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Required Documentation
Prior to Submission in SAGE

m) 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 includel6 units.
NOTE: A monitor sign off is not required if agency is reporting indirect costs ONLY.

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

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

m) 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

43483 3

Invoices for all Expenses
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HESWAP Invoice Creation:
Direct Costs

> Access link below for steps on creating a HESWAP invoice for direct costs

HESWAP Training: Invoicing
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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

HESWAP Invoice Creation:
Indirect Costs

> Forinstruction on creating a HESWAP invoice for indirect costs, visit the link below:

Invoicing for Indirect Costs
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https://www.dropbox.com/scl/fi/7ztwqlsvvja8sxc4aq65j/Invoicing-for-Indirect-Costs-2.pdf?rlkey=nu7vjqp873hvd8vse8nopug74&st=od4w61nf&dl=0

Downloading HESWAP
Statistical Report

) Firstcreate the invoice and follow the steps below to download the Detailed Invoice Report.

Invoice
" 3-:_5:'. Number ‘ ‘ Contractor | + New H Save X Cancel | All - || = Filters | 3
Update Payment ber Reporting Month Status Direct Cost Indirect Cost Total Cost  Invoice Date Payment Date Payment Number i
Delete Invoices o4 O o} o} 0 0 0 B a R ©
“ Unpay Invoices 104 2025-06 Submitted $67.600.00 %£0.00 %£67.600.00 08/01/2025 |
Detailed Invoice Report » :
v ‘ B Submit Invoice | More ~ B Save || X Cancel || Q' Clear Search | | [> Export | Total: &
" )
rojec Html Contractor Submit Status Message Address Total Cost
o} C . Q, o} » Q,
DF2024-022h Jonathan Arbelaez Tahshin Construction LLC  Submitted 53 Elizabeth Ln, Budd Lake, NJ 07828 $13,000.00 [ ]
DF-2024-035 Raquel Mora AAA Lead Pro Submitted 522 Edith Rd, Roxbury Township, NJ 07850 £2,300.00 [ ]
LP2025-023 Angelina Catalan Tahshin Construction LLC ~ Submitted 21 Park Ave, Dover Town, NJ 07801 $11,400.00 [ ]
LP2025-022 Bernardo Toledo Tahshin Construction LLC  Submitted 44 Richard Ave, Dover Town, MJ 07801 £18.700.00 [ ]
LP2025-025 Matalia Valdebenito Tahshin Construction LLC ~ Submitted 73 Maple Ave, Dover Town, NJ 07801 $19,900.00 [ ]
LP2025-026 Lourdes E Tapia Vergara AAA Lead Pro Submitted 129 King 5t. Dover, NJ 07801 $2.300.00 [ ]
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Initiating a Financial
Status Report in SAGE

mm) Creating an Expense Report
e 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

‘&= Financial Status Reports

= Create Expense Report
« Give an Advance or Request a Refund
* FSR History
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Initiating a Financial
Status Report in SAGE

=

DCA

NJ Department of
Community Affairs

In the expense summary section, complete all required fields.

. |
Expense Summary Expense Detail Report Approval Expense Status History \
Save Cancel | View PDF
Grant Information Report Information
Grantee: _ Main Contact: Barrientos, Jennifer w |*
Grant #: 2023-02335-0994-00 Request #: 1
Award .
Amount: $2,000,000.00 Final Report: e No*
Term: 7/1/2024 to 12/31/2026 Status: Initiated
Click here for summary upload
options Payee Reference:
Uploads: options . e
Click here for detail upload
options Current Report Period: * to B

Comments to the Review Team from the Grantee:

0o

of 500 Characters
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SAGE

‘ Su ppOrtl ng DOCU mentqtlon Grant Information Report Information
. Grantee: Main Contact: Jennifer Barrientos
e Summary Upload Section: Grant #: Request #: i

Award Amount: 52,000,000.00 Final Report:

o H ESWAP InVO|Ce Term: 7/1/2024 to 12/31/2026 Status: Initiated

. C nere for summary upload options Payee Reference:

Uploads: Click here for detail upload options C tR t Period: t

. e e e e urremn epor eriod: (]

Genercl Ledger Comments to the Review Team from the Grantee:

Mo comments have been made.

e Check Registry
® Monitor Sign Off
e Alternative Wage Report

e 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.

m NJ Department of c . . . -
: Division of Housing & Community Resources

Community Affairs




Cash on Hand

=) Always calculate the cash balance remaining before finalizing the
reimbursement requests:

® 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.

Sub-Total ¢2 000,000.00 $0.00 £72,316.51 $0.00 $1,927,683.4%  $0.00 $9,507.64 £0.00 $81,824.15 $0.00
TOTALS £2,000,000.00 %$0.00 £72,316.51 50.00 $1,927,683.49 £0.00 %9,507.64 £0.00 $£81,824.15 $0.00

Minus
Cash on
Cash on Hand Remaining to Spend Down  $544,357.97 | Hand to £0.00 £544 357.97

Spend
Down
AMOUNT

AWARD REMAINING £1,383,325.52 TO BE £9,507.64 £1,373,817.88
PAID

m NJ Department of
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Applying Cash
on Hand

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.

-t raf-

Sub-Total %2,000,000.00 S0.00 =0.00 =0.00 52,000,000.00 £0.00 £11,525.14 50,00
TOTALS £2,000,000.00 £0.00 $0.00 =0.00 $2,000,000.00 $0.00 £11,525.14 £0.00

Minus ‘_,.f'

Zash on

= Cash on Hand Remaining to Spend Down  $600,000.00] Hand to $11,525.14
Spend
Chaswm

AMOUNT
AWARD REMAINING $1,400,000.00| TO BE
PAID

ared by Inka

m NJ Department of
oA Community Affairs

$11,525.14 $0.00
$11,525.14 $0.00

$1,400,000.00

pate Softw

ITEMS

LRAP
PROGRAM -
Personnel:
Zalaries/\Wages
PROGRAM -
Personnel:
Fringe Benefits
PROGRAM -
Personnel:
Travel
PROGRAM -

Operating Cost:

Space
FROGRAM -

Operating Cost:

Operating Cost:

Postage
FROGRAM -

Cperating Cost:

Marketing &
Advertisement

FROGRAM -

CURRENT
BUDGET REMAINING PERIOD
EXPENSES

Award Other Award Other Award Other Award ©Other Award Other

PREVIOUS
EXPENSES

PENDING TOTAL

BUDGET TOTAL EXPENSES

£412,048.00 $0.00 $0.00 $0.00 $412,048.00 $0.00 £9,075.50 $0.00 $9,075.50 $0.00

4 97 A0 0 AR S0 00 40 AN P —— . N AR &0 A A
£324,272.00 50.00 0,00 =0.00 £34,272.00 <0.00 £0.00 50,00 £0.00 30,00

2,000.00 %0.00 0,00 =50.00 £2,000.00 £0.00 20,00 50,00 20,00 %0.00

0,00 =0.00 =0.00 £37,000.00 0,00 =£1.4%4.88 50,00 £1.424.88 =0.00

£14,000.00 $0.00 $0.00 50.00 £14,000.00  £0.00 540476 50,00 540476 50,00

£500.00 50.00 0,00 =0.00 £500.00 20,00 £0.00 50,00 £0.00 30,00

£1,180.00 50.00 $0.00 =0.00 £1,180.00 0,00 £550.00 $0.00 £530.00 $0.00

Operating Cost:

ables-

Cperating Cost:

Lizbility
Insurance
PROGRAM -

s T AT - S M - M T AR SO
SH000.00  sU.0U 0. 9,000,050 ‘.*}-I_I.L'L' $L'.'..| ¢ 3000 $L'.'..| ¢ 300

£20,000.00 $0.00 0,00 £20,000.00  %0.00 0,00 0,00

Operating Cost:

Lead
Remeadiation
and Reduction
Measures

ADM -
Personnal:
Salzaries/Wages
ADM -
Personnel:
Fringe Benefits
PROGRAM -
Purchased
Services: Audit
Sub-Total
TOTALS

=0.00 20.00 51,300,000.00 $0.00 $0.00 50.00 $0.00 50.00

£140,000.00 $0.00 $0.00 =0.00 $140,000.00 <0.00 £0.00 $0.00 £0.00 30.00

OO N S0 A0 S0 0N S0 AN P i - A n O 000 oA 00N
£10,000.00 50.00 0,00 =0.00 £10,000.00 =0.00 £0.00 50,00 £0.00 30,00

£20,000.00 $0.00 $0.00 50.00 £20,000.00  £0.00 £0.00 50.00 £0.00 $0.00

52,000,000.00 50.00 0,00 =0.00 52,000,000.00 £0.00 £11,525.14 50.00 £11,525.14 £0.00

£2,000,000.00 50,00 $0.,00 50,00 52,000,000,00 £0.00 £11,525.14 50,00 £11,525.14 30.00

Minus
Cach on
Cash on Hand Remaining to Spend Down 5600 00| Hand to $11,525.14

AMOUNT
AWARD REMAINING £1,400,000.00] TO BE $0.00
PAID

£1,400,000.00

Division of Housing & Community Resources



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

LRAP Forms

All LRAP Program Policies and Procedures and Forms can
be found on DCA’s Website:

DCA Housing & Community Resources

Lead Programs

NJ Department of e . . . .
DGA oty Vit Division of Housing & Community Resources


https://www.nj.gov/dca/dhcr/offices/leadsafe_appendix.shtml
https://www.nj.gov/dca/dhcr/offices/leadsafe_appendix.shtml

THANK YOU SLIDE
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Follow DCA on Social Media DCA

CommunityAffairs

X X: @NJDCA
IN LinkedIin: New Jersey Department of Community Affairs

Instagram: @NJ_DCA

\f/ Facebook: @NJDeptofCommunityAffairs

NJ Department of .« . . )
M Division of Housing & Community Resources
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