Due Diligence Requirements

Section 34-24-118(e) of the Wyoming Unclaimed
Property Act requires that not more than 120 days
before filing the unclaimed property report (due
November 1 of each year), a written notice be mailed to
the apparent owner at that owner’s last known address
informing them that the holder is in possession of
property subject to this act if the property has a value of
$50 or more.

As a general rule, due diligence letters should be mailed
between July 1 and August 31 to provide adequate
response time to the letter.

We encourage you to make reasonable efforts to locate
owners early in the dormancy period when an account
first becomes inactive. Most individuals and companies
can be found if an attempt to locate them is made
during the first six months following a change of
address.

Due diligence provides:

e locating the owner so that funds may be returned to
the owner directly from the holder prior to
reporting to the State.

»  reinstating the owner’s account.

e maintaining a client base.

e positive customer service.

» reducing the number of accounts reported as
unclaimed.

There is no time limit in which the owners must claim
their property from the Unclaimed Property Division.

Should this account be reported to
the state as unclaimed property?

Ask yourself the following questions to determine if an
account may be unclaimed:

1. Has the owner increased or decreased the account?
2. Has the owner sent a letter regarding the account?

3. Has the owner, via a telephone call or walk-in
visit, been in contact with our organization
regarding the property, as documented by an
employee?

4. Does the owner have any other accounts with our
organization which have owner-generated activity?

If none of the above activities has taken place with
regard to an account, and the dormancy period for that
type of property has been met, the account is considered
unclaimed.

Due diligence must be performed according to the law.
If the owner does not contact the holder after due
diligence is performed, the account must be reported to
the State as unclaimed property.

NOTE: Unclaimed Property should be returned to the
state of the owner’s last known address.

What should you do if you are
holding unclaimed property for
an owner?

If you are holding property that is deemed unclaimed,
the following steps should be taken to make sure the
account is truly unclaimed. Submitting accounts to
the State that are not truly unclaimed may adversely
affect public relations with the owner.

1. Mail a letter or post card to the owner’s last
known address if the total of the account is $50
or greater. Provide a 30-day response time prior
to when the funds will be sent to the State.

2. Verify that owner-generated activity has not
taken place.

3. Verify that the owner has not communicated in
writing regarding the account.

4. Verify that the owner has not indicated an
interest in the account.

5. Verify that the owner does not own other
accounts.

6. Verify that the owner is not a current employee.

7. Review telephone books for address and
telephone verification.

8. Verify that the owner is not a well-known
individual or organization.

9. Utilize any other methods to find the owners.

If the owner does not respond to your due diligence
letter, complete the Wyoming Unclaimed Property
reporting forms. Return the forms and a check for
the amount of unclaimed property being reported no
later than November 1 of each year.



SAMPLE
OWNER NOTIFICATION LETTER

[Date]

[Recipient Name]
[Address]
[City, State/Province, ZIP/Postal Code]

NOTICE OF UNCLAIMED FUNDS AND/OR
PROPERTY

Our records indicate that you appear to be the owner of the
funds or property listed below. No transaction or other
activity has been noted for a significant period of time.

[Amount of funds, or type of property, including any
additional information which would assist the owner in
identifying the account]

If you have an interest in these funds or property and wish to
prevent the fund or property from being reported to the
Wyoming Unclaimed Property Division as unclaimed as
required by the Wyoming Uniform Unclaimed Property Act,
please sign this notice and return it to:

[Company name and address]

IF A RESPONSE IS NOT RECEIVED WITHIN THIRTY
DAYS FROM THE DATE OF THIS NOTICE, THE FUNDS
AND/OR PROPERTY WILL BE REPORTED AS
UNCLAIMED AND WILL BE TRANSFERRED TO THE
WYOMING UNCLAIMED PROPERTY DIVISION, TO
WHOM ALL FURTHER CLAIMS MUST BE DIRECTED.

Please sign below to acknowledge ownership of the above-
listed funds.

Signature Date (Joint Owner Date
Signature)

Print Name Print Street Address

Print City & State Print ZIP Code

Wyoming Unclaimed Property Division

2515 Warren Avenue, Suite 502
Cheyenne, WY 82002
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