
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



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 email to the 

PP_Grants@bscc.ca.gov

• inbox.

mailto:PP_Grants@bscc.ca.gov


Final Questions?


