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HARVARD UNIVERSITY
FACULTY OF ARTS AND SCIENCES



LETTER VIA MAIL

Date

Missing Owner Name
Missing Owner – Last Known Address


Our records indicate that we, [DEPT NAME], Faculty of Arts and Sciences, Harvard University are holding unclaimed property that may belong to you  for the [payment/reimbursement] of [description].  The check number for the [$000] we are holding is [check #] and is dated [MM/DD/YYYY].


[bookmark: _GoBack]Under Massachusetts state law we are required to notify holders of unclaimed property and after a 3 year dormancy period will be required to deliver this property to the state’s Unclaimed Property Division on or before October 31, [YYYY] if the property is not claimed.   Please complete the information below and return this letter to [DEPT] no later than [MM/DD/YYYY], so that we may meet our unclaimed property reporting obligations.”

Please mail the completed payee letter using one of the methods below:

· Mail:  [DEPT ADDRESS]
· Email: Complete, sign, scan & attach the e-mail to [DEPT EMAIL]
· Fax: Complete, sign, and fax to  [(617) ### - ####]  attn:  [DEPT CONTACT]

_____	I am entitled to the above referenced property.  Please issue a new check and mail to the following address:    _________________________
        _________________________
        _________________________

_____	I am not entitled to the above referenced fund or these funds have already been paid to me.





	__________________________________		____________
	Owner signature					Date signed
  


Your response is appreciated.  Please contact us at [(617) ### - ####] if you have any questions.

Sincerely,
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