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廉政公署的防貪諮詢服務會因應私營機構的要求，提供免費、絕對

保密和切合個別機構需要的顧問服務。詳情可致電☎2526 6363 
或電郵至 cpas@cpd.icac.org.hk 與防貪諮詢服務聯絡。
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引 言 一般貪污風險及誠信挑戰

營運流程的貪污風險

香港是享譽國際的「購物天堂」，一直以提供多元化

而又充滿信心保證的商品及優質服務見稱。零售業既

滿足了本地市民對購物的熱情，亦能吸引世界各地旅

客來香港「尋寶」，在維持本港經濟和旅遊業發展方

面，扮演著重要的角色。然而，零售營運的一些主要

程序存在貪污舞弊風險，若不妥善處理，不但可能導

致財務損失，更會令商品和服務質素下降，影響商譽。

為協助提高零售從業員、管理人員和營運者對業內潛

在貪污風險和誠信挑戰的警覺性，並為他們裝備相關知識以防範這些風險，廉政公署製作了

一套零售業防貪培訓教材，供零售商、培訓人員和個別從業員作培訓或自學用途。

本教材內容根據資歷架構下零售業《能力標準說明》內有關防貪和誠信的能力單元而設計（詳

情請瀏覽：http://www.hkqf.gov.hk/ind/tc/retail.aspx）。

這本快速便覽小冊子簡述教材的學習要點，包括香港反貪法例主要條文的要點、零售營運的

常見貪污風險和建議的防貪措施。 

零售業從業員在工作時可能面對誠信挑戰或貪污陷阱（如遭供應商行賄）。為保障自己免於

墮進這些陷阱，從業員需對反貪法例有基本和清晰的認識，及了解應有的道德操守。公司亦

應制定適當的預防措施，協助員工抵受貪污誘惑。

以下摘錄零售業務一般可能出現的貪污漏洞和舞弊行為，及相應的建議防範措施。

香港反貪法例的要點

防止賄賂條例（香港法例第201 章）

第9(1) 條 – 任何僱員（即「代理人」），如未經僱主（即「主事人」）許可，

索取或接受任何人士的利益，作為他作出與其僱主業務有關

的行為的報酬或誘因，即觸犯貪污罪。

第9(2) 條 – 在上述情況下提供利益的人士亦會干犯貪污罪。

包括金錢、禮物、貸款、佣金、職位、服務、優待和免除法律

責任等，但不包括「款待」。

供應在當場享用的食物或飲品，及任何同時提供的其他款待（如

舞蹈或魔術表演）。

第9(3) 條 – 蓄意使用載有虛假資料的文件欺騙或誤導僱主，不論有否獲

取任何得益或利益，亦會構成罪行。

第 19  條 – 任何專業、行業、職業或事業的慣例，不能作為索取、接受

或提供利益的辯護理由。

利 益

款 待

貪污 / 誠信風險

貪污漏洞 / 舞弊行為

建議防貪措施

建議防貪措施

未經批准收受供應商、顧客或其他

業務經營者的回佣或利益，作為

優待他們（如轉介生意）的報酬

未獲授權預留暢銷貨品

行賄以獲取生意 

擅自給予顧客折扣或其

他優惠

侵吞現金、存貨或給予顧客的贈

品等 

侵吞給予顧客的贈品或

禮物 

對反貪法例的誤解

濫用員工購物優惠

洩露機密資料以換取個人利益

利益衝突

操控員工佣金制度以獲

取額外得益

發出指引，禁止員工索取或收受與公司有業務往來人士所提供

的利益，並訂明例外的情況（例如可接受利益的價值和場合、

接受利益不會產生不當影響等）

制定銷售暢銷貨品的政策、程序及監控措施，如配額制度（如適用）、

妥善記錄等

提高透明度，讓顧客知悉銷售和存貨情況

嚴禁職員向其他機構的僱員或代理人提供利益，意圖影響他們

在業務上的決定

列明不同職級員工可給予顧客的折扣 / 優惠範圍，若超出上限，需由

督導人員批核 

制定清晰政策，禁止員工挪用公司的財產和收入

進行督導抽查（如突擊檢查現金及盤點），以查察和阻止舞弊行為

訂定發送贈品和禮物的指引與監控措施，防止員工侵吞本應提供予顧

客的禮品 

提高有關優惠資訊的透明度，如讓顧客知悉在甚麼情況下可獲得贈品

盤點禮品，並核實發放禮品的情況

定期為員工安排培訓，幫助他們理解反貪法例及公司的收受利

益政策

清楚說明公司的員工購物優惠政策，如購買限額、嚴禁轉售圖利、濫

用優惠的後果等

制定員工購物優惠計劃的程序，包括適當的管控措施和記錄

禁止員工未獲授權洩露公司的機密及專有資料，並採取預防措

施（如限制資料的存取）

提供處理利益衝突的指引，要求員工避免利益衝突，並在無法

避免時申報可能出現的衝突

要求員工避免跟與公司有業務往來的人士過份交際應酬，及接

受他們頻密或奢華的款待

盡量採用簡單的銷售佣金制度，減低舞弊的機會 

制定監控措施和核實程序（如定期就佣金發放編製管理報告），以查

察及防止員工濫用制度

貪污漏洞 / 舞弊行為 建議防貪措施

侵吞現金收入（如不記錄

/ 取消銷售交易、以私人

信用卡替代顧客現金結

賬等）

私吞折扣差額

如需更改 / 取消銷售交易，需由督導人員核實及批准

妥善保存所有銷售活動的記錄，包括現金退款和取消交易等異常情況

由指定及適當職級的員工進行銷售交易的日終核對，並抽查其他日常

營運程序

在適當位置安裝閉路電視，以查察和遏止不當行為

提高透明度，向顧客發佈銷售和折扣優惠的資訊

採取適當措施監控折扣的使用情況，防止濫用

付
款
程
序
與
收
入

在物色和挑選供應商時

偏私

縱容表現欠佳的供應商

建立公平的甄選程序，涵蓋草擬貨品規格、不同價值物品的採購方法

和審批人員、物色供應商的方式、收取和評審報價等

在可行情況下引入分工，如指派不同職員物色供應商、評審報價、發

出訂單、認收貨品及核證付款等

預先釐定甄選 / 評審準則、各項準則的相對比重及評分制度

設立監察及評核供應商表現的機制，並適當處理表現未如理想的供應

商（如發出警告）

採
購

貪污漏洞 / 舞弊行為 建議防貪措施

分配貨架時優待個別商戶

收貨馬虎

盜竊貴價存貨

指派獨立於店舖日常運作的員工，按照預先釐定的準則設計「貨架圖」

到店舖進行突擊抽查，確保貨品依照貨架圖擺放

要求員工根據購貨單及 / 或發票上的資料，檢驗貨品的數量和質素是

否符合要求，並記錄缺失以便盡快與有關供應商跟進

指派多於一名職員檢查及收訖價值較高的貨品

妥善備存收取及發出存貨的記錄，及指派不負責交收的職員更新存貨

記錄 

採取保安措施以減低風險，如把貴價貨品存放於有出入管制的上鎖地方

進行定期及突擊盤點

店
舖
營
運

貪污漏洞 / 舞弊行為 建議防貪措施

在招聘員工時徇私

工作編配不公

以公開方式進行招聘，並採取措施加強公正性，如訂明職位要求和批

核聘任的人員、成立遴選小組等

如公司接受由員工引薦應徵者，應嚴禁介紹人接受應徵者的任何利益，

並要求他一開始便申報與應徵者的關係

就編排工作及 / 或分配客戶訂立公平和透明的制度，並讓員工知悉有

關制度

人
事
管
理

貪污漏洞 / 舞弊行為 建議防貪措施

權責不清、監管鬆懈

未能發現違規行為

清晰界定每個職級和崗位的員工的角色和職責

要求督導人員給予下屬指導及適當監察其工作，以提升問責

提供簡便易用的渠道供顧客查詢或投訴，及設立舉報機制讓員工向管

理層報告違規行為

編製管理及 / 或特殊情況報告，協助監察業務運作和查察不當行為

其
他

貪污漏洞 / 舞弊行為 建議防貪措施

零售業防貪培訓教材旨在裝備前線和督導人員，及正在就讀零售相關課程的未來從業

員，提高他們的防貪能力。這套教材可以作培訓或自學用途，內容包括：

• 六齣簡潔的短劇，揭示零售業務運作常見的貪污陷阱（DVD 短片）；

• 每齣短劇附設的摘要和學習要點，分析劇中出現的漏洞和建議相應的防貪措施

（DVD 短片）；

• 這本快速便覽小冊子，總結反貪法例、日常營運當中可能面對的貪污機會及建議的

防範措施；及

• 培訓指南，為培訓和督導人員提供誠信管理和防貪知識的詳盡指引（可於廉政公署

防貪諮詢服務網頁下載：http://www.icac.org.hk/cpas）。  

除了零售業培訓教材，廉政公署還編纂了一系列《防貪錦囊》，就機構的不同運作範

疇（如採購、人事管理等）建議良好作業常規，可供零售商戶在處理業務時參考。有

關資料可於防貪諮詢服務網頁下載。

培訓教材

 

 

  

  

    

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Integrity + Quality : Shopper’s Paradise 
Corruption Prevention Training Package 
for Retail Industry 



The Corruption Prevention Training Package for Retail Industry, designed for training or self-learning 

by the retail sector, aims at equipping frontline and supervisory staff, as well as future practitioners 

studying retail-related courses, with corruption prevention competencies.  The package includes:

• six drama flmlets (in DVD video format) illustrating the common corruption pitfalls that exist in 

retail businesses;  

• a recap and educational part (in DVD video format) after each flmlet analysing the vulnerabilities 

featured in the drama and recommending corresponding preventive controls;

• this quick-reference guide summarising the anti-bribery law, corruption opportunities and

recommended safeguards in retail operations; and

• a set of trainer’s guide to provide in-depth guidance to trainers and supervisory staff on integrity 

management and corruption prevention knowledge (downloadable from the website of ICAC's 

Corruption Prevention Advisory Service (CPAS) : http://www.icac.org.hk/cpas).  

Apart from this training package, the ICAC has also produced a series of Best Practice Checklists 

containing a host of recommended good practices in various business functions of an organisation (e.g.

procurement, staff administration), to which retail operators may make reference in managing their

business.  The Checklists can be downloaded from the CPAS website.

General Corruption and Integrity Risks Corruption Risks in Operational Areas

Retail practitioners may encounter ethical challenges or corruption pitfalls at work (e.g. corrupt approaches by 

suppliers).  To safeguard themselves against falling prey to such pitfalls, they should have a clear and basic 

understanding of the anti-bribery law as well as the expected ethical conduct, whereas companies should put 

in place proper control measures to prevent staff from succumbing to such temptation.

The following is a summary of the common corruption loopholes and malpractices that may exist in a retail 

business, and the recommended preventive measures.

Corruption / Integrity Risks Recommended Preventive Measures

Acceptance of unauthorised rebates 

or advantages from suppliers, other 

business operators or customers in 

return for favours such as business 

referral

Leakage of confdential information for 

personal gain

Bribing for business 

Embezzlement of income, inventory 

items, gift items, etc.

Confict of interest

Ignorance or misunderstanding 

of anti-bribery law

ü Lay down guidelines prohibiting solicitation or acceptance

of advantages from persons having business dealings with

the company, except under permitted conditions (e.g. value, 

occasion, without any improper infuence)

ü Prohibit staff from divulging the company’s classified

information without authorisation, and adopt measures to

prevent unauthorised disclosure of proprietary information

(e.g. access control)

ü Prohibit staff from offering advantages to any employees or 

agents of other organisations so as to infuence them in any 

business dealings concerning the latter

ü Issue clear policy on prohibiting embezzlement of the

company’s asset and income

ü Conduct random supervisory checks to detect and deter

malpractices (e.g. surprise cash counts and stock checks)

ü Provide guidelines on handling confict of interest, requiring

staff to avoid, and declare if unavoidable, any conflict of

interest that may arise

ü Require staff to avoid over-socialising with, and accepting

excessive or lavish entertainment from, persons having business 

dealings with the company

ü Organise regular staff training to familiarise them with the

anti-bribery law and the company’s policy on acceptance of 

advantage
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The Training Package

The Corruption Prevention Advisory Service (CPAS) of the ICAC

provides tailored corruption prevention advice to private organisations

on request. The advisory services are provided free of charge and in 

strict confidence. CPAS may be contacted at ☎2526 6363 or by email 

to cpas@cpd.icac.org.hk.

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

MalpracticesCorruption Loopholes / 

Malpractices

Recommended Preventive Measures

Recommended Preventive Measures Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Unauthorised 

reservation of high-

demand goods

Favouritism in sourcing 

and selection of 

suppliers

Favouritism in staff 

recruitment 

Unclear authorities and 

responsibilities, lax 

supervision

Preferential treatment 

in allocation of racks /

shelves

Offer of unauthorised 

discounts and other 

benef ts

Connivance at 

suppliers’ substandard 

performance

Unfair allocation of 

duties

Malpractice undetected

Laxness in receipt of 

goods

Pilferage of valuable 

stock items

Pilferage of premiums or 

gifts for customers

Abuse of staff purchase 

scheme

Manipulation of staff 

commission scheme for 

additional gain

ü Lay down the policy, procedures and control measures for the sale of 

high-demand goods (e.g. a quota system where appropriate, proper 

documentation)

ü Enhance transparency of sales and stock information for customers

ü Set up a fair selection process, covering drafting of specifications,

procurement methods and approving authorities for different values of 

purchases, sourcing of suppliers, receipt and evaluation of bids, etc.

ü Segregate duties as far as practicable, e.g. sourcing suppliers,

assessing bids, placing orders, receiving goods and certifying payment

ü Pre-determine the selection / evaluation criteria, their relative

weightings and the marking scheme

ü Adopt an open recruitment process, and put in place measures to enhance 

fairness, such as laying down the requirements of the post(s) and approving 

authority for offer of appointment, formation of interview panel, etc.

ü If referral of candidates by staff is allowed, prohibit the latter from

accepting any advantages from the candidate(s), and require the

staff to declare relationship with the candidates at the outset

ü Defne clearly the roles and responsibilities of each level and post of staff 

ü Require supervisors to enhance accountability by giving guidance and 

exercising appropriate control on the work of subordinates

ü Task staff independent of daily store operations to draw up the

“planogram” in accordance with pre-determined criteria

ü Conduct on-site spot checks to ensure compliance with the planogram

ü Set out the range of discounts / benefits that may be offered by

different levels of staff, and require endorsement by supervisors for

offers exceeding the threshold 

ü Devise a system to monitor and review the performance of suppliers, 

and to handle cases of under-performance (e.g. issue of warning)

ü Set up a fair and transparent system for allocation of duties and / or 

client accounts, and make it transparent to the staff

ü Provide a user-friendly channel for customer enquiry or complaint, and 

a whistle-blowing system for staff to report breaches

ü Produce management and / or exception reports to help monitor

business operations and detect irregularities

ü Require staff to inspect the quantity and quality of goods received

against the purchase order and / or invoice, and record any

defciencies noted for prompt follow-up with the supplier concerned

ü Assign more than one staff to check and receive goods of higher value 

ü Maintain proper in / out records of stock items, and assign separate 

staff to update stock records 

ü Adopt security measures to minimise risks (e.g. store valuable items in 

a locked area with access control)

ü Conduct regular and surprise stock counts

ü Lay down guidelines and controls on the giving out of premiums and 

gifts to prevent staff from pocketing gift items intended for customers 

ü Enhance transparency of promotional offers (e.g. conditions under

which premiums will be offered) for customers’ information

ü Conduct stock checks and verifcation on the distribution of gift items

ü State clearly the company’s policy on the use of staff purchase (e.g. 

quota, prohibition of resale for profit, consequence of abusing the

scheme)

ü Lay down procedures for staff purchase scheme, including proper

control measures and documentation

ü Adopt a simple commission scheme as far as possible to avoid

manipulation 

ü Put in place controls and verifcation checks to detect and deter abuse 

(e.g. regular information reports on the distribution of commission)

Embezzlement of cash 

receipts (e.g. non-

recording / cancellation 

of transactions, 

replacement of cash 

payment by credit card 

payment)

Pocketing of discount 

differences

ü Subject amendment / cancellation of sales transactions to checking 

and endorsement by a supervisor

ü Keep proper records of all sales activities, including anomalies such 

as cash refund and cancellation of transactions

ü Designate staff at the appropriate level to conduct day-end

reconciliation of transactions and conduct random checks on other

daily operational activities

ü Install CCTV at strategic positions to detect and deter staff misconduct

ü Enhance transparency of sales promotion and discounts for

customers’ information

ü Put in place proper controls over the application of discounts to

prevent abuse

  

  

  

 

 

 

 

 

 

 

 

 

  

 

  

 

 

  

 

  

  

 

 

  

 

 

 

 

  

 

 

  

 

 

 

 

  

  

   

 

  

  

 

 

  

  

   

 

 

  

  

  

 

  

 

  

 

  

 

  

 

 

 

 

  

  

 

 

 

 

 

 

 

  

  

 

 

  

  

  

 

 

  

 

 

  

  

Introduction 

Gist of the Anti-Bribery Law in Hong Kong 

Prevention of Bribery Ordinance (Cap. 201) 

• Section 9(1) – an employee (i.e. an “agent”), without the permission of his employer 

(i.e. the “principal”), solicits or accepts any advantage from any person as a reward or 

inducement for any act in relation to the employer’s business, commits the bribery offence. 

• Section 9(2) – the person offering the advantage under the above circumstance also 

commits bribery. 

includes money, gifts, loans, commissions, offices, contracts, 

service, favours, discharge of liability, etc., but does not include 

“entertainment”. 

food or drink provided for immediate consumption on the 

occasion, and any other entertainment (e.g. dance show, 

magic performance) provided at the same time. 

• Section 9(3) – intentional use of documents containing false information to deceive or 

mislead the employer, regardless of whether there is any gain or advantage involved, 

constitutes an offence. 

• Section 19 – it cannot be a defence to show that any advantage solicited, accepted or 

offered is customary in any profession, trade, vocation or calling. 

Advantage 

Entertainment 

Hong Kong is internationally renowned as a “shopper’s paradise”, 

offering a huge variety of merchandise with confidence in quality, 

as well as superb sales services. In fulflling the local community’s 

passion for shopping and attracting tourists worldwide to come 

for “treasure hunt”, the retail industry plays an important role in 

sustaining the territory’s economy and development of tourism. 

However, certain key processes in retail operations are exposed to 

risks of corruption or malpractice which, if not properly mitigated, 

may lead not only to fnancial loss, but deterioration of product and service quality, jeopardising business 

reputation and goodwill.  To help raise the awareness of retail practitioners, managers and operators of the 

potential corruption risks and integrity challenges in retail business, and equip them with the knowledge to 

prevent such risks, the ICAC has produced a Corruption Prevention Training Package for Retail Industry for 

training or self-learning by retail operators, training providers and individual practitioners. 

The contents of this training package are based on the related Units of Competency on corruption prevention 

and integrity management extracted from the Specifcation of Competency Standards for the Retail Industry 

under the Qualifcations Framework (please visit http://www.hkqf.gov.hk/ind/en/retail.aspx/ for details). 

This quick-reference guide provides a gist of the learning points in the package, including a quick grasp of 

the major provisions of the anti-bribery law in Hong Kong, the common corruption risks in retail operations 

and the recommended control practices. 

http://www.hkqf.gov.hk/ind/en/retail.aspx


The Corruption Prevention Training Package for Retail Industry, designed for training or self-learning 

by the retail sector, aims at equipping frontline and supervisory staff, as well as future practitioners 

studying retail-related courses, with corruption prevention competencies.  The package includes:

• six drama flmlets (in DVD video format) illustrating the common corruption pitfalls that exist in 

retail businesses;  

• a recap and educational part (in DVD video format) after each flmlet analysing the vulnerabilities 

featured in the drama and recommending corresponding preventive controls;

• this quick-reference guide summarising the anti-bribery law, corruption opportunities and

recommended safeguards in retail operations; and

• a set of trainer’s guide to provide in-depth guidance to trainers and supervisory staff on integrity 

management and corruption prevention knowledge (downloadable from the website of ICAC's 

Corruption Prevention Advisory Service (CPAS) : http://www.icac.org.hk/cpas).  

Apart from this training package, the ICAC has also produced a series of Best Practice Checklists 

containing a host of recommended good practices in various business functions of an organisation (e.g.

procurement, staff administration), to which retail operators may make reference in managing their

business.  The Checklists can be downloaded from the CPAS website.

Introduction

Hong Kong is internationally renowned as a “shopper’s paradise”,

offering a huge variety of merchandise with confidence in quality,

as well as superb sales services.  In fulflling the local community’s 

passion for shopping and attracting tourists worldwide to come

for “treasure hunt”, the retail industry plays an important role in

sustaining the territory’s economy and development of tourism.

However, certain key processes in retail operations are exposed to 

risks of corruption or malpractice which, if not properly mitigated,

may lead not only to fnancial loss, but deterioration of product and service quality, jeopardising business

reputation and goodwill.  To help raise the awareness of retail practitioners, managers and operators of the 

potential corruption risks and integrity challenges in retail business, and equip them with the knowledge to 

prevent such risks, the ICAC has produced a Corruption Prevention Training Package for Retail Industry for 

training or self-learning by retail operators, training providers and individual practitioners.

The contents of this training package are based on the related Units of Competency on corruption prevention 

and integrity management extracted from the Specifcation of Competency Standards for the Retail Industry 

under the Qualifcations Framework (please visit http://www.hkqf.gov.hk/ind/en/retail.aspx/ for details).

This quick-reference guide provides a gist of the learning points in the package, including a quick grasp of 

the major provisions of the anti-bribery law in Hong Kong, the common corruption risks in retail operations 

and the recommended control practices. 

Gist of the Anti-Bribery Law in Hong Kong

Prevention of Bribery Ordinance (Cap. 201) 

• Section 9(1) – an employee (i.e. an “agent”), without the permission of his employer

(i.e. the “principal”), solicits or accepts any advantage from any person as a reward or

inducement for any act in relation to the employer’s business, commits the bribery offence.

• Section 9(2) – the person offering the advantage under the above circumstance also

commits bribery.

includes money, gifts, loans, commissions, offices, contracts,

service, favours, discharge of liability, etc., but does not include 

“entertainment”.

food or drink provided for immediate consumption on the 

occasion, and any other entertainment (e.g. dance show,

magic performance) provided at the same time.

• Section 9(3) – intentional use of documents containing false information to deceive or

mislead the employer, regardless of whether there is any gain or advantage involved,

constitutes an offence.

• Section 19 – it cannot be a defence to show that any advantage solicited, accepted or 

offered is customary in any profession, trade, vocation or calling.

Advantage

Entertainment

Corruption Risks in Operational Areas

The following is a summary of the common corruption loopholes and malpractices that may exist in a retail 

business, and the recommended preventive measures.
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The Training Package

The Corruption Prevention Advisory Service (CPAS) of the ICAC

provides tailored corruption prevention advice to private organisations

on request. The advisory services are provided free of charge and in 

strict confidence. CPAS may be contacted at ☎2526 6363 or by email 

to cpas@cpd.icac.org.hk.

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

MalpracticesCorruption Loopholes / 

Malpractices

Recommended Preventive Measures

Recommended Preventive Measures Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Unauthorised 

reservation of high-

demand goods

Favouritism in sourcing 

and selection of 

suppliers

Favouritism in staff 

recruitment 

Unclear authorities and 

responsibilities, lax 

supervision

Preferential treatment 

in allocation of racks /

shelves

Offer of unauthorised 

discounts and other 

benef ts

Connivance at 

suppliers’ substandard 

performance

Unfair allocation of 

duties

Malpractice undetected

Laxness in receipt of 

goods

Pilferage of valuable 

stock items

Pilferage of premiums or 

gifts for customers

Abuse of staff purchase 

scheme

Manipulation of staff 

commission scheme for 

additional gain

ü Lay down the policy, procedures and control measures for the sale of 

high-demand goods (e.g. a quota system where appropriate, proper 

documentation)

ü Enhance transparency of sales and stock information for customers

ü Set up a fair selection process, covering drafting of specifications,

procurement methods and approving authorities for different values of 

purchases, sourcing of suppliers, receipt and evaluation of bids, etc.

ü Segregate duties as far as practicable, e.g. sourcing suppliers,

assessing bids, placing orders, receiving goods and certifying payment

ü Pre-determine the selection / evaluation criteria, their relative

weightings and the marking scheme

ü Adopt an open recruitment process, and put in place measures to enhance 

fairness, such as laying down the requirements of the post(s) and approving 

authority for offer of appointment, formation of interview panel, etc.

ü If referral of candidates by staff is allowed, prohibit the latter from

accepting any advantages from the candidate(s), and require the

staff to declare relationship with the candidates at the outset

ü Defne clearly the roles and responsibilities of each level and post of staff 

ü Require supervisors to enhance accountability by giving guidance and 

exercising appropriate control on the work of subordinates

ü Task staff independent of daily store operations to draw up the

“planogram” in accordance with pre-determined criteria

ü Conduct on-site spot checks to ensure compliance with the planogram

ü Set out the range of discounts / benefits that may be offered by

different levels of staff, and require endorsement by supervisors for

offers exceeding the threshold 

ü Devise a system to monitor and review the performance of suppliers, 

and to handle cases of under-performance (e.g. issue of warning)

ü Set up a fair and transparent system for allocation of duties and / or 

client accounts, and make it transparent to the staff

ü Provide a user-friendly channel for customer enquiry or complaint, and 

a whistle-blowing system for staff to report breaches

ü Produce management and / or exception reports to help monitor

business operations and detect irregularities

ü Require staff to inspect the quantity and quality of goods received

against the purchase order and / or invoice, and record any

defciencies noted for prompt follow-up with the supplier concerned

ü Assign more than one staff to check and receive goods of higher value 

ü Maintain proper in / out records of stock items, and assign separate 

staff to update stock records 

ü Adopt security measures to minimise risks (e.g. store valuable items in 

a locked area with access control)

ü Conduct regular and surprise stock counts

ü Lay down guidelines and controls on the giving out of premiums and 

gifts to prevent staff from pocketing gift items intended for customers 

ü Enhance transparency of promotional offers (e.g. conditions under

which premiums will be offered) for customers’ information

ü Conduct stock checks and verifcation on the distribution of gift items

ü State clearly the company’s policy on the use of staff purchase (e.g. 

quota, prohibition of resale for profit, consequence of abusing the

scheme)

ü Lay down procedures for staff purchase scheme, including proper

control measures and documentation

ü Adopt a simple commission scheme as far as possible to avoid

manipulation 

ü Put in place controls and verifcation checks to detect and deter abuse 

(e.g. regular information reports on the distribution of commission)

Embezzlement of cash 

receipts (e.g. non-

recording / cancellation 

of transactions, 

replacement of cash 

payment by credit card 

payment)

Pocketing of discount 

differences

ü Subject amendment / cancellation of sales transactions to checking 

and endorsement by a supervisor

ü Keep proper records of all sales activities, including anomalies such 

as cash refund and cancellation of transactions

ü Designate staff at the appropriate level to conduct day-end

reconciliation of transactions and conduct random checks on other

daily operational activities

ü Install CCTV at strategic positions to detect and deter staff misconduct

ü Enhance transparency of sales promotion and discounts for

customers’ information

ü Put in place proper controls over the application of discounts to

prevent abuse

  

  

  

 

 

 

 

 

 

 

 

 

  

 

  

 

 

  

 

  

  

 

 

  

 

 

 

 

  

 

 

  

 

 

 

 

  

  

   

 

  

  

 

 

  

  

   

 

 

  

  

  

 

  

 

  

 

  

 

  

 

 

 

 

  

  

 

 

 

 

 

 

 

  

  

 

 

  

  

  

 

 

  

 

 

  

  

General Corruption and Integrity Risks 

Retail practitioners may encounter ethical challenges or corruption pitfalls at work (e.g. corrupt approaches by 

suppliers). To safeguard themselves against falling prey to such pitfalls, they should have a clear and basic 

understanding of the anti-bribery law as well as the expected ethical conduct, whereas companies should put 

in place proper control measures to prevent staff from succumbing to such temptation. 

Corruption / Integrity Risks Recommended Preventive Measures 

Acceptance of unauthorised rebates 

or advantages from suppliers, other 

business operators or customers in 

return for favours such as business 

referral 

ü Lay down guidelines prohibiting solicitation or acceptance 

of advantages from persons having business dealings with 

the company, except under permitted conditions (e.g. value, 

occasion, without any improper infuence) 

Bribing for business ü Prohibit staff from offering advantages to any employees or 

agents of other organisations so as to infuence them in any 

business dealings concerning the latter 

Embezzlement of income, inventory ü Issue clear policy on prohibiting embezzlement of the 

items, gift items, etc. company’s asset and income 

ü Conduct random supervisory checks to detect and deter 

malpractices (e.g. surprise cash counts and stock checks) 

Ignorance or misunderstanding 

of anti-bribery law 
ü Organise regular staff training to familiarise them with the 

anti-bribery law and the company’s policy on acceptance of 

advantage 

Confict of interest ü Provide guidelines on handling confict of interest, requiring 

staff to avoid, and declare if unavoidable, any conflict of 

interest that may arise 

ü Require staff to avoid over-socialising with, and accepting 

excessive or lavish entertainment from, persons having business 

dealings with the company 

Leakage of confdential information for ü Prohibit staff from divulging the company’s classified 

personal gain information without authorisation, and adopt measures to 

prevent unauthorised disclosure of proprietary information 

(e.g. access control) 



The Corruption Prevention Training Package for Retail Industry, designed for training or self-learning 

by the retail sector, aims at equipping frontline and supervisory staff, as well as future practitioners 

studying retail-related courses, with corruption prevention competencies.  The package includes:

• six drama flmlets (in DVD video format) illustrating the common corruption pitfalls that exist in 

retail businesses;  

• a recap and educational part (in DVD video format) after each flmlet analysing the vulnerabilities 

featured in the drama and recommending corresponding preventive controls;

• this quick-reference guide summarising the anti-bribery law, corruption opportunities and

recommended safeguards in retail operations; and

• a set of trainer’s guide to provide in-depth guidance to trainers and supervisory staff on integrity 

management and corruption prevention knowledge (downloadable from the website of ICAC's 

Corruption Prevention Advisory Service (CPAS) : http://www.icac.org.hk/cpas).  

Apart from this training package, the ICAC has also produced a series of Best Practice Checklists 

containing a host of recommended good practices in various business functions of an organisation (e.g.

procurement, staff administration), to which retail operators may make reference in managing their

business.  The Checklists can be downloaded from the CPAS website.

Introduction

Hong Kong is internationally renowned as a “shopper’s paradise”,

offering a huge variety of merchandise with confidence in quality,

as well as superb sales services.  In fulflling the local community’s 

passion for shopping and attracting tourists worldwide to come

for “treasure hunt”, the retail industry plays an important role in

sustaining the territory’s economy and development of tourism.

However, certain key processes in retail operations are exposed to 

risks of corruption or malpractice which, if not properly mitigated,

may lead not only to fnancial loss, but deterioration of product and service quality, jeopardising business

reputation and goodwill.  To help raise the awareness of retail practitioners, managers and operators of the 

potential corruption risks and integrity challenges in retail business, and equip them with the knowledge to 

prevent such risks, the ICAC has produced a Corruption Prevention Training Package for Retail Industry for 

training or self-learning by retail operators, training providers and individual practitioners.

The contents of this training package are based on the related Units of Competency on corruption prevention 

and integrity management extracted from the Specifcation of Competency Standards for the Retail Industry 

under the Qualifcations Framework (please visit http://www.hkqf.gov.hk/ind/en/retail.aspx/ for details).

This quick-reference guide provides a gist of the learning points in the package, including a quick grasp of 

the major provisions of the anti-bribery law in Hong Kong, the common corruption risks in retail operations 

and the recommended control practices. 

Gist of the Anti-Bribery Law in Hong Kong

Prevention of Bribery Ordinance (Cap. 201) 

• Section 9(1) – an employee (i.e. an “agent”), without the permission of his employer

(i.e. the “principal”), solicits or accepts any advantage from any person as a reward or

inducement for any act in relation to the employer’s business, commits the bribery offence.

• Section 9(2) – the person offering the advantage under the above circumstance also

commits bribery.

includes money, gifts, loans, commissions, offices, contracts,

service, favours, discharge of liability, etc., but does not include 

“entertainment”.

food or drink provided for immediate consumption on the 

occasion, and any other entertainment (e.g. dance show,

magic performance) provided at the same time.

• Section 9(3) – intentional use of documents containing false information to deceive or

mislead the employer, regardless of whether there is any gain or advantage involved,

constitutes an offence.

• Section 19 – it cannot be a defence to show that any advantage solicited, accepted or 

offered is customary in any profession, trade, vocation or calling.

Advantage

Entertainment

General Corruption and Integrity Risks

Retail practitioners may encounter ethical challenges or corruption pitfalls at work (e.g. corrupt approaches by 

suppliers).  To safeguard themselves against falling prey to such pitfalls, they should have a clear and basic 

understanding of the anti-bribery law as well as the expected ethical conduct, whereas companies should put 

in place proper control measures to prevent staff from succumbing to such temptation.

Corruption / Integrity Risks Recommended Preventive Measures

Acceptance of unauthorised rebates 

or advantages from suppliers, other 

business operators or customers in 

return for favours such as business 

referral

Leakage of confdential information for 

personal gain

Bribing for business 

Embezzlement of income, inventory 

items, gift items, etc.

Confict of interest

Ignorance or misunderstanding 

of anti-bribery law

ü Lay down guidelines prohibiting solicitation or acceptance

of advantages from persons having business dealings with

the company, except under permitted conditions (e.g. value, 

occasion, without any improper infuence)

ü Prohibit staff from divulging the company’s classified

information without authorisation, and adopt measures to

prevent unauthorised disclosure of proprietary information

(e.g. access control)

ü Prohibit staff from offering advantages to any employees or 

agents of other organisations so as to infuence them in any 

business dealings concerning the latter

ü Issue clear policy on prohibiting embezzlement of the

company’s asset and income

ü Conduct random supervisory checks to detect and deter

malpractices (e.g. surprise cash counts and stock checks)

ü Provide guidelines on handling confict of interest, requiring

staff to avoid, and declare if unavoidable, any conflict of

interest that may arise

ü Require staff to avoid over-socialising with, and accepting

excessive or lavish entertainment from, persons having business 

dealings with the company

ü Organise regular staff training to familiarise them with the

anti-bribery law and the company’s policy on acceptance of 

advantage
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The Training Package

The Corruption Prevention Advisory Service (CPAS) of the ICAC

provides tailored corruption prevention advice to private organisations

on request. The advisory services are provided free of charge and in 

strict confidence. CPAS may be contacted at ☎2526 6363 or by email 

to cpas@cpd.icac.org.hk.

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Recommended Preventive Measures Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Favouritism in sourcing 

and selection of 

suppliers

Favouritism in staff 

recruitment 

Unclear authorities and 

responsibilities, lax 

supervision

Preferential treatment 

in allocation of racks /

shelves

Connivance at 

suppliers’ substandard 

performance

Unfair allocation of 

duties

Malpractice undetected

Laxness in receipt of 

goods

Pilferage of valuable 

stock items

ü Set up a fair selection process, covering drafting of specifications,

procurement methods and approving authorities for different values of 

purchases, sourcing of suppliers, receipt and evaluation of bids, etc.

ü Segregate duties as far as practicable, e.g. sourcing suppliers,

assessing bids, placing orders, receiving goods and certifying payment

ü Pre-determine the selection / evaluation criteria, their relative

weightings and the marking scheme

ü Adopt an open recruitment process, and put in place measures to enhance 

fairness, such as laying down the requirements of the post(s) and approving 

authority for offer of appointment, formation of interview panel, etc.

ü If referral of candidates by staff is allowed, prohibit the latter from

accepting any advantages from the candidate(s), and require the

staff to declare relationship with the candidates at the outset

ü Defne clearly the roles and responsibilities of each level and post of staff 

ü Require supervisors to enhance accountability by giving guidance and 

exercising appropriate control on the work of subordinates

ü Task staff independent of daily store operations to draw up the

“planogram” in accordance with pre-determined criteria

ü Conduct on-site spot checks to ensure compliance with the planogram

ü Devise a system to monitor and review the performance of suppliers, 

and to handle cases of under-performance (e.g. issue of warning)

ü Set up a fair and transparent system for allocation of duties and / or 

client accounts, and make it transparent to the staff

ü Provide a user-friendly channel for customer enquiry or complaint, and 

a whistle-blowing system for staff to report breaches

ü Produce management and / or exception reports to help monitor

business operations and detect irregularities

ü Require staff to inspect the quantity and quality of goods received

against the purchase order and / or invoice, and record any

defciencies noted for prompt follow-up with the supplier concerned

ü Assign more than one staff to check and receive goods of higher value 

ü Maintain proper in / out records of stock items, and assign separate 

staff to update stock records 

ü Adopt security measures to minimise risks (e.g. store valuable items in 

a locked area with access control)

ü Conduct regular and surprise stock counts

  

  

  

 

 

 

 

 

 

 

 

 

  

 

  

 

 

  

 

  

  

 

 

  

 

 

 

 

  

 

 

  

 

 

 

 

  

  

   

 

  

  

 

 

  

  

   

 

 

  

  

  

 

  

 

  

 

  

 

  

 

 

 

 

  

  

 

 

 

 

 

 

 

  

  

 

 

  

  

  

 

 

  

 

 

  

  

Corruption Risks in Operational Areas 

Corruption Loopholes / 

Malpractices 

The following is a summary of the common corruption loopholes and malpractices that may exist in a retail 

business, and the recommended preventive measures. 
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Unauthorised ü Lay down the policy, procedures and control measures for the sale of 

reservation of high- high-demand goods (e.g. a quota system where appropriate, proper 
demand goods documentation) 

ü Enhance transparency of sales and stock information for customers 

Offer of unauthorised 

discounts and other 

benef ts 

ü Set out the range of discounts / benefits that may be offered by 

different levels of staff, and require endorsement by supervisors for 

offers exceeding the threshold 

Pilferage of premiums or ü Lay down guidelines and controls on the giving out of premiums and 

gifts for customers gifts to prevent staff from pocketing gift items intended for customers 

ü Enhance transparency of promotional offers (e.g. conditions under 

which premiums will be offered) for customers’ information 

ü Conduct stock checks and verifcation on the distribution of gift items 

Abuse of staff purchase 

scheme 
ü State clearly the company’s policy on the use of staff purchase (e.g. 

quota, prohibition of resale for profit, consequence of abusing the 

scheme) 

ü Lay down procedures for staff purchase scheme, including proper 

control measures and documentation 

Manipulation of staff ü Adopt a simple commission scheme as far as possible to avoid 

commission scheme for manipulation 
additional gain ü Put in place controls and verifcation checks to detect and deter abuse 

(e.g. regular information reports on the distribution of commission) 
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n Corruption Loopholes / 

Malpractices 
Recommended Preventive Measures 

Embezzlement of cash 

receipts (e.g. non-

recording / cancellation 

of transactions, 

replacement of cash 

payment by credit card 

payment) 

Pocketing of discount 

differences 

ü Subject amendment / cancellation of sales transactions to checking 

and endorsement by a supervisor 

ü Keep proper records of all sales activities, including anomalies such 

as cash refund and cancellation of transactions 

ü Designate staff at the appropriate level to conduct day-end 

reconciliation of transactions and conduct random checks on other 

daily operational activities 

ü Install CCTV at strategic positions to detect and deter staff misconduct 

ü Enhance transparency of sales promotion and discounts for 

customers’ information 

ü Put in place proper controls over the application of discounts to 

prevent abuse 



The Corruption Prevention Training Package for Retail Industry, designed for training or self-learning 

by the retail sector, aims at equipping frontline and supervisory staff, as well as future practitioners 

studying retail-related courses, with corruption prevention competencies.  The package includes:

• six drama flmlets (in DVD video format) illustrating the common corruption pitfalls that exist in 

retail businesses;  

• a recap and educational part (in DVD video format) after each flmlet analysing the vulnerabilities 

featured in the drama and recommending corresponding preventive controls;

• this quick-reference guide summarising the anti-bribery law, corruption opportunities and

recommended safeguards in retail operations; and

• a set of trainer’s guide to provide in-depth guidance to trainers and supervisory staff on integrity 

management and corruption prevention knowledge (downloadable from the website of ICAC's 

Corruption Prevention Advisory Service (CPAS) : http://www.icac.org.hk/cpas).  

Apart from this training package, the ICAC has also produced a series of Best Practice Checklists 

containing a host of recommended good practices in various business functions of an organisation (e.g.

procurement, staff administration), to which retail operators may make reference in managing their

business.  The Checklists can be downloaded from the CPAS website.

Introduction

Hong Kong is internationally renowned as a “shopper’s paradise”,

offering a huge variety of merchandise with confidence in quality,

as well as superb sales services.  In fulflling the local community’s 

passion for shopping and attracting tourists worldwide to come

for “treasure hunt”, the retail industry plays an important role in

sustaining the territory’s economy and development of tourism.

However, certain key processes in retail operations are exposed to 

risks of corruption or malpractice which, if not properly mitigated,

may lead not only to fnancial loss, but deterioration of product and service quality, jeopardising business

reputation and goodwill.  To help raise the awareness of retail practitioners, managers and operators of the 

potential corruption risks and integrity challenges in retail business, and equip them with the knowledge to 

prevent such risks, the ICAC has produced a Corruption Prevention Training Package for Retail Industry for 

training or self-learning by retail operators, training providers and individual practitioners.

The contents of this training package are based on the related Units of Competency on corruption prevention 

and integrity management extracted from the Specifcation of Competency Standards for the Retail Industry 

under the Qualifcations Framework (please visit http://www.hkqf.gov.hk/ind/en/retail.aspx/ for details).

This quick-reference guide provides a gist of the learning points in the package, including a quick grasp of 

the major provisions of the anti-bribery law in Hong Kong, the common corruption risks in retail operations 

and the recommended control practices. 

Gist of the Anti-Bribery Law in Hong Kong

Prevention of Bribery Ordinance (Cap. 201) 

• Section 9(1) – an employee (i.e. an “agent”), without the permission of his employer

(i.e. the “principal”), solicits or accepts any advantage from any person as a reward or

inducement for any act in relation to the employer’s business, commits the bribery offence.

• Section 9(2) – the person offering the advantage under the above circumstance also

commits bribery.

includes money, gifts, loans, commissions, offices, contracts,

service, favours, discharge of liability, etc., but does not include 

“entertainment”.

food or drink provided for immediate consumption on the 

occasion, and any other entertainment (e.g. dance show,

magic performance) provided at the same time.

• Section 9(3) – intentional use of documents containing false information to deceive or

mislead the employer, regardless of whether there is any gain or advantage involved,

constitutes an offence.

• Section 19 – it cannot be a defence to show that any advantage solicited, accepted or 

offered is customary in any profession, trade, vocation or calling.

Advantage

Entertainment

General Corruption and Integrity Risks Corruption Risks in Operational Areas

Retail practitioners may encounter ethical challenges or corruption pitfalls at work (e.g. corrupt approaches by 

suppliers).  To safeguard themselves against falling prey to such pitfalls, they should have a clear and basic 

understanding of the anti-bribery law as well as the expected ethical conduct, whereas companies should put 

in place proper control measures to prevent staff from succumbing to such temptation.

The following is a summary of the common corruption loopholes and malpractices that may exist in a retail 

business, and the recommended preventive measures.

Corruption / Integrity Risks Recommended Preventive Measures

Acceptance of unauthorised rebates 

or advantages from suppliers, other 

business operators or customers in 

return for favours such as business 

referral

Leakage of confdential information for 

personal gain

Bribing for business 

Embezzlement of income, inventory 

items, gift items, etc.

Confict of interest

Ignorance or misunderstanding 

of anti-bribery law

ü Lay down guidelines prohibiting solicitation or acceptance

of advantages from persons having business dealings with

the company, except under permitted conditions (e.g. value, 

occasion, without any improper infuence)

ü Prohibit staff from divulging the company’s classified

information without authorisation, and adopt measures to

prevent unauthorised disclosure of proprietary information

(e.g. access control)

ü Prohibit staff from offering advantages to any employees or 

agents of other organisations so as to infuence them in any 

business dealings concerning the latter

ü Issue clear policy on prohibiting embezzlement of the

company’s asset and income

ü Conduct random supervisory checks to detect and deter

malpractices (e.g. surprise cash counts and stock checks)

ü Provide guidelines on handling confict of interest, requiring

staff to avoid, and declare if unavoidable, any conflict of

interest that may arise

ü Require staff to avoid over-socialising with, and accepting

excessive or lavish entertainment from, persons having business 

dealings with the company

ü Organise regular staff training to familiarise them with the

anti-bribery law and the company’s policy on acceptance of 

advantage
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The Training Package

The Corruption Prevention Advisory Service (CPAS) of the ICAC

provides tailored corruption prevention advice to private organisations

on request. The advisory services are provided free of charge and in 

strict confidence. CPAS may be contacted at ☎2526 6363 or by email 

to cpas@cpd.icac.org.hk.

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Unauthorised 

reservation of high-

demand goods

Favouritism in staff 

recruitment 

Unclear authorities and 

responsibilities, lax 

supervision

Offer of unauthorised 

discounts and other 

benef ts

Unfair allocation of 

duties

Malpractice undetected

Pilferage of premiums or 

gifts for customers

Abuse of staff purchase 

scheme

Manipulation of staff 

commission scheme for 

additional gain

ü Lay down the policy, procedures and control measures for the sale of 

high-demand goods (e.g. a quota system where appropriate, proper 

documentation)

ü Enhance transparency of sales and stock information for customers

ü Adopt an open recruitment process, and put in place measures to enhance 

fairness, such as laying down the requirements of the post(s) and approving 

authority for offer of appointment, formation of interview panel, etc.

ü If referral of candidates by staff is allowed, prohibit the latter from

accepting any advantages from the candidate(s), and require the

staff to declare relationship with the candidates at the outset

ü Defne clearly the roles and responsibilities of each level and post of staff 

ü Require supervisors to enhance accountability by giving guidance and 

exercising appropriate control on the work of subordinates

ü Set out the range of discounts / benefits that may be offered by

different levels of staff, and require endorsement by supervisors for

offers exceeding the threshold 

ü Set up a fair and transparent system for allocation of duties and / or 

client accounts, and make it transparent to the staff

ü Provide a user-friendly channel for customer enquiry or complaint, and 

a whistle-blowing system for staff to report breaches

ü Produce management and / or exception reports to help monitor

business operations and detect irregularities

ü Lay down guidelines and controls on the giving out of premiums and 

gifts to prevent staff from pocketing gift items intended for customers 

ü Enhance transparency of promotional offers (e.g. conditions under

which premiums will be offered) for customers’ information

ü Conduct stock checks and verifcation on the distribution of gift items

ü State clearly the company’s policy on the use of staff purchase (e.g. 

quota, prohibition of resale for profit, consequence of abusing the

scheme)

ü Lay down procedures for staff purchase scheme, including proper

control measures and documentation

ü Adopt a simple commission scheme as far as possible to avoid

manipulation 

ü Put in place controls and verifcation checks to detect and deter abuse 

(e.g. regular information reports on the distribution of commission)

Embezzlement of cash 

receipts (e.g. non-

recording / cancellation 

of transactions, 

replacement of cash 

payment by credit card 

payment)

Pocketing of discount 

differences

ü Subject amendment / cancellation of sales transactions to checking 

and endorsement by a supervisor

ü Keep proper records of all sales activities, including anomalies such 

as cash refund and cancellation of transactions

ü Designate staff at the appropriate level to conduct day-end

reconciliation of transactions and conduct random checks on other

daily operational activities

ü Install CCTV at strategic positions to detect and deter staff misconduct

ü Enhance transparency of sales promotion and discounts for

customers’ information

ü Put in place proper controls over the application of discounts to

prevent abuse
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Favouritism in sourcing 

and selection of 

suppliers 

Preferential treatment 

in allocation of racks / 

shelves 

Connivance at 

suppliers’ substandard 

performance 

Laxness in receipt of 

goods 

Pilferage of valuable 

stock items 

ü Set up a fair s

Recommended Preventive Measures 

election process, covering drafting of specifications, 

procurement methods and approving authorities for different values of 

purchases, sourcing of suppliers, receipt and evaluation of bids, etc. 

ü Segregate duties as far as practicable, e.g. sourcing suppliers, 

assessing bids, placing orders, receiving goods and certifying payment 

ü Pre-determine the selection / evaluation criteria, their relative 

weightings and the marking scheme 

ü Task staff independent of daily store operations to draw up the 

“planogram” in accordance with pre-determined criteria 

ü Conduct on-site spot checks to ensure compliance with the planogram 

ü Devise a system to monitor and review the performance of suppliers, 

and to handle cases of under-performance (e.g. issue of warning) 

ü Require staff to inspect the quantity and quality of goods received 

against the purchase order and / or invoice, and record any 

defciencies noted for prompt follow-up with the supplier concerned 

ü Assign more than one staff to check and receive goods of higher value 

ü Maintain proper in / out records of stock items, and assign separate 

staff to update stock records 

ü Adopt security measures to minimise risks (e.g. store valuable items in 

a locked area with access control) 

ü Conduct regular and surprise stock counts 

Corruption Loopholes / 

Malpractices 
Recommended Preventive Measures 



Introduction

Hong Kong is internationally renowned as a “shopper’s paradise”,

offering a huge variety of merchandise with confidence in quality,

as well as superb sales services.  In fulflling the local community’s 

passion for shopping and attracting tourists worldwide to come

for “treasure hunt”, the retail industry plays an important role in

sustaining the territory’s economy and development of tourism.

However, certain key processes in retail operations are exposed to 

risks of corruption or malpractice which, if not properly mitigated,

may lead not only to fnancial loss, but deterioration of product and service quality, jeopardising business

reputation and goodwill.  To help raise the awareness of retail practitioners, managers and operators of the 

potential corruption risks and integrity challenges in retail business, and equip them with the knowledge to 

prevent such risks, the ICAC has produced a Corruption Prevention Training Package for Retail Industry for 

training or self-learning by retail operators, training providers and individual practitioners.

The contents of this training package are based on the related Units of Competency on corruption prevention 

and integrity management extracted from the Specifcation of Competency Standards for the Retail Industry 

under the Qualifcations Framework (please visit http://www.hkqf.gov.hk/ind/en/retail.aspx/ for details).

This quick-reference guide provides a gist of the learning points in the package, including a quick grasp of 

the major provisions of the anti-bribery law in Hong Kong, the common corruption risks in retail operations 

and the recommended control practices. 

Gist of the Anti-Bribery Law in Hong Kong

Prevention of Bribery Ordinance (Cap. 201) 

• Section 9(1) – an employee (i.e. an “agent”), without the permission of his employer

(i.e. the “principal”), solicits or accepts any advantage from any person as a reward or

inducement for any act in relation to the employer’s business, commits the bribery offence.

• Section 9(2) – the person offering the advantage under the above circumstance also

commits bribery.

includes money, gifts, loans, commissions, offices, contracts,

service, favours, discharge of liability, etc., but does not include 

“entertainment”.

food or drink provided for immediate consumption on the 

occasion, and any other entertainment (e.g. dance show,

magic performance) provided at the same time.

• Section 9(3) – intentional use of documents containing false information to deceive or

mislead the employer, regardless of whether there is any gain or advantage involved,

constitutes an offence.

• Section 19 – it cannot be a defence to show that any advantage solicited, accepted or 

offered is customary in any profession, trade, vocation or calling.

Advantage

Entertainment

General Corruption and Integrity Risks Corruption Risks in Operational Areas

Retail practitioners may encounter ethical challenges or corruption pitfalls at work (e.g. corrupt approaches by 

suppliers).  To safeguard themselves against falling prey to such pitfalls, they should have a clear and basic 

understanding of the anti-bribery law as well as the expected ethical conduct, whereas companies should put 

in place proper control measures to prevent staff from succumbing to such temptation.

The following is a summary of the common corruption loopholes and malpractices that may exist in a retail 

business, and the recommended preventive measures.

Corruption / Integrity Risks Recommended Preventive Measures

Acceptance of unauthorised rebates 

or advantages from suppliers, other 

business operators or customers in 

return for favours such as business 

referral

Leakage of confdential information for 

personal gain

Bribing for business 

Embezzlement of income, inventory 

items, gift items, etc.

Confict of interest

Ignorance or misunderstanding 

of anti-bribery law

ü Lay down guidelines prohibiting solicitation or acceptance

of advantages from persons having business dealings with

the company, except under permitted conditions (e.g. value, 

occasion, without any improper infuence)

ü Prohibit staff from divulging the company’s classified

information without authorisation, and adopt measures to

prevent unauthorised disclosure of proprietary information

(e.g. access control)

ü Prohibit staff from offering advantages to any employees or 

agents of other organisations so as to infuence them in any 

business dealings concerning the latter

ü Issue clear policy on prohibiting embezzlement of the

company’s asset and income

ü Conduct random supervisory checks to detect and deter

malpractices (e.g. surprise cash counts and stock checks)

ü Provide guidelines on handling confict of interest, requiring

staff to avoid, and declare if unavoidable, any conflict of

interest that may arise

ü Require staff to avoid over-socialising with, and accepting

excessive or lavish entertainment from, persons having business 

dealings with the company

ü Organise regular staff training to familiarise them with the

anti-bribery law and the company’s policy on acceptance of 

advantage
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Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

Malpractices

Corruption Loopholes / 

MalpracticesCorruption Loopholes / 

Malpractices

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Recommended Preventive Measures

Unauthorised 

reservation of high-

demand goods

Favouritism in sourcing 

and selection of 

suppliers

Preferential treatment 

in allocation of racks /

shelves

Offer of unauthorised 

discounts and other 

benef ts

Connivance at 

suppliers’ substandard 

performance

Laxness in receipt of 

goods

Pilferage of valuable 

stock items

Pilferage of premiums or 

gifts for customers

Abuse of staff purchase 

scheme

Manipulation of staff 

commission scheme for 

additional gain

ü Lay down the policy, procedures and control measures for the sale of 

high-demand goods (e.g. a quota system where appropriate, proper 

documentation)

ü Enhance transparency of sales and stock information for customers

ü Set up a fair selection process, covering drafting of specifications,

procurement methods and approving authorities for different values of 

purchases, sourcing of suppliers, receipt and evaluation of bids, etc.

ü Segregate duties as far as practicable, e.g. sourcing suppliers,

assessing bids, placing orders, receiving goods and certifying payment

ü Pre-determine the selection / evaluation criteria, their relative

weightings and the marking scheme

ü Task staff independent of daily store operations to draw up the

“planogram” in accordance with pre-determined criteria

ü Conduct on-site spot checks to ensure compliance with the planogram

ü Set out the range of discounts / benefits that may be offered by

different levels of staff, and require endorsement by supervisors for

offers exceeding the threshold 

ü Devise a system to monitor and review the performance of suppliers, 

and to handle cases of under-performance (e.g. issue of warning)

ü Require staff to inspect the quantity and quality of goods received

against the purchase order and / or invoice, and record any

defciencies noted for prompt follow-up with the supplier concerned

ü Assign more than one staff to check and receive goods of higher value 

ü Maintain proper in / out records of stock items, and assign separate 

staff to update stock records 

ü Adopt security measures to minimise risks (e.g. store valuable items in 

a locked area with access control)

ü Conduct regular and surprise stock counts

ü Lay down guidelines and controls on the giving out of premiums and 

gifts to prevent staff from pocketing gift items intended for customers 

ü Enhance transparency of promotional offers (e.g. conditions under

which premiums will be offered) for customers’ information

ü Conduct stock checks and verifcation on the distribution of gift items

ü State clearly the company’s policy on the use of staff purchase (e.g. 

quota, prohibition of resale for profit, consequence of abusing the

scheme)

ü Lay down procedures for staff purchase scheme, including proper

control measures and documentation

ü Adopt a simple commission scheme as far as possible to avoid

manipulation 

ü Put in place controls and verifcation checks to detect and deter abuse 

(e.g. regular information reports on the distribution of commission)

Embezzlement of cash 

receipts (e.g. non-

recording / cancellation 

of transactions, 

replacement of cash 

payment by credit card 

payment)

Pocketing of discount 

differences

ü Subject amendment / cancellation of sales transactions to checking 

and endorsement by a supervisor

ü Keep proper records of all sales activities, including anomalies such 

as cash refund and cancellation of transactions

ü Designate staff at the appropriate level to conduct day-end

reconciliation of transactions and conduct random checks on other

daily operational activities

ü Install CCTV at strategic positions to detect and deter staff misconduct

ü Enhance transparency of sales promotion and discounts for

customers’ information

ü Put in place proper controls over the application of discounts to

prevent abuse
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Favouritism in staff 

recruitment 

Unfair allocation of 

duties 

ü Adopt an open recruitment process, and put in place measures to enhance 

fairness, such as laying down the requirements of the post(s) and approving 

authority for offer of appointment, formation of interview panel, etc. 

ü If referral of candidates by staff is allowed, prohibit the latter from 

accepting any advantages from the candidate(s), and require the 

staff to declare relationship with the candidates at the outset 

ü Set up a fair and transparent system for allocation of duties and / or 

client accounts, and make it transparent to the staff 

Unclear authorities and 

responsibilities, lax 

supervision 

Malpractice undetected 

ü Defne clearly the roles and responsibilities of each level and post of staff 

ü Require supervisors to enhance accountability by giving guidance and 

exercising appropriate control on the work of subordinates 

ü Provide a user-friendly channel for customer enquiry or complaint, and 

a whistle-blowing system for staff to report breaches 

ü Produce management and / or exception reports to help monitor 

business operations and detect irregularities 

The Training Package 
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Recommended Preventive Measures 

The Corruption Prevention Training Package for Retail Industry, designed for training or self-learning 

by the retail sector, aims at equipping frontline and supervisory staff, as well as future practitioners 

studying retail-related courses, with corruption prevention competencies.  The package includes: 

Recommended Preventive Measures 

• six drama flmlets (in DVD video format) illustrating the common corruption pitfalls that exist in 

retail businesses;  

• a recap and educational part (in DVD video format) after each flmlet analysing the vulnerabilities 

featured in the drama and recommending corresponding preventive controls; 

• this quick-reference guide summarising the anti-bribery law, corruption opportunities and 

recommended safeguards in retail operations; and 

• a set of trainer’s guide to provide in-depth guidance to trainers and supervisory staff on integrity 

management and corruption prevention knowledge (downloadable from the website of ICAC's 

Corruption Prevention Advisory Service (CPAS) : http://www.icac.org.hk/cpas). 

Apart from this training package, the ICAC has also produced a series of Best Practice Checklists 

containing a host of recommended good practices in various business functions of an organisation (e.g. 

procurement, staff administration), to which retail operators may make reference in managing their 

business. The Checklists can be downloaded from the CPAS website. 

The Corruption Prevention Advisory Service (CPAS) of the ICAC 

provides tailored corruption prevention advice to private organisations 

on request. The advisory services are provided free of charge and in 

strict confidence. CPAS may be contacted at ☎2526 6363 or by email 

to cpas@cpd.icac.org.hk. 

http://www.icac.org.hk/cpas
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