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Discussion Points:

¢ Locating & utilizing the BSCC Financial Invoice Workbook

¢ How to complete & submit a financial invoice

¢ Adhering to your project’s budget
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Locating your
SpeC|f|C invoice Once your agency has a completed and

received your fully executed contract with
BSCC, you will be given access to your
OneDirive folder.

workbook




@ Norred, Chad@BSCC » 2023 JAG > Butte County &

O Name ~ Modified ~ Modified By ~ File size ~
& Budget Modification Instructions lune & Norred, Chad@BSCC 3items
&  Desk Review Docs and Instructions lune 6 Norred, Chad@BSCC 3items
&  Desk Reviews lune 6 Norred, Chad@BSCC 3items
I & Invoices I lune & Norred, Chad@BSCC Oitems
&  Quarterly Progress Reports {PMTs) June & Norred, Chad@BSCC 2 ftems

@ Norred, Chad@BSCC > 2023 JAG > Butte County > Invoices &3

D Mame ~

— .
B: Butte County - 2023 JAG Invoice Workbook DO MCT DUPLICATE xlsm

Sharing
23 Shared
23 Shared
5 Shared
25 Shared
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OneDrive
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What is in the Invoice Workbook?

Financial
Invoices

Budget
Modification

Invoice

Workbook

Budget

iz Prifes Narrative
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Open in Desktop App:

ile Home Insert Draw Page Layout Formulas Data Review View Help & Hiting v el eRd - comments

¥ ocu fam — 1 | ¥ AutoSum v ) (7 Editing

L (13 copy e e e B @ 7~ Make any changes
Faste _ ) Insert Delete Format Find &
v <% Format Painter " " v Selectv ﬁ Viewing
Clipboard Cellz Editing sincin anges
| SECURITY WARNING Extsrnal Data Connections have been disabled Enable Content Manage Workbook Links
_ Ell Open in Desktop App
fx 0
| Q T u z AL

STATE OF CALFORNIA Purchase Authority BSCC 5227
BOARD

OF STATE AND COMMUNITY CORRECTIONS Purchase Order: 1234
Financial Imvaice Form: BSCG 201 (Revised 04/2020)

Program: JAG Please Note: The California State Controller’s
Office will send all checks directly to the address
listed in the "BSCC Vendor Data" section at the

Grantee: Grantee Name Lead Public Agency: Lead Agency Name bottom of this invaice.
Contract #  xx0¢-xx Term:  6/1/2023 TO 1213172026 Invoicing Frequency Quarterly
Invoice #: 1 Reporting Period:  6/1/2023 TO 5/30/2023 Due: 8/15/23 Final Invoice (Y/N): Mo YO u Ca n WO rk bOth d I re Ctly fro m th e O n e D rlve

— —— Pemer—— e —— — or open the workbook in the Desktop App. The
Desktop App generally has easier access and
more functionality. Opening in either way will
0o _ _ : _ still allow for auto-saving features, and real
. T T T time updates that allow multiple users to work

[Salaries & Benefits

@ | @ | | |
@1 | e | e | e | €
@ | e | €| €| €0
@ | @ | | |

s - s N s - in the document at the same time.
Indirect Costs 5 - 5 - 3 = 3 -

[Project Income Income reported to date | 5 = | Prior allocated income | ] - | This Period || 5 - I Unallocated incomne balance | § - |




Security Warnings in the Invoice Workbook

Fle ~ Home Insert  Draw  Page Layout

Lij PROTECTED VIEW  Be careful—email attachments can contain viruses, Unless you need to edit, it's safer to stay in Protected View

* |n some cases, Excel
will prompt the user to
enable macros. When
this prompt appears,
select Enable Editing
then Enable Content.
Enabling these options
will allow you to enter
information into your
Invoice.

Formulas

Data

Review  View Help  Acrobat £ Search
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Financial Invoice tabs
(Form BSCC 201)

Budget Modification tab
(Form BSCC 223)

Project Budget Narrative
Invoice Due Dates

Invoice Workbook
Instructions

Forms Included in the Invoice Workbook

STATE OF CALIFORNLA

Purchase Authority

BSCGC 5227

BOARD OF STATE Purchase Order: 1234
Financial Invoice Form: BSCC 201 (Revised 042020)

Program: JAG Please Note: The Califormia State Controller's
Office will send all checks directly to the address
listed in the "BSCC Vendor Data” section at the

Grantee: Grantee Name Lead Public Agency: Lead Agency Name bottom of this invoice.

Contract # o0 Term: 6172023 TO 12/31/2026 Invoicing Frequency Quarterly
Invoice #: 1 Reporting Period:  6/1/2023 TO 6/30/2023 Due: Final Invoice (Y/N): No
Line Items Budget Prior Expenditures This Reporting Period Balance
Salaries & Benefits z g 5 = z -
Services &
Supplies 3 3 3 : 3 -
3r\:-ﬂ?—ssi_c-1al 3 [ § ~ 3 _
[oervices
NGO o o 5 5 = 8 -
_ NVOICE 9
Equept
Aszat: L _ $ 5 : s -
[Data ¢ NVOICE 10
Repor 5 5 - 5 -
Evali |NVOICE 11
Other 5 £ - 3 -
NVOICE 12
Indiret & 5 = 5 -
rome NVOICE 13 S s N S N
|: NWVOICE 14
[Projec ate | § Prior allocated income | 3 - | This Pesod || 5 Unallocated income balance | § -
Project Budget NARRATIVE 4
J=- - - it 3 = Grant funds claimed this period: 50 Percentage Grant 8% expended to date: #DIV/I
l— MODIFICATION REQUEST
NWVOICE DUE DATES
JExpenditure Descriptions - Units / S Amounts Comments
o7 INSTRUCTIONS !
i e Epeeead | O INVOICES Dy INvOICE4 Sy invoicEs S invoicEs S iNvoIcE7  Gyinvoices £ INVOICES £ INVOICE 10

N

o

&) INVOICE 11

8



Financial Invoice

- Form 201

The Financial Invoice is a statement of
expenditures for the quarter

All invoices should be submitted using Cash
Basis Accounting

Invoices MUST adhere to the Project Budget
Narrative

Grantees must submit their Financial Invoice
to the BSCC on a quarterly basis

Submission of your Financial Invoice, does not
automatically issue your reimbursement
payment—all invoices must be approved by
your JAG team and Field Representative
before any reimbursement is issued
(therefore, getting us proper invoices on time
is critical!)
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Contract & wam-u Term: 0A2022 10 43002026 Invoicing Frequency Cluanerly
Invoice & 1 Reporting Period: 102022 10 12En2022 Due: 2M5/23  Final Invoice (YN): Mo
Line ltems Budget Prior Expenditures This Reporting Period Balance
Zalarior & Benchitr $ $ $ $
Servizerd Supplice $ $ $ $
Froforrional Servicer $ $ $ $
HE0 Subzontractr $ $ $ $
Equipment Fixed
ot $ $ 4 ;
DataColle ction &
F‘r:qrwrﬁ.\:-nrtinq $ $ $ $
Financial Audi $ ] ] ¥
LEPLER § $ 3 :
Other
[Ttrwalﬁraininq,n-t:] $ $ $ $
Indirect Gartr $ $ $ $
ToTaL $ 3 $ ¥
Praject lncams omereparkedbodate | § Frior allozatedinzome | § - Tl\i.rF'orind| § | Unallozatedinzome balanze | §

How to Complete a
Financial Invoice

Confirm the Reporting Period pertains to the dates
of expenditures you are submitting

» In the section titled This Reporting Period, enter
the line item expenditures incurred during the
reporting period as well as any Project Income
earned that quarter

= Final line item totals should be rounded to the
nearest whole dollar

NOTE: If an amount entered is greater than the
available balance, the Invalid Dollar Amount error
message below will appear.

**Expenditures are reported on cash basis**

Invalid Dollar Amount >

e Please enter an amount that does not exceed the current balance for this line item.

If the amount entered is correct, a budget modification must first be completed and then approved by ESCC before submitting the invoice.

Cancel Help




o one: vew | What reporting period should
reported based on a cash

e | this expense fall under?




Example
Expenditure:

You have a Grant funded payroll expense of
$25,000 for the payroll period of: 3/16 to 3/31/2022,
which was paid on 4/7/2022

The current BSCC invoice reporting period consists
of 1/1/2022 to 3/31/2022, invoice #3

Would this expenditure be recorded
for reimbursement from BSCC on
their current invoice #37?




Answer:

* You have a Grant funded payroll expense
of $25,000 for the payroll period of: 3/16 to
3/31/2022, which was paid on 4/7/2022

* The current BSCC invoice reporting period
consists of 1/1/2022 to 3/31/2022, invoice
#3

* Would this expenditure be recorded for
reimbursement from BSCC on their current
invoice #37?
No, this expenditure would be recorded on the next
BSCC invoice because the payment date is 4/7/2022,
and this expenditure was not paid within the reporting
period.




Example
Expenditure:

Your organization ordered 50 customized uniforms.
These shirts were ordered 2/15/2022 and

received 4/15/2022. The event was held 7/15/2022
The current BSCC invoice reporting period consists
of 4/1/2022 to 6/30/2022, invoice #4

Your accounting dept paid out this vendor for these
T-Shirts on 5/20/2022

Would this expenditure be recorded
for reimbursement from BSCC on
their current invoice #47?




Answer:

* Your organization ordered 50 customized
uniforms. These shirts were ordered
2/15/2022 and received 4/15/2022. The event
was held 7/15/2022

* The current BSCC invoice reporting period
consists of 4/1/2022 to 6/30/2022, invoice #4

* Your accounting dept paid out this vendor for
these T-Shirts on 5/20/2022

« \Would this expenditure be recorded
for reimbursement from BSCC
on their current invoice #47?

Yes, this expenditure would be recorded on the current
BSCC invoice because the payment date is 5/20/2022,
and this expenditure was paid within the reporting
period.




ALWAYS Refer to
your Project
Budget Narrative!

Your BSCC team will only approve items
listed in your project budget narrative. If you
need to make changes to your budget,
please reach out to your JAG team to
initiate a modification.

Budgst Lins tam Grant Funds

1. Salaes and Benelis S5 E25
2. Barvices and Supgpies 248,700
1. Professonal Senioes 70,200
4. Nar-Governmental Organizagon (NG0) Subconiacts 210,000
5. EquipmaniFized Azsais 220,000
&. Data Colecion and Prgme=s Repading 530,000
7. Other (Travel, Traming, etc) 260,000
8. Indirect Cosis 55,000
TOTAL $515.525
1. Zalares and Benefits for Warm Hand-off Resntry Sarvices
MName and Tife % FTE 0f Hourly Rate) & Benefis Gmnt Funds
Exarnple B 5 F 3 3 3
Exmample (FTE L C FTE
AdvocatefCaze Manager (1.0 FTE) 1 FTE 32,000 X 42 armually 18T 440
Peer Advocate Tranee 2 posifions, haurky) Slahr X5 hrs X 30 weeks annually X 2 16200
Jahin Doe, Pmgam Manager (F TE) 10 FTE annually 511,465
Jary Dhoe, MEW, Executive Direciar 10 FTE annually 328073
benelis 23.50% S50 447
0
0
0
20
0
0
ol
TOTAL SIT5 525

Salaries and Banafite Namathve for Warm Hand-off Resntry Ssrvices:

AdvocatefCaze Manager (1.0 FTER Thisis a new posifion.T he Advocate/Case Manager wil be responsitle for praviding direct serdoss to clents,
nduding assessing emegency needs induding need for shelier,development of an indvidual case management plan, court acoomganimennt,
ran=poriation assistinos, and information and mfermls S he will d=so coordnate wit parners o reosve and make referals. This posifon wil
mpard fo Jay Doe, Pogram Manager, who is reponsitle for oversightof fie program. Peer Advocate Trainees: Fomedy noarcerated individuals
will ba recuited for fiese new posifons. Pesr advocates wil attend ASP's 40-hour domesic violenos raning, mesting State requimmants as

domesic vidence counssors, and will provide menorship and advocacy for program paridpanis. These posifons will be supervised by Jay,
Pragram Manager. Jay, Program Manager (.10 FTEL Vivian supervises direct serdios pogmms and staff, induding the shelter, and is responsibie
far the raning companent for peer advocates . Joe reparts to John |, Execufive Direcior. John Doe, MSW, Execuve Director {10 FT E) Carayn
supervizes te Program Manager, and is meponsiblie for establishing and maintaining fe exdensive collshomive relationships with CBOs and
govermment agendes required o undertake flese services. This indudes padicipating in collabomive mesings such as he Almeda County Re

¥ Program and 'Wark Group.

MOD x APPROVAL DATE:

2 Sarvices and Supplles for Warm Hand-off Resntry Ssrvices

D ipiion of Services or Supplies Caloulation for Expendiure Gmni Funds)

Exarmple

Trinzpartaton and Case Management Suppart 3400 X 75 pardcpanis $30,000



Refresh yourself before submitting invoices with what are Prohibited Expenditures for JAG and what the BSCC
Grant Guide gives guidance to (AND your budget!). Even if your agency put in your Project Budget certain
purchases, it may not be allowable or need prior Field Representative approval.

Prohibited Expenditures & Associated
Procedures Under JAG ¢

The JAG statute, at 34 U.S.C. § 10152(d), specifically identifies a list of prohibited items.

JAG funds provided under this part may NOT be used, directly or indirectly, to provide any 5 B S CC G ra nt Ad m i n iStra ti On G u i d e

of the following matters: (1) Any security enhancements or any equipment to any Abou

nongovernmental entity that is not engaged in criminal justice or public safety. (2) Unless Subn
the Attorney General certifies that extraordinary and exigent circumstances exist that
make the use of such funds to provide such matters essential to the maintenance of Repo
public safety and good order: Publi
« Vehicles, vessels, or aircraft*
Train

o Luxury items

Assis
« Real estate
« Construction projects (other than penal or correctional institutions) Frequ J u Iy 202 0

« Any similar matters Ques

*Police cruisers, police boats, and police helicopters are allowable vehicles under JAG Certif N

and do not require BJA certification. For purposes of JAG, a vehicle is considered a Assu N

“police cruiser” only if it is used in the ordinary course for routine police patrol within the JAG!

United States. Vehicles (including motorcycles, SUVs, and ATVs) used as “police (veT =

cruisers” are not prohibited under JAG, and therefore may be acquired with JAG funds in ]

the ordinary course, to the extent otherwise allowable under the award. For more Prohi \BSCC
Asso “/CALIFORNIA

information, please see the JAG Prohibited Expenditures Guidance. Please refer to Unde

the JAG FAQs for details on how to request prior approval (a waiver) from BJA to utilize

JAG funds for prohibited item(s). Cont:

_ o - https://www.bscc.ca.gov/wp-content/uploads/BSCC-
Note: The use of BJA grant funds for unmanned aircraft systems (UAS), including Grant'Admin'GUide'JUIy'ZOZO'FinaI pdf

unmanned aircraft vehicles (UAV), and/or any accompanying accessories to support
UAS or UAV devices/systems, is unallowable; no waivers can be submitted for these
purchases.

https://bja.ojp.gov/program/jag/prohibited-
expenditures-associated-procedures-under-jag



Expenditure Descriptions - Units / $ Amounts

Comments

Project Director- .5 FTE @ 5,000 monthhy *3 monthe= 57 500
Data Anahrst- 225 per hour @ 43 hours this guarter= 31,075

Salaries & Benefits| 8,575
Semvices & Supplies| S -
Professional Semvices| -
MGO Subcontracts| & -
Vehicle Purchaze (9 passenger wan) - 342 350 Vehicle Purchase Jusitfication
Equipment / Fixed Assets| § 42,350 approved by FR V1A Email dated
1200802022
Data Collection| & -

For each dollar amount entered as an expenditure, enter a clear description in the

corresponding Expenditure Description cell. Include what sub-category within your line item
the expense pertain to.

cell.

If your Expense required pre-approval or justification, add that information in the Comments
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Project Budgst for Warm Hand-off Resnty Sardoss

Beudigpst ILIne Ham Grant Funds

This position is allocated as 1 FTE, p———

meaning this person will be working sea.700

100% on ARG and should be reflected e
on the Invoice Expenditure Description

for this position. If this calculation sa8ass
S0 000

1. Salades and Benelfis
2. Service=s and Suppiies
A. Professional Servioes

4. Man-So sl Oy i. NG O Subroan
A. Equi i A,

G, Data Collecion and Poge=x Pepasding

7. Oibher {Trawvel, Traming, eic)

e — changes, a Budget Modification will be
necessary.

1. Zalaries and Banafits for Wiam Hand-off Resntry S—oveos

Harner and Tife &% FTE o0 L Smnt Funds
Exampie (Haowlyl: Bab Smith, Fiscal Manager SEQhour x 11 =3 years = 5218600 3 22% = 34,752 34752
Exarmple (FTE |- Jame Do, Counsesior 25 FTE & 0 x 3 pears = 545,000 @ 22% = 59900 =29.900
AcdvacatefCase Manager (1.0 FTEY 1 FTE 52000 X 42 armually F167 440
Paer Adwvacatse Tranees 2 posidons, haurfy) S1akr X5 hirs X 30 weeks annually X 2 S16_ 200
Jabhin Doe, Pogam Manager {F TE) 511,465
Jary Droer, BSW, Execuiive Direciaor 28473
bBenalis 23.50% F52 447
30

This position is allocated as an hourly -

oy . 30

position, therefore Invoice -
Expenditure Description for this .
position should be identified as such. o
TOTAL $ITSEIS

Advacateflame Manager (1.0 FTE: TF a nerar po=ion T he Adwocaie' Cace Manager will be respon=ibde for providing direc { service=s o clenis,
mnduding asses=ing emeangaency needs indoding need for sbeler, developmaent of an indvidual cose managemat plan., ©ourl acoomgran irmesnt.,

e sprriasion assstanos, and information and eeferml=s S Se will azo coordinate with pariness o recse and make refoerals. This posi$ion il
mepord i Jay Dae, Pogmam Manager, who is reponsibtde for ovesghiof e program. Peer Advocate Trainees: Fomedy noarcerated individuals
il b recruited for fhese new posifons. Peer adwocates wil agtend ASP s Ad-hour dome=stic violkenos Franing, masting State requirmearn=s as
domesic vidence counseors, and will provide meniorship and advocacy for program parfcpanis. These posifons will be supercised by Jay,
Pragram Marmager. Jay, Program Manager (.10 FTE; Vivian supervizses direct servose pogmams and stafl, induding e shalter, and s res pon sible
far the raning componanit for peer adwvoostes . Jos reports (o Jofin . Exeoufve Direcior. Jobn Do, MSW, Excoufwe Directar {10 FTE Caralyn
=upervises fie Program Manager, and is msponsible for estiablishing and maintaning e exdensive collabomve relationships wigh C80=s and
gorvenrTImant agences reguired o undertke fhooe services. This indodes paticipating in collabomive mesfngs such as e Ameda County R
Entry Program and Wark Group.

MOD x APPROVAL DATE :

B and Suppiles FOr Wanm Hand-off Reentry Services

Drescipfaon of Services or Supplies Caloulation for Exprendiiure Gmnt Funds|
Example: Supporfve Sevioes bus passes, gas cards 53350 x 50 ParScpanis 17,500
Tman=portaion arnd Case Managemenit Suppart 5400 X 75 parScpanits 330,000

COMMUUIMNMNITY



Staff member is only identified by
name and does not include
Position Title which would be how
they are identified on the budget.

Analyst does not have a
breakdown of how this expenditure

was formulated.

Amount per
voucher and
participants served
is not clear.

Expenditure Descriptions - Units / $ Amounts

Actual expenditure isn't tied to a

Comments

Sally Smith- .5 FTE @ $5,000 monthly *3 months= 57,500

Data Anahyst- 81,075

line item. Unclear what this cost

Salaries & Benefits| & 8,575
— IS.
Participant Hotel Vouchers- 52,500
. : <=
Senices & Supplies| 2,500
26,850 within budgeted amount
P

Professional Services| & 6,850

NGO Subcontracts| -

No comment clarifying this

Equipment / Fixed Assets| S 42 350

Vehicle Purchase (9 passenger van) - $42,350

purchase had prior approval on
file.

-_— ey E
COMPBMILIMNIT Y
S F= D

CORREECTION=S




Expenditure Descriptions - Units / 5 Amounts

Comments

Max Happy FTE 1.0 Case Manager $15,601.41 - Grace Day FTE 0.22 Program Manager 54, 25506 - Alex Funguy FTE

S alarine & GrantFundz | 3 23,588 | 0 07 Program Director $2,056.52 - Maggie Silk Program Support FTE 0.08 §1,671.03
Benetits
Fraject Incame i
Client Assistance-for 39 participants= 38,860.61, Software 32593.08, Rental Space Costs 3175.71, Insurance 3250.23, | 59 participants received $150 in employment
Services & from Field Rep. Tanya via email 81/2022
Supplies
Praject Incame i
Auditor 356.84, Payroll consuttant fees -3107 38
Grant Fundz s 174
Professional
Services
Fraject Incame i
Grant Funds i
MGO
Subcontracts
Fraject Incame b1
Grant Fundz i
Equipment | /
Fined Hzzets
Praject Incame i
Data Collection | S Funds !
& Progress
F!epn:-rting Fraject Incame i
Staff Mileage (traveling to and from meeting with clients) - 22 310 miles @ .50centz=51,154.91, Minor Equipment (Copier
Grant Fund= 3 1,315

Leasel- 581.03, Staff Training (Adobe Class) - $15.39, Dues & Subscriptions - 361 .13, Advertising - $2.28

Acceptable Invoice




Certifying Acceptable Invoices after Review

In the Person Preparing Report section,
the individual who prepares invoices will

provide their contact information and

the date the invoice was prepared. The
date needs to be updated anytime the

invoice is revised.

Once the invoice is prepared, the
Authorized Financial Officer (AFO)
MUST review invoice prior to
completing their certification. This is
true for each and every revised
version of the invoice.

Save Invoice workbook changes and
close workbook (it will autosave as
well)

Have the AFO email the JAG inbox
that the invoice is ready for review:
JAG2022@BSCC.CA.GOV

PERSON PREPARING REPORT

AUTHORIZED FINANCIAL OFFICER

By checting the bax below, | hereby certfy that | am the authorzed financial officer of the herein named agency. | furher
certify that | have not violated any afthe provisions of Section 1090 ofthe Goverment Code In incurting the expendituras
teported in this invoice, nar in any cther way; that Sections 1090 through 10% of the Govemment Code will not be
violated in any way in the expenditure of funds pursuant to this invoice; that statement of funds above is true, correct and
in accordance with program pravisions in all respects; and that all expenditures submited after the expiration date of this
contract are for the purpase of substantiating abligations legally incurred during the cortract period. Furthermore, by
submiting this invoice, | acknowiedge that it must adhere 10 all of the requirements in the BSCC Grant Administration
Guide, including any updates to the Guide during the term of the grant agreement.







You realize a discrepancy from a prior

Invoice...

FIRST
THINGS

* First, you will want to
contact your analyst

e Email your analyst at:
JAG2022@bscc.ca.gov

* Explain why you have retroactive
and/or missed expenditures you
now will need to invoice for


mailto:ARGCohort3@bscc.ca.gov

Once you have
explained the
story...

* Your analyst will now direct
you to add or remove these
costs by locating your newest
invoice on the OneDrive

e This will be the next
UNAPPROVED invoice

 We do not unlock and change
prior invoices once they are
approved




After accessing your next invoice, input
your expenditures as you normally would

Next, add into any relevant section the
amount you are adding and removing in
the Expenditure Description section

Calculate what the difference is for these
expenditures, and put this amount in the
amount you are reporting section

fiture Descriptions - Units / 5 Amounts

Comments

Salaries & Bgne

fiis

Services & 54

ppiies

Professional Sefvices

NGO Subcoqtracts

Equipmant / Ficed 4

ssats

Data Colaction & Prggress

e

jorting

Financig

Audi

Local Evaluation Plan

LERY

- Local Evaluation Repor§(LER)

Other (Travel, Trainin

, ete)

IndireciiCosts

Project

[Come




Expenditure Descriptions - Units / $ Amounts Comments

Staff Membser &: 1FTE @ 00,000 for 3 months = $25 000 we are =il inowr hiring process

Salaries & Benefis| % 25000 for this program, currently our
only $LafF wodking Full tirme onitis

saur S TAEE BACEACEE 5

Services & Supphes| £

Professional Services| §

NGO Subcontracts| s

Equipment / Fixed Assetsl g

2 months of data collection: Whirs total @ $100 an be= $H00 7 Retrosctive Costs: 3 months of data collection For Jan 2023- March | | we have realized a coding smor
Data Collection & ngrex 3 2 g | 2023= 10khes @ $100 an he= $I000 For a grand botal of £2 400 Fram our aceounting dept
Reporti : previously we did not invoice for
data collection expenses from
last quarter due to this sspense
Financial AudE] T = being coded 1o the incorrect
Prougranm. whe &re now addindg it to
thiz quarter's expenses. -PD Sally

Local Evaluation Plan (LEPV 3 Smilth|
Local Evaluation Report (LER)

Input your expenditure (+/-) in the Expenditure Description section along with your calculation for the
total in this budget section.

Put a comment in the comments section on why this is being added to an invoice outside of its normal
reporting period. *** note: your analyst can extend this box to view all the comments if it hides a
portion similar to the comment section shown above in Salaries & Benefits
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« Adding to your invoice is just one step in
updating expenditures

* You will still need to update your Desk Review
Packet with supporting documentation that
verifies your expense

« If you are removing a prior expense, do not
update your prior Desk Review Packet, these
must match your invoice

* In our next slides, we will discuss what your
Desk Review Packet will consist of and how you
will organize all your supporting documentation
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------



Q&A Session

BSCC

S CALIFO



Reviewing
an Invoice as a Field

Representative Acti
vity

We will now start our invoice activity where
you will go into breakout rooms and work to

review an invoice and project budget
narrative
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