TEXAS TECH UNIVERSITY HEALTH SCIENCES CENTER

Operating Policy and Procedure

HSC OP: 50.13, Remittance of Unclaimed Property

PURPOSE: The purpose of this Health Sciences Center Operating Policy and Procedure (HSC OP) is
to establish rules and guidelines in compliance with state law for the remittance of
unclaimed property.

REVIEW: This HSC OP will be reviewed on April 15 of each year (EY) by the Director of Accounting
Services, with recommendations for revisions forwarded to the Executive Vice President
of Finance and Operations.
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Copies of the mailed notices should be retained by each applicable check-writing department
originating the unclaimed property request for 10 years after the property has been reported to
the State. The copies should be available for review and examination by the State Auditor,
Internal Auditor, other external auditors, or duly authorized individuals. Copies of the notices will
be surrendered to a requesting individual only after the department has determined that this
individual is authorized to review and examine such documents and then only upon written
request from the authorized individual.

The written notice requirement does not apply if:
a. The department has already mailed a letter to the payee earlier in the abandonment
period; a copy of the notice needs to be retained by the department.

b. The notice is returned by the post office as a result of a previous mailing.
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	3.  Due Diligence Requirements for Amounts Greater than $250:

