
HAP-HSS Stabilization Program Monthly Funds Distribution Reports 
(FDR) Guidelines 
 

What is the FDR? This is a one-page report that reports on the actual amount of funds 
spent monthly in Stabilization.  
 

FDRs are due 30 days after the close of the month.  

Stabilization has two budget categories, Supportive Services and Admin. 

• Admin is self-reported on the FDR. 
• Supported Services is reported on the FDR and must match what the grantees have submitted in 

Enki. 
• Enki is an accounting of the total direct expenses for each client.  
• HAP-HSS grantees committed to updating Enki with all client expenses at the close of business 

every Friday as explained in the grant agreement.  
• The date the payment occurred is the date that AHFC is reviewing. If the payment was made on 

Monday, January 30, but the charge was entered in Enki on Friday, February 3, the payment will 
need to be included in the January FDR. 

Reimbursements, Partial Payments, Refunds and other One-of situations 

The payment or refund is recorded in the month that the refund was received, not in the month that the 
original expense occurred. This is reflected in a reduction in the supportive services amount recorded on 
the FDR ($10,000 in stabilization expenses for the month of January. A refund of $500 for a December 
expense was received in January. The correct amount to report is $9,500). 

Tip – Enki keeps track of individual client accounts. It’s a place for navigators to ensure that the client’s 
available balance is accurate. Overspending of client accounts could result in a payback or an admin 
charge. 

Tip – the monthly FDR ensures that grantees are staying on top of their internal cash handling policies. 
This program places a lot of trust in grantees and their staff to understand allowable uses of funds. To 
ensure that staff are supported, the FDR reconciliation ensures that the grantee accounting team are 
receiving all financial data (receipts, etc.) timely and according to policies and procedures. 

Tip – We have a “View All Payments” airtable set up as a tool to make the monthly FDR reporting easier. 
This platform helps to assist in troubleshooting discrepancies with Enki payments. Team Leads can 
request access to this reporting platform for staff members as needed.  

Tip – Completely fill out your FDR.  Below are a few sections that are often left blank when FDRs are 
submitted. If any of the highlighted sections below are left blank, the FDR will be returned for 
corrections. 

  



 



  



Using Airtable 
 

Airtable is an “Microsoft Excel” type shared database. Team leads and staff with “view all payment” 
access will be able to log into their Airtable accounts (airtable.com) and view payments. 

 

 

 

Within this view is an option to export records to a CSV file. 

 

  



 

This view has multiple columns hidden but shows the categories involving payments, dates and refunds 

 

You can choose the filter option in most versions of Excel in order to sort by date. 

 

 

Filter by Date Paid to find all payments to be included in a monthly Funds Disbursement Report 

 

 

Pick the year 



 

 

Once you sort the payments, select the “Amount” column and select “Auto Sum,” you will then see what 
the total payments listed in Enki are. If these payments match your internal accounting records, you are 
all set. 

 

 


	HAP-HSS Stabilization Program Monthly Funds Distribution Reports (FDR) Guidelines
	What is the FDR? This is a one-page report that reports on the actual amount of funds spent monthly in Stabilization.

	Using Airtable

