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Appendix C – Method of Payment 
 

I. In accordance with Article 5 of the Grant Agreement, payments shall be made for the unit of 
service rate incurred and reported for each month. Under no circumstances shall payment exceed 
the amount set forth in Article 5, Section 5.1 Maximum Amount of Grant Funds. 
 

II. Grantor will submit all bills, invoices and related documentation in the format specified by 
SFHSA within 15 days after the month of service to SFHSA’s web-based Grants Administration, 
Reporting, and Billing Online (CARBON) System at:  https://grants.sfhsa.org 
 
Grantor may submit bills, invoices and related documentation in the format specified by SFHSA 
via paper or email only upon special permission by their assigned Grant Manager. 
 

III. Grantor must sign up to receive payments electronically via Automated Clearing House (ACH). 
Remittance information will be provided through Paymode-X.  Additional information and sign 
up is available at: https://sf.gov/get-paid-your-vendor-services 
 

IV. The Executive Director or CFO must submit a letter of authorization designating specific users 
who will have access to CARBON to electronically submit and sign for invoices, budget revision 
requests, program reports, and view other information that is in CARBON.   
A. Submittal of the invoice by designated authorized personnel with proper login credentials 

constitutes an electronic signature and certification of the invoice. 
B. Authorized personnel with CARBON login credentials shall not share or internally 

reassign logins.  
C. Grantor shall notify SFHSA Grant Manager immediately regarding any need for the 

restriction or termination of a previously authorized CARBON login. 
 

V. Invoices shall include actual expenditures incurred during the period of service, unless otherwise 
specified. 
A. The grantor will submit a monthly invoice detailing units of service and amount charged.  

The grantor will maintain a record describing units of service and activities provided. 
B. All charges incurred under this agreement shall be due and payable only after services 

have been rendered, and in no case in advance of such services.  
C. Invoices from subgrantors (if any) for the period of service must be submitted regardless 

of dollar amount. If requested by SFHSA, supporting documentation must be uploaded 
into CARBON and submitted along with the invoice. 

D. Grantor shall supply additional specific supporting documentation when requested by 
SFHSA.  Supporting documentation must be uploaded into CARBON and submitted 
along with the invoice. 

 
VI. Following SFHSA verification of submitted documentation and that claimed services are 

authorized and delivered satisfactorily, SFHSA will authorize payment within 30 calendar days 
after receipt of the invoice and all billing information set forth above submitted via CARBON. 

 
VII. Timely Submission of Reports – If reports/documents are required, Grantor shall submit these 

reports prior to submitting invoices.  Failure to submit required reports/documents in CARBON 
by specified deadlines may result in withholding of grant payments. 
 

https://contracts.sfhsa.org/
https://sf.gov/get-paid-your-vendor-services

