TREASURY

Earn. Learn. Invest.

Unclaimed Property:

A Holder’s Guide to Compliance

WWWw.patreasury.gov

PENNSYLVANIA

Unclaimed Property: A Holdet’s Guide to Compliance ‘3 | REASURY
Fie View Help SIEIEE)
(=) Audio
O Telephone
@ ® Mic & Speakers (test)
Q $MUTED 000000000 )
= | D Have a

Question?

Type your questions here

Treasury Webinar
Webinar ID: 902-659-566

GoTo\Webinar

| www.patreasury.gov



http://www.patreasury.gov/index.html
http://www.patreasury.gov/index.html
http://www.patreasury.gov/index.html
http://www.patreasury.gov/index.html

PENNSYLVANIA

»3 TREASURY

Earn. Learn. Invest

Unclaimed Property: A Holder’s Guide to Compliance

The Road to Compliance

| www.patreasury.gov

PENNSYLVANIA

Unclaimed Property: A Holdet’s Guide to Compliance "2 TREASURY

Earn. Learn. Invest

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 inactive while

in possession of the holder

Holder - a business or organization in possession of unclaimed
& property
g
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 G /?47

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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What is Unclaimed Property?
Unclaimed property is any financial asset that has been left with a *holder.” such as a bank, insurance company or
other business or organization, without activity or contact for a period of about three years

The most common types of unclaimed property are savings or checking accounts, stocks, dividends, checks that have
not been cashed, certficates of deposit, unciaimed insurance benefits, expired gift certiicates, and tems abandoned in
safe deposit boxes and held in police department stolen-property files. By law, at the end of the dormancy period,
holders must transer abandoned properiy to the Treasury Depariment
You may have unclaimed property f

= You were named as a beneficiary on  lfe insurance policy.

+ You opened a savings account and forgot about it or your account went inactive because you did not make

deposits or withdrawals for a period of time.

 You move, forgot to change your address t the post ffe, and had money coming to you

* You left your job to start a e, and never received you final paycheck.
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What is Unclaimed Property?
Unclaimed property is any financial asset that has been left with a “holder.” such as a bank, insurance company or
other business o organization, without activity or contact for a period of about three years.

The most common types of unclaimed property are savings of checking accounts, stocks, dividends, checks that have
not been cashed, certificates of deposit, unclaimed insurance benefits, expired gift certiicates, and items abandoned in
safe deposit boxes and held in police depariment stolen-propery files. By law, at the end of the dormancy period,
holders must transfer abandoned property to the Treasury Department

You may have unclaimed property if:

+ You were named as a beneficiary on a life insurance policy.

« You opened a savings account and forgot about it or your account went inactive because you did not make
deposits or withdrawals for a period of time.

« You moved, forgot to change your address at the post office, and had money coming to you.

* You left your job to start a new one, and never received your final paycheck.

«_You forgot to redeem a gif certficate and it expired.
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What is Unclaimed Property?
Unclaimed property is any financial asset that has been left with a *holder,” such as a bank, insurance company or
other business or organization, without activity or contact for a period of about three years.

‘The most common types of unclaimed property are savings or checking accounts, stocks, dividends, checks that have,
not been cashed, certficates of deposit, unclaimed insurance benefis, expired gift certificates, and items abandoned in
safe deposit boxes and held in police department stolen-property files. By law, at the end of the dormancy period,
holders must transfer abandoned property to the Treasury Department

You may have unclaimed property if:

= You were named as a beneficiary on a life insurance polic

+ You opened a savings account and forgot about t or your account went inactive because you did not make
deposits or withdrawals for a period of time.

* You maved, forgotto change your address atthe postoffice, and had money coming 1 you.

« You left your job to start a new one, and never received your final paychec}

+_You forgot to redeem a gift cerificate and it expired.
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Reporting Unclaimed Property

Step 1. Check your records

Earn. Learn. Invest

I you are a holder of unclaimed property and have held the property for the required dormancy period, it must be reported. All reports should be electrenic. For more information,
please refer to our holder reporting booklet

Due diigence is not a requirement in Pennsylvania; however; it is recommended as a means of good customer service. Notices should be sent to customers well in advance of the
April 15th reporting deadiine.

Negative reports are not statutorily required; however, since you have reviewed your books to determine no unclaimed property
minutes to file a voluntary neqative report with Treasury. Itis a quick and easy way to maintain a record of compliance with us.

Step 2. Create and file your report

ity exists, we encourage you to take a few more

‘and support for this program. ETM will email your encrypted report free of charge.

HRS Pro Software - Free software to download and install to your computer.
- Secure Online Upload — Securely upload your report using any NAUPA-formatted fle use our holder login
+ Your encrypted report can be:
1. Uploaded to our secure holder website
2. E-mailed to report@patreasury qov
3. Written to a CD and mailed
- Reporting TANGIBLE PROPERTY
= Paper Report - All reports should be filed using elecironic software. In the event that computer access is unavailable, you may mail a paper report with your remitance.

Ifyourfife is rejected, you will have 15 days from Treasury's notification to submit a corrected report.

- UPExchange (NAUPA endorsed program by ETM) - With this free software-as-a-service program, there is no software to install o maintain. ETM will provide FREE training

| www.patreasury.gov
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* UPExchange (NAUFA endorsed program by ETM) — With this froe software-as-a-service program, thera is no software to install or maintain. ETM will provide FREE training
and suppart for this program. ETM will email your encrypled report free of charge.

HRS Pro Seftware — Free software to download and instal to your compuler

+ Secure Online Upload - Secursly upload your report using any NAUPA-formatiad file us our halder login

= Your encrypted report can be

1. Uploaded to our secure holder website

2. E-mailed 1o roportd@palreasury qov
3. Writen to & €D &nd maled.

* Reporting TANGIBLE PROPERTY
+ Paper Report - All reports should be flled using electronic software. In the event that computer access is unavallable, you may mail a paper report with your remitiance.

#f your file is rejected, you will have 15 days from Freasury's notification to submit a corrected report.

Stop 3. Paymont Options

+ ACH and Wire Remitiances.

Email (eport@palre

uty qou for instructions on filing your payment electionically.
+ Mailing Instructions for Helder Reports and Checks

Courier Deliveries
Commonwealth of Pennsylvania Bureau of Unclaimed Property
Lockbox 53473

01 North independence Mall East
Philadsiphia, PA 19106

United States Postal Service Deliveries
Commonwealth of Pennsylvania BUTeau of Unciaimed Property
P.O. Box 8500-53473

Philadelphia, PA 19176-3473

+ Contact: repori@palreasury.qov or 1-800-379-3099

Holder Compliance

Voluntary Discl A encourages businesses o voluntarily comply with Pennsylvania's Unclaimed Property Law by filng a report
annually by April 15. For businesses that have never filed a report or may have overlooked certain property types, and would like to come into compliance, Treasury offers

Veluntary Disclosure Agreement 1o biing companies up-to-dale will Iheir annual filng whie (eceiving a waiver of penallies and interes!. Please nole, Ihis agreement must be signed
by the business’ corporate officer and approved by Treasury prior 1o filing the report. This agreement is not needed If fiing a negative repor. Download form.

Extonsion Form; Ifin the course of compiling your annual report of unclaimed property you find that you will not ba able o get your raport finished in time for the April 15th deadiine,
you can aquest an extension.

Early Romittance Form: What do you nead to do when you have property that has not yet reached the dormancy period and you'd like o report earfy? You'll nead to complate the
Early Remftance Request form Please be aware that properly must be at least a year old before early remitiance will be approved. Also, remember our dormancy period for the.
majortty of unclaimed proparty s now thres yers, not five, so this may affact your need for sarly remittanc

Questions? Call 1-800-379-3999 or reperi@patreasury gov.

Farn. Learn. Invest
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Step 2. Create and file your report

+ UPExchange (NAUPA endorsed program by ETM) — With this fras software-as-a-service program, ther is no softwara to install or maintain. ETM will provids FREE training
and support for this program. ETM will emall your encrypled report free of charge.

HRS Pro Software - Free SOMWare 1o gownioad and instal 1o your computer
+ Secure Online Upload — Securely upload your report using any NAUPA-formatted file use our holder login
= Your encrypted report can be:

1. Uploaded to our sEcure Nolger website
2. E-mailed a0

Holder Compliance

Voluntary Disclosure Agreement: The Bureau of Unclaimed Property encourages businesses to voluntarily comply with Pennsylvania’s Unclaimed Property Law by filing a report
annually by April 15. For businesses that have never fled a report or may have overlooked certain property types, and would like to come into compliance, Treasury offers &
Voluntary Disclosure Agreement to bring companies up-to-date with their annual filing while receiving a waiver of penalfies and interest. Please note, this agreement must be signed
by the business’ corporate officer and approved by Treasury prior to filing the report. This agreement is not needed if filing a negative report. Download form...

Extension Form: If in the course of compiling your annual report of unclaimed property you find that you will not be able to get your report finished in time for the April 15th deadiine,
you can equest an extension.

Early Remittance Form: What do you need to do when you have property that has not yet reached the dormancy period and you'd like to report early? You'll need to complete the
Early Remitfance Request form. Please be aware that properly must be at least a year old before early remitiance will be approved. Also, remember our dormancy period for the
majority of unclaimed property is now three years, not five, o this may affect your need for early remitiance.

Questions? Call 1-800-379-3999 or repori@patreasury.qov.

Holder Compliance

of y encourages businosses 1o voluntarily comply vilh Pennsylvania’s Unclaimed Property Law by filing a report
anmay b ny RO 15 ot Buamassas it nave nevar 128 epore o mav have overiookad cartain proparty fypes, and would ke to come into complianca, Treasury offers a

bring companies heir annual filng while receiving a waiver of penallies and interest, Please nol ement must be signed
by The business: corarate offcer and aparoved by Traasuny prior to mlng the report. This agreement is not needed If fiing a negative reporl. Devwnload form,

Extension Form: Ifin the course of compiling your annusl report of unclaimed proparty you find that you will not be able to gat your raport finished in time for the April 15th deadine,
you can request an extension.

Early Romittance Form: What do you need to do when you have property that has not yet reached the darmancy periad and you'd like 1o report early? You'l nesd to complate the
E8rly Remiftance Request form. Please be awars that properly must be at least & year old before early ramittance will be &pproved. Also, remember our dormancy period for the
majorty of unclaimed property 1s now three years, not five, so this may affect your need for early remittance.

Questions? Call 1-800-379-3999 or [eDOr@PANEASUY. GOV,
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Step 2. Create and filo your report

* UPExchange (NAUFA endorsed program by ETM) — With this froe software-as-a-service program, thera is no software to install or maintain. ETM will provide FREE training
and suppart for this program. ETM will email your encrypled report free of charge.

HRS Pro Seftware — Free software to download and instal to your compuler
+ Secure Online Upload - Secursly upload your report using any NAUPA-formatiad file us our halder login
= Your encrypted report can be:

1. Uploaded to our secure holder website
2. E-mailed 1o roporti@palroasury 4o

Holder Compliance

‘ Voluntary Disclosure Agreement. The Bureau of Unclaimed Property encourages businesses to voluntarily comply with Pennsylvania's Unclaimed Property Law by filing a report
annually by April 15. For businesses that have never filed a report or may have overlooked certain property types, and would like fo come into compliance, Treasury offers a
Voluntary Disclosure Agreement to bring companies up-to-date with their annual filing while receiving a waiver of penalfies and interest. Please note, this agreement must be signed
by the business’ corporate officer and approved by Treasury prior to filing the report. This agreement is not needed if filing a negative report. Download form...

Extension Form: Ifin the course of compiling your annual report of unclaimed property you find that you will not be able to get your report finished in time for the April 15th deadiine,
you can request an extension.

Early Remittance Form: What do you need to do when you have property that has not yet reached the dormancy period and you'd like to report early? You'll need to complete the
Early Remittance Reauest form. Please be aware that propery must be at least a year old befor early remitiance will be approved. Also, remember our dormancy period for the
majority of unclaimed property is now three years, not five, so this may affect your need for early remitiance.

Questions? Call 1-800-379-3999 or repori@pareasury.qov.

Holder Compliance

Voluntary Discl A t: The Bureau of perty encourages businesses to voluntarily comply with Pennsylvania’s Unclaimed Property Law by filing & report
annually by April 15 For businesses that have never filed a report or may have overlooked certain property types, and would like to come info complian, s a
Veluntary Disclosure Agreement 1o biing companies up-to-dale will Iheir annual filng whie (eceiving a waiver of penallies and interes!. Please nole, Ihis agreement must be signed
by the business’ corporate officer and approved by Treasury prior 1o filing the report. This agreement is not needed If fiing a negative repor. Download form.

Extonsion Form; Ifin the course of compiling your annual report of unclaimed property you find that you will not ba able o get your raport finished in time for the April 15th deadiine,
you can aquest an extension.

Early Romittance Form: What do you nead to do when you have property that has not yet reached the dormancy period and you'd like o report earfy? You'll nead to complate the
Early Remitance Request form._Please be aware that property must be at least a year old before early remittance will be approved. Also, remember our dormancy period for the
majortty of unclaimed proparty s now thres yers, not five, so this may affact your need for sarly remittance.

Questions? Call 1-800-379-3999 or reperi@patreasury gov.
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Holder is currently not under audit or self-audit by Pennsylvania Treasury for past due

unclaimed property reporting, and

Holder has not been granted voluntary compliance or participated in Treasury’s Compliance
Review Program in the past 10 years. This provision is waived if the property type is new or
associated with a merger/acquisition of a new company.

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

mm) « Holder is voluntarily coming forward because of identified non-reporting or underreporting of
unclaimed property that was due and payable in a prior year,

Page 1 of4
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Dormancy Periods
For Report Year 2014
Due: 4/15/2015

Transactions Occurring Between These

Dormancy Period Dates Should Appear on the Report

2 years Wages and Commissions January 1st - December 31st, 2012
January 1st - December 31st, 2009

3 years All other unclaimed property types January 1st - December 31st, 2010
January 1st - December 31st, 2011

7 years Money Orders January 1st - December 31st, 2007

15 years Travelers Cheques January 1st - December 31st, 1999

| www.patreasury.gov
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To be considered for admittance into the Voluntary Compliance Program. a holder must complete and
sign the Voluntary Disclosure Agreement (WVDA) and meet the following criteria prior to filing a
report:

mm) « Holder is voluntarily coming forward because of identified non-reporting or underreporting of
unclaimed property that was due and payable in a prior year,

mm) + Holder is currently not under audit or self-audit by Pennsylvania Treasury for past due
unclaimed property reporting, and

mm) + Holder has not been granted voluntary compliance or participated in Treasury’s Compliance
Review Program in the past 10 years. This provision is waived if the property type is new or
associated with a merger/acquisition of a new company.

Page 1 of4
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Holder hereby agrees:

‘books and records for the Last ten years All cusrently due unclumed propesty usust be remutted
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Holder hereby agrees:

mm) + To report all past due unclaimed property identified through a complete examination of its
books and records for the last ten years. All currently due unclaimed property must be remitted
as an anmual filing on a separate report.

) * To disclose all subsidiaries or related entities, including Emplover/ Tax Identification Number
(EIN). state of domucile, and state of imcorporation, including the corporate structure of the
holder. Justification must be provided for the omission of subsidiaries or related entities from
inclusion in the audit procedures and corresponding remittance of unclaimed property.

mm) * Todisclose in writing. a summary including the corporate history. audit and compliance
history, the scope of the review (property types and years invelved), analysis, findings. and
conclusions. Where applicable. exhibits from the analysis and estimation techniques used in
the determination of reportable property should also be submitted.

Page2of4
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Holder hereby agrees:

To teport all past its
‘books and records for the ast fen years. All cusrently due unclaimed property must be remitied
s an auzual filing on 3 separate report
o To Jodas yyer/Tax ldentification Number
(EDN), state of dommicle. 3nd Tuding the corpor
holder  Justification must be provided for the omussson of subsicianes ar related entities from
1

* To disclose in writing. a summary including the corporate history, audit and compliance

b ¢ To disclose any methods of due diligence performed in connection with this Voluntary

s « To provide an assertion as to the completeness of the records provided and reason for

Disclosure Agreement as well as any due diligence procedures used during the period under
review. Note, for an entity seeking parficipation in this program where the remittance is in
excess of $300.000. due diligence must be performed. Such due diligence may include. but is
not limited to. the following: use of 3" party database search firms to locate lost owners,
mailings (certified or otherwise), electronic correspondence, efc.

missing/unavailable records.

epOT Ty AT T ety
WWW patreasury.gov)

Page2o0f4
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Unclaimed Property: A Holder’s Guide to Compliance E T ‘

Holder hereby agrees:

* Toreponall past y e its
books and records for the st ten years. All curveatly due unclaimed property st be resuitied
2 3n ausual filing o6 2 separate seport

.

To file a report within ninety (90) days of the execution of this agreement directly with the
Treasury Department. Anvy use of a third party to gather records or file a report will be done at
the expense of the holder. The report must be filed in the NAUPA II format using approved
electronic reporting software. with the reported and remitted amount fully reconciling. If
known, the report must contain the name, last known address, Social Security number and any
other account information that 1s available and useful in determining rightful ownership of the
account.

To be fully compliant with the Pennsylvania Unclaimed Property Act from this point forward.
This includes, but is not limited to, performing an annual review of all financial records for
abandoned and unclaimed accounts and filing a complete and accurate unclaimed property
report by April 15, each vear (filing instructions and software are available at
WWW.PAreasury.gov).

Page2of4
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Treasury Department hereby agrees:

o waive all applicable penalties and inferest, 25 permitied under § 1301 24 20d 1301 25 of the
PA Unclaimed Property L, for the reported property,if the property is reported within the
temms of this agreemest

 Torelieve the holder ty from cl prope y
property according 1o § 130114 of the PA Unclaimed Property Law.

. y y y disclose
compelied 10 do 50 by request under the Pennsylvania Right to Know Law.

Under this agreement
. f the holder regardiess of its admittance

into the program. Treasury recogaizes, however, that the bolder has come forward on 3
and will take this action

s books and records
o Hanyof 1he holder are false or susleading. the
agreement becomes nall and void nd A ezest
proper itted @ § 1301 14 of the PA
Unclaimed Property Law.
Signatures
- -
i PemsyTvania Treasury Deportment
Printed Name: Printed Name:
Tide: Tirle:
Date: Date:
Page 3of4
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Treasury Department hereby agrees:

« To waive all applicable penalties and interest, s permitied under § 1301 24 and 1301 25 of the
PA Unclaimed Property Law. for the reported property,if the property s reported within the
terms of this agreement

« Torelieve the holder

bility 1 prope and ¥ of the
$1301 13 of the PA Unclaimed Progerty Law

Treasury Department hereby agrees:

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

¢ To relieve the holder of liability from claims on the property upon 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 under the Pennsylvania Right to Know Law.

Page 3of 4
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Treasury Department hereby agrees:

o waive all applicable penalties and interest, s permiied under § 1301 24 and 1301 25 of the
PA Unclaimed Property Law. for the reported property,if the property s reported within the
terms of this agreement

[~ Jo relicve the holder of liablity rom ck property

PENNSYLVANIA

»3 TREASURY

Earn. Learn. Invest

Executive Qfficer for Holder Pennsylvania Treasury Department
Printed Name: Printed Name:

Title: Title:

Date: Date:

/

\/

Page 3of4

| www.patreasury.gov

Unclaimed Property: A Holder’s Guide to Compliance

Preliminary Report

‘Holider Name
EIN-

Holder Address
‘State of Incorporation

‘Holder Subsidiaries and Related Entities
(el EIN', locations, and vt of

plasse tock a s if addimonsd pace i requinedi

Initial Property Types to be Reviewed:
deamples. wapes, credit bolances, refnds rebes,
secrom accone, pl

Commisions, b, s roceeds, el fens, e

Contact Information

‘Holger Coatact Name:
Contact Phone Nusiber (.
Contact E-mmail Address _

Contact Mailing Address

Remaris Commens.

Eapplicable...

‘Holder Regresearative
Represeatative Centact Name
Representative Centact Iafonnaion
fo-mai, acdres, oc )

Mailing

‘Treasury Depastment
‘Buren of Audits and Enforcement
Attentian: Halder Conpliance
Room G-13 Finance Building.
‘Hamisbug. PA 17120

Or by e-mail to; report@) ¥ h

Page dof4
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Preliminary Report

Preliminary Report Information

EIN:
Holder Address:
State of Incorporation:

Holder Subsidianes and Related Entities:
(Tnclude EIN's, locations, and states of

incorporation if different from parsnt company —
please attach a list if additional space is required)

Initial Property Types to be Reviewed:

(examples: wagss, credit balmees, refimds/rebates,
escrow accounts, gift certificates, accounts payable,
commissions, bonds, stock proceeds, tangible items, etc.)

Pagedofd

| www.patreasury.gov

PENNSYLVANIA

Unclaimed Property: A Holdet’s Guide to Compliance "2 TREASURY

Farn. Learn. Invest

Preliminary Report

Contact Information
Holder Contact Name:
Contact Phone Number: | )
Contact E-mail Address:
Contact Mailing Address:

Remarks/Comments:

If applicable. ..

Holder Representative:
Representative Contact Name:
Representative Contact Information:
(e-mail, address, etc.)

Pagedofd

| www.patreasury.gov
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Preliminary Report Informaion

‘Holder Name:
EIN:

‘Holder Address

State of lacorporation

Mailing Information
Treasury Department
Bureau of Audits and Enforcement
Attention: Holder Compliance
Foom G-13 Finance Building
Harrisburg, PA 17120

Or by e-mail to: report@patreasury.gov (preferred method of correspondence)

Treasury Deparusent
‘Busean of Aldits and Enforcemsent
Atewtion Holder Cowspliance
Room G-13 Fnance Buslding
Harisbarg. PA 17120

Or by ema to: report v Z

Pagedof 4

| www.patreasury.gov
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Step 2. Create and filo your report

+ UPExchange (NAUPA endorsed program by ETM) — With this fras a5
and suppart for this program. ETM will email your encrypled report free of charge.

, thera s no softwara to install or maintain. ETM will provide FREE training
HRS Pro Seftware — Free software to download and instal to your compuler
+ Secure Online Upload - Secursly upload your report using any NAUPA-formatiad file us our halder login
= Your encrypted report can be:

1. Uploaded to our secure holder website
2. E-mailed 1o roporti@palroasury 4o

Holder Compliance

Voluntary Disclosure Agreement. The Bureau of Unclaimed Property encourages businesses to voluntarily comply with Pennsylvania's Unclaimed Property Law by filing a report
annually by April 15. For businesses that have never filed a report or may have overlooked certain property types, and would like fo come into compliance, Treasury offers a
Voluntary Disclosure Agreement to bring companies up-to-date with their annual filing while receiving a waiver of penalfies and interest. Please note, this agreement must be signed
by the business’ corporate officer and approved by Treasury prior to filing the report. This agreement is not needed if filing a negative report. Download form...

Extension Form: Ifin the course of compiling your annual report of unclaimed property you find that you will not be able to get your report finished in time for the April 15th deadiine,
you can request an extension.

- Early Remittance Form: What do you need to do when you have property that has not yet reached the dormancy period and you'd like to report early? You'll need to complete the
Early Remittance Reauest form. Please be aware that propery must be at least a year old befor early remitiance will be approved. Also, remember our dormancy period for the
majority of unclaimed property is now three years, not five, so this may affect your need for early remitiance.

Questions? Call 1-800-379-3999 or repori@pareasury.qov.

Holder Compliance

Voluntary Discl A t: The Bureau of perty encourages businesses to voluntarily comply with Pennsylvania’s Unclaimed Property Law by filing & report
annually by April 15 For businesses that have never filed a report or may have overlooked certain property types, and would like to come info complian, s a
Veluntary Disclosure Agreement 1o biing companies up-to-dale will Iheir annual filng whie (eceiving a waiver of penallies and interes!. Please nole, Ihis agreement must be signed
by the business’ corporate officer and approved by Treasury prior 1o filing the report. This agreement is not needed If fiing a negative repor. Download form.

Extonsion Form; Ifin the course of compiling your annual report of unclaimed property you find that you will not ba able o get your raport finished in time for the April 15th deadiine,
you can aquest an extension.

Early Romittance Form: What do you nead to do when you have property that has not yet reached the dormancy period and you'd like o report earfy? You'll nead to complate the
Early Remitance Request form._Please be aware that property must be at least a year old before early remittance will be approved. Also, remember our dormancy period for the
majortty of unclaimed proparty s now thres years, not five, so this may affact your need for aarly remittance.

Questions? Call 1-800-379-3999 or reperi@patreasury gov.

| www.patreasury.gov
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TREASURY

EARLY REMITTANCE REQUEST
Please submi the following:
Wha fype o, requesting y

B Troasury will net aceept 4curuses bigors the amd of he thre year dormancy parod)
Whatisthe pe of the propermyGen)”
Has any due dilipence been performed on the propertyties)? || yes [Imo
Dves the property(es) have mames and addbesses asocinied with 7 yes [ o
Reson for Request:

1 your company ‘organizatien dissolving? [ yes [ na
Eolder Name _

ContrctName: __ Tite
Telephos Nuasber Email

Mailing Addres:

- T
Siguature Date of Request.

Planse Note-This requess must be pproved priar o submiting the holder report.

Reserved bor use of BA Treasury

ectansan s st ks, and the a5 for Uk et

u] Deany

PENNSYLVANIA

»3 TREASURY

Earn. Learn. Invest

| www.patreasury.gov
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EARLY REMITTANCE REQUEST

PENNSYLVANIA

"3 TREASURY

Farn. Learn. Invest

Please submit the following:

- Reason for Request:

- What type of property(ies) are you requesting to be submitted early?
(P4 Treasury will not accept securities before the end of the three year dormancy period)

mmm) What is the age of the property(ies)?
) i, any due diligence been performed on the property(ies)? | lyes [no
- Does the property(ies) have names and addresses associated withit? [ Jyes [Jmo

~ Is vour company/organization dissolving? O yes [(no

e eauits orvviocs mudes and the ressan for i e

u] Dleany

San e,

oo 813 . Hareisbarg, P4 17120

| www.patreasury.gov
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Please submi the following:

TREASURY

EARLY REMITTANCE REQUEST

What type of equesicg W
1A Tonasury wall not aceept securtses bfons the ond ofthe three year dermancy pariod)

»3 TREASURY

PENNSYLVANIA

Earn. Learn. Invest

Holder Name:

Contact Name: Title:
Telephone Number: Email:
Mailing Address:

Signature: P

Date of Request:

Please Note-This request must be approved prior to submitting the holder report.

| www.patreasury.gov

ome

Som orm,

Unclaimed Property: A Holder’s Guide to Compliance

TREASURY

EARLY REMITTANCE REQUEST

Please submir the following:

Whattype of requeing b
{PA Traasury il not aceept securies before iha and o the three yosr dormancy perids

What s he age of the property(ie)

Has any due diligence been performed on the propemytien?  [yes [loo

Dot the propery e hve sasos and adveses socined with i? Cyes oo
Resson for Request:
s your companyorganizatin dissolng?  [yes (o
Holder Nome _
Contact Name: __ Title: _
Telephone Number Email

- ]

- Dt of Reguest

| Tl e

Reserved for use of PA Tressury.

e eauits orvviocs mudes and the ressan for i e

u] Dleany

oo 5.13 Frace Buiing, Hareisbarg. P4 17120
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Step 2. Create and file your report

b5

PENNSYLVANIA

TREASURY

Earn. Learn. Invest

+ UPExchange (NAUPA endorsed program by ETM) — With this frae
and support for this program. ETM il emai your encrypled repor free of charge

HRS Pro Software - Free SOMWare 1o gownioad and instal 1o your computer
+ Secure Online Upload — Securely upload your report using any NAUPA-formatted file use our holder login
= Your encrypted report can be:

1. Uploaded to our sEcure Nolger website
2. E-mailed a0

. thers is no softwara to install or maintain. ETM will provide FREE training

Holder Compliance

‘ Extension Form: If in the course of compiling your annual report of unclaimed property you find that you will not be able to get your report finished in time for the April 15th deadiine,

you can fequest an extension.

majority of unclaimed property is now three years, not five, o this may affect your need for early remitiance.

Questions? Call 1-800-379-3999 or repori@patreasury.qov.

Voluntary Disclosure Agreement: The Bureau of Unclaimed Property encourages businesses to voluntarily comply with Pennsylvania’s Unclaimed Property Law by filing a report
annually by April 15. For businesses that have never fled a report or may have overlooked certain property types, and would like to come into compliance, Treasury offers &
Voluntary Disclosure Agreement to bring companies up-to-date with their annual filing while receiving a waiver of penalfies and interest. Please note, this agreement must be signed
by the business’ corporate officer and approved by Treasury prior to filing the report. This agreement is not needed if filing a negative report. Download form...

Early Remittance Form: What do you need to do when you have property that has not yet reached the dormancy period and you'd like to report early? You'll need to complete the
Early Remitfance Request form. Please be aware that properly must be at least a year old before early remitiance will be approved. Also, remember our dormancy period for the

Holder Compliance

of y encourages businosses 1o voluntarily comply vilh Pennsylvania’s Unclaimed Property Law by filing a report
anmay b ny RO 15 ot Buamassas it nave nevar 128 epore o mav have overiookad cartain proparty fypes, and would ke to come into complianca, Treasury offers a

bring companies heir annual filng while receiving a waiver of penallies and interest, Please nol ement must be signed
by The business: corarate offcer and aparoved by Traasuny prior to mlng the report. This agreement is not needed If fiing a negative reporl. Devwnload form,

Extension Form: Ifin the course of compiling your annusl report of unclaimed proparty you find that you will not be able to gat your raport finished in time for the April 15th deadine,
you can request an extension.

Early Romittance Form: What do you need to do when you have property that has not yet reached the darmancy periad and you'd like 1o report early? You'l nesd to complate the
E8rly Remiftance Request form. Please be awars that properly must be at least & year old before early ramittance will be &pproved. Also, remember our dormancy period for the
majorty of unclaimed property 1s now three years, not five, so this may affect your need for early remittance.

Questions? Call 1-800-379-3999 or [eDOr@PANEASUY. GOV,

| www.patreasury.gov

PENNSYLVANIA

Unclaimed Property: A Holder’s Guide to Compliance "2 TREASURY

Farn. Learn. Invest

TREASURY

UNCLATMED PROPERTY

EXTENSION REQUEST
Plaase Note-This requert minst be approved priar to submirsing he kolder repart

We are applving fo thi extension based o8 the reasen) below:
Check provide s brief el

bo granied for

Besrgasizaton Merger Nem Syem
] Persouse Clanges L] Sysiem Problems.

Toansfer Agean Chanse Other

Explasation requived)

AddSonsl Time Requested: 130dsys ] 60 days

Hebder Name

N

Conacs Name Tite

Telphame Neaher Emal

Maing Address

Sigpanae: T Date of Request

Please Nota - f exesion it grassed. holder ageoes 1o be illy compliam with Pessrylvania's Usclaised Property L
‘om i pasat forward T ichsdes. bt s 0t it o, perforing am asamal vesew of ol Snancaal ecards for
abandoned smd unclimed acscusts s Elng 3 complee and acoursie woclasmed propesty tepertoa Apel 190 exch year

Reserved for use of PA Tressury

7 ecanang s e, we coniseres, among. e erimary prevous
i sua e
[mIB————y [ [S— [—r——

Sems torm:
v a1 7197720085

pre— e—

o uree of At o e,
S

Room 6-13 Fimance b Harrsbog P4 17130

| www.patreasury.gov
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TREASURY

UNCLAIMED PROPERTY

@mﬂ must be appreved prier to submitting the helder report.

We are applving for this extension based on the reason(s) below:
Check as appropriate and provide a brief explanation. Extensions will not be granted for two consecutive years.

a FeorgamzationMerger [ New System
[ Personnel Changes O System Problems
| Transfer Agent Change [ Other

Explanation (required):

Additional Time Requested: [ 130 days [ 60 days

Resorved for use of PA Treasury

I uaing 74 reques, ma omssred, among o & isory prevus
prevos audes, =
[ tcimosion ArPROVED P — Baport Oum Gt

e iy

Ve S i Bureay o Audin ana Enforcemen,
S ——

Room 6-13 Fimance b, Harrsburg, P4 17120

| www.patreasury.gov
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TREASURY

EXTENSION REQUEST

Plaase Note-This requert minst be approved priar to submirsing he kolder repart

Holder Name:
EIN
Contact Name: Title:
Telephone Number: Email:
Mailing Address:
. —
Signatuge: Date of Request:
Please Note - If extension 15 granted. holder agrees to be fully compliant with Pennsylvania’s Unclaimed Property Law
from this point forward. This includes. but is not imited to. performing an annual review of all financial records for
abandoned and unclaimed accounts and filing a complete and accurate unclaimed property repert on Apnl 15th each year.

P
pre— ——

Ve U e  Burees of Audis and Enforceme,
i Mot Comptinse,

Room 6-13 Fimance b Harrsbog P4 17130
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UNCLAIMED PROPERTY

EXTENSION REQUEST

Pliase Note-This requert must be approved prier e submiting the holder report.

‘W are applving for dhis extension based on the reasons) below:
Checkas i 3

i bo gramted for years
] Reorpasization Mesper [ New Sysem
[ Persouse Chasges [ Symem Problems
I Tramsder Agest Change Other
Addansl Time Requessed: 130dmys 160 days
Helder Name
Y
Contact Name: Tite
Telphane Nember Emai:
Maiing Address
Siguanae T Dare of Bequest

Plense Note - I exsension i gransed, holdes agrees to be fully compliant with Pesssylvania's Unelaissed Propesty Law
from it pont forward This inclndes. b s 5ot limined 1, performaing am smsmal review of all Snancsal records for
shandoned and unclaimed aczousts wmd Sling a complete and scenrate wnclasmed property repert om Apeil 15t each year

Reserved for use of PA Treasury
T et i e, we g g isiory prevous
s 5 3 e rammon for o e
[E—— PSS — [————

o o o

S ——
Room 6-13 Fimance b, Harrsburg, P4 17120

| www.patreasury.gov
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Internal Policies & Procedures:

Keeping An Eye on Your Ledger

| www.patreasury.gov
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Parent Company

|
[ |
l Subsidiary \ l Subsidiary \

| www.patreasury.gov
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PENNSYLVANIA

) S0 TREASURY

Earn. Learn. Invest

Parent Company

Subsidiary Subsidiary

17 | www.patreasury.gov

Unclaimed Property: A Holder’s Guide to Compliance u TREASURY

Parent % Tﬁxgﬁll\{\f

Earn. Learn. Invest
Company

1
|
l 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

| www.patreasury.gov
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v" Establish a time frame for monitoring

outstanding checks, including
* Accounts payable
* Payroll
* Commissions
* Vendor Payments
* Refunds/rebates
* Insurance Payments
*  Medical benefits
* Stock and dividends
* Expired gift certificates

| www.patreasury.gov
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v Documentation on outstanding checks

v" Record retention policy
v" Monitor equity issues

v' Petform due diligence

| www.patreasury.gov
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Farn. Learn. Invest

v Follow Through/Communicate
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Holder Compliance Specialists: 800-379-3999
Vault: 717-705-6682
Securities/Equity Questions: 717-705-8429
WWww.patreasury.gov

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