
Prop 64 Project 
Directors’ Meeting

Invoices and Desk Reviews



What We Will Cover

 The Difference Between an Invoice and a Desk 
Review

 Commonly Asked Questions about Invoices
 Invoice Modifications
 Switching Invoice Submissions Over to OneDrive
 Commonly Encountered Issues with Invoices
 The Desk Review Process



What is the 
difference?

 Invoices are the worksheet that you turn in 
every quarter, the Excel spreadsheet with 
your claimed amounts and narratives

 Desk Reviews are only turned in when 
requested and are a submission of the 
Invoice supporting documentation, such as 
receipts, work orders, paid invoices etc. 
This is when you will submit the Salaries and 
Benefits Worksheet



Invoices: 
Commonly 
Asked 
Questions

 How do we get reimbursement for our NGO’s?

 Our NGO is not able to turn their invoice in to us until 
after our invoice with the BSCC is due, can we submit it 
on the next one?

 The purchase we were planning on making, or the person 
we were planning on hiring, is no longer available. How 
do we change our budget narrative?

 I tried submitting the invoice workbook online and it 
didn’t go through, what do I do?



Modification Request











Transitioning to OneDrive



Click Open in Desktop App or Edit Workbook







You will be able to enter your info in the green fields as normal



 Letting us know the two or three individuals you 
would like access sent to

 Keeping us updated if these individuals change

 Continue submitting via the submit button or by email

 Let us know if you encounter any issues or difficulties 

What does this 
mean for you?



On to Commonly 
Encountered Issues



The Narrative Portion



The Break Down

• Position
• Name
• Hourly/Salary Breakdown
• Amount it Equals  



Give Us the Breakdown





Desk Reviews

 The Desk Review is the process in which we look over all your documentation 
giving evidence to the eligibility of the amounts you have claimed on your 
invoices

 The first Desk Review will be due with your second invoice on May 15, 2021

 This process is necessary so that we have the documentation showing where and 
how the grant funds are being spent when it comes time for an audit

 We will now go over the Desk Review process and what documents you will need…

What, When, Why, and How…



Required Documents
 Grantee Salaries and Benefits Worksheet

 Labelled Supporting Documents

 Grantee Invoice Supporting Documentation Checklist

https://www.bscc.ca.gov/prop-64-phs-grant-cohort-1/

You will be able to find the worksheet and checklist on the BSCC Website



Grantee Salaries and Benefits Worksheet

• Report Salaries and 
Benefits by using the 
Worksheet.

• Please do not submit 
timesheets with your 
Desk Review. 
(Please continue to 
keep timesheets on-
site.)





> Highlight Whatever You Need to

o > Clarify What you Are Claiming

o > Show Us the Calculations





We Made it to the End!

Any Questions?
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