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Dear members of the CARES Regional HMIS, 
 
Below is a copy of the CoC APR Guidebook from HUD with additional 
instructions specific to pulling the information from the AWARDS HMIS 
database.    
 
Before you are able to submit the APR, your program must be set up in e -
SNAPS.   APRs are no longer submitted via mail but, rather, are entered into 
the HUD reporting website and submitted electronically.  This is usually done 
by the program or agency director.  Directions for this procedure are in the 
below guidebook.  
 
Because the person filling out the actua l report is often not the one actually 
submitting it, a paper version of the report is included in the back of the 
guidebook but HUD will NOT accept mailed in paper copies of the report, it is 
provided for reference only.  
 
Please remember to update ALL CLIENT RECORDS prior to filling out the APR.  
Every client who was in program during the grant period should have their 
profile reviewed and updated.  If information is missing from the intake or 
discharge, this should be addressed as well.  The demographic r eport 
discussed on page 22 of this guide will give individual detail and allow the 
program staff to identify and fix any missing or outdated information.  
 
As always, if you have any questions, please contact CARES at (518) 489-4130 
Øρπσ ÁÎÄ ×ÅȭÄ ÂÅ ÈÁÐÐÙ Ôo assist you in pulling data for your reports.  
 
Instruction sheets detailing how to run each of the reports outlined in this 
guide can be found at the back of the document.  
  



The following questions may be answered with HMIS Data, using the noted 
reporting  formats.  Reporting instructions can be found both within the 
database and in the appendix to this document.  
 
Q7 Data Quality: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs 

which only serve individuals). 

 

 

Q8 Persons Served: Housing Utilization Report and Saved COC APR Data HMIS ReportBuilder format (or 

Demographics report for programs which only serve individuals).  For the Point in Time, youôll run the 

ReportBuilder/Demographics report for each of the dates presented, each time taking the total number served and 

the individual family type into account. 

 

 

Q9 Households Served: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for 

programs which only serve individuals).  For the Point in Time, youôll run the ReportBuilder/Demographics 

report for each of the dates presented, each time taking the total number served and the individual family type into 

account. 

 

 

Q10 and Q11: Utilization Rates: Housing Utilization Report.  For the Point in Time, youôll run it for each date to 

get the data you need. 

 

 

Q12 Outreach and Engagements: Contact Logs Report (sorted by service and summarized). 

 

(Q 13 and 14 do not appear for these program types) 

 

Q15 Gender: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs which 

only serve individuals).   

 

Q16 Age: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs which only 

serve individuals).   

 

 

Q17: Ethnicity and Race: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for 

programs which only serve individuals).   

 

 

Q18 Physical and Mental Health Conditions: Saved COC APR Data HMIS ReportBuilder format (or 

Demographics report for programs which only serve individuals).    The Report Builder format works better for 

this question for everyone, but info can still be gleaned from demographics report for unaccompanied adults in 

program. 

 

Q 19: Domestic Violence Experience : Saved COC APR Data HMIS ReportBuilder format (or Demographics 

report for programs which only serve individuals).    The Report Builder format works better for this question for 

everyone, but info can still be gleaned from demographics report for unaccompanied adults in program. 

 

Q 20: Prior Residence: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs 

which only serve individuals).     

 



Q 21: Veteran Status: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs 

which only serve individuals).     

 

 

Q22: LEAVERS information.   Saved COC APR Data HMIS ReportBuilder format (or Demographics report for 

programs which only serve individuals).    Choose the discharged option instead of the in program option to get 

info on leavers only. 

 

 

Q23: Saved COC APR Data HMIS ReportBuilder format (or Demographics report for programs which only serve 

individuals).    Choose the discharged option instead of the in program option to get info on leavers only. 

 

(Q 24 does not appear for this program type) 

 

Q 25: Type of Cash Income Sources (Leavers) : Q23: Saved COC APR Data HMIS ReportBuilder format (or 

Demographics report for programs which only serve individuals).    Choose the discharged option instead of the in 

program option to get info on leavers only. 

 

 

Q 26 Non Cash Benefits (Leavers) Q23: Saved COC APR Data HMIS ReportBuilder format (or Demographics 

report for programs which only serve individuals).    Choose the discharged option instead of the in program 

option to get info on leavers only. 

 

Q 27 Length of Participation (leavers and stayers) Saved COC APR Data HMIS ReportBuilder format (or 

Demographics report for programs which only serve individuals).    Choose the discharged option instead of the in 

program option to get info on leavers only for that column and for all stayers youôll have to modify the report in 

the filtering stage (choose option to modify report and click through to the filters).  Choose ñDischarge Dateò ñis 

blankò to get stayers. 

 

 

(Q 28 does not appear for this program type) 

 

Q 29 Destination by Household (Leavers): Saved COC APR Data HMIS ReportBuilder format (or Demographics 

report for programs which only serve individuals).    Choose the discharged option instead of the in program 

option to get info on leavers only for that column.  Youôll have to modify the report in the filtering stage (choose 

option to modify report and click through to the filters).  You can filter it by length of program stay. 

 

Q 30 is fiscal and not reported from the HMIS. 

 

Q 31 (S+C Only) Expenditures and Values of Services: Contact Logs Report (sorted by service and summarized). 

 

(Q 32 does not appear for this program type) 

 

Q33 (SRO only) Value of Services Reported: Contact Logs Report (sorted by service and summarized). 

 

Q34 fiscal and not reported from the HMIS. 
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Introduction  

In 2010, the U.S. Department of Housing and Urban Development (HUD) replaced the HUD-40118 form, 
the Annual Progress Report (APR). The new report, called the Annual Performance Report (APR), is 
required of both HUD CoC-funded Projects and Homelessness Prevention and Rapid Re-housing Program 
(HPRP) grants funded through the American Recovery and Reinvestment Act (ARRA). 

The APR is a reporting tool used by HUD to track the progress and accomplishments of programs funded 
by the Department. 

HUD began requiring APRs to be entered into e-snaps beginning with grants ending on or after July 1, 
2010. A Transition APR (TAPR) was allowed for CoC grantees who had operating year end dates between 
July 1, 2010 and May 31, 2011. CoC grantees with operating years ending on or after June 1, 2011 must 
complete a CoC APR in e-snaps. Grantees have 90 days from the end of their operating year to report 
their APR to HUD through e-snaps. 

This guidebook is intended to assist you with the data entry into e-snaps for all Supportive Housing 
Program (SHP), Shelter Plus Care (S+C) and SRO grant types, with the exception of SHP grants for HMIS 
Dedicated Projects. A separate guidebook for the SHP-HMIS APR is available on www.HUDHRE.info/apr. 

You should refer to this guidebook after your data are extracted from HMIS or a comparable database1
 

and you are ready to enter data into e-snaps. 

APRs should be generated from the data collected in your HMIS. For monitoring purposes, the 
information you report in your APR should match the data saved within your HMIS. HMIS vendors have 
been provided information on how to program the APR. Some vendors may elect to program the APR 
directly into their software system, while others may elect to support the CSV export schema and the 
HUD-approved APR Generation Tool to generate the APR. HMIS System Administrators should be 
familiar with the reporting option(s) supported by their vendor and should be able to train grantees on 
how to produce the APR from the HMIS. 

Special APR procedures have been established for grantees who either are VAWA providers2 
themselves or who have a VAWA provider as a sponsor or sub-grantee. Previously, grantees produced 
only one HUD-40118 APR that represented all project sponsors, regardless of their status as a VAWA 
provider. In early 2011, HUD released new guidance, which directed grantees to submit client data 
separately for clients served by VAWA providers for the Transition APR. This guidance has been 
ŀŘŀǇǘŜŘ ƴƻǿ ǘƻ ǘƘŜ /ƻ/ !tw ŀƴŘ ƎǳƛŘŀƴŎŜ ŀƴŘ ƛƴǎǘǊǳŎǘƛƻƴ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘ ƛƴ ǘƘŜ ά{pecific Guidance 
ŦƻǊ ±!²! tǊƻǾƛŘŜǊǎέ ǎŜŎǘƛƻƴΦ 

1 ²ƘŜƴ ǘƘŜ ǘŜǊƳ άIaL{έ ƛǎ ǳǎŜŘ ǘƘǊƻǳƎƘƻǳǘ ǘƘƛǎ ƎǳƛŘŜōƻƻƪΣ ƛǘ ƛǎ ŀ ƎŜƴŜǊŀƭ ǊŜŦŜǊŜƴŎŜ ǘƘŀǘ ŎƻǳƭŘ ŀƭǎƻ ǊŜŦŜǊ ǘƻ ŀ 
άŎƻƳǇŀǊŀōƭŜ ŘŀǘŀōŀǎŜέ ŦƻǊ ±!²! ǇǊƻǾƛŘŜǊǎΦ /ƻƳǇŀǊŀōƭŜ ŘŀǘŀōŀǎŜ ƛǎ ǳǎŜŘ ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ǊŜŦŜǊ ǘƻ instances 
when data must be generated from a comparable database rather than an HMIS. 

2 For purposes of this guidance, victim service providers will be referred to as VAWA providers, as defined in 
section 40002 of the Violence Against Women and Department of Justice Reauthorization Act of 2005 (42 U.S.C. 
13925). 
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Accessing HELP 

1. APR training materials are available on-line at http://www.hudhre.info/apr under HUD-Issued 
Guidance and Training. The training materials have been specifically developed to support you 
in understanding how APR numbers are generated and how to enter them into e-snaps. 

2. View or download the APR guidebook directly from www.hudhre.info/apr under Tools and TA 
Resources, each time you refer to it for direction. When unforeseen issues arise with the APR, 
HUD will update this guidebook to address a common issue, make clarifications and/or provide 
grantees additional guidance on a specific question. If you want to work off a printed copy, 
make sure you have the most recent guidance provided by comparing the version number of the 
guidebook you are using to the guidebook published on the HRE. 

3. Basic information about e-snaps can be found at http://esnaps.hudhre.info/. 

4. Check the APR Frequently Asked Questions (FAQs) for additional guidance. 

5. If you determine that the answer to your question has not been published in the guidebook or in 
the FAQs, or if you need clarification on something that has been published, post a question in 
the Virtual Help Desk at http://www.hudhre.info/apr. 

Guidebook Features  

The guidebook uses several symbols to highlight important information about the new APR. 

The arrow indicates an area where frequent mistakes are made and where data 
need to match. You should pay special attention to the details in sections 
marked with an arrow. 

The APR requires different information for different types of grants and 
components. To help you understand which questions apply to each 
grant/component type the guidebook has a symbol showing the relevant 
components immediately below each question header. When you log into e-
snaps, you will only see the forms that relate to your grant/component type. 

Green boxes provide information on built-in error checks for APR questions. 
 

http://www.hudhre.info/apr
http://esnaps.hudhre.info/
http://www.hudhre.info/apr.
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Understanding How Information Is Reported  

The APR collects information on the people served during your operating year and on the types of 
households those people were in when they were last served. Some common elements run through the 
APR questions and are important to understand to interpret the information reported on the APR. 

Most persons served by the program during the reporting period probably only had one program stay, 
meaning one program enrollment and/or exit during the reporting period. If a person had more than 
one program stay during the reporting period, data reported in this APR about that person should be 
ōŀǎŜŘ ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ most recent program stay (i.e. their last stay of the reporting period). 

Many questions report results separately for people served in different household configurations: 
persons in households without children, persons in households with at least one adult and one child, 
ǇŜǊǎƻƴǎ ƛƴ ƘƻǳǎŜƘƻƭŘǎ ǿƛǘƘ ƻƴƭȅ ŎƘƛƭŘǊŜƴΣ ŀƴŘ ǇŜǊǎƻƴǎ ǿƘƻǎŜ ƘƻǳǎŜƘƻƭŘ ǘȅǇŜ ƛǎ ǳƴƪƴƻǿƴΦ 9ŀŎƘ ǇŜǊǎƻƴΩǎ 
household type is determined based on the persons in their household during the reporting period, 
ǳǎƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ Ƴƻǎǘ ǊŜŎŜƴǘ ǇǊƻƎǊŀƳ ǎǘay if they had more than one stay during the reporting period. 
(See Q8 for more information.) 

Other questions report results separately for adults and children. Adult and child status should be 
ǊŜǇƻǊǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ŀƎŜ ƻƴ ǘƘŜ Řŀȅ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ Ŝntered the program or on the first day of 
ǘƘŜ ǊŜǇƻǊǘƛƴƎ ǇŜǊƛƻŘΣ ǿƘƛŎƘŜǾŜǊ ƛǎ ƭŀǘŜǊΦ LŦ ǘƘŜ ǇŜǊǎƻƴΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ ƛǎ ƴƻǘ ǊŜŎƻǊŘŜŘ ƛƴ ǘƘŜ IaL{Σ ǘƘŜ 
person should be recorded in the age unknown column. 

Finally, some questions report data separately for leavers and stayers. Leavers are persons who exited 
the program and are no longer enrolled in the program as of the last day of the reporting period. 
Stayers are persons who are still enrolled in the program as of the last day of the reporting period, even 
if the person exited and re-entered at some point during the reporting period. 

Additional information is provided on each question in the question-by-question guidance that follows 
and in the glossary. 

Specific Guidance for VAWA Providers  

HUD Issued Guidance ς February 1, 2011 

άAll grantees awarded Continuum of Care (CoC) Homeless Assistance Program funds must submit an 
Annual Performance Report (APR). Beginning with grants expiring July 1, 2010 or later, the APR must be 
submitted electronically by the grantee via e-snaps. However, when a VAWA provider is a project 
sponsor, producing a single APR with unduplicated data for the grant is problematic since the VAWA 
provider is prohibited from using the HMIS to collect and generate data for the APR. Therefore, effective 
February 1, 2011, each CoC grant with at least one VAWA provider project sponsor must submit an APR 
with two sections, one for the VAWA provider(s) and one for the others via e-snaps per the guidance 
below. Both APRs are due in e-snaps within 90 days of the end ƻŦ ǘƘŜ ƎǊŀƴǘΩǎ ƻǇŜǊŀǘƛƴƎ ȅŜŀǊΦέ 

Procedure for the full CoC APR for VAWA grantees: 
Thus, if your grant has at least one VAWA provider project sponsor and at least one non-VAWA provider 
project sponsor, the grantee must effectively submit two APRs. In practice, e-snaps will prompt the 
grantee to enter client information for the two APRs consecutively, starting with the questions for the 
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E-snaps answer: 
άAt Least One VAWA Provider AND At 
Least One Non-±!²! tǊƻǾƛŘŜǊΦέ 

What happens? 
E-snaps will 
generate one 
full APR and you 
will be required 
to answer all 
questions. 

What happens? 
E-snaps will 
generate one 
full APR with 
questions 
required for 
VAWA 
Providers. 
(Questions will 
be identified as 
Q#DV) 

What happens? 
E-snaps will generate two APRs within one submission 
for you to complete. 

E-snaps answer: 
άbƻ ±!²!έ 
tǊƻǾƛŘŜǊόǎύέ 

E-snaps answer: 
άhƴƭȅ ±!²!έ 
tǊƻǾƛŘŜǊόǎύέ 

The grantee will 
enter Q4 thru 
Q29a2 from the 
non-VAWA 
provider (s) with 
data coming 
from their HMIS 
system. 

The grantee will 
enter Q5DV 
thru Q29a2DV 
from the VAWA 
provider(s) with 
data coming 
from their 
comparable 
database(s). 

The grantee 
will enter the 
financial 
information on 
Q30 thru Q34 
(as applicable 
for the grant 
type) for the 
entire grant 
(non-DV and 
DV Finances). 

non-±!²! ǇǊƻǾƛŘŜǊ ǇǊƻƧŜŎǘ ǎǇƻƴǎƻǊόǎύ ŀƴŘ ŦƻƭƭƻǿƛƴƎ ǿƛǘƘ ǉǳŜǎǘƛƻƴǎ ƭŀōŜƭŜŘ ά5±έ ŦƻǊ ǘƘŜ ±!²! 
provider project sponsor(s). The APR will be automatically configured for you based on the information 
you enter in Q3 about whether the project is operated by a VAWA provider. 

E-snaps question: Identify if this project is operated by a VAWA 
provider as defined by the Violence Against Women and 
Department of Justice Re-authorization Act of 2005 (VAWA) 

Grantee: The grantee generates an APR, using HMIS data, for all persons served directly by the grantee 
and any project sponsor that is not a VAWA provider for each grant. The APR data for persons served by 
the VAWA provider are entered separately. The financial information section of the APR must reflect all 
expenditures and information for the grantee and all project sponsors. This APR is entered into e-snaps 
using the grant number assigned by HUD in the executed grant agreement. 

VAWA provider Project Sponsor: The VAWA provider generates an APR using the comparable database3
 

for all persons served by the VAWA provider for each grant. If a grant has more than one project 
sponsor that is a VAWA provider, the APR data must be aggregated into one VAWA provider APR, or 
ά5± !twΦέ ¢ƘŜ 5± !tw ƛǎ ŜƴǘŜǊŜŘ into e-snaps by the grantee. 

3! ǾƛŎǘƛƳ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΩǎ ŎƻƳǇŀǊŀōƭŜ ŘŀǘŀōŀǎŜ Ƴǳǎǘ ŎƻƭƭŜŎǘ ŎƭƛŜƴǘπƭŜǾŜƭ Řŀǘŀ ƻǾŜǊ ǘƛƳŜ ŀƴŘ ƎŜƴŜǊŀǘŜ ǳƴŘǳǇƭƛŎŀǘŜŘ 
aggregate reports based on that data. It cannot be a database that only records aggregate information. The comparable 
database must be compliant with HMIS data standard fields in order to be able to generate the APR. 
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Navigating the CoC APR in e-snaps 

The APR has many forms that will need to be completed before submission. The 
forms are identified with a question number (e.g. Q1) and a question name. The 
questions are preselected for your specific grant component (e.g. transitional 
housing) based on the information you complete in Q3. Because every type of 
grant does not have to answer every question, there will be gaps in the 
numbering of questions on your APR. For a complete list of questions, see the 
Questions by Program Type chart at the end of this guidebook. 

Moving between forms is easy. Simply click on the name of the form you want in 
the left-hand menu to move to and e-snaps will take you to that form. The full 
list of APR questions you will need to complete for your particular grant type will 
not be visible until you have completed Q3 and saved the information. 

 

 

Once you have entered data on a form, you must save your work. Buttons at the bottom of each page are 
designed to help you navigate the system and save your work. 5ƻ ƴƻǘ ǳǎŜ ȅƻǳǊ ǿŜō ōǊƻǿǎŜǊΩǎ ōŀŎƪ 
button, except when you create a pdf report at the end of your APR. ¦ǎŜ ƻŦ ǘƘŜ ǿŜō ōǊƻǿǎŜǊΩǎ ōŀŎƪ 
button will cause e-snaps to disable and incorrectly process the information you entered. 

 

Save ς saves the work you have done on that form, will not move you to a new form but will make visible 
any calculations that are done by e-snaps automatically (e.g. sum a column). If you leave a screen 
without saving the information, it will be lost. 

Save & Back ς saves the work you have done on that form and moves you back one form. 
Save & Next ς saves the work you have done on that form and moves you forward one form. 
Back or Next ς moves you backwards or forwards but does not save any of your work. 
Check Spelling ς will spell check the spelling of the entries made on that specific screen and will provide 
you with the opportunity to correct any mistakes. This will not, however, save your information. 

e-snaps will allow you to move between questions without answering the question. However, 
questions identified with an asterisk* are required to be completed prior to submission. If a 
ǉǳŜǎǘƛƻƴ ƛǎ ƴƻǘ ŎƻƳǇƭŜǘŜΣ ǘƘŜƴ ǘƘŜ {ǳōƳƛǎǎƛƻƴ {ǳƳƳŀǊȅ ǿƛƭƭ ƛƴŘƛŎŀǘŜ ǘƘƛǎ ǿƛǘƘ ŀ άǇƭŜŀǎŜ 
ŎƻƳǇƭŜǘŜέ ōŜǎƛŘŜ ǘƘŀǘ ǉǳŜǎǘƛƻƴΦ 

For all questions that require a numeric answer, e-snaps ǿƛƭƭ ǊŜǉǳƛǊŜ ȅƻǳ ǘƻ ŜƴǘŜǊ άлέ ǊŀǘƘŜǊ ǘƘŀƴ 
ƭŜŀǾŜ ŎŜƭƭǎ ōƭŀƴƪΦ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ǊŜƳƛƴŘƛƴƎ ȅƻǳ ǘƻ ŜƴǘŜǊ ŀ άлέ ƛŦ ȅƻǳ ƭŜŀǾŜ ŀ ŎŜƭƭ 
blank. 

After entering information in a field, use the tab button on your keyboard to move between fields 
on the questions. Using the enter button will enable the calculations, but will not move your cursor 
to the next field. 
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In order to make the forms in e-snaps as concise and as user friendly as possible, some of the 
calculations have been hidden. All percentages are calculated behind the scenes. All questions with 
percentage calculations have: Show/Hide Percentages. Clicking the box will expand the question 
to show you the percentage calculations. TIP: if you leave the box checked, the percentages will 
show on the pdf export you create prior to submission. 

Most questions have an automatic validation check. If the system detects an error in your data, 
ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ άSaveΣέ ŀ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǊŜŘ Ŧƻƴǘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ŀƭŜǊǘƛƴƎ ȅƻǳ ƻŦ 
ǘƘŜ ŜǊǊƻǊΦ LŦ ȅƻǳ ŎƭƛŎƪ άSave & NextΣέ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀƭŜǊǘŜŘ ǘƻ ŀƴȅ ŜǊǊƻǊǎ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ǳƴǘƛƭ ǘƘŜ 
very last screen. 

 

Begin in e-snaps 

Log into e-snaps 

 

 

E-snaps is the application and grants management system for HUD's 
Homeless Programs. It supports the collaborative application process known 
as the Continuum of Care (CoC) Homeless Assistance Competition. 

 

HUD provides on-line training and e-snaps information at http://www.hudhre.info/esnaps/. HUD 
highly recommends you review the training provided at this site especially if you are new to e-snaps. 

E-snaps is to be used by authorized persons only. Go to the e-snaps welcome page at 
www.hud.gov/esnaps. Enter your user name and the password. (If you applied for a grant through e-
snaps your user name and password are the same as they were at grant application time.) Then select 
the Login button. 

http://www.hudhre.info/esnaps/
http://www.hud.gov/esnaps
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New users will need to create a profile. Once you have created a profile, another authorized e-snaps 
user associated with the applicant of the grant, can associate you with the applicant so you can report. If 
all previously authorized persons have left or if no one has access to e-snaps, you will need to create a 
profile and send a letter to HUD specifying the applicant with which you would like to be associated. For 
detailed support on adding a user, refer to the support information found at 
http://www.hudhre.info/documents/APRAddingDeletingUsers.pdf. 

Important note about new users: Setting up a new user cannot be completed quickly. Do not wait until 
the last minute to determine whether you have access to the APR and then to try to set it up. 

If you cannot remember your password, you will need to submit a request for a password reset via the 
Virtual Help Desk at: http://www.hudhre.info/helpdesk  

http://www.hudhre.info/documents/APRAddingDeletingUsers.pdf.
http://www.hudhre.info/helpdesk


Steps Needed to Create the APR in e-snaps 

1. To open an APR form in e-snaps, you will need to ǎŜƭŜŎǘ άCǳƴŘƛƴƎ hǇǇƻǊǘǳƴƛǘȅ wŜƎƛǎǘǊŀǘƛƻƴǎΦέ 

 

2. Then ǎŜƭŜŎǘ ǘƘŜ ά/ƻ/ Cǳƭƭ !ƴƴǳŀƭ tŜǊŦƻǊƳŀƴŎŜ wŜǇƻǊǘέ in the Funding 

Opportunity Name column by clicking on the icon. 

Important Note: 
The CoC Annual Performance Report = the Transition APR. The Transition APR (TAPR) was allowed 
for CoC grantees who had operating year end dates between July 1, 2010 and May 31, 2011. Refer to 
the Transition APR Guidebook on www.hudhre.info for guidance on how to complete the e-snaps 
questions. 

The CoC Full Annual Performance Report = the CoC APR that this guidebook relates to. 
Programs with operating years ending June 1, 2011 or later use this report. This Guidebook 
provides instructions for the completiƻƴ ƻŦ ǘƘŜ άCǳƭƭ !ƴƴǳŀƭ tŜǊŦƻǊƳŀƴŎŜ wŜǇƻǊǘέΦ 
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7. Select the ά/ƻ/ Cǳƭƭ !ƴƴǳŀƭ tŜǊŦƻǊƳŀƴŎŜ wŜǇƻǊǘέ ŀǎ ǘƘŜ άCǳƴŘƛƴƎ hǇǇƻǊǘǳƴƛǘȅ bŀƳŜέ 
and the screen will filter to only show APR choices. 

8. Click on the symbol and the ά/ǊŜŀǘŜ ŀ tǊƻƧŜŎǘέ screen will open. 

3. Next, you will need to select the Applicant associated with this APR by selecting the 
ŀǇǇǊƻǇǊƛŀǘŜ !ǇǇƭƛŎŀƴǘ bŀƳŜ ŦǊƻƳ ǘƘŜ άbƻƴ wŜƎƛǎǘŜǊŜŘ !ǇǇƭƛŎŀƴǘέ ƭƛǎǘ ƛƴ ǘƘŜ ōƻȄ ƻƴ ǘƘŜ ƭŜŦǘΦ 

4. Then select the right-facing arrow in the middle of the screen to add the 
!ǇǇƭƛŎŀƴǘ ǘƻ άwŜƎƛǎǘŜǊŜŘ !ǇǇƭƛŎŀƴǘέ ƭƛǎǘ ƻƴ ǘƘŜ ǊƛƎƘǘΦ 

5. Then save your entry. 

6. Click on the άtǊƻƧŜŎǘǎέ link. The άtǊƻƧŜŎǘέ screen will open. 
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9. /ƻƳǇƭŜǘŜ ȅƻǳǊ ǇǊƻƧŜŎǘ ƴŀƳŜ ƛƴ ǘƘŜ ά!ǇǇƭƛŎŀƴǘ tǊƻƧŜŎǘ bŀƳŜέ ǘŜȄǘ ōƻȄ using 
the same name used for the project in the Exhibit 2 application. 

10. Click on the άLƳǇƻǊǘ 5ŀǘŀ CǊƻƳέ drop down menu and all of the projects 
assigned to the applicant (the grantee) will appear. It is important you select the 
correct name and grant number for your submission. 

a. Select the grant name and grant number for the grant you are 
reporting on, which will enable basic information from Exhibit 2 to be 
brought forward to the APR; OR 

b. If you did not apply for the project you are creating an APR for in e-
snaps ǎŜƭŜŎǘ άƴƻƴŜέ ŦǊƻƳ ƛƳǇƻǊǘ ŘŀǘŀΦ 

11. Click on ά{ŀǾŜ ϧ .ŀŎƪέΦ 

12. Click on theά{ǳōƳƛǎǎƛƻƴǎέ tab to open the submission filter screen. 

13. Then click on the icon next to the Project Name that you created in the step above. 
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Confirmation of CoC APR Requirement  

To begin the APR process, you must enter your Operating Year Start and End Date on the Confirmation 
of CoC APR Requirement screen. 

 

The operating year start and end dates entered into the APR should correspond with the operating start 
and end dates entered into LOCCS. Only grants with an operating year end date on or after June 1, 2011 
will be prompted to complete the full APR format. If your operating year end date is prior to June 1, 
2011, you will be instructed to create a Transition APR. Refer to the Transition APR Guidebook found at 
www.hudhre.info/apr. 

Projec t Information  

Q1 Contact Information  

Project information is required for all grant types. If you submitted the application for this grant in e-snaps, your project information will be 
brought forward from your most recently submitted Exhibit 2. The project name, sponsor, grantee, and grant number must exactly 
match the grant information you submitted and received from HUD when your grant was awarded. Refer to the technical submission 
you provided to HUD for this grant for your submission information. The other 
information should be updated as needed to ensure that HUD can contact 
you if there are questions about this APR. 

Much of the information on Q1 is imported from 
Exhibit 2 if you applied for your grant through e-snaps. 
If you applied for your grant through e-snaps and this 
information is not pre-populated with at least the grant 
number, you did not set up your APR properly in e-
snaps. Return to the instructions on the previous page 
of this Guidebook and begin the process again paying 
special attention to step #10. 
¸ƻǳ ǎƘƻǳƭŘ ǳǇŘŀǘŜ ƻǊ ŎƘŀƴƎŜ ǘƘŜ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΩǎ ƴŀƳŜ 
and information if that has changed since the submission 
of Exhibit 2. 
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Detail required to be completed in e-snaps Where you find this information 
Project Name: Exhibit 2 ς the project name should not be 

changed from the name you called your 
grant when you applied for it. 

Project Sponsor: 

Grantee: Exhibit 2 and HUD award notification 
Grant Number: HUD award notification ς the grant number will tie 

your APR back to your project. Entering the wrong 
number will not enable your APR to be recognized 
as your submission and may cause you to lose your 
access to funding through LOCCS. 

Note: If your grant was applied for or renewed 
through e-snaps your grant number should be 15 
characters and look like this example: ST 000# C 5E 
00 08 02. The 02 represents the number of times 
the grant has been renewed in e-snaps and will 
change with each renewal ς be sure you have the 
correct number for the grant you are reporting on 
listed in this field. (Note: if you did not make your 
grant application through e-snaps you will still 
have an older formatted grant number which is 11 
characters in length and looks like this example: 
ST16B90-0004.) 

Prefix: 

The contact information supplied in these fields is 
for the person that the HUD Field Office or 
Headquarters should contact regarding your APR 
submission information should there be any 
questions or issues. The contact person should be 
familiar with both the grant program and the APR 
submission. 

First Name: 

Middle Name: 

Last Name: 
Suffix: 

Title: 
Street Address 1: 

Street Address 2: 

City: 

State: 

Zip code: (Format: 12345 or 12345-1234) 
E-mail Address: 

Confirm E-mail Address: 

Phone Number: (Format: 123-456-7890) 

Extension: 
Fax Number: (Format: 123-456-7890) 



 

 
P H  T H  S S O  S H 

SHP S+C SRO 

 

Each time you enter data 
ƛƴ ŀ άŎƭƛŎƪ ǎŀǾŜ ǘƻ ǳǇŘŀǘŜ 
ŦƻǊƳέ ŦƛŜƭŘ ȅƻǳ Ƴǳǎǘ ŎƭƛŎƪ 
άSaveΦέ hƴŎŜ ȅƻǳ ǇǊŜǎǎ 
άSaveέ ȅƻǳ Ƴŀȅ ǎŜŜ 
additional questions to 
ŀƴǎǿŜǊΦ bŜƛǘƘŜǊ άSave & 
Nextέ ƴƻǊ άSave & Backέ 
will show new questions. 
Review your answers and 
be sure to answer any 
additional questions that 
become visible. 

Carefully select the answers on this form as they determine what other forms you are required 
to answer for the APR. Selecting the incorrect answer will give you incorrect forms to complete. 

Type of Grant 
Detail required to be completed in Q3 

Identify the type of grant you received: ______  
SHP ς Supportive Housing Program 
S+C ς Shelter Plus Care 
SRO ς Single Room Occupancy for the Homeless 

Explanation 

Grantees who are VAWA 
providers or who have 
sponsors or sub-grant 
funding to VAWA 
providers must read the 
ά{ǇŜŎƛŦƛŎ DǳƛŘŀƴŎŜ ŦƻǊ 
±!²! ǇǊƻǾƛŘŜǊǎέ ŀǘ ǘƘŜ 
beginning of this 
guidebook prior to 
answering this question. 

The type of 
grant and 
component 
type will 
populate if 
you applied 
for your grant 
through e-
snaps. 
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Q3 Project Information  

 
Component Type 

 

Each grant has a component ς select the component 
associated with this grant; refer to your grant application 
if you are not sure which component you selected. SHP 
components: TH (Transitional Housing), PH (Permanent 
Housing), SSO (Supportive Services Only), or SH (Safe 
Haven). [Note: If your project is a Dedicated HMIS Grant, 
you should select the HMIS component type, and you will 
be given a completely different set of APR forms. Refer to 
www.hudhre.info for the SHP-HMIS APR Guidebook for 
instructions for HMIS dedicated grants.] For S+C, select 
either: TRA (Tenant-Based Rental Assistance), SRA 
(Sponsor-Based Rental Assistance), PRA (Project-Based 
Rental Assistance), PRAR (Project-Based Rental 
Assistance with Rehabilitation), or SRO (Moderate 
Rehabilitation for Single Room Occupancy Dwellings). 
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 For SRO, select SRO again. 

If you select the SSO component, you 
will be asked: What type of SSO does this 
grant fund? 

SSO projects will need to select from the following: 
Outreach Only, SSO with a housing goal, SSO without 
a housing goal (e.g. child care, dental, etc.). 

Is this project operated by a victim 
service provider as defined by the 
Violence Against Women and 
Department of Justice 
Reauthorization Act of 2005 (VAWA)? 

You have three options to choose from: 
No VAWA Provider(s) 
Only VAWA Provider(s) 
At Least One VAWA Provider AND At Least One Non-VAWA 
Provider. 

This will determine the kind of forms you will need to 
complete. 
LŦ ȅƻǳ ǎŜƭŜŎǘ άbƻ ±!²! tǊƻǾƛŘŜǊόǎύέΣ e-snaps will generate 
one set of APR questions. 
LŦ ȅƻǳ ǎŜƭŜŎǘ άhƴƭȅ ±!²! tǊƻǾƛŘŜǊǎόǎύέΣ e-snaps will 
generate only questions which are allowable under VAWA. 
LŦ ȅƻǳ ǎŜƭŜŎǘ ά!ǘ [Ŝŀǎǘ hƴŜ ±!²! tǊƻǾƛŘŜǊ !b5 !ǘ [Ŝŀǎǘ 
One Non-±!²! tǊƻǾƛŘŜǊέ e-snaps will generate essentially 
two APRs -- one for the non-VAWA provider(s) and one for 
the VAWA provider(s). To distinguish between the two, the 
questions for the VAWA provider(s) are marked Q#DV. 

Was this project funded under a special 
initiative? 

If applicable, choose the special initiatives through which 
your project was funded: Samaritan Bonus, Permanent 
Housing Bonus, or RRH Demonstration. 

If no ǎǇŜŎƛŀƭ ƛƴƛǘƛŀǘƛǾŜ ŀǇǇƭƛŜǎ ǘƻ ȅƻǳǊ ǇǊƻƧŜŎǘΣ ǎŜƭŜŎǘ άƴƻέΦ 
Target Subpopulation: If you identified a target subpopulation when you applied 

for your grant on Exhibit 2 you should identify the same 
subpopulation here. You will only be allowed to select one 
target subpopulation. If you identified more than one 
subpopulation in your Exhibit 2, please only select the 
subpopulation that you serve with the most frequency. If a 
subpopulation was not identified in your grant application, 
ŎƘƻƻǎŜ άƴƻƴŜέ ŜǾŜƴ ƛŦ ȅƻǳ ǎerved one of the 
subpopulations listed. 

CoC Number and Name: The CoC name should come forward from Exhibit 2 if you 
applied for the grant you are reporting on through e-
snaps. If you did not apply through e-snaps for the grant, 
select your CoC from the drop down list. If the CoC has 
merged with another CoC since you were awarded this 
grant ς use the current CoC number and name. 

Amount of Contract or Award: The amount entered should match your grant award 
letter from HUD. 

Operating Year Covered by this APR: Select which operating year you are reporting on. For 
example if you are in year two of a two-year grant - select 
2. Be careful to identify the correct year. 
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Is this an extension APR? An extension APR is for a SHP or a S+C grant that applied for 
and received an extension of their grant term from the HUD 
Field Office. A separate APR is required for the operating 
year and for the extension period. 

Is this a final APR? If this APR is covering the last operating year of your grant 

or your grant was for only a one-ȅŜŀǊ ǘŜǊƳΣ ŎƘŜŎƪ άȅŜǎΦέ 
Is this a corrected APR? If you are submitting a corrected or amended APR, check 

άȅŜǎΦέ ¢ƻ ǎǳōƳƛǘ ŀ ŎƻǊǊŜŎǘŜŘ ƻǊ ŀƳŜƴŘŜŘ !twΣ ȅƻǳ Ƴǳǎǘ 
first submit a question requesting the ability to amend your 
APR via the Virtual Help Desk at www.hudhre.info/apr. If 
HUD approves this request, you will be able submit a 
corrected or amended APR. 

Is this APR fulfilling the reporting 
obligation associated with a 20-year use 
requirement? 

In what year does the 20-year use 
requirement end? 

Projects that received funding for acquisition, new 
construction and rehabilitation (e.g. hard costs) are 
required to maintain the facility as a homeless program for 
a 20-year period, which is documented by submitting an 
APR each year. 

{ŜƭŜŎǘ άȅŜǎέ ƛŦ ǘƘƛǎ !tw ƛǎ ŦǳƭŦƛƭƭƛƴƎ ǘƘŜ ǊŜǇƻǊǘƛƴƎ ƻōƭƛƎŀǘƛƻƴ 
associated with the 20-year use requirement under either 
of these conditions: 

1. The original grant was only for hard costs 
(acquisition, new construction, rehabilitation), or 

2. The original grant was for hard costs and soft costs 
(leasing, operations or supportive services) and the 
grantee declined to renew the soft costs at some point. 
bƻǘŜΥ ƛŦ ȅƻǳ ǎŜƭŜŎǘ άȅŜǎΣέ ŎƭƛŎƪ άSaveέ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ asked 
to identify the year that the 20-year use period on the 
facility ends. 

{ŜƭŜŎǘ άƴƻέ ƛŦ ǘƘƛǎ ƎǊŀƴǘ ƛǎ ōŜƛƴƎ ǳǎŜŘ ǘƻ ŦǳƴŘ ƭŜŀǎƛƴƎΣ 
operations, or supportive services in this property, since 
the APR is not solely being submitted to fulfill the 20-year 
use requirement. 



 

 
P H  T H  S S O  S H 

SHP S+C SRO 
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Q4 Site Information  

This question is not included in e-snaps for 
a VAWA provider and is completing a Q#DV 
question. 

 

The answers to this question were identified in your grant application. The site information address is 
the address of the principal program service site. If this is a program with multiple sites (e.g. mobile 
outreach program, scattered-ǎƛǘŜ ƘƻǳǎƛƴƎ ǇǊƻƎǊŀƳΣ ŜǘŎΦύ ŜƴǘŜǊ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ƻŦŦƛŎŜ 
address. VAWA providers are exempt from recording address information. 

 

In this question, you need to identify the characteristics of the site. If a change was made in your site 
between grant application and implementation, or at any time in your grant year, complete the text box 
explaining any changes made. 

Detail required to be completed in Q4 Explanation 
Identify the program site configuration type: Select the type of site your program operates 

ƻǳǘ ƻŦΥ άŀ ǎƛƴƎƭŜ ǎƛǘŜ ƛƴ ƻƴŜ ōǳƛƭŘƛƴƎΣέ άŀ ǎƛƴƎƭŜ 
ǎƛǘŜ ǿƛǘƘ ƳǳƭǘƛǇƭŜ ōǳƛƭŘƛƴƎǎΣέ ƻǊ άƳǳƭǘƛǇƭŜ ǎƛǘŜǎΦέ 

Identify the site type for the principal service site: LŦ ȅƻǳǊ ǇǊƻƎǊŀƳ ƛǎ ŀ άǎŜǊǾƛŎŜǎ ƻƴƭȅέ ǇǊƻƎǊŀƳ ǿƛǘƘ 
no residential component (i.e., child care), then 
select ςάƴƻƴ ǊŜǎƛŘŜƴǘƛŀƭΥ ǎŜǊǾƛŎŜǎ ƻƴƭȅΦέ LŦ ȅƻǳǊ 
program is a residential program that houses 
homeless persons in a setting with non-homeless, 
non-disabled persons, then select ςάǊŜǎƛŘŜƴǘƛŀƭΥ 

 special needs and non-ǎǇŜŎƛŀƭ ƴŜŜŘǎΦέ LŦ ȅƻǳǊ 
program is a residential program that serves 
exclusively a special needs population, then select 
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   S+C SRO SHP 

 
PH TH SH 

 

This chart should 
match the information 
you submitted in the 
grant application (or 
amendment). 

This is the actual 
number of beds and 
units you had 
operational under this 
grant during this 
reporting period. 

If there is a difference 
between the beds/units 
you proposed and what 
you actually have 
operational, you must 
explain the difference. 

 

 άǊŜǎƛŘŜƴǘƛŀƭΥ ǎǇŜŎƛŀƭ ƴŜŜŘǎ ƻƴƭȅΦέ 

Identify the housing type for the principal 
service site: 

If you provide services within a housing 
program, identify which type of housing you are 
servicing. Note: If you do not provide services in 
ƘƻǳǎƛƴƎ ŀǘ ŀƭƭ ǳƴŘŜǊ ǘƘƛǎ ƎǊŀƴǘΣ ǎŜƭŜŎǘ άƴƻǘ 
applicable: nonǊŜǎƛŘŜƴǘƛŀƭ ǇǊƻƎǊŀƳΦέ 

 

QS Bed and Unit Inventory  

The Actual Bed and Unit Inventory is the number of beds/units reliably ready for occupancy 
ǎǘŀǊǘƛƴƎ ƻƴ ƻǊ ōŜŦƻǊŜ ǘƘŜ ƭŀǎǘ Řŀȅ ƻŦ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ƻǇŜǊŀǘƛƴƎ ȅŜŀǊΦ 



 

 
P H  T H  S H 

SHP S+C SRO 

 

 

The total number 
of year-round 
beds in HMIS 
should not be 
greater than the 
number of actual 
beds you 
reported in your 
inventory on Q5. 
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o If some or all of the beds are not designated exclusively for one type of household, then 
report beds in each type based on the average use of those beds. (Be sure your total 
beds/units = your actual total ς if not, adjust your averages.) 

o Projects that only have units (no fixed number of beds ς e.g. apartment units) should 
estimate the number of beds. 

¶ Chronically Homeless beds are those that were identified in your grant application as a subset 
of the total beds. The number of actual chronically homeless beds represents those that are 
reliably set-aside for individuals who are chronically homeless. Though you may have served a 
ŎƘǊƻƴƛŎ ƘƻƳŜƭŜǎǎ ǇŜǊǎƻƴ ƛƴ ŀ ōŜŘΣ ȅƻǳ Ŏŀƴ ƻƴƭȅ ƭƛǎǘ ǘƘŜ ōŜŘ ŀǎ ŀ ά/ƘǊƻƴƛŎŀƭƭȅ IƻƳŜƭŜǎǎ .ŜŘέ ƛŦ 
ƛǘ ǿŀǎ ǎǇŜŎƛŦƛŎŀƭƭȅ ǎŜǘ ŀǎƛŘŜ ƻǊ ǘŀǊƎŜǘŜŘ ƛƴ ȅƻǳǊ ƎǊŀƴǘ ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ άŎƘǊƻƴƛŎŀƭƭȅ ƘƻƳŜƭŜǎǎ 
ǇŜǊǎƻƴǎΦέ 

¶ Projects that do not have a fixed number of units may record either the number of facilities 
operated (e.g. 1 facility = 1 unit) or may use the number of bedrooms (e.g. 5 bedrooms = 5 units) 
as is appropriate for the type of facility. 

Q6 HMIS Bed Participation Rate  
This question is not included in e-snaps for 
a VAWA provider and is completing a Q#DV 
question. 

In Q5 you indicated how many beds you have operational in the 
program. This question is asking you how many of those beds are covered in your HMIS (i.e. Do you 
enter all required data on the persons in those beds into your HMIS?). A bed is considered covered in 
HMIS if: 1) the project is making all reasonable efforts to record all universal and applicable program-
level data elements on all clients served in that bed, and 2) discloses these data elements through 
agreed upon means to the HMIS Lead Agency at least once annually. 
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P H  T H  S S O  S H 

The information for this section should be provided 
to you either as part of the APR generated from your 
HMIS, by your HMIS Administrator/Lead Agency, or 
by your HMIS Vendor via a special report. It is not a 
table which can be hand calculated. 

 
Detail required to be completed in Q6 Explanation 

The total number of year-round beds in HMIS for 
households without children: 

Of the total beds reported in Q5, specify the 
number of beds reported in the HMIS (meaning 
the number of beds for which you report data 
on the persons served in these beds). 

The total number of year-round beds in HMIS for 
households with children: 

HMIS bed coverage rate for year-round beds for 
households without children: 

These fields are automatically calculated when 
ȅƻǳ ŎƭƛŎƪ άSaveέ ōŀǎŜŘ ƻƴ ǘƘŜ ƴǳƳōŜǊ ƻŦ ōŜŘǎ ȅƻǳ 
showed in the top two questions on this page 
divided by the total number of year round beds 
you reported as actual bed inventory in Q5. 

HMIS bed coverage rate for year-round beds 
for households with children: 

Total HMIS bed coverage rate for all year-round 
beds:  

Q7 Data Quality 
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Detail required to be completed in Q7 Explanation 
Total number of Clients: After any unduplication or data cleaningς count the total 

number of persons served by this project in the period. 
The term person (or client) served refers to all adults and 
children served by the program during the reporting 
period. This does not include caregivers who live with a 
disabled adult and children who are not in the care of a 
parent or guardian or not residing with them. 

Total number of Adults: Of the total persons identified above, how many are for 
persons age 18 or over? 
An adult is any person 18 years of age or older. A person's 
age is based on the program entry date closest to the end 
of the operating year. If a person entered the program 
prior to the start of the reporting period, the person's age 
should be based on the first day of the reporting period. 

Total number of 
Unaccompanied Children: 

Of the total persons identified above, how many are for 
persons under age 18 in a household of one person? 
Unaccompanied Children are persons age 17 or under in 
a household without anyone else. 

Total number 
of Leavers: 

Of the total persons identified above, how many were 
recorded as Leavers ς persons who exited the program 
during the reporting period and were not active in the 
program on the last day of the reporting period?  

Then, separately for each data element, specify the number of total persons in this project for whom the 
Řŀǘŀ ŜƭŜƳŜƴǘ ǊŜŎƻǊŘŜŘ ƛƴ IaL{ ǿŀǎ ά5ƻƴΩǘ Yƴƻǿ ƻǊ wŜŦǳǎŜŘέ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ǿƛǘƘ ƴƻ ƛƴŦƻǊƳŀǘƛƻƴ 
recorded in the HMIS. Note that persons should not be counted if the data element is not required to be 
collected. For example, children with missing date of birth should be counted, but they should not be 
counted in the veteran status data element. 

Data quality should be reported based on the latest enrollment for each client in the reporting period. 
¢ƘǳǎΣ ǘƘŜ άǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ /ƭƛŜƴǘǎέ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ ŦƛǊǎǘ ǇŀǊǘ ƻŦ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ǿƛƭƭ Ŝǉǳŀƭ ǘƘŜ ǘƻǘŀƭ clients 
who were served including data entered for a client who may have been entered prior to the start of the 
reporting period. 

VAWA providers should report data quality based on data provided in their comparable non-HMIS 
database. If multiple databases are used across a grant, the data should be aggregated for reporting 
purposes. 

For Street Outreach Programs, missing data should only be counted for clients who have been identified 
as engaged in the program. 



 
P H  T H  S S O  S H 

SHP S+C SRO 

 

Total = unduplicated # of 
persons served during the 
entire period. This is auto 
calculated. 

If you did not record the 
age of the person, then 
the HMIS cannot 
determine if the person is 
an adult or a child and 
should be recorded in 
άLƴŦƻǊƳŀǘƛƻƴ aƛǎǎƛƴƎέΦ 

Average = the total 
number of nights of service 
among all persons served 
during the operating year, 
divided by the total 
number of nights in an 
operating year (365). 

8 

The total number of persons in households should equal the 
total number of clients reported in Q7. E-snaps will prevent the 
submission of your APR if these numbers are not the same. 

The point in time 
count is the actual 
count of persons by 
their household types 
served on the last 
Wednesday of 
January, April, July 
and October. 
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Program Outputs  

Q8 Persons Served 

 

This question reports the total persons served over the program year by household type. All future  

questions in the APR should reflect the same universe of clients as are entered here on Q8.  Error 

messages will be generated in subsequent questions if the totals in those questions are not consistent 

with the totals reported here. For example ς if you said you had 15 adults served in this question ς but 

later on Q15a1 ς you only reported gender on 14 adults, then you will receive an error message. To 

reconcile an error message, you will need to update the totals in this question or in the question(s) 

that follow to ensure that the results are consistent. 
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Household columns will represent a count of households by type using the following rules: 

1) Consider all members of the household that were served within the reporting period when 

determining household type, regardless of whether they overlapped with one another. 

2) /ŀƭŎǳƭŀǘŜ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ŀƎŜ ōŀǎŜŘ ƻƴ ǘƘŜƛǊ Ƴƻǎǘ ǊŜŎŜƴǘ ŜƴǘǊȅ ŘŀǘŜ ǿƛǘƘƛƴ ǘƘŜ ǊŜǇƻǊǘƛƴƎ ǇŜǊƛƻŘ ƻǊ ŀǎ 

of the first day of the reporting period, whichever is later. 

3) Group all persons together who were in one household at any point in time in the reporting period. 

4) Count as follows: 

a) Households without Children ς single adult persons or adults with adult companions that have 

never had a child in their household. 

b) Households with Children and Adults ς a person in any household with at least one adult and one 

child present regardless of whether the child(ren) is present for the full program stay. (Rule ς If 

ever a child in the household, always a household with children). 

c) Households with only Children ς a person in any household in which all persons are younger than 

age 18. 

d) Unknown Household Type ς households that cannot be classified in cases when one or more 

persons are missing dates of birth. Note that in instances when the household already contains 

at least one known adult and one known child, the household type can be determined and 

categorized as a Household with Children and Adults. 

Note: If you are completing an extension APR that covers a period less than a full calendar year, report 
information only for persons with service dates that fall within the extension period. 



 

 
P H  T H  S S O  S H 

SHP S+C SRO 
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Q9 Households Served 

This question is reporting on the total number of distinct households served during the full reporting 
period and the point-in-time number of households served on the last Wednesday in January, April, July, 
and October, by household type. 

Unlike all other APR 
questions that are 
looking at the 
household 
configuration based 
ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ƭŀǎǘ 
stay during the 
operating year ς this 
question is counting 
the total number of 
households not the 
number of persons ς 
so the method of 
counting is different. 

 
Within the reporting period, a household should only be counted as new if none of the adults in the 
household have been served before. If the household does not have an adult member, the group 
should be considered a new household if the membership of the household differs from any prior 
program stay. 

To obtain an unduplicated count of households use the following rules: 
1. For households in which each member has only one program stay during the reporting period, 

count one household and define the household type based on all members who were present 

during the reporting period. 

2. For households in which one or more members have more than one program stay during 

the reporting period: 

a. Consider all program stays in the reporting period chronologically. 

b. If an identical group of people are served together on multiple program stays, 

count only one household. 

c. If an adult who has been served previously in the reporting period re-enters the 

program later in the reporting period, then the adult and any persons served with 

him/her on both stays are counted as one household that may present in different 

configurations over time. Define the household type based on all members of the 

household who were served at any point during the reporting period. 
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SHP S+C SRO 

If in review of this question you 
determine something is not 
ŎƻǊǊŜŎǘ Ǝƻ άBackέ ǘƻ vрΣ vуΣ ŀƴŘ 
Q9 to make sure there is not an 
error in one of those tables. 

Updating and saving corrections 
in one of those questions will 
automatically recalculate the 
results in Q10 or Q11. 
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d. If multiple adults were served earlier in the reporting period in two separate households 

in two separate stays, and subsequently are served together in a third stay, only two 

households should be counted. Each of the two original households will be counted, 

because at the time of entry neither had adults who had been previously served. The 

third stay is not counted as a new household, because it contains adults who were 

previously served. To categorize the household type, join the household members from 

the later stay to the household that appeared earliest in the reporting period. 

Note: If you are completing an extension APR that covers a period less than a full calendar year, report 
information only for the point-in-time dates that fall within the extension period. 

Q10 & Q11Utilization Rates  

The bed and unit utilization rate question is automatically calculated from the entries you made for bed 
and unit capacity in Q5 and the entries you made for the average and point-in-time counts of persons 
(Q8) and households in (Q9). You will not be able to enter data into this question. 

 
 



 

 

SHP 

SSO 

Street Outreach Only 

 

  
      

  

 

  

    

    
 

 
  

 

The total 
number of 
persons 
engaged cannot 
be greater than 
the total 
number of 
persons 
contacted. 
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Q12 Outreach Contacts and Engagements 

The SHP Street Outreach programs were to begin collecting information in the HMIS about each client 
contact and engagement beginning June 1, 2010. 

 
Detail required to be completed in Q12 Explanation 
Number of Persons Contacted During the /ƻǳƴǘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǘƛƳŜǎΣ ŦǊƻƳ ǘƘŜ ǇŜǊǎƻƴΩǎ ŦƛǊǎǘ 
Operating Year contact, that all people active in the program 

are contacted up until (and including) the date 
of engagement or the end of the operating year, 
whichever is earlier. 

 
Note: Contacts made by persons who have open records 
during the operating year and whose entry date was 
prior to the start of the operating year are counted. 

 
Record the number of persons contacted within the 
number of times specified within each row, based on 
the ƭƻŎŀǘƛƻƴ ƻŦ ǇŜǊǎƻƴΩǎ ŦƛǊǎǘ ŎƻƴǘŀŎǘ όǇƭŀŎŜ ƴƻǘ ƳŜŀƴǘ 
for human habitation, non-housing service site, at a 
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Q15 subtotals should each equal the 
totals reported in Q8. E-snaps will 
prevent submission of your APR if these 
numbers are not the same. 

 housing location, or first contact place was missing). 

Number of Persons Engaged (by the number 
of contacts they had) During the Operating 
Year 

Report the total number of persons engaged during 
the operating year (reporting period), recording people 
in the row associated with the number of contacts 
made prior to engagement and in the column of each 
pŜǊǎƻƴΩǎ ŦƛǊǎǘ ŎƻƴǘŀŎǘΦ 

Rate of Engagement The rate of engagement is an automatic calculation. It 
calculates how many contacts it took for all clients 
who were engaged during the reporting period to 
become engaged. 

 

Client Characteristics  

Q15 Gender 

Gender tables in e-snaps have been separated onto three forms for ease of viewing and data entry. 
Persons should be counted in only one form, recorded by gender under the type of household in which 
they were associated for their last program stay. 

Q15a1 - reports on the gender of adults 
Q15a2 - reports on the gender of children 
Q15a3 - reports on the gender of persons whose age is unknown 

 

29 



30 

 SHP S + C SRO   

 PH TH SSO SH 

 

Q16 Age 

The age question divides all persons served in the reporting period into age groups. Age should be 
ǊŜǇƻǊǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ŀƎŜ ŀǘ Ƴƻǎǘ ǊŜŎŜƴǘ ǇǊƻƎǊŀƳ ŜƴǘǊȅ όǘƘŜ ƭŀǎǘ ǇǊƻƎǊŀƳ ǎǘŀȅ ƻŦ ǘƘŜ 
reporting period) or on the first day of the reporting period, whichever is later. Report the number of 
ǇŜǊǎƻƴǎ ǎŜǊǾŜŘ ǿƛǘƘƛƴ ŜŀŎƘ ŀƎŜ ƎǊƻǳǇ ōŀǎŜŘ ƻƴ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ŀƎŜ ŀƴŘ ƘƻǳǎŜƘƻƭŘ ǘȅǇŜΦ 

 

 

Q16 totals should each equal the totals reported in Q8. E-snaps will prevent the submission 
of your APR if these numbers are not the same. 



 
Both Q17 a and b totals should each equal the totals reported in Q8. E-snaps will prevent the 
submission of your APR if these numbers are not the same. 
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Q17 Ethnicity and Race  

The ethnicity and race questions in e-snaps have been separated onto two screens for ease of viewing 
and data entry. 

Q17a reports the ethnicity of all persons served during the reporting period. 

 

Q17b reports the race of all persons served during the reporting period. Persons with multiple racial 
ǘȅǇŜǎ ǊŜŎƻǊŘŜŘ ǎƘƻǳƭŘ ōŜ ŎƻǳƴǘŜŘ ƛƴ ǘƘŜ άƳǳƭǘƛǇƭŜ ǊŀŎŜǎέ ǊƻǿΦ 
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SHP S+C SRO 

 

 

 

 

 

 

 

 

 

Q18b totals 
should each equal 
the totals 
reported in Q8. E-
snaps will prevent 
the submission of 
your APR if these 
numbers are not 
the same. 

Q18 Physical and Mental Health Conditions  

These questions identify the reported conditions/disabilities of all persons served by the project during 
the reporting period. These include: mental illness, alcohol abuse, drug abuse, chronic health condition, 
HIV/AIDS and related diseases, developmental disability, and physical disability. The information on 
conditions should be based on latest program entry. 

Q18a reports on the number of clients with each known disability condition. The rows are not totaled 
on this question, since one person may have more than one disabling condition and may be reported in 
one or more rows. For the purposes of this question, counts should be based on the program-specific 
disability condition data elements in the HMIS. 

 

Q18b reports on the number of physical and mental health conditions known at the time of program 
entry. This question should count every person served within the reporting period. Answers are based on 
both the general disabling condition data element and on the specific conditions (e.g. Mental Illness, 
Chronic Health Condition, etc.). Count each specific condition identified as one condition. If disabling 
condition ƛǎ ƛŘŜƴǘƛŦƛŜŘ ōǳǘ ŀ ǎǇŜŎƛŦƛŎ ŎƻƴŘƛǘƛƻƴ ƛǎ ƴƻǘ ƴƻǘŜŘΣ ǘƘŜƴ Ŏƻǳƴǘ ǘƘŀǘ ŀǎ ά/ƻƴŘƛǘƛƻƴ ¦ƴƪƴƻǿƴΦέ 
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If you report 
persons who 
ŀƴǎǿŜǊŜŘ άȅŜǎέ ƻƴ 
Q19a they were 
victims of domestic 
violence, then Q19b 
will appear when 
ȅƻǳ ŎƭƛŎƪ άSaveΦέ 

If there were not 
any victims of 
domestic violence 
served by your 
program, click 
άSave & Nextέ ǘƻ 
go onto Q20. 

LŦ ȅƻǳ ǊŜŎƻǊŘŜŘ ǇŜǊǎƻƴǎ ƛƴ мфŀ ƛƴ ǘƘŜ άȅŜǎέ ǊƻǿΣ ǘƘŜ ǘƻǘŀƭ 
persons entered in 19b must match the total number of 
ǇŜǊǎƻƴǎ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ άȅŜǎέ Ǌƻǿ ƛƴ мфŀΦ E-snaps will prevent 
the submission of your APR if these numbers are not the same. 

Q19 Domestic Violence Experience  

Q19a reports  only on adults and unaccompanied children who indicated they were victims of domestic 
violence served by the project during the reporting period, as reported at the time of their last program 
entry of the year. Children in households of adult victims are not reported, nor are children in 
households comprised only of multiple minors. 

LŦ ȅƻǳ ƘŀǾŜ ǊŜǇƻǊǘŜŘ ǇŜǊǎƻƴǎ ƛƴ ǘƘŜ άȅŜǎέ Ǌƻǿ ƻŦ мфŀΣ ǘƘŜƴ ȅƻǳ Ƴǳǎǘ ŎƭƛŎƪ άSaveΣέ ǊŀǘƘŜǊ ǘƘŀƴ άSave & 
NextΣέ ǘƻ ǎŜŜ ǘƘŜ ǎŜŎƻƴŘ ƘŀƭŦ ƻŦ ǘƘŜ ǉǳŜǎǘƛƻƴΦ Lƴ мфōΣ ǊŜŎƻǊŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǇŜǊsons who indicated that 
their past experience of domestic violence was within each of the specified timeframes. 
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Q20 Prior Residence  

Prior residence tables in e-snaps have been separated onto three forms (divided into homeless 
situation, institutional settings, and other locations) for ease of viewing and data entry. This question 
reports on the living situation of adults and unaccompanied children the night before they entered the 
program. 

Q20a1 reports on adults and unaccompanied children with a prior residence in homeless situations. 

 

Q20a2 reports on adults and unaccompanied children with a prior residence in institutional settings. 

 



 

 

There is a subtotal on 
each of the Q20 
forms. Those 
subtotals are 
summed to create 
ǘƘŜ ά¢ƻǘŀƭ ς 20a1, 
нлŀн ŀƴŘ нлŀоέ ǊƻǿΦ 
If that row does not 
equal Q8 you need to 
check the entries 
made on earlier 
forms to make 
adjustments. 

The total of Q20a1, 20a2 and 20a3 must match the totals reported in 
Q8. E-snaps will prevent the submission of your APR if these numbers 
are not the same. 
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Q20a3 reports on adults and unaccompanied children with a prior residence in other locations, 
ƛƴŎƭǳŘƛƴƎ ǳƴǎǳōǎƛŘƛȊŜŘ ŀƴŘ ǎǳōǎƛŘƛȊŜŘ ǇŜǊƳŀƴŜƴǘ ƘƻǳǎƛƴƎ ƭƻŎŀǘƛƻƴǎΦ vнлŀо ŀƭǎƻ ŀƭƭƻǿǎ ŦƻǊ ŀƴ άƻǘƘŜǊέ 
category for adults and unaccompanied children who came from a place not identified in any prior 
living option. 
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Q22 Physical and Mental Health Conditions at Exit  

 

Q21 totals must 
match the totals 
reported in Q8 for 
adults. E-snaps will 
prevent the 
submission of your 
APR if these 
numbers are not 
the same. 

  

  
P H  T H  S S O  S H 

SHP S+C SRO A leaver is someone who 
exited and was not in the 
program on the last day of the 
operating year. 

A stayer is someone who was 
still in the program on the last 
day of the operating year. 

Q21 Veteran Status 

This question captures the Veteran status of all adults served by the project during the reporting period. 

These questions identify the reported conditions/disabilities of all persons served by the project during the reporting period based on 
what was recorded on their last exit from the program during the reporting period. If a person has not exited the program they are 
considered a stayer and their information should be taken from the assessment nearest to the end of the reporting period, even if 
that is the program entry data. Conditions to be reported include: mental illness, alcohol abuse, drug abuse, chronic health condition, 
IL±κ!L5{ ŀƴŘ ǊŜƭŀǘŜŘ ŘƛǎŜŀǎŜǎΣ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ŘƛǎŀōƛƭƛǘȅΣ ŀƴŘ ǇƘȅǎƛŎŀƭ ŘƛǎŀōƛƭƛǘȅΦ LŦ ǘƘŜ Řŀǘŀ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ άŘƛǎŀōƭƛƴƎ ŎƻƴŘƛǘƛƻƴέ ǿŀǎ 
ǇǊŜǎŜƴǘ ōǳǘ ŘƻŜǎ ƴƻǘ ǎǇŜŎƛŦȅ ǿƘƛŎƘ ŎƻƴŘƛǘƛƻƴ ƛǘ ƛǎΣ ǘƘŜƴ ǘƘŀǘ ǇŜǊǎƻƴ ƛǎ ŎƻǳƴǘŜŘ ǳƴŘŜǊ ά/ƻƴŘƛǘƛƻƴ ¦ƴƪƴƻǿƴΦέ 



 

 

 

The sum of Q22a2 and 22b2 must match the totals reported in Q8. E-
snaps will prevent the submission of your APR if these numbers are 
not the same. 

Q22a1 identifies specific conditions of all leavers and Q22b1 identifies specific conditions of all stayers. 
Conditions are reported separately for adults (18 or over), children, and persons of unknown age. If an 
adult or child has more than one condition, they are reported under each condition they have and 
would be counted in more than one row. 

 

 

Q22a2 identifies the number of leavers and Q22b2 identifies specific conditions of all stayers. Report 
the number of conditions each adult, child and person of unknown age has. 

 

The total rows in Q22a2 and Q22b2 are used to error check the total number of leavers and stayers in 
subsequent questions. All future questions about leavers will be required to balance back to numbers 
entered in the total row of Q22a2. All future questions about stayers will be required to balance back to 
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the numbers entered in the total row of Q22b2. 
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Q23 Client Monthly Cash-Income Amount by Entry and Exit Status ɀ Adult Leavers  

Q24 Client Monthly Cash -Income Amount by Entry and Latest Status ɀ Adult Stayers  

 
Q23 reports the number of adult leavers (based on their last program stay) who entered the program 
with income in each of the monthly cash income amount (level) ranges; the number of leavers with 
income in each of the income ranges; the number who left the program with less, the same, more, or 
unknown change in income reported by income at entry; and the average change in income during 
program enrollment for those in each income range who had an known income amount at exit. 

 
Q24 reports in the same way as Q23 except it is reporting on  adult stayers. Therefore, where in Q23 
ȅƻǳ ǊŜǇƻǊǘŜŘ ƻƴ ƛƴŎƻƳŜ ŀǘ ŜȄƛǘΣ ƛƴ vнп ȅƻǳ ǿƛƭƭ ǊŜǇƻǊǘ ƻƴ ƛƴŎƻƳŜ ŀǎ ƳŜŀǎǳǊŜŘ ŀǘ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ƭŀǎǘ 
income assessment (i.e. follow up). 

Detail required to be completed in 
Q23 and Q24 

Explanation 

Entry total Count each adult in the row that corresponds with the amount 
of income each person had at intake/program entry. 

Exit total OR Follow up total Count the amount of income each adult had at their last exit of 
the reporting period ς for leavers (Q23). 
Count the amount of income each person had at their last 
assessment ς for stayers (Q24). 

Less/Same/More/ Income at 
Exit OR Follow up 

Count the number of adult leavers (Q23) OR stayers (Q24) with 
less, the same, or more income than they had at exit or follow 
up. Persons should be identified in the income row they were 
counted in at entry. 

Unknown Income at Exit OR Follow 
up 

Count the number of adult leavers (Q23) OR stayers (Q24) with 
unknown income. Persons should be identified in the income row 
they were counted in at entry. 

Average Change In each row, report the average change in monthly income for 
ǇŜǊǎƻƴǎ ǊŜǇƻǊǘŜŘ ƛƴ ǘƘŜ άLƴŎƻƳŜ ŀǘ 9ƴǘǊȅέ ŎƻƭǳƳƴ ŦƻǊ ǘƘŀǘ ǊƻǿΦ 

Total Row ς Average Change The bottom right corner cell indicates the average change 
in monthly income for all persons who had a known 
income at exit/follow up. 



 

The number of persons 
with income at exit 
should equal the number 
of persons with income 
at entry. 

For Q23 - The total number of leavers 
with income at entry and exit must 
equal the total number of adult leavers 
identified in Q22a2. E-snaps will 
prevent the submission of your APR if 
these numbers are not the same. 

²ƘŜƴ ǘƘŜ ǘƻǘŀƭǎ ƻŦ ǘƘŜ ά[ŜǎǎέΣ ά{ŀƳŜέ 
άaƻǊŜέ ŀƴŘ ά¦ƴƪƴƻǿƴέ ŎƻƭǳƳƴǎ ŀǊŜ 
added together, they should equal the 
number of persons with income at entry. 

For Q24 - The total number of stayers 
with income at entry and follow up must 
equal the total number of adult stayers 
identified in Q22b2. E-snaps will 
prevent the submission of your APR if 
these numbers are not the same. 

The number of persons 
with unknown income at 
entry must equal the 
number of persons at exit 
ǿƘƻ ŘƛŘƴΩǘ ƪƴƻǿ ƻǊ ǿƘŜǊŜ 
information was missing. 

An example, showing where each person would be recorded on this question is provided to illustrate 
how these questions are calculated. Every person is counted three times (1- income at entry, 2- income 
at exit, and 3- change in income (less, same, more, or unknown). Then they also show in the average 
change in income, unless the change was unknown at exit. Follow the names on the e-snaps screen 
shot below for these examples: 

¶ Sue enters with no income and leaves with $300 per month in income. 

¶ Pete enters making $900 per month and leaves with only a $700 per month income, $200 less 
per month. 

¶ Kennetha has no income change; she enters and exits with the same $1,300 per month income. 
¶ Jordan enters with $250 in monthly income and leaves without reporting his income, so the exit 

income information is missing and the amount is unknown at exit. 
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 PH TH SSO SH 

Q25 Cash Income (Sources and Number of Sources) 

Q25 reports income sources separately for adults, children, or persons of unknown age. The HMIS Data 
Standards instruct that income must be collected for each person served by a program. Any income 
associated with a member of a household should be assigned to that person; however, income may be 
assigned to a head of household if an amount cannot be attributed to a specific member of the 
household. As a general rule, the income and income source should be assigned to the person who is 
receiving the income (generally who is named on the check). For example, if a parent is employed, the 
employment source is marked for the employed parent; if a TANF check is received, the income source 
ƛǎ ƳŀǊƪŜŘ ǳƴŘŜǊ ǘƘŜ ǇŀǊŜƴǘΩǎ ƴŀƳŜΤ ƛŦ ŀ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ŎƘŜŎƪ ƛǎ ǊŜŎŜƛǾŜŘ ŦƻǊ ŀ ŎƘƛƭŘΣ ƛǘ ǿƻǳƭŘ ōŜ 
ǊŜŎƻǊŘŜŘ ǳƴŘŜǊ ǘƘŀǘ ŎƘƛƭŘΩǎ ǊŜŎƻǊŘΦ 

Q25a1 reports how many leavers had each of the identified cash income sources recorded at 
exit for each person. 

Q25b1 reports how many stayers had each of the identified cash income sources recorded in 
the last assessment for each person. 

The rows are not totaled since persons may be recorded with more than one income source. 
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For Q25a2 - The total number of leavers 
with income at entry and exit must 
equal the total number of leavers 
identified in Q22a2. E-snaps will 
prevent the submission of your APR if 
these numbers are not the same. 

For Q25b2 - The total number of stayers 
with income at entry and follow up must 
equal the total number of stayers 
identified in Q22b2. E-snaps will 
prevent the submission of your APR if 
these numbers are not the same. 

 

 
PH TH 

SHP 

SSO 

S+C 

SH 

SRO 

Q25a2 reports the number of leavers with no income, at least one income source, and missing 
income information recorded at exit. 

Q25b2 reports the number of stayers with no income, at least one income source, and missing 
income information recorded in the last assessment recorded for each person. 

Q26 Non-Cash Benefits 

Q26 reports information on the type and number of non-cash benefit sources reported for adults, 
children, and persons with unknown age. Responses are reported separately for leavers and stayers. 
Unlike cash income sources, according to HMIS Data Standards, benefits should be recorded for all 
persons for whom the benefit was intended. For example, if a family receives food stamps for the entire 
family, then each family member should have food stamps recorded as a non-cash benefit source for 
them. 

Q26a1 reports how many leavers had each of the identified non-cash benefit sources recorded 
at exit. 
Q26b1 reports how many stayers had each of the identified non-cash benefit sources recorded 
in the last assessment for each person. 

The rows are not totaled since persons may be reported in more than one non-cash benefit source. 



 

 

For Q26a2 - The total number of leavers 
with non-cash benefits at entry and exit 
must equal the total number of leavers 
identified in Q22a2. E-snaps will 
prevent the submission of your APR if 
these numbers are not the same. 

 

For Q26b2 - The total number of stayers 
with non-cash benefits at entry and follow 
up must equal the total number of stayers 
identified in Q22b2. E-snaps will prevent 
the submission of your APR if these 
numbers are not the same. 
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Q26a2 reports the number of leavers with no non-cash benefits, at least one non-cash benefit 
source, or missing information recorded at exit. 

Q26b2 reports the number of stayers with no non-cash benefits, at least one non-cash benefit 
source, and missing information recorded in the last assessment for each person. 

 
 



        
 

 SHP  S + C  SRO  
        

 PH TH SSO SH 

 

The total number of 
persons must equal 
the total number of 
persons in Q8. E-
snaps will prevent the 
submission of your 
APR if these numbers 
are not the same. 

The total number of 
leavers with must 
equal the total 
number of leavers 
identified in Q22a2. E-
snaps will prevent the 
submission of your 
APR if these numbers 
are not the same. 

The total number of 
stayers must equal 
the total number of 
stayers identified in 
Q22b2. E-snaps will 
prevent the 
submission of your 
APR if these numbers 
are not the same. 

Q27 Length of Participation  

This question identifies the length of participation of persons served in the program based on their last 
episode of service/housing in the program. Participation accounts for all the days a person was in the 
program ς even if some of those days occurred prior to the reporting period. For leavers, count the 
days from intake to the date of exit. For stayers, count the days from intake until the last day of the 
reporting period. The average and median days for both leavers and stayers is also reported. 
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The total 
must equal 
the total 
number of 
leavers 
identified in 
Q22a2. E-
snaps will 
prevent the 
submission of 
your APR if 
these 
numbers are 
not the same. 

 

 
P H  T H  S S O  S H 

SHP S+C SRO 
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Q29 Destination by Household  

Q29 looks at the exit destinations recorded for each leaver. In each screen, record the number of leavers 
who exited to each type of destination, reported separately for persons in each household type. 

Q29a1 reports leavers whose participation in the program was more than 90 days. 
Q29a2 reports leavers whose participation in the program was 90 days or less. 
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Detail required to be completed Q29 Explanation 
PERMANENT DESTINATIONS  

Owned by Client, no subsidy The unit the client is living in is owned by them 
and has no ongoing housing subsidy attached to it. 

Owned by client, with ongoing subsidy The unit the client is living in is owned by them 
and has an ongoing housing subsidy attached to it. 

Rental by client, no ongoing subsidy The unit the client is renting is not supported 
by any government or private subsidy. 

VASH Subsidy The unit the client is renting is being supported by 
a HUD/VASH subsidy. 

(non-VASH), Ongoing subsidy The unit the client is renting is being supported by 
a subsidy ς either government or private, either 
site based or voucher. 

Supportive Housing for Homeless Persons The unit the client is renting is being subsidized by 
any homeless funding source. This could be a 
scattered-site or site-based housing where the 
rental subsidy is from Shelter Plus Care, 
Supportive Housing Program, or Rapid-Re-housing 
from HPRP, or a local source of subsidy restricted 
strictly for homeless persons. 

With Family ς Permanent Tenure The client has moved in a room, apartment 
or house occupied by a family member and is 
intending on living there. 

With Friends ς Permanent Tenure The client has moved into a room, apartment 
or house occupied by a friend and is intending 
on living there. 

TEMPORARY DESTINATIONS  

Emergency shelter, with voucher The client has exited to an Emergency 
Shelter, including a hotel or motel paid for 
with an emergency shelter voucher. 

TH for homeless persons (including youth) The client has exited to a Transitional Housing 
program for the homeless (including youth 
transitional housing programs). Does not include 
an exit to a substance abuse treatment facility. 

With Family ς Temporary Tenure The client has exited to a room, apartment 
or house occupied by a family member and is 
intending on staying there only a short time. 

With Friends ς Temporary Tenure The client has exited to a room, apartment or 
house occupied by a friend and is intending 
on staying there only a short time. 

Place Not Meant for Human Habitation The client has returned to the streets or any place 
not meant for human habitation (e.g. a vehicle, 
abandoned building, bus/train/subway/airport 
station, chicken coop, or anywhere outside). 
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SHP 

 

INSTITUTIONAL SETTINGS  

Foster Care The client has exited to a foster care home or 
foster care group home. 

Psychiatric Facility The client has exited to a psychiatric facility or 
psychiatric hospital, or psychiatric unit of a 
local hospital. 

Substance Abuse or Detox Facility The client has exited to a substance abuse 
treatment program, detox program or other 
substance abuse residential facility. 

Hospital (non-psychiatric) The client has exited to a hospital for any 
reason other than psychiatric. 

Incarcerated The client has been arrested and is residing in 
a local jail, prison (state or federal) or juvenile 
detention facility. 

OTHER DESTINATIONS  

Deceased The client died while in the program. 
Other Some place other that what is able to be 

recorded in any of the above fields. 
5ƻƴΩǘ YƴƻǿκǊŜŦǳǎŜŘ The client exited the program without telling 

program staff where they were going (e.g. MIA) 
or refused to tell staff where they were going. 

Information Missing The information was not recorded in HMIS. 
 

Financial Information  

Q30 SHP Expenditures 

Q30 is for SHP grantees only to report on cash match and SHP expenses for the reporting period. 

Match means the cash used to provide the required match level under HUD regulations as was indicated 
in Exhibit 2 and of your grant application, your Technical Submission or your amended budget. If your 
grant application exceeded the amount of match required for the project, you must record all cash 
match expended that is at least equal to the amount you indicated in your Exhibit 2 grant application or 
your amendment. 

The question is divided into four sections for ease of entry: development costs; supportive services 
costs; HMIS costs; and leasing/operating/administration. Each of your SHP expense section subtotals 
should tie back to the funds drawn during the reporting period from LOCCS. 
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Q30a1. In the first column, report on all SHP funds expended during the reporting period on the 
acquisition, rehabilitation, and new construction. In the second column, report all cash matching 
funds expended during the reporting period in these same line items. If you had no expenses 
ŜƴǘŜǊ άлέ ƛƴ ŜŀŎƘ ŦƛŜƭŘ ƻƴ ǘƘŜ ǉǳŜǎǘƛƻƴΦ 

Development Expenses: 

 

Q30a2. Report all SHP funds expended during the reporting period on supportive services. Cash 
ƳŀǘŎƘ ŘƻŜǎ ƴƻǘ ǊŜǉǳƛǊŜ ŀ Ǌƻǿ ōȅ Ǌƻǿ ƛǘŜƳƛȊŀǘƛƻƴΦ Lƴ ǘƘŜ Ǌƻǿ ǘƛǘƭŜŘ ά/ŀǎƘ aŀǘŎƘ 9ȄǇŜƴŘŜŘέΣ 

report all matching funds expended on supportive services during the reporting period. 

Supportive Services Expenses: 
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Q30a3. Report all SHP funds expended during the reporting period on HMIS. Cash match does 
ƴƻǘ ǊŜǉǳƛǊŜ ŀ Ǌƻǿ ōȅ Ǌƻǿ ƛǘŜƳƛȊŀǘƛƻƴΦ Lƴ ǘƘŜ Ǌƻǿ ǘƛǘƭŜŘ ά/ŀǎƘ aŀǘŎƘ 9ȄǇŜƴŘŜŘέ ǊŜǇƻǊǘ ŀƭƭ 
matching funds expended on HMIS during the reporting period. 

 

Q30a4. 
V Report all SHP funds expended during the reporting period on real property leasing. No 

match is required for leasing. However, if you generated other funding for leasing HUD is 
ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ ŀƳƻǳƴǘ ŜȄǇŜƴŘŜŘΤ ǇƭŜŀǎŜ ǎƘƻǿ ǘƘŀǘ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άŎŀǎƘ ƳŀǘŎƘέ ŎƻƭǳƳƴΦ 

V Report all SHP funds expended during the reporting period on operations. In the second 
column, report all matching funds expended on operations during the reporting period. 

V Report all SHP funds expended during the reporting period on administration.  No match 
is required for administration. However, if you generated other funding for administration 
I¦5 ƛǎ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǘƘŜ ŀƳƻǳƴǘ ŜȄǇŜƴŘŜŘΣ ǇƭŜŀǎŜ ǎƘƻǿ ǘƘŀǘ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άŎŀǎƘ ƳŀǘŎƘέ 
column. 
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!ŦǘŜǊ ŜƴǘŜǊƛƴƎ ŜȄǇŜƴŘƛǘǳǊŜ Řŀǘŀ ƛƴ vолŀпΣ ŎƭƛŎƪ άSaveΦέ ¢ƘŜ ǎǳōǘƻǘŀƭǎ ŦǊƻƳ each of the previously 
completed budget components in 30a1-олŀп ǿƛƭƭ ǘƘŜƴ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ ά¢ƻǘŀƭǎέ ǘŀōƭŜ ǇǊƻǾƛŘŜŘ ōŜƭƻǿ 
ǘƘŜ ά[ŜŀǎƛƴƎΣ hǇŜǊŀǘƛƴƎΣ ŀƴŘ !ŘƳƛƴƛǎǘǊŀǘƛƻƴέ Řŀǘŀ ŜƴǘǊȅ ǘŀōƭŜΦ 
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Q31 Shelter Plus Care Expenditures and Match  

S+C 

 
Report all of the Shelter Plus Care funds expended during the reporting period. 

¶ Under Rental Assistance, report all S+C funds expended on rental assistance including: rent, 
deposits, and damage payments, as is allowed under S+C regulation. 

¶ Under Administration, report all S+C funds expended on administration that was drawn 
during the reporting period. 

Supportive Services Match is reported in the same format as was in the exhibit of your grant application. 
Report the value of all services that can be counted as match that you received for the S+C program 
residents associated with this grant and for which you have documented match value during the 
reporting period. 

9ǾŜǊȅ ōƻȄ ƻƴ ǘƘŜǎŜ ŦƻǊƳǎ ƛǎ ŀ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀ ƭƛƴŜ ƛǘŜƳ ƛƴ ȅƻǳǊ ƎǊŀƴǘΣ ǊŜŎƻǊŘ ŀ άлέ ƛƴ 
each box associated with that expense. 
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SRO 
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Q33 SRO Value of Services Received 

In this question, SRO grantees should document the value of supportive services received by homeless 
persons residing in the SRO during the reporting period. 

9ǾŜǊȅ ōƻȄ ƻƴ ǘƘƛǎ ŦƻǊƳ ƛǎ ŀ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘΦ LŦ ȅƻǳ Řƻ ƴƻǘ ƘŀǾŜ ŀ ƭƛƴŜ ƛǘŜƳ ƛƴ ȅƻǳǊ ƎǊŀƴǘΣ ǊŜŎƻǊŘ ŀ άлέ ƛƴ 
each box associated with that expense. 

 

Q34 Percent HUD McKinney-Vento Funding  

Report the percentage that HUD McKinney-Vento funding (SHP, S+C and/or SRO) represents relative to 
ȅƻǳǊ ǘƻǘŀƭ ǇǊƻƎǊŀƳΩǎ ŀƴƴǳŀƭ ōǳŘƎŜǘΦ tƭŜŀǎŜ ƴƻǘŜ ς this is not asking for a percentage of HUD funds to 
your total agency budget, but rather just the program budget that this grant is supporting. For example, 
if this program has a $300,000 budget, and this grant provides $100,000 annually, then the response to 
this question should be 33 percent. 

 



 

 

Checking the certification button notifies HUD that the person named on this form has certified that all 
the information in the form is true and accurate. The Authorized Grantee Official must fill-in their name 
and title/position. Each authorizing official is electronically signing the APR after completion of all of the 
questions and prior to submission in e-snaps by checking the certification button. The Authorized 
Grantee Official is saying to HUD, by checking this certification, that all information reported in all 
questions of the APR is true and accurate. 
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Performance  

In 2012 the performance measures identified by grantees beginning in the 2010 application will 
be reported on. Until then, grantees may comment on program performance in Q40. 

Q40 Significant Program Accomplishments  

Describe in a brief narrative form (no more than 2,000 characters) any significant accomplishments 
achieved by your program during the reporting period. 

Q42 Additional Comments 

Q42 is an optional question. Grantees may describe in a brief narrative (no more than 2,000 characters) 
any additional comments that they would like to describe or explain to HUD. For example if a grantee 
had a difference in the number of persons projected to be served and the number of persons actually 
served, use this box to explain the difference. 

Submission Certification  


