interoffice memorandum
	to:
	Auditor-CoNTROLLER’S OFFICE

	from:
	[your department]

	subject:
	REQUEST FOR RELIEF FROM LIABILITY

	date:
	[Click to Select Date]

	cc:
	[Name]

	
	


On ____________, our department incurred a cash shortage in the amount of $

. The loss was the result of [Explain in detail the circumstances of the shortage.]________





























































I request that I be “relieved from liability” for the shortage as provided by Government Code Section 29390.1. I also authorize the Auditor-Controller to charge my department’s office expense object code 524000 in order to reimburse the total amount of the shortage (claim attached.)







______________________________







        Department Head Signature

AUDITOR-CONTROLLER CERTIFICATION
The circumstances concerning this shortage have been reviewed and it is recommended that the request for “relief from liability” be

Approved 




Disapproved 



_________________________


By: ___________________________
                   Date                   





  Deputy
UPDATED 1/26/15
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