Board of Supervisors




Submit To: BOS if greater than $100
2 South Green Street





       Auditor if less than $100
Sonora, California 95370

Honorable Members:

On_____________________, 20___ a cash shortage in the amount of $ ____________

was disclosed in the reconciliation of the (cash receipts, petty cash or change fund) charged to ________________________________________.

This shortage has been thoroughly investigated and the circumstances surrounding the Loss are set forth in detail in the attachment to this letter (attach copy of report of audit or statement of explanation).

In light of the circumstances surrounding this loss, I respectfully request that I be ‘relieved from liability’ for the shortage as provided by Section 29390 of the California Government Code. In order to replenish our (cash, petty cash or change fund) I also request authorization to submit a claim for a warrant to the Auditor-Controller charging my department office expense account for $ _______________ payable to the department of ______________________________________.








______________________________








       Department Head Signature

Auditor-Controller Certification
The circumstances concerning this shortage have been reviewed and it is recommended that the request for ‘Relief of Liability’ be approved ______ disapproved _____.

Date __________________


By ___________________________







Donald McNair, Auditor-Controller       

District Attorney Certification
The circumstances concerning this shortage have been reviewed and it is recommended that the request for ‘Relief of Liability’ be approved ______ disapproved _____.

Date __________________



By ___________________________









        Deputy
