
Fiscal Responsibilities

Invoicing

Proposition 47 Cohort 4 Grant Program 



Discussion Points:

Locating & utilizing the BSCC Financial Invoice Workbook

How to complete & submit a financial invoice    

Adhering to your project’s budget 



Locating your 

specific invoice 

workbook

Once your contract has been completed 

and you receive your fully executed 

contract with BSCC, you will be given 

access to the OneDrive folder.



How to locate 
the Invoice 
Workbook 

Invoice Workbooks 
are saved on the
OneDrive

No account needed

Accessible to those 
listed on the Contact 
Sheet

Link provided by 
BSCC



How to locate the Invoice Workbook 



OneDrive Folder



What is in the Invoice Workbook?

Invoice 
Workbook

Financial
Invoice

Budget
Modification

Budget
Narrative

Due Dates

Instructions

Invoice 
Workbook

Financial 
Invoices

Budget 
Modification

Budget 
Narrative

Due Dates

Instructions



Open in Desktop App:

You can work directly from the 

OneDrive or open the workbook in 

the Desktop App. The Desktop 

App generally has easier access 

and more functionality. Opening 

either way will still allow for auto-

saving features and real time 

updates that allow multiple users to 

work in the document at the same 

time. 



Security Warnings in the Invoice Workbook

In some cases, Excel will

prompt the user to enable

macros. When this prompt

appears, select Enable Editing 

then Enable Content. Enabling

these options will allow you to

enter information into your 

Invoice.



Forms Included in the Invoice Workbook

▪ Financial Invoice

tabs (Form BSCC

201)

▪ Budget

Modification tab

(Form BSCC 223)

▪ Project Budget

Narrative

▪ Invoice Due Dates

▪ Invoice

Workbook 

Instructions



Financial Invoice
- Form 201

• The Financial Invoice is a statement of 
expenditures for the reporting quarter

• Invoices MUST adhere to the Project 
Budget Narrative

• Grantees must submit their Financial 
Invoice to the BSCC on a quarterly or 
monthly basis (per Agreement)

• Submission of your Financial Invoice 
does not automatically issue your 
reimbursement payment—all invoices 
must be approved by your Prop 47 team 
before any reimbursement is issued.
(Therefore, getting us proper invoices on 
time is critical!)



How to Complete a 

Financial Invoice
▪ Confirm the 'Reporting Period' pertains to the

dates of expenditures you are submitting

▪ In the green section titled 'This Reporting Period,'

enter the category expenditures incurred during

the reporting period

▪ Totals should be rounded to the nearest whole

dollar

NOTE: If an amount entered is greater than the 

available balance, the 'Invalid Dollar Amount'

error message below will appear.

Top Section of Invoice



Narrative Section of Invoice

• For each dollar amount entered as an expenditure, enter 

a brief description in the corresponding Expenditure 

Description cell on what the cost is associated with 



Project Budget Narrative

EXAMPLE

• List the number break down that will equal the total 

claimed

• List the position/title of the individual who is the 

being paid

• Optional – Last name of individual



EXAMPLE

Project Budget Narrative

Do this…

Not this….

100$                

Sgt. Minnie - Salary $100

Salaries & Benefits



Acceptable Invoice

• All expenses invoiced must be expensed before claiming the expenditure on 

the Invoice
• All services and funds invoiced must be confirmed on your Budget Narrative
• Expenditure Descriptions must contain the sub-category and total for each sub-

category within each Line Item. 
• Descriptions must provide a concise accounting of the expenses invoiced



ALWAYS Refer to
your Project 

Budget Narrative!

Your BSCC team will only approve items 

listed in your project budget narrative. If you 

need to make changes to your budget, 

please reach out to your Prop 47 team to 

initiate a modification BEFORE spending on 

these items. 



Example 
Expenditure:

• You have a Grant funded payroll expense of 

$25,000 for the payroll period of: 3/16 to 3/31/2025, 

which was paid on 4/7/2025

• The current BSCC invoice reporting period consists 

of 1/1/2025 to 3/31/2025, invoice #2

• Would this expenditure be recorded 

for reimbursement from BSCC on 

their current invoice #2?



Answer:

• You have a Grant funded payroll expense 
of $25,000 for the payroll period of: 3/16 to 
3/31/2025, which was paid on 4/7/2025

• The current BSCC invoice reporting period 
consists of 1/1/2025 to 3/31/2025, invoice 
#2

• Would this expenditure be recorded for 
reimbursement from BSCC on their current 
invoice #2?

No, this expenditure would be recorded on the 

next BSCC invoice reporting period 4/1/2025 to 

6/30/2025 invoice #3 because the payment date 

is 4/7/2025, and this expenditure was not paid 

within the reporting period.



Example 
Expenditure:

• Your organization ordered 50 customized uniforms. 

These shirts were ordered 2/15/2025 and 

received 4/15/2025. The event was held 7/15/2025

• The current BSCC invoice reporting period consists 

of 4/1/2025 to 6/30/2025, invoice #3

• Your accounting dept paid out this vendor for these 

T-Shirts on 5/20/2025

• Would this expenditure be recorded 

for reimbursement from BSCC on 

their current invoice #3?



Answer:
• Your organization ordered 50 customized 

uniforms. These shirts were ordered 

2/15/2025 and received 4/15/2025. The event 

was held 7/15/2025

• The current BSCC invoice reporting period 

consists of 4/1/2025 to 6/30/2025, invoice #3

• Your accounting dept paid out this vendor for 

these T-Shirts on 5/20/2025

• Would this expenditure be recorded 

for reimbursement from BSCC 

on their current invoice #3?

Yes, this expenditure would be recorded on the 

current BSCC invoice because the payment date 

is 5/20/2025, and this expenditure was paid within 

the reporting period.



Questions?



Email all correspondenc to:
Prop47Cohort4@bscc.ca.gov



To expedite reimbursements for your invoices, please make sure you do the following:

• List expenditures with the same naming convention as in your budget or add the corresponding line-item name 

to the expenditure description so your analyst can see which category and line item each expenditure 

correlates to in your budget.

• Ensure before spending or changing salaries, that you have that expenditure allocated for in your budget. If 

you do not have the established funding for this expense, you may need a budget modification, or it may be 

disallowed.

• Review the grant guide to make sure you have received prior approval and justification approvals for certain 

expenditures.

Notice how they put “office 
supplies” to match the line item
name for these items from the 

budget narrative.

Is this change in salaries 
budgeted for? Are both these 

salaried positions, or is one 
hourly?



Review the Grant Administration 

Guide on what may be prohibited 

expenditures for Prop 47 Grant 

reimbursements before making 

purchases and  submitting invoices 

Even if your original application has 

items and/or activities listed within 

your Project Budget and Narrative, 

certain purchases may not be 

allowable or may need prior Field 

Representative approval. 

https://www.bscc.ca.gov/wp-content/uploads/BSCC-Grant-Admin-Guide-July-2023.pdf



Invoice:

Project Budget:

Although each described position 

matches to a line item in the budget, 

the calculations do not match what was 

proposed. 

First, the Deputy Sheriff’s salary is over 

what was budgeted for.

Second, the Crime Analyst is being 

reported as a salaried employee, while 

their budget has them as an hourly 

employee at drastically less hours.

These would not be allowable without a 

modification to the budget. 

Always refer to your Budget Narrative!



Invoice – Not Approvable

• There is no calculation/ line item 

for “Sally’s” position.

• The Crime Analyst position 

doesn’t add up.

• The total claimed doesn’t match.

• Gift Cards are not allowable.

• There is no comment that there 

was prior approval to purchase 

computers over the $5k limit.



Certifying Acceptable Invoices after Review

▪ 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 (AFO)

MUST review the invoice prior to

completing their certification. This is 

true for every revised version of the 

invoice.

▪ Save the Invoice Workbook changes 

and close workbook (it will autosave 

as well)

▪ Have the AFO email the Prop 47

Cohort 4 inbox that the invoice is 

ready for review: 

Prop47Cohort4@BSCC.CA.GOV



Revising Expenditures



You realize there is a discrepancy 
from a prior invoice...

• First, you will want to 
contact your analyst at:
Prop47Cohort4@bscc.ca.gov

• Explain why you have 
retroactive and/or missed 
expenditures you will now need 
to invoice for in the current 
reporting period

mailto:Prop47Cohort4@bscc.ca.gov


Once you have 

explained the 

story...

• Your analyst will now 

direct you to add or 

remove these costs by 

locating your next invoice 

on the OneDrive

• We do not unlock and 

change prior invoices 

once they are approved



• After accessing your next 
invoice, input your 
expenditures as you 
normally would

• Next, add the amount you 
are adding and/or 
removing in the relevant 
Line-Item Category of the 
Expenditure Descriptions

• Calculate what the 
difference is for
expenditures in the Line-
Item Category needing 
adjustments and list this
adjusted amount in the 
Top Section of the Invoice.

• Provide additional 
information in the 
Comment Section, as 
necessary



• Input your expenditure (+/-) in the Expenditure Description section along with your calculation for the total 
in this budget section.

• Put narrative in the Comments section on why this is being added to an invoice outside of its normal 
reporting period. 

• Note: your analyst can extend any row to view all narrative and comments if hidden (shown above in 
Salaries & Benefits).



Modifications



Modification Request - Form BSCC 223.1



Modification Request - Form BSCC 223.1

The grantee will select Line-Item Change, Budget Modification or both boxes as applicable



Modification Request - Form BSCC 223.1



Modification Request - Form BSCC 223.1

• In the Changes (+/-) section, The grantee will enter either + or - followed by the dollar amount 

which will populate the Modified Budget section.

• After changes have been entered, the Total in the Changes (+/-) section must equal zero.

• If the grantee is requesting a program modification or a Line-Item change, the Changes (+/-) 

section may be left blank.



Modification Request - Form BSCC 223.1

Example



Modification Request - Form BSCC 223.1

• In the Justification section, copy and paste the Budget Modification Language approved by 

the Field Representative.

• Once BSCC staff reviews and approves the budget modification, the updated Invoice 

Workbook will be made available on OneDrive.



Modification Request - Form BSCC 223.1
ExampleThis… 

Not this….
Services & Supplies: Increase to Services and Supplies by $20,000. New total of $30,000 to cover the costs of the program. 

Professional Services: Increase professional services from $500 to $1,200 for a total of $1,700. 



Initials of the AFO certifying submission of this Invoice followed by 

emailing the Prop47Cohort4@bscc.ca.gov inbox to acknowledge 

submitted Budget Modification request.

mailto:Prop47Cohort4@bscc.ca.gov


Thank You ☺

Questions 
& Answers
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