 Alliance & Leicester Commercial Banking
~9 | |National Savings .
10 |National Lottery.
41 ___[Money Laundering
12 |Littlewoods Scratchcards
13 " |Bureau De'Change~ . -
14 |Foreign Exchange Service
15 . |Moneygram , :
16  |Travel lnsurance On Demand
17 |Department of Work & Pensions
18  |Motor Vehicle Licences
19 __|Environmental Agency Rod Fishing Licences
20 _JUK Passport Agency
21 |Utility Schemes
22  |Local Transport Schemes
23 |Card Account
24  |On Line Banking
25 |Debit Card
26  |Self - Fill ATMs
- ! ﬂ Tevels g ppe
=i

atl

_ 4921
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'CO'MPLIANCE AUDIT TESTS - ALL BRANCHES.
ce Recommendations
- Location: Moune Des e Noted On Report
Prepared-by (print) : € Toylor_ Date:
Prepared by (signature) -=- GRO : {Lead Inspector
Date: 23 -3-oy Signature:

Test Nuinber, version & nam

Control objective : 1

e":m Hon?—or\ v g

Population Size... 3. . Sample Size.............._. ...%
1 2 3 4 5 6 7 8 9 10 111 |12 T13 14 115 |16 [47 1"
YN YR YINJYNININTYIN YN YN TYINCTYIN Y/N | YIN[YIN Y/N | YIN|YIN YIN[Y,®

Cormments

,f;}(lnclusion to CO R + Cin_B ke held &{:‘-’-@v‘c\ tley

~3

e 2 RN PP OBy

—bre @

Recommendations for CO.J?m.mtz,Lmbe,awke;\*c&*“'Sé"-s‘e»c\,Hié}\w? A Poanva
NV G T - ) . 2 H

(ORI IR e
._.\x"»\,ﬂ R R

e tte e T >,
AL S ) ‘ Lo, T
TRl N e LT L

Control objective : 2. - .

Population Size......... b Sample Slze)% “Weeks....... To........ »
T T2 13 7 5T 15 8 19 T10 [0 2173 14 115 [16 [17 |48
YN [YNTYN YN | YINTYIN Y/N|YIN|YIN YIN | YIN|Y/IN YIN|YINTYIN YINIYIN|YIN
Cf"f;ments : , <
ancluéion to CO u(c_,ers *5 ke dlxé&b\pcl’ wLQx\ ON \ea. .o
L'Tcommendations forCO DiSatte uses

T . < 422
Version one prepared by Paul Hollangi_j K s .
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_ Control objective : 2 - N | o
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Conclusion 10 CO _ Con\eolS 2lace

]
I \commendations for GO =)
Control objective : o L
Population Size.................. Samgle Siz€..eieteeenen. % Weeks....... To........
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’ . - POST OFFICE LIMITED
SUB OFFICE - PROCEDURAL SECURITY INSPECTION
_..  BRANCH NAME Mg DRIVE ...  FADCODE ..2:3337 T
: SUBPOSTMASTERS NAME. t6¢, cagiemes) | . RLM/AM €™ oczeser, .. .
RESIDENTIAL(YES/®) .............coeen... RISK SCORE..... P,

DATE OF INSPECTION 2372797 .. ..., .. . INSPECTEDBY .« 7o7eers. ...

1. OPENING /CLOSING, INCLUDING LUNCHTIME (Pages 7-9 Counter Attack)
1.1 Opening/initial Entry Procedures ' '

How db'es'the.silbpostmaster get to the premises?

ACTION POINTS -

Varied Route _ Yes No
” j Parking Pattern . Yes No
Check for strangers/observers : Yes' N o
‘Check for signs of forced entry Yes |~ No ~
Check alarm box for tampering Yes | ~ No
Is entry off a well lit thoroughfare atthe Yes No
encneeenfrONE-0f the . branch 2~ Svrtrate 5 St et Reciitae [ el ) T s

P R LT

How does the subpostmaster enter the premvses" (Pages 8/9 Counter Attack)
- o ACTION POINTS

rd

‘Two Person Entry .~ ‘Yes [ No |
Meet at predetermined point away Yes No
from the branch '
- One searches, one as lookout : Yes No
Relurn to entry door and exit to give Yes No
the all clear _
Non return procedure Yes . No
) 4 e T, ACTION POINTS ..
Single person entry Yes No [~ e
Pre arranged telephone call with Yes ~No
password -
Co-operation with another trader/friend Yes | - No
- ~_ACTION POINTS .
Residential . Yes [~] No -
Check telephone before entry Yes | ~| No
Lights on before entry : Yes | v i
How is initial entry gained? | ‘-‘n—\.-o.ﬁk o~ Roor : i

- 1.2 Opening for Business (Page 11 Counter Attack)
' - 426
16




POL00107075
POL00107075

o ’ o B N

e
-

ACTION POINTS

What are the preparations for opening? .

" Correct use of Safe Time Overlock Yes |V | No
Counter Cash and Stock (60 - 90 Yes | .~ No
ninutes supply) '
Secure safe prior to opening Yes |~ No

Ate procedures for the security-of staff Yes [T No
prior to opening adequate?
Use of electric door bolt Yes No INARA

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

What does the subpostmaster do when the branch is closed?
ACTION POINTS

e
Secure Cash, Stock and Date Stamp  Yes | ] No
in safe. e
Set Alarms/Time Overlock, etc. Yes | v | No
_Is supplementary equipment used Yes | .1 No
“ ) (Time Delay/ Time Delay Compariment
/ Time Overlock?
Is the ETOL set bution pressed? NIA
Check private business/customer area  Yes No Shop OpPew 0«5,!23»
clear Po
. _Confirm entire premises clear before _ Yes | No [ )
exiting
Check shop door/windows/skylights Yes \//ﬂo
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)

' 1s ONCH in excess of Yes [ AN

target/requirements/safe limit? s
Is the safe kept locked when notinuse Yes | .| No
with the key removed? -
Is bulk cash and stock secured outof  Yes |~ -No
sight during business hours?
Are parcel hatch and counter access Yes | 1 No

door secured at all times?

ACTION POINTS

(o]

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

How does the subpostmaster receive remittances and Giro Business Deposits? '

Accepteditransferred via:

Cash Transfer Parcel Hatch Parcel Transfer

Unit Unit

Parcel Siphon 2 Door Siphon Counter Access il
oy

|7 —- 427



POL00107075
POL00107075

L 1

Given priority treatment

Is secure area accessed by
depositors? :

Are deposits secured in the safe as
spon as practicable?

Are outward “Cash & Stock”
remittances kept in the safe. until arrival
of collection officer? ,

Is the identity of Cash in Transit
Colleclion Officer established before
handing over a remittance?

Are deposits received outside business
hours (including lunch time closure)?

[ 1boor —

ACTION POINTS

: e
Yes |V | No

Yes No .| v MO Luwlr Cowurler crccest

. oot ope—~ Y35 Casheo

Yes | +~1 No

Yes No V] oubwonc? resms e

¥ | Lespt ol
Yes -~ No
/
Yes No |. A

How does the subpostmaster receive mail?

Do Royal Mail/Carriers have access to
secure area?

e | s.iden[ity,-of‘personn'el-,mvm»--».w e Y QG

checked/verified?
Is mail delivered outside business
hours (including lunch time closure)?

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

How does the subpostmaster accept Parcels/Packets? -

Is parcel hatch open only when and as
far as necessary?

! Is parcel hatch closed immediately
afteruse? ,
Is parcel hatch used as a general
purpose serving position
Are parcels/packets accepted via
counter access door

 Yes

\

Yes

No

,‘.‘.yc.No.a

Yes

No

Yes

\//No

‘//No

Yes

No

Yes

No

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

ACTION POINTS

al moul o nov ey
GCEesSs buwt Counter

ALCRSS. ROOL. Ofem Lo
o Movd FenSyered

ACTION POINTS

\ A\

6. ADMITTANCE OF VISITORS (Page 19 Counter Attack)

" How does the subpostmaster deal with visitors?

Are all visits pre-arranged (including
ROMEC engineers, Safe Company
staff)?

Is evidence of identity sought and
verified? _

Is a wrilten record of visitors -
maintained?

Yes

\
Yes ‘//No
Yes No

1%

ACTION POINTS

/N’o' ;

VISiker oot

\ﬁ '\‘\Osw\kc\sr\q 4

- 428
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— 7 - j a .
Ate visitors left unattended in the Yes No // -
secure area?
I sthe subpostmaster aware of the Yes ‘// No
piocedures for admittance of auditors?

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

Where 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 ils own concealed in secure area,
7. 1 | Spare at home (As per Counter Attack).
2. PO alarm "C" In possession or kept in lockable drawe:
R during day. Keep spare in the'safe.
3. PO alarm *B” Keep both in the safe. (If time overlock
fitted, one in ‘'safe; other kept secured).
4. Counter access door 3 1 l In p_ossession or kept in lockable drawes
during day.
5. Interface Keep both in the safe. (If time overlock
filled, one in safe, other kept secured).
: Y ACTION POINTS
Have the keys been separated as per  Yes No |\ 3 keyS Seperslzd ot
standard PO instructions? , fowe oy oudi
~-Arethe. operatlonallreserve keys.... ... . Yes| | No | V. |Rwle Zxe. wle,c,‘a_js. 4SS
rotated six monthly? .. A L | S e e Sturh
Ave all official keys removed from the - Yes o r=7-o
premises when unoccupied? :
Are keys kept under secure conditions Yes -1 No
al place of residence?
8. USE OF POL ALARMS (Page 33 Counter Attack)
ACTION POINTS
Are all alarms tested on a weekly basis  Yes |, | No | ]y | Ne Telord Mowkey
and wrilten test record maintained? P
* Is the subposimaster aware of the fault Yes | .1 No
reporting procedure?
Are Europlex PIN numbers changed Yes No 4 o Ran Mmaddae~ 5
periodically and after Romec engineer ron &Qc& ?e,,oa. cal
attendance (frequency of changes =
noted)? ,
Are local police advised of changes of ~ Yes No | sy FveSve e s |
key holder? ot s[oec»« avon, Ak |
Are all staff aware of POL guidelines Yes No - V""‘ Whonmmans. O Chow
on use of alarms? ? : ' v 9‘- Vo hede
Sb-b‘x:Sh’WOS\‘Qr‘ L)
Of wUs= Sy~ cedemn s
9. STAFFING
ACTION POINTS
Is the branch staffed by dedlcated Yes \// No
staff? ,
Do staff remain within the secure area Yes | v No
- 479
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:

at all times?

If'NO' is security compromised?
Is secure area always staffed?

10. CCTV CAMERAS

Is camera signage exhibited in a
prominent position

secure cabinet, used in correct or
Is Camera Surveillance booklet held,
and been read by all staff?
Are daily checks made at the start of
each day?,

‘Is'd Iog book mamtamed ‘with-daily
record and incidénts recorded ?

o 11. 35 MM CAMERAS

Is camera signage exhibited in

Operating lnstrucnons held, and been

: i ibited in a Yes
prominent position at entrance?
Are Camera Surveillance bookletand  "Yes

Yes No
Yes No
ACTION POINTS
Yes No ‘
Yes No -
No

wmeoaearsf@ad-by-all-staff?: .
Is-a log book: ma:ntamed mth dally
tests and incidents recorded?

Are daily checks made at-the start of
each-day?
Is a replacement film held?

’t‘ O

12. SMOKE & DYE PACKS

Are packs kept with working cash and
secured in safe overnight? ’
} If NO is there a specific written
agreement on site. -
Are packs checked for ticking and is
the start transmitter at exit showing a
green light at the start of each day?
It is confirmed that packs are NOT
taken outside of secure area.

13. LOTTERY (Page 49 Counter Attack)

Is cash in private till limited to £250?
Is cash transferred to safe at end of
day?

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

\\ ]
Yes No '
s
Yes | .. |. No
ACTION POINTS
No
\ ‘No
Yee No \ .
" Yes No \“\ -
Yes No SO
| | ACTION POINTS
Yes No
Yes. ~~ No
\\;Y
Y No
es \\
B P ACTION POINTS
Yes | No
Yes No | |~ [T4 hes been up
uakil Fhe la sk weel
Yes ,\//_No

w0
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16 MONEY LAUNDERING

AV SN N 8 s N T L VR e Nt e s s e

14. COUNTER ATTACK BOOKLET «~ 8% Secunly, CowntS on e

Can a copy be produced? Yes
Have the contents been read and Yes
understood by the subpostmaster and

staff? q

-

15. HOSTAGE POLICY (Page 46-47 Counter Attack)

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

Do they understand that the Yes
Freephone telephone number must

only be used for lhe purpose lt is

intended? - . .
Is the key fob wnth Freephone Yes
number, attached to the premises or

safe keys?

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

office?

-

Is there is a money laundenng pack Yes
available? |

Are the subpostmaster and staffaware Yes
of the regulations and the money

laundering Helpline telephone

number?

17. CRIME STOPPERS

~, Is the Crime Stoppers poster Yes

- displayed?

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

Are the subpostmaster and staff aware Yes
that all incidents, including fraud, failed
attempts and vandalism should be

reported? -

Are they aware that any media Yes
enquiries must be referred to the

public relations team via the Helpline?

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

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

/ ACTION POINTS
N No a? NSO Secuncd Camts
- No -
, ACTION POINTS
No | A x| WOV onione O
hoStoee  Rolog
No —
No
No // Losksets 7 e Stuct.
ol” love M& Y~
OVCe
- = > ACTION POINTS ™"
No Vo WO \aavndp-
v PW;% oy
No
A
. ACTION POINTS
//Iio ' '
ACTION POINTS .
No ' :
P
v
/NO - -
v
ACTION POINTS )
/' No .
v
- 431
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P a -
Are arrangements for dealing with Yes | 1" No
wisitors at home satisfactory? N
Is the identity/validity of a call to attend  Yes No. On Stkre
the office out of hours verified? p ' ) )
Does the Subpostmaster attend the Yes No SubroStmoshe~ woitdl
office alone if called out? - - v * ‘@\"’%‘?\f Cona dom. ..
.Are Police advised requested t N On = Bwnr
althd?'ce advised and reques (o] Yes o YA Potica ol rot be
20 PERSONAL GUIDE-TO-SECURITY -
ACTION POINTS
Can a copy be produced? : Yes No
Has its contents been read understood Yes No

(including assistants)?

. u shees T 1% .
.., el - PRI

.
e el . © s

L.
-

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

7 ' » APPENDIX A

OPEN PLAN OFFICES

Are the levels of cash, stock and motor Yes
vehicle licences held at open plan

positions kept to a minimum? (A

maximum of £500 (amount currently -

under review) of cash must be at risk

at edch open plan position, including

the amount available from the TCD).

2273,
el

No

ACTION POINTS
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l:é other cash kept in thé Teller Cash
Dispenser (T CD) and/or the isolation
unit?

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

Are TCD cassettes and storage bins
and/or isolation unit keys including
time delay keys, held in the secure
area al alt imes?

Are PIN codes conf dential to each
user') S :

Is thetime delay lock fi tted 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.until- - - -

required and secured in the safe(s)
overnight?

Are stamp portfohos 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?

i

Yes No -
Yes No
Yes No
Ye§ No
Yes No
Yes No
Yes No
Yes No
Yes No
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POL00107075
_..COMPLIANCE AUDIT TESTS - ALL BRANCHES
SR : : . - Recommendations
- Location: Moving bf LW-¢ | Noted On Report
Prepared by (print) : Mot ate:
Prepared by (signature) :: GRO Lead Inspector .
~ Date: 232 -5y " [ Signature:
Test Number, version & name: A | v2R
Control objective : | | ‘
Population Size...R........... Sample Size............. =R Weeks. ... To. Si-
1 12 [3.T4 5:67891011121314.15161L@
Y| yml Y(N ] YIN Y/N | YIN YN YINYIN[YINTYIN YIN{YINTYINTYIN Y/INIYINTY)
Comments A :

~Csonclusion to CO
l- l

MLZO ok ChOL)

R pp——

TR

ey,

Recommendations forCO

PO e Y

Mot
: S

Control objective : 2

C"'?menls

Population Size....D...... Sample Size.........! S ... % Weeks....TTo...S:Z.
E 2 13 ,J4 5 T8 7 8 19 ‘10 11 112 [13 |14 15 16 .117 |18
YR YTV Y YINTYINTYIN YIN|YIN [ YINTYIN YINJYINYINTYINTYIN Y/N | YIN

anclusion to CO C
Recommendations for CcO Nowg
i
- 434
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Control objéctive . A ' ’ | - .

L .

" Population Size...=2.. Sample Size............ 'S2.%  Weeks... T o2

..................

1 12,13 4 5 6 7 8 9 10 111 |12 |13 |14 |15 [16 [17 18
Y| YIR TYIR Y30 | XN | YIN YN YIN [ YIN [YIN TYIN TYIN | YIN [YIN |YIN |YiN Y/N 1] YIN

Comments ’

Conclusion to CO Ao Putoy an koad

'* \commendations for CO Dexof Erno

B TN N NP SR
R . . T PSP f L
ot R e . - -

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

1 2 3 14 5 |6 |7 |8 9 10 |11 |12 |13 |14 [15 [16 [17 [ 18
YN JYIN [YIN TYIN [YIN ITYIN [YIN | VIN YIN JYIN | YIN | YIN [YIN [YIN [YIN | YIN | YIN | VIN

Comments

Conclusion to CO

Recommendations for CO

Control objective :
] 435
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Population Size.................. Sample Size

1 2 3 4 5 6 |7 8 9 10 {11 |12 [13 T4 15
YIN {YIN [YIN TYIN IYIN [ViN YIN [YIN [ YIN TYIN YN TYIN
Comments

16 |17 {] 18
YIN [ YIN [YIN TYIN TYIN YIN

Conclusion to CO - ;
. R T b
Recommendations for CO

~ \\
J

JERRTR—— g“gezl;lwmtr\g tl:"‘o“l“)', g“c‘i'.l M“eﬂ - N

Population Size.. \............ . Samplé Size.............. .. 9% "Weeks....... To........ 3

DT xR G i U Ry
NP AT N ¥ B

i 1 2 3 4 5 6 7 8 9 10 1141 {12 |13 T14 [15 16 |17 | 18
YIN_| YINTYIN TYIN [YIN [YIN YIN [ YIN | YIN TYIN [YIN |YIN-TYIN YIN JYIN TYIN TYIN | YIN
Comments ’ : . : .

) .
Jhclusion to CO [

-~ >

Recommendations for CO

Control objective :
Population Size.................. Sample Size

Veision oré jrepared by Paul Holland
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1 12 3 [4 [5 16 [7 18 To 190 i 52173 14 115 116 [17 T98
CLYIN {YIN [YIN YIN YIN [YIN JYIN |YIN [YIN TYIN YIN { YIN | YIN | YIN | YN Y/N YIN |

Comments

Conclusion to CO

Recommendations for CO

3
Control objective : .
Population Size.................. Sample Size.................... ..% Weeks....... To........ ‘

112 3 4 5 6 17 8 9 10 111 {12 |13 |14 |15 [16 [17 [18
LYINC) YN YINC ] YINC YN YIN- YN YN~ YIN YN YIN YN YN CFYINCTYINCTYINTTYINTYING |-

Comments v

-

«

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland
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. _':.‘OMPLIANCE AUDIT TESTS - ALL BRANCHES

J

’ - | Recommendations

- Location: Mowcina. Drive Noted On Report *
Prepared by (print) : ¢ Tav.ume.. .

Date:
Prepared by (signature) : GRO ...... if Lead Inspector ;
Date: 23 3-Ow : Signature: )

e:Pebl- Cov e 2z = Vs

rest Nurmber, version & nam

Control objective : |

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

el e, % Weeks....... To........

7 Y13 14 15 16 7 T8 T5 1011121314151617'1:5l
YN YIN | YIN [ NIN [N [N YN Y YIN | YIN [YINTNIN YN [N TV YINTY/
Cormments '

|

“onclusijon to CO ”WWW Contels on olac e
) : i

Recommendations forCO. 2o nom - —— , TT—
oAy MRS i an s -

Control objective : 7

Population Size.......... I...... Sample Size........ o U %

1 2 3 4 5 6 7 8 9 10 |11 112 13 114 |15 16 {17 |18
YN | YIN YINY/N|YIN YINYINTY/N YINTYINTY/IN YIN{YINTYIN YIN | YIN | Y/N Y/N
Cr 'mentsvone o heon R v - .

Conclusion to CO CONOlS o Slovce
|

?ecommendationsvfor CO Nova_

—

. : 438
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Control objective : > . "

)

' Population Size.....{20......... Sample Size.......... 192..% WeekseerToo. ...
123456789101112131415161718
Y/IN [YIN TYIN TYIN [YIN |YIN | YIN YIN JYIN JYIN TYIN TYIN TYIN TYIN | YIN YN LYIN YN
Comments
Conclusionto CO  Nuore o Yo N
# jcommendations for CO o> 2\ 2Droet < s

T

Control objective :

Population Size.................. Sample Size...................... % Weeks....... To........
1'23456789101112131415161718
YIN JYIN JYINTYIN [YIN |YIN | YIN YN JY/IN JYIN JYIN TYIN TYIN TYIN [YIN | YIN TYIN | YIN
Comments
Conclusion to CO
Recommendations for CO

Control objective :
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»'Population Size.................. Sample Size...................... %  Weeks....... To........

112 I3 T4 15 [6 [7 6 To T 10 12 113 ]34 175 16 |17 118
YIN | YIN T YIN Y/N‘ YIN | YIN | YIN YIN [YIN TYIN TYIN Y/N | YIN | YIN Y/IN | YIN YINY| YIN

Comments

Conclusion to CO

Recommendations for CO

I T
K

A

weemm e ZORItrOL Objective...s.. S .
Population Size.....ccuuu..... Sample Size...................... % Weeks....... To........

1 .12 13 T4 [5 6 |7 8 (9 1107111 [12 [13 [14 |15 16 117 |18
YIN_| YIN [YIN | ViN [ YIN YN | Vi TN YN | YIN | YIN [ YIN [YIN | VIN [N TN TN TN

Comments

5,

—vnclusion to CO

Recommendations for CO

Control objective :
Population Size................. Sample Size...................... %  Weeks....... To........
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10 [11 |12 |13 |4 [15 (16 [i7 T3

YN[ YINCTYIN L YINCFYINTTYIN YING T YING

T 12 |3 |4 |5 [6 [7 T8 8,
1XIN_TYIN [ YN TYIN TYIN [YIN [ YIN | YIN | YIN | YN YN T YN T T YIN | YIN“TYm_
Comments -
§
Conclusion to CO
Recommendations for CO
7
Control objective :
Population Size.................. Sample Size...................... % Weeks....... To........
123456789101112131415161718‘
YIN JYINTTYINTYINTTYIN TYINTTYIN TYIN TYIN | YIN

Comments

-

Conclusion to CO

Recommendations for CO

Version one prepared by Paul Holland
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.~OMPLIANCE AUDIT TESTS . ALL BRANCHES

; : Recommendations
- Location: ™Mosune Oruwe Noted On Report
Prepared by (print) : ¢ TaYLae Date:
Prepared by (signature) ;| GRO Lead Inspector
Date: 233 -0y - Signature:

Test Number, version & name: on |une Porleng 26 vag

Control objective : ]
Population Size..7..... Sample Size. T % WeeKsFomm o

.......

41 2 ¥y 3NIA 4~id 5 6 |7 8 9 10 111 {12 T13 14 15 |16 _[17 18

NIN 1Y) Y/N | YIN | YIN Y/NJ YIN [ YIN Y/N|YIN|Y/N YIN|YINTY/IN Y/N|YIN | YIN Y/
Commenis Norne on hoond

Procwe o Proce Ques,

~onclusion to CO P\oq\ + Py e on_Siyre
H ‘]

S canerar g BB

Recommgndations,fox:_CQ.J;ﬁG;z.-,:p-«&wS\—omer“*’ch‘T' ATl Scrnalion jonms
NOF on Sit-e : .

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

"1 _234567891011.121314'15161718
YIN | YIN | YIN YN | iR ViR YN YIN | YIN | YIN [XINTYIN [YIN YN |V YINTYINTYIN .
C- “ments v v :

: R

Conclusion to CO

?ecommenda_ﬁons for CO
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Version one prepared by Paul Holland »3 'Z, ..




POL00107075
POL00107075

i e e oy

po_ntrbl objective : ) .

Population Size.................. Sample Size...........c.o...... % " Weeks....... To........

1 2 13 |4 5 |6 |7 |8 9 10 111 {12 |13 [14 [15 [16 [17 18
YIN | YIN | YIN TYIN [YIN [YIN [VIN [Y/N TYIN YIN JYIN YN [YIN TYIN TYIN TYIN |YIN YIN

Comments

Conclusion to CO

| ” Ycommendations for CO

NS AR St o

g AR NS e WA LA s s e A e e vyt e

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

1 2 3 |4 5 |6 |7 |8 9 10 111 }.12 |13 |14 |15 |16 [17 |18
YIN JYIN [YIN TYIN [YIN [ YN | YIN | YIN | YN YIN [ YIN JYIN JYIN TYIN TYIN TYIN [YIN | YIN

Comments

Conclusion to CO

Recommendations for CO

Control objective : 4473
J
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" Population Size.................. Sample Size...................... %  Weeks....... To.......
1 |2 3 |4 5 6 7 8 9 10 111 {12 [13 [14 [15 |18 17 |18
YIN_| YIN | YIN [YIN_TVIN {YIN Y [N N i YIN | YIN [ YIN TYIN TYIN [N TVN
Comments, o

Conclusion to CO
Recommendations for CO
7Y
rmeeemGONErol-objective iz mmr—srmeme T—— T '
Population Size................. Sample Size......i............... % Weeks....... To........

-1 2 3 4 5 6 |7 8 9 10 111 112 113 114 [15 [16 |17 18
YIN | YIN [YIN [YIN | YIN | YIN | YiN YIN JYIN JYIN TYIN TYIN |YIN [YIN | YIN YIN -] YIN TYIN
Comments

O -
-

‘vonclusion to CO

Recommendations for CO

Control objective : )
Population Size.................. Sample Size...................... %  Weeks

‘ - 444
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POL00107075
i 2 13 14 [5 [6 [7 [8 o [0 11 [12 [13 |14 [15 [16 137 T35
TN LYIN [YIN [YIN TYIN_TYIN TYIN [ YIN [ YIN | YIN [YIN |Y/N TN TN YIN_| YIN TVIN TVl
Comments - .. ) i
Conclusion to CO
‘Recommendations for CO
=)
Control objective :
Population Size.................. Sample Size.........ceeueeeueens % Weeks....... To........
123456789101112131415161718
FYNPYINTEYIN TYINTTYIN TYINTYIN [YIN | YIN | VIN [YIN TYIN [ YIN TYIN TN YN YIN | YIN
Comments- :
Conclusion to CO
Recommendations for CO
- 445
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POL00107075
- FOMPLIANCE AUDIT TESTS - ALL BRANCHES
- Recommendations
-Location: Mawine Driwo Noted On Report - -
Prepared by (print) : VLS i WP Pate: ‘
«  Prepared by (signature) GRO Lead Inspector N
D_ate: 231 3\ou-_ Signature; - |

Test Number, version & name: .. TP Sy

Control objective : |

Population Size.......... ‘Sample Size............ ! I22.%  Weeks. S\ ro,-.,S..‘.Z._ i

Vex oq .

1 2 3 4 5 6 7 8 9 10 111 12 113

14_[15 |16 |17 Tis

YIMY/INTY/IN Y/N{Y/N|Y/IN YINTYIN|YINTYIN Y/IN|YINTY/IN
Comments B . .

Y/N | YIN[YINTYIN i

7" “nclusion to CO i,

e S AT FN S AN TN S PR AT Y O,

Recomm_enda,tions.forwco.ﬁw»kg@‘to‘..‘ T

Control objective : )

--------

Population Size...x.... Sample Size.............. (oD% Weeks. S| Ton< -

[1'23456'78910-1112'13

14 15 [16 17 118

YOX L YN YIN [ YIN YIN]YINTYINTYINTYIN YINJYIN[YINTYIN

C” 'ments

Y/NJYIN|YINTYIN | YIN

" Conclusion o 6O e

(PR

Xecommendations for CO . Nowe -
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Control objective : > ' ' ’ o ’ .
~ Population Size............... Sample Size..............[S2%  Weeks.. . To33..
1 2 3 4 5 6 7 8 9 10 111 112 {13 |14 [15 [16 17 118
YO 1YIN_TYIN | YIN | VIN | YIN /N [VIN | YiN [ YN | YiN | i YN YN TR T i YIN
Comments .-

Conclusion to CO

o gommendations for CO AORL
~ Control objective : o
Population Size.................. Sample Size...................... % Weeks....... To........
1 2 3 14 5 |6 |7 8 9 10 |11 .12

13 114 115 |16 |17 |18

YN JYIN [YINTYIN [YIN [YIN [YIN | Y/N YIN JYIN JYIN [YIN [Y/IN TYIN TYIN TYIN | YIN | YIN

Comments

Conclusion to CO

Recommendations for CO

Control objective :

Version one prepared by Paul Holland ‘
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<
°e

- 'Populalion' Size

M

Sample Size

...............................................

1 2
YIN | YIN

3 |4 7 18 9 11

15

YIN

YIN

YIN | YIN | YIN YIN

YIN

18

Comments

YIN

Conclusion to CO

Recommenda

tions for CO

LA

S CONtrol.objective vt~

Population Size..................

.......

R e B arre ey

1 12 ]3 |4 8 |9
YIN | YIN

15

18

Y/N | YIN YIN

YiN YiN

Comments

YIN

| -

‘vonclusion to CO

Recommendations for CO

‘Control objective :

Population Size Sample Size.....nenrnn... %

..................

ORI

Version one prepared by Paul Holland
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POL00107075
|
1 42 13 14 15 [6 [7 T8 o T[40 [11 [12 [13 [14 |15 [16 [i7 |7&
| YN _FYIN TYIN [ YIN [YINTYIN [N | YIN | ViN | YIN YN YN YN YN YN TV YIN | i
Com ments ) e
Conclusion to CO
Recommendations for CO
-5 3
Control objective :
Population Size.................. Sample Size............cuuuu..... % Weeks....... To........
12‘3456789101112131415161718
YN ] YIN- | YIN-] YINGC T YN YING YN YN YIS | YN YIN YIRS YN YIRS YIN TYMN [YINT
Comments '
Conclusion to CO
Recommendations for CO
— 449

Version one prepared by Paul Holland - Z C\ _



POL00107075

POL00107075
 COMPLIANCE AUDIT TESTS - ALL BRANCHES
! - Recommendations
- Location: MOstng Dr e Noted On Report
Prepared by (print) : ficieat oLt Y Date: _ ]
Prepared by (signature) GRO:  [Lead Inspector
Date: 23 - 3. ol | Signature:
Te’si‘,Ntfl,mb'éi; version & name: CAsH fec CUNT . V23I o
Control objective : | |
Population Size...... 8. Sample Size........... LPR.%  Weeks. N T =t

1 2 3 |4 5 6 7 8 ] 10 111 112 13 14 115 [16 |47 1¢
YR\ Y Y Y/ YIN XIN) YL XON) YINTYIN Y/INIYINTYIN YINYIN|YIN Y/IN | Y/
Cormments * NO o ;

Aonclusion to CO — WE Sy noOt SGaodd o OIS
) -

= PomS _tn the Offitc KinG WEU3
ng E nd\}usn‘k.g_ [osso .

Recommendaﬁons_ forCO e U s T

‘[hsﬁ-ﬂﬂ +.<:Q\(\v =) o Qd\.}'oit?d-‘omtj
— ClA 10 be Sgnod + o5 dr. COMPOChon

[

sonm

Y

Control objective : ) ‘
Population Size.....S. Sample Size........ .\ Do %  Weeks. ¥ To.. S|

.-TT234‘5678

9 10 {11 [12 13 |14 |15 16 117 |18
Y/ Y YN YINTYINTYIN YIN [ YINTYIN Y/N | YIN [ YIN Y/N{YIN|YIN Y/IN | YIN
Cf‘jments . ,
Conclusion to CO AN SUSONSO_ ace pqk- Qisakhosn Sed Ao

rI'Ang()r\ it i Cadne .

]

Qecommendations“forco Ensure  oal., Atk QuFhavired aA~e
Lot (T SAp sy

H“

~ 450
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.C:throl,objé'ctive D ’ . ' -

Population Size........ 1o Sample Size............ (9D Weeks..;&.z..'ro.i'...

1 12 13 |4 S |6 |7 |8 9 10 111 112 113 |14 |15 [16 [17 |18
Y| YIN [YIN TYIN [ YIN | YIN | YiN YIN JYIN YN |YIN TYIN [YIN [YIN |YIN | YIN YIN TYIN

Comments

Conclusion to CO CiRP

" ‘jcommendations for CO N~

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

1 2 {3 |4 5 |6 |7 8 9 10 |11 .12 |13 {14 |15 [16 [17 [18
YN J YN [ YN TYIN TYIN [YIN [YIN | YIN | YiN | YIN YN JYIN JYIN JYIN TYIN [YIN |YIN | YIN

Comments

o

Conclusion to CO

Recommendations for CO

Control objective :
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-~ Population Size.................. Sample Size.................... %  Weeks....... To........

1234<5678910111213141516172“'1"8’-
YN _IYIN | YIN [ YIN'|YIN | YIN | YIN | YN YN [N TV YIN | YIN LYIN [YINTYIN [N TV

Comments

A Conclusion to CO

Recommendations for CO
)

A ot T b B e o bt 5 A g St s o et S

SURINISNPRN @, 11 {o] [0Y <17 Y03 £ 1V7- 00 S — e _ _ 5

~ Population Size.................. Sample Size...u...oc.ueenn...... % Weeks....... To........
1 2 3 4 5 6 7 18- 19 10 |11 |12 |13 |14 [15 16‘. 17 |18
Y/N | YIN YN TYIN | YIN YN JYIN TYIN TYIN YN [YIN YN [ YIN |YINTYIN [YIN TYIN Y/N
Comments : : - .
) 7 ~

vonclusion to CO ] e e e v
Recommendations for CO

Control objective :

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

- 452
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1 12 13 T4 15 6 [7 [8 [9 40 [ |2 % [ T35 56 17 78,
1YN JYIN [YIN TYIN [YIN [YIN | YIN | YiN YIN JYIN JYIN [YIN JYIN TYIN TYIN |YIN YIN Yl
Com ments :

Conclusion to CO

Recomme_ndations for CO

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

123456789101112131415161718,
YINTJYIN ] YIN [YIN'TNINTTYINTYIN [YINC|VIN | YIN | YIN [ YIN | YiN | YiN | YIN YN Y i

Comments

Conclusion to CO

Recommendations for CO
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?@MPLIANCE AUDIT TESTS - ALL BRANCHES

. Recommendations
*. Localion: cwaai~ne Dive Noted On Report
Prepared by (print) :C T Date:
Prepared by (signature) : GRO | [tead lnspector
Date:23 -z-oy Slggature

Test.Numbér, version & namer Co-& Pccomk alr P.o 23 Vo

Control objective : 1 | ,
Population Size.......... Q... Sample Size................20% Wesks—— Ornee...

1 2 3 4 5 6 7 8 9 10 |11 |12 |13 114 [15 [16 [17 |18
YN | YING YIN YIS TYINTYIN YINTYINTYIN[YINTYINTYINTYIN Y/INJYIN|YIN]YIN{YIN
Comments

 Conclusion t0 CO * Controls 1~ Sloce.
7N )

Recommendatlons for CO ~Sone- . . s e e,

D S T P e e e T

Control objective :
Population Size......Z5........ Sample Size...........Q0.......% ~ WEBkS——=

1 2- 13. |4 Sl 6welg7 . |8 9 10 (11 112 |13 |14 |15 [16 [17 |18
YING YING YN YN YINTYINTTYIN YINJYINJYINTJYINTYINTYINTYINTYINTYIN TY/N Y/N
Cn!;rlments Nont 6n hoamd .

Conclusionto CO - ConYrnis v D\c.ce
. . )

Recommendations for CO DN

cedane
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Control objective : > N,

" Population Size....-=... Sample Size..—....... %  Weeksm O........
1 2 3 4 5 6 7 8 9 10 {11 {12 |13 |14 |15 [16 [17 [18
YIN JYIN TYIN [YIN TYINTYIN [YIN |YIN | YIN YN JYIN YN [YIN TYIN TYIN TYIN | YIN YIN
Comments mone o~ hord ndone Sy Procodul

" Conclusion to CO Con¥mlS - olace
\

J ycommendations for CO_ ~Dore.

Control objecﬁve : Y

Population Size.=m ... Sample Size..~=—........ % WeeksmrmTou......
1 2 3 4 5 6 7 8 9 10 {11 |12 113 |14 |15 {16 |17 [18
YL JYIN JYIN TYINTYINTYIN [YIN | YIN | YIN YN JYIN JYIN JYIN JYIN JYIN [YIN [YIN | YIN
Comments
Conclusionto CO ContolS v S\ es

\

Recommendations for CO ~oON%

Control objective :
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N 5 ¢ .

, Population-Size........ ... Sample Size...... Tl % Weeks.H%. To.S52.. ]
1 2 3 4 5 6 7 8 9 10 111 ]12 113 |14 |15 [16 [17 [+#8
YIN | YIN YN [YIN [Y/N [YIN [YIN | YN [YIN_ | YiN | YIN | YIN YN TYIN TN TN T YIN
Commenls ~one on v e .o

. ’ :" 4
Conclusion to CO
]
Recommendations for CO
r ‘
J
J
]
Control objective : & o N
PopliIation Size e Sample Size......Tow=...%  Week....... Tom.....

1 2 13 14 |5 |6 |7 |8 [9 [10 [11 [12 [13 [14 [15.116 |17 118 ;
YN JYIN JYINYIN TYIN TYIN TYIN [YIN - [YIN | YIN | YN | YiN YIN YN | YIN | YIN |YIN [YIN
Comments vone. on oD : ‘

| nclusion to CO Swlo—oStmaSier onven oy x\;rz:cdwzs

Recommendatjons forCO Con {-rQIS V2N is levon

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

Version one prepared by Paul Holland —_ 456




POL00107075

G

POL00107075
1 12 3 |4 15 |6 |7 |8 9 10 111 {12 |13 |14 |15 [16 [17 48
"LYIN YYIN JYIN TYIN TYIN [YIN YN JYIN JYIN TYINTYN TYIN [YIN TYIN | YIN YIN FYIN [YIN :
Comments : : g
Conclusion to CO
Recommendations for CO
Control objective : .
Population Size.................. Sample Size...................... % Weeks....... To........
1 2 13 4 5 |6 |7 8 9 10 |11 |12 |13 |14 |15 |16 |17 [18
ol YINA | YINS JYIN- YIN - YIN-TYINCTYINC YN[ YIN L YINS T YING YIN-JYIN-FYIN FYINLYINCTYINTYING T
Comments : X :
Conclusion to CO
Recommendations for CO
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I an e - ! . .
¢ N i )
w ‘ W e o 0] ‘
, e, 08 iﬁﬂ%"é "‘%@ By
% '-.-... |For completlon by the Lead Inspector < IDate - Initial "~ ‘7 Remarks ’ ’
" - Closing meeting perfonned B 23.03.04 HH B

=7 P&Abooks retumed: ' HH NA

.. Anyadditional report sent - via email ‘ 25.03.04 THH 7

<=+, Serial numbers verified on site" ‘ ‘ HH NA B

- - Rems checked on'site via Post Audit Activity HH NA ~

.= Cheques to processing.centre verified on site ‘ . HH . NA 7T

:,- .7 Travellers Cheques serial numbers verified on sxte . . HH NA T )
".;.. .. MVl-serial numbers:verified on site: - ‘ HH —INA

*- v Cash Usage sheet.completed L 23.03.04 HH : g ’ e

v .. Unused documents deleted 23.03.04 - |HH r&b e

.+, Summary form completed T 23.03.04°  |HH 3 =

2. File e-mailed.to P32 File - ‘ 25.03.04 HH . ]

o Audk papers ﬂed . 25,03.04 HH 1

. |For. complet:on by Typist o Date Initial Remarks s

.-+ |Report despatched to audltee ' ‘ 7 T

'.- BRI R ) PR .;}, —

For completion:by: PostAudit Support' ~ . [Date - ¢ [lnitial - Remarks '
". £i7 |Rems checked (SAPADS) - I ' 2 ‘ -y .

- g |Verify cheques to processing centre to Malnframe ' 13-Apr-04/dh Ed

;.-": v |Serial numbers checked* ™ - S ¥ T

-7 IDVLA sheet sent (if complete) n/a p

157 1Stock rems checked 3

~%." |Emor notice report checked A 3

- : Yes No 1

- ."» |Travellers.Cheque serial numbers checked on site U Ui

=L MVLs checked on s:te o K UJ O

PER Rom pouch numbers =

A 2 ' —

‘v |For.completion by Planning team’ Date Initial Remarks

"7 |PAF discrepancy follow up activity completed i BE2 >

' - o e A ot . ) } t

(n ' l o " T. ,. ' . L . . . z ) ' : \
co CoL _ . . . : Co
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TOTAL

$368.00

35 20 4% oF'\8 5

3 RN SIS AL N e

e

Rems
BRANCH[Marine Drive I CODE I 213337 1
i PREPARED BY {Holon Holnaworth
- ‘-WKJ T o YT
ROl T AT .rw*{e;sz ::'é o)
23.03.04
OUTWARD
Sy e LT A
"1""3 SIS , 5'3‘.,
«-‘}x’mg,g ’%‘ggf'_—'
Jeniol
s éﬁ?{-ﬁf?‘»‘ms
faks PR YEL
&
b2
L
s 4l
w5t e Pe-30240.00 T A A S SO e |
STOCK REMITTANCES Subsoquent 108 STOCK REMITTANCES Subsequontio & Pouch numbers of any roms
RECEIVED up to aud RETURNED .- up o audd joroparod for despalch prior to auddt,
Gamanoncos e - - Gamo Ucon NN el s
PhielicRemsi . . ... " Phalobe koms) . .
utuasasumm R 15t Class stamps} - .
2nd Ctass stamps | 2nd Class stamps
Postage - Othor 368.00! Poztago - Other|
Books - Vonding Books - Vonding
Books - Othor Books - Othor!
131 Class to¥ achesive 15t Class self adhesive
2nd Ctass sof achasiva 2nd Cass self acdhesive
Disoount Wsao S| Dbscound Wiale Stimps
8T cards . .. |BVphonocards - . -
30, 0
0 £0,
100] Lo 100,
HunoHdoiCamems Home Helo/Cars Stamps
POt Orders - Face Value Postal Orders - Face Value
: IPOFOOS »° .° " + r.) POFOOS . .~ "*50as
. ... Band1 . wrr < BANA Y [, . e e e e s
" Band2 - Band2 . '
Band3 Band3
Bond 4 Band4
Band 6/ Band S
Band 0| Band 6
London B ohs S Longon L ohs &
C Svo Colins C tve Colns
Vehicke Licpnce Strnps Veticie Licence Starmps
TV Licence Starmgs. TV iLkence Stamps, .
Viator sty wags Water Authorty stamgs
. Boih Gas S Bkkh Gs Stamps
$LE Doxd Decyicly Stamgs SEB Doard Dectricdy Srmes
. Horeed Elecicty Stamys. Norwed Elecricty Starmps.
Swalec Dectricly Stamps Swalec Dlecwricly Slarmps
fobox ringtons vouchors Tobox dingtons vouchers
Smort Crod £20 Smarnt Cred £20
Uttowoods Lot Lit lotd
Orango £10 Orange £10
Oranga £15 Oranga £15
MTV TOGO £4.99 MIVTOGO £4.99
MIVTOGO £9.99 MTV TOGO £9.99
T-Mobls "UP2U” £20 T-Mobile "UP2U" £20
T-Modlo “UP2U°£10 T-d4ob3o "UP2U £10
Vodafone Prepay £40 Vodafona Propay £10
Vodafone Propay £15 Vodafono Propay £15 .
Vodafone Prepay £25 Vodafone Propay £25
Virgha Pro Pay £5 Vigin Pro Pay £5
ViginPro Pay £10 Virgin Pro Pay £10
Virgin Pro Pay £20 Virpn Pro Pay £20
€5 PO Phonecard £5 POPh rd
£10 PO Phonocard £10POPH d
£20P0Ph 3 £20 PO Phonocard|
£10 It PO PH d £10 int. PO Phonocand
02 Propay £10 02 Propay £40]
Q2 Propay £20 02 Propay £20
87 Gobal £10 « BTGodat £10
BT Global £20 DT Global £20
Honeygram Phonocards £2 Monoypram Ph ig £2
Natonal Lottery instant N { Loltery inat
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P32
(V29)

ATTACHED DOCUMENTS

AUDIT LEADER:  [Helen Hollingworth

BRANCH NAME: [Marine Drive

Cash Usage Spreadsheeat

4R

Cés:h'USdge Sheet

s

_ 461
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Cash & Chqs’
¢ B .
{ Ke—
¢ .
é .
{CODE- - | 213337 |Prepared by |Holon Ho!llngwonM ﬁ CHEQUES TO HAND: =:
T L S Amount Services Amount | Services
CASH SUNMARY -[CASH ON HAND SUMMARY DECLARED DIFFERENGE 341 :
£100 £100 VLT el NG ‘““'\"’»-{&"-‘{'
£50 £50.  [T17T200.001) oL 35_
£20 £20. |37+ 29780,00,]" i 4207 . g . )
£10 £10° 1~+16040.00. :,. : ! 1604000 v
- £5 £5 . 3370.00'|- ! 3-¥%3370.00. -
£1 notes £lnotes . [y -, 1 NEZTRYN
£2 coins’ £2 coins:. '£3Ere988:00: i
£1 coins £1 colns +712355.00;
"~ 50p 50p - B RS EE31200,
20p. 20p 20° .-z ".337.20, . £337:20)
10p 10p 137407 -r.n.137'4o=
5p 5p ' Krdon ey
2 2p E O 0]
1p ip g 'u.~‘a.-.§89}
Unusable ) Unusable | £ 345.00
%YSUDTTOBI'@."IA‘T»&:&G&HE R LY SubiTotalsn | 25 S e | 243541 32i50: s
LOTTERY e LOTTERY : vi4955,00; v
. |-’ EURO™ EURO N osks SANISY N
._’?;—{b_TO]‘AE’i-&E Rt TOTAL .. 55087.50' S 55087.50 BT 7o ‘&55087.50 s
< £100 - £50 £20 £10 - £5 £1 notos £2 coins £1 colns ey -31.41
' 200.00 28000.00 15000,00 3000.00 68.00 75.00
1780.00 1040.00 370.00 400.00 260.00
500,00 1500.00
500.00
20.00
3
i
3
i i
R e ”‘:20000 4&;.-529780.00 :%0,216040.00i ] 2-s-: 2. 3370.00 | neterin it vn i+ ., 968.001] 42355.00
Ry O - ‘ ! ‘ " p
50p°- © 20p 10p - Sp’ j 2p ~ip - Unusable | Lottery EURO
32.00 |~ 7.20 0.80 0.80 1.20 0.50 20.00]..". 955.00
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 4
100.00 100.00 20.00 §.00
5.00 20,00
4
F7530312:00: | 8irst:337.201 | N1 3704 03| s c201208.90: [ Cr=a vt < 2.3 0:20; Au#rv459.80:] #.4:1»-345.00:] 552495500, CERR eV, '
> k .
(0)Y F
N
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. Postage

CODE 213337

3ip
Cirisimas Stamps S3p
Christmas Stymps £1.12

e -
o e 5 ae,

b
-~

Pictodat A Letors (Singles)

e

Alrpack Euro (C4)
151 Clss 3o pdhesive (200)

2nd Clasg oY adhosive (200)
188 Class sof adhosive (100) 17
2nd Chass seif sdhesivo (100)
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B/Fwd 72 6255 not rec '
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S/B:to-Hand: i .~ - .65 5820 L E . O e i e T ERTRR RS
Actual on Hand 64| . 5955 76| ! 9 ' .
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Franking Machine Reconcilliation

Balance brought forward : - :
QE. ........ . { .
Cards withdrawn - ! ‘

New cards introduced + i
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| BRANCH NAME Marine Drive |
l FAD CODE 213337 . ]
1 DATE OF AUDIT 23.03.2003 1
[ — PREPARED BY Helen Hollingworth |
Motor Vehicle Licences - Discs found on hand at audit
Put X in the box if ' - partweek
this last column
is a part week .
P . Week Number 50 51 52

! . S Week Ending

A |Licences on hand { ,

- AN R T e E et ot A DY PICTII Y IE > 7 A \
previous week R e A R e
B |Add new stock received

A, JETTSTRVOR P RS RSP
SRR [ 033 1 o] - | (GO OUU PN USIURIR D -~ : | I ] Y, Tt .

D |Valid licences issued

. on V594 (V10) N - R e ROy
E |Valid licences issued
on V595 (Vi) R R P R e | B DG e
F |Spoiled Licences
G |Total Used 0 0 - 0

H |Total Stock At Counter
"|J [Main stock still held by B .
. |Officer in Charge - S e R D e b
K |Total On Hand 0 0
L {Licences Returned To
" |Hemel Hempstead

O S A

SRR

M |Reconciliation: Total (=C) 0 0 0
VARIANCE

'..'. 468
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Equip

EQUIPMENT USED

USER

MAKE & MODEL

SERIAL NUMBER

Audit Laptop Computer

Helen Hollingworth

IBM

552L92wW

Audits Calculator

- {Audits Calculator - -

Audits Calculator
Audits Calculator
Audits Calculator
Audils Calculator

. e ey ChﬁsTay'Or e e e

Helen Hollingworth

texet

T T TAurora”

1" DT8O

SL608

Note Counter

Office Calculator
Office Calculator
Office Calculalor




Stock Managoment Compliance Audit Test

Doos the office ondor fortnightly ? Yes
{For monthly ordering Insert No)

Group A Products

Stock on hand week &3
Stock recolvad in poriod

Stock retumed In poriod

Stock on hand week 51
Totl salos

Averago waekly sales

Maximum holdings at any tmo

Valua of excoss stock (if applicable)

Group B Products

Stock on hand woek . @]
Stock received In period

Stock retumed In poriod

Stock on hand week N
Totol sales

Averoge woakly salos

Maxdmum holdings at any time

Valus of excess stock (if appicable)
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Docs

P32
(v29)

ATTACHED DOCUMENTS

AUDIT LEADER: {Helen Hollingworth

BRANCH NAME: [Marine Drive

o

Document

61
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To: . From : cc:

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 treated

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 e e e
~Travellers cheques not kept in safe

Foreign currency not held securely
Procedures for adjusting losses and gains were not adhered to

J T e
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To: Error Notice duty
From:

Date :

ERROR NOTICES

BRANCH:

FAD CODE:

...n.' _.‘_ .' ':.,;._‘ . ] . ""‘_ - . |
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__
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- . contacted, along with the Investigation team and the Audit Line Manager. The

r
i

To: From: ce:
Cath Oglesby Helen Hollingworth
Inspector R

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 explainied problems he had been havmg 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 felt 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 table gives further weeks
balance declaratlons on the cash account.

R T R NI SN T R e AT L g T Y A et e S wa

g :35 o 91 g i

46  -8243.10°
45  -6730.01
44  -6754.09
43 -4230.97

48 -3509,48 This amount put into suspense week 49
46 -8243.10 This amount put Into suspense week 47

45  -6730.01 Rolled loss
44  -6754.09
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 result -£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 Oglésby was .

sub postmaster was suspended pending enquiries and an interim postmaster was
put in charge at the office.
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