Co
>
X’ S

Q S

% &
%

A ¢

}99X

¢

Z,
2
=
g

Q’

Florida Gulf Coast University Policy: 1.004

Policy Manual
Approved: 7/24/08

Responsible Executive:

Title President
Policy Against Fraudulent or Other Responsible Office:
Dishonest Acts Office of Internal Audit

POLICY
STATEMENT

REASON FOR
POLICY

Florida Gulf Coast University employees and entities doing
business with the University have a responsibility to be good
stewards of the public resources that have been entrusted to the
University’s care. As good stewards, employees both of the
University and of entities doing business with the University are to
behave ethically and to abide by all applicable laws, regulations,
rules and policies.

University employees and agents are required to report any
suspected act of fraud, criminal conduct, mismanagement or
misrepresentation to the appropriate supervisor, administrator,
vice-president, or to the Office of Internal Audit.

Any employee who is found to have participated in or failed to
report fraudulent or other dishonest acts may be subject to
disciplinary action

The University must be a good steward of the public resources that
have been entrusted to its care. Adherence to a Code of Ethics,
safeguarding of resources, and compliance with laws, rules,
regulations, and policies by University employees and entities
doing business with the University provide stewardship and
accountability for the University’s public resources.

Generally, University employees and contractors abide by laws and
regulations; however, incidents of fraudulent or other dishonest
acts may occur. The University does not tolerate fraud, criminal
conduct, mismanagement, or misrepresentations. This policy
provides a process for reporting suspected fraudulent or other
dishonest activities and defines relevant terms.




PROCEDURES

POLICY #1.004

All University employees are expected to observe the provisions
of the Code of Ethics for Public Officers and Employees, Part Il
of Chapter 112, Florida Statutes.

Administrators at all levels of management should set the
appropriate tone by displaying the proper attitude towards the
resources entrusted to the University. The appropriate tone
includes but is not limited to ethical behavior and compliance with
laws, regulations, rules and policies.  Administrators and
management also are responsible for establishing and
maintaining proper internal controls to provide for the security
and accountability of resources entrusted to them. In addition,
administrators should be cognizant of inherent risks and
exposures in their areas of responsibility, and be aware of
possible symptoms of fraudulent and other dishonest acts.

Employees and other individuals who have a reasonable basis
for believing that fraud, mismanagement or misrepresentation
has occurred must report it to his or her supervisor, to the
appropriate administrator or vice-president, or to the Director of
Internal Audit. However, individuals who observe a criminal act
in progress, such as theft or destruction of property, or who have
reasonable suspicion that a criminal act has been committed,
should immediately report the suspected criminal activity to the
University Police or, if the activity occurs off-campus, other law
enforcement agency. They should not confront the individual in
qguestion (being observed) but allow the law enforcement agency
to handle the matter.

Supervisors and administrators at all levels of management who
become aware of suspected fraudulent and dishonest activity
should report the suspected activity to the appropriate Vice
President, Senior Administrator, Director of Internal Audit, or
Campus Police. The President has designated the Office of
Internal Audit as the official contact for reporting suspected
fraudulent or other dishonest acts. It is the responsibility of the
Office of Internal Audit to investigate or direct to the proper
agency for handling, allegations of fraudulent, other dishonest
acts, or any other acts covered under this policy. Employees
shall not confront the individual being investigated, or initiate
investigations on their own, as such actions can compromise any
ensuing investigation.
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The constitutional rights of all persons are to observed during all
aspects of an investigation. Employees are required to
cooperate with any police or audit investigation, and the
employee may be requested to keep their knowledge of an
investigation confidential as permitted by Florida Statutes.

The Whistle-blower's Act, Section 112.3187, F.S., provides
protection from retaliatory action for employees of the University
who report suspected fraudulent or other dishonest acts, and for
employees who cooperate with an ensuing investigation. The
University’s Director of Internal Audit is the University’'s official
contact for reporting suspicious activities under the Whistle-
blower's Act. Information about the Whistle-blower’s Act is
available from the Office of Internal Audit, from the Internal Audit
website or Sections 112.3187 and112.3188 of the Florida
Statutes.

Employees found to have participated in or failed to report a
fraudulent or other dishonest act, may be subject to disciplinary
action pursuant to a collective bargaining agreement or University
regulation. Criminal or civil actions may also be taken against
employees or other individuals who participate in criminal or other
dishonest acts.

This is the first policy to address the subject matter.

Florida Statutes:
e Partlll, Chapter 112, F.S., Code of Ethics for Public
Officers and Employees
e Section 1001.74, Powers and Duties of University Boards
of Trustees

e Appendix A
s/Wilson G. Bradshaw July 24, 2008
President Date
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EXHIBIT “A”
EXAMPLES OF OCCUPATIONAL FRAUD AND ABUSE

Corruption
a. Conflicts of Interest: Purchasing Schemes, Sales Schemes, Other
b. Bribery: Invoice Kickbacks, Bid Rigging, Other
c. lllegal Gratuities
d. Economic Extortion

[I.  Asset Misappropriation
a. Cash
I. Larceny of Cash on Hand, from the Deposit, Other
ii. Fraudulent Disbursements
iii. Billing Schemes, Ghost Employees, Commission Schemes,
Workers Compensation, Falsified Wages
iv. Payroll Schemes: Ghost Employees, Commission Schemes,
Workers Compensation, Falsified Wages
v. Expense Reimbursement: Mischaracterized Expenses, Overstated
Expenses, Fictitious Expenses, Multiple Reimbursements
vi. Check Tampering: Forged Marker, Forged Endorsement, Altered
Payee, Concealed Checks, Authorized Marker
vii. Register Disbursements: False Voids, False Refunds
viii. Skimming
1.Sales: Unrecorded, Understated
2.Receivables: Write-Off Schemes, Lapping Schemes,
Unconcealed
3.Refunds and Other
b. Inventory and All Other Assets
i. Misuse
ii. Larceny: Asset Requisition and Transfer, False Sales and
Shipping, Purchasing and Receiving, Unconcealed Larceny

[ll.  Fraudulent Statements
a. Financial
i. Asset/Revenue Overstatement: Timing Differences, Fictitious
Revenues, Concealed Liabilities and Expenses, Improper
Disclosure, Improper Asset Valuations
ii. Asset/Revenue Understatements
b. Non-Financial
i. Employment Credentials
ii. Internal Documents
iii. External Documents

Source: Association of Certified Fraud Examiners, Report to the Nation on Occupational Fraud and Abuse, 1999



