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As you know, Post Office Limited from time to time issues instructions to S bpostmast+ers under the 
Subpostmnaster Contract about hoot/ to operate a Post Office branch properly, These instructions are 
set out in various documents, including operational instructions and in Operational Focus. for_ ease 
of reference, these instructions are referrec.1 to as branch standards. The letter from Lynn P Hobbs 
included with this pack describes a new booklet summarising many elements of branch standards 
which l=ost Office has produced to help you meet branch standards in your branch. 

With effect. from 1. June. Post Office Li €nited +ari l also introduce some further measures to reflect the 
cost of nom-conformance with those in. ich standards that deal with: 

> Compliance training 

> Overnight cash: declarations (i... ,.. ash c:&c:larat.k r:s) and 

Motor vehicle licence discs. 

he detailed requirements for complying with each of these branch standards are as `ollc.vrs: 

1. Compliance training 
5ubpostmasters must properly complete, and ensure that their assistants properly complete, 
any compliance training required by Fcst Office Limited by the deadline(s) notified by 
Post Office Lim ited. 

Compliance training includes mails integrity, financial services compliance, anti-money 
laundering, telephony. data protection and other regulatory compliance training specified by Post 
Office Limited from tirr:n to tune. 

2. Overnight cash declarations 
On each day on which the Post Office" bran cht =r._treach service is onen for business an, by no 
later than the ucadline notified by Pros' Office l imited, Sibpos1mnasters must ensure ̀ , ... . t 
Office Limited is sent all the recuirea' proper, accurate and valid declarations usinr.i Hr......
stating the total pound sterling cash belonging to Post Office Limited to be held overni€ ..; in 
(a) the branch/outreach service and (b) any self fill Post Office ATM at the brancfv` qtr= _:,:r service 
(a self fib AIM is one where the :ubp;stmast.er is responsible for loading the cash into the ATM, 
as 0000sed to a fully serviced ATM which is loaded by Post Office Limited's secure carrier using 
• re loaded cassettes) and any private ATM for which Post Office Limited supplies the cash. 

3. Motor vehicle licence (MVL) discs 
Subpostrinasters are responsible (a) for the safe keening an 
at their branch/outreach service and (b) for accurately r ac till. { 

stolen or spoilt lvt'r L discs in accordance with cc rre'- strut:ear 
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The further measures that Post Office Lim ited will introduce for non compliance with these branch 
standards are as follows: 

1. Compliance training 
Where a Subpostrnaster has not ensured that this training has been properly completed by 
the relevant deadlines, Post Office Limited may take such steps as :nabiy considers 
appropriate to ensure compliance with this branch standard by the `W . '; : stmaster. including: 

(a) sending rem inder letter(s) or other appropriate c.orr€rnun€cations tai; the Subpostrnaster, 
and/or the branch/outreach service; and/or 

h) making a reminder phone cal; to the Subp stmaster, and/or the brand outreach service: 
and/or 

(c) after prior notice to the 5ubp€ostmaaster sending a Post Office Limited representative to visit 
the branch/outreach service to ensure that the training is properly completed. 

Post . Office Limited may require the Sub ,ostrnaster to pay Post Office l...imited`s reasonable costs 

and expenses of carrying out. these steps, including (but not (incited to) the costs ant": expenses of 
travel, staff time ann overnight accommodation where required. 

2. Overnight cash declarations 
Where Post Office Limited Cons€tiers. it appropriate €ate based on a Subpostmaster's level of non -

compliance with this branch standard, Post Office Limited may take such steps as it reasonably 

considers appropriate to ensure compliance by the S€uti w ostmaster, including; 

E (a) sending letter(s) or other a";proprfa€.f communications to the Sunosimoster and/or the.. 

(,  and/or bran. h/outrE?a, t t .•   a 

(b) n , ' . g a training p i,r e Cail to the Subpostmaster, r the brans outreach service; 

am.

^; the Stiboo stm€astec requir€ng the Sub )ostmaste :nd/;:r any of ."̀ :€s staff 

:outrecY€ service to undergo further training he Subpostrnaster"s 
cost i > may involve Post Office Limited represe. ..'. . s visiting the branch to 
del€,. . ,. .(.lie lu,. . ., : :'c tra€""°;•~;. 

Post ( sic Lin s ccl may rc.uire the ` ster to u. €CC € imited's reasonable  costs 

earl _. . . .. . . . . . , . `h€e costs and expenses of 

rave( staff time antI overnight ac.conrnodao(7 `,,here required. . 

3. Motor vehicle licence (MVL) discs 
if as a result of any f+dilua"e by a Out postmaster to comply with this branch standard, including 
where a MV1... disc has been lost or stolen or not properly accounted for Post Office l im ited 
has has been obliged to pay an amount to the [ VLA*, Post Office Lim ited may require, the 
Subpostrnaster to reimburse this amount to Post Office Limited in fuH or in part. 

As at February 2010 the amount which Post Office Limited is likely to seek to recover from a 
Subpostmast.er in respect of a lost., stolen or spoilt MVL disc does not exceed £411..50. Any other 
caps or limits set out in the Suopostmaster contract no Longer apply. 

(*OVLA means the Driver and Vehicle Licensing Agency/Driver and Vehicle Agency 
(in Northern Ireland) or other relevant authority. 
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In all cases, these sum s/costs to be paid or recovered from the Su post':l"€aster may either be 
deducted from the St bpostrnaster's remuneration or other" sums due to the Subpostmaster or 
Post Office Limited may invoice the Subpostmr€aster for them. nvoices, must be aid within 
14 days of receipt. 

These further measures are in addition to any other action Post Office Limited may be entitled to 
take as a result of the non-compliance. Nothing €n the Su postmaster Contract will limit F ost Office 
l..imited's rights under these further measures. 

Where  a Subs:stmaster operates a core branch with outreach services, the further measures 
heccrib€ed above will apply separately to the core branch and each outreach service. 

If Post Office Limited decides to introduce any further measures for other branch standards, or to 
chance the further measures for the branch standards detailed above, it will c ive SubDostmasters at 
Least one month's written notice. Any such change may be communicated through publications such 
as Operational focus. or by letter or. elec:tronically: 

Any reference in this contract note to a Subpostmaster will  €nr_tude a SubpoStt ristress 
and an Oer•ator. 


