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Desk Review Supporting Documentation



WHAT IS A DESK REVIEW?

A desk review is the process of compiling receipts, invoices 
and other supporting documentation that substantiate and 
support the costs entered on your invoices. A Desk Review 

and a Supporting Documentation Packet are the same thing: 
We use these terms interchangeably.



INSTRUCTION FOR COMPLETING THE INVOICE 
SUPPORTING DOCUMENTATION PACKET

You will receive a Word Doc  
‘Instructions for Completing the 
Invoice Supporting Documentation 
Packet.’

 Invoice and Desk Review should 
match.

Desk Review is separate from the 
invoice.



 Checklist cover page required

 Include Grantee Name, Invoice #, and Reporting 
Period

 All grant funded amounts listed on the Invoice must 
also be listed on the checklist

 Label supporting documents within the packet and 
ensure the amounts and items listed match the Invoice

 Must be signed and dated by your project's Authorized 
Financial Officer; wet or digital signatures are accepted

 All expenditures should clearly correspond to a Line-
Item Detail in the project budget

Supporting Documentation Checklist



Salaries and Benefits Worksheet
 The Salaries and Benefits Worksheet is required for 

the Desk Review 

 Identify: Grantee Name, Invoice #, and Reporting 
Period

 Must be signed and dated by the Authorized Financial 
Officer; wet or digital signatures are accepted

 Timesheets do not need to be included but should be 
maintained on site and available upon request

 Ensure staff names/positions match the Salaries and 
Benefits category in your project budget. 

 For consistency, report wage information as provided 
in your project budget (FTE salary / hourly)

 If you are reporting OT, please document in a 
separate; provide justification on the Invoice



QUIZ – ENTER RESPONSES IN THE CHAT

 Question #2 True or False

The invoice and supporting 
documents should be submitted 

together.
 

Question #1 Multiple 
Choice

When unsure if a document 
should be included in your 
Desk Review, you should:

A. Include it and let the BSCC 
figure out if it’s relevant. 

B. Refer to the Instructions 
document to see if it is relevant.



QUIZ – ANSWERS

Question #1 Multiple 
Choice

When unsure if a document 
should be included in your 
Desk Review, you should:

A. Include it and let the BSCC 
figure out if it’s relevant. 

B. Refer to the Instructions 
document to see if it is relevant.

 Question #2 True or False

The invoice and supporting 
documents should be submitted 

together.
 



 Documents should provide sufficient substantiation

 Organize supporting documents in the same order as 
the Invoice and checklist

 Documentation includes proof of payment like itemized 
receipts, service contracts with invoices, etc.

 Include a coversheet for each budget category that has 
expenditures

 Label all documents with the budget category and 
document #; Highlight or circle items/amounts to make 
them easily identifiable. If it is an allocation, please 
provide methodology

 Each reported expenditure should clearly correspond to 
a Line-Item in your budget

 Only expenses paid by the grantee during the grant 
cycle and before the end date of the invoicing period 
are eligible. Expenditures from prior reporting periods 
will require Field Rep approval.

BACKUP DOCUMENTATION



BACKUP DOCUMENTATION

Name the file:

Grantee Name, Supporting Docs for Inv #, Contract #
The order of the documents in 
the Desk Review should 
correspond with the order the 
categories appear on the Invoice 
Worksheet and Document 
Checklist, with cover pages 
before each section

All timesheets and supporting 
documentation must be 
maintained on the project site 
and be available upon request

Make sure the supporting 
documents easily connect to the 
Supporting Documentation 
Checklist and expenses listed on 
the Invoice

Ensure supporting documents 
are in a single pdf file, uploaded 
to the OneDrive



UNACCEPTABLE DESK REVIEW

From Corresponding Invoice

From Invoice Supporting Docs Checklist

Timesheets should NOT 
be included.

This number should 
always match the 
invoice.

Documents should be 
listed on the checklist 
in the same order that 
the costs are shown on 
the invoice.

Documents should be 
labeled “Services and 
Supplies Doc #1, S&S 
Doc #2, etc”.



ACCEPTABLE DESK REVIEW

From Invoice Supporting Docs Checklist

From Corresponding Invoice



Once the Desk Review 
Supporting Documentation 
Packet has been uploaded 
to the OneDrive and the 
corresponding Invoice has 
been completed, please 
send an e-mail so we know 
the submission is ready for 
review. 

ByrneSCIP2@bscc.ca.gov

EMAIL SUBMISSION



Questions?
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