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TOPICS 

 Fiscal Information 

 Invoicing  

 Payments  

 Budget 

 Grant Compliance 



Fiscal Information 
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Fiscal Information 

 Financial Viability 

Grantees shall be able to cover at least 90 days of 

payroll, indirect and operating expenses, as well as 

expenses incurred by a subcontractor, prior to 

reimbursement by the State. 

 Fiscal Documents 

Grantees shall prepare and maintain required 

financial information and fiscal documents in 

accordance with Generally Accepted Accounting 

Principles (GAAP). 
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Fiscal Information 
(Continued) 

 Standard Payroll Practices 

Grantees shall maintain adequate employee time 
recording documents (i.e. timesheets, time 
cards, and payroll schedule) based on Generally 
Accepted Accounting Principles (GAAP) and 
Office of Management and Budget (OMB) 
Circular No. A-122. 

Please see Exhibit A, Attachment II, Provision 3. 
for more detail. 
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Invoicing 
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Invoicing 
Overview 

An invoice is an essential legal document 

used to claim reimbursement for actual 

costs incurred to meet the contractual 

obligations of the Grant Agreement.  

Invoices for actual costs must be submitted 

each quarter of the fiscal year. 



Invoicing 
Requirements 

 All invoices must be accompanied by a cover letter printed on 

Grantee letterhead. 

 Expenses requiring prior written approval will be reimbursed only 

if a copy of the prior written approval is submitted with the 

invoice. 

 All costs invoiced must be based on actual costs incurred within 

that quarter. 

 Invoices must be submitted in accordance with Exhibit B, 

Provision 1. Invoicing and Payment of your Grant Agreement. 
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 All invoices claiming Federal Financial Participation (FFP) must 

be accompanied by an approved time study report for each 

staff claiming FFP.  The time study report is located in the 

Fiscal Information Section of the Teen Pregnancy Prevention 

(TPP) website at: 

http://www.cdph.ca.gov/PROGRAMS/TPP/Pages/default.aspx.   

 Invoices that contain a reimbursement request for equipment 

(major and minor) must include a CDPH 1203 form listing the 

purchased items. The CDPH 1203 and the instructions for 

completing this form are located in the Fiscal Information 

Section of the TPP website. 
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Invoicing 
Requirements (Continued) 



 Quarterly invoices must be submitted within 30 calendar days 

following the end of the quarter.  The Quarter 4 invoice must 

be submitted within 60 calendar days following the end of the 

quarter. 

 The Office of Family Planning (OFP)  may reject any invoice 

that, due to incompleteness or other discrepancy, cannot be 

processed. 

 Grantees will be required to submit supporting expenditure 

documentation to OFP to substantiate each invoice.  This is 

called Expenditure Documentation Review and will be 

discussed in detail later. 
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Invoicing 
Requirements (Continued) 



Invoicing 
Invoice Due Dates 

 Quarter 1 Invoice is due November 1st  

 Quarter 2 Invoice is due February 1st  

 Quarter 3 Invoice is due May 1st  

 Quarter 4 Invoice is due September 1st  
 

OFP may, at its discretion, choose not to honor any delinquent invoice 

if the Grantee fails to obtain prior written approval from OFP of an 

alternate submission deadline.   
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Invoicing 
Instructions 

Five Major Expense Categories are: 
 

 Personnel  

 Operating Expenses 

 Subcontractors 

 Other Costs 

 Indirect Costs 



Invoicing Instructions 
Step 1. Invoice Summary Page 
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Invoicing Instructions 
Step 2. Personnel Detail Page 
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Invoicing Instructions 
Step 2. Personnel Detail Page (Cont.) 
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Invoicing Instructions 
Step 2. Personnel Detail Page (Cont.) 



17 

Invoicing Instructions 
Step 2. Personnel Detail Page (Cont.) 
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Invoicing Instructions 
Step 2. Personnel Detail Page (Cont.) 
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Invoicing Instructions 
Step 3. Operating Expenses Detail Page 
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Invoicing Instructions 
Step 3. Operating Expenses Detail Page 
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Invoicing Instructions 
Step 4. Subcontractors Detail Page 
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Invoicing Instructions 
Step 5. Other Costs Detail Page 
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Invoicing Instructions 
Invoice Summary Page 
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Invoicing Instructions 
Step 6. Fund Reconciliation Table 
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Invoicing Instructions 
Step 6. Fund Reconciliation Table (Cont.) 



Invoicing 
Prohibited Expenses 

The use of I&E grant funds for any of the following goods, 

services, or activities are not allowed: 
 

 Purchase of vehicles, land, or buildings 

 Improvement costs 

 Bonuses/Commissions/Overtime 

 Lobbying 

 Grant Writing 

 Payment of Interest 

 Costs associated with any other program 

 See Exhibit B, Provision 10. Prohibited Expenses of the Grant 

Agreement for additional prohibited expenses. 
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Invoice 
Submission 

Grantees must submit a complete invoice package containing the 

following documents: 

 Signed original cover letter on official Grantee letterhead that includes 

the following: 

 Date  

 Agreement Number  

 Invoice Period 

 Invoice reimbursement amount (minus initial allotment amount, if 

any) 

 Contact name and telephone number 

 Authorized original signature 
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Invoice 
Submission (Continued) 

 Signed invoice that includes the following: 

 Original signatures by the Grantee’s Authorized Signatory below 

the certification statement of the Invoice Summary Page 

 Detail Pages of the invoice showing appropriate costs according 

to the approved budget 

 Agreement number and Grantee name as shown on the budget 

approval letter 

 Time Study Data Report for Summary of FFP (for all staff invoicing 

Title XIX Funds) 

 Supporting documentation/receipts for all expenses claimed for 

Expenditure Documentation Review 

 CDPH 1203, if applicable 
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Invoice 
Submission (Continued) 

Grantees should submit all fiscal documents to the address 

below: 
 

California Department of Public Health 

Office of Family Planning 

Attn: OFP Contract Manager “Enter Name” 

P.O. Box 997420, MS 8305 

Sacramento, CA  95899-7420 

 

NOTE:  Invoices submitted electronically will not be accepted. 



30 

Invoice 
Submission (Continued) 

FINAL INVOICE SUBMISSION 

 A final undisputed invoice shall be submitted for payment no 

more than 60 calendar days following the expiration or 

termination date of this Grant, unless a later or alternate 

deadline is agreed to in writing by OFP.   

 The State may, at its discretion, choose not to honor any 

delinquent final invoice if the Grantee fails to obtain prior written 

State approval of an alternate final invoice submission deadline.  

 Please see Exhibit B, Provision 9 of the Grant Agreement for 

additional contractual obligations regarding final invoice 

submission.  
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Supplemental Invoices 
Overview 

A Supplemental Invoices are necessary 

when expenses incurred during a given 

quarter were not included on a previously 

submitted quarterly invoice. 
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Supplemental Invoices 
Requirements 

 Grantees must use a Supplemental Invoice  to claim reimbursement 

for expenses incurred during a given quarter that were not included 

on a previously submitted invoice.  Grantees shall not include 

expense(s) incurred in a previous quarter on a subsequent quarterly 

invoice.  

 Grantees must submit a supplemental invoice claiming only the 

additional expense(s).  

 Grantees will be required to submit documentation to OFP to 

substantiate the supplemental invoice(s).   

 Supplemental invoices shall be submitted for payment within 60 

days following the end of each quarter.  
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Expenditure Documentation 

Review (EDR) 
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Expenditure Documentation 

Review (EDR) 
Overview 

 Grantees will be required to submit supporting 

expenditure documentation with every quarterly 

and/or supplemental invoice. 
 

 Grantees must maintain all documents for review 

and audit for three years from the date of final 

payment under the Grant Agreement, unless there 

are issues that need to be resolved, in which case 

the records shall be retained until completion of the 

action and resolution of all issues which arise from 

it, whichever is longer.   
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Expenditure Documentation 

Review (EDR) Overview 
 Pursuant to Exhibit D(F), Provision 7.a. of the Contract, “The Contractor 

and/or Subcontractor shall maintain books, records, documents, and 

other evidence, accounting procedures and practices, sufficient to 

properly reflect all direct and indirect costs of whatever nature claimed to 

have been incurred in the performance of this agreement, including any 

matching costs and expenses.” 

 Pursuant to Exhibit B, Provision 6.C. of the Contract, “If the allowability 

or appropriateness of an expense cannot be determined by the State 

because invoice detail, fiscal records, or backup documentation is 

nonexistent or inadequate according to generally accepted accounting 

principles or practices, all questionable costs may be disallowed and 

payment may be withheld by the State.  Upon receipt of adequate 

documentation supporting a disallowed or questionable expense, 

reimbursement may resume for the amount substantiated and deemed 

allowable.” 
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Expenditure Documentation shall 
include, but is not limited to: 

PERSONNEL 
 

 Employee time study documents. 

 

 Grantees must maintain documentation which provides linking 
documents that summarize, by each employee, the hours 
worked by activity on the grant, and that such documentation 
will be maintained on a daily, weekly, and monthly basis, so 
that it clearly supports the allocation methodology used to 
distribute salaries and benefits and the actual personnel 
service costs billed to the Grant Agreement. 

 

Note:   Grantees must inform the Program Consultant (PC) and 
 Contract Manager (CM) of any staff changes or changes 
 to contact information by submitting an Agency Information 
 Form (AIF) to PC and CM within five (5) working days of 
 any changes. 
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Expenditure Documentation 
(Continued) 

OPERATING EXPENSES 
 

 Travel (logs, hotel receipts, per diem reimbursements, 
airfare, car rental, mileage, parking, bus token, etc.)  

 Training (receipts for registration fees, training 
materials, stipends, participant training, etc.)  

 Expendable supplies and minor equipment (receipts 
for office and program supplies, printing, copying, 
postage, audit, minor equipment purchase and 
maintenance, software, etc.) 

 Office space rental (limited to 200 square feet @ 
$2.00 per square foot per total Full-Time Equivalent 
(FTE) per year) 

 Communications (telephone, cellular phone and 
internet service invoices) 
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Expenditure Documentation 
(Continued) 

SUBCONTRACTORS 
 

 Subcontractor invoices 

 

OTHER COSTS 
 

 Education Materials (receipts for approved materials 
such as books, handouts and brochures) 

 Incentives (receipts for gift cards and gift certificates) 

 Food (sign-in log for supporting participant activity and 
food receipts) 
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Expenditure Documentation 
(Continued) 

 
 INDIRECT COSTS:  Indirect costs are costs that are 

not directly accountable to a cost object (such as a 
particular function or product).  Indirect costs may be 
either fixed or variable. Indirect costs include taxes, 
administration, personnel and security costs, and are 
also known as overhead. 

 

 Identification of indirect costs and allocation 
methodology 

 Some examples of Indirect Costs include Executive 
Director, Accounting/Personnel, payroll handling, 
janitorial, security, insurance, legal representation, etc. 
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Expenditure Documentation 
Example of Allocation Methodology Table 



INITIAL ALLOTMENT 

41 
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An annual initial allotment of up to 25 

percent of the yearly grant can be 

requested at the beginning of each fiscal 

year. 

Initial Allotment  
Overview 
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Initial Allotment  
Requirements 

Approval of Initial Allotment requests are subject to the 

following conditions: 

  

 The Grant Agreement has been fully executed 

 

 The Budget Act of the current year and/or any 

subsequent years covered under the grant 

appropriates sufficient funds for the program 
 

 
 



Initial Allotment  
Requirements (Cont.) 

 The prior year initial allotment issued by OFP under this 

grant, if any, has been fully liquidated or repaid in full 
 

 At no time may the sum total of any initial allotment 

exceed twenty-five percent (25%) of the total annual 

grant amount 
 

  The Grantee is in compliance with the Grant 

Agreement and is in “Good Standing” with OFP 
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Initial Allotment 
Submission Format 

 An original and one copy of the Initial Allotment must be: 

o Submitted by August 1st of each fiscal year for the period 

July 1-June 30 of each fiscal year 

 

o Submitted in a format determined by OFP.  The initial 

Allotment Template is located in the Fiscal Information 

Section of the TPP website 

 

o Printed on Grantee letterhead 

 

o Signed (in blue ink) by the Fiscal Officer (or designee) 
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Initial Allotment  
Recovery 

 Initial Allotments will be deducted from the first, second, 

and third quarterly invoice payments for each fiscal year. 

 

 If Grantee the entire allotment amount cannot be recouped 

within the first three quarters, recoupment will continue 

through the fourth quarter and any supplemental invoices. 
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Initial Allotment  
Example Recovery Schedule 

Example Recovery Schedule 

Fiscal Year 2010/11 funding: $100,000 

Initial Allotment = $100,000 x 25% = $25,000 

Quarterly Invoice 
totals 

Period Initial 
Payment 
deducted 

from 
invoice 

Calculation Amount 
received by 

Grantee 

First Quarter 
$23,000 

07/01/2011 - 09/30/2011 1/3 
$23,000 – (25,000x1/3)= 

$23,000 – (8,333) = 
$14,667 

Second Quarter 
$26,000 

10/01/2011-12/31/2011 1/3 
$26,000 – (25,000x1/3)= 

$26,000 – (8,333) = 
$17,667 

Third Quarter 
$27,000 

01/01/2012-03/31/2012 1/3 
$27,000 – (25,000x1/3)= 

$27,000 – (8,334) = 
$18,666 

Fourth Quarter 
$24,000 

04/01/2012-06/30/2012 0 

- 0 - 
or 

Any remaining Initial Allotment 
balance 

$24,000 
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Initial Allotment 
Mailing Address 

 Initial Allotment requests must be submitted via 

hardcopy to: 

 

 California Department of Public Health 

Office of Family Planning 

Attn: OFP Contract Manager “Enter Name” 

P.O. Box 997420, MS 8305 

Sacramento, CA  95899-7420 
 

48 



Initial Allotment 
Mailing Address (Cont.) 

 If using Courier Delivery (i.e. UPS, FedEx, Golden State 

Overnight, etc.) deliver to: 
 

 California Department of Public Health 

 Center for Family Health 

Office of Family Planning 

Attn:  Contract Manager 

MS Code 8305 

1615 Capitol Avenue, Suite 73.560 

Sacramento, CA 95899-7420 
 

Note:   All document deliveries not including the mail station 

number  MS 8305 may be returned to sender by the CDPH 

Mail Services Unit. 
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Payments 
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Payments can be requested if the following criteria 

are met:  

 

 The Grant Agreement has been fully executed. 

 

 The Budget Act for the fiscal year has been 

signed and includes appropriation for the I&E 

Program.  
 

Payments 
Overview 



Payments 
 Process 

The State has 45 days for processing of a payment 

from the date OFP receives your invoice.  Please 

contact your Contract Manager if payment has not 

been received after 45 days.   
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Payments 
Amount Payable 

 Grantees will be reimbursed for actual 

expenditures incurred in the quarter being 

invoiced and in accordance with the Grantee’s 

OFP approved budget. 

 

 The maximum amount payable cannot exceed the 

Grant Agreement amount for each fiscal year.   
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OFP may reduce or withhold payment of an invoice if the 

Grantee does not meet any or all of the following: 

  

 Three repeated and uncorrected findings of deficiencies 

in the financial audits conducted by DHCS. 

 

 Grantee’s failure to submit timely and acceptable 

reports. 

 

 The evaluation requirements for the grant period. 

 

Payments 
Payment Withhold 



 

Payments 
Payment Withhold (Continued) 

 OFP may reduce or withhold grant payment if the Grantee 

does not meet any or all of the following: 
 

 The contract requirements specified by OFP. 
 

 Grantee’s failure to submit documents to support 

invoiced expenses. 
 

 Achievement of the objectives and activities specified in 

the Workplan and/or Exhibit A, Attachment 3, Scope of 

Services 

 

Note: Please see Exhibit E, Provision 15. of the Grant 
Agreement. 
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Budget 
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Budget 

Subject to prior review and approval of the State through a 

formal amendment, Grantees may shift up to 10 percent of 

the annual allocation under the Grant Agreement, provided 

the total of all line item shifts over the life of the Grant 

Agreement does not exceed $15,000. 

Line item shifts proposed by Grantee must include a 

detailed justification for the shift, including an 

explanation why the shift is necessary. 

There are no informal allowable line item shifts.  All 

changes to the Budget requires a formal amendment. 
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Grant Compliance 
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Grant Compliance 

Overview 

 Grantee must comply with all State and Federal 

funding, reporting, and audit requirements.  

  

 State and Federal representatives have the right to 

monitor, audit and/or conduct on-site reviews of 

Grantee’s and/or subcontractors for compliance 

with the provisions of the Grant Agreement, 

applicable State and Federal laws, and 

regulations. 
 



Grant Compliance 
   Annual Financial and Compliance Audit 

 Grantees shall obtain a single organization-wide financial and 

compliance audit.  The audit shall be: 

 

 Completed by the 15th day of the fifth month following the 

completion of each fiscal year 

 

 Conducted according to Generally Accepted Auditing 

Standards (OMB Circular No. A-133) 

 

 Please see Exhibit D(F), Provision 16. Financial and 

Compliance Audit Requirements for additional contractual 

requirements 
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Grant Compliance 
Audit and Record Retention 

Audit file documents shall include, but are not limited to:  

 

 Books 

 

 Financial and other records 

 

 Documents and other evidence  

 

 Accounting procedures and practices, 

 

Documentation should be sufficient to properly reflect all direct and 

indirect costs by funding source have been incurred in the performance 

of the Grant Agreement, as well as matched funding costs and 

expenses. 
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Grant Compliance 
Audit and Record Retention (Continued) 

Grantee Program and Administration 

Management must be aware of the location of 

all financial records and program files.  Audit 

trails must comply with Government Auditing 

Standards that includes full documentation of 

costs charged or allocated.   

 
62 



Grant Compliance 
Audit and Record Retention (Continued) 

The following documents must be retained, but are not 

limited to: 
  

 Grant Agreement, Request for Applications #11-10017, 

I&E Program Manual.  

 

 All fiscal year budgets.  

 

 Workplan, duty statements, organization charts, and 

position classifications. 

 

63 



Audit, Monitoring and Compliance 
Audit and Record Retention (Continued) 

 All fiscal year Progress Reports and Monthly 

Performance Reports. 

 

 Copies of all changes that occur to any of the 

documents during the grant term, including the OFP 

approvals of those changes. 

 

 FFP time studies (with secondary documentation). 

 

 Invoices and Supplemental invoices as well as back-

up documentation to support invoiced costs.  
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Grant Compliance 
Audit and Record Retention (Continued) 

Grantee and/or Subcontractor shall preserve and make 

available his/her records: 

 

For a period of three years from the date of final 

 payment under this Agreement  

 

For such longer period, if any, as is required by 

applicable statute or by any other provision of the 

Grant Agreement 

 

Note: Please refer to Exhibit D(F), Provision 7. of the Grant 

Agreement for more information 
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Grant Compliance 
Liability Insurance Requirement 

Grantees must provide a certificate of insurance for 

commercial general liability insurance. 

 

Please Refer to Exhibit E, Provision 13. Insurance 

Requirements. 
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Audit, Monitoring and Compliance 
Certificate of Liability Insurance Example 



Closing 

Questions? 

 

Thank you. 
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