Classification: Public

Date
12 September 2025

Post Office
100 Wood Street
London EC2V 9ER

Your Ref:

Classification:
Public

Dear

Freedom of Information Request — FOI2025/00579

We are writing in response to your email received by Post Office Limited (“Post
Office”) on 14 August 2025, which has been dealt with under the terms of the
Freedom of Information Act 2000 (“FOIA”).

In your email, you have requested the information shown verbatim in bold below
(with our answers below each question):

“In a FOI request (your ref FO12024/01420), you responded that you had "As of
1st April 2024 there were 6642 separate contract holders for the beginning of the
financial year 2024-2025".

What proportion of these 6642 are held electronically vs physically?

How are the electronic ones stored? i.e. in PDF, database, Word Can Postmasters
access their own electronic contract?

We can confirm that Post Office does hold the information you have requested.

All contracts are scanned and uploaded electronically into our Customer Relationship
Management platform; this is not a postmaster facing system. There may be a small
number of exceptions where older contracts have not been uploaded however, all
new contracts issued since 2019 are stored electronically and where contracts are
revised, an updated electronic copy is retained.
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Is there a process by which a Postmaster can request access to their contract?

Yes — all postmasters are able to request access to their contracts via a Microsoft
form available from the Branch Support Centre.

How are revisions to these contracts communicated to the relevant Postmasters?

If any revisions are made to the clauses/terms within the contract, an updated
physical copy would be sent to the contract holder. For more operational changes,
e.g. if a branch is supplied with an ATM, updates to the Operations Manual or
changes to fees, these updates would be issued electronically with a paper copy an
option if requested.

Is the Post Office looking to move all of their physical contracts to electronic
format?

If so, when will this take place?

We currently issue and save all contacts electronically unless a paper copy is
requested by the postmaster.

If you are dissatisfied with the handling of this response, you do have a right to
request an internal review. You can do this by writing to the address above within 40
working days of receipt of this response stating your reasons for your internal review
request or alternatively, by emailing information.rights@postoffice.co.uk.

If, having requested an internal review by Post Office, you are still not satisfied with
our response you also have a right of appeal to the Information Commissioner at:

Information Commissioner's Office
Woycliffe House

Water Lane

Wilmslow

Cheshire SK9 5AF

Telephone: 0303 123 1113
www.ico.org.uk/foicomplaints
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Yours sincerely,

Information Rights Team
information.rights@postoffice.co.uk
https://corporate.postoffice.co.uk/en/governance/access-to-information/access-to-

information/

Post Office Limited is committed to protecting your privacy, information about
how we do this can be found on our website at www.postoffice.co.uk/privacy
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