


• Documentation Rules 
• Cover Letter 
• Documentation of Grant Expenditures Form (Community Enhancement) 
• Documentation of Grant Expenditures Form (Neighborhood Reinvestment) 
• List of Expenditures Form 
• Item #1 (Payroll Expenses) 
 - Payroll Report 
• Item #2 (Invoice paid with Check) 
 - Invoice 
 - Copy of Check 
 - Copy of Bank Statement (Cleared Check) 
• Item #3 (Invoice paid with Credit Card) 
 - Invoice 
 - Credit Card Statement 
• Unspent Funds Check 
• Additional Resources 
• NRP/CE Contacts 

 



• Grant documentation is due 13 months after grant effective date 
 

• All expenses must fall within the grant period 
 

• All expenses must be for grant purpose 
 

• Documentation must include the following items: 
• Cover letter on the organization’s letterhead detailing how the grant funds were 

spent 
• Completed Documentation of Grant Expenditures Form 
• Completed List of Expenditures Form 
• Proof of Expenditures (supporting documentation) for the entire grant amount. 

Please give each supporting document an item number that corresponds to the 
associated line on the List of Expenditures 

 
 



When you turn in your 
documentation packet it must 
contain a cover letter.  The 
cover letter should contain the 
following: 

• Must be on the 
organization’s letterhead 

 
• Detail how the grant funds 

were spent. 



 • Form is provided with check 
issuance 

• Must be included with 
documentation packet that is 
due at the end of grant period 

• When completed must include 
original wet signatures 

• Mail this form with rest of 
documentation packet to: 

 County of San Diego 
 Office of Financial Planning 
 1600 Pacific Highway, Suite 352 
 San Diego, CA    92101 
 



 
• Form is provided with check 

issuance 
• Must be included with 

documentation packet that is 
due at the end of grant 
period 

• When completed must 
include original wet 
signatures. 

• Mail this form with rest of 
documentation packet to: 

 County of San Diego 
 Office of Financial Planning 
 1600 Pacific Highway, Suite 352 
 San Diego, CA    92101 
 



 3/8/15    Payroll ADP Payroll Services    Payroll Services   $35,839.10 

 3/3/15      3025         Desert Electric      Amp Service Cabinet   $5,596.43 

  5/14/15   Credit Card        Printing Co.          Shirts for Volunteers  $1,713.78    

$43,149.31 

Unspent funds to be returned = $50.27 

A completed List of Expenditures 
Form is required when submitting a 
documentation packet. The 
information needed is: Date of 
Expenditure, Check # (if applicable), 
Payable To, Expense Purpose, and 
Amount.  
 
The example provided shows the 
three most common expenses: 
 • Item #1 – Payroll Expense 

 
• Item #2 – Expense that is paid 

with check 
 

• Item #3 – Expense that is paid 
with credit/debit card 

 















• Unspent grant funds must be 
returned to the County 

 
• These unspent funds may not 

be applied to any future CE 
or NRP grants 
 

• When returning unspent 
funds, please make check 
payable to “County of San 
Diego” 
 

• The check can be mailed to: 
            County of San Diego 
                Office of Financial Planning 
                1600 Pacific Highway, Suite 352 
                San Diego, CA    92101 



Community 
Enhancement 

 
• Community Enhancement 

Website 
 

• B-58 Policy 
 

• Subscribe to receive 
information on Community 
Enhancement via e-mail 

Neighborhood 
Reinvestment 

 
• Neighborhood Reinvestment 

Website 
 

• B-72 Policy 
 

• Subscribe to receive 
information on Neighborhood 
Reinvestment via e-mail 

Find your District/County Supervisor 
Website 

http://www.sandiegocounty.gov/auditor/commehnc.html
http://www.sandiegocounty.gov/auditor/commehnc.html
http://www.sandiegocounty.gov/content/dam/sdc/cob/docs/policy/B-58.pdf
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_194
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_194
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_194
http://www.sandiegocounty.gov/auditor/nrp.html
http://www.sandiegocounty.gov/auditor/nrp.html
http://www.sandiegocounty.gov/content/dam/sdc/cob/docs/policy/B-72.pdf
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_195
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_195
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_195
http://www2.sdcounty.ca.gov/rov/Eng/Edistrict_query.asp


Office of Financial Planning 
1600 Pacific Highway, Room 352 
San Diego, CA   92101 
619-531-5177 

District Offices 

District 1 (Supervisor Greg Cox) – (619)531-5511 
District 2 (Supervisor Dianne Jacob) – (619)531-5522 
District 3 (Supervisor Dave Roberts) – (619)521-5533 
District 4 (Supervisor Ron Roberts) – (619)531-5544 
District 5 (Supervisor Bill Horn) – (619)531-5555 
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