
Prop 64 Cohort 2 Desk Reviews
Supporting Documentation Submission 



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



> Highlight Whatever You Need to

o > Clarify What you Are Claiming

o > Show Us the Calculations



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.



• Check your grantee folder in 
OneDrive

• You can use this folder as you 
assemble your desk review

• The required forms are 
conveniently located in your 
folder



Any 
Questions?
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