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Required Documentation 
Prior to Submission in SAGE

Monitor Sign Off: Ensure your state monitor has reviewed and signed off on the expenses before 
submission. Include the grant, grant year, and HESWAP invoice number. If monitor sign off states 
16 units reported, the HESWAP invoice should include16 units. 
NOTE: A monitor sign off is not required if agency is reporting indirect costs ONLY.

HESWAP Statistical Report: This report should reflect all eligible direct and indirect costs.
 Direct Costs: Unit costs including materials and relocations costs.

 Indirect Costs: Program Support, Insurance, Audit, and Administrative Costs

Before proceeding to report in SAGE submit all HESWAP invoices affiliated with the FSR.
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Required Documentation 
for FSR Submission

Check Registry (Cash Disbursement Journal or Equivalent): 
Must reflect payment for all expenses reported on the FSR. 
General Ledger
Alternative Wage Report
Travel Reimbursement Form
Invoices for all Expenses
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Access link below for steps on creating a HESWAP invoice for direct costs

HESWAP Invoice Creation: 
Direct Costs

HESWAP Training: Invoicing

Division of Housing & Community Resources

https://www.dropbox.com/scl/fi/68lc5v1p5v9nrhw5ve95y/HESWAP-Training-Session-with-Hancock-Software-Postponed-20241219_110552-Meeting-Recording.mp4?rlkey=w84tvwcsq226vq5e17z71d1ar&e=1&st=l3lj0jr7&dl=0
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HESWAP Invoice Creation: 
Indirect Costs

Invoicing for Indirect Costs

For instruction on creating a HESWAP invoice for indirect costs, visit the link below:
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https://www.dropbox.com/scl/fi/7ztwqlsvvja8sxc4aq65j/Invoicing-for-Indirect-Costs-2.pdf?rlkey=nu7vjqp873hvd8vse8nopug74&st=od4w61nf&dl=0
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Downloading HESWAP 
Statistical Report

First create the invoice and follow the steps below to download the Detailed Invoice Report.
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Initiating a Financial 
Status Report in SAGE

Creating an Expense Report
      At the Grant Menu, under Financial Status Report
 Select a grant component from the Expense Reports drop down list

 Click Create → You will be brought to the Expense Summary Page
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Initiating a Financial 
Status Report in SAGE

In the expense summary section, complete all required fields.
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Supporting Documentation
      Summary Upload Section:

 HESWAP Invoice

 General Ledger
 Check Registry

 Monitor Sign Off

 Alternative Wage Report

SAGE

Detail Upload Section: Attach invoices and for each expense 
reported. Examples Include: 
 Telephone Expense: Upload telephone bill

Proof of Payment: All payments for invoices submitted must be 
reflected in the check registry. 
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Always calculate the cash balance remaining before finalizing the 
reimbursement requests:

Cash on Hand

Example: Cash on hand has not been applied to calculate amount to be paid out. In the 
example below, the agency has an available spend down amount of $544,357.97 
therefore, the cash on hand to spend down should equal the FSR amount, $9,507.64.
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In the sample below, the agency has 
submitted an FSR in the amount of 
$11,525.14 and has an available spend 
down of $600,000.00. Therefore, their 
cash on hand to spend down for the 
FSR is $11,525.14.

Applying Cash 
on Hand
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Budget Considerations
Ensure your reported expenses align with your approved budget 
categories. For example, if you’re submitting telephone expenses, 
verify that your current budget includes sufficient funds in that 
category. If not, a grant revision may be required to move funds 
and properly reflect spending. 
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Alternative Wage Report

Instructions for Completing Alternative Wage Report
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https://www.dropbox.com/scl/fi/vaov9cvlpi7jj7drtlsqf/Alternative-Wage-Reporting-Presentation.pdf?rlkey=tyjy4cxfrl0xls0agtt9x96bn&st=cegdxb4j&dl=0
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LRAP Forms

DCA Housing & Community Resources
Lead Programs

All LRAP Program Policies and Procedures and Forms can 
be found on DCA’s Website:
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https://www.nj.gov/dca/dhcr/offices/leadsafe_appendix.shtml
https://www.nj.gov/dca/dhcr/offices/leadsafe_appendix.shtml
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THANK YOU SLIDE
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Follow DCA on Social Media

X:   @NJDCA

LinkedIn:   New Jersey Department of Community Affairs

Instagram:   @NJ_DCA

Facebook:   @NJDeptofCommunityAffairs
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