SAMPLE COVER MEMO TO LOCAL AGENCY FORM 700 FILERS
(Filing Officials: Please read and customize this memo as needed; filers whose emails you submitted on the Excel spreadsheet and submitted to the Clerk’s office will be in the electronic Form 700 system; those filers will receive an email sometime between February 18-22.  It is important that your memo reach your filers in advance so they understand the email when they receive it.)
 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 of Agency Filing Official]

RE:

Statement of Economic Interests - Form 700

Forms with Original Signature Due to [Insert Name of Agency Filing Official]: March 12, 2010

Use County’s Electronic System to Fill-Out Your Form (see instructions below): 

www.sccgov.org/form700 (goes live on approximately February 18-22, 2010 – filers with an email address on file will receive an email notification when the system is available)
DATE:

February 5, 2010


I. 
Annual Form 700 Requirement

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 Statement of Economic Interests 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 the Form accurately and in a timely fashion. 

II. New Electronic Form 700 System to Fill-Out the Form Online

Beginning this year, the County of Santa Clara is implementing a new electronic system for Form 700 filers of local agencies, such as us, to fill out their Form 700 online.  It is requested that all filers with an email address and access to an Internet-connected computer use the electronic system to fill out their Form 700 online.  The electronic Form 700 system will assist you in filling out the Form accurately and completely.  It also allows you to save your Form 700, and return to complete it later if necessary.  And, once you have completed your Form 700 in the system, the next time you have to do a Form 700, you can pull information from the prior year’s Form to save time in filling it out.
The interactive Form 700 is to be filled out online but must then be printed out, signed, and the original submitted to me in paper form (the law does not allow e-filing for Form 700s in the County at this time).  Once you have completed your Form 700 online and have printed it, the electronic system will attach a unique barcode on the cover page printout to assist our agency and the County with tracking and record-keeping. You will then give your printout of the completed Form 700 to me.  After reviewing the forms for completeness, I process and forward all of the original Form 700s to the Clerk of the Board’s office.  Your Form 700 is not officially filed until it is received by the Clerk of the Board.
III. Notification Email Sent to Filers When Electronic System is Available

The electronic Form 700 system will go live on approximately February 18-22, 2010.  When the system goes live, it will automatically send an email to all filers with an email address in the electronic system notifying them of their Form 700 reporting requirement.  Our office has submitted the list of email addresses for our filers with email accounts.  
Please note that the electronic Form 700 system will automatically send this initial email to all filers with an email address in the system.  If you fill out your Form 700 on paper and submit it to me prior to this date, the system will not know that, so you will still receive an email.  Please note that if you already submitted your Form 700 to me prior to the electronic system email, you do not need to re-do the Form in the electronic system.  

IV. First Time Accessing the Electronic Form 700 System

Upon your initial access to the electronic Form 700 system, you will be asked to enter your login ID (which is your email address) and your password from the email you received.  Upon your first time logging in, you will need to create a new password for yourself.  The password must:

· Contain at least 8 characters

· Contain upper- and lower-case letter(s)

· Contain a digit(s)

· Contain a special character (e.g., ~ ! @ # $ % ^ & * ( ) - = _ +)

You will also be asked to select and answer a security question.  The security question will be asked if you ever forget your password.  Your password is not known by our office or the Clerk’s office.  If you forget your password, I can have the system reset the password for you; the system will automatically generate, encrypt and send a new password to you.  

The link to County of Santa Clara’s electronic Form 700 system is: www.sccgov.org/form700.  Again, the system will go live on approximately February 18-22 and you will receive an email notifying you when the system is available.  

V. Filling Out the Form

It is requested that all filers that can do so wait until February 22 to use the electronic system to fill out their Form 700.  We understand that some filers may have personal timing/leave issues and may need to complete their Form prior to the electronic system’s go-live date.  Additionally, if you are a filer without an email address, you will not receive the notification from the system and will need to fill out your Form 700 outside the system.  For such filers, please request a paper copy of the Form from me or download a copy to print from http://www.fppc.ca.gov/forms/700-09-10/Form700-09-10.pdf.

VI. Penalties Imposed Against the Filer for Untimely Filing and Failure to File

Our agency must submit all Form 700s to the Clerk of the Board by April 1, 2010.   SEQ CHAPTER \h \r 1Please be advised that the penalties to you as the filer for late filing of the Form 700 include 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 against the filer in the amount of $10 per day after the April 1st deadline up to $100, and the Fair Political Practices Commission could assess a fine against you of up to $5,000 for a late filing.

VII. Due Date & Assistance

Although the filing date with the Clerk of the Board of Supervisors is April 1, 2010, I must have all forms no later than March 12, 2010, as it is my responsibility in our agency to review the forms to ensure that you have completed the forms properly. 

The Form includes instructions and the electronic system will notify you of potential errors.  If after consulting the instructions, you have any questions regarding the completion of the forms,  SEQ CHAPTER \h \r 1you may contact the Clerk of the Board’s Office at (408) 299-5077. For legal questions, please contact our agency’s counsel or you may 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.

VIII. Reference Information

Attached is a reference pamphlet for the 2009/2010 Form 700 and a publication concerning the Limitations and Restrictions on Gifts, Honoraria, Travel & Loans.  Please be particularly careful in fully reporting gifts.  The gift limitation from a single source for the calendar year 2009 was $420.  Gifts aggregating $50 or more from a single source must be disclosed. 

Attachments:  

1) 
Please use the County’s electronic Form 700 system (go live February 18-22, 2010); if you do not have an email address in the system or need to fill out your Form prior to February 22, please request a paper copy from me or you may print and fill out a paper copy from: http://www.fppc.ca.gov/forms/700-09-10/Form700-09-10.pdf
2) 
List of Designated Positions and Disclosure Categories from Agency Conflict of Interest Code

3) 
2009/2010 Form 700 Reference Pamphlet
4) 
Limitations and Restrictions on Gifts, Honoraria, Travel & Loans (01/09)

