





























Anti Fraud Policy

ASSET MISAPPROPRIATION SCHEMES

Schemes Involving Cash Receipts and Cash On Hand

Category Description Examples

Skimming Any scheme in which cash is Employee accepts payment from
stolen from an organization a customer but does not record
before it is recorded on the the sale.
organization’s books and records.

Cash Any scheme in which cash is Employee steals cash and

Larceny stolen from an organization after | checks from daily receipts
it has been recorded on the before they can be deposited in
organization’s books and records | the bank.

Schemes Involving Fraudulent Disbursements of Cash
Category Description Examples

Billing Any scheme in which a Employee creates a shell
person causes his or her company and bills employer for
employer nonexistent services.
to issue a payment
by submitting invoices for Employee purchases personal
fictitious goods or services, items, submits invoice for
inflated invoices or invoices payment.
for personal purchases.

Expense Any scheme in which an Employee files fraudulent

Reimbursements

employee makes a claim

for reimbursement of
fictitious or inflated business
expenses.

expense report, claiming
personal travel, non existent
meals and etc.

Check Tampering Any scheme in which a Employee steals blank
person steals his or her company checks, makes
employer's funds by forging them out to himself or an
or altering a check on one of accomplice.
the organization’s bank accounts,
or steals a check the Employee steals
organization has legitimately outgoing check to a
issued to another payee. vendor, deposits it into

her own bank account.

Payroll Any scheme in which an Employee claims overtime

employee causes his or
her employer to issue a
payment by making false
claims for compensation.

for un-worked hours.

Employee adds ghost employees
to the payroll

Cash Register Disbursements

Any Scheme in which an
employee make false entries on a
cash register to conceal the
fraudulent removal of cash

Employee fraudulently voids a
sale on his cash register and
steals the cash

Cash on Hand Misappropriations

Any Scheme in which the
perpetrator misappropriates cash
kept on hand at the victim
organization's premises

Employee steals cash from a
company vault

Non-Cash Misappropriations

Any Scheme in which an
employee steals or misuses non-
cash assets of the victim

organization

Employee steals inventory from a
warehouse or storeroom

Employee steals or misuses
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confidential customer financial
customer financial information

Source: Corporate Fraud Handbook, Prevention and Detection, ACFE

Non-Cash Misappropriations

Category Description Examples

[nventory Any scheme involving the theft or | Employee steals merchandise
misappropriation of physical, non- | from warehouse or sales floor.
cash assets such as inventory,
equipment or supplies. Employee diverts incoming

shipments of inventory for
personal use.

Information Any scheme in which an Employee accesses customer
employee steals or otherwise records for purposes of
misappropriates proprietary committing identity theft.
confidential information or trade
secrets. Employee provides company

trade secrets to a competitor.

Securities Any scheme involving the theft or | Employee fraudulently transfers
misappropriation of stocks, stock held by company to
bonds, or other securities. personal account

Source: Corporate Fraud Handbook, Prevention and Detection, ACFE

Corruption

Category Description

BHbery and Kiekdanke Commercial bribery is the offering, giving, receiving or soliciting of

anything of value to influence the outcome of a business transaction.
It typically is committed by employees such as purchasing agents who
have discretion in awarding business to outside vendors.

Eeenpiic Extortioh The flip side of offering or receiving anything of value is demanding it

as a condition of awarding business. This is termed "economic
extortion." A typical case involves a corrupt lending officer who
demands a kickback in exchange for approving a loan.

Conflicts of Interest A conflict of interest occurs when an employee, manager or executive

of an organization has an undisclosed personal economic interest in a
transaction that adversely affects the company or the shareholders'
interests. As with other types of corruption, these schemes involve the
exertion of the insider's influence to the detriment of the entity.

lliegal Gratuitias lllegal gratuities are similar to bribery schemes, except that something

of value is given to reward a business decision, rather than influence
it. For example, purchasing agents commonly are lavished with
expensive vacations and other items when a vendor's contract is
approved.

Source: Corporate Fraud Handbook, Prevention and Detection, ACFE
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APPENDIX B ~ TEMPLATE OF POLICE REPORT

Saya seperti nama di atas adalah seorang Pengurus di Jabatan yang beralamat di AirAsia
X Sdn Bhd (734161-K), Jalan KLIA 87, Southern Support Zone, KLIA 64000 Sepangd, Selangor
Darul Ehsan / Alamat Station mewakili syarikat AirAsia X Sdn Bhd ingin membuat laporan polis
berhubung seorang kakitangan kami yang bernama Nama staff terlibat (No. K/P: XXXXXX-XX-XXXX)
yang berjawatan sebagai Jawatan terkini kakitangan terlibat dan bertugas di AirAsia Berhad, LCCT/
Station Sepang yang telah melakukan perbuatan penipuan dan pecah amanah terhadap syarikat kami.

Laporan ini adalah mengenai

Nama kakitangan terlibat telah disyaki melakukan perbuatan ini mulai bulan ------------- i 201X sehingga
----------- 201X. '

Pihak kami telah melakukan siasatan dalaman dan medapati

Pihak kami mengesyaki wujudnya unsur-unsur penipuan dan pecah amanah didalam perkara tersebut
dengan anggaran jumlah kerugian keseluruhan setakat ini adalah sebanyak RM XXXXX.

Berikut adalah maklumat kakitangan tersebut:

Nama : Nama penuh kakitangan terlibat
1/C No 19.9.0.0.0.0.0.0.0.0.0.4

Alamat Rumah : Alamat terkini kakitangan terlibat

Telefon No. D 03-XXXXXXXX

Tujuan laporan polis adalah supaya pihak polis membuat siasatan lanjut berkaitan kes ini.

Sekian, laporan saya.
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TEMPLATE OF POLICE REPORT (English Version)

I, as the name above is the Manager for Department, at address AirAsia
X 8dn Bhd (734161-K), Jalan KLIA 87, Southern Support Zone, KLIA 64000 Sepang, Selangor Darul
Ehsan / Station’s address representing AirAsia X Sdn Bhd would like to lodge a police report regarding
one of our staff, with the name of (MyKad No:xxxxxx-Xx-Xxxx) with
designation of and working at AirAsia Berhad LCCT/Station
who is suspected involving in fraudulent act and breach of trust to our company.

This report is about

The staff's name is suspected to have done these fraudulent acts from month of . 201X
until , 201X

We have conducted the internal investigation / internal inquiry and found that

We suspected that there is evidence of fraudulent and hreach of trust in this matter and the estimated
loss is RM XXXXXXX.

The following are the details of the staff concern:

Name : Full name of the staff concern
I/C No D.9.0.9400.00.0.00.4
Home Address : Current address of the staff concern

Telephone No. : D3-XXXHXXKXX 1 019 XXXXXXXX

The purpose of this police report is for the police department to make further investigation on this case.

Thank you.

End of my report
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