
Provider Invoicing Training
June 26, 2024 and July 1, 2024



Agenda
• Welcome

• Purpose and goals of training

• Overview of recent updates

• Overview of invoicing template

• Frequent invoicing issues

• Resources

• Q & A



Welcome
Presenter: 
• Rachael McNamara

HSH Staff On Hand
• HSH Contract and Finance Staff

Provider Staff:
• Staff responsible for the creation, review and submission of the monthly invoices for 

reimbursement in CARBON

Two Training Sessions: 
• June 26th 1-2pm and July 1st 2-3pm 
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Purpose and Goals
Provide an opportunity for provider staff to review and receive 
training regarding: 
• Best practices for CARBON invoicing and eligible costs for HSH reimbursement
• Changes implemented in FY 23-24 and coming online starting FY24-25
• New mandatory invoicing template
• Common issues that lead to invoice rejection

Provide an opportunity for provider staff to ask questions regarding 
invoicing, costs eligibility, etc. 

The ultimate goal is for a one-time invoice submission that HSH staff 
can quickly approve for payment
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Recent Updates in FY23-24

Vendor Invoice Number: 
Beginning in FY23-24 Providers must enter a predefined Vendor’s Invoice 
Number with their monthly invoice submission in CARBON. 

Line-Item Variance: 
Grantee may invoice more than 100% of an ongoing line item, provided that 
total expenditures to do not exceed the budget category amount. There shall  
not be variance which adversely affects the Grantee’s ability to provide services 
specified in the Appx A. 

CoC Rental Assistance Documentation
HSH CoC staff implemented a new required template for CoC Rental Assistance 
subrecipients. For questions, please contact your HSH Program Manager. 
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FY24-25 Updates and Kick Off
NEW ITEMS

• Updated Appendix C, Method of Payment 
effective March 2024

• Backup documentation required for any 
single Operating expense over $10k, 
rather than when a line-item exceeds 
$10k. This includes Subcontractor, 
Consultant and Direct Client Assistance 
related costs

• Non-General Fund funding sources may 
require additional documentation

• HSH can request additional backup if 
other concerns exist

• New required invoicing template to be 
included with every invoice submission

REMINDERS

• Submission of updated subcontractor 
agreements to HSH Contract Manager 
prior to invoicing

• All providers - CA Registry of Charitable 
Trusts

• CoC funded providers – SAM.gov

• Budget revisions must be reviewed and 
approved by the HSH Program Manager

• Budget modifications are reviewed and 
approved by multiple levels of HSH 
leadership. Modifications should not be 
considered finalized, or costs undertaken 
until CARBON is updated. 
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Invoicing Template - Salary Example
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Invoicing Template - Operations Example
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Invoicing Template - Snapshot
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Frequent Invoicing Issues
Inability to tie the amount invoiced to the backup documentation

Missing or incorrect Vendor Invoice Number

Missing backup documentation 

Ineligible costs

Costs billed to inappropriate line-item

Provider uses accrual basis for employee PTO but does not provide backup 
documentation regarding accrual amounts 

Backup documentation has client names

For Property Management/Master Lease at City owned sites – issues with 
the rent roll and reporting
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Resources

Gift Card Policy (City)

CA Office of the Attorney General Charity Registry

City Vendor Information

Guidelines for Cost Categorization in Nonprofit Contracts and Grants

Links to the budget revision policy, invoicing template and other 
information can be found at the following locations: 
• HSH Provider Updates 
• HSH Provider Contract Manual
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https://www.sf.gov/sites/default/files/2023-02/CON%20Accounting%20P%26P%20-%20Gift%20Card%20Policy%20-%20Jan%202023.pdf
https://oag.ca.gov/charities
https://www.sf.gov/get-paid-your-vendor-services
https://sfcontroller.org/sites/default/files/Documents/Auditing/Guidelines%20for%20Cost%20Categorization%20in%20Nonprofit%20Contracts%20and%20Grants%20Version%201.2.pdf
https://hsh.sfgov.org/get-information/provider-updates/
https://hsh.sfgov.org/wp-content/uploads/2023/10/HSH-Provider-Contract-Manual-1.pdf


Questions and Next Steps

Questions from Providers
• 1st Chat questions

• 2nd Questions from the group

Next Steps – by end of week 
• PPT will be shared with attendees

• Training video will be shared with attendees 

• Q&A document will be shared with attendees
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