SECTION 12. TICKET OFFICE STATIONERY AND SUPPLIES, RETENTION AND
DISPOSAL OF DOCUMENTS

This section includes;

. Authorisation of orders

. Ticket stock, wallets and photocards

. Other ticket office supplies

. Controlled items

. Storage and retention of documentation
. Disposal of records

A AUTHORISATION OF ORDERS

The GSM is accountable for the ordering and control of ticket office supplies. Responsibility for
ordering ticket office stationery and supplies for each ticket office may be delegated, but all orders and

requisitions must be submitted and approved via SAP,

ltems of controlled stationery can only be ordered by an authorised signatory and will only be delivered

to the GSM’s office.

The GSM is responsible for supplying an up to date list of authorised signatories for Revenue items to
Revenue Procedures, whenever changes to authorised signatories occur. Up to date lists will then be

provided to the relevant suppliers.

The authorised signatory must ensure that the order is completed and includes the appropriate
delivery address and account number. To ensure prompt delivery, any orders submitted on requisition

forms should be faxed through to the relevant supplier.

B TICKET STOCK, WALLETS AND PHOTOCARDS

1 Oyster cards, record cards, ticket rolls, pre-cut stock and season ticket wallets are supplied
automatically by TranSys based on previous usage. An extra allowance of wallets is given to stations

with high numbers of tourists.

2 If supplies of ticket stock or wallets fall below two weeks supply, or if an emergency delivery of stock is
required, the TranSys Help Desk must be contacted. The Ticket Seller making the request must
complete a ‘Prestige consumables ticket stock Reconciliation’ form, and fax this to TranSys, to confirm

stock levels

3 If any ticket stock or wallets are transferred between stations, the TranSys Help Desk must be

advised, so that accurate stock records are maintained.

4 Adult photocards, TOM or QBM receipt rolls and TOM receipt printer cartridges, can be ordered from

TranSys as shown in the table below;

ITEM QUANTITY SUPPLIED SUPPLIER HOW TO ORDER
Adult photocard Male or Female, pack 1000 | TranSys Prestige consumables order form
TOM receipt rolls Pack 20 TranSys Prestige consumables order form
QBM receipt rolls Pack 12 TranSys Prestige consumables order form
TOM receipt printer | Each TranSys Telephone request to TranSys Help
cartridge Desk
5 When Oyster cards, ticket stock, wallets, photocards, or receipt rolls are delivered by TranSys, the

Ticket Seller must;

« check the delivery is for the correct station

» check details of the stock received against the delivery note

» sign all copies of the delivery note, endorsing it with their employee number and station stamp
« retain the top copy of the delivery note at the station

= place the copy of the delivery note in the freepost envelope provided and post to TranSys.

If boxes have been opened, items are damaged or missing, the delivery must not be accepted and the

TranSys Help Desk advised immediately.
After delivery, all items must be stored in a secure location within a steel cupboard or storage bin.
6 TranSys are responsible for the collection and disposal of any obsolete ticket stock.
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L C OTHER TICKET OFFICE SUPPLIES

The current suppliers and arrangements for ordering other items required for the ticket office are set
out in the following table;

ITEM SUPPLIED SUPPLIER HOW TO ORDER
Bulk Coin Bags Boxes of 250 LUL Stationery supplier | SAP order
Plastic Key Seals Packet LUL Clothing store SAP order
Note Bands Packages of LUL Stationery supplier | SAP order
250

Multi-denomination Coin Boxes of 5000 LUL Stationery supplier | SAP order
Sachets

Printer listing Paper Ream LUL Stationery supplier | SAP order
(Tractor feed) (ref 9670007)

General Stationery items As required LUL Stationery supplier | SAP order
TOPH binder (ref.9400051) | Individually LUL Stationery supplier | SAP order
COTS Forms Pad of 50 GYPS SAP order
Ticket Office Log Book 5 Books GYPS SAP order
Emergency Safe Contents Book Revenue Procedures On request
Register

V&C Return Pad of 50 GYPS SAP order
Penalty Fare Summary Pad of 50 GYPS SAP order
Failed Oyster card form Pack of 100 GYPS SAP order
Lost or stolen ticket form Pack of 100 GYPS SAP order
Application for Refund Pack of 100 GYPS SAP order
Altered Availability form Pack of 100 GYPS SAP order
Multi-safe Bags Boxes of 1000 Learoyd Packaging Ltd | SAP order

€uro Multi-safe Bag labels

As required

Revenue Procedures

On request, (only for nominated
stations accepting €uro currency)

V&C Multi-safe Bags

Boxes of 1000

Learoyd Packaging Ltd

SAP order

V&C Transportation Sacks

Boxes of 250

Learoyd Packaging Ltd

SAP order

Cash Transportation Sacks | One months Security company On request. Emergency sacks can
supply be requested via Funds Management

Manual Encoder and As required Barclays Merchant Direct by telephone quoting merchant

Printing Plates Services number

Verification Vouchers As required Barclays Merchant Direct by telephone quoting merchant

Services number

Maintenance & Failure As required TranSys Telephone request to Transys Help

Register Desk

Ticket Wallets As Required TranSys Telephone request to TranSys Help

Desk

Oyster card Registration As Required TranSys Telephone request to TranSys Help

Forms Desk

Key Seal Register As required Local GSM's office

Tube Maps and Leaflets As required CDL Fax

Customer Charter Claim As required CcDL Fax

Forms

€uro exchange rate stamps | As required Revenue Procedures On request, (only for nominated

stations accepting €uro Currency)

Ticket Office Closed and As required CDL Fax

Position Closed Boards

SAF Printer ribbons As required Office Depot SAP order

(ref ISC355015329 )

POM float stickers As required Revenue Procedures E mail request from GSM / DSM

Currency Detectors As required Revenue Procedures E mail request from GSM / DSM

Gate Straps As required CDL Fax

Oyster reader not working | As required CDL Fax

sticker

Oyster Only Sticker

(SP 800) Electric Gate Maximum of 5 CDL Fax

(5P 801) Pneumatic Gate Maximum of 5 CDL Fax

(SP 802) E2 Gate Maximum of 5 CDL Fax
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CONTROLLED ITEMS

1

General

Controlled items such as, Ticket Seller ID Cards and other controlled stationery must be ordered from
the GSM's office.

GSMs can order the following items, as shown in the table below;

ITEM QUANTITY Order No. SUPPLIED HOW TO ORDER
BY

Record of Fares Collected Pack of 20 pads 6001_GSM | GYPS SAP order

and Summary Forms Pack of 20 pads 6002 GSM

Inability To Pay Fare Forms | Pack of 20 pads 6003 GSM | GYPS SAP order

ROLT/RLMP Forms Pack of 20 pads 6004 GSM | GYPS SAP order

Ticket Seller ID Cards Batches of 5 N/A Assurance Completed Stock
Control Register faxed
to Assurance

Ticket Seller ID Coaches One N/A Assurance (GSM E Mail Request to

card Assurance

b)

The above items must be collected when advised, or will be delivered directly to the GSM's office.
On receipt of an order;

* open the package and check the contents against the order

* check the continuity of serial numbers and the quality of printing, where appropriate

» advise the supplier immediately of any discrepancy in the order

* sign and retain a copy of the delivery note with the requisition form / copy.

Storage of controlled stationery

Controlled items must be kept securely, preferably in a safe or similar locked cabinet with access to

keys limited to nominated staff, who are accountable for carrying out regular stock checks, to ensure
all items are accounted for. Any discrepancy must be reported to the GSM immediately.

The GSM must ensure that;

* records of deliveries received are maintained

* records of the issue of individual pads

¢ the continuity of issue and completion of forms are monitored
* procedures are fully complied with

* regular checks of all stocks are undertaken.

Controlled stationery items issued to individual stations must be recorded in the Station Log Book and
stored securely.

In the event of any discrepancy in stock levels, or if individual items are unaccounted for, lost, or
stolen, the GSM must report the matter to Revenue Investigations.

Ticket Seller ID cards

Ticket Seller ID cards are supplied to GSMs offices in batches of 5, with each card and associated
PIN, sealed in an individual multi-safe bag, together with a Stock Control Register listing the individual
card and multi-safe bag numbers.

The DSM is responsible for maintaining the Stock Control Register to record the issue of cards.
Replacement of Ticket Seller ID Cards

When there is a need to replace the Emergency ID card at a station, the DSM must arrange for the
completed Replacement of Ticket Seller ID card form together with any deactivated ID card that has
been replaced, to be returned to the GSMs office. The DSM must replace the card using the next ID
card from the stock, recording details of the issue on the Stock Control Register.

New Issue of Ticket Seller ID Cards

Any newly qualified Ticket Seller requiring a Ticket Seller ID Card must be issued with a card from the
GSMs stock. The DSM must obtain authorisation to issue the card from the NOC.

The issue must be recorded on the Stock Control Register as a ‘NEW ISSUE’ and the ‘Record of
Issue of Ticket Seller ID card’ form completed to show ‘NEW ISSUE’.

Coaches Cards for newly qualified Ticket Office Coaches can only be issued by Assurance, on receipt
of an e mail from the GSM.

Ordering further stock
Once the last ID card has been issued to a station, the completed Stock Control Register must be
signed by an authorised signatory and faxed to Assurance, as a request for a further batch of
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