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What we will discuss: 

How to locate and save the Invoice 
Workbook
Instructions for submitting invoices and 
budget modifications
Required supporting documentation for 
invoices
How to submit a desk review



How to locate the Invoice Workbook 

aa

BSCC Website: www.bscc.ca.gov
Click on “Grant Programs” and it will take you to the CPGP Homepage.



How to locate the Invoice Workbook 

On the CPGP webpage, locate the Grantee Resources 
section and click on the link for Grant Invoicing.



How to locate the Invoice Workbook 
• Invoice Workbooks are located under the respective grantee program. 

• Scroll down the Grantee Invoicing page to find the Public Defense Pilot Program ribbon.

• Click on the + symbol to expand the ribbon and click on your County’s link.



Passwords and Formulas in the Invoice 
Workbook

• Each time the 
grantee opens the 
workbook, they will 
be prompted to 
enter a password. 
The password is the 
grant agreement 
number (e.g. 160-
20).

• In most cases, 
Excel will prompt 
the grantee to 
enable macros. 
When this prompt 
appears, select 
Enable Editing then 
Enable Content. 



How to Save the Invoice Workbook 

• Save the workbook to your local computer. 

• Do not rename the file. 

• Exit the web browser and work directly from the saved file.

• For each reporting period, visit the BSCC website to download the most  
updated version of your invoice workbook. 

• Do not continue to work from an old invoice workbook you downloaded 
before.



Forms Included in the Invoice Workbook

• Advanced Payment 
Invoice (Form BSCC 
201A)

• Financial Invoices 
(Form BSCC 201)

• A Budget Modification 
Form (Form BSCC 
223)

• Project Budget 
Narrative

• Invoice Due Dates
• Instructions

• The Invoice 
Workbook is an 
Excel file 
arranged by 
worksheet tabs. 
The tabs included 
are listed below.



Advanced Payment Invoice (Form BSCC 201A)

MJ0
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Financial Invoice –
Statements of 
Expenditures

• Invoices will need to be filled 
out and submitted every 
quarter

• The Invoice Form is your 
request for payment. Once 
approved, it is sent to 
Accounting to be processed



Financial Invoice – Statements of Expenditures

• In the green section titled This Reporting Period, enter the line-item expenditures 
incurred during the reporting period.

• If an amount entered is greater than the available balance, an error message will 
appear. 

• Report any Project Income for that quarter



Financial Invoice – Statement of Expenditures

• Provide a detailed description for each expenditure claimed on the 
corresponding line item



Expenditure Descriptions

EXAMPLE

• List the number break down that will equal the total 
claimed

• List the title of the individual who is the employee



Questions?



How to Approve and Certify Invoices 

• Financial Invoices and Budget 
Modifications: The Authorized 
Financial Officer must review each line-
item expenditure and description. Then, 
approve the invoice by entering their 
contact information, the date of 
approval and checking the “certified” 
box.

Advance Payment Invoices 

• The Authorized Financial Officer is identified 
in the Grant Agreement and/or Grantee 
Contact Information Sheet. The Authorized 
Financial Officer cannot be the Project 
Director or the individual preparing the 
invoice. This must be done by two 
different people.



How to Approve and Certify Invoices 

• In the Person Preparing Report section, the individual who prepares 
invoices will provide their contact information and the date the invoice 
was prepared.

• Once the invoice is prepared, the individual will forward the Invoice 
Workbook to the Authorized Financial Officer for review and approval.



Publicdefensepilotprogram@BSCC.ca.gov



Budget Modification Requests

• Budget modifications are used to transfer funds from one budget line-item category to 
another or to update the project budget narrative.

• A budget modification does not change the Grant Award amount or the grant cycle. 

• It is the grantee’s responsibility to receive prior approval from the Field Representative for 
budget and program modifications. 

• Once the Field Representative approves, the grantee may submit a Budget Modification 
Form.



Completing a Modification Request –
Form BSCC 223

• Identify which invoice you want the modification to effective on
• Fill out the changes you wish to make to the budget table (if applicable)
• Use the project income allocation line if needed



Modification Request - Form BSCC 223

• In the Justification section, the grantee must explain why the change(s) is 
necessary.

• Once BSCC staff reviews and approves the budget modification, the updated 
Invoice Workbook will be emailed to the Authorized Financial Officer and the 
individual who prepared the report. 



Questions?



Invoice Supporting Documentation

• Grantees must maintain 
supporting documentation for all 
grant expenditures claimed on 
invoices.

• All supporting documentation 
must be maintained by the 
grantee on site and be readily 
available for review during BSCC 
site visits (or virtual visits).

• Examples of supporting 
documentation are: receipts, 
invoices, work orders, etc. 



Final Questions?


