
General Instructions
Memorandum
Date:	September xx, 2015	

To: 	Department of Finance
	Mr./Ms. John Smith, Finance Budget Analyst
Unit Name                                                                        
	915 L Street
		Sacramento, CA  95814

From: 	Department Name (Org Number)
	Prepared by: Department Name (Org Number)
	111 Oak Street
		Sacramento, CA  95814
	Name, Title, email address
	
Subject: 	FUND RECONCILIATION PACKET FOR 2016-17 GOVERNOR’S BUDGET 
	(PAST YEAR PORTION)

The following documents for the preparation of the past year portion of the 2016-17 Governor’s Budget are enclosed: 

FUND NAME (FUND NUMBER)

For Non-Shared Funds: 
A copy of this cover memo
DF-117, Certification of Past and Prior Year Information
DF-303 Detailed Fund Balance Report for the fiscal year ended June 30, 2015
Supporting year-end financial reports for the fiscal year ended June 30, 2015. Data has been referenced to the DF-303 Detailed Fund Balance Report.
·  Fund Condition Statement (past year portion)

For Shared Funds: 
· A copy of this cover memo
· DF-117, Certification of Past and Prior Year Information (for fund administrator)
· Consolidated Detailed Fund Balance Worksheet for the fiscal year ended June 30, 2015
· DF-117, Certification of Past and Prior Year Information (for fund users)
· DF-303 Detailed Fund Balance Report for the fiscal year ended June 30, 2015 (for fund users and fund administrator)
· Supporting year-end financial reports for the fiscal year ended June 30, 2015.  Data has been referenced to the DF-303 Detailed Fund Balance Report.
· Fund Condition Statement (past year portion)

Contact Person:  Susan Smith
[bookmark: _GoBack]Phone No.: (916) 445-3434, Extension 1111
Email: Susan.Smith@daq,ca,gov

_________________________________
Signature of Department Head or Designee
Must be at least one level above both budgeting and accounting



