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Open Sharepu lit Workspace- Cllck on the Synch, tab along the top, and then click the Synch button. 
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Sync Change Syrc Sync 
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Content 
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' :: Tower -Network Field Support ' R Tower - Network 0 I.4 Currently 22/11/2013 Sandra 1.0 
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Field Support 
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i..3 Old P32s 14/11/2013 Sandra 1.0 
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Old P32s 
'~y CAT 24/112013 Alexander 1.0 
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Double click on the CAT Tool and the All Branches Database' to open them. 
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1. P; HE ;fit"Nr''! 

from "All Branches Database" 

Either use `find' or filter to find the Ibranch you want, and copy the row. 
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F',ste in Alt Branch Database data 
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2a Fin i in  
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le duditor and or fields ,afl r lr~~ r ,t - ; di .p t i t ? (It „a 7 `It i ~1 o car line. 

Audit Detail 

Acdrt Cale Cate of aunt 

Select_ " ~i 

lea- Aud.t t Qthe AuOters 

.. . .. ... taP,i .i .. 

Audit 0eta4s 

Aud,t Code Nit of audit 

150 - Random Audit 15/11/2013 G&I; 11
vJ 

Lead Auditor ether Auditors 

5tacev L Ht-per ~ afr) [ u4 -A a cider Todo i

Core 

the knil, It ry faiiures are iaigialighfed iib red it easily review the end resuifs, 

(dual 

lktestson to be asked 9rrswtr, .h'er;u'red Merle 

Someone who you know tw c: :.:- - ;.:;. , . ,vr :.....,a __ _. -d - - 
benefits and is known in the area ' _ De

£4k of in petty crime wants to ,u. ate
£4k of US dollars and pay in cash. What 
would you do & why? 

Someone who you know to be receiving 1.2 - If sus.p ass -- .a.t - -o -. efor transaction by 7 working days. If suspicious t c`.ai a -n._ - _ -
ber efitn and is known in the area to be identificetcn ar d :s ir _ ,, iu'coo Stion  as possible about the transaction and hot Teste;. ....... 

r ) - 116 — there are 2 extra fields. One is fo cira  ii  failure (if there is c e) as rr r' l-°~.i iun the Answer required' 
toa 

.,Ct .'ci_ 't Re -'at ir(. 'S :ir~ao- tC iri- s;t i5 ..ff w e.:} _rc1, '+/li It '" s i tnr e.r V. (A " ry 
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' a& Is 
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c. s.:re all moil items ewwting 131 -  st , e ~r eble conteiner, on a leash. behind the dax-+tar r ta 0 .^rzn,n liar - ---
collection (incivaing priority seraice items) secure area. All priority items must be held within the secure area.
are kep: secure? Please also felt in the severity if CORF10 a a fait- 

0 - Answer incorrectly 
1 - A couple of non priority items
2 - Several no, priorty or one ansecure bag 
3 - Priority Service items or multiple unsecure begs 

Are there integrity issues due to space issues? ; Yes ... .' 

N 
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For ~~ n ---tit l ;r,~ ,. _ lit ;n Mfr:.~ avj rP - r t i~ h'.. ~r ')r~,.  .its after auait, which will need 
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eceipts 20.1 r  + :: ng records f. -  _;e- oteetion. CORE24: 
a, _stable for alt branch star for current Hornepn - - 3roadband. Dangerass Goods S any other asolic_ €e -a.nun. If training records lot Pass

-npIianre training, available r.:.- every member of staff. they must re-take the , .,-..ne receipts must then be filed 

in branch. F5A to ensure this is completed before leaving the branch wherever possible:. For 
Dangerous ands this m ,-mt be done while the auditors are on site, and if the staff members are 

not in bra _ o-  must remove them from handling m,.' ,r _._ ,_._.: 
pawed. 
NE. k- s.-ta r _. . . <_ National Multiple a-' - - - - 
bare r~ n :. _ ,, o ctm. carry chei- tr.  ..-c, --Cm .. tc 
produce them :f err -I g cr _`_ - =.n-- 

PO Local branm_s - _  x - f: _ _ - r _ -; , as i or the 
Foundation Mcdule p r. _ is 4i. :-at- r -r c sic 'an - _ -. ^eg -.hat has been 
issued since 

ier titer a T, €r -.:o a er _ re- xt et e: e s, ct., ;an ny _.e: ;tit audit that b ..fat ,.ta :cards v+rrtl cad to chae. 
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otion Vsername  Re yt eTid. ~;• 

..........._..........._..........._ .........................i . Sded._ 'e 

Add another 

CORE25 — If this is a failure you now need to enter the names of any staff that are not registered. This is a better follow up 
process and again something requested by clients. 

Agent only (including WHSmiths & National 211 - Notify HR using the P250 pack for new staff employed since 1st Jmnaary 2006. Contact CORE25: 

Multiples)- What HR proved:ures must you them on r,_  GRO _ j When employing new staff the following should be adhered to-

follow when employing a new membe- of ...f
staff? > Notify HR using the P250 for new staff employed since 1st January 2006. 

> Documents need to be sent to HR by Recorded Signed For, 
> The previous 5 years employment history must be requested. 

a 2 independent references must be obtained, 

Please enter any staff names for Branch Standards to follow up 

i Add another person 

Comments — The comments box is on the bottom of each test type, ai a .,dtl ants to othrer. 

By interview with Operemr/Mmager er wndmn ctP member woekirp in t•rz.,
What ,b you do -C.  a atonmer decant The mend nonfat tie aeaptad if t t cuatonla ant mnfiem the wntml _....-_. 
know whet a pared cainah5, en rdum to tMthout knowing tat content; you oft tell if the Faesel tea dangerous m rostaded pact 'nude. 
tad you? w nonfat be mire atecher the been is Rigel to rend (prohubitedl. or mum be tyntmadleit do a 

tenon n way (ntmrictea) 



POL00086839 
POL00086839 

Procedul : Government Services 

The procedural - currity questions remain unchanged, and have the four standard options in the drop down. There 
is also a button for quickly marking the whole section as compliant. 

Government Services: 
The sections are marked as N/A if the branch doesn't do them (Passports, AEI and DVLA). There are quick 
buttons to mark all Government Services as Not Tested or N/A. There is no button for marking all as passes, this 
is in case the automatic N/As are overridden by accident. 

Mark as not ttstetf P1  P Mark as not applicable 

Lkoeetiorr to be asked Answer Required Mark 

A-e under copies (P5035sl accurately Check 2 weeks under copies to ensure that they are fully completed correct fees applied and iP50Q1: 
completed and retained as appropriate? 4.e retained as per guidelines, NfA 
total value volume. branch code. date. week 

number, initials, date stamp & the correct 
charges applied 

Vfhat would you do if a customer presented Accept the application checking fee only. Complete a Passport Applcation Receipt P4921 with iP5002: 
incorrect documentation or the form at relevant transactions details indudng the reason for rejecting the application. Advise the N/A 
contained errors? customer that the Passport Application Receipt P4921 must be resubmitted within one 

calendar month if they wish to have arty sucsequent passport apphcation checked +nthcut 

an additional checking fee. 

Describe what you wouic do with passport, 

h  

µ , .. -ntare stored in the safe prior to despatch the follyvak.T:; ta, IPSO03 

.hat are accepted after the cut off time? NIA 

be _ . , _-  _ _ _ -_ _ ci cat check with any variance reported to the NBSC or, the same days. Discs quantity DVLAD1, 

a s -_ cs.  =- _ -tubers recordez1 on Hoc'. arc on l-ne- * 

What would you do if hi = _ ..>: or -:.  _ _ ._ the NBSC v retard on 4orizon on tine. DVLADZ: 
Stolen? ... .. A .. _ 

POGA 
Each question has the standard four options. 
When POGA is not being tested the page will look like the image below. There will be a banner advising it's not currently 
tested, and all answers are automatical ly marked as Not Tested. 

rSA> a 

y aS .. 
lt ,, p y 

POCA IS NOT CURRENTLY BEING TESTED 

(Yuesfian as be asked Answer Required Af®k 

When opening a PDce acca<..nt chat 'firms iron POCA4tk 
wild you check for or ;he applicanan 8e cpmplxted ir. CAPITAL'cETrERS in clack irk IJotTta4d 

farm 1P6629)7 Section 1Pre-populated section vi appinotion is contest and corresponds with ID presented 
Contain customus DOB L Ni 'unto? 
Certain the corned name aedress 
Section 2 is completed one all three parts of Ire atsmmers Security irformatiwv is oxnplatad. 
Check that ID has been documented on EOIF (P63631 
Section 5 mnnpleted,crossed 
(NB: where there are no app.iration forms on herd, show hcanch staff yp,tr copy of the application 
& go through reo,rremeno{ 

:Then opening x PUct escor, chat Sector 3 is completed i Na if Section 3,5 aeWicahle then Section 4 must he com'pk:edl POCA41 
Quid yes check fnr nr •he Tr..-lirar in, Section 7 signed by nxromer Not Tested 

firm IP66291? 'Office Use settee mnta:ns 
&. branch coda 
8, Data stamp and clerk m,tiak. 
C. Dana 

8 
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Confirmation 
This is the final screen. The RSM/ASMFContracts Advisor email addresses are automatically populated. Any other internal 
email addresses that need to see the Compliance Audit must be typed or pasted into the 'Other' box. NOTE: These email 
boxes will not be made active until Friday 29'" November. 

There is also a reminder to check you have entered everything correctly as no further checks will be made to the data before 
being sent out to the branch. 

FSA> Audit Lcq> Cur&rreekn , • 

Who needs to know? 
RGhuc~(sM/RSMiASremnt.e.to. •eWrtn e. eetme nem the were err , a enur enr enen.m.b eenrtntne th teed re thee teem the 

Brach RytdRGM &a,dtA WCSCSM Brand t*etteAd.ea. 

Mar emei! akrte needed (mBe,ete tie:) 

Confirmation 
Onu ye. .ubmit Ora eamownar ..d2 Seen h sartlade taint nit cadent the doeum.nm tad. knnth ;ate. nut 2 .'td^n9 dye. 
Pk.., deed beck tenon, each ed the en... contend in make sue reef h.nefekd m .onnn tma wrrent - there ant be en f r, tw deeds no non enoren.l you bean 
Intend evatryno wrradr, 

dye roc beet eneMhM ebbed in rerrettbt. w.h 'be ranted (riWm mak.d> t th e.
xkte.. 

Von do net need taint  epee name. thin naa be apeeed amen.t nob at, errbe 
Wyatt nee non happy mth bent b eboennu in the Mt then pkne emaW brend'senbrdet.neMtteovnrie mttk 

Working Papers/ Appendix 
After clicking onto the Working Papers page, go File>Print or Crtl' and P to orint. 
The Appendix page is there p r,  )r eference. You .o r,t in d c .;!r, )t r '! c% li p ,1 

Sr ng/Submisc. ,r-

V " go FI ` to : :.o n... .. e forni to yot...r' p pte G 9'  

t 
Mq O. ft . .:.fl  ?t Sd'-i P O I ;O ty r')L Jle clicking on it, ;" St ike yn 'Jp t V err` (J'

ubmissiora
The audit is riot submitted to the main database until you click the Submit' LW  ft corner of P i rm. 
You must be online to be able to do this; otherwise you will get a message saying it hri 
audit is automatically named in the database in this format: [FAD]-[Date of audit]. 


