
Fiscal Responsibilities

Proposition 47 Grant Program 



Topics we will discuss: 

How to access and utilize the Financial 

Invoice Workbook

Financial Invoices

Modification Requests 

Desk Review process



How to Access your Invoice 
Workbook

Once your invoice workbook is ready, an email from the BSCC with a link to access it 
on OneDrive will be sent to specific individuals listed on the Grantee Contact 
Information Sheet.



Staff Access on OneDrive

All individuals listed on 

your contact sheet will 

have access to the 

OneDrive folder. 

Anytime you make 

changes to the contact 

sheet, we will update 

the staff access to the 

OneDrive folder.



Accessing Grantee Documents



Locating Invoice Workbook

To access your project’s invoice workbook, click on the “Invoice” folder in your Grant 
Administration Folder. Click on the excel document to open the workbook. 

Note: Do not duplicate or delete this workbook from the OneDrive folder. All changes 
made within the workbook will automatically save.



Opening the Invoice Workbook

After you click 
the link to open 
the workbook, 
your invoice will 
open in a 
separate tab 
within your web 
browser. 



Forms Included within the Invoice Workbook

▪ Financial Invoices (Form BSCC 201)

▪ Modification Request (Form BSCC 223.1)

▪ Project Budget Narrative

▪ Schedule of Invoice Reporting Periods and Due Dates

▪ Invoice Workbook Instructions



Financial Invoice 

- Form BSCC 201

• Invoices will need to be 

completed and submitted on a 

monthly/quarterly basis

• An invoice is due to the BSCC 

even if grant funds are not 

expended during the reporting 

period

• The Invoice Form is your request 

for Payment. Once approved, it is 

sent to Accounting for payment



How to Complete a 

Financial Invoice

▪ Confirm the Reporting

Period

▪ In the section titled "This 

Reporting Period", enter

the line-item expenditures

incurred during the

reporting period as well as

any Leveraged Funds

▪ Expenditures should be

rounded to the nearest

whole dollar. If you include 

cents, you will receive an 

error message.
NOTE: If an amount entered is greater than the available balance,

the Invalid DollarAmount error message below will appear.



Completing the Expenditures Descriptions

• For each dollar amount entered as an expenditure, enter a brief but 

detailed description. Your expenditures should correlate to the Project 

Budget Narrative, which is listed on its own tab along with approved 

modification requests.

• Make sure that any naming conventions or items you list, are consistent 

with what is listed in your Project Budget Narrative.



Example Expenditure Description

EXAMPLE

• The total amount you list in the expenditure description should 
add up to the amount being claimed in that budget category.



How to Certify and Submit Invoices

▪ In the Person Preparing Report 

section, the individual who prepares 

invoices will provide their contact 

information and the date the invoice 

was prepared. The date needs to be 

updated anytime the invoice is 

revised.

▪ Once the invoice is prepared, the 

Authorized Financial Officer MUST 

review invoice and certify it by 

entering their contact information 

and initials in the certification box.

▪ The Person Preparing the Report 

and the Authorized Financial 

Officer MUST be two different 

people.

PERSON PREPARING REPORT AUTHORIZED FINANCIAL OFFICER

By checking the box below, I hereby certify that I am the authorized financial 

officer of the herein named agency. I further certify that I have not violated any of 

the provisions of Section 1090 of the Government Code in incurring the 

expenditures reported in this invoice, nor in any other way; that Sections 1090 

through 1096 of the Government Code will not be violated in any way in the 

expenditure of funds pursuant to this invoice; that statement of funds above is 

true, correct, and in accordance with program provisions in all respects; and that 

all expenditures submitted after the expiration date of this contract are for the 

purpose of substantiating obligations legally incurred during the contract period.  

Furthermore, by submitting this invoice, I acknowledge that it must adhere to all of 

the requirements in the BSCC Grant Administration Guide, including any updates 

to the Guide during the term of the grant agreement.

Name, Title

Phone

Email

Date

Name, Title

Phone

Date

Please initial here to certify the submission of this 
invoice.

Submitting Your Invoice: 
Once the Invoice is certified and ready for 

submission, email Prop47Cohort4@bscc.ca.gov to 

inform us that your invoice is completed and ready 

for review.

mailto:Prop47Cohort4@bscc.ca.gov


Budget Modification Request Form

• A budget modification 
does not change the 
Grant Award amount 
or the grant cycle. 

• It is the grantee’s 
responsibility to 
obtain prior approval 
from the Field 
Representative for 
budget and line-item 
modifications before 
submitting the 
request within the 
invoice workbook.

• Once the Field 
Representative 
approves, the 
grantee may 
complete the 
Modification Request 
Form.



Types of Modification Requests

Line-Item Detail Change:

➢ A Line-Item Detail Change Request is 

required when requesting to modify 

the narrative description of a budget 

category, or when requesting to 

reallocate funding within a budget 

category; for example, if you want to 

move funding from the Office Supplies 

line-item detail into the Supportive 

Services line-item detail, both within 

Services and Supplies

Budget Modification:

➢ A Budget Modification is required when 

requesting to move funding from one 

budget category to a different budget 

category; for example, if you request to 

move funding from Salaries and Benefits 

into Services and Supplies



Modification Request - Form BSCC 223.1

• For a Budget Modification, enter either + or - followed by the dollar amount in the 

“Changes(+/-)” section. 

• After changes have been entered, the Total in the “Changes (+/-)” section must 

equal zero.

• If you are requesting a Line-Item change, the “Changes (+/-)” section may be left 

blank.



Justification for Modification

• In the Justification section, provide a detailed justification for the modification 

you are requesting. If necessary, provide an updated Project Budget Narrative 

for each line-item you are modifying. 



Certifying and Submitting a Modification Request

▪ In the Person Preparing Report 

section, the individual who prepares 

the modification will provide their 

contact information and the date the 

modification was prepared. 

▪ Once the modification is prepared, 

the Authorized Financial Officer 

MUST review the modification 

and certify it by entering their 

contact information and initials in 

the certification box.

▪ The Person Preparing the Report 

and the Authorized Financial 

Officer MUST be two different 

people.

Submitting Your Modification: 
Once the Modification is certified and ready for 

submission, email Prop47Cohort4@bscc.ca.gov to 

inform us that your modification is completed and 

ready for review.

mailto:Prop47Cohort4@bscc.ca.gov


Desk Review Process and Supporting 

Documentation

• Separate from the Financial Invoice

• Grantee must complete both the Desk 

Review Packet and Financial Invoice 



Preparing Invoice Supporting Documentation Packet

• Compile, highlight and label all 

project related receipts

• Dates on all supporting 

documents must fall between 

grant start date and the end date 

of the applicable reporting period

• Supporting documentation that 

should be provided for each 

category can be located within 

the instructions



Assembling Invoice Supporting Documentation 

Packet

Must Submit:

1. Grantee Invoice Supporting 

Documentation Checklist

2. Grantee Salaries and Benefits Worksheet

3. Supporting documents



Invoice Supporting Documentation Packet

• Must be submitted with every 

Desk Review

• List the amount and supporting  

documents provided for each 

category 

• Every item on the invoice must 

have sufficient supporting 

documentation to substantiate 

exact amount claimed for 

reimbursement

• Must be signed and dated by 

the Authorized Financial Officer

- Grantee Invoice Supporting Documentation Checklist -



Invoice Supporting Documentation Packet

• Report Salaries and 

Benefits by using the 

Worksheet.

• Please do not submit 

timesheets with your 

Desk Review. (Please 

continue to keep 

timesheets on-site.)

• Must be signed and dated 

by the Authorized 

Financial Officer.

- Grantee Salaries and Benefits Worksheet -



Submitting Invoice Supporting Documentation Packet

• Supporting documents 

are accurately labeled 

and matched to the 

amounts listed on your 

Checklist.

• Compile documents in 

the order outlined on the 

Checklist 

• Scan into a single PDF 

and upload to the Desk 

Review folder in 

OneDrive.



➢ Due by June 30, 2028

➢ Certified Public Accountant or Independent 
County/City Auditor

➢ Grant Funds up to $25,000

➢ Docs kept up to 3 Years Post-Contract

➢ BSCC and Grantees Subject to Audit                
by the California State Auditor

 

Grant Audit Requirement:

Program-Specific Compliance Audit
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