Innovative Advocate Group

Specialiving ia Uneloimed Propety Framinatioas

State of West Virginia
Professional Auditing Services for UP

Solicitation Number:

CRFQ 1300ST0O1700000006

Respondent information:

Name: Kelly D’Emilia
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Innovative Advocate Group
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May 26, 2017

Ms. Tara Lyle

Buyer Supervisor

Department of Administration, Purchasing Division
2019 Washington Street East

Charleston, WV 25305-0130

Dear Ms. Lyle:

On behalf of Innovative Advocate Group Inc. (“IA Group™), I want to exXpress our appreciation
for your interest in IA Group's Audit and Examination Services. We believe that our proposed
methodology, subject matter expertise, and professional qualifications are ideally suited to
helping you achieve your examination goals.

IA Group assists the States with its audits by identifying new audit targets in untapped industries.
Our in-depth knowledge of unclaimed property as it relates to all states, our years of experience
across industries, and our extensive data mining capabilities to extract data across the holders’
different financial systems are all factors that make our firm successful. These factors will
benefit West Virginia by increasing the volume and the chances of reuniting more property with
its rightful owners. Our project management methodology would provide you with visibility of
real time audit status, which results in efficient examinations for your team. We believe that our
methodology, subject matter expertise, and professional qualifications are ideally suited with
assisting you achieve your annual examination goals.

We welcome the opportunity to collaborate with you on this critical initiative, and once again
demonstrate our priority commitment to the State and their unclaimed property Owner’s. We
look forward to discussing our proposed approach, team and fees with you.

Thank you for your consideration and allowing us to propose on this opportunity. Should you have any
questions about our proposal, or if you would like any additional information, please feel free to contact
me at (732) 576-7710 or by email at kdsnulisiZinuavativesdvoeate.cont.

Warm Regards,

K%DW

Kelly A. D’Emilia
President
IA Group

3 Harding Road - Suite E
Red Bank, NJ 07701
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14 Group provided responses and provided documentation responsive to the

following:

3. QUALIFICATIONS: Vendor, or Vendor's staff if requirements are inherently limited to
individuals rather than corporate entities, shall have the following minimum qualifications. By
signing and submitting its bid, Vendor certifies that it has the minimum qualifications. Vendor
shall provide complete responses to each requirement and provide any additional information as
requested in this section. All required documents should be provided with Vendor's bid and shall
be provided within 24 hours of request.

3.1. Organization: The Vendor must be of sufficient size and organization to provide the
Services required by the STO. Describe the Vendor, discussing organizational structure,
size, ownership, experience and the Vendor's ability, capacity and qualifications for
performing the services contemplated by this RFQ.

Organizational and Operational Structure:

IA Group currently has 18 employees’ including intergﬂal-ﬁﬁmmc! and a data scientist who are
dedicated to unclaimed property recovery services. Flie foliowing are key person(s) who will
take the most active role(s) in the administration 4ud management of any contract resulting from
this RFP.

* President (1): participates in all exgms, maintains direct relationships with holders and
State administrators, ensures compliance i policies und procedures, drives audit
schedule and compliance, and siéé;n uition all document review and calculations.

¢ Manager (1): participates in all exams, works divectly with associates on audit issues,
participates on bi-weekly holdér updates and siatus calls, reviews all documentation
provided by holder with associates. feviews draft warkpapers and calculations, ensures
compliance of policy and proc:@dnres. and drives audit schedule and compliance, catalogs
and reviews holder’s documeniauun, analyzes holder’s financial information,
communicates regularly with hég'ide rx. reviews call notes, schedules data, and prepares
calculations and final reports.

 Senior Associate (1): participates ia appraxmiwitely 50%% of exams, works directly with
associates on audit issues, catalogs and reviews hiolder’s documenation, analyzes
holder’s financial information, commusseaies regudarty with holders, participates in
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conference calls, reviews call notes, schedules data, and prepares calculations and final
reports.

Associate (8): each associate participates in approximately 15 exams, catalogs and
reviews holder’s documentation, analyzes holder’s financial information, communicates
regularly with holders, participates in conference calls, prepares call notes, schedules
data, and prepares calculations and final reports.

Intern (5): IA Group offers college and high school internship programs. Each internship
program offers students the opportunity to learn and assist IA Group associates in
different areas of review. Internships include but are not limited the review of Form 1120
and 851, balance sheet accounts, preparation of audit work papers, identification of
potential holders for audit, etc...

Legal Counsel (1): consultation and advice regarding general legal and corporate matters,
contract review and compliance, human resource and employment counseling,
consultation and advise AUP matters, review of Non-Disclosnre: Agreerents.

Data Security Manager (1): maintains website and; srver, re:,ponSIb]c for employee
computer assistance, ensures internal and neﬁvmk STHUTILY. ' :

[Data Scientist ( 1): converts documentatiof to standird file formals; assists in ERP
forensics, develops the statistical methédalogy and templates, prepares data population
for statistical sample.

Please see attached organizational chart it respective role descriptions.



Innovative Advocate Group, Inc. - Internal Organization Chart, 2017

Exetutive Assistant President - MBA/MST/CAAP
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Data Security Manager

Data Scientist - MBA Legal Counsel - JD -PA,NJ,NY

Senior Associate - MBA

Associate - CPA

Associate - MBAJCPA- rAssociate-——MBA/JCPA

Associate - MBA Candidate Candidate

Associate - MBA Associate - BS

Intern Intern Intern

Associate - BS Associate - BS

Intern



Organization
Org Chart Description:
President/Owner

* Maintains direct relationship with holders and state administrators
*  Sign off on all document review and calculations

*  Monitors regulatory changes that effect industry —i.e. bankruptcy law,
FAS 404

*  Ensures compliance of policies and procedures
*  Drives audit schedule and compliance
* Research and investigate new business targets
* Property types
* Holders
*  Responsible for interviewing/hiring/training

Confidential Workpapers



Organization
Org Chart Description:
Executive Assistant

Prepares comprehensive holder background
research

Prepares invoicing
Copying/filing/scanning
Monitoring time and expense
Assists with employee hiring

Confidential Workpapers



Organization
Org Chart Description:
Manager

*  Works directly with associates on audit issues
*  Participates in bi-weekly holder updates and status calls
*  Reviews all documentation provided by holder with associates
*  Reviews draft work papers and calculations
* Ensures compliance of policies and procedures
*  Drives audit schedule and compliance
* Research and investigate new business targets
* Property types
*  Holders

Confidential Workpapers



Organization
Org Chart Description:
Legal Counsel

* Consultation and advice regarding general legal and corporate matters
* Contract review and Compliance

* Human Resource and employment counseling

*  Consultation and advise on AUP matters

*  Review of Non-Disclosure Agreements

Confidential Workpapers



Organization
Org Chart Description:
Data Security Manager

Maintains website and server
Responsible for employee computer assistance
Ensures internal and network security

Confidential Workpapers



Organization
Org Chart Description:
Data Scientist

*  Converts documentation to standard file formats
* Assists in ERP forensics

* Develops the statistical sample methodology and templates
*  Prepares data population for statistical sample

Confidential Workpapers



Organization
Org Chart Description:
Associates

* (Catalogs and reviews holder’s documentation

* Analyzes holder’s financial Information

* Communicates regularly with holders

*  Participates in conference calls

*  Prepares call notes

* Schedules all data

*  Prepares calculations/stat samples and final reports

Confidential Workpapers



Organization
Org Chart Description:
Interns

College Internship Program

e 1120 reviews

* 851 reviews

* Review of balance sheet accounts

* Preparation of audit work papers

* Review of AR Agings and tie outs to G/L accounts

* Research of public companies to determine the stock transfer agent

* Research of companies to determine state/date of inc., revenues and
company officers

* Prepares correspondences to audit companies as well as clierts.
* Participates on conference calls with audit companies

High School Senior Internship Program

. Gain proficiency in Microsoft, Outlook, Excel, Powerpoint and Adobe
° Develop familiarity with tax returns

° Experience various aspects of the auditing process

. . Confidential Workpapers
. Hands on work with clients
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3.2. Licenses: Vendor must be properly licensed and in good standing with all regulatory
and governmental entities. Vendor must submit copies of all required business licenses,
certificates and/or registrations upon request or as a matter of proof that it meets certain
criteria in order to be considered responsive and responsible.

Please see attached Business licenses certificates and/or registrations.
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10/21114
Taxpayer Identification# 471-193-.562/000

Dear Business Represeniative:
Congratulations! You are now registered with the New Jersey Division of Revenue.

Use ihe Taxpayer ldentification Number listed above on all correspondence with the Divisions
of Revenue and Taxation, as well as with the Department of Labor {if the business is subject
to unemployment withholdings). Your tax returns and paymenis will be filed under this number,
and you will be able to access information about your account by referencing it.

Additionally, please note that State law requires all contraciors and subconiractors with Public
apencies to provide proof of their registration with the Division of Revenue. The law also amended
Section 92 of the Casino Control Act, which deals with the casino service industry.

We have attached a Proof of Registration Certificate for your use. To comply with the law, if you are
currently under contract or entering info a contracl with a State agency, you must provide a copy
of the certificate to the contracting agency.

If you have any questions or require more information, feel free 1o call our Registration Hotline at
{609)292-9292,

| wish you continued success in your business endeavors.

Sincerely,

i sl

James J. Fruscione
Director
New Jersey Division of Revenue

STATE OF NEW JERSEY B |
BUSINESS REGISTRATION CERTIFICATE 2 OEPARTMENT OF TREASURY/
: Dlvas_cl)_%ugos REVEN .
2 PO :

3 HARDING ROAD SUITE E

RED BANK NJ 07701.2024
EFFECTIVE DR

07111114 L

Direclor
New Jersey Division of Revenue



STATE OF NEW JERSEY
DEPARTMENT OF THE TREASURY
DIVISION OF REVENUE AND ENTERPRISE SERVICES
SHORT FORM STANDING

INNOVATIVE ADVOCATE GROUP INCORPORATED
0400668941

1, the Treasurer of the State of New Jersey, do hereby certify that the
above-named New Jersey Domestic For-Profit Corporation was
registered by this office on June 25, 2014.

As of the date of this certificate, said business continues as an active
business in good standing in the State of New Jersey, and its Annual
Reports are current.

I further certify that the registered agent and office are:

KELLY D'EMILIA

3 HARDING ROAD

SUITE E

RED BANK, NJ 07701-2024

IN TESTIMONY WHEREOF, I have
hereunto set my hand and affixed
my Official Seal at Trenton, this
30th day of March, 2617

LAty

Ford M. Seudder
Acting State Treasurer

Certificete Number : 6078719611

Verify this certificate anline af
Matpr:fiwwwl state.nf us/TYTR_StandingCert/JSP/Verify_Certjsp
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ACORD’ CERTIFICATE OF LIABILITY INSURANCE 3,(:/2:’:;Yw

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

{MPORTANT: If the certificate holder is an ADDITIONAL INSURED, the pollcy(les) must be endorsed. If SUBROGATION IS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the
certificate holder In ileu of such endorsement(s).

PRODUCER Rani°T Nicole Cruz
Mogil Organization LLC PIONE e (212)252-7100 (AIE oy: (212)252-7215
116 East 27th Street ADbHEss; hicole. cruz@mogil . com
9th Floor INSURER(S) AFFORDING COVERAGE NAIC #
| New York NY 10016-8942 INSURER A Hartford Insurance Group 19682
INSURED | INSURER B :Hanover Insurance Companies 22292
Innovative Advocate Group Inc INSURER C :
3 Harding Rd Ste E INSURER D :

INSURERE ;
Red Bank NI 07701 INSURER F :
COVERAGES CERTIFICATE NUMBER:17-18 Mastex REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOGUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUGH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

'E%': TYPE OF INSURANCE Amﬁ POLICY NUMBER gﬁgi'i'»cmv i _ﬁa_umpnwn“ YYY LBAITS
X | COMMERGIAL GENERAL LIABILITY EACH OCCURRENCE 3 1,000,000
A CLAIMS-MADE EI OCCUR W £° {Ea ocourrence) | § 1,000,000
| 10SBAIEE259 2/26/2017 | 2/20/2018 | MED EXF (Any one persen) | § 10,000
| PERSOMAL & ADV INJURY | § 1,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGBREGATE 5 2,000,000
X poLicy [:J TBG: D Loc PRODUCTS - COMPIOP AGG | § 2,000,000
OTHER: Employee Benefiits Liability $ $2,000,000
AUTOMOBILE LIABILITY (Ea aomeny NOLELIMIT ™ 1 g 1,000,000

ANY AUTO BODILY INJURY (Per parson) | §

ﬁ TgszED gcugljggm.so 10SBAIE6259 2/20/2017 | 2/20/2018 | BODILY INJURY (Per accident | §

i{ HIRED AUTOS NITORNNED P $

$
| X | UMBRELLALIAB | X | oeguR EACH OCCURRENCE $ 4,000,000
A EXCESS LIAB CLAIMS-MADE AGBREGATE $ 4,000,000

pep | * | RevenTions 105BAISE259 2/20/2017 | 2/20/2018 $

AND EMPLOYERS' LIABILITY o x BRmre | 00T

3‘:}:’! ggg};}éﬁgﬁp&gmg?gecum D NIA E.L. EACH ACCIDENT $ 1,000,000
A | {Mandatory in NH) 10WBCAAODSL 2/20/2017 | 2/20/2018 | E|. DISEASE - EA EMPLOYEE § 1,000,000
E Bsc'lgflch:‘gﬁ uOnll-"gPERATIONS below EL DISEASE - POLICY LIMIT [ § 1,000,000
B | Profassional Liabilty LHYD162360 2/20/2017 | 2/20/2018 | Each Claim $1,000,000
Deductible $15,000 Aggregate $3,000,G00

DESCRIFTION OF OPERATIONS / LOCATIONS / VEHICLES (AGCORD 101, Addiional Remarks Schedule, may be ettachod if more spaca Is required)

CERTIFICATE HOLDER CANCELLATION

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
drdan Insuran THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
Ev ce of Insurance ACCORDANCE W{TH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

1 Nicole Cruz/CRU %g

© 1988-2014 ACORD CORPORATION. All rights reserved.

ACORD 25 (2014/01) The ACORD name and logo are registered marks of ACORD
INSD25 ron1anny
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Professional Liability Coverage Part Declarations

NOTICE

MANY OF THE PROFESSIONAL LIABILITY COVERAGE PARTS ARE WRITTEN ON A CLAIMS MADE BASIS, AND AS
SUCH, TO ALL PROVISIONS, APPLIES ONLY TO ANY CLAIM FIRST MADE DURING THE POLICY PERIOD. NO
COVERAGE EXISTS FOR CLAIMS FIRST MADE AFTER THE END OF THE POLICY PERIOD UNLESS, AND TO THE
EXTENT THAT, THE EXTENDED REPORTING PERIOD APPLIES. DEFENSE COSTS REDUCE THE LIMIT OF
LIABILITY AND ARE SUBJECT TO THE RETENTION. PLEASE REVIEW THE POLICY CAREFULLY AND DISCUSS
THE COVERAGE WITH YOUR INSURANCE AGENT OR BROKER.

Named Insured: Innovative Advocate Group, Inc.
Policy Number: 596616814 Policy Period: 9/21/2016 to 9/21/2017

tem 1. Policy Year Limits of Liability and Retentions (inclusive of Defense Costs). Regardless of the Option selected,
as indicated by a checked box, piease refer to the Coverage Schedule below for applicable Coverage Parts.

The Coverage Parts designated below are issued with the Limits of Liability and Retention Option seiected below:

Single Limit of Liability and Scheduled Retentions:

Single Limit of Liability* $1,000,000 / $1,000,000
Scheduled Retentions Refer to Column 3 below
[0 Scheduled Limits of Liability and Scheduled Retentions:
Scheduled Limits of Liability Refer to Column 2 below
Scheduled Retentions Refer to Column 3 below
Coverage Part " g5 Scheduled  Retroactive ; Policy " Poliey
B Sche.dtd;:lc)luliilvnit.s = Retentions Date : - Year " Period
- PerClaimorPrivacy  PerClaim * Premium  Premium
- Event/Aggrepate Limit
Network Security Liability $15,000  09/21/2015 $750 $750
Broad Form Privacy Liability $15,000 09/21/2015 $799 $799
Sub Limits
Privacy Event Expenses $1,000,000 $15,000 N/A $1,020 $1,020
Privacy Regulatory Proceeding $100,000 $15,000  09/21/2015 $289 $289
Network Extortion Expenses $100,000 $15,000 N/A $129 $120

* Single Limit applies to claims made coverage parts only. If an occurrence coverage part is selected the limit for that
coverage part is a separate scheduled limit.

NOTE: The premium shown on this Declarations page does not include Surcharges or Taxes, if applicable.

Authorized Representative: % /5 M

Date: 08/26/2016

GSL12048_032010 Page 1
© CNA All Rights Reserved
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3.3. Location: Vendor must be authorized to conduct business in the State of West
Virginia. All assets and data relating to the STO must be maintained in a facility located
within the United States of America. Describe the physical location of the facility from
which the Services will be provided and the nature of all business conducted from that
facility.

IA Group is currently located and operates out of the following location:

Innovative Advocate Group, Inc. (‘JA Group™)

3 Harding Road, Suite E

Red Bank, NJ 07701

All projects will be managed from this location,

Please see attached Business Registration for The State of West Virginia.,



STATE OF WEST VIRGINIA
JOHN A. MYERS
JIM JUSTICE DEPARTMENT OF ADMINISTRATION CABINET SECRETARY

GOVERNOR
PURCHASING DIVISION
W. MICHAEL SHEETS
2019 WASHINGTON STREET, EAST ACTING DIRECTOR

CHARLESTON, WEST VIRGINIA 25305-0130
INNOVATIVE ADVOCATE GROUP INC

3 HARDING RD STEE
RED Bank, NJ 07701

May 19, 2017

DEAR MS. SABATINO,

THIS IS TO NOTIFY YOU THAT YOUR REQUEST FOR CERTIFICATION AS A SMALL BUSINESS, A
WOMEN-OWNED BUSINESS, OR A MINORITY-OWNED BUSINESS, HAS BEEN APPROVED ON THE
BASIS OF YOUR REPRESENTATIONS THAT THE VENDOR NAMED ABOVE MEETS THE DEFINITION OF
A SMALL BUSINESS, A WOMEN-OWNED BUSINESS, OR A MINORITY-OWNED BUSINESS AS SET
FORTH IN THE WEST VIRGINIA CODE OF STATE RULES 148-22-1, ET SEQ. THIS
CERTIFICATION BECOMES EFFECTIVE:

5/19/2017

AND SHALYL AUTOMATICALLY EXPIRE WITHOUT NOTICE TWO YEARS AFTER THE EFFECTIVE DATE
UNLESS REVOKED BY THE PURCHASING DIRECTOR OR UPON EXPIRATION PURSUANT TO CSR 148-
22-8. TYPE OF CERTIFICATION:

*Women Owned Businesg* *Small Business*

TO MAINTAIN CERTIFICATION WITHOUT LAPSE, A CERTIFIED BUSINESS SHALL APPLY TOQ
RENEW ITS CERTIFICATION AT LEAST 60 DAYS PRIOR TO THE END OF THE TWO-YEAR
CERTTIFICATION PERIOD. COMPLETE RENEWAL INSTRUCTIONS, RECERTIFICATION FORMS, AND
A LIST OF ALL CERTIFIED BUSINESSES ARE AVAILABLE ONLINE AT:

HTTP://WWW.STATE.WV.US/ADMIN/PURCHASING/VENDORREG.HTML

IF YOU HAVE QUESTIONS, CONTACT THE PURCHASING DIVISION AT 304-558-2306.
SINCERELY, Z
LU ANNE COTTRILL

ACTING VENDOR REGISTRATION

WV PURCHASING DIVISION

PHONE: (304) 558-2306
FAX: (304) 558-4115 WVPurchasing.gov E.E.O.JAFFIRMATIVE ACTION EMPLOYER
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3.4. Quality Control Review Litigation: The Vendor must have favorable quality
control reviews for its work. The Vendor's external quality control review contents
should provide either a positive or a non-negative review of the Vendor. Desk reviews or
field reviews of the Vendor and litigation must not reflect poorly on the work of the
Vendor. Vendor should provide all quality control reviews of the Vendor's work for the
past twe (2) years with the bid, however, this information may be required prior to
contract award.

IA Group is in the process of obtaining a quality control review reporting that we are providing

quality audits in accordance with all applicable standards. This information will be provided to

the State of West Virginia prior to contract award.

3.5. References: The Vendor must have satisfactory references. Please provide the names
of at least three (3) references from governmental agencies which administer unclaimed
property programs. The references must show that the Vendor has previously conducted
unclaimed property audits in a competent and professional manner, or must otherwise
demonstrate the ability of the Vendor to perform the Services specified in this RFQ. If a
subcontractor or primary Vendor quotation is made the Vendor should provide one (1)
client reference for each of the parties involved: The Vendor must provide the name and
telephone number of each contact person for each of the clients specified. The STO
reserves the right to contact any person or entity it believes prudent and to inquire about
the Vendor.

REFERENCES

The State of Delaware

Delaware Division of Revenue Bureau oF Unclauned Property

Bureau of Abandoned Property

Contact: Michelle Whitaker

Address: 820 North French Street, Wﬂnungmu DE 19801-5509

Telephone Number: (302)577-8776

Email: michelle. whitaker@state.de.us

Services Provided: Examination and identification of abandoned property from Holders that are
subject to report and deliver said properiy under the Delaware Abandoned Property Law.

The State of Arkansas

State of Arkansas State of Arkansas Unclaisned Property Division
Contact: Josh Wood

Address: 501 Woodlane Street, Little Rock, Arkansas 722(
Telephone Number: (501) 371-2129
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Services Provided: Examination and identification of abandoned property from Holders that are
subject to report and deliver said property under the Arkansas Abandoned Property Law.

The State of Massachusetts

State of Massachusetts Unclaimed Property Division

Contact: Judy Franchi

Address: 1 Ashburton Place, 12th floor, Boston, Massachusetts 02108

Telephone Number: (617) 367-9333

Services Provided: Examination and identification of abandoned property from Holders that are
subject to report and deliver said property under the Massachusetts Abandoned Property Law.

3.6. Experience: The Vendor must have at least three (3) years' experience in providing
unclaimed property audit services for state governments. Please describe the Vendor's
experience, including years of providing audit services and the nature of the Vendor's
current customers and the types of industries in which it has auditing experience. Disclose
and discuss any specialized audit or asset-locating policies and. procedures related to
unclaimed property audits.
Kelly D’Emilia, President of Innovative Advocate Grmm Ine. A Group™), began her career in
the corporate account group of Sun Oil Company # Pliladetphia, PA. Kelly moved into public
accounting at Arthur Andersen LLP, in New York Cicy. zorkine in s ko »deral and State and Local
Tax Group, specializing in Sales and Use Ta\ Jeom Arthur Andersen LLP, Kelly then moved
onto PricewaterhouseCoopers LLP where she led the Staie and Local Abandoned and Unclaimed
Property (“AUP™) practice as one of its AUP ! cader. Kell v has over 20 vears” experience with
abandoned and unclaimed property. Kelly has p‘%ftl(’lpdt@d in and spoken at Lorman Education
Seminars, COST Seminars, UPPO {Uinclaiuwed Properry Professional Organization), Tax
Executive Institute, as well as other variaus seminars and webinars.

Kelly assisted companies with vanous state abandoned and nnclaimed property issues; including
quantifying abandoned and unclainsed propesty exposure, voluntanly disclosing historical
unclaimed liability for various states, audit defence proceedings with various states, developing
company’s policies and procedures in response o Satbanes/Oxley requirements, implementing
AUP systems designed to facilitate the abandoned and unclaimed property compliance process,
and determining calculations for balance sticet reserve requirements. Kelly has worked with the
oil and gas, entertainment, construction, tood service, private equity, financial services, and retail
industries, among others.

IA Group, which Kelly founded in 2013, is a wonan-owned business. It distinguishes itself
from other providers through its experience in both private and public sceounting sectors.
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Specifically, within the area of AUP, IA Group is able to apply general accounting concepts to
reviews of General Ledger property as well as financial services related concepts and rules to the

equity or managed asset areas ("equity™).

Please see attached Woman-Owned Business Certification Certificate.



CHRIS CHRISTIE DEPARTMENT OF THE TREASURY

Governor DIVISION OF REVENUE
P.0O. BOX 026
KIM GUADAGNO TRENTON, NJ 08625-034 ANDREW P, SIDAMON-ERISTOFF
Lt. Governor PHONE: 609-292-2146 FAX: 609-984-6679 State Treasurer
CERTIFIED
under the

Small Business Set-Aside Act and Minority and Women Certification Program

This certificate acknowledges Innovative Advocate Group is a WBE owned and
controlled company, which has met the criteria established by N.J.A.C, 17:46.

This certification will remain in effect for three years. Annually the business must submit,
not more than 20 days prior to the anniversary of the certification approval, an annual
verification statement in which it shall attest that there is no change in the ownership,
control or any other factor of the business affecting eligibility for certification as a
minority or women-owned business.

If the business fails to submit the annpal verification statement by the anniversary date, the
certification will lapse and the business will be removed from the SAVI that lists certified
minority and women-owned business. If the business seeks to be certified again, it will
have to reapply and pay the $100 application fee. In this case, a new application must be
submitted prior the expiration date of this certification.

fodho) Dz

Andrew Pantelides
Assistant Director

Issued: October 16 2014 Expiration: October 15, 2017
Certificate Number: §6139-10
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3. 7. Staff Qualifications

3.7.1. Experienced Staff: The Vendor must provide experienced staff. All
personnel assigned 1o examinations for the STO must have at least one (1) year of
auditing experience in unclaimed property auditing. Vendor should include, with
the bid, the names and contact information of the specific staff to be assigned to
the STO contract and a resume for each staff member listed. Include any
information such as whether any personnel available for the engagement have
articles published in professional journals, conduct or teach seminars,
conferences, college-level courses, etc., or sit on professional accounting firms,
auditing boards or committees. This information may be required prior to contract
award.

Experienced Staff

Suzanne Tardy, CPA/ Associate
Tory Manfre,cAssociate
Kaitlyn Skudera, Associate
Michael Lubischer, Associate
Karen Carson, Associate
Gerard Meyer, Associate
Cathleen Coleman, Associate

e o & o

Please see attached staff resumes.
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Suzanne P. Tardy, Associate

Education:

RUTGERS UNIVERSITY

School of Business

New Brunswick, NJ

Bachelor of Science, Accounting, May 1992

Licenses:

Certified Public Accountant

Relevant Experience:

05/16- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

Associate.
Analyze and review financial statements and décuments provided by holders
including Forms 1120 and 851. _
Review documentation provided by holder.
Prepare audit work papers for the $tate and holder.
Monitor audit status and contact holder for outstanding documentation requests.
Research, prepare, and submit State RFPs for Abandoned and Unclaimed Property
contracts.

Conduct background rescarch about company clients under audit.
Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAs, trial balances,

and aging reports.

11/97- 03/01 TUMI, INC., SOUTH PLAINFIELD, NJ

Finance Department Mk;nager
Responsible for all aspects of domestic and foreign branch offices financial reporting

including budgeting, sales analysis, balance sheet reconciliations and operating
expense variance analysis. |

Assist in the U.S. company’s year-end audit, ncluding preparation of work papers,
elimination entries, consolidated financial statements and supplemental notes.
Perform monthly budget variance analysis for Asia offices, including locations in
Hong Kong, Korea and Taiwan.
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Evaluate consolidated tax issues regarding the use of foreign tax credits.
Analyze and implement foreign currency trading programs relating to the transfer of
funds from the German branch office.

11/92-11/97 FREIDMAN LLP, NEW YORK, NY

Senior Accountant
Perform external audits for diverse organizations with extensive experience in the
Apparel, Textile and Real Estate industries.
Responsible for all phases of audits, reviews, compilations and
agreed-upon procedures, including budgeting, planning, scheduling and coordinating,
Draft and evaluate financial statements in accordance with Generally Accepted
Accounting Principles, or in conformity with a comprehensive basis of accounting
other than GAAP.
Evaluate and critique clients’ internal control and accounting systems through system
reviews, tests of compliance, and special audit procedures. ‘Pregented conclusions and
recommendations to management.
Research and prepare personal, partnership and corporate tax returns. (Including
“Subchapter S corporations)
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Tory Manfre, Associate

Education:

MONMOUTH UNIVERSITY
Long Branch, NJ
Bachelor of Science in Business Administration: Accounting, May 2015

Relevant Experience:

08/16- Present INNOVATIVEADVOCATE GROUP, INC., RED BANK, NJ

2014-7/16

Associate:

Analyze and review financial statements and documents provided by holders
including Forms 1120 and 851

Review documentation provided by holder

Prepare audit work papers for the State and holder

Monitor audit status and contact holder for outstanding documentation requests.
Research, prepare, and submit State RFPs for Abandoned and Unclaimed
Property contracts

Conduct background research about company clients under audit

Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAs, trial
balances, and aging report.

VICTORIA’S SECRET, LONG BRANCH, NJ

Operations and Supervisor:

Manage store operations

Process, audit and organize company documents

Responsible for completing and auditing all hiring documents
Key holder - Opening and closing store

Use Microsoft Excel and Word to communicate to supervisors
Manage supply and payroll budgets

New hire training

Sales

Lead Cashier — Open and settled cash registers

Implemented floor sets and ma{nte_a.ined visual marketing displays
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Kaitlyn Skudera, Associate

Education:
MONMOUTH UNIVERSITY
Long Branch, NJ
Bachelor of Science in Accounting & Business Administration, 2017

Relevant Experience:
6/16 - Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ
Associate:
e Analyze and review financial statements and documents provided by holders
including Forms 1120 and 851.
¢ Review documentation provided by holder.
e Prepare audit work papers for the State and holder. Monitor audit status and contact
holder for outstanding documentation requests.
* Research, prepare, and submit State Request for Proposals for Abandoned and
Unclaimed Property contracts. j
» Create and analyze documents necessary to complete the examination, including:
entity revenue matrices, outstanding account balance reviews, trial balances, and
aging reports '4
9/15-12/15 MONMOUTH UNIVERSITY, LONG BRANCH, NJ
Information Tech Lab Assistant:
o Assist the professor with answering questions students may have about the material
being taught. .
¢ Notify the Computer Science and Software Engineering Department about technical
issues.

5/15-9/15  OCEAN BEACH CLUB, NJ
Accounting Intern:
* Entered data into the Accounts Receivable and Payable systems.
¢ Maintained Excel spreadsheets for various payment processes.
e Processed all employee payroll files and generated reports through Excel.
1/15-4/15 BERNICKER, EIGER & CO.
Tax Preparation Intern:
Collaborated with management to prepare tax returns.
Maintained records and processed important confidential documents.
Reconciled and balanced reports using QuickBooks.
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Michael L. Lubischer, Associate

Education:

MONMOUTH UNIVERSITY
Long Branch, NJ
Bachelor of Science in Business Administration: Accounting, May 2014

Relevant Experience:

05/16- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

11/15- 05/16

08/14- 08/15

Associate:

Analyze and review financial statements and documents provided by holders
including Forms 1120 and 851.

Review documentation provided by holder.

Prepare audit work papers for the State and holder.

Monitor audit status and contact holder for outstanding documentation requests.
Research, prepare, and submit State RFPs for Abandoned and Unclaimed
Property contracts.

Conduct background research about company clients under audit.

Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAs, trial
balances, and aging reporis.

CAPITAL ONE BANK, ABERDEEN, NJ

Universal Branch Associate

Manage branch operations and cash handling.

Maintain a continued understanding of financial markets and economic trends.
Assist in Home Equity processing and closings.

Educate banking customers on growing digital financial tools and trends.
Direct partnership with financial advisors with establishing investments.

WELLS FARGO BANK, MONMOUTH BEACH, NJ
Personal Banker :

Uncovered consumer and business customers’ financial needs.
Educated customers on credit and spending.

Managed sales goals and exceeded expectations.
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e Developed and expanded community outreach efforts
» Visited local businesses to educate owners on best banking practices

06/14- 08/14 WELLS FARGO CONSUMER LENDING GROUP, RED BANK, NJ

Consumer Lending Intern
Gathered company market share data in the Home Mortgage segment.
Analyzed Excel charts, spreadsheets, and graphs.
Oversaw a remote group assigned to develop a recruitment strategy.

Contacted top producing Mortgage Consultants for sales tactics and regulatory
practices.

Presented research analysis to company executives.
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Karen Carson, Associate

Education:
MARIST COLLEGE
Poughkeepsie, NY
B.S., Cum Laude, Business Administration: Marketing 1997
Relevant Experience:
05/16- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ
Associate:
* Analyze and review financial statements and documents provided by holders
including Forms 1120 and 851,
Review documentation provided by holder.
Prepare audit work papers for the State and holder.
Monitor audit status and contact holder for outstanding documentation requests.
Research, prepare, and submit State RFPs for Abandoned and Unclaimed
Property contracts.
Conduct background research about company clients under audit.

* Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAs, trial
balances, and aging reports.

1/07-Present Independent Contractor, RED BANK, NJ
Bookkeeping and Payroll Services:

¢ Full Service Bookkeeping experiem,e including: accounts receivable; accounts
payable; payroll services; inv 01c1ng, bank reconciliations; financial analysis; and
financial reporting.

e Clients include Bars/Restaurants, Real Estate Agents and local businesses.
Responsibilities include paying vendor invoices, bank reconciliations, making tax
payments, weekly payroli and cash flow reporting.

o Successfully complete requested services within or ahead of clients’ requested
timeframes. \

¢ Proficient in QuickBooks.

1/04-9/06 News America Marketmg, NEW YORK, NY
Custom Publishing Media Director
Supervised and irained a staff of 10.
Developed customized print distribution plans for clients.
Negotiated print advertising rates and contracts with newspapers for custom
inserts.




1agroup

Innovative Advocate Group
Specializing in Unclaimed Property Examinations

Gerard Meyer, Associate

Education:

MONTCLAIR STATE UNIVERSITY

Montclair, NJ

Bachelor of Science Administration; Concentration in Accounting, May 2012

Relevant Experience:

01/16- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

12/14-12/16

Associate:
Analyze and review financial statements and documents provided by Holders

including Forms 1120 and 851.

Monitor audit status and contact holder for outstanding documentation requests.
Research, prepare, and submit State RFPs for Aiiéndoned and Unclaimed
Property contracts. '

Conduct background research about company clients under audit.

Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAs, trial
balances, and aging reports.

NJ DEPARTMENT OF LABOR, NEW BRUNSWICK, NJ

Payroll Auditor: "

Manage a personal inventory of approximately 75 cases using Oracle’s DOL
specific Audit Application.

Navigate Employer Accounts System to perform various pre-audit research
techniques. |

Examine employer tax returns and other payroll records to assess compliance with
New Jersey Unemployment Compensation Law.

Reconcile tax returns and quarterly payroll reports to the reported NJ-927°s.
Investigate unreported payrpll expenses for proper classification.

Develop spreadsheets for analysis of certain large employers to formulate final
tax assessments.

Apply NJUC Laws in explaining and presenting audit findings to employer and/or
representative. .
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10/13-12/14

1/13-10/13

LAW OFFICES OF HAYT, HAYT & LANDAU, EATONTOWN, NJ
Data Entry Clerk:

Work daily with an automated system to carry out litigation process for debt
collection attorneys on over 250 Thousand accounts

Create queries to generate daily, monthly and weekly reports

Extract data through system merge to fulfiil managerial requests

Compare and analyze spreadsheets through V — Look — Ups and Pivot Tables
Work diligently to meet strict deadlines set forth by management

LIBERTY TAX SERVICE, HAZLET, NJ

Certified Level Il Tax Preparer:

Computed taxes owed by following tax code

Prepared or assisted in preparing simple to complex individual tax returns
Interviewed clients to get a thorough picture of financial situation to obtain
maximum refund allowed by federal and state law

Consulted tax law handbooks for especially difficult tax returns

ADDITIONAL EXPERIENCE

1977-1979

1976

Law Clerk to the Honorable James T. Foley, Chief Judge

United States Attorney’s Ofﬁ}:e (Southern District of New York),
Student Assistant (Criminal Short Trials Unit)
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Cathleen E. Coleman, Associate
Education:

BARUCH COLLEGE, CITY UNVERSITY OF NEW YORK
New York, NY
Bachelor of Business Administration — Finance, February 1992

Relevant Experience:

06/16- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ
Associate:
* Analyze and review financial statements and documents provided by Holders including

Forms 1120 and 851.

* Monitor audit status and contact holder for outstanding documentation requests.

e Research, prepare, and submit State RFPs for Abandoned and Unclaimed Property
contracts.

¢ Conduct background research about company clients under audit.

» Create and analyze documents necessary to the audit process, including: entity revenue
matrices, outstanding account balance reviews, VDAs, NDAs, trial balances, and aging
reports.

10/88 — 6/96 SMITH BARNEY, ASSET MANAGEMENT, NEW YORK, NY
Vice President, Assistant Vice President, Marketing Assistant:
e Created client presentations for Rate of Returns, compound interest and capital gains.
* Reported monthly, quarterly and yearly gains/losses for high net worth individuals,
mutual funds pensions and Taft-Hartley accounts.
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3.7.2. Partner & Supervisory Qualifications: The Vendor must identify and all
principal supervisory and management staff, including engagement partners,
managers, other supervisors and specialists who would be assigned to the audit
engagements.

Supervisory and Management Team

Kelly D’Emilia, President

Jennifer Appolonia, Manager

Steven Wood, Senior Associate

Robert D’Emilia, Internal Counsel
Nissim Yehuda, Data Security Manager
Moshe Naimi, Data Scientist

* & o o o e

Please see attached Managerial resumes.
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Kelly D’Emilia, President

Education:

WIDENER UNIVERSITY
Chester, PA
MBA with a concentration in Taxation, December 1996

Relevant Experience:

2/13-Current INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

6/02-1/13

President and Owner
Maintains direct relationship with holders and state administrators.
Manages all examinations.
Supervises seniors, staff and associates.
Sign off on all document review and calculations.
Monitory regulatory changes that effect the industry.
Ensures compliance of policies and procedures.
Drives audit schedule and compliance.
Research and investigate new business targets (property types, holders).
Responsible for interviewing/hiring/training.

PRICEWATEREOQUSECOOPERS LLP, NEW YORK, NY

State and Local Tax Director, Unclaimed Property
Managed and responsible for $9M FY'13 core AUP fees.
Supervise and train 40 seniors, staff and associates.
Participated and spoke at Lorman Education Seminars, COST Seminars, UPPO,
among others.
Assisted companies with quantifying abandoned and unclaimed property exposure.
Negotiated voluntary disclosure arrangements for companies not in compliance for
unclaimed property.
Provided audit defense for companies with various states.
Developed policies and procedures for companies in response to Sarbanes/Oxley
requirements.
Assisted in implementing AUP systems designed to facilitate the AUP compliance
process.
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2/98-6/02

Developed relationships with state contacts.

ARTHUR ANDERSEN LLP, NEW YORK, NY

State and Local Tax Manager
Managed and responsible for $1.2M FY'02 core sales tax fees.
Supervise and train 3-5 seniors, staff and associates.
Industry Liason for Transaction Tax Group. Responsible for developing internal
relationships between Audit Partners/Managers and State & Local Tax
Partners/Managers. Success based on net fees achieved by industry.
Specialize in sales and use tax laws relating to the Construction, Utility and
Technology, Media and Communication ("TMC") industries.
Negotiated voluntary disclosure arrangements for companies not in compliance for
various state taxes,
Developed deep relationships with an emerging private telecom company, which
went public on March 2000. Worked with company to prepare for its IPO and two
acquisitions. Helped transform companies “quick books” G/L system into a more
sophisticated G/L system for SEC purposes. Developed sales tax methodology for
company to incorporate into new G/L system. Developed a compliance team for the
company’s tax reporting function and prepared manuals for company’s accounts
payable staff to use when making tax determinations.
Supervised process mapping work flows of a significant utility company's tax
department.
Review state and local sales and use tax, excise tax, motor fuel tax, property tax and
business tax returns for multi-jurisdictional companies.
Presented sales and use tax;:training seminars focusing on Construction, TMC, and
Utility industries. 0l
Assisted construction companies with developing procedures for tracking Industrial
Development Agency ("IDA") benefits.
Participate in the planning and analysis of state and local tax consequences of
acquisitions, dispositions and mergers for clients.
Research state and local tax issues of corporations and proposed tax saving
alternatives to management.
Experienced in excise tax iaws such as motor fuei taxes.
Developed a team to market motor fuel refund reviews for the New York highway
use tax and Federal and State motor fue] tax.
Responded to federal and state taxing authority information requests.
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5/97-2/98

6/90 - 5/97

Assessed and improved data collection and analysis processes for multi-tiered
corporations.

Sales and use tax speaker for Lorman Education Group.

AMERICAN EXPRESS, NEW YORK, NY
Tax Manager
Prepared sales and use tax returns for all subsidiaries of the company.
Responsible for coordinating use tax accrual review.
Developed processes to automated sales and use tax preparation,
Automated sales and use tax return function by installing FastTax and worked with IT
group to develop programs to download tax information received from general ledger
into the new tax system.
Researched tax issues for company and its subsidiaries.

SUN OIL COMPANY, INC., PHILADELPHIA, PA

Senior Tax Accountant (9/95 - 5/97) _ )
Prepared federal, state and local excise returns; franchise, sales and use,
transportation, and environmental tax retuins. ;
Interpret federal and state tax laws and their impact on company policies and
procedures. : '
Prepared Puerto Rico excise tax return and interpret Puerto Rico tax law as it related
to company.
Coordinated the purchase of a tax software package that would be compatible with
new general ledger system.
Supervised tax analyzing research projects.
Experienced federal and state motor fuel audits and sales and use tax audits from
initial contact through appeal process.



iagroup

Innevative Advocate Group
Specializing in Unclaimed Property Examinations

Jennifer Appolonia, Manager

Education:

FAIRLEIGH DICKINSON UNIVERSITY

Teaneck, NJ

Bachelor of Science; Concentration in Finance/Economics, May 2000 Graduated Cum Laude

Relevant Experience:
02/17- Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

06/13-11/16

Manager:
Manages all examinations.

Supervises seniors, staff and associates.

Participates in status update calls with holder.

Reviews all documentation provided by holder.

Reviews draft work papers and calculations.

Ensures compliance of policies and procedures.

Drives audit schedule and compliance.

Responsible for interviewing/training.

Analyze and review financial statements and documents provided by Holders
including Forms 1120 and 851.

Monitor audit status and contact holder for outstanding documentation requests.
Conduct background research about company clients under audit.

Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstanding account balance reviews, VDAs, NDAgs, trial
balances, and aging reports.

MICHAEL KORS, NEW YORK, NY

Senior Director:

Global Project Lead on the Revenue Recognition and Lease company projects.
Partnered with 3™ party firm for technical guidance on specific subject areas.
Led global project status meetings for Executive Steering Committees and Cross
Functional Management Teams (Teams included Production (Wholesale and
Retail), Sales, Marketing, Operations, Legal, Accounting, Tax, Real Estate and
Construction) to understand current revenue contracts and lease agreements in
order to recommend process, system and policy changes.

Developed internal unclaimed property/escheatment policies and procedures for
public companies’ due diligence, document retention and filing procedures.
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10/08-05/13

Led a global department responsible for developing global accounting and
operating policies and procedures for a $7-billion-dollar company.

Partnered with the C-Suite and Executive Management Teams to prioritize the
development of global policies and procedures.

Partnered with External Reporting to confirm alignment with U.S. GAAP.
Partnered with the internal audit and externai audit to confirm alignment with
internal control requirements.

Developed the company’s internal capitalization policy. Implemented a global
online project timekeeping system, Replicon and enabled capitalization of $8M in
global salaries in compliance with U.S. GAAP.

Developed process improvements reducing manual approval workflows and
manual processes in Finance, Human Resources, and Supply Chain departments.
Team member on global initiatives such as Procurement Strategy (corporate credit
card program, purchasing card program and procure to pay processes).

Manage a personal inventory of approximately 75 cases using Oracle’s DOL
specific Audit Application

Examine employer tax returns and other payroll records to assess compliance with
New Jersey Unemployment Compensation Law

Reconcile tax returns and quarterly payroll reports to the reported NJ-927’s
Investigate unreported payroll expenses for proper classification

Develop spreadsheets for analysis of certain large employers to formulate final
tax assessments

Apply NJUC Laws in explaining and presenting audit findings to employer and/or
representative

ERNST AND YOUNG, LL?P

Risk Advisory Senior Manager.

Managed a team of 20-40 business process and information technology auditors.
Led an IPO issuer in developing an internal controls framework, SOX compliance
program to support the public offering. Assisted the VP of Internal Audit in
developing the department’s mission and purpose to support the company’s
compliance and audit goais.

Assisted companies with defining and documenting SOX related policies and
procedures inciuding the SOX Governance Policy, SOX Application Scoping
Procedures, and Review Procedures for Third Party Service Providers, etc.
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Steven Wood, Senior Associate

Education:

PACE UNIVERSITY
New York, NY
MBA with a concentration in Finance

Relevant Experience:

3/8/16-Present INNOVATIVE ADVOCATE GROUP, INC., RED BANK, NJ

2009-2012

Senior Associate
Supervises seniors, staff and associates.
Participates in status update calls with holder.
Reviews all documentation provided by holder.
Reviews draft work papers and calculations.
Ensures compliance of policies and procedures.
Drives audit schedule and compliance.
Responsible for interviewing/training.
Analyze and review financial statements and documents provided by Holders
including Forms 1120 and 851,
Monitor audit status and contact holder for outstanding documentation requests,
Conduct background research about company clients under audit.
Create and analyze documents necessary to the audit process, including: entity
revenue matrices, outstandihg account balance reviews, VDAs, NDAs, trial balances,
and aging reports.

SMITH, GRAHAM & CO., NEW YORK, NY

Senior Trader .
Consistently exceeded CIO’s and Portfolio Managers® expectations for independent
and team implemented best value trade executions for fixed income investment grade
and high yield corporate bonds up to $100 million,
Enhanced securities executions by moving the firm from Tier 3 to Tier 1
relationships. ‘
Elevated the firm’s profile in the marketplace as a result of providing higher quality
level research and sales coverage.
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1989-2009

Improved portfolio performance with increased value of buy side trades, creative and
productive swap strategies and the introduction of real time market surveillance &
research.

Established more disciplined corporate bond trading protocols resulting in best
execution on trades and minimized portfolio turnover costs.

Assisted the Director of Fixed Income with introducing a cohesive process for
portfolio decision making and securities selection around common goals, which
enabled the team to react promptly to changing market conditions in an effort to
maximize portfolio performance.

Strengthened the firm's presence in the new issue capital market; instituted broker /
dealer reviews.

Known for possessing superb market insight and tenacious drive in sourcing and
decisioning best execution.

Partnered with compliance to ensure for adherence to portfolio guidelines and
assisted in evaluating broker / dealers relationships.

ARK ASSET MANAGEMENT CO. INC, NEW YORK, NY

Manging Director Senior Fixed Income Trader
Executed and presided over trade transactions fot total AUM exceeding $6.0 billion,
comprised of Corporate / Government and Mortgage Backed Securities.
Introduced optimal market opportunities in achievement of portfolio manager’s
objectives as a result of expert analysis of market conditions and transaction
monitoring f
Performed above industry benchmarks in the execution of best relative value buy/sell
decisions. .
Tenaciously sourced market intelligence to advance portfolio performance.
As a direct report of the Chief Compliance Officer, ensured for compliance oversight
of Fixed Income objectives, pricing, trading and executions; served as the final layer
of compliance protection in determining trades for execution adhered to account
guidelines for those participating in a particular transaction.
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Robert D’Emilia, Internal Counsel

Admitted to Practice: State of New York, State of New Jersey, and Commonwealth of
Pennsylvania as well as the Second and Third Circuits and the U.S. District Courts for the
Southern, Eastern, Western and Northern Districts of New York and the District of New Jersey.

Education:

ST. JOHNS UNIVERSITY SCHOOL OF LAW

Jamaica, NY

Academic Standing: Upper 3% (7/333); Juris Doctor, June 1977
Honors: Research and Projects Editor, St. John’s Law Review

VILLANOVA UNIVERSITY

Villanova, PA

Academic Standing: 3.59 GPA _

B.A. Honors Program (political science/history), cum laude, May 1974

Relevant Experience:

6/14-Present IA GROUP, RED BANK, NJ
In-house Counsel : :
® Preparation and review of administrative documents including employee
contracts, internal handbook, etc.
Preparation of Non-Disclosure Agreements with holder.
Participation in holder ¢xaminations as necessary.
e Review of legal documentation signed between IA Group and states.

2003-2011  GT SYSTEMS, INC. / CORPORATE RESOURCE DEVELOPMENT, INC.

» In-House Counsel to a.conglomerate of more than 40 staffing/employment
agencies (over $200 million in sales) located in New York, New Jersey,
Pennsylvania, Florida and Connecticut.

e Appearing in trial and appellate courts at both the state and federal levels without
the need to retain outside counsel,

e Responsible for HR counseling, drafting of personnel policies, wage and hour
compliance, HIPPA, immigration, contract negotiation and benefits
administration.
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2000-2002

1998-1999

1979-1988

Responsible for handling corporate legal matters including counseling, non-
competition agreements, collection matters, unfair competition claims, corporate
litigation, confidentiality and non-disclosure agreements, diversity and
employment matters, CGL insurance issues and drafting agreements, corporate
documents and leases.

Managerial and supervisory experience.

FLEMMING, ZULACK & WILLIAMSON

Counsel to various corporate clients in connection with corporate and mass-tort
matters,

Appearing in trial and appellate courts at both the state and federal levels.

UNILEVER UNITED STATES, INC.

Senior Attorney, Litigation Counsel, and later Assistant General Counsel.
Responsible for handling and/or management of claims and insurance, arbitrations
and litigation on behalf of Unilever and its operating companies with respect to a
variety of subjects including employment and labor, unfair labor practice charges,
diversion of exported good, EEOC, NLRB, ERISA, counterfeit goods, intellectual
property, tax, UCC and contract matters.

Responsible for coordination of comprehensive general liability (product,
automobile and general liability) and workers compensation matters with
insurance and consumer services departments.

DAVIS POLK & WARDWELL

Broad experience in federal and state litigation including extensive deposition
(taking and defending) and discovery practice.

Arbitration, trial and appellate work.

Labor relations (includiig coniraci negotiation); landlord/tenant and cooperative
ownership relations; civil rights and employment discrimination; class actions;
anti-trust, securities, product liability, construction, insurance and commercial
litigation.
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3.7.3. Continuation of Quality Staff: Vendor shall provide quality of staff over
the term of the contract and ensure that any new or additional staff members have
the same qualifications, training and experience as the staff members. Vendor
should provide this information in its bid to this RFQ. The Vendor shall inform
the STO in writing of any personnel or staff changes that would affect the
Services provided to the STO.

Innovative Advocate Group, Inc. will inform the STO in writing of any personnel or staff
changes that would affect the Services provided to the STO.

3.7.4. Subcontractors: The Vendor must disclose any potential subcontractor in
its bid to this RFQ. In the event the Vendor proposes providing the required
Services through a subcontractor, the bid should include the name, address,
contact information, experience and staff qualifications of the potential
subcontractor. This information may be required prior to contract award. Any
proposed subcontractor must meet the same mandatories to provide the Services
in this RFQ prior to entering into any agreement with the Vendor, A bid that
includes Services provided by a Subcontractor is not considered a joint bid. The
STO will consider the Vendor to be the sole point of contact with regard to all
contractual matters. The Vendor is solely responsible and liable for payment of all
financial matters in connection with its employees, contractors and
subcontractors.

IA Group will not hire any subcontractors L pefform Auditing work for the Company. All
projects will be staffed by TA Group staff andill weirk will be performed by the 1A Group.

3.8. Conflicts: The Vendor must have no conflict of interest with regard to any
other work performed by the Vendor for the State of West Virginia, the STO or
any other agency, board or commission thereof. Furthermore, the Vendor shall not
participate in examinatjons in which such participation could be construed as a
conflict of interest.

IA Group does not have any conflict of interest with regatd to any other work performed by the
Vendor for the State of West V1rg1n1a, he ST o any other agency, board or commission
thereof. Furthermore, IA Group understunds that it shall not participate in examinations in which
such participation could be construed asa conflist of interesi.

4. MANDATORY REQUIREMENTS:

4.1 Mandatory Contract Services Requirements and Deliverables: Contract Services
must meet or exceed the mandatory requirements listed below.
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4.1.1 Specific Work Plan -Audits: For each planned audit, the Vendor must set
forth a work plan for the audit, including an explanation for the methodology to

be followed and any specialized methodologies to be used by Vendor. The work
plan must adhere to the guidelines in Exhibit D.

4.1.2 Audits Examinations: The Vendor must be able to conduct audit
examinations of holders as required by the STO and in accordance with Exhibit
D. The Vendor shall undertake to determine, report, and collect all types of
unclaimed property in the possession of the Holder, within the scope of the andit.
It shall be the Vendor's responsibility to review the records of such Holders of
unclaimed property to determine if all property within the scope of the audit, held
for owners with a last known address in West Virginia, or in the absence of
records of owner names, where the Holder is domiciled in West Virginia, has
been reported and remitted to the State. A list of property types and their
applicable abandonment periods is attached as Exhibit B. -

4.1.3 Audit Authorization: Prior to conimencing an audit, Vendor must obtain
written approval from the STO. The STO has the final and sole authority to
determine who, if anyone, will conduct an examination of Holders. All unclaimed
property funds or securities submitted by the Vendor or the Holder pursuant to an
examination conducted without prior written approval from the STO shall be
received by the STO withoit compensation to the Vendor.

4.1.4 Standards: The Véndor must comply with the professional standards
required by the STO. The audit and identification of unclaimed property from the
records of Holders, the processing of records and the demands for payment of the
property to the STO shall be made in accordance with Generally Accepted
Accounting Principles (GAAP) and Generally Accepted Auditing Standards
(GAAS) to the extent applicable to unclaimed property audits.

4.1.5 Authority: The Vendor must act only within the scope of authority granted
to it by the STO. STO approval is required for the use of estimation in the absence
of Holder records. Written STO approval must be obtained prior to estimation
being undertaken.

4.1.6 Timeframe: The Vendor must comply with timeframes established by the
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STO. The Vendor shall schedule an assigned unclaimed property examination at a
time mutually agreeable with the Holder; however, the examination shall
commence no later than ninety (90) days after the notification to the Vendor of
the assignment of the examination, except on a showing of good cause. The
Vendor must complete the examination and submit the report to the STO within a
reasonable time of the assignment of the examination, unless the Vendor receives
a written extension from the STO.

4.1. 7 Act Requirements and Notices: The Vendor must have a working
knowledge and familiarity with the requirements of the Act so as to properly
advise Holders of their obligations thereunder. The Vendor shall advise each
Holder of the requirements of W Va. Code §36-8-7 for notifying owners of their
property ("Due Diligence") and shall notify the STO if Due Diligence has not
been carried out by a Holder. The Vendor shall also advise Holders that all
property reported and remitted must conform to the requirements of the Act, now
and in the future. Holders are not exempt from any section of the Act, including
but not limited to W Va. Code §36-8-24, which grants the STO the authority to
charge penalties and interest to delinquent Holders. The Vendor shall not
represent to Holders that penalties and interest will be waived without written
authorization from the STO.

4.1.8 Closure: The Vendor must be able to properly close an audit, as required by
this RFQ. After the Holder and the Vendor have agreed to the amount deliverable,
the Vendor will provide the Holder and the STO with a final examination report
summarizing the procedures performed and the conclusions reached, inchuding the
amount deliverable. The STO will notify the Holder of any interest or penalties
assessed on delinquent property.

4.1.9 Reporting: In conjunction with the identification and collection of
unclaimed property, the Vendor must:

4.1.9.1 Process records of unclaimed property obtained from Holders
and/or their agents;

4.1.9.2 Timely submit all required reports and notices to West Virginia
State Treasurer's Unclaimed Property Division, 322 70th St.SE,
Charleston, West V1rg1n1a 25304;



1agroup

Innovative Advocate Group
ng in Unclaimed PmpMy Examinations

4.1.9.3 Prepare and submit to the STO reports of unclaimed property in
accordance with the requirements of the Act & corresponding legislative
rule, 112 CSR 5;

4.1.9.4 Report all unclaimed property electronically using the NAUPA TI
standardized unclaimed property reporting format. This format can be
downloaded from the West Virginia State Treasurer's website address:
http://www2.wvsto.com/Unclaimed-Property/Business-Holders. In
addition, this report must also be submitted in paper format, if requested
by the STO. These requirements may be amended at the written direction
of the STO. Further, the STO reserves the right to reject any audit reports
not in compliance with the provisions of this RFQ; and

4.1.9.5 Timely submit, pay or deliver all funds and other property
constituting unclaimed property to the STO, or his designee subsequent to
the processing of the Holder's records and the Vendor's demand of report
and payment or delivery, as provided iti this subparagraph. All funds,
securities and other property must be segregated and securely maintained
by the Vendor for a period not to exceed thirty (3 0) calendar days prior to
disbursement to the STO or its designee. Remittance documentation shall
indicate the date the property was received by the Vendor.

4.1.10 Securities: The Vendor must process all securities according to the
procedures established by State law and the STO.

4.1.10.1 The Vendor shall cause all securities to be re-registered to the
State of West Virginia or its nominee, as directed by the STO, and
delivered using Depository Trust Company (DTC) designations when
applicable. For all securities that are not DTC eligible, the Vendor shall
cause them to be re-registered to the WV State Treasurer or its nominee, at
the written direction of the STO, and delivered in physical form to the
STO, or its designee.

4.1.10.2 The report format for securities must include: the cusip number
for the issue; the issue name of the security; the amount of shares for each
property; and the Holder's FEIN number. The accompanying invoice must
also include the value of the shares on the date the property is received by
the Vendor. The value of any security traded on an exchange shall be the
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closing price of that security on the date the property is received by the
Vendor or the Vendor's custodian. If the property is a security traded over
the counter, it shall be the bid price as set forth in the 'pink sheets® on the
date the property is received. For any other property the value shall be
determined according to generally accepted valuation procedures.

4.1.10.3 In the alternative, in lieu of requiring the transfer of a security to
the STO, the STO may require that the Holder, acting as agent for the
STO, liquidate the security and report the proceeds as unclaimed property.

4.1.10.4 In order to facilitate this liquidation, when the Vendor has in its
possession securities which the Vendor has determined to be reportable to
the STO, if requested by the STO, the Vendor shall send to the STO a
report of the securities which appear to have market value. The STO will
respond and direct the Vendor as to whether to liquidate securities on the
list submitted by the Vendor.

4.1.10.5 Securities listed on an. establlshed stock exchange must be sold at
prices prevailing on the exchange at the time of sale. Other securities may
be sold over the counter at prices prevailing at the time of sale or by any
reasonable method authorized by the STO.

4.1.10.6 Within sixty (60) calendar days of any sale conducted pursuant to
this subsection, the Holder shall deliver to the STO the monetary proceeds
resulting from the sale, after deducting a proportionate share of the
reasonable expefise of brokerage and transfer fees from the sale of the
property. The Holder shall report the number of shares sold and the value
of each share, as well as the expense attributable to the sale. The Holder
shall include in the reported property all interest, dividends, increments,
earnings and aceretions due, payable or distributable at the time of
liquidation, and all earnings on the property between the time of
liquidation and the time of reporting.

4.1.11 Demands for Remittance: The Vendor must be able to demand
and accept remittances of unclaimed property from Holders. Unless
otherwise authorized by the STO, the Vendor shall not make a demand of
a Holder for remittance of property to the STO until such time as the
Holder and the Vendor reconcile and agree upon the report to be filed with
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the STO. In the event the Vendor and Holder do not agree upon the report
to be filed, the Vendor shall notify the STO, who shall decide the matter.

4.1.12 Out-of-Proof Reports: The Vendor must be able to recognize and
handle out-of-proof reports Out-of-proof reports will only be accepted
with written: assurances by Holders that should all owners come forward,
Holder will provide the balance due.

4.1.13 Dispute Resolution: The Vendor must be able to assist in dispute
resolution as needed. In the event the Vendor and the Holder are unable to
reach an agreement as to the terms of the Vendor's final examination report,
the Holder may file an administrative appeal with the STO in accordance
with Exhibit D.

4.1.14 Property Disputes: The Vendor must be able to assist the STO with
regard to property disputes. Timely disbursement of property may be
delayed as a result of a dispute with respect to the delivery, ownership, right
of possession and/or disposition-6f property. Delivery requirements may be
suspended at the discretion of the STO pending the resolution of said
disputes or as otherwise réquested by the S TO. The Vendor shall notify the
STO of any such disputes within thirty (30) days of determination that a
dispute exists. The Vendor shall then make all reasonable efforts to resolve
disputes as quickly as possible. The Vendor shall provide to the STO the
actual resolution date of any such disputes, and shall remit the property
within thirty (30) days of resolution of disputes.

4.1.15 Interest Credits: The Vendor must agree to the payment of interest
credits in accordance with STO procedures. The STO shall receive an
interest credit from the Vendor equal to the interest earned on all cash
funds held by the Vendor on behalf of the STO from the date following
the day such funds are paid in good funds to the Vendor until, but not
including the date such funds are remitted by the Vendor to the STO. Any
interest payable to the STO will be credited against fees payable to the
Vendor.

4.1.16 Release Agreements: The Vendor must prepare release agreements
according to STO procedures. The Vendor shall prepared a release
agreement, when requested by a Holder, to be signed by the Holder and
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the STO, which shall identify the property to be remitted, and verify that
the appropriate abandonment period has been met for each type of
property reported. A copy of a sample release agreement form is attached
as Exhibit C. The STO reserves the right to modify the terms of the release
agreement in its discretion.

4.1.17 Work-In-Progress Reports: The Vendor must provide to the STO
Work-in-Progress reports according to the following procedures:

4.1.17.1 The Vendor shall provide the STO, by the 15th of each
month, a Work-in-Progress Report for each Holder under
examination that includes, but is not limited to, the following
information:

Holder's Name

State of Incorporation

Federal Employer Identification Number

Issue Name

Property Type

Engagement Date

Types of records beitig examined

Status Commentary (time line of progression or something
to this effect)

B e e op

4.1.17.2 The Vendor must provide Work-in-Progress reports in the
format required by the STO. The Vendor shall provide the
information in a comma delimited text electronic file format, and
upon the STQ's request, in a paper format as well, These
requirements may be amended at the written discretion of the STO.

4.1.18 Review and Retention of Records: The Vendor must permit the
STO to review all records maintained by the Vendor to ensure the
Vendor's compliance with all the terms and conditions of the purchase
order issued pursuant to this RFQ. The scheduling of these reviews will be
designated by the STO. All workmg papers and reports must be retained,
at the Vendor's expense, for a minimum of ten (10) years from the
originating date, unless the Vendor is notified in writing by the STO to
extend the retention period.

Please see attached Document Retention Pulicy.
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DOCUMENT RETENTION POLICY

EFFECTIVE DATE: April 2, 2013

Information is an important asset of Innovative Advocate Group, Inc.’s (“IA Group”) firm. These policies
apply uniformly to documents retained in either paper or electronic format. IA Group’s policy pertaining
to the retention and destruction of email documents mirrors the policy for documents in other electronic
and paper formats.

DOCUMENTS TO BE RETAINED

IA Group will retain firm business records to comply with Internal Revenue Service requirements. In
addition, if IA Group learns that a government agency is conducting an investigation into a client or that
private litigation is pending or threatened (even if the firm is not directly involved), the firm should be
careful to retain all relevant records, even if they are slated for destruction under the firms policy and even
if no request has been made for such records.

In relation to the professional services that we provide, IA Group’s policy is to retain documentation
necessary to support correspondence with clients and companies under examination, and work product.
Drafts or other documents not utilized shall not be retained. Documents transmitted as attachments via
email should be considered separately from the email messages to which they are attached. Original
client records and records of companies under examination will be returned to the original owner, if
requested in writing, and will not be part of en-going files.

PROCEDURES FOR DOCUMENT STORAGE
The attached schedule provides a list of the records required to be retained and the appropriate periods of
retention time for each.

All records, files and documents are intended to fail within the categories listed on the attached schedule
and are to be retained for the time designated on the schedule. Records may be retained for longer
periods at the discretion of the President or Operating Officer for necessary business reasons.

The retention periods apply to the essential copy (originator and/or addressee) of multiple-copy records,
reports, etc.; other copies may be disposed of at any time, but not later than the stated retention period, at
the discretion of the holder. Files maintained by eleetronic data processing methods should be treated in
the same manner and disposed of in a timely manner. The method of disposal should correspond with the
sensitivity of that particular document involved. For example, any document containing personal
information (such as address or social security intormation) should be shredded or otherwise destroyed in
a manner that renders the information in a particular record unreadable.

3 Harding Road - Suite E
Red Bank, NJ 07701
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REQUIREMENTS FOR RECORD RETENTION

DETAILED RECORDS RETENTION SCHEDULE

¥ See Ledger at end of document for key to abbreviations

TYPE OF RECORD RETENTION PERIOD AUTHORITY
{YEARS)
INTERNAL ACCOUNTING
Accounts Payable Ledgers 7T AD
Accounts Receivable Ledgers 5T AD
Bad Debt Writeoff Schedules 5 AD
Bad Debt Customer Files 5 AD
Authorizations for Accounting SUP AD
Balance Sheets P AD
Bank Deposits-General 2T AD
Bank Statements 3T AD
Bonds P AD
Budgets 3+C AD
Capital Asset Record 34D AD
Cash Receipt Records 7T AD
Check Register TaTaL.) AD
Checks, Payroll SHER IRS
Checks, Voucher 3T IRS
Expense Reports S0 AD
Cost Accounting Records 5T AD
Debit & Credit Memoranda 3T AD
Credit Files-Current P AD
Credit Files-Inactive 5 AD
Credit Ratings & Classifications 1 AD
Customer Payments, History 1 AD
Eamings Register 3 IRS
Estimates, Projections 7 AD
Financial Statement, Certified P AD
Financial Statement, Periodic #2 AD
General Ledger Records P IRS
Invoice Copies, Customer 2 IRS
Journal Entries 7P AD




1agroup

Innovative Advocate Group
Specializing in Unclaimed Property Examinations

TYPE OF RECORD RETENTION PERIOD AUTHORITY
(YEARS)
Labor Cost Records 3 IRS
Payroll Registers 3T IRS
P & L Statements P AD
Work Papers, Rough 2T AD
Work Papers, Consolidated 5T AD
Vendor Files OBS AD
Internal Audit Reports 7 AD
Internal Audit Work Papers 7T AD
INSURANCE--PROPERTY & CASUALTY
Property Claims 3TAS AD
Liability Claims 20 AS AD
Property Insurance Policies 5 AF AD
Liability insurance Policies 10 AF [ AD
Miscellaneous Insurance Policies 5 AF AD
Unemployment Compensation 4 AD
TAXATION
Employee Withholding (S5) 1 4 IRS
Tax Bills & Statements P AD
Tax Returng P AD
Sales Tax Exemption Cerlificates B AD
Excise Tax Exemption Certificates : 4 IRS
Certification Documents P AD
LEGAL DEPARTMENT
Claims and Litigation Records, Breach of P AD
Contract, Product and Personal Injury
Court Records-Federal, State, Local SUP AD
Patents and Related Material P AD
Trademarks & Copyrights P AD
Contracte, Amendments, Settlements, 6 AT AD
Specifications, Procedures, Correspondence .
Vendor Files OBS AD
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TYPE OF RECORD RETENTION PERIOD AUTHORITY
(YEARS)
HUMAN RESOURCES

Annuai Reports P AD
Authority to Issue Securities P AD
Bonds, Sursty 3TAE AD
Capital Stock Ledger P AD
Charters, Constitution, By-Laws P AD
Checks, Dividend B AD
Corporate Election Records P AD
Deeds-Real Property P AD
Site Surveys and Property Drawings P AD
Dividend Register P IRS
Incorporation Records P AD
Leases & Easements-Real Property 21 AT | AD
Licenses-Federal, State, Local AT AD
Minutes- Board of Directors Meetings P P AD
Mortgages & Mortgage Guarantees 6 AT AD
Policies & Procedures SUP AD
Stock Certificates-Cancelled B AD
Stock Transfer & Stockholder Records 1P AD
Vendor Files OBS AD
Accident Reports, Injury Claims, Settiements, ; 30 AS IRS
Worker's Comp.

Employee Records 5AT IRS
Applications, Including Resumes 3 IRS
Attendance Records 2 IRS
Employee Activity Files 2 or, SUP IRS
Gamishments 2AT IRS
Health & Safety Bulletins 0OBS AD
Hourly Change Records 5 AT AD
Injury Frequency Charts 5 IRS
Insurance Claims, Employees' 2 AD
Job Descriptions OBS IRS
Ferformance Reviews | 5 AT IRS
Annual Reports Employee Benefit IRS 5500 | P AD
PBGC-1 Pension Benefit Guaranty Corp. P AD
Pre-Retirement Spouse’s Election P AD
Summary Plan Descriptions 10 AD
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TYPE OF RECORD RETENTION PERIOD AUTHORITY
(YEARS)

Affirmative Action Plan 5 IRS
Time Cards 1 AD
Temporary Employee Records 1 IRS
Training Manuals 10or OBS IRS
Union Agreements P AD
Group Insurance Enrolment Cards 3AT AD
Applicant Flow 5

Internal Publications P {1 copy) AD
Budgets 3+C AD
Vendor Files QBS AD
Accounts payable Invoices 5T

Inventories 1AF AD
Office Equipment Records 6 AF AD
Requisitions for Supplies 1 AF AD
Vendor Files OBS AD

PROJECT MANAGEMENT: CLIENT (STATE)

Invoices - State 3

Employee Travel 1 AF AD
Shipping & Related Documents | 2-10 IRS
Budgets 3+C AD
State {Client) Files OBS AD
Work Papers Pertaining to Projects NC VALUE AD
Presentations & Report of Examination OBS AD

PROJECT MANAGEMENT: AUDIT SUPPORT RECEIVED FROM HOLDER

Call Reports and Related Documents 7 AD
Callf Meeting Calendars 7 AD
Correspondence 7 AD
Information Requests 7 AD
Workplans 7 AD
Tax Return Information 7 AD
Company Organizational Chari il AD
Lega!l Documents Pertaining to 17 AD
Reincorporation b

Legal Documents Pertaining to Acquisition/ 7 AD

Merger/ Sale of Entity
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TYPE OF RECORD RETENTION PERIOD AUTHORITY
{YEARS)
Legal Documents Pertaining to Name 7 AD
Change
General Ledger Documents 7 AD
Trial Balance Documents 7 AD
Accounts Receivable Related Documents 7 AD
Accounts Payable Related Documents 7 AD
Payroll Related Documents 7 AD
Contracts Provided (with Third Parties) 7 AD
Other Work Papers Pertaining to Projects 7 AD
and Review
Presentations & Report of Examination 7 AD
Expense Account Records 7 AD
Personnel Files 7 IRS
MBR's 7 AD
Budgets 7 | AD
Vendor Files if AD
Systems and Procedures Records 0 AD
*LEGEND

AD Administrative decision

AE Dispose of after expiration

AF Dispose of after end of fiscal year

AS After settlement '

AT After termination

+C Plus current year

IRS Internal Revenue Service

+D After disposal of asset

OBS When obsolete

P Permanent .

SUP When superseded

T Pending audits (Federal, State, etc.) may require an extension of the schedules
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4.1.19 Joint Examinations: The Vendor must recognize that the STO
reserves the right to participate in a joint examination of any Holder, at
any time, with the Vendor.
IA Group recognize that the STO reserves the right to participate in a joint examination
of any Holder, at any time, with IA Group.

4.1.20 Reasonable Compensation: The Vendor must agree to alternate
reasonable compensation in certain cases. The Vendor must recognize that
the STO has an interest in assuring that businesses comply with the
provisions of the Act, regardless of businesses' size. In certain limited
circumstances, the STO may wish to assign Vendor a business domiciled
and/or geographically located in the State of West Virginia for
examination, where due to the size or nature of the business, the
examination may or may not result in sufficient findings in order for the
Vendor to be reasonably compensated on a contingent fee basis.

4.1.20.1 For examinations$ assigned under those circumstances, the
STO will notify the Vendor at the time the examination
authorization lettet is issued that the alternate payment provisions
set forth in this Section and in Section 4.1.21.2 of this RFQ may

apply.

4.1.20.2 The Vendor shall determine and submit to the STO an
estimate of the number of hours the Vendor anticipates using to
complete the audit, prior to commencing fieldwork for the
examination. The STO will review the estimate and thereafter
determine the number of hours necessary to complete the assigned
examination. Vendor shall be notified of the hours approved by the
STO for the examination.

4.1.20.3 The Vendor shall conduct the review of Holder/estimation
of hours needed for the examination and the examination itself
within the allowed time previously approved by the STO.

4.1.20.4 The Vendor shall notify the STO in writing if additional
time is needed to perform the estimation or the examination,
explaining the grounds for the request for additional hours. The
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IA Group agrees to lie

STO will consider the Vendor's request and inform the Vendor in
writing of the approval or disapproval of the request for additional
hours. Vendor shall not exceed the allotted or estimated hours
without prior written approval by the STO.

4.1.20.5 The Vendor will not be compensated for any hours billed
in excess of those allotted for the review or estimated for the
examination, unless prior written approval was received from the
STO.

4.1.20.6 In order to provide reasonable compensation to the
Vendor, payment will initially be calculated according to the
payment provisions of Section 4.1.21 of this RFQ; provided,
however, that if the amount to be paid to the Vendor under that
Section would be less than the hourly rate set forth in this Section,
the Vendor will be paid the hourly rate as determined in this
Section and as set forth in Section 4.1.21.2:

mate reasonable compeiSEtio certain cases as outlined

detailinSection4.1.20 Reasonahble ( DM PRSI

4.1.21 Fees: Vendor must agree to payment for audit Services as follows:

4.1.21.1 Except as provided in Section 4.1.21.2 and 5.1.9 below,
all fees of the Vendor for the identification and collection of
unclaimed property will be a flat 11.5 percent (11.5%) of the net
unclaimed property remitted to the STO, less any interest due
pursuant to the provisions of this RFQ. Net unclaimed property is
the gross value of all unclaimed property, minus the value of all
unclaimed property delivered by the Holder, if any, that otherwise
would have been delivered pursuant to the reporting practices of
the Holder as they existed prior to the execution of the agreement
with the Vendor. Payment will be made in arrears, based upon
invoices submitted by the Vendor, once property is received.

4.1.21.2 For those examinations requiring alternate reasonable
compensation, the Vendor will be paid on an hourly basis at the
rate of $65 per hour. This amount shall be the total and complete
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fee payable to the Vendor for the Services delivered, unless the
Vendor receives the prior written approval of the STO.

4.1.21.3 Failure to deliver property to the STO within thirty (30)
days of receipt from the Holder will result in the following
reductions in fees, unless a dispute occurs or unless the STO
waives the reduction for matters beyond the reasonable control of
the Vendor.

4.1.21.3.1 Audit reports, funds and securities that are submitted
thirty-one (31) to sixty (60) calendar days after the receipt of
property by the Vendor or his designee may be subject to up to a
33% fee reduction, at the discretion of the STO.

4.1.21.3.2 Audit reports, funds and securities that are submitted

sixty-one ( 61) to ninety (90) calendar days after receipt of

property by the Vendor or his désignee may be subject to uptoa
66% fee reduction, at the discretion of the STO.

4.1.21.3.3 Audit reports, funds and securities that are submitted
past ninety-one (91) calendar days after the receipt of property by
the Vendor may be considered past due, and may result in a
forfeiture of the entire fee, at the discretion of the STO. The STO
reserves the right to require Vendors to submit all reports and
property inmediately upon reaching past due status.

IA Group agrees to payment for uudit Sc:‘-Yiccra as culined in detail in section 4.1.21.

Fees.

Technical Approach

To achieve the most beneficial results #om gur inclaimed property examinations, IA Group has
developed 5 key work processes, tailored fo eath Holder based upon their unique facts, as
necessary. '

1. Audit Procedures: Outlines every task taken in the audit.”

2. Information Requests: Outlines every informatiou reguest asked of Holder.

3. Status Workplan: Provided to Holder to Tiack u)ﬁnrnmuuu requested and days outstanding.

4. Work in Progress: Provided to States on a srouthiv b
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5.

Final Report (Presentation of Preliminary Findings): Details all results of the examination.

Examples of these documents are attached.

In addition to the above, below are some guidelines that assist with audit methodology.

AUDIT OBJECTIVES

Through our audit and examination services, it is the goal of IA Group to efficiently identify and
recover property from Holders that are subject to report and deliver said property under the
respective State Abandoned Property Laws.

To meet these objectives, IA Group will be responsible for:

1.

Communicating with Holders for the purpose of determining compliance with unclaimed
property laws of the State. This will include preparing and providing information requests,
reviewing books and records, compiling data, revwmm_ rmr{dt's prov1d1ng responses,
performing and providing calculations; 4 -

Determining the scope of the review and;ﬁenhl\ ez and examining |'I'I aperly r: i Lthe curret
reporting cycle as well as any prior repfxrmw eytles for which property remains unclaimed
and unreported;

Utilizing applicable federal and;éafaic leg;;f‘slatic:i ! to assist in the determination of which
State has the right to the escheattibic prapirty, for what periods, and for the application of
any exemptions and deductions upplicd ky the Holder;

Providing the State, on a monthly basis. with a progress report of all compliance reviews,
providing a status of open and pending examinations, This progress report would highlight
any issues or concerns that have been entified di sing the audit, as well as their anticipated
plan for resolution.

Preparing a Final Report of Exaynination (“Final Repott™) to the State for each Holder
examined. The Final Report will jnelude the fmdmgb resuliing from the examination and
will be delivered to the state withi o spesilied agreed upon time period, thereafter the
property is identified and presumed tu be abandoned
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Audit Procedures - COMPANY NAME - STATE, STATE, STATE

AL

NDA

Audit Initiation Date:

If an Advocate Firm/Law Firm is hired by the Company as a representative, request
in writing, from the Company, a Statement (Authorization Letter) that the
Advocate Firm/Law Firm may be on calls and correspondence throughout the audit.
If the Company provides an NDA, KD to review and correspond with the Company
regarding its acceptability.

Admin Falder.

Admin Folder.

Provided Federal form 1120, including the following:

Form 1120 [pages 1-5), Form 851 {Affiliations Schedule),

Consolidating Income Statement, Consolidating Balance

Sheet for the most current year end through as far back as avallabie.

If the Company is a partnership or other form of a legal entity, please provide
the Form 1065 or any other applicable Federal Forms filed.

Create "Tax Return" Folder

in General Documents

Folder. File Tax Return Information
here.

11

Provide current Corporate Organizational Chart, Including the
following: Parent, Subsidiarles, and Affiliates (state of
formation/incorporation, date of formation/incorporation,
FEIN numbers).

General Dotuments.

12

Entity Revenue Matrix

Using the Federal forms provided, and the Organlzational Chart, prepare the

Entlty Revenue Matrix, Confirm that all Entities from the Form 851's/1120's

are reflected on the Organizational Chart. Complete the revenue portion

of the Entity Revenue matrix using the Federal forms. Confirm that the

total revenue from the Income Statement is reflected on page 1 of the 1120.

For Foreign Entities, confirm that the Entity does not have any LS. based employeees,
U.5. based Bank Accounts, and U.S. based Customers. If the Entity does not, request a
Letter of Attestion signed by an Officer of the Company.

Company is allowed no more that 30 days to complete Entity Revenue Matrix, if the request
is outstanding longer than 30 days, clf Entities will be reviewed.

General Documents,

13

Provide Company Acquisition history for as far back as available, including

list of Companies acquired, date of acquisition, type of acquisition

{stock/asset}, Company's state and date of incorporation, and legal
documentation reflective of what was acquired {bank accounts, receivables, etc..).
Identify all acquired Company's that are noted as stock acquisition. Verify

the types of assets acquired if asset acquisition.

General Documents.

14

Pravide Bankruptey Disclosure. If the Company has previously filed for
Bankruptcy, please provide a detalled explanation of the type of Bankruptcy
filed and the reasoning behind the Bankruptey filing. Note response in Status Work plan.

General Documents,

15

Verify that the Form 851, Income Statement Detail, Organizational Chart, and Acq History
information all tie to the Entity Revenue Matrix. Prior to issuing Information Request #2,
send to Company for confirmation that IA Group is reflecting the correct information.
Additionally, Company to complete additlonal areas {i.e. Does the Company have AP, AR, etc..)

General Documents.

16

Please provide copies of prior filings, audit reports and work papers, VDA's, or
any previous unclaimed property filings, Including demands for payment and
release agreements with any state. Note respanse on Status Work plan
document.

General Documnents - Create "UP Filings" Folder
If prior filings are not provided

1A Group will not sample Voids,

full populations will be reviewed.
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IA Group to make [n-scope selecticn (choose Entities for review). Ta be reflected on Second Information
Prepare Secend Information Request Cover Letter. Top section of the cover letter should Request cover letter.

reflect all entites that operate within the LS. as well as forelgn entites with property within

the U.S. The bottom section of the cover letter should reflect the Entities that are going to be

reviewed.
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18

Send Second Infarmation Request to Holder. General Documents.

Trial Balance Analysls - For each entlty under scope of Create "TB" Folder
exarnination, provide a detailed Trial Balance for each year-end in General Documents

for as far back as available. Each Trial Balanca should itemize individual Folder. File T8 Information
account numbers and sub-account numbers, together with zero balance here.

accounts including but not limited to cash, accounts raceivable,

accounts payable, and other liabilities. Tie out each account year-end

balance to year-end account balances for AR, AP, PR, etc..

2.1

Request Accounts Receivable Agings at the transaction level of detail, Accounts Recelvable.
aged into categories of current, 30-60 days, 60-90 days, 90-180

days, 180-365 days, and 366 days flus. Provide for year ends for as far back

as available. Include detail such as custormer number, customer name,

invoice number, involee amount, and involce date.

22

I1A Group to review Agings, confirm year-end AR account balance ties to the Trial
Balance and Includes all requested information. Show that balances tie at the
bottom of the AR Aging spreadsheet. If balar.ce does not tie, request further
reconciliation from the Company.

23

Ensure understanding of all Column headings {especially the different date columns). Accounts Receivable.
If further dlarification is required, request a Heading Legend from Company.

24

Provide Accounts Receivable Policies and Procedures, reflecting Accounts Receivable.
infarmation relevant to write-off policies and procedures.

Include due diligence procedures and all Trial Balance accounts to which

adjustments are made. Add provided Trial Balance accounts to account analysis

in step 2.5.

25

Please complete the provided Benefit Programs and Third General Documents.
Party Administrators {"TPA"s} benefit program matrix. Include

current programs and providers, as well as former programs

and/or providers that have been discontinued. For any benefit programs

not noted as ERISA based, Company to provide additional information such

as check disbursement process.

26

For each Beneflts program administered by a TPA, please
provide a copy of the contract between the Company and the
TPA. If a copy of the contract cannot be obtained, provide a
letter from each administrator stating whether or not the
administrator is responsible for the escheatment of uncashed
checks.

2.7

Complete provided Trial Balance account analysls. Review grovided Trial Information Request (#3).
Balance information to identify any accounts shat raise "red flags” {ex. write-off accounts).

1A Group to request description of identified accounts on

Infarmation Request 3 (Section 3.6).
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Disbursement Account Matrix to be completed. Accounts Payable and General Documents.
Payroll bank accounts currently open to be identified as for review.

For disbursement accounts currently openec and opened within the

past 5 years, identify predecessor accounts as accounts to be reviswed.

Update information Request #3 to request information for identified accounts.

3 For each Accaunts Payable account identified for review, provide Accounts Payable.
manthly bank statements, and bark reconciliations for December 31, 20XX
and for as far back as can be provided. Include bank statements, detailed
listing of outstanding checks, void check listing, deleted check listing, and
stop payment reports. Upon receipt, see step 7 and 8.
31 For each Payroll account under review, provide Payroll.
monthly bank statements, and bark reconciliations for December 31, 20XX
and for as far back as can be provided. Include bank statements, detailed
listing of outstanding checks, void check listing, deleted check listing, and
stop payment reports. Upan receipt, see step 9 and 10.
3.2 Provide any written policles and procedures for Escheat, General Documents,
Include all property categories that the Company reports as
unclaimed property. Provide historical as well as current
policies and procedures ‘or each Subsidiary/Division under
examination,
33 For each Subsidiary/Division under examination, provide a General Documents.
description of any unclaimed property compliance system used
for tracking and reporting accounts payable, payroll, accounts
receivable, etc.. Please include dates for which this system
was utilized,
34 Customer Rebates : Does the Company have any trade/promotional rebate Rebates Folder.
programs with their Customers? Provide a brief description of the program(s),
provide dates for when program was initiated and closed, provide detail for
inactive programs. How are payments to Customers disbursed (Check/Credit)?
To recefve: Rebate program contracts between the Company and its Customers.
35 Consumer Rebates : Does the Company have any rebate programs with their Rebates Folder.
Consumers? Provide a brief description of the program(s), provide dates for
when program was initiated and closed, provide detail for inactive programs.
Provide policies and procedures for outstanding Consumer Rebate check, if
checks are written off, provide list of written off items for as far back
available. Does the Company use a TPA for rebate programs? Provide TPA
name, address, phone number, and primary contact information.
36 Review Trial Balance/Chart of Accounts provided by Company to identify "red flag" accounts. Information Request {#3).
Such accounts may include (but are not limited to) write-off, suspense, over/short, rebate,
and gift card accounts. Company to provide deseription or purpose of account.

Company to provide Letter of Attestatiﬁn {on Company letterhead, signed by dfﬁcer of the Company) General Documents.
reflecting the dates for which information Is available, by progerty type, by account/system.
Sample Letter of Attestation locoted in Project Materials folder.
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4 Confirm whether or not the Company is publicly traded. If so, provide whether it is traded
on the NASDAC or NYSE.
4.1 Provide a copy of contract between Company and each Transfer Agent, reflecting responsibillty Equity
of escheat.
4.2 Confirm how often dividend checks are issued.
4.3 Provide outstanding list of dividend checks from Transfer Agent and/or Company for State residents.
44 Request informaticn from Transfer Agent regarding how *Lost Shareholder" checks are managed/
accrued for, N/A
4.5 Based on State Dormancy, confirm outstanding checkllst reflects checks for proper periads. This sectton is not applicable is this is a general ledger
4.6 Review outstanding checklist to determine if numerous checks are issued to the same payees. property examination anty.

If it is found that multiple checks are issued to the same "non-responsive” payee over a period
of time, this may be a factor in identifying underlying shares to be escheated.

4.7 Have State provide escheat reports reflecting outstanding dividend checks remitted by
Third Party on Company's behalf.

4.8 Company to perform due diligence on applicable outstanding dividend checks.

4.9 Update escheat liability based on results from due diligence.

4.10 Prepare memorandum to be provided to State regarding outstanding items ta duplicate

non-responsive shareholders and potential for underlying share escheatment.

Set up colf with Accounts Receivable Department representative to talk through AR Policies and Procedures as they refute to aged credits and write-offs.
Discyss any questions regarding AR Agings recelved {i.e. transaction type).

5 Review the most current year-end AR Aging. Confirm AR balance ties to Trial Balance Copy AR Aging into Model.
AR account. Show that balance ties at the bettom of the AR Aging spreadsheet. If balance
does not tie, request further reconziliation from Company. Confirm address information
is provided for all Customers, request if necessary.

51 Create "Year" column to identify year in which transaction was created. Create Review tab.
"As of Date” column to reflect date of Aging. Create "For Review” column, reflecting items
for review after removing debits and credits issued within the year (365 days) of the
year-end Aging. For {Company Name) review as of December 31, YEAR.
Net all debits and credits at a Customer level,

52 Using the For Review Column and either Customer Name or Customer Number Net Position tab.
[depending on how Company invoices Customer), net all debits and credits at the
Customer level. Sort the For Review column to identify all Customers in a net
credit position.

53 Move all Customers in a Net Credit poslition to a new spreadsheet. Remove For Review tab.
all debit items. Spreadsheet to reflact gross underlying credits, for all Customers
in a net credit position. Create "IA Group CR 4" Column. Assign each credit an identifying
number. This number will be used to associate the supporting documentation with the
respective credit. Spreadsheet to be provided to Company for review.

5.4 Company to provide documentation to support position of whether or not Credit Create "On BS Supporting
is Unclaimed Property. File all supgorting documentation to "On BS Supporting Documentation" folder in the
Documentation” Folder. Also create Bookmarked POF file by IA Group CR#. Accounrts Receivable folder.
5.5 Create "Clear/ Not Clear" column to reflect whether supporting dccumentation has or For Review tab.

has not been provided for credit. Review documentation provided by Company to support
position of whether or not considered Unclaimed Praperty. Where sufficient
documentation is provided, note item as Clear. Where documentation is provided,
however, it is insufficlent, note as Not Clear and update Comments column to reflect

date of Information provided, as well as, what was provided and what is needed.

When no infermation is provided, leave blank.
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5.6 Create "Amount Due” Column. Amount Due reflects the numerical amount that is For Review tab.

due if considered Not Clear/blank and therefore, Unclaimed Property.
5.7 After Company communicates that they have provided all available suppart for eredit Pivot Tables to including: Total Accounts Receivable Aging

items, create pivot tables based on all items noted s Not Clear {tutal of Amount Due to Tie to Trial Balance, Total Cradit Population For Review,

column) by state by year. Highlight liability for auditing states. Amount Due Actual, Amount Due Extrapolation, Amount Due Actual by Auditing State.
5.8 Link the amounts due by year to the respective years on the Extrapolation Page.
6 Using all AR Agings provided by Company (YEARS provided), compile Customer listing Accounts Receivable Off BS Folder.

of all Campany Customers, with Customer numbers and year of inception. Listing to be copied Into Model.
6.1 From population of Customers and within researchable year range, pull random

sample of Customers for review.
6.2 Provide sample of Customers to Company for review. Request that Company provides Accounts Receivable Off BS Faider.

complete detailed account history of all Customers, incduding all debits
and credits on the Custemer's history, from the Customer's inception.
History should also include any pertinent information such as transaction date, transaction type,
transaction #, AR account assoclated with transaction, ete..
6.3 Tie each Customer's account history to each respective year end AR Aging to ensure that Accounts Receivable Off BS Folder.
IA Group has received all transactions on the Customer's account. Confirm all transactions
from Agings are included in Transaction History.
Company to provide Letter of Attestation {on Company letterhead, signed by Officar of the Company) General Documents.
reflecting the dates for which AR transactions are addressable and researchable.
Sample Letter of Att ion located in Project Materials folder.
6.4 Select two Customer’s and provide back to the Company. Company to review all transactions
on the Customer's account in order for IA Group to obtain a better understanding of the
transactions in the account and the procedures followed for Accounts Receivable,
6.5 On a new worksheet, comgite elf debit items for Customers, from the complete transoction history.
Remove debits for years that ore not researchable. From remaining population, prepare
50/10 sample of debits items for Company to research.

6.6 On Sample, Create "|A Group Debit ID #" Column and assign each debit item an Identifying number, Accounts Receivable Off BS Folder.
This number will be used to associzte the supporting documentation ta the specific debit item Sample to be copied into Model.
being researched.

6.7 Provide Debit Sample to Company for research. Company to provide documentation to Create "Off BS Supporting
support what the debit items represents and how the item was resolved. File all Documentation” folder in the
supperting documentation to "Off BS Suppor:ing Documentation” folder. Accounts Receivable folder.

6.8 Create "Clear/ Not Clear" column to reflect whether supporting documentation has or

has not been provided for debit item. Review documentation provided by Company to support
position of whether or not considered Unclaimed Property/write-off. Where sufficient
documentation is provided, note item as Clear. Where documentation is provided,

however, it is insufficient, note az Net Clear and update Comments column to reflect

date of infermation provided, as well as, what was provided and what Is needed.

When ne information is provided, leave blank. When Information is provided that reflects item

as written off, request transaction level detail to the write-off acceunt as of the Quantify write-off lability cn
most current year end of the review. DISCUSS FINDINGS INTERNALLY. separate extrapolation page.
6.9 Create "Amount Due" Column. Amount Due reflects the numerical amount that Is
due if considered Not Clear/blank and therefore, Unclaimed Property.
6.10 After Company communicates that they have provided all available support for debit Use Sample Summary tab
items, calculate error rate based on all items noted as Not Clear {total Amount Due column). to compute error rate.
6.11 Apply Error Rate to Extrapolation Base to calculate Unclaimed Property

liability for Off Bulance Sheet AR Credit Review.
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within the auditing states, Company to review actual population of debits
for these Customers, provide Company with listing for review.

613 Create "Clear/ Not Clear” column to reflect whether supporting documentation has ar
has not been provided for debit. Review documentation provided by Company to support
position of whether or not considered Unclaimed Property. Where sufficient
documentation is provided, note item as Clear. Where documentation is provided,
however, it is insufficient, note as Mot Clear and update Comments column to reflect
date of informatfon pravided, as well as, what was provided and what is needed.
When no information is provided, leave blank,

6.14 Create "Amount Due" Column. Amount Due reflects the numerical amount that is
due if considered Not Clear/blank and therefore, Unclaimed Property.
6.15 After Company communicates that they have provided all available support for debit

items, create summary table of Actual results, by State, by year, and link this to the
Actual column on the Extrapolation page.

Set up call with Accounts Payable Department representative to talk through AP Policies and Procedures as they relate to outstanding and voiding checks.
Disctiss any questions regording information on bank statements (i.e. positive/negative pay, stop/voids/write-sff terminology, etc..).
7 Using the most current year end Outstanding Checklist provided by Company, Copy Outstanding Check
prepare outstanding checklist for review. Tie Outstanding amount to respective List to Model,
Trial Balance account using provided Reconciliation, Reflect tie out at the bottom
of the outstanding checklist spreadsheet. Confirm/request address information
for all outstanding checks.
71 Create "Year" Column to reflect the year in which the check was written.
Create "As of" Column to reflect the date of the Qutstanding Checklist.
Create "For Review" Column to reflect items aged 90 days from the As Of date.

7.2 Using the For Review column, Identify all aged checks for review. Copy checks
to a separate spreadsheet to be provided back to the Company for review.

73 Provide the outstanding populatior: of checks to Company for revisw. Company to Create "Outstanding Supporting
provide documentation to support dispesition of whether or not Outstanding Check is Documentation” folder in the
Unclaimed Property. Accounts Payable folder,

74 Create "Clear/ Not Clear” column to reflect whether supporting decumentation has or

has not bean provided for outstanding check. Review documentation provided by
Company to support position of whether or not considered Unclaimed Property. Where
sufficient documentation is provided, note Item as Clear. Where documentation is
provided, however, it is insufficient, note as Not Clear and update Comments column

to reflect date of information provided, as well as, what was provided and what is
needed. When no information is provided, leave blank.

7.5 Create "Amount Due" Column. Amount Due reflects the numerical amount that is
due if considered Nat Clear/blank and therefore, Unclaimed Property.

76 Use Qutstanding checks identified as Unclaimed Property (Amount Due column) to
compute error rate for years where actual infarmation ks not available.

7.7 For actual outstanding checks identified as Unclaimed Property, quantify (create pivot) on a

state by state by year basls using acdress Information associated with the Vendor.
Identify/highlight liability for auditing states.
7.8 Link Pivot tables to respective years on Extrapolation page.




Audit Procedures - COMPANY NAME - STATE, STATE, STATE

1-Sample Audit Pro

‘es

B Company to provide listing of checks voided for as far back as available, to include at least Copy Void List to Model.
one dormant year. Void checklist to include both check issue date and date of void, as well
as addressable information. 1A Group to prepare void/stop paymant check listing from
Company bank statements provided, to ensure a complete review.,

8.1 Create "Year" Column to reflect the year In which the check was vsritten.
Create "For Review" Column to reflect items issued and vofded within 30 days of the
date of issuance.

8.2 Remaove all checks issued and voided within a 30 day period as these checks are assumed to
have been voided in the normal course of business. The checks to be reviewed will be
reflected in the For Review column.

Company to provide Letter of Attestation {on Company letterhead, signed by Officer of the Company) General Documents
reflecting the dates for which AP Volds information is addressable and researchable.
Sample Letter of Attestation located In Project Materlals folder,

a3 Depending on the size of the remaining population, have Company review all voided
checks, or statistically sample (a 3 year period, including 1 dormant year) the remaining
volded check population and provide sample to Company for review,

B84 Create "Clear/ Not Clear” column to reflect whether supporting documentation has or
has not been provided for voided check. Review documentation provided by
Company to support position of whether or not considered Unclaimed Property. Where
sufficlent documentation Is provided, nate Item as Clear. Where documentation is
provided, however, it is insufficient, note as Not Clear and update Comments column
to reflect date of information provided, as well as, what was provided and what Is
needed. When no information is provided, leave blank.

85 Create "Amount Due" Column. Amaunt Due reflects the numerical amount that is
due if considered Not Clear/blank znd therefore, Unclaimed Property.

8.6 Use voided checks identified as Unclaimed Property {Amount Due column} to compute
error rate for years where actual information is not available.

8.7 Once sample review is complete, compute error rate using results. Remember to gross Use Sample Suramary tab
error rate up to complete 3 year population. Ervor rate is used to calculate Extrapolation to compute error rate.
liability.

8.8 Apply Error Rate to Extrapolation Base to calculate Unclaimed Property Liability.

8.9 From complete population provided by Holder (population covering all years origimally

provided], identify voided checks that are addressable to states auditing the Holder.
Provide identified checks to Helder for research. These checks are representative of
the Actual liability due to the State.

810 For Addressable check population, Create "Clear/ Not Clear” column to reflect whether
supporting documentation has or has not been provided for voided check. Review
dotumentation provided by Company to support position of whether of not considered
Unclaimed Property. Where sufficlant documentation is provided, note ltem as Clear.
Where documentatian is provided, however, it is insufficient, note as Not Clear and
update Comments column to reflect date of information provided, as well as, what was
provided and what Is needed. When no Information is provided, leave blank.

811 Create "Amount Due" Column. Amount Due reflects the numerical amount that Is
due if considered Not Clear/biank and therefore, Unclaimed Property.
8.12 Create summary table of Actual results, by State, by year, and link this to the Actual column

on the Extrapolation page.
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Set up call with Payrofl Department representative to tafk through Payroll Policies and Procedures as they relote to outstonding and voiding checks.
Discuss any g ions regarding information on bonk statements {i.e. positive/negative pay, stop/volds/write-off terminoh gy, efc..) and Third Party Providers (ADP).
9 Using the most current year end Outstanding Checklist provided by Company, Copy Outstanding Check
prepare outstanding checklist for review. Tie Outstanding amount ta respective List to Model.
Trial Balance account using provided Reconclllation. Reflect tle out at the bottam
of the outstanding checklist spreadsheet. Ccnfirm/request address information
or all putstanding checks.
9.1 Create "Year" Column to reflect the year in which the check was written.
Create "As of" Column to reflect the date of the Outstanding Checklist.
Create "For Review" Column to reflect items aged 60 days from the As OF date.

8.2 Using the For Revlew column, identify all aged checks for review. Copy checks
to a separate spreadsheet to be provided back to the Company for review.

93 Provide the outstanding population of checks to Company for review. Company to Create "QOutstanding Supporting
provide documentation te support disposition of whether or not Qutstanding CheckIs Docurmentation” folder in the
Unclaimed Property. Payroll folder.

9.4 Create "Clear/ Not Clear” column to reflect whether supporting documentation has or

has not been provided for outstanding check. Review documentation provided by
Company to support position of whether or not considered Unelaimed Property. Where
sufficient documentation s provided, note item as Clear. Where documentation is
provided, however, it is insufficient, note as Not Clear and update Comments column

to reflect date of information provided, as well as, what was provided and what is
needed. When no information Is provided, leave blank.

95 Create "Amount Due" Column. Amount Due reflects the numerical amount that Is
due if considered Not Clear/blank and therefore, Unclaimed Property.

9.6 Use Outstanding checks identifled as Unclaimed Property (Amount Due column) to
compute error rate for years where actual information is not available,

9.7 For actual outstanding checks identified as Unclaimed Property, quantify {creata pivot) on a

state by state by year basis using address information associated with the Vendor.
Identify/highlight liability for auditing states.
9.8 Link Pivot tables to respective years on Extrapolation page.

10 Company te provide listing of checks volded for as far back as available, to Include a* least Copy Void List to Model.
one dormant year. Void checklist to include both check Issue date and date of void, as well
as addressable information. 1A Group to prepare void/stop payment check listing from
Company bank statements provided, to ensure a complete review.
10.1 Create "Year" Column to reflect the year in which the check was written.
Create "For Review" Column ta refiect items issued and voided within 30 days of the
date of issuance.
10.2 Remove all checks issued and voided within a 30 day period as these checks are assumed to
have been voided in the normal course of business. The checks to be reviewed will be
reflected in the For Review column.
Company to provide Letter of Attestation (on Company letterhead, signed by Officer of the Company} General Documents
reflecting the dates for which Payroll Voids information is addressable and researchable.
Sarmple Letter of Attestation focated in Project Materials foider,
10.3 Depending on the size of the remaining population, have Company review all volded
checks, or statistically sample (a 3 year period, including 1 dormant year} the remaining
voided check population and provide sample te Company for review.
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Create "Clear/ Not Clear" column to reflect whether supporting documentation has or
has not been provided for voided check. Review documentation provided by
Company to support position of whether or not considered Unclaimed Property. Where
sufficient dacumentation is provided, note item as Clear. Where documentation is
provided, however, it Is insufficient, note as Not Clear and update Comments column

to reflect date of information provided, as well as, what was provided and what is
needed. When no information Is provided, leave blank.

10.5

Create "Amount Due® Column. Amount Due reflects the numerical amount that s
due if considered Not Clear/blank and therefore, Undaimed Property.

10.6

Use voided checks identified as Unclaimed Property {Amount Due column) to compute
error rate for years where actual information is not available.

10.7

Once sample review is complete, compute error rate using results. Remember to Eross
error rate up to complete 3 year population. Error rate is used to calculate Extrapolation
liability.

Use Sample Summary tab
to compute error rate.

10.8

Apply Error Rate to Extrapolation Base to ealculate Unclaimed Property Liability.

10.9

From compiete population provided by Holder (population covering all years originaily
provided), identify voided checks that are addressable to states auditing the Holder.
Provide identified checks to Holder for research. These checks are representative of
the Actual liability due to the State.

10.10

For Addressable check population, Create "Clear/ Not Clear" column to reflect whether
supporting documentation has or has not been provided for voided check. Review
documentation provided by Company to support position of whether or not considered
Undclalmed Property. Where sufficient documentation is provided, note item as Clear.
Where documentation is provided, however, it is insufficient, note as Not Clear and
update Comments column to reflect date of information provided, as well as, what was
provided and what is needed. When ne information is provided, leave blank.

10.11

Create "Amount Due” Column. Amount Due reflects the numerical amount that is
due if considered Not Clear/blank and therefore, Unclaimed Property.

10.12

Create summary table of Actual results, by State, by year, and link this to the Actual column
on the Extrapolation page.

1

Review deseriptions of Trial Balance accounts as requested on Information Request 3.

111

For accounts with potential undaimed property, request transaction level detall as of each
year end, for years as far back as availabie.

Review transaction level detail provided. Confirm understanding of each column heading
as well as transaction level infermation provided (i.e. transaction type).

11.3

Tie year end balance to balance on respective year-end Trial Balance previously provided.

114

If necessary, provide Company with 2 small sample of items for review to confirm
understanding of transaction type. Company to provide explanation of what transaction

represents and documentation to support this.

Creste a dollar stratified sample of transactions In account to test for unclaimed property.
Provide to Company for review. Company to provide explanation of what transaction
represents and documentation to support the remediation/resolution of this transaction.

116

Create "Clear/ Not Clear" column to reflect whether supporting documentation has or
has not been provided for respective transaction. Review documentation provided by
Company to support position of whether or not considered Unclaimed Property. Where
sufficient documentation is provided, note item as Clear. Where documentatlon is
provided, however, it is insufficient, note as Not Clear and update Comments column

to reflect date of information provided, as well as, what was provided and what is
needed. When no information is provided, leave blank.
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117

Create "Amount Due” Column. Amount Dua reflects the numerical amount that 1s
due if considered Not Clear/blank and therefore, Unclaimed Proparty.

11.8

Use transactions identified as Unclaimed Property {Amount Due column) to compute
error rate for years where actual information is not avallable.

119

Once sample review is complete, compute error rate using results. Remember to gross
error rate up to complete population. Error rate is used to calculate Extrapolation
liability.

Use Sample Summary tab
to compute error rate.

11.10

Apply Error Rate to Extrapolation Base to calzulate Unclaimed Property Liability.

Review contracts provided by Company to identify how rebates are disbursed to Customers
{l.e. check or credit to account).

Save to Rebates Folder.

121

Request detail for {trlal balance) accrual account. Detail to include account numbers for
accounts that rebate items are posted to and any available Customer information related
to posting item (Customer name, address information).

Save to Rebates Folder,

if rebotes are poid to Customer by check, Identify disbursement account from which
checks are written. If checks are written from rebate disbursement account,

Using the most current year end Outstanding Checklist provided by Company,

prepare outstanding checklist for raview. Tie Outstanding amount to respective

Trial Batance account using provided Reconciliation. Reflect tie out at the bottom

of the outstanding checklist spreadsheet. Confirm/request address information

for all outstanding checks. !f checks are written from general disbursement account,
follow-up with Company as to whether or not there is an identifying sequence number
for rebate checks.

Copy Outstanding Check
List to Model.

12.3

Create "Year" Column to reflect the year in which the check was written.
Create "As of* Column to reflect the date of the Outstanding Checklist.
Create "For Review" Column to reflect items aged 90 days from the As Of date.

124

Using the For Review column, identify all aged checks for review. Copy checks
1o a separate spreadsheet to be provided back to the Company for review.

125

Provide the outstanding population of checks to Company for review. Company to
provide decumentation to support disposition of whether or not Outstanding Check is
Unclaimed Property.

Create "Outstanding Supperting
Documentation” folder in the
Rebates folder.

Create "Clear/ Not Clear" column to reflect whether supporting documentation has or
has not been provided for outstanding check. Review documentation provided by
Company ta support position of whether or not considered Unclaimed Property. Where
sufficient documentation is provided, note item as Clear, Where documentation is
provided, however, it is insufficlent, note as Not Clear and update Comments column
toreflect date of information provided, as well as, what was provided and what is
needed. When no informatlon is provided, leave blank.

12.7

Create "Amount Due" Column. Amount Due reflects the numericz| amount that is
due if considered Not Clear/blank and therefore, Unclaimed Property.

12.8

Use Qutstanding checks identified as Undaimed Property {Amount Due column) to
compute error rate for years where actual information is not availabl

129

Far actual outstanding checks identifled as Unclaimed Property, quantify {create pivot) on a
state by state by year basis using address information assoclated with the Vendor.
Identify/highlight liahility for audtting states.

Link Pivot tables to respective years on Extrapolation page.

If rebates are paid ta Customer in the form of an AR Credit, identify Credits on year end
AR Aging (previously provided for Accounts Receivable On Balance Sheet review) that are
rebate credit Items. Isolate credits onto a For Review tab to be provided to the Company
for review.
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1-Sample Audit Pro ‘es

Audit Procedures - COMPANY NAME - STATE, STATE, STATE

Company to provide documentation to support position of whether or not Credit -
is Unclaimed Property. File all supporting documentation to "On BS Supporting Docurmentation” folder in the
Documentation” Folder. Rebates folder.

1212

Create "Clear/ Not Clear" column to reflect whether supporting documentation has or

has not been provided for credit. Review documentation provided by Company to support
position of whether or not considered Unclaimed Property. Where sufficient
documentation is provided, note item as Clear, Where documentation is provided,
however, it is insufficient, note as Not Clear and update Comments eolumn to reflect

date of information provided, as well as, what was provided and what is needed.

When ne information is provided, leave blank,

12.13

Create "Amount Due” Column. Amount Due reflects the numerical amount that s
due if considered Not Clear/blank and therefore, Unclaimed Property.

12,14

After Company communicates that they have provided all avallabie support for credit
items, create pivot tables based on all items noted as Not Clear {total of Amount Due
column} by state by year. Highlight liability for auditing states.

12,15

Link the amounts due by year to the respective years on the Extrapolation Page.

12.16

Review detail from Trial Balance account and tle the balance in the account to the respective
year end Trial Balance amount. Reflect the tie-out at the bottom of the worksheet.
Statistically sample the debit population within the Trial Balance account.

12.17

Request and review supporting documentation to confirm that debit items are properly
calculated rebate payments based on the rebate program/contract. Confirm that
payment has been recelved and cashed by ewner/ credit has been utilized. Ensure that
all earned rebates have been paid.

1218

Create "Clear/ Not Clear” column to reflect whether supporting documentation has or
has not been provided for debit. Review documentation provided by Company to support
position of whether or not considered Unclaimed Property. Where sufficient
documentation is provided, note itzm as Clezr. Where documentation is provided,
however, It Is insufficient, note as Mot Clear and update Comments column to reflect

date of information provided, as well as, what was provided and what is needed.

‘When no information is provided, leave blank.

12,19

Create "Amount Due" Column. Amount Due reflects the numerical amount that is
due if considered Not Clear/blank and therefore, Unclaimed Property.

12.20

After Company communlcates that they have provided all available support for debit Use Sample Summary tab
items, calculate error rate based on all items roted as Not Clear (total Amount Due column). to compute error rate.

12.21

Apply Error Rate to Extrapolation Base to calculate Unclaimed Praperty
liability for Gff Balance Sheet AR Credit Review.

13

Review histerical policies and procedures foliowed by the Company for cutstanding
Rebate checks. If the policy is to write-off stale dated Consumer Rebate checks to
income, review a list of items written off for periods as far back as available through
current.

13.1

Using complete population of write-offs, calculate actual liabilty. Using actual liability,
calculate Error Rate and apply the Error Rate to the Extrapolation Base to calculate
Unclaimed Property liability.

13.2

[f the Company utilizes a third party admintstrator (“fulfillment house") for any of their
rebate programs, request a list of outstanding checks and a list of voided checks.

Please confirm that ([amongst other requested information} name and address information
is provided for both outstanding and voided checklists,




1-Sample Audit Pro es

Audit Procedures - COMPANY NAME - STATE, STATE, STATE
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13.3 For Qutstanding Rebate Checks, please remove all outstanding checks that have been
issued within 90 days of the date of the report pravided. Using the remaining population,
quantify on a year by year basis, the actual liabillty. Use this liability to calculate an error
rate for years that the rebate program has been In place, et actual information is
not available to be provided.

13.4 For Voided Rebate Checks, please use the complete population and quantify an actual
liability on a year by year basis. Use this liability to calculate an error rate for years that the
rebate program has been In place, yet actual information is net avaitable to be provided.

NOTE: Extrapalation should only date back to years that the program has been in place.

—=—

14 Review the Company's Trial Balance for accounts associated with Gift Cards. Review the

Company's Organizational Chart for any Gift Card Companies.
14.1 If applicable, provide Company with Gift Card Information Request. Found in Project Materials.
14.2 Request the detail to the Trial Balance accounts associated with the Gift Cards.
143 i name and address information is collected and assodiated with the specific gift card

liability, quantify liability due by year, as of the last date of usage of the gift card.
(This may be different than the issue date.}

NOQTE: Extrapolation should only be calculated back to the date when the
Company's gift card program first began.

14.4 If there is a Third Party Company providing gift cards, review the Contract for policies Per Info Request - GC Request
and procedures as related to unclaimed gift card liabHity. Req #3.

14.5 If actual name and address information for outstanding gift cards is found to be unavailable,
request that a "Slippage report” be provided by the Third Party Company.

14.6 From the Slippage report, quantify the slippage by year. Link the slippage by year amount

to the Actual column on the Extrapolation page. Using the amounts where Actual slippage
has been provided, calculate the error rate to be used for years where information is not
available,

NOTE: Extrapolation should only be calculated back to the date when the

Company's gift card program first began.

Royaities are most commonly found in Holder industries such as: Ol and Gas, Music and Entertainment, Sports.

15 Review the Company’s Trial Balance for accounts assoclated with Royalties.

15.1 Request the detail to the Royalty accounts. Detail should include complete address information
including Payee name, street address, city, state, and zip code, as well as issue date information.

15.2 If the Holder is filing unclaimed property reports and escheating Royalties, request the detail

for the Unclaimed Property filings. Review each filing to confirm that Royalties are

being escheated to the proper state followlng the Priority Rules.

NQTE: Many Holders escheat Royalties to their State of incorporation or a State of Reciprocity.
15.3 Quantify the Royalty liability based an the date that the Royalty is issued. Link the Actual

amounts by year to the Actual cofumn on the Extrapolation page. Using the amounts

where actual Royalties have been provided, calcuiate the error rate to be used for years where

information is not available

i6 Heading to reflect Holder Name, State of Incorparation, Property Type review reflected

on respective Extrapalation page.
16.1 Box A: to reflect Holder Name, State of Incorporation, Date of Incorporation

Box B: to reflect information for account under review {ex: Bank Account Name, Bank
Account Number, GL Account #, Open/Close Date, etc..)
16.2 Confirm "Year" column reflects earliest year of review through current
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Audit Procedures - COMPANY NAME - STATE, STATE, STATE
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16.3 Confirm "Total Revenue for Extrapolation™ column reflects revenue for earliest year of
review through current. Where revenue is not provided by Company {Tax Returns and/or

Audited Financial Statements), calculate Growth Rate using Growth Rate model. Total

Revenue for Extrapolation reflected should equal the total revenue for years where Actual
information is provided.

16.4 Confirm Actual Unclaimed (Property Type) column total ties to the respective Pivot table
total.

165 For Qutstanding Check reviews and On Balance Sheet AR, Percentage of Unclaimed

{Property Type) column is calculated by dividing Actual Unclaimed (Property Type) by Total
Revenue for Extrapolation amount. Percentage should be reflected in column calls for all
years where Actual data is not provided or is not available/researchable, For Samples, the
Percentage of Unclaimed (Property Type) column is calculated from the Samiple results.
Please confirm error rate reflected on Extrapolation page is equal to the error rate
resulting from the Sampie review, on Sample Summary page.

16.6 Projected Unclaimed {Property Type) should equal the total by year of the amounts
calculated by multiplying the Percentage Unclaimed (Property Type) by the extrapo:ation
base. Confirm that the total reflected is the sum of all total column.

16.7 Actual Amaunt to reflect the total amount of Actual unclaimed property liabillty for account
reflected on respective extrapolation page. This cell should tie to the Actual Undairied
{Property Type) total, as well as, to Pivot table. Years reflected should be the years for
which Actual information was provided.

16.8 Projected Amount to reflect the tatal amoun of estimated unclaimed property liability
for years where actual information Is not provided. This cell should tie to the Projected
Unclaimed {Property Type) total. Years reflected should be the years for which an
extrapolated liability is calculated.

16.9 Currert due should equal the Unclaimed Property amount that is currently due to the State
based on the Company's State of Incorporation, dormancy period for the specHic property
type being reviewed. Years reflected should be the earliest year of review through the
current dormant year.

16.10 Future due should equal the Unclaimed Property amount that would be due in the future
to the State based on the Company's State of Incorporation, dormancy period for the
specific property type being reviewed. Years reflected should be the first year following
what is currently dormant, through the most current year of review.

16.11 Notes: Each note should reflect the steps taken during the review of the respective
property type/account. Confirm that the Notes are reflective of the review performed
and add any additional Notes deemed relevant.

17 Each Property Type/Account under review, for each Entity/Company/Subsidiary should
be listed on the High Level Summary tab. Informatien to Include Company Name,
Property Type- Revlew Type, Review As Of date, Account Infermation (Bank, GL).

171 Actual Amounts Section: Should tie to the Actual Unclaimed (Property Type] cell on the
Extrapolation page. This number should be Hyperlinked.

17.2 Extrapolation Column should link to the Projected Undaimed (Property Type) cell.

17.3 Total Column should total the Actual amount and the Extrapolation amount.

17.4 Actual (A) or Extrapolated (E } Column should reflect the years in which are Actual property
amounts and Extrapolated for the respective property type.

17.5 Current Amount Due Column should link to the Current Due cell on the Extrapolation page.

17.6 Future Amount Due Column should link to the Future Due cell on the Extrapolation page.

17.7 Confirm that all amounts on the High Level Summary tab are correct. The Total Column

should equal the total of the Current and Future Amount Due columns.




1-Sample Audit Pro 'es

Audit Procedures - COMPANY NAME - STATE, STATE, STATE

FR1 IA Group provides Company with Final Report, by Property category.

FR1.1 Remediate Final Report - False positives, Filed, Due Diligence, Refunds,
and Addresses.

FR1.2 Company to prepare and mail due diligence letters to all payees including
but not limited to employees, vendors, and customers.

FR1.3 Recalculate liabllity based on due diligence results.

FR1.4 Company to reissue items to employees, vendors, customers,

etc.., where applicable.

FSR1 Receive final State mandate from states included in Audit.

FSR 1.1 Prepare final reports to be submitted to respective states.

FSR1.2 Provide final reports and payments to applicable states active
in Audit.

NOTES:

* All property that is not associated with an address or is associated with an address that is located outside of the United States, will be
sourced to the Company's state of incorporation.

? For all years where actual property ts not available for review, as confirmed by the Letter of Attestatlon, an extrapofation will be calculated
based on the years in which actual Information has been provided and reviewed. The extrapolatfon will be remitted to the Company's

state of incorporation.

# Where addressable Infermation is available, IA Group uses the respective dormancy periods and applies other state specific rules when
calculating the unclaimed property liability due to each state induded in the audit review. Where addressable information Is not available,
or where the address Is located outside of the United States, 1A Group will follow the rules of the stata of Incorporation in determining
dormancy periods as well as when applylng other applicable rules.

i Company chaoses not to cooperate with the audlt procedures of I1A Group, 1A Group will contact the State to notify of such non-cooperation
and further audit procedures with be at the discretion of the State,
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2-Sample Information Requests

Tax Return Information
Please provide the following sections of the filed Federal Form 1120 for Company as of the most current
year end and for as far back as available:

(a) Form 1120 {(or 1065}, pages 1-5.
{b) Form 851 Affiliations Schedule.

{¢} Consolidating Income Statement {including elimination columns) which reconeiles to page 1 taxable income,
listing P&.L activity by line item for all legal entities (with legal name, FEIN#, state and date of formation/
incorporation).

{d) Consclidating Bafance Sheet {including elimination columns), which reconciles to Schedule L- Balance Sheet per
Books, listing ail Balance Sheet iine items for all legal entities, including those disregarded for Federal tax
purposes (with legal name and FEIN#).

If the Company is a partnership or other form of a legal entity, please provide the Form 1065 or any cther applicable Federal Forms filed.

Apportionment Schedules
Please provide the Company's apportionment schedule as of the most current year end (YEAR). The schedule should specifically
reflect State apportionment for Sales/Revenue and Payroll,

Current Corporate Organizational Chart
Please provide Company's corporate organizational chart as of (THE MOST CURRENT YEAR END) including parent, subsidiaries,
and affiliates. This should include states of formation/incorporation, dates of formationfincorporation, and FEIN numbers.

Company Background/ Business Operations

(a) Please provide the whether the Company is on a Calendar or Fiscal Year End. If Fiscal, please provide the Year End date.
(b} Please provide a description of the Company's business activity.

{c} Please provide the data processing software currently in use by the Company. Please provide prior software system
information and the dates that those systems were in use,

Prior Abandoned and Unclaimed Property Filings, Audits or VDAs
Please provide copies of any previously filed unclaimed property filings/reports and workpapers. For prior audit workpapers or
Voluntary Disclosure Agreements with any state, please include demands for payment and release agreements,

If you have not previously been audited and have not submitted a Voluntary Disclosure Agreement to the State, please provide
confirmation of this in writing.

Bankruptcy Disclosure
tf the Company has previously filed for Bankruptcy, please provide a detailed explanation of the type of Bankruptcy filed and
the reasoning behind the Bankruptey filing.

Please provide the bankruptcy papers that support/reflect the following:

(a) Date of Bankruptcy Petition and the abandoned property that was identified In the filed petition;
{b) The State or States identified as creditors in the petition;
{c} Evidence showing that notice was given to the State{s) of the filed bankruptcy petition; and

{d) The precise language of the release in bankruptcy that the Holder is relying upon and the exact date of release of
pre-petition claims.

Acquisition History

Please provide a list of Companies that Company has acquired for as far back as available. Please also provide

documentation to support the date of acquisition and the type of acquisition (i.e. stock or asset), as well as the acquired
Company's state and date of incorporation. Please also note whether the acquired Company has previously filed for bankruptcy.

Record Retention Policy
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2-Sample Information Requests

Please provide a copy of the Company's current record retention policy.

Aurthorization Letter
Please identify any and all persons or entities (other than your Beard of Directors, if applicable) with authority to bind the Company,

including those acting pursuant to a Power of Attorney {"POA"} together with telephone and electronic contact information.

Be aware that someone with this authority can bind the Company in the absence of the presence ofa Company representative. Itis
suggested that persons with a POA or Advocate status not act independently without copying a Company representative. Provide a
copy of all authorizations.

Please provide all requested information prior to the Opening Conference Coll.



Sample Opening Conference Call

lagroup

Innovative Advocate Group
Specializing in Unclaimed Property Examinations

Holder:

States Included in Examination:
Date of Audit Initiation Letter:
Holder Advocate:

Opening Conference Call - Date

Agenda/ Talking Points

e Introduction to Kelly D’Emilia, IA Group
Introduction of Holder’s Representatives

¢ Audit Process / Timing
o Disclaimer — Holder has ability to call State
o Lookback period - By State
o Property Types — AR, AP, Payroll, Benefits, etc...
NOTES: -

e SharePoint Portal — Need list 6f those who need access and their email address
 Explanation of Initial Information Request ~ Scoping Request
o Prior Filings to be provided as soon as possible, if previously filed and filings are
not provided, IA Group will not use sampling for Voids reviews.
e Deadlines — for providing requested documents
NOTES:

e Attestation Letter
NOTES:

Next Steps

o Biweekly Status Calls

e Call Notes/Status Workplan (sent after every call)
e (all Recording

3 Harding Road - Suite E
Red Bank, NJ 07701



2-Sample Information Requests

1)  Trial Balance Analysis
For each entity chosen for review and referenced as In-scope, please provide a Trial Balance for the most recent
year-end (or, to the extent the entity has been merged into another company, please provide for the last year pre-merger).
and for years as far back as can be pravided. Each Trial Balance should itemize individual account numbers, together with zero
balance accounts, Including but not limited to, cash, accounts receiveable, accounts payable, and other liabilitles. Pleasa identify
any in-scope entities that do not maintain a separate trial balance. Please also provide a Chart Of Accounts 1o support the
Trial Balance.

For Companies not incorporated in ane of the Auditing State(s), please only provide the most current yeor-end Trigl Balance.

2)  Accounts Receivable Aging Reports
For each of the in-scope entities listed, please provide an accounts recelvable aging as of {YEAR END), reflecting transactions at a
customer invoice level. Please refiect aging categories current, 30-60 days, 60-90 days, 90-280 days, 180-365 days,
and 366 days plus. REQUESTED AGINGS TO BE PROVIDED IN EXCEL FORMAT,

i.  Please provide the accounts receivable aging reports for each of the Companies {calendar/fiscal) year ends for as far
back as available.

ii.  Each report should include such detail as customer number, customer name, customer address, invoice number,
invoice amount, and invoice date.

iii. The report should include all current and aged balances, both debits and credits, and should tie to the respective
entity's trial balance accounts receivable account(s).

iv. Please provide the requested aging in Excel format, or if not available In Excel, in an avallable electronic format.

For Companies not incorporated in one of the Auditing State(s}, please only provide the most current year-end Accounts Receivable Aging Report.

Medical industry request, if applicabie:

3)  Unapplied Trial Balance Accounts
Please provide a complete listing of all Unpplied {or " Dummy") Trial Balance Accounts to which payments are held in suspense prior to
being applied to the respective patient/Insurance accounts.

I Pleasa provide all transaction level detail as of (YEAR END) to tie to the balance of the respective Trial Balance account as of [YEAF
Please include all applicable patient information {i.e. patient number, name/address). REQUESTED DETAIL TO BE PROVIDED IN EX{

3}  Accounts Recelvable Policies and Procedures
For each in-scope entity listed, please provide accounts receivable policies and procedures, including write-off policies
and procedures (i.e. the removal of aged customer credits from the active accounts receivable accounts), including:

i.  Due Diligence procedures followed to customer overpayments, unapplied cash, and unidentifiad
remittances;

li. Communications including monthly statements or correspondence sent to current and inactive customers:
ii. Any threshold guidelines tor writing-off stale customer credits; and
iv. Listing of Trial Balance accounts (bad debt, doubtful accounts, stc.) to which adjustments are made.

4}  Accounts Payable/ Payroll
Please complete the attached Disbursement Account Matrix .

5]  Benefit Programs
Please complete the attached Benefit Program Matrix for each entity included in the scope of the examination, listing
each benefit program that your company offers, noting as self-insured or fully insured. Please identify all current programs and
providers, as well as former programs and/or providers that have been discontinued and are no longer utillzed. Please identffy
any in-scope entitles that do not have employee benefit programs.

For each of the third party administered plans {reflected on the attached Matrix}, please provide a copy of the contract
between the Company and the TPA. If a copy of the contract cannot be obtalned, please provide a letter from each administrator
stating that the administrator Is responsible for the escheatment of all uncashed checks.
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2-Sample Information Requests

Accounts Payable
For each of the accounts payable accounts listad below, please pravide the following as of (MOST CURRENT YEAR END):

i Qutstanding Checklist: Please provide the Company prepared outstanding checkfist to tie to the respactive Trial Balance Accaunt.
Listing should include payee name, payee address, check number, check amaount, date of check issuance,
OUTSTANDING CHECKLIST TO BE PROVIDED IN EXCEL FORMAT.

ii. Voids/Stop Payments/Cancelled/Write-offs: Plezse provide a listing of all voids, stop payments, cancelied, and/or written off checks from
the accounts payable accounts listed below, as of the most current year end, dating back to the earliest year that information is available.
The listing should include payee name, payes address, check number, check amount, date of check issuance AND date of void.
CHECKLIST TO BE PROVIDED IN EXCEL FORMAT.

Bank Package: Menthly bank reconciliations for periods starting December (YEAR END} and then for as far back as available,
(This shautd include original bank statements provided by the Bank, reconciliation prepared by the Company, and detailed fisting of ding
checks, vold check listing, deleted check listing and stop payment reparts.)

Entity Name G/L Account Name Bank Account Name/ Number

For gach of the closed accounts payable accounts listed above, please provide the last two Bank Packages for the account prior to its ¢losing. The Bank
Package should include the bank reconciliation, reconciliation prepared by the Company, detailed listing of outstanding checks, deleted check listing,
and stop payment reports.

Payroll
For each of the payroll accounts listed below, please provide the following as of {(MOST CURRENT YEAR END):

i Oustanding Checklist: Please pravide the Company prepared outstanding checklist to tie to the respective Trial Balance Account.
Listing should Include payee name, payee address, check number, check amount, date of check Issuance.
OUTSTANDING CHECKLIST TO BE PROVIDED IN EXCEL FORMAT.

ii. Voids/Stop Payments/Cancelled/Write-offs: Please provide 2 listing of all voids, stop payments, cancelled, and/or written off checks from
the payroll accounts listed below, as of the most current vear end, dating back to the earllest year that informatlon is available.
The listing should include payee name, payee address, check number, check amount, date of check Issuance AND date of vold.
CHECKLIST TO BE PROVIDED IN EXCEL FORMAT.

Bank Package: Monthly bank reconciliations for perlods starting Decembxer (YEAR END} and then for as far back as available.
(This should include original bank statements provided by the Bank, reconciliation prepared by the Company, and detailed fisting of outstanding
checks, void check listing, deleted check listing and stop payment reports.}

Entity Name Bank Account Name Bank Account Number

o b bl

For Entities Incorporated in States other than the Auditing State(s), please provide only the most current year-end bank p and oyt

For each of the closed payrell accounts listed above, please provide the Jast two Bank Packages for the account priorto its closing. The Bank
Package should Include the bank reconcifiation, reconclliation prepared by the Company, detailed listing of outstanding checks, deleted check listing,
and stop payment repotts.

If utilizing a third party Payroll provider, please provide the payroll process for account funding, check issuance, and voiding a check.

Accounts Payable and Payroll: Policles and Pracedures

For each In-scope entity listed, please provide accounts payable and payroll policies and procedures, including void and
wrlte-off policies and precedures (i.e. the removal of aged outstanding checks from the active accounts payable accounts),
including:

i. Due Diligence procedures followed for outstanding employee and vendor checks;

ii. Communications including monthly statements or correspondence sent to active/inactive vendors and active/inactive employees;
lil. Any timing guidelines for writing-off outstanding checks; and

iv. Listing of Trial Balance accounts {Jiability, unclaimed funds, etc.) to which adjustments are made.

v. When a bank account closes, please provide a description of how outstanding checks are handled (i.e. moved into the
new account, voided, written-off, ete..)

Escheat Polldes and Procedures

Please provide any written policies and procedures regarding all property categories that Corporation reports as unclaimed
property. If these poiicies and procedures have been revised over time, please provide the historical as well as the current
policies and procedures. If these policles and procedures vary by entity included in the scope of the examination, please
prewlide the historical and current escheat policies and procedures for each entity.

Unclaimed Property Compliance Systems

| General Ledger Property: For each entity included in the scope of this examination, please provide a description
of any unclaimed property compliance systems used for tracking and reporting accounts payable, payroll, accounts
receivable, etc.. as well as the date the systems were implemented. In addition, if a third-party firm assists in the
due diligence and escheat process, please Identify this company and the date it was engaged.
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Customer Rebates

Does the Company have any trade/ promotional rebate programs with thelr Customers? Please provide a brief description of the programs
{i.e. how discount is quaiified such as volume, display, etc.} and provide dates when initiated and clased, if applicable. Please also provide
detail for inactive programs.

vi.

wii.

If trade/ premotional rebate programs are in place, piease provide axamples of contracts between the Company and its
Customers for the various types of programs in place.

ii. How are payments to customers disbursed? Via check (AP or other type of disbursement account) or by Credit {AR)?

If payments are processed in a separate account, outside of Accounts Payable, please provide the last bank reconciliation
for any closed accounts, including a list of outstanding items at the date when the account was closed. (List to include detail such
o5, peyee name, payee address, check number, check amount, and check date) Please provide in Excel or text files, If possible.

. Please provide the most recent year-end bank reconciliation for any trade/ promational accaunt still In operation, including

a list of state dated items. (List to include detail such as, payee name, payee address, check number, check amount, and
check date).

. If it was the policy of the Company to write off stale dated checks to Income, please provide a list of written off Items from

as far back as avallable through present, (List to include detail such as, payee name, payee address, check number, check amount,
and check date).

Please provide a download of all voids from the trade/ promotional accounts for the earliest year information is
avallable. Void listing should include payee name, payee address, check number, check amount, date of check issuance
AND date of void. Please provide in Excel or text files, if possible.

Piease provide the name, title, department, telephone number, fax number and email address for the person responsible
the rebate programs and disbursement of rebate checks,

ix. If an acerual account is utilized for a Customer Rebate program, please provide the process/|ournal entries for creating the

accrual and posting the Rebates to the Customer account.

Coepsumer Rebates

Does the Company have any rebate programs with thelr Consumers? Please provide a brief description of the programs and provide dates
when initiated and clased, if applicable. Please identify all rebate programs that have been conducted within the last 10 years, providing the
beginning and ending date of &ach program.

vl

vil.

Please provide historical pelicles and procedures followed by the Company for outstanding Consumer Rebate checks. This
should include a brief description of the procedure for an outstanding check. If It is the policy of the Company to write-off stale
dated Consumer Rebate checks to income, please provide a list of items written off fer periods as far back as avallable through
current. (List to include detail such as, payee name, payee address, check number, check armeunt, and check date}

ii. Did the Company utilize a third party administrator {"fulfillment house"} for any of its rebate programs?  If applicable, please

provide the name of each fulfillment house utilized to provide rebate fulfillment services, and the dates during which each
fulfillment house was employed. Also, please provide a deseription of the futfillmant house'’s responsibllities {i.e. Issuance
and processing of rebate checks),

Please provide the malling address for each fulfillment house and the name and phane number of the primary contact.

. Far each fulfillment house presently or previously used to process rebate claims, please identify the following:

a) Details regarding the bank aceounts that support the fssuance, clearance, and reconcilement of the rebate checks;
b) Name of Bank where disbursement accounts are maintained;
<) Ownership information of actual bank disbursement accountis) - i.e. owned by Company or fulfillment house?

d) Funding of rebate programs, how and from where are the disbursement accounts funded.

. Arc separate bank disbursement accounts established for each separate rebate program?

Please provide the most recent year-and bank reconciliation for any trade/ promotional account still in operation, including
a list of state dated items. (List to include detail such as, payee name, payee address, check number, check amount, and
check date},

If It was the policy of the Company to write off stale dated checks to income, please provide a list of written off itams from
as far back as available through present. (List to include detail such as, payee name, payee address, check number, check amount,
and check date).

ix. Please provide a downlead of all voids from the trade/ promotional accounts for the earliest year Information is

available. Void listing should include payee hame, payee addrass, check number, check amount, date of check issuance
AND date of volid. Please provide In Excel or text files, if pussible.

Please provide the name, title, department, telephone number, fax number and email address for the persen responsible
the rebate programs and disbursement of rebate checks.



3-Bample Status workplan

ot Ot 22,2038 Confidential

Tax Return Information October 22, 2014 October 24, 2014 2 Received
Please pravide the following sections of the filed Federal Form 1120 for Company for as far back as avallable:
{a) Form 1120, pages :i-5.
(b} Form 851 Affilfatfens Schedula,
{c) Consolldating Incame Statemert {including elimination columns}) which reconciles to page 1 taxable Income,
listing P& activity oy line item for all legal entities (with legal name, FEIN#, state and date of formation/
incorporation).
{d) Consolidating Balance Sheet {inzluding elimination columns), whith reconciles to Schedule L- Balance Sheet per

Books, listing all Balance Sheet line Items for all legal entfties, Including those disregarded for Federal tax
purposes {with legal name and FEWN##).

Current Corporate Organkzational Chart October 22, 2014 October 24, 2014 2 Recmived
Please pravide Company's corparate organizatioral chart as of 2013 Ineluding parent, subsidraries, and affiliates.
This should include states of farmation/Incorporation, dates of formatienfincerporatior, and FEIN numbers

Campany Background, Business Operations October 22, 2014 B Oyigianding
[a) Please provide the whether the Company is on a Calendar or Fiscal Year End. If Fiscal, please provide the Year End date
(] Please provide 5 description of the Company's busfness activity,
(3] Please provide the data processing software currently in use by the Company. Please provide prior software system

Information and the dates that those systems were In use,

Prior Abandoned and Undlaimed Property Audlts or VDAs October 22, 2014 6 i
Please provide copies of any previous unelaimed property filings ar reports and wark including d 45 Tor
and release agresments, from any prisr audits or Yoluntary Disclosura Agreements with any state.

Hf you have not previcusly been audited and have not submitbed a Voluntary Disclosure Agreement to the State, please provide
confirmation of this in writing.

Bankruptcy Disclosure Dctaber 22, 2014 October 24, 2014 2 Recelved
If the Company has previously filed for Bankruptcy, please provide a detailed expl, 1 of the type of otey fiked and
the Ing behind the ptey fillng, Please provide the bankruptcy papers to that support/refiect the following:

{a} Date of Bankruptry Petitlon and the abandoned property that was Identified in the filed petition

(2] The State or States identifled ss creditors in the petition;

(3] Evidenca showing that notice was glven to the State(s) of the filed bankruptey petition; anc

[d) The precise language of the release In bankruptcy that the Holder is relying upon and the exact date of release of

pre-petition dalms.

Acquisition History October 22, 2014 October 24, 2014 1 Recetved

Please provide a list of Companies that Campany has acquired for as far back as avallable. Please also pravide
documentation to support the date of acquisition and the type of acquisition {Le. stack or aseat), as well as the acquired
Company's state and date of incorporation.

PRIVILEGED AND CONFIDENTIAL INFORMATION



IA Group - Audit Company Status Summary

4-SampleWork in Prog

dit Lofter ,, o Comments: Holder Contact Name: Third Party Advocate: NDA
Sent: Tiofcer Coniact Name:
& 513112013 10172013 sFollow-up request for documentation to suppert response sent on September 18, 2013, Name NIA NO
#Provided all requested information for 2005-2011, including confirm of no prior VDA/AUIL Phone #
sSacond Information Reques! sent (emailed) to Cempany on September 30, 2013, Email
*Had conference call October 8, 2013 with Contact to walk through and discuss Second
Information Request,
: SI312013 101712013 #Sacond Information request sent September 1C, 2013, documentation received September 27, Name Name YES
2013 Phone # Phone #
IA Group currentiy reviewing information received (TB/GL data, AR Agings, Revenue Matrix)  Email Email
eHad confarence call on October B, 2013 to discuss infomation provided to date.
] 5/31/2013 10M7R2013 eSecond Information request sent Saptember 11, 2013 Name Name NO
*Recalved information as requested on Secand Information Request. 1A Group to review Phone # Phone #
documents, October 3, 2013 Email Email
#Had call with Company to anewar Second Information follow-up questions on September 18,
2013. Follow up conference ¢all on September 24, 2013.
#Status update call on October 7, 2013 about what the differance is between AR Detailed TB
and AR Detailed Aging Mapics
B 53112013 10172013 #Sacond Information Request sent on September 4, 2013. Name WA YES
#lA Group working with Company regarding Confidentially Agreement. Phone #
#lA Group sant Company NDA on Saptember 17, sent signed NDA on September 30, 2013. Email
sHad status call on September 26, 2013, Walked through email from Contact.
#Received Trial Balance for Company as of Dac. 31 for 2000-2012, on October 4, 2013.
sForm 1120, missing supporting docs (1992-2004) on October 2, 2013
i 47252013 10M7/2013 sSecond Information Request sent on June 7, 2013, Name Name
#Dishursement Account Matrix, Benefits Matrix, and Trial Balance {2005-2012) provided. Phene # Phone #
#Recsived A/R Agings Reports for 2013. Email Emait
#AJR policies and procadures: partial - current profasses for credits, overpayments, and
unapplied cash.
* A/P (Payroll) Recieved
* Uclaimed Property Escheat History received YES
X 5{31/2013 10/17/2013 sCurrently working on NDA. Name Name
s|nformation Request sent on August 16, 2013. Phone # Phone #
*Received prior VDA docs on August 3, 2013 Email Email
#Rescheduiing kick-off call. YES
] 9/19/2013 101752013 oState sent Audit Initiation letter to Company on September 19, 20132, Name N/A NO
#Sent Initiation Letter to Mr. GEO on Septerber 26, 2013, Walting for responae back. Phone #
Email

G
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STATE Audit initiation Letter

1A Group Audit Intiation Letter

Holder Organizational Chart

High Level Final Report Summary Schedule

Accounts Payable Account Schedules

m oD oo

Payroll Account Schedules

P oD oo

Accounts Receivabie Schedules

. Accounts Payable Overall Exposure {Schedule A.1)
. Accounts Payable Extrapolation {Schedule A.2)

. Accounts Payable Qutstanding Summary Tables {Schedule A.2.1}
. Accounts Payable Outstanding Detali {Schedule A.2.2)

. Accounts Payable General Ledger Tie-out {Schedule A.3)

. Payroll Overall Exposure {Schedule B.1)
. Payroll Extrapolation (Schedule B.2)

. Payroll Qutstanding Detail (Schedule B8.2.2)
. Payroll General Ledger Tie-out {Schedule £

. Accounts Receivable Qverall Exposure (S84
. Accounts Receivable Credits Extrapolatio

. Accounts Receivable Credis Detail {Schedule

5-SAMPLE FINAL REPORT TEMPLATE

TABLE OF CONTENTS

Property Ko
i | | I - D m N
- STATE-FinalReport ITENEEN o e T RSNl =

Payroll Cutstanding Summary Tables {Schedule B.2.1)

Accounts Receivable Credits Summary Tabl

ral Ledger Tie-out (¢

PRIVILEGED AND CONFIDENTIAL INFORMATION



Company Name
State of Incorporation
Date of Incorporation
State of Examinatlon

Final Report Summary

Actual A

Business Unit

Payroll

Accounts
Payable

Accounts Receivable
Credits

Misc

Entity One
Property Type
Bank Acct Name
Bank Acct #

GL #

Entlty Two
Property Type
Bank Acct Name
Bank Acct #
GL #

Entity Two
Property Type
Bank Acct Narme
Bank Acct #
GL#

TOTAL

Extrapalal

5- SAMPLE L REPORT TEMPLATE

Current Future
Actual {A) or Extrapolated Amount Due | Amount Dye
PR - [A)YEARS, (E)
AP - (A)YEARS, (E /
ARC - [AJYEAR $ $
PR - {4
P - (A
C - {A]YEAR; $ $ -
PR - {A)YEARS, {E)YEARS
P - {AJYEARS, (EJYEARS
RC - {AJYEARS, {(E)YEARS $ - s N
S - |3 -

PRIVILEGED AND CONFIDENTIAL INFORMATION




5-SAMPLE FINAL REPORT TEMPLATE

Company Name
State of Incarporation
Date of Incotperation

Total Revenue for

Extrapolation Unclalmed Unclsimed Unclafmed

AP{PR/AR Extrapolation Basa AP/PR{AR AP/PR/AR

5 - 5 - #DN/0I

5
H
5
5
$
$
§
§
§
5
5
H
H
$
$
$
§
§
§
§
5
L]
$
$
$
5
§
5
5
H
$
$
$

1 WU D D0 B 4B 1A 1A 10 14 10 U3 15 40 44 11 48 4% U1 UF 4 <A 4

Actual Amount
Projected
Teal

B R R RV R T ST T P pr Ry

PRIVILEGED AND CONFIDENTIAL INFORMATION



Total Population
Row Labels Sum of Total Amt

2008 9,148
2009 1,321
2011 980
2010 _ Epon
Grand Total 12,449

Population Outstanding > 60 days
Row Labels Sum of Aged Amt

2008 9,148
2009 1,214
2011 980
2010 1,000
Grand Total 12,342

Total Population for Extrapolation
Row Labels  Sum of Extrap Amt

2008 1,286
2009 1,214
2011 980
2010 1,000
Grand Toial 4,480

Total Actual Amount Due
Row Labels SuLn of Amt Due

2008 1,286
2009 %

2011 980
2010 1,000

Grand Total 3,266
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4.1.22 Confidentiality: The Vendor must preserve the integrity of STO security
and confidentiality. If the Vendor is engaged in handling confidential information,
it shall exercise appropriate security precautions. The Vendor shall maintain as
confidential all information concerning a Holder's property. Pursuant to W.Va.
Code §36-8-25, unclaimed property records are confidential and not subject to the
West Virginia Freedom of Information Act, W.Va. Code 29B-1-1 et seq. See
Attachment 3, WVSTO Confidentiality and Non-Disclosure form. This form will
be required to be completed prior to contract award.

Please see attached Security Overview.
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Security Overview of Innovative Advocate Group, Inc.

For the purposes of the Confidentiality & Non-Disclosure Agreement by and between

and its subsidiaries and related entities and Innovative Advocate
Group, Inc. (1A Group"), the following represents the minimum data security standards for
processing electronic records during the EXAMINATION:

To ensure the secure file transfer of confidential client data, IA Group uses Office365
SharePoint document management solutions from Microsoft Corporation hosted on their
Azure secure cloud platform. Office365 SharePoint is a widely used commercial secure file
transfer technology used internationally by all size organizations. The technology
incorporates bank and government grade SSL encryption that is compliant with the highest
levels of state and federal privacy regulations.

Office 365 is a security-hardened service, designed following the Microsoft Security
Development Lifecycle. The service brings together the best practices from two decades of
building enterprise software and managing online sefvices. At the service level, Office 365
uses the defense-in-depth approach to previde physical, logical, and data layers of security
features and operational best practices. In addition. Office 365 enterprise level enterprise-
grade, user and admin controls to further secure the user environment. The security features
include:

Physical security

¢ 24-hour monitoring of data centers

* Multi-factor authentication, including biometric scanning for data center access

» Internal data center network is segregated from the external network

* Role separation renders location of specific customer data unintelligible to the personnel
that have physical access

* Faulty drives and hardware are demagnetized and destroyed

Show Hide Logical security

* Lock box processes for strictly supervised escalation process greatly limits human access
to your data

* Servers run only processes on whitelist, minimizing risk from malicious code

* Dedicated threat management teams proactively anticipate, prevent and mitigate malicious
access

3 Harding Road - Suite E
Red Bank, NJ 07701
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Port scanning, perimeter vulnerability scanning, and intrusion detection prevent or detect
any malicious access

Show Hide Data security

=

Encryption at rest protects your data on our servers

Encryption in transit with SSL/TLS protects your data transmitted between you and
Microsoft

Threat management, security monitoring, and file/data integrity prevents or detects any
tampering of data

Rights Management Services prevents file-level access without the right user credentials
Multi-factor authentication protects access to the service with a second factor such as
phone

S/MIME provides secure certificate-based email access

Office 365 Message Encryption allows you to send encrypted email to anyone

Data loss prevention prevents sensitive data from leakitig either inside or outside the
organization , :

Data loss prevention can be combined with Rights Management and Office 365 Message
Encryption to give greater controls to your admins to apply appropriate policies to protect
sensitive data

Additional compliance details are listed below and more information can be found at:

http://technet.microsoft.com/en—us/libra*t‘y/ofﬁcc%65-compiiance.aspx

Microsoft Office365 Compliance Standards:

1.

Health Insurance Portability and Accountability Act (HIPAA): HIPAA imposes on our
customers that may be “covered entities" under the law security, privacy, and reporting
requirements regarding the processing of electronic protected health information. Microsoft
developed Office 365 to provide physical, administrative, and technical safeguards to help
our customers comply with HIPAA. We will sign a HIPAA Business Associate Agreement
(BAA) with any customer. For more information about the HIPAA BAA, visit the
HIPAA/HITECH FAQ.

2. Data processing agreements (DPAs): We provide customers with additional contractual

2of4
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assurances through DPAs regarding Microsoft handling and safeguarding of customer data.
By signing DPAs, we commit to over 40 specific security commitments collected from
regulations worldwide. Click here to sign. (Enterprise agreement customers should contact
their account representative to obtain a DPA.)

. Federal Information Security Management Act (FISMA): FISMA requires 1].S. federal
agencies to develop, document, and implement controls to secure their information and
information systems. The FISMA FAQ describes how the Office 365 service follows security
and privacy processes relating to FISMA.

. ISO 27001: ISO 27001 is one of the best security benchmarks available in the world. Office
365 is the first major business productivity public cloud service to have implemented the
rigorous set of physical, logical, process and management controls defined by ISO 27001.

. European Union (EU) Model Clauses: The EU Data Protection Directive, a key instrument of
EU privacy and human rights law, requires our customers in the EU to legitimize the transfer
of personal data outside of the EU. The EU model clausés are recognized as a preferred
method for legitimizing the transfer of personal data outside the EU for cloud computing
environments. Offering the EU model clauses involves jnvesting and building the operational
controls and processes required to meet the exactlng requirements of the EU model clauses.
Unless a cloud service provider is willing to agree to the EU model clauses, a customer might
lack confidence that it can comply withthe EU Data Protection Directive's requirements for
the transfer of personal data from the EU to jurisdictions that do not provide “adequate
protection” for personal data. The EU model clauses FAQ describes the Microsoft regulator-
endorsed approach for the EU model clauses. -

. U.S~EU Safe Harbor framework: The U.S.-EU Safe Harbor framework also enables
customers to legally transfer personal data outside of the EU under the EU Data Protection
Directive. Office 365 follows the principles and processes stipulated by the U.S.-EU Safe
Harbor framework. '

. Family Educational Rights and Privacy Act (FERPA): FERPA imposes requirements on U.S.
educational organizations regarding the use or disclosure of student education records,
including email and attachments. Mlcrosoft agrees to use and disclosure restrictions imposed
by FERPA that limit our use of student education records, including agreeing to not scan
emails or documents for advertising purposes.

. Statement on Standards for Attestation Engagements No. 16 (SSAE 16): Office 365 has been

3o0f4
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10.

audited by independent third parties and can provide SSAE16 SOC 1 Type I and Type II
reports on how the service implements controls.

Canadian Personal Information Protection and Electronic Documents Act (PIPEDA): The
Canadian Personal Information Protection and Electronic Documents Act pertains to how
private sector organizations collect, use, and disclose personal information in the course of
commercial business. Microsoft supports compliance with PIPEDA through our
administration of Office 365.

Gramm-Leach-Bliley Act (GL.BA): The Gramm-Leach-Bliley Act requires financial
institutions to put processes in place to protect their clients' nonpublic personal information,
GLBA enforces policies o protect information from foreseeable threats in security and data
integrity. Customers subject to GLBA can use Office 365 and comply with GLBA
requirements.

40of4
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5. ADDITIONAL OPTIONAL SERVICES WHICH VENDOR MAY PROVIDE

3.1. Additional Services: Vendors with the minimum qualifications set forth in
Section 3 and who want to oversee Vendor-Assisted Self-Audits must also meet
or exceed the mandatory requirements listed below.

5.1.1. Assistance: Vendors must assist the STO in the identification,
outreach, education and notification of potential holders of unclaimed
property regarding the subject of unclaimed property and of the holders'
obligation to file unclaimed property reports and remit those funds to the
STO.

5.1.2. Identification and Contact: Vendor must research and identify
potential holders of unreported unclaimed property that is past due.
Vendor must contact those holders to part1c1pate in the Vendor-Assisted
Self-Audit. If the holder agrees to participate.in the Vendor-Assisted Self-
Audit, Vendor must inform the STQ asd provide written justification and
a Vendor-Assisted Self-Audit Plan to the STQ.

5.1.2.1. Written Justification: Vendor's written justification must
be based on the holder's reporting history and an indication of the
holder's willingness to be compliant with the Act.

5.1.2.2. Audit Plan’ The Vendor-Assisted Self-Audit plan must
identify the Vendor's staff and the assistance that will be prov1ded
to the holder, an expected timeline to begin with an opening
conference and conclude with a closing conference, the general
methods to be employed and the time period to be covered by the
Vendor-Assisted Self-Audit.

3.1.3. Authorization; Vendor must obtain prior written authorization from
the STO to oversee a Vendor-Assisted Self-Audit to be conducted by a
hoider. The STO has the final and sole authority to determine who, if
anyone, will take part in a Vendor-Assisted Self-Audit. All unclaimed
property funds or securities submitted by the Vendor or the Holder
pursuant to Vendor-Assisted Self-Audit conducted without prior written
approval from the STO shall be received by the STO without
compensation to the Vendor.
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5.1.4. Vendor-Assisted Self-Audit: Within 90 days of obtaining
authorization from the STO, Vendor must contact the holder and begin to
execute the Vendor-Assisted Self-Audit plan. The Vendor shall assist the
holder to determine, report, and collect all types of unclaimed property in
the possession of the Holder, within the scope of the audit due and owing
the STO. Vendor shall explain its responsibilities to the holder which will
include the following phases:

i. Vendor will gather and document basic corporate information;

1i. Vendor will review the financial statements in order to advise

the holder of the types of property to be included in the Vendor-

Assisted Self-Audit;

iii.Vendor will review the self-audit analysis prepared by the

holder;

iv. Vendor will assist the preparation of the unclaimed property

report;

v. Vendor will prepare a final rcport to the close the

Vendor-Assisted Self-Audit; and

vi. Vendor will review the holder's final report and submit the final

report and remittance to the STO.

5.1.5. Timeframe: The Vendor-Assisted Self-Audit of holder's records
must be completed within one (1) year from the date of the STO's
authorization letter unless the STO grants an extension.

3.1.6. Work-In Progress: Vendor must submit WIP reports on all
pending Vendor-Assisted Self-Audits in accordance with Section 4.1.17.

5.1.7. Collection and Delivery: Vendor must report all property remitted
in accordance with Section'4.1.9 and 4.1.10 and credit interest as required
by Section 4.1.15. The holder shall deliver any tangible property such as
contents of safe deposit boxes directly to the STO.

5.1.8. Education and Compliance: Prior to closing the Vendor-Assisted
Self-Audit, Vendor must educate the holder on its future compliance with
the Act including those requirements noted in Section 4.1.7.
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5.1.9. Compensation: All fees of the Vendor for Vendor-Assisted Self-
Audits will be a flat 9 percent (9%) of the net unclaimed property remitted
to the STO. Net unclaimed property is the gross value of all unclaimed
property, minus the value of all unclaimed property delivered by the
Holder, if any, that otherwise would have been delivered pursuant to the
reporting practices of the Holder as they existed prior to the execution of
the agreement with the Vendor. Payment will be made in arrears, based
upon invoices submitted by the Vendor, once property is received.

6. CONTRACT AWARD: The Contract is intended to provide Agency with a purchase price
for the Contract Services. The Contract may be awarded to all Vendors that provides the
Contract Services meeting the required specifications.

7. PERFORMANCE: Vendor and Agency shall agree upon a schedule for performance of
Contract Services and Contract Services Deliverables, unless such a schedule is already included
herein by Agency. In the event that this Contract is designated as an open-end contract, Vendor
shall perform in accordance with the release orders that may ¢ 1ssued against this Contract.

8. PAYMENT: Agency shall pay Vendor in accordance with Section 4.1.21 and 4.1.22 for all
Contract Services performed and accepted under this Contract. Vendor shall accept payment in
accordance with the payment procedures of the State of West Virginia.

9. TRAVEL: Vendor shall be responsible for all mileage and travel costs, including travel time,
associated with performance of this Contract. Any anticipated mileage or travel costs may be
included in the flat fee or hourly rate hsted on Vendor's bid, but such costs will not be paid by
the Agency separately.

10. FACILITIES ACCESS: Performance of Contract Services may require access cards
and/or keys to gain entrance to Agency's facilities. In the event that access cards and/or
keys are required:

10.1 Vendor must identify principal service personnel which will be issued access
cards and/or keys to perform service.

10.Z Vendor will be responsible for controlling cards and keys and will pay
replacement fee, if the cards or keys become lost or stolen.

10.3 Vendor shall notify Agency immediately of any lost, stolen, or missing card
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or key.

10.4 Anyone performing under this Contract will be subject to Agency's security
protocol and procedures.

10.5 Vendor shall inform al! staff of Agency's security protocol and procedures.
il. VENDOR DEFAULT:
11.1. The following shall be considered a vendor default under this Contract.

11.1.1. Failure to perform Contract Services in accordance with the
requirements contained herein.

11.1.2, Failure to comply with other specifications and requirements
contained herein.

11.1.3 .Failure to comply with any laws, rulés, and ordinances applicable
to the Contract Services provided under this Contract.

11.1.4. Failure to remedy deficient performance upon request.
11.2. The following remedies shall be available to Agency upon default.
11.2.1. Immediate cancellation of the Contract.

11.2.2. Immediéte cancellation of one or more release orders issued under
this Contract.

11.2.3. Any other remedies available in law or equity.
12. MISCELLANEOUS:

12.1. Contract Manager: During its performance of this Contract, Vendor must
designate responsibilities under this Contract. The dedicated Contract Manager
must have experience in providing audit services and must be available during
normal business hours to address any customer service or other issues related to
this Contract. If it becomes necessary for the Vendor to change the Contract
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Manager, the Vendor must notify the STO immediately. The replacement must
have similar or more experience than the original Contract Manager. The STO
reserves the right to approve any replacement at the time of the contract award or
thereafter. Vendor should list its Contract manager and his or her contact
information below.

Contract Manager: Kelly D’Emilia

Telephone Number: 732.576.7710

Fax Number: 732.741.3825

Email Address: Kdemilia@innovativeadvocate.com




REQUEST FOR QUOTATION
CRFQ STO1700000006 - Professional Anditing Services

Exhibit A

Glossary of Terms

Abandonment Period: Time period from date of last owner activity; see W.Va. Code § 36-8-2 for
additional information.

Desk Audit Program: Developed by STO for identification of and communication with Holders
with no reporting history or history indicating inadequate reporting.

Due Diligence: Written notice sent by a Holder of unclaimed property to the apparent owner

stating that the Holder is in possession of property subject to the Act; see, W.Va. Code §36-8-7(¢)
for additional information regarding this issue.

Holder: An entity obligated to hold for the account of, or deliver or pay to, the owner property
subject to the Act.

Out-of-proof reports: Reports in which inaccurate records keeping results in more accounts listed
in the report than actual accounts exist, for which property is remitted to the STO.

NAUPA: National Association of Unclaimed Property Administrators.

Security: Evidence of ownership of an interest in 2 business entity, such as common stock, mutual
fund shares, or evidence of indebtedness, such as a bond.

Vendor: An entity contracting with the STO to provide Services pursuant to this RFQ.



SOLICITATION NUMBER: CRFQ STO1700000006

Addendum Number: 1

The purpose of this addendum is to modify the solicitation identified as CRFQ STO1700000005 (“Solicitation’)
to reflect the change(s) identified and described below.

Applicable Addendum Category:
[X] Modify bid opening date and time
[ ] Modify specifications of product or service being sought
[X] Attachment of vendor questions and responses
[ ] Attachment of pre-bid sign-in sheet
[ 1 Correction of error

[1 Other

Description of Modification to Solicitation:
1. To provide responses to vendor questions.

2. To move the bid opening from 06/01/2017 to 06/08/2017.

Additional Documentation: Documentation related to this Addendum (if any) has been included herewith as
Attachment A and is specifically incorporated herein by reference.

Terms and Conditions:
1. All provisions of the Solicitation and other addenda not modified herein shall remain in full force and
effect.

2. Vendor should acknowledge receipt of all addenda issued for this Solicitation by completing an
Addendum Acknowledgment, a copy of which is included herewith. Failure to acknowledge addenda
may result in bid disqualification. The addendum acknowledgement should be submitted with the bid to
expedite document processing.
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ATTACHMENT A
ADDENDUM NO. 1 -CRFQ ST017006000006

Section 5.1-Additional Services: Vendors with the minimum qualifications set forth in Section 3 and who
want to oversee Vendor-Assisted Self-Audits must also meet or exceed the mandatory requirements listed
below.

If the vendor does not wish to participate in these services, will they be considered less favorable or will
the evaluators deem the preference as non-responsive?

No

If not, can the vendor respond “...does not wish to participate in the Vendor-Assisted Self-Audit Service”?

Yes

The RFP includes a provision which states “...West Virginia currently utilizes a Purchasing Card
program...to process payment for goods and services. The Vendor must accept the State of West
Virginia’s Purchasing Card for payment of all orders under this Contract”.

Please indicate whether a vendor who is not currently set up to accept purchase cards and does not
currently accept purchase cards for payment by any other client could receive an exception from this
requirement.

The box in Section 15 in the General Terms and Conditions dealing with Purchasing Card Acceptance
will now be checked which states:

15. PURCHASING CARD ACCEPTANCE: The State of West Virginia currently utilizes a
Purchasing Card program, administered under contract by a banking institution, to process
payment for goods and services. The Vendor must accept the State of West Virginia’s
Purchasing Card for payment of all orders under this Contract unless the box below is checked.

[X] Vendor is not required to accept the State of West Virginia’s Purchasing Card as payment for
all goods and services.

The RFQ contains a set of Mandatory Requirements at Section 4 beginning on page 27 of the RFQ
document. Is the State looking for a specific response to each of these Mandatory Requirements or are
they included for informational purposes to identify the mandatory requirements for any bidder? If a
response is requested, is a blanket acceptance of these items acceptable or must a section-by-section
response be provided?

Section 4 does identify the mandatory requirements for any bidder. A specific response to each section is
not required. Additionally, a blanket response is acceptable.
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Section 3.4 Quality Control Review Litigation
The STO is requesting “quality control reviews of the Vendor’s work for the past two (2) years...” Could
you please define “work” and identify the principles of quality control that the reviews need to address?

Work is defined as audits performed by the Vendor. The principles that should be addressed must identify
and confirm that the Vendor provides quality audits in accordance with all applicable standards.

Section 4.1.22 Confidentiality

“The Vendor shall maintain as confidential all information concerning a Holder’s property. Pursuant to
W. Va. Code 36-8-25, unclaimed property records are confidential and not subject to the West Virginia
Freedom of Information Act...See Attachment 3, WVSTO Confidentiality and Non-Disclosure
Form...” There was no Attachment 3 in the RFQ. Will this be provided upon contract award?

Attached — See Attachment 3.

It is unclear when vendors can anticipate receiving answers to questions. Can the STO please confirm
when Vendors can anticipate receiving a written response published in a Solicitation addendum?

See Section 4 in the Instructions to Vendors Submitting Bids. Also, this addendum’s purposes to publish
responses to vendor questions and extend the bid opening date.

To ensure that Vendors are able to provide a responsive bid for the STO’s evaluation, Vendors must have
sufficient time to review the questions and answers and appropriately incorporate that information into
their bids. With this in mind, and given the impending Memorial Day holiday, is the STO willing to
consider extending the bid opening date from Thursday, June 1, 2017 to Thursday June 8, 20177

Bid opening has been extended to 6/8/17 at 1:30 pm.

When attempting to access the information set forth in the hyperlink provided, an error message is received
showing that “this page can’t be displayed”. Can the STO please confirm the hyperlink to access the
Confidentiality and Information Security Accountability Requirements referred to in General Terms and
Conditions, Section 31, or provide the document as an attachment?

The link has been provided again for reference purposes.
http://www.state.wv.us/admin/purchase/privacy/default.html

If this link does not work, please visit www.wvpurchasing.gov

1. Click on the “Site Map™ icon on the left side of the page;

2. Under the “About Us” heading, click on the “Privacy and Confidentiality” link;

3. The “Privacy and Confidentiality” page as mentioned in Section 31 of the General Terms and
Conditions should appear.

Please clarify if the STO expects that the employees of Vendors providing professional auditing services
for UP will be regularly employed on the grounds or in the building of the Capitol complex or will have
access to information considered sensitive or critical under a contract resulting from this RFQ.

The STO does not anticipate Vendors to be on the grounds or in the building of the Cepitel or have
sensitive or critical information pursuant to this section. However, the Vendor will have access to sensitive
or critical information that is confidential and must be appropriately safeguarded pursuant to other sections
of the RFQ.



Ql1:

Alil:

Qiz:

Al2:

Q13:

Al3:

4:

Al4:

Q15:

AlS:

Q16:

Al6:

Ql7:

Al7:

Keeping in mind the STQ’s instructions not to include confidential or trade secret information in a
Vendor’s submission as outlined in Instructions to Vendors Submitting Bids, Section 21 and General
Terms and Conditions, Section 32, please indicate whether Vendors must submit copies of their
confidentiai quality control review reports (e.g. SSAE-16 / SOC 1 reports and/or ISO-27002 Compliance
Reports) in response to Specifications, Section 3.4, If so, will the State agree to hold such information
confidential and exempt from public disclosure as permitted under W. Va. Cod, §29B-1-4 (1) and
(14)? Alternatively, would the STO accept a detailed overview description of all quality control reviews
of the Vendor’s work for the past two (2) years acceptable for the STO’s evaluation? If that is not
acceptable, would the STO agree to view the reports “in camera” via an e-room or other file sharing
exchange wheteby the information would remain on the Vendor’s servers? ‘

The STO is willing to accept a detailed overview description of all quality control review of the Vendor’s
work for the past (2) two years.

Please clarify if the Holder shall aci as ageni for the STO when performing the services required in
Specifications, Section 4.1.10.3 or if the Vendor shall act as agent for the STO.

The holder.

It is unclear where Attachment 3, WVSTO Confidentiality and Non-Disclosure form is located within the
RFQ. Can the STO please confirm where in the RFQ Vendors can find Attachment 3, or kindly provide
the document as a separate file for completion?

Attached — See Attachment 3,

At the time of the proposal submission, what business registrations are required for out of state vendors
in order to be considered compliant with the terms of the solicitation?

Vendors may bid without obtaining the licensing but all such requirements must be met prior to contract
award.

Is a vendor not currently working in the State of West Virginia required to register with the Secretary of
State in order to submit a proposal? (Reference 3 Qualifications 3.3 Location)

No

Please clarify the meaning of Quality Control Review Litigation. (Reference 3 Qualifications, 3.4). What
documents would qualify for external quality control review?

Documents must identify and confirm that the Vendor provides quality audits in accordance with all
applicable standards. Additionally, the STO is willing to accept a detailed overview description of all
quality control review of the Vendor’s work for the past (2) two years.

Exhibit B: Property Type Codes and Abandonment Periods — This sections omits NAUPA codes AC01 -
Checking Acct and AC02 — Savings Acct as it begins with AC03. The Statutes provide a seven (“7”) year
dormancy prescription for interest bearing DDA and SAV accounts, and non-interest bearing accounts a
five (“5”) year dormancy prescription. How should the auditor distinguish between interest bearing and
non-interest bearing accounts in the event of discovery? What code should the auditor use for each?

An updated Exhibit B has been provided.



Q18:

18:

Q19:

Al9a:

Al9b:

Al9c:

In the event that the holder wishes to revise the State’s “Standard Release Agreement,” or provide one of
their own, is the State open to considering?

Yes, the STO has provided a sample release agreement that is used in most audits. However, the STO
does work with Holders to ensure the release agreement is acceptzable to both the Holder and the STO.

Relating to Exhibit D, West Virginia State Treasurer’s Auditing Guidelines:

a. Examination scope: §36-8-21 Records Retention (a) — promulgates that holders must retain records

for 10 years. (b) promulgates a 3 year record retention period for business associations or financial
organizations that sells, issues or provides to others for sale or issue, negotiable instruments of
which they are responsible. Considering these facts, what is the State’s proposed audit scope for
examinations? Is it 10 years or 3 years?

The proposed audit scope for examinations will be dependent on the particular audit at issue.

. Phase III: Examination of Recent Period; Consistency — Section 2.3.2. References site visits in

multiple instances. Is it the State’s expectation that all examinations shall be conducted onsite?

It is likely that most audits will require a site visit with the Holder. However, at this time, the STO
is unable to determine that all audits will need to be conducted onsite.

. What is the expected timeline for examination completion?

Dependent on the audit at issue. A reasonable time for some audits may be approximately a year
while others may take several years due to different circumstances.

Q20: Exhibit D, West Virginia State Treasurer’s Auditing Guidelines appears to be missing a page(s) as it goes

from 1.1.4 to 2.2.2. Could you please provide the full guidelines?

Additionally, the Guidelines found at

http:/fwww.wvtreasury.com/Portals/wvtreasury/content/Unclaimed%20Property/Business%20Holders/
WVSTOAuditingGuidelinesRevisedFeb2009.pdf appear to be a different version. Please confirm that the

Guidelines provided pursuant to the previous question are the correct and current Guidelines.

The attached guidelines are correct. We are in the process of updating those listed on the STO’s website.
Exhibit D is attached.

OTHER INFO TION:

1. The bid opening has been extended from 6/1/17 to 6/8/17 at 1:30 pm.

2. There are three (3) attachments to this addendum —

a. Attachment 3 — Non-Employee Confidentiality/Non-Disclosure Agreement
b. Exhibit B - revised
¢. ExhibitD



ATTACHMENT 3 °

WEST VIRGINIA STATE TREASURER'S OFFICE
NON-EMPLOYEE
CONFIDENTIALITY / NON-DISCLOSURE AGREEMENT

I am the person (Recipient) named at the end of this Confidentiality / Non-Disclosure Agreement

® N o

10.

1.

(Agreement), who may have access to information of the West Virginia Stale Treasurer's Office
(STO) that may be considered confidential. | acknowledge and agree that:

Certain matters may be disclosed to me that should remain confidential or proprietary;
Confidential Data Includes any information residing on STO Information Resources; all data,
materials, products, technology, computer programs, specifications, manuals, business plans,
records, software, financial information, and other information disclosed or submitted, orally, in
writing, graphically, machine recognizable, or by any other media, to me that is stamped
"confidential,” "proprietary” or with a similar tegend; or that | have been informed is Confidential
Data or proprietary information;

Confidential Data does not include any data, information or device that is:

* in my possession from another source without restrictions on use or disclosure;

* independently developed by the me;

» available without breach of this Agreement; or

» produced or disclosed pursuant fo applicable law, rule, regulation or court order;

I shall not disclose or use the Confidentjal Data in a manner in violation of this Agreement
without the express written consent of the State Treasurer or Assistant State Treasurer;

| shall not disclose or use the Confidential Data in a manner that violates any law;

[ will hold in strict confidence anything thet is considered Confidential Data or proprietary within
the meaning of this Agreement;

| shall not disclose to any person not specifically authorized to receive, have or view any
Confidential Data or proprietary information;

disclosure or unauthorized use of any Confidential Data or proprietary information will cause
irreparable harm and loss to the STO and may violate various laws of the State of West Virginia
and the United States;

the STO may take whatever steps its considers appropriate to protect its Confidential Data, and
in the event | disclose or use. or permit any disclosure or use of. any Confidential Data without
authorization from the State Treasurer or Assistant State Treasurer, such steps may Include
termination of any agreement or arrangement under which | work;

| shail not use any Confidential Date as a basis upon which to develop or have another entity
develop any product or service without the express written consent of the State Treasurer or
Assistant State Treasurer; and

| will report, in writing, any unauthorized use or disclosure of the Confidential Data of which |
become aware.

WITNESS THE FOLLOWING SIGNATURES:

(STO) (Recipient)
Signature: Signature;
Name: Name:
Title: Title:

Date: Date:

Revisions: May 22, 2008; January 31, 2011



EXHIBIT B

WV Property Type Codes
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WV Property Type Codes
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Exhibit C
STANDARD RELEASE AGREEMENT

This Standard Release Agreement (“Agreement”), effective the ,20_,is
made by and between the West Virginia Office of the State Treasurer, Unclaimed Property
Division (“the STO") and (the “Holder”).

WHEREAS, on behalf of the West Virginia Office of the State
Treasurer, Unclaimed Property Division, has performed an unclaimed property examination,
pursuant to the provisions of West Virginia Unclaimed Property law to determine the Holder’s
compliance with the West Virginia Unclaimed Property law (the “Unclaimed Property Law™), and

WHEREAS, based upon the results of the examination, has reported and remitted
to the State on behalf of the Holder certain funds, securities and other intangible property that
constitute unclaimed property pursuant to the Unclaimed Property Law, and

WHEREAS, the Holder recognizes that the Unclaimed Property Law requires that apparent
owners of certain types and amounts of property be notified within a specified time period that the
Holder is in possession of property subject to the Unclaimed Property Law, and

WHEREAS, the Holder certifies that is has complied with those notice requirements of the
Unclaimed Property Law, and has complied with the remaining provisions of the Unclaimed
Property Law;

NOW, THEREFORE, THIS AGREEMENT WITNESSETH:
The parties covenant and agree follows:

1. Compliance: Based upon the Holder’s certification as to its compliance with Unciaimed
Property Law notice and abandonment period requirements, and based upon the reporting
and remitting of the identified property to the STO, the STO acknowledges that the Holder
has complied with the provisions of the Unclaimed Property Law, with regard to the
property reported. The identified property, if any, is listed on the attached Schedule A.

2. Release: In consideration of the good faith reporting and remitting of the identified
property to the STO, the STO releases the Holder, and if applicable, any transfer agent,
dividend or interest disbursing agent, or registrar, from any liability arising hereafter with
respect to the reported and remitted property, pursuant to the Unclaimed Propetrty Law. In
further consideration of the good faith reporting and remitting of the identified property,
the STO agrees to waive any applicable interest and penalties which might otherwise be
imposed pursuant to Unclaimed Property Law.

3. Reimbursement: The STO further agrees to reimburse the Holder pursuant to the
requirements of the Unclaimed Property Law in the event that any person or entity claims
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6.

property previously delivered by the Holder to the STO, provided the property was reported
and remitted to the STO in good faith, and provided that the Holder files proof of payment
and proof that payee was entitled to the payment.

Governing Law: The laws of the State of West Virginia and the legislative rules of the
STO shall govern all rights and duties under this agreement, including without limitation
the validity of this agreement. In the event a lawsuit is brought involving this Release
Agreement, venue shall be proper only in Circuit Court of Kanawha County, West
Virginia. The parties hereby acknowledge jurisdiction of the courts of the State of West
Virginia for purposes of this Agreement.

Severability: If any provision of this Agreement or any document referenced in this
Agreement is found to be invalid by a court of competent jurisdiction, such invalidity shall
not affect the remaining provisions which can be given effect without the invalid provision,
and to this end, the provisions of this Agreement and any document referenced in the
Agreement are declared to be servable.

Effective date: This release agreement shall be effective as of the date of the last signature.

WITNESS THE FOLLOWING SIGNATURES:

West Virginia Office of State Treasurer Holder
Unclaimed Property Division

By: By:
Title: Title:

Date:




EXHIBITD
WYV State Treasurer’s Auditing Guidelines

Statement of Purpose

The following guidelines contain policy and procedures goveming the activities of Vendors of the West Virginia
State Treasurer’s Office (the “STO") conducting examinations under West Virginia’s Unclaimed Property Program.
These guidelines are designed to assist vendors performing audits in accordance with RFQ for Professional

Auditing Services to:

1. See that the examinations are conducted objectively and impartially;

2. See that the examinations are completed promptly and without undue burden of holders;

3. Seethat confidentiality is maintained for records obtained from the STO and the holders; and

4. See that the holder under examination is fully apprised of its appeal rights.

Authority to Conduct Unclaimed Property Examinations

West Virginia State Code §36-8-20 provides authority for the STO, at reasonable times and upon reasonable notice,
to examine the records of any person to determine whether the person has complied with the West Virginia Uniform
Unclaimed Property Act. This same section provides authority for the STO to request that the unciaimed property
examination be conducted by outside Vendors (“Vendors™) pursuant to contract, on behalf of the STO.

1. Initiating the Audit:

1.1. Opening Conference; Prior to the opening conference, the Vendor must provide the holder with a copy of
these guidelines and a copy of the STO’s written approval authorizing the Vendor to perform the
examination on the STO’s behalf. During the opening conference, the Vendor must:

1.1.1.Identify the time period to be covered by the examination and describe the general examination
methods and procedures to be employed, including sampling and estimation.

1.1.2.Explain any unique aspect of West Virginia’s Unclaimed Property Law as compared to other states.

1.1.3.Explain circumstances in which estimation techniques may be used, along with a description of the
methodology that may be employed.

1.1.4.1dentify, in writing, the STO’s examination liaison to whom the Vendor is accountable, including his
or her full name, title, address, telephone and facsimile number, and advise the holder that it is free to
discuss the examination directly with the liaison at any time regarding allegations of misconduct,
unethical behavior, or significant disagreement relating to legal authority.

1.1.5.Identify, in writing, each and every individual, who will take part in the examination.

1.1.6.Explain that the holder shall directly remit to the Vendor any abandoned property identified during the
examination as owing to the State of West Virginia. The Vendor shall be responsible for remitting the
property to the STO.

1.1.7.Explain the holder’s appeal rights and procedures, and the Vendor’s responsibility during the appeal
process.

1.1.8.Advise the holder of the provisions of the statute for notifying owners of their property. The Vendor
shall notify the STO if due diligence has not been carried out by the holder.

1.1.9.Advise the holder of its continuing obligation to report property to the STO.
1.1.10. Advise the holder that all property remitted must conform to the requirements of the Act,

Revised April 2017 " Pagel



L.1.11. Inform the holder that any applicable penalties and interest may only be waived with written

authorization from the STO.

1.1.12, Fully disclose to the holder its fee arrangement with the STO.
1.1.13, Explain and describe the components of the examination, as defined in these Guidelines.

2. The Audit should consist of the following phases:
2.1, Phase I: Basic Information Gathering; Site Selection

2.1.1.

2.1.2,

Objective: Where not all record keeping, accounting and abandoned property reporting are
centralized, determine the particular entities/business units/third-party accounts to be examined in
Phase IT.

Progess: This phase commences with a telephone conference call (the opening conference) between
the Vendor and the holder, at which time the Vendor requests basic data. The holder is expected to
respond to the data request within an agreed-upon time period not to exceed 30 days.

2.2. Phase II: Devising the Examination Program for a Recent Peried

22.1.

2.2.2.

Objectives: To determine the amount of abandoned property generated during a recent period. To
understand policies and procedures related to accounting for and reporting abandoned property
during the recent period. To determine the amount of outstanding lisbility related to the stale-dated
and dormant amounts contained in the holdet’s presently maintained internal accounting system.

Process: This phase commences with a written information request from the Vendor to the holder.
The holder is expected to be fully responsive to the Vendor’s request within an agreed-upon time
period not to exceed 30 days.

2.3. Phase ITI: Examination of Recent Period: Consistency

2.3.1.

232,

Objective: To test the holder’s assertions regarding its creation and treatment of abandoned property
for a recent period. In those instances where the resuits of the recent period indicate a proper
treatment of abandoned property, or the failure to generate material amounts of abandoned property,
to determine if these results would likely be reflective of prior periods.

Process: This phase commences with a written information request from the Vendor to the holder
and includes a mutually agreed-upon date for 2 site visit. The site visit is expected to take place
within 30 days of the information request. During the site visit, the Vendor analyzes the holder’s
books and records and selects items for testing. The holder is expected to produce documentation
supporting its accounting for the items selected within an agreed-upon time period not to exceed 45
days. The Vendor then makes a second site visit to the hoider at the agreed-upon date to review and
analyze the documents produced.

Objective: To determine the overall abandoned property due and owing for the entire period under
examination. If, due to record retention policy constraints, less than the entire examination period
will be examined, the Vendor must determine the base period to be utilized; calculate total
abandoned property generated during the base period (7.e., amounts that are abandoned, plus amounts
suspended, plus amounts written off); extrapolate total abandoned property results from base period
to entire period; then credit amounts actually reported and paid to the STO.



2.4.2, Process: This phase commences with discussions between the Vendor and the holder regarding the
design of the Phase IV examination program. The design of the examination program is expected to
take 30 to 45 days. The Vendor and the holder then decide upon a mutually agreed-upon date for a
site visit. The site visit is expected to take place within 20 days of the end of the design of the Phase
IV examination program. During the site visit, the Vendor performs testing procedures and select
samples for testing. The holder is expected to produce documentation supporting its accounting for
the items selected within 60 days. The Vendor then makes a second site visit at the expiration of the
60-day period to review and analyze the documents produced. If the holder believes it has been
responsive to the Vendor, but the Vendor disagrees, the holder has an additional 30 days to provide
additional documentation to the Vendor to support its position. Because many holders have multiple
divisions, subsidiaries, and affiliates, and generate various types of property that require
examination, separate analyses and reports will be prepared, so that the STO may receive property
as amounts due are determined, and not wait for all areas to be completed.

2.5. Phase V: Closing Examination
25.1. Obijective: To reach agreement with the holder on the amount of abandoned property due and owing.

2.5.2, Process: This phase commences with the provision of a draft report to the holder. The holder has 20
days to respond to the draft. Discussions are held with the holder to finalize the findings, which are
expected to occur within 15 days of the holder’s initial response. Promptly thereafter, the final report
is issued.

2.5.3. The examination period will be extended to include any year subsequent to the years initially
included if the examination is completed after additional report years have elapsed.

2.5.4. The holder should be informed that if it has fully reliable records for the examination period, there
is no need for estimation techniques. The holder should also be informed that if it (i) wants to
question the accuracy of its own records or (ii) does not have records for the entire period or (iii)
believes that accessing those records would be excessively burdensome, then a sampling and
extrapolation will be performed. If records do exist but are not electronically accessible and are too
voluminous to have the Vendor manually keypunch or analyze them in a cost-effective manner, then
the Vendor may similarly determine to perform estimation by means of sampling. The Vendor shouid
advise the holder of the parameters of the sampling technique and try to reach agreement with the
holder as to the integrity thereof. Failure to reach such agreement, however, should not halt the
examination. The holder should be informed that if sampling techniques are used, the liability
determined by the Vendor will represent a fair estimation only.

2.5.5. The Vendor should fully explain to the holder the appeal process and procedures as stated in Section
4, Further, the Vendor should obtain from the holder written confirmation acknowledging
understanding of the appeal process and procedures.

25.6. After the holder and the Vendor have agreed to the amount deliverable, the Vendor will provide the
holder and the STO with a final examination report summarizing the procedures performed and the
conclusions reached, including the amount deliverable.

3. Working Paper Requirements: The Vendor is required to prepare working papers that provide documentary
evidence of the work performed in the examination. The working papers provide the basis for the review and
evaluation of the work of the Vendor and must be complete and accurate to provide proper support for findings,
conclusions, and recommendations. Working papers must be clear and understandable, ensuring that
supplementary explanations are not needed. Anyone using the working papers should be able to readily determine
the purpose, nature, and scope of the work done and the Vendor's conclusions. Working papers must be legible
and neat. The information contained in working papers should be restricted to matters materially important,
relevant, and useful to the objectives established for the examination. The working papers are a record that should

3



be understandable to any professional many years later, whether or not the Vendor preparing the working papers
is available. Each work paper should “stand alone” and include adequate cross-references. The format for
individual working papers should contain the following:

3.1

3.2

33

34,

3.5.

3.6.

3.7.

Headings. All working papers should be identified with a heading that includes the name of the entity being
examined, the dates of the examination period, a title describing the nature of the data on the working paper,
and the examination identification number.

Signlng, Dating, and Paginating, Each lead workmg paper must be initialed and dated by the Vendor and
the reviewer, and all pages numbered.

Source, Purpose, Scope, Procedures, Findings ard Conclusions. Each of these items usually appears on
every working paper. Occasionally, only the source and purpose are required, particularly when documents
are obtained for background information. Procedures are necessary when the purpose of the working paper
does not make them self-evident.

Indexing, The essential elements of an indexing system are (i) standard prepared index; (ii) total pages to
each working paper; and (jiii) sequential numbering of all pages after the assignment is completed. This
ensures that all working papers are accounted for and allows the Vendor to detect any missing pages.

Cross-Referencing. To highlight references among working papers, the cross-referencing page numbers
should be written in red.

Legends and Tick Marks. A legend should be included on each working paper that adequately explains
audit procedures performed and represented by a particular tick mark. If several pages of information are to
be tested, the tick mark legend should be on or referenced on the first page of the working paper.

Sampling Requirements. The two possible approaches to sampling are nonstatistical and statistical.
Regardless of the sampling approach selected, a Vendor must properly plan, perform, and evaluate the
results of the sample in accordance with professional standards, i.e., Government Auditing Standards
(GAS), Statement of Auditing Standards No. 39, promulgated by the American Institute of Certified Public
Accountants (AICPA).

. Dispute Resolution: In the event the Vendor and the holder are unable to reach an agreement as to the terms of

the Vendor’s final examination report, the holder may file an administrative appeal with the STO. In order to
initiate the appeal process, the holder must complete Form UP-AR-01 or a letter containing the information
referenced below and retumns it to the STO within twenty days of filing the holder’s initial response to the
Vendor’s draft report. Otherwise, the holder will be presumed to have agreed to the terms of the draft report.

4.1.

The appeal must contain the following information:

4.1.1. The name and address of the holder;

4.1.2. The name and official title of each party participating in the process;

4.1.3, The amount in question and the unclaimed property report years covered by the administrative
appeal;

4.14. A clear and concise description of each error that the holder alleges the Vendor made in its findings;

4.1.5. A clear and concise statement of fact upon which the holder relies in support of each assignment of
€Iror,

4.1.6. Whether a hearing is requested;

4.1.7. ‘The relief requested;

4.1.8. The holder’s signature;

4.1.9. The date the form is completed; and

4.1.10. Any other information that may assist the STO in reaching a decision on the matter.



4.2. The STO staff will review the appeal and work with the Holder to resolve issues. For issues which are not
resolvable at the Division level, the Treasurer or his designated agent will review the appeal. If the holder
has requested a hearing, the Treasurer or his designated agent will schedule a hearing, to be conducted in
accordance with the provisions of the West Virginia Administrative Procedures Act. The Treasurer or his
agent may also contact the holder or any other entity he or she considers necessary to reach a decision.

4.3, The Treasurer will issue a written decision to the holder and the Vendor. The decision will include findings
of fact and conclusions of law.

4.4. Upon receipt of the Treasurer’s decision, the Vendor must incorporate the terms of the decision in its final
examination report, and must provide the report to the Treasurer and to the holder.

4.5. When a copy of the Vendor’s final examination report has been provided to the Treasurer, the Treasurer
will notify the holder in writing of any interest or penalties to be assessed. The holder may dispute the
assessment of interest or penalties, within ten days of receipt of the notice of assessment, by following the
procedures set forth in paragraph 7 above.

4.6. Any party adverscly affected by the Treasurer's decision is entitled to judicial review thereof under the
provisions of the West Virginia Administrative Procedures Act.

5. Correspondence: The examination report and any relevant correspondence should be sent to the Unclaimed
Property Division at the State Treasurer’s Office, 322 70% Street SE, Charleston, WV 25304.

6. Unclaimed Property inquiries should be directed to 1-800-642-8687.



ADDENDUM ACKNOWLEDGEMENT FORM
SOLICITATION NO.: CRFQ ST01700000006

Instructions: Please acknowledge receipt of all addenda issued with this solicitation by completing this
addendum acknowledgment form. Check the box next to each addendum received and sign below.
Failure to acknowledge addenda may result in bid disqualification.

Acknowledgment: ] hereby acknowledge receipt of the following addenda and have made the
necessary revisions to my proposal, plans and/or specification, etc.

Addendum Numbers Received:
{Check the box next to each addendum received)

[ x1 Addendum No. 1 [ 1 Addendum No.6
i ] Addendum No. 2 [ 1 Addendum No.7
[ 1 Addendum No.3 [ ] Addendum No. 8
[ ] Addendum No. 4 [ 1 Addendum No.9
[ 1 Addendum No.5 [ ] Addendum No. 10

I understand that failure to confirm the receipt of addenda may be cause for rejection of this bid. I
further understand that that any verbal representation made or assumed to be made during any oral
discussion held between Vendor’s representatives and any state personnel is not binding. Only the
information issued in writing and added to the specifications by an official addendum is binding.

Innovative Advocate Group, Inc.

Company
e Authorized Signature
June 5, 2017
Date

NOTE: This addendum acknowledgement should be submitted with the bid to expedite document processing,



STATE OF WEST VIRGINIA
Purchasing Division

PURCHASING AFFIDAVIT

MANDATE: Under W. Va. Code §5A-3-10a, no contract or renewal of any contract may be awarded by the state or any
of its political subdivisions to any vendor or prospective vendor when the vendor or prospective vendor or a related party
to the vendor or prospective vendor is a debtor and: {1) the debt owed is an amount greater than one thousand dollars in
the aggregate; or (2) the debtor is in employer default.

EXCEPTION: The prohibition listed above does not apply where a vendor has contested any tax administered pursuant to
chapter eleven of the W. Va. Code, workers’ compensation premium, permit fee or environmental fee or assessment and
the matter has not become final or where the vendor has entered into a payment plan or agreement and the vendor is not
In default of any of the provisions of such plan or agreement.

DEFINITIONS:

“Debt” means any assessment, premium, penalty, fine, tax or other amount of money owed to the state or any of ts
political subdivisions because of a judgment, fine, permit violation, license assessment, defauited workers'
compensatioh premium, penalty or other assessment presently delinquent or due and required to be paid to the state
or any of its political subdivisions, including any interest or additional penalties accrued thereon.

“Employer default™ means having an outstanding balance or liability to the old fund or to the uninsured employers'
fund or being in poifcy default, as defined in W. Va. Code & 23-20-2, faflure to malntain mandatory workers'
compensation coverage, or failure to fully meet Its obligations as a workers’ compensation self-insured employer. An
employer Is not in employer default if it has entered into a repayment agreement with the Insurance Commissioner
and remains in compliance with the obligations under the repayment agreement.

“Related party” means a party, whether an individual, corporation, parinership, association, limited liability company
or any other form or business association or other entity whatsoever, related to &ny vendor by blood, marriage,
ownership or contract through which the party has a relationship of ownership or other interest with the vendor so that
the party will actually or by effect receive or control a portion of the benefit, profit or other consideration from
performance of a vendor contract with the party recelving an amount that meets or excoed five percent of the total
contract amount.

AFFIRMATION: By signing this form, the vendor's authorized signer effirms and acknowledges under penalty of
lew for false swearing (W. Va. Code §61-5-3) that nelther vendor nor any related party owe a debi as defined
above and that nefther vendor nor any related party are in employer default as defined above, unless the debt or
employer default i3 pormitted under ihe exception above.

WITNESS THE FOLLOWING SIGNATURE:

Vendor's Neme: __Innovative Advocate Group, Inc.
Authorized Signamg :ﬂt/\f( 0, Date: _ June 5, 2017

TINA SABA
State of_INCLO Upr(%eui NOTARY PUBLIC OF JIE:‘V?EE’I
County of M() N WMJH'Y , to-wit: _ uyconm”k: ﬁ?ﬂ 1282024
Taken, subscribed, and swom to before me this Qday of J LNE. .20 _L?
My Commission expires D&C@\l’:&’ 8 200 .
AFFIX SEAL HERE NOTARY PUBLIC _

Purchesing Affidavit (Revised 08/01/2015)



