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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 locate the Invoice Workbook 

aa

Invoice workbooks are located on the Board of State and Community 
Corrections (BSCC) website under the Corrections Planning and Grant 
Programs Division (CPGP) webpage: 
http://www.bscc.ca.gov/s_correctionsplanningandprograms/.

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


How to locate the Invoice Workbook 

On the CPGP webpage, locate the CPGP Quick Links and 
select Grantee 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 appropriate grant program.

• Click on the expand icon.



How to Save the Invoice Workbook 

• Right click on the 
file and select 
Save Link as. 
Save the 
workbook to your 
local computer. 

• Do not rename 
the file. 

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

• Prior to each 
reporting period, 
download and 
save the 
workbook.



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. 990-
20).

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



Forms Included in the Invoice Workbook

• 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.



To Sum it Up



Let’s Take a Look…



Financial Invoice 
- Form BSCC 201

• 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 - Form BSCC 201

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

• Expenditures should be rounded to the nearest whole dollar.

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



Financial Invoice - Form BSCC 201

• For each dollar amount entered as an expenditure, enter 
a brief description in the corresponding Expenditure 
Description cell on what the cost is associated with. 



Project Budget Narrative

EXAMPLE

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

• List the name and 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 providing their 
contact information and the date of 
approval. 

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.



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.



Prop64_Grant@BSCC.ca.gov





Budget 
Modification 

Request 
Form BSCC 

223

• Budget modifications transfer funds from one 
budget line item  category to another.

• 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.



Modification Request - Form BSCC 223

The grantee shall select Line-Item Change, Budget Modification or 
Project Income Allocation at the top of the form



Modification Request - Form BSCC 223



Modification Request - Form BSCC 223

• In the Changes (+/-) section, The grantee will enter either + or - followed by the 
dollar amount which will populate the Modified Budget section.

• After changes have been entered, the Total in the Changes (+/-) section must 
equal zero.

• If the grantee is requesting a program modification, the Changes (+/-) section may 
be left blank.



Modification Request - Form BSCC 223

• In the Justification section, the grantee shall 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. 



Invoice Supporting Documentation Packet

• Steps for Completing the Invoice Supporting 
Documentation Packet AKA Desk Review

• Separate from Quarterly Invoicing Process

• Must Submit:
1. Grantee Salaries and Benefits Worksheet
2. Supporting Documents, labelled
3. Grantee Invoice Supporting Documentation 
Checklist 



Invoice Supporting Documentation Packet

• Gather and label all 
project related receipts

• Dates on all supporting 
documents must fall 
between grant start date 
and the end of the 
applicable reporting 
period



Invoice Supporting Documentation Packet

• Must be submitted with every 
Desk Review.

• Every item on the invoice must 
have sufficient supporting 
documentation to substantiate 
exact amount claimed for 
reimbursement or match.

• You will list the amount and 
support documents provided for 
each category here.

- 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.)

- Grantee Salaries and Benefits Worksheet -



Invoice Supporting Documentation Packet

• Instructions outline type of 
documentation that should 
be provided in each 
category.

• Difference in each 
category; please read 
instructions you receive for 
your Desk Review fully.



Invoice Supporting Documentation Packet

• How to assemble and 
submit the completed 
Packet.

• Scan into a single PDF in 
the order outlined here.



Questions?



Eligible Project Expenditures



Eligible 
Project 
Expenditures



Final Questions?
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