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1.0 POLICY STATEMENT
[bookmark: _Hlk218585825]Tennessee State University (“University”) is subject to the State of Tennessee’s Uniform Unclaimed Property Act, Tenn. Code Ann. § 66-29-101 et seq. and Regulations 1700-2-1-.01 through 1700-2-1-39, when it is a holder of property that is unclaimed and presumed to be abandoned by the apparent owner of the property, if the last known address of the apparent owner, as shown on the University’s records, is in Tennessee or is unknown. This Act requires the University to exercise due diligence in locating apparent owners of unclaimed property in its custody and to report certain unclaimed property to the State annually. Additionally, the State of Tennessee accepts unclaimed property for which the apparent owner’s last known address is in another state or commonwealth of the U.S. The State reciprocally reports this property on behalf of the University to the appropriate state or commonwealth.


2.0 IMPORTANCE AND REASON FOR THE POLICY

This document provides guidelines on reporting and disposing of unclaimed property as prescribed by Tennessee’s Uniform Unclaimed Property Act. The Act applies to unclaimed property (1) that the University owes to or is holding for other organizations or individuals and (2) for which the University has had no contact with the apparent owner for a minimum of one year up to the maximum statutory period. It also serves as a reference document for staff responsibility for processing and disposing of unclaimed and abandoned property. 
Failure to comply with this policy and Tennessee’s unclaimed property laws can subject the University to litigation under the unclaimed property laws and False Claims Acts by alleging that the University has knowingly failed to file reports in accordance with that state’s unclaimed property law. 
3.0 DEFINITIONS
Unclaimed Property - Unclaimed property includes, but is not limited to:
· Uncashed payroll checks,
· Uncashed disbursement checks,
· Uncashed refund checks,
· Uncashed miscellaneous checks,
· Unidentified remittances,
· Credit balances in accounts receivable, or
· Stored Value Cards. 
Non-Cash Items - Non-cash items, such as personal and/or household items, are considered lost and found. These items are not considered unclaimed property, should not be processed under this policy, and should not be reported to the State. 
Title IV Funds – Title IV funds that are returned to the Department of Education are not considered unclaimed property.

4.0 PROCEDURES	   
I. Due Diligence

A. Before reporting unclaimed property, as defined above, the University is required to exercise due diligence in attempting to notify the property owner of amounts of fifty dollars ($50.00) or greater, with information on how to claim the property. Property under fifty dollars ($50.00) requires no due diligence letter and is submitted to the State along with other unclaimed amounts from the same calendar year.
B. Where required, notification to property owner must:
1. Be sent during the due diligence window specified by the State Treasurer and based on the reporting date. The timetable provided in Section VI below is based on the current November 1 reporting date.
2. Provide the information required in T.C.A.§ 66-29-129, Contents of notice by holder. See complete due diligence, reporting timeline, and sample letters in the Reporting Guide.
C. Notice must be provided by sending a first-class letter to the last known address of the property owner.
D. Mail returned as “undeliverable” is evidence that the owner cannot be located. If the owner cannot be located, the property should be considered abandoned and should be reported to the State as unclaimed property.
E. Unreturned mail is considered a contact (presumably, the owner has received the notification and is now aware of the property’s location).
1. If the owner contacts the University within 60 days from the date the due diligence letter was mailed, funds will be returned to the owner after a University-provided affidavit, signed and notarized as proof of ownership, is returned to the Business and Finance Office.
2. If the owner does not claim the property or provide the University with directions for disposing of the property within 60 days from the date the due diligence letter was mailed, the University will report and remit the unclaimed property to the State of Tennessee on November 1st.
II.	Stored Value Cards
A. Where applicable, the Business and Finance Office is responsible for performing due diligence on all stored value cards that have been inactive for at least one (1) year and up to the statutory maximum that have a balance of fifty dollars ($50.00) or greater.
B. Detailed information associated with these cards must be maintained at the University.
1. The Business and Finance Office must annually compile and maintain a file of the names, addresses, and social security numbers of dormant account owners, along with amounts, if known or readily ascertainable from University records.
2. The list will also include balances under fifty dollars ($50.00) for which due diligence is not required.
III.	Accounts Receivable Credit Balances
A. The Office of Business and Finance is responsible for performing due diligence on all credit balances in accounts receivable that have been inactive for at least one (1) year, and up to the statutory maximum, that have a balance of fifty dollars ($50.00) or greater.
B. Detailed information associated with these balances must be maintained at the University.
1. The Business and Finance Office must compile and maintain a file of names, addresses, and Social Security numbers of dormant account owners, along with amounts, if known or readily ascertainable from University records.
2. The list will also include credit balances under fifty dollars ($50.00) for which due diligence is not required.



IV.	Unclaimed Property Report
The annual unclaimed property report must be submitted electronically, in the format required by the Tennessee Department of Treasury, Unclaimed Property Division. The current requirements can be found at the Division’s website. 
A. The Business and Finance Office should compile the list of all cash items (i.e., checks not cashed, unidentified remittances, credit balances in accounts receivable, stored value cards) for the entire University and report it to the State Treasurer’s Office.

B. Reports must be filed with the State Treasurer on or before November 1 of each year and must include property presumed abandoned that is held as of June 30 of the appropriate reporting year.

V.	Verification Form

Along with the report, the Business and Finance Office must submit a notarized verification form for unclaimed cash items, signed by the designated individual in the Business and Finance Office.

VI.	Timetable for Unclaimed Property	
The following timetable describes the year’s schedule for reporting unclaimed property:
	Deadline
	Requirements

	June 30
	End of reporting year

	July 1 – August 31
	Due diligence window. The Business and Finance Office performs the required due diligence on appropriate items considered abandoned.

	October 1
	Deadline for the Business and Finance Office to complete report of abandoned property and transmit Excel file (of stored value cards and accounts receivable credit balances) to the Controller’s Office.

	November 1
	Unclaimed Property Report, verification forms, and unclaimed property (cash) are due to the State Treasurer’s Office.



VII.	Payment of Claims
A. Before receiving payment, owners of abandoned property must complete and return a University-provided affidavit, signed and notarized as proof of ownership.

B. After unclaimed property has been remitted to the State Treasurer, payment is the responsibility of the State Treasurer.
VIII.	Confiscated Property
Confiscated property will not be considered abandoned and should be treated as surplus property of the University for disposal purposes. Confiscated firearms and other hazardous items should be disposed of in accordance with local statutes.

5.0	AUTHORITY AND REFERENCES 

Tennessee State University is subject to the State of Tennessee’s “Uniform Unclaimed Property Act,” Tenn. Code Ann. § 66-29-101 et seq. and Regulations 1700-2-1-.01 through 1700-2-1-39.

6.0	HISTORY 
Policy 5.08.03		Unclaimed Property Report 
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