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 Class Specifications 
 for the Class: 
 
 UNCLAIMED PROPERTY PROGRAM MANAGER 
 (UNCLAIMED PROPERTY PRGM MGR) 
 
 
Duties Summary: 
 
 Plans, develops and maintains operations, procedures and 
standards to effectively implement the State's unclaimed property 
program; and performs other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class involves responsibility for the implementation of 
the State's guardianship functions under the provisions of the 
State statutes pertaining to the uniform disposition of unclaimed 
property.  Generally, the program provides for the custody of 
unclaimed money and other tangible personal property, when the 
owner cannot be located and does not appear to be aware of its 
existence.  The custody of unclaimed property by the State does 
not deprive the owner of title.  A position in this class is also 
responsible for overseeing the evaluation of claims to ensure that 
unclaimed property is returned to its rightful owners or 
beneficiaries. 
 
 Work activities include interpretation of program regulations, 
and development and maintenance of operational procedures.  
Personal contact is maintained with officials of other State and 
governmental agencies, banks, corporations, insurance companies, 
etc.; to coordinate custodial program requirements and to explain 
regulations and their application; and with claimants to explain 
requirements for filing claims to recover property. 
 
Examples of Duties: 
 
 Plans, coordinates and carries out the implementation and 
maintenance of the guardianship functions of the State's unclaimed 
property program; reviews program operations, statutes, rules and 
regulations and the statutes and programs of other States, and 
develops and/or revises applicable rules and regulations, 
procedures, forms and other guidelines to implement the program; 
obtains assistance from the Attorney General's Office when 
necessary; oversees the maintenance of financial records and 
prepares financial reports on amounts received and claims paid 
out; conducts and/or supervises the transfer of  
information from unclaimed property reports submitted by banks, 
insurance companies, corporations, etc., to permanent records, the 
summary of reports from holders of unclaimed property and 
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publication of notices in newspaper, the deposit of proceeds 
received from holders of unclaimed property into the State 
Treasury, and the receipt and auditing of claim applications; 
maintains custody of property, including jewelry, coins and other 
valuables; reviews all claim applications and supporting 
documentary evidence as to completeness, accuracy and conformance 
with established requirements; recommends approval or disapproval 
of each claim to the Division Administrator; may recommend waiver 
of required documentary proof of ownership based on alternate 
evidence and in consideration of the size of the claim; recommends 
and arranges for the sale of securities; recommends the auctioning 
of property and applicable procedures including appraisal of 
property; arranges auctions; recommends the establishment of upset 
prices for items, as appropriate; determines costs to be deducted 
from each unclaimed property account; serves as a resource person 
when claims cases are taken to court or during legislative and 
public hearings concerning the unclaimed property program; 
evaluates program operations, analyzes staff needs and other 
requirements, and recommends appropriate action; may oversee the 
activities of audit personnel; explains program law, rules and 
regulations to applicants and interested parties; and promotes the 
understanding of the unclaimed property program by banks, 
corporations, hotels, etc., and the general public. 
 
Knowledge and Abilities Required: 
 
 Knowledge of: Pertinent laws governing the unclaimed  
property program; methods and practices associated with the 
maintenance of financial records; public relations and office 
practices and procedures. 
 
 Ability to:  Manage the State's unclaimed property program; 
interpret State statutes and develop applicable rules, regulations 
and procedures; maintain effective working relationships with 
private companies, State agencies, and the general public; prepare 
financial reports and statements; assign and supervise the work of 
others; and prepare clear and concise reports. 
 
------------------------------------------------------------------ 
 
 This is to reinstate and amend the specification for the class 
UNCLAIMED PROPERTY PROGRAM MANAGER (UNCLAIMED PROPERTY PRGM MGR) 
which was approved on December 23, 1975, and abolished on 
December 9, 1977. 
 
Effective Date:  February 1, 1989 
 
DATE APPROVED:  12/27/90    /s/ Diana H. Kaapu   
          ALFRED C. LARDIZABAL 
     Director of Personnel Services 
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