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DOCUMENTATION PROCEDURES

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
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• 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.

DOCUMENTATION MUST INCLUDE THE FOLLOWING ITEMS:

4



COVER LETTER Documentation Packets 
must contain a Cover Letter

Cover Letters should contain 
the following:

• Must be on organization’s 
letterhead

• Details on how the grant 
funds were spent 
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COMMUNITY 
ENHANCEMENT

Documentation of Grant 
Expenditures Form

• 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

ECONOMIC DEVELOPMENT AND 
GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152

SAN DIEGO, CA 92101
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NEIGHBORHOOD 
REINVESMENT

Documentation of Grant 
Expenditures Form

• 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

ECONOMIC DEVELOPMENT AND 
GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152

SAN DIEGO, CA 92101
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LIST OF EXPENDITURES 
FORM

Completed List of 
Expenditures Form is 

required when submitting 
documentation packets.  

The information needed is:

• Date of Expenditure

• Check Number (if applicable) or 
Transaction Number

• Payable To

• Expense Purpose

• Amount of Expense
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EXPENDITURE ITEM SETS & SAMPLES
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1. Payroll Expense Reports

2. Invoices Paid with Checks

3. Invoices Paid with Credit / Debit Cards



EXPENDITURE ITEM SETS & SAMPLES
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1. Payroll Expense Reports



EXPENDITURE ITEM SETS & SAMPLES
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2. Invoices Paid with Checks: Include copy of the invoice, 
cancelled check, and bank statement reflecting the charges



EXPENDITURE ITEM SETS & SAMPLES
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3. Invoices Paid with Credit / Debit Cards: Include copy 
of the invoice and statement reflecting the charges



RETURNING UNSPENT 
GRANT FUNDS

• 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

ECONOMIC DEVELOPMENT AND 
GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152

SAN DIEGO, CA 92101
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ADDITIONAL 
RESOURCES

COMMUNITY ENHANCEMENT:

Community Enhancement Program

B-58 Policy

Subscribe to Community Enhancement Emails

NEIGHBORHOOD REINVESTMENT

Neighborhood Reinvestment Program

B-72 Policy

Subscribe to Neighborhood Reinvestment Emails

FIND YOUR DISTRICT / COUNTY SUPERVISOR:

Board of Supervisors Website

https://www.sandiegocounty.gov/auditor/commehnc.html
https://codelibrary.amlegal.com/codes/sandiegocopolicies/latest/sandiego_catB/b_58____funding_of_the__community__enhancement__program
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_194
https://www.sandiegocounty.gov/auditor/nrp.html
https://codelibrary.amlegal.com/codes/sandiegocopolicies/latest/sandiego_catB/b_72____neighborhood__reinvestment__program
https://public.govdelivery.com/accounts/CASAND/subscriber/new?topic_id=CASAND_195
https://www.sandiegocounty.gov/content/sdc/general/bos.html
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BOARD OF SUPERVISORS – DISTRICT REPRESENTATIVES

NORA VARGAS

DISTRICT 1

619.531.5511

JOEL ANDERSON

DISTRICT 2

619.441.4108

TERRA LAWSON-REMER

DISTRICT 3

619.531.5533

NATHAN FLETCHER

DISTRICT 4

619.531.5010

JIM DESMOND

DISTRICT 5

619.531.5555

DISTRICT 1 - GRISELDA  RAMIREZ, RYAN TRABUCO DISTRICT1GRANTS@SDCOUNTY.CA.GOV 

DISTRICT 2 - ROARKE SHANLEY DISTRICT2GRANTS@SDCOUNTY.CA.GOV

DISTRICT 3 – CIPRIANO VARGAS DISTRICT3GRANTS@SDCOUNTY.CA.GOV

DISTRICT 4 - PAOLA MARTINEZ-MONTES, IMAN RASHID DISTRICT4GRANTS@SDCOUNTY.CA.GOV

DISTRICT 5 - CANDYCE YEE CANDYCE.YEE@SDCOUNTY.CA.GOV

COUNTY ADMINISTRATION CENTER – OFFICE OF ECONOMIC DEVELOPMENT AND GOVERNMENT AFFAIRS

1600 PACIFIC HWY, ROOM 152, SAN DIEGO, CA 92101

mailto:district1Grants@sdcounty.ca.gov
mailto:DISTRICT2grants@SDCOUNTY.CA.GOV
mailto:District3grants@sdcounty.ca.gov
mailto:DISTRICT4grants@SDCOUNTY.CA.GOV
mailto:candyce.yee@sdcounty.ca.gov
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