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DEPARTMENT OF CONSERVATION

DIVISION OF LAND RESOURCE PROTECTION

California Farmland Conservancy Program Invoicing Procedures  
Refer to the sections in your Grant Agreement on “Payment” and “Invoicing” for more detailed information specific to your grant.  Generally, the following requirements apply to all invoices submitted to the Department.  Many of these requirements are standard requirements of the State Controller’s Office.  You are welcome to submit a draft invoice to your grant manager to review prior to sending in the actual invoice.  Please do not hesitate to contact your grant manager should you have any questions or need clarification.  Sample invoice forms are available on the CFCP’s website at http://www.consrv.ca.gov/DLRP/cfcp/grant/index.htm 

1. Print the invoice on your organization’s letterhead and have it signed by the person who signed the grant agreement.  If someone else is to sign, you must submit an authorization letter for that person, signed by the person who signed the original grant agreement.

2. Submit an original and two copies of the invoice, along with three copies of all financial supporting documentation directly related to the invoice.  We do not need three copies of your progress report, final report, or other items required under the grant such as work products, recorded easements, title insurance policies, etc.

3. Sequentially number each invoice submitted under the specific grant (e.g. 1 for the first invoice, 2 for the second, etc.).  Don’t use your own internal invoicing number.

4. Line items in the invoice should correspond exactly to the line items listed on the Grant Agreement “Budget” page.  Only those items and rates found in the Budget are eligible for reimbursement.  If any changes are to be made to the Budget, a request must be made in writing to your grant manager.

5. The invoice should contain two columns;  one listing the amount for which you are invoicing the CFCP, the other tracking your matching funds expended for the same time period and same line items, as listed in the Budget.

6. Supporting documentation must be included for all items for which you are requesting reimbursement.  Although you do not have to send in documentation for the matching funds, you should retain this documentation in your file in case of an audit.  Here are some examples of appropriate documentation for typical items:

· Staff/Consultant/Legal time:  timesheets, logs, or consultant invoices documenting the individual performing the work, the date on which the work was performed, the specific grant-related activities or objectives to which the individual’s time was devoted, and the amount of time spent.  

· Appraisal:  invoices received from the appraiser

· Title insurance & closing costs:  final escrow closing statement

· Travel-related costs:  appropriate payment stubs or travel mileage log (remember that we can only reimburse up to the state mileage rate listed in the grant agreement)

7. Each invoice must be accompanied by a satisfactory progress report or final report.  You can download forms for each report from the CFCP’s website.

8. For final invoices, all final required documents listed under the Grant Agreement’s “Scope of Work” must be submitted before payment can be made.  For easement grants, these documents typically include copies of the recorded easement, title insurance policy, final baseline report, final escrow closing statement and recorded copies of any subordination agreements.

9. Remember, the CFCP can only reimburse for costs incurred during the time period specified in the Grant Agreement.
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