SAMPLE COVER MEMO TO FORM 700 FILERS
 SEQ CHAPTER \h \r 1M E M O R A N D U M

TO:
Form 700 (Statement of Economic Interest) Filers in the [Insert Name of Agency]

FROM:
[Insert Name]

RE:

Statements of Economic Interest - Form 700



Due to [Insert Name of Dept. Filing Official]: March 13, 2009
DATE:

January 30, 2009


Attached you will find a copy of the Form 700, Statement of Economic Interests. The law requires every employee and consultant in our agency who is in a position which entails the making or participation in the making of decisions which may foreseeably have a material effect on any financial interest to fill out and submit a Form 700 annually.  Our agency’s Conflict of Interest Code designates individuals in your position as required to fill out and submit a Form 700.  Attached for your reference are the pages from our Code specifying what disclosures each position is required to make.  It is your responsibility to complete these forms accurately and in a timely fashion. 
Our agency must submit all Form 700s to the Santa Clara County Clerk of the Board by April 1, 2009.   SEQ CHAPTER \h \r 1Please be advised that the penalty for late filing of the Form 700 includes criminal and civil sanctions for intentional or negligent violation of the reporting requirements.  Further, the Clerk of the Board’s office has the authority to impose a penalty on the filer in the amount of $10 per day after the deadline until the statement is filed.


Although the filing date with the Clerk of the Board of Supervisors is April 1, 2009, we must have all forms no later than March 13, 2009, as it is our responsibility to review the forms to ensure that you have completed the forms properly. 


Although the form includes instructions, if you have any legal questions or questions regarding the completion of the forms,  SEQ CHAPTER \h \r 1please do not hesitate to call the County Counsel at (408) 299-5902.  You may also call the Fair Political Practices Commission (FPPC) toll free at 1-866-275-3772, or access the FPPC website at http://www.fppc.ca.gov.


Please be particularly careful in fully reporting gifts.  The gift limitation from a single source for the calendar year 2008 was $390.  Effective January 1, 2009, the gift limit from a single source in a calendar year has increased to $420. Gifts aggregating $50 or more from a single source must be disclosed. 


You may also access and use the interactive form of the Form 700 online at the FPPC website.  To access the interactive form, go to 
http://www.fppc.ca.gov/forms/700-08-09/Form700-08-09.pdf.

The interactive form can be filled out online but must then be printed out, signed, and submitted in paper form.

Attachments:  
1) Form 700 (2008/2009)


2) List of Designated Positions and Disclosure Categories from Agency Conflict Code



3) 2008/2009 Form 700 Reference Pamphlet



4) Limitations and Restrictions on Gifts, Honoraria, Travel & Loans (01/09)


5) Your Duty to File Pamphlet (09/04)
