
APPENDIX 2 
 

FLOW CHART TO SHOW THE PROCEDURE FOR DEALING WITH 
COMPUTERISED ACCOUNTING RECORDS 

 
 
 
 
 
 
 
 
 
 

Hard copy printouts  Computer media such 
as floppy disks. 
Paragraph 66.11 

Hard disks within 
computer system. 
Paragraph 66.13 

 

Phone CUST for advice 
on moving hardware 

The computerised accounting records should be identified 
and obtained at the earliest possible stage. They are likely to 
include or be a mixture of the following: 
 
 
 
 
 

Treat as non-
computerised 
records. See chapter
10 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

If advised 
to move. 

If advised not 
to move. 
Secure at site

Place in approved evidence bags; completing forms 
DR F1 to 4 Paragraph 66.11 and Appendix 1 Complete form 

DR F5 request 
for site visit. 
Paragraph 66.13

Move to 
ORs office 

LNO phones CUST to 
request an officer to take an 
image. Paragraph 66.14  

If copies required 
LNO phones CUST with details 
and sends sealed bags containing 
media by recorded delivery. 
Paragraph 66.12 
 
 CUST will prepare electronic images of 

the data on disks and return two copies to 
the OR. LNO should confirm receipt of 
the copy media. Paragraph 66.14 

Original or top copy.  Working copy 

Access for printouts or 
interrogation. Do not change 
any data 
This will be kept in sealed evidential bags 
at the official receiver’s office. The bag
should not be unsealed unless specific 
instructions to do so are given by 
Prosecution Section, Disqualification Unit 
or DTI solicitors 

s 
Store all media in appropriate conditions 
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