
Overview of  

Administrative Responsibilities



COMMUNICATION IS KEY

❑Written Notification/Requests
❑ By Project Director Only

❑Financial Officer must be an employee of the 

funded agency

❑Email us anytime to discuss program 

challenges/modifications



GRANT AGREEMENT

❑Scope of Work 

➢ Project Abstracts

❑Adhere to Contract and

Original Proposal 

➢ Submittal of Resolution from 

Agency’s Governing Board

❑General Terms and Conditions 
➢ CA Department of General Services



GRANT AGREEMENT

Inform and ensure subcontractors understand 

and meet all grant agreement responsibilities
Exhibit D: Special Terms and Conditions

Basically:

• Fully responsible for your subcontractors

• Pay your subcontractors independent from the BSCC 

reimbursements

• All subcontractors must with the eligibility 

requirements (NGO Assurance Form)

• All appropriate language in subcontracts, including:

1) Maintaining adequate fiscal and project books, records, 

and documents

2) Allow BSCC or its auditor access to its fiscal and 

project books, records, and documents

3) Access to program records to be made available by 

both the grantee and the subcontractors for a period of  

3 years following the end of  the grant period



NGO ASSURANCE FORM



SECRETARY OF STATE

HTTPS://BUSINESSSEARCH.SOS.CA.GOV/



CONFLICT OF INTEREST

PROUD PARENTING ESC



MANDATORY PRIOR APPROVAL

Written Notification and/or Requests

❑ Change to Key Project Staff 
✓ Update Grantee Contact Sheet

❑ Fixed Assets/Equipment purchase 

over $3,500 per item
✓ Includes items requested in proposal

✓ Inventory

❑ Incentives including Gift Cards
✓ Matrix

✓ Tracking System

❑ Food/Beverage

❑ Out-of-State Travel



CORONAVIRUS (COVID-19)

❖Proposed Project Impacts

❖Creative Alternatives

❖Discuss with BSCC prior to implementing 

COVID-related changes

❖Document Modifications with BSCC Approval

❖Case-by-Case Situations

❖Electronic Signatures

❖Be Safe



MODIFICATIONS

❑For changes in project scope, specific 

project components, and monetary changes

❑Discuss proposed change(s) with Field 

Representative prior to formal submission 

❑Requires detailed narrative explaining why 

change is necessary and potential outcome if 

not approved

❑Request must be 

submitted by the 

Grant Project 

Director



KEY DATES

Invoice Reporting Periods Due no later than:

January 1, 2022 - March 31, 2022 May 15, 2022

April 1, 2022 - June 30, 2022 August 15, 2022

July 1, 2022 - September 30, 2022 November 15, 2022

October 1, 2022 - December 31, 2022 February 15, 2023

January 1, 2023 - March 31, 2023 May 15, 2023

April 1, 2023 - June 30, 2023 August 15, 2023

July 1, 2023 - September 30, 2023 November 15, 2023

October 1, 2023 - December 31, 2023 February 15, 2024

January 1, 2024 - March 31, 2024 May 15, 2024

April 1, 2024 - June 30, 2024 August 15, 2024

July 1, 2024 - September 30, 2024 November 15, 2024

October 1, 2024 - December 31, 2024 February 15, 2025

~ 45 Days After the Reporting Period ~



KEY DATES

Progress Reporting Periods Due no later than:

January 1, 2022 - March 31, 2022 May 15, 2022

April 1, 2022 - June 30, 2022 August 15, 2022

July 1, 2022 - September 30, 2022 November 15, 2022

October 1, 2022 - December 31, 2022 February 15, 2023

January 1, 2023 - March 31, 2023 May 15, 2023

April 1, 2023 - June 30, 2023 August 15, 2023

July 1, 2023 - September 30, 2023 November 15, 2023

October 1, 2023 - December 31, 2023 February 15, 2024

January 1, 2024 - March 31, 2024 May 15, 2024

April 1, 2024 - June 30, 2024 August 15, 2024

July 1, 2024 - September 30, 2024 November 15, 2024

October 1, 2024 - December 31, 2024 February 15, 2025

~ 45 Days After the Reporting Period ~



KEY DATES

Final Invoicing Period* Due (No Later Than)

January 1 – March 31, 2025 May 15, 2025
*For costs associated with the completion of the Local 
Evaluation Report and Final Financial Audit Report 
ONLY

Evaluations Due (No Later Than)

Local Evaluation Plan                      April 1, 2022

Local Evaluation Report                 March 31, 2025

❑ Financial Invoice Submittals:

PP_Grants@bscc.ca.gov

❑ Progress Reports and Evaluations:

PP_Grants@bscc.ca.gov



BSCC GRANT

ADMINISTRATION

GUIDE

http://www.bscc.ca.gov/s_cppgrantfundedprograms/



QUESTIONS?


