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PURPOSE: This policy provides agencies with suggestions and tools for skip tracing and asset
location to enhance the effectiveness and efficiency of the accounts receivable collection
process.

AUTHORITY: ORS 291.015
ORS 646.639

APPLICABILITY: This policy applies to all state agencies included in the State’s annual financial
statements, except for those agencies specifically exempted by OAM 01.05.00.

DEFINITIONS: Skip tracing is the process of locating a debtor when the information an agency
has on file is determined to be outdated or inaccurate.

Asset location is the process of discovering a debtor’s assets of value that
might be seized or on which a lien may be placed to effect collection of a debt.

POLICY:

101. Agency management must ensure that agency personnel employ appropriate practices in the
collection of accounts receivable.

102. Agencies are encouraged to incorporate some form of skip tracing and/or asset location into
their collection procedures. Determine the extent of actions to take based on factors such as the
balance of the account, account history (prior payments), the age of the debt, and cost of skip
tracing activities. Accounts with minimal balances and lower probability of collection may only
utilize free internet based skip tracing actions. Accounts with higher balances and/or higher
probability of collection warrant more aggressive skip tracing actions, including the use of a fee
based service.
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http://www.oregon.gov/das/Financial/Acctng/Documents/01.05.00.po.pdf

PROCEDURES:

Guidelines for Skip Tracing and Asset Location

103.

104.

105.

Control the amount of investigation time by making a judgment on the extent of tracing efforts in
comparison to the potential recovery. Use professional judgment to determine how much time
and effort can be spent on tracing a skip, or searching for assets and then choose the most
effective and economical method of tracing.

If tracing by mail, pay attention to what has been marked on any returned envelopes. If it is
marked "not here", it is likely that whoever lives at that address wrote the information and may
be the person you are looking for. If the letter is marked "moved, left no forwarding”, it is likely
that the post office provided this and it is correct; thus, the address is not the debtor’'s address.
Refusal of a registered or certified letter does not necessarily indicate the person is not at that
address.

If the telephone is used to trace a debtor, remember these important points:

= Be confident and professional.

» Be friendly and courteous.

= Be agood listener.

= Someone other than the debtor may intercept a telephone message. If leaving a
message, keep the message generic and do not divulge that you are calling
about a collection matter.

Tools and Resources for Skip Tracing and Asset Location

106.

107.

108.

There are several tools available to agencies for skip tracing and asset location; some are free
services available through the internet, while others are fee-based services such as credit
reports and consumer database services.

Some examples of free skip tracing services available through the internet include:

» http://www.addresses.com/
= http://www.worldpages.com/
» http://find.person.superpages.com/

Some examples of fee-based services include:

= Credit bureaus (such as Equifax and Trans Union)
= LexisNexis

= http://www.usatrace.com

=  http://www.experian.com

= http://www.555-1212.com

=  http://www.skipease.com/

= Oregon Department of Motor Vehicles

The telephone directory assistance operator may be able to provide a new address if the caller
knows the correct name and phone number as well as the old address for the debtor.

The Department of Motor Vehicles (DMV) can provide the last known address of the debtor if
given the debtor's complete name and, if possible, the date of birth. DMV does not identify by
social security number. DMV lists the spouse's name separately, so do not overlook this
possibility. The DMV maintains two separate files, one for the driver's license and the other for
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109.

110.

111.

112.

113.

114.

115.

116.

117.

118.

1109.

120.

121.

registered vehicles. A person who has moved may have purchased another vehicle but may not
have submitted a change of address for his/her personal driver's license. The vehicle
registration also lists the legal owner of the vehicle, which may be helpful, so request this
information when calling.

The Department of Transportation (ODOT) can be helpful if the debtor operates a truck. ODOT
files contain extensive information about trucking operations.

The Corporation Division of the Secretary of State can provide the date on which a corporation
filed the Articles of Incorporation, if the corporation is in good standing and if the corporation has
filed corporate tax returns. The Corporation Division can furnish the names and addresses of
the corporate officers. If the corporation has not filed corporate tax returns, they can provide the
name of the registered agent. Many out-of-state corporations operate in Oregon, and each one
must have a registered agent in this state to operate.

Licensing information is available by searching online at: http://licenseinfo.oregon.gov/. Several
of the searches include both phone number and address information.

The Bureau of Labor and Industries can provide information regarding required licenses for
different types of businesses, as well as which entities businesses must register with and which
entities will inspect businesses.

The Bureau of Labor Wage and Hour Division handles wage claims against employers.

The Secretary of State maintains the UCC-2 (Uniform Commercial Code) filings, which are
recorded liens against businesses for specific goods or equipment. These lien holders may be
of assistance in locating the debtor or in locating potential assets that can aid the collector
should he need to file a lien.

The Oregon Health Licensing Agency maintains licenses for barbers and cosmetologists as well
as for multiple other health and related professions.

The county clerk has information on vital records such as marriage licenses and death
certificates.

Local water districts could indicate if they have service for an individual or what name they list
for service at a particular address.

Municipalities may be able to provide information, if they provide service for the particular
person or company.

The collector may call the credit department of power companies for assistance with locating a
debtor.

Retail businesses and local merchants can be helpful. If they carry their own credit accounts,
the applications will list employment, relatives, and other valuable information. In small towns,
the competitors often know a great deal about the debtor.

Banks and finance companies may be able to provide information. Their policies vary
concerning the type and amount of information they are willing to provide, but their information
is usually current.
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122.

123.

124.

125.

126.

127.

Neighbors are usually a good source of information. If the neighbor called is not familiar with the
debtor, he/she may know of another neighbor who knows the debtor. The reverse directory may
be helpful in this situation.

Relatives and in-laws generally know where the debtor is, but may guard this information. Many
debt matters are oversights and the debtor will appreciate efforts to contact him.

Voter registration at the county courthouse will show the address of the debtor and will indicate
where a voter's records are transferred if the debtor registers to vote in a new location. The
information is most current during the election season.

Local law enforcement agencies can also be helpful. The local sheriff's office or police station
maintains a number of files for civil and criminal activities. In smaller communities, they may
have firsthand knowledge concerning citizens. By law, they are extremely limited in what
information they can provide.

County assessors can provide a list of real property owned by the debtor. The assessor’s office
also maintains lists of contract sales for property, which will reveal the names of both parties of
the contract.

Local trade unions maintain files on their members. For example, if the debtor is a musician, try
contacting the musicians’ union. If the debtor is a plumber, contact the plumbers' union. These
unions also maintain records on employers.
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