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Unclaimed Property — any financial asset that has been left with a
“holder” without activity or contact by the rightful owner for a
specified period of time

Dormancy Period - the amount of time a property is inactiye while
in possession of the holder

Holder - a business or organization in possession of unclaimed

& property

Owner — the individual to whom the property was originally owed
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Tangible Property — physical property normally turned over from
safe deposit boxes, police confiscations, or left behind in hospitals or

@ nursing homes

Intangible Property — monetary assets such as bank accounts,
refunds, uncashed checks, securities, and credit balances Ny f’/‘i

Due Diligence — the effort put forth to contact the owner
& or rightful heir of a property via a letter or email
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UNCLAIMED PROPERTY

Home > Undlaimed Property > Forms

* (AP-1) Report of and Unclaimed Property Verification and Checklist|
* [AP-1 Neq) Negative Report
+ (AP-2) Repori of Abandoned and Unclaimed Property
AP-3) Summary Sheet of Reported Items
P-4) Summary Sheet of
)
)

lolder Request for |

P-7) Holder Reporting Errors |

art Request Form

xiension Request

- Online Negative Reporting

(TUP-40} Unclaimed Property Tangible Assats inventory List
Voluntary Disclosure Agreement
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Tob i the Vi ol\\.ntary Compliance Program, a holder must L‘ump‘lzle and
sign the vulumax;, Disclosure Agreement (“VDA”) and meet the following criteria prior to ling a
report
M=)+ Holder is voluntarily coming forward becanse of porting or ing of

unclaimed property that was due and payable in a prior year
*  Holder is curveatly not nader audit or self-audit by Pennsylvania Treasury for past due
unclaimed property reporting
Holder has not been granted voluatary compli. ipated in the P ia Self-
Audit Program in the past 10 years. This provision is T aived ifthe property type is new o
associated with a merger/acquisition of a new company

11/13/2013
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Dormancy Periods
For Report Year 2013

Due: 4/15/2014

Transactions Occurring Between These

Dormancy | Dates
Periods | Property Types | Should Appear on the Report

Wages/Payroll,

2 years Commissions January Ist - December 31st, 2011
All other

5 years unclaimed property types January 1st - December 31st, 2008

7 years Money Orders January 1st - December 31st, 2006

15 years Travelers Cheques January Ist - December 31st, 1998

Unclaimed Property: A Holder’s Guide to Compliance g 'l'REAS[JkY

TREASURY
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To be considered for admittance into the Volnatary Compliance Program. a holder must complete and
sign the Voluntary Disclosure Agreement (“VDA ) and meet the following criteria prior to filing a
report:

M)« Holder is voluntasily coming forward becanse of identified porting or porting of
uaclaimed property that was due and payable in a prior year

=) - Holder is currently not under audit or self-audit by Pennsylvania Treasury for past due
unclaimed property reperting

B - Holder has not been granted voluntary ipated ia the P Self-
Audit Program in the past 10 years. This pnmsm is waived if the property type is new or
associated with a merger/acquisition of a new company
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< **Please note that a report should not be submitted unfil you have received signed approval from

Treasury that you are admitted into the Voluntary Compliance Program
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Notunsary Dby Agovnent

Holder hereby agrees:

gy To report all unclaimed property ideaified through a complete audit of ifs books and records for the
Iast five (5) reportable years plus five (5) years for the dormancy period if requires

To disclose all subsidiaries or related eatifies, including Employer/ Tax dentification Number (EIN),
stae of domicile, nd state of incosporation. mcludmg the corporate structure of the holder.

|

st be ps for aries or related entities from inclusion in the
audit p and i uncl:umed propenty.
To disclose, in writing all, business positions. timation techniques (if

used in the defemination of reportable property. A complete uu of property types reviewed to
determine the unclaimed property liability aloag with 2 cnmrent Chart of Accouats must be provided.

e e
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y  Todisclose any methods of due diligence performed in associaton with the VDA in additon to due
diligence procedures uiilized throughout the period under review

mm)  To provide assertion as to the completeness of the records provided and reason for missing/umavailable
records

To file a report within ninety (90) days of the execution of this agreement directly with the Treasury
=S Department. Any use of a third party to gather records o file a report will be done an):leexpenmaf

the holder, The seport st be fed vsing elecrouic eportmg sofhwase. ERS Pro, of other approved
reporting software, with thy tted t fully The report will contain the
aame. last known address and Social Secuntv Number (if known) and any other acconnt information
that is available and useful in determining rightful ownership of the account.

To be fully compliant with the Pennsylvania Unclaimed Property Law from this point forward. This
includes, but is not limited to, performing an annual review of all financial records for abandened and
uaclizned accouts aad fling a complete aad accurate vaclaiaued propeity report by Aprl 15% each
ear (filing i are available on ¥.gov)

o
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Treasury Department hereby agrees:

To waive all applicable penalties and interest, as permitted|under § 1301.24 and 1301.25 of the PA
Unclaimed Broperty Law, for the reported property, if the property is reported within the terms of this
agreement.

To relieve the holder of liability frem claims on the property upen payment and delivery of the
property according to § 1301.14 of the PA Unclaimed Property Law

To maintain confidentiality of this voluntary agreement and only disclose such information if
compelled to do so by request nader the Pennsylvania Right to Know Law.
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Signarares

Evacurive Officer for Hoider
Printed Name:

Title:
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Holder Name:

EIN:
State of Incorporation:

Holder Subsidiaries and Related Entities:
(Trcludie EIN's, locations, and sates of
from ]

Initial Property Types to be Reviewed:
fexamples: wages, crodit baiances, refndsrebates,
xcrow accounts, giff ceficares, accounts payatic,
commissions. honds, stock proceeds. tangible itemes, etc )

‘ s ‘
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Somactlniromtin

Contt hon mber

Contact Information

‘Holder Contact Name:
Contact’s Phone Number:
Contact's Email Address:

Mailing Address:

Remarky'Comments:

T ——

Fniats
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If applicable...

Holder Representative:
Representative Contact Name:

Representative Contact Information:
(email, adress, efc.}

/s
s e it

e
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sddress,

e
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UNCLAIMED PROPERTY

Home > Unclaimed Property > Forms

P-1) Report of

and Unclaimed Property Verification and Chechklist|

P-1 Neq) Neqal

ive Report

bandoned and Unclaimed Property

ummary

heet of Reported ltems

* (AP-2) Report of

|AP-5) Holder Request for 1

)
)
P-4) Summary Sheef of
)
)

* (AP-7) Holder Reporting Errors |
). Eary Reguest Form
xtension Request
* Online Negative Reporting
* (TUP-40) Unclaimed Property Tanqible Assets Inventory List
* Voluntary Disclosure Agreement

oyt
[Eperrrky
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EARLY REMITTANCE REQUEST
P et %
B R T e
P —
FR S S ——
PR S T

r—————— T Ow

Rob McCord, State Treasurer |www.patreasury.gov.

11/13/2013

Unclaimed Property: A Holder’s Guide to Compliance TREASL [RY

' TREASURY

EARLY REMITTANCE REQUEST
s v et

Please submit the followizg:
What typs of prapartyfiss) ars you requssting o be sshmitted sarly?
{PA Trectssary will agfane the

penod).
What & tha g

Eins sy dne iligence bean paciurmed on the propariyfiss)!  [yss  [Joo

Doss }* nd addronses mschmdwitni?  [Jym  [Joe

Reason for request:

1 1l

Isyour companyiorgasization dimelving?  [Jyes  [Joe

o
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EARLY REMITTANCE REQUEST
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icbdar Nama

Coatact N Tite

Talophose Number:

Mailing Addrass:
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EARLY REMITTANCE REQUEST
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UNCLAIMED PROPERTY

Home > Undlaimed Property > Forms
* (AP-1) Report of and Unclaimed Property Verification and Checklist

* [AP-1 Neq) Negative Report
+ (AP-2) Repori of Abandoned and Unclaimed Property
AP-3) Summary Sheet of Reported Items
P-4) Summary Sheet of
)
)

lolder Request for |

P-7) Holder Reporting Errors |

art Request Form

xiension Request

Online Negative Reporting

+ (TUP-40) Unclaimed Property Tanqible Assets Inventory List

*+ Voluntary Disclosure Agreement

@ ————— i = =
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EXEEON REQEEST

Weare applying for his extension based o
Check as appropriaia and provide a brief explanafion. Exiensions will not be granied for fwa consecuive years.
[] Reorganization/Merger ] New System
[ Persomnel Changes. [ System Problems
[ Transfer Agent Change [ Other
Additional Time Requested: 130 days [160days

11/13/2013
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EXEEON REQEEST

Contact Name: Title:
Telephone Number Emsil
Mailing Address

-
W
fease Note - If extension s granted, holder agrees to be fully compliant with Pernsylvania’s Unclaimed Property
< Law s includes, ' : >

ot g repaton
April 15" each year

e ————y
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Internal Policies & Procedures:

Keeping An Eye on Your Ledger
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Parent Company

Subsidiary Subsidiary
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Parent Company

Subsidiary Subsidiary
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v" Set up a liability account for potential
unclaimed property

v' Establish internal controls and assign
tasks

v" Education on Unclaimed Property laws

Rob McCord, State Treasurer |www.patreasury.gov.
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v Establish a time frame for monitoring
outstanding checks, including
* Accounts payable

e Payroll

¢ Commissions

*  Vendor Payments

¢ Refunds/rebates

¢ Insurance Payments

*  Medical benefits

e Stock and dividends

*  Expired gift certificates

Rob McCord, State Treasurer |www.patreasury.gov.
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v" Documentation on outstanding checks
v" Record retention policy
v" Monitor equity issues

v Perform due diligence

Rob McCord, State Treasurer |www.patreasury.gov
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v' Follow Through/Communicate

%

M\
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Holder Compliance Specialists: 800-379-3999
Vault: 717-705-6682
Securities/ Equity Questions: 717-705-8429
Www.patreasury.gov
.

|

Commonwealth of Pennsylvania report@patreasury.gov
Bureau of Unclaimed Property
P.O. Box 8500-53473
Philadelphia, PA 19178
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