
Adult Reentry Grant
Fiscal Responsibilities - Invoicing



WHAT WE WILL DISCUSS:

How to locate the Financial Invoice Workbook

Documents in Invoice Workbook

Invoice Process Overview

Allowable Expenses Overview

Revising Expenditures



How to fill out your Invoice
Invoice process in detail
Program-specific scenarios
Allowable expenses
Prior approval
And more!

INVOICING WEBINAR – COMING SOON!

Topics





OPEN WORKBOOK IN DESKTOP



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.

SECURITY WARNINGS IN THE INVOICE WORKBOOK



FINANCIAL INVOICE - FORM 201

• The Financial Invoice is a 
statement of expenditures; this is 
where you will be entering your 
expenditures in alignment to your 
Budget Narrative.

• Grantees must submit their 
Financial Invoice to the BSCC on 
a quarterly or monthly basis, 
depending on your Grant 
Agreement.

• Submission of your Financial 
Invoice, does not automatically 
issue your reimbursement 
payment. All invoices must be 
approved by BSCC before any 
reimbursement is issued.



FORMS INCLUDED IN THE INVOICE WORKBOOK

 Financial Invoice
(Form BSCC 201)

 
 Project Budget Narrative

 Budget Modification 
Form (with Project 
Budget)

 Schedule of Invoice 
Reporting Periods and
Due Dates

 Invoice Workbook 
Instructions



RECEIVING YOUR INVOICE TEMPLATE

 Your analyst will notify you 
when your Invoice template 
is ready for you to fill out. 

 When you select the 
Reporting Period from the 
drop down, the due date 
will update automatically.

 The table will be pre-
populated with your Budget, 
Prior Expenditures, Balance 
and Advance Payment 
reconciliation (if applicable). If there are any errors or discrepancies, 

please notify your analyst immediately.

 Do not duplicate your workbook.



**Expenditures are reported on cash basis**

NOTE: If an amount entered is greater 
than the available balance, the Invalid 
Dollar Amount error message will appear.

1. Select Line Item from Drop Down

2. Enter Item info as requested

3. Enter Item Cost (only numbers)

4. Add any relevant comments

Adding Expenditures:

ADDING EXPENDITURES OVERVIEW



**For BSCC invoicing, your expenditures 
must be reported based on a cash basis**

WHAT REPORTING PERIOD SHOULD THIS 
EXPENSE FALL UNDER?

A method that records 
income when it is received 
and expenses are paid

A method in which revenues 
and expenses are recorded 
when a transaction occurs 
rather than when money is 
exchanged



Grant Administration 
Guide

Pg. 24-25

ALLOWABLE OPERATING EXPENSES



Pg. 12-13 of RFP

ALLOWABLE ARG EXPENSES



PRIOR APPROVAL

Food/Beverages – Grant Guide pg. 28

Program Incentives/Participant Support Items – Grant Guide pg. 29

Expenditures of $3,500/unit – Grant Guide pg. 33

Out-of-State Travel – Grant Guide pg. 27

Require Justification and BSCC Approval:



• Expenses on your invoice must be 
in your Budget Narrative

• Expenses must be relevant to your 
project scope

• Expenses must be allowable

• Any deviations from your budget 
must be approved by the Field Rep 
and have proper substantiation

REFER TO YOUR BUDGET AND PROPOSAL



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 complete, 
the Authorized Financial Officer 
MUST review the invoice prior 
to completing their certification.

Save Invoice workbook 
changes and close workbook.

CERTIFYING INVOICES AFTER REVIEW



 Invoice is not considered 
submitted to BSCC until we 
receive an email.

 Project staff will email the ARG 
Cohort 4 mailbox to inform us that 
your Invoice and Desk Review 
are ready for review.

 In the Subject line indicate: ARG 
4 - Grantee Name - Invoice # 
Subject

ARGCohort4@bscc.ca.gov

**We need this email to process your 
Invoice for payment**

INVOICE SUBMISSION

ARG 4 Grantee Inv 1 Submission

mailto:ARGCohort3@bscc.ca.gov


YOU REALIZE A DISCREPANCY FROM A PRIOR 
INVOICE…

• First, contact your program 
analyst to explain why you 
have retroactive and/or 
missed expenditures at:

ARGCohort4@bscc.ca.gov

• Your analyst and Field Rep will 
determine the best approach. If it is 
decided that you can invoice for 
those retroactive expenses or 
corrections, the analyst will direct 
you to add or remove these costs 
on the next UNAPPROVED invoice.

• We do not unlock nor change prior 
invoices once they are approved.

mailto:argcohort4@bscc.ca.gov


• Enter the expenditures for the current 
reporting period on the invoice.

• Select a line item on a new row to add 
a retroactive expense or credit the 
grant. Go down the row and add the 
relevant info that pertains to the 
expense.

• To subtract $, enter a (-) with the 
amount and the line item will be 
reduced by that amount.

ADDING RETROACTIVE EXPENSES/RECONCILING 
ERRORS

• Add a comment on why this is being added to 
an invoice outside of its normal reporting 
period. Explain the expense so that anyone 
who views the invoice can understand it.

• Reach out to your analyst for technical 
assistance if needed. 

• Make sure all retroactive expenses or errors 
you are reconciling have been previously 
approved by the Field Rep.





• Adding retroactive expenses or removing previous 
expenses on your invoice is just one step in 
revising expenditures

• You will still need to include supporting 
documentation that substantiate these expenses in 
your current Desk Review Packet 

• You will not make any revisions to previously 
submitted Desk Review Packets

• In another presentation, we will discuss what your 
Desk Review Packet will consist of and how you 
will organize all your supporting documentation



Questions?
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