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Example: 	Study Abroad Short Term Program (STP) Financial Workbook

Features:	This Excel workbook was created by and for an international programs financial director to house all financial information related to a suite of short-term programs. This workbook facilitates program budget design, tracking of all program payments, and final reporting on the financial outcome of each program - including easy comparison of budgeted vs. actual expenses by budget category. Summary data provides solid data for improving the financial success of repeating programs and the overall financial impact on the department.

Description:	The workbook contains a budget worksheet linked with a financial transaction worksheet for each program. Program leaders and international staff create the operating budget and the program fee using the budget worksheet. The financial transaction worksheet pulls the budget in from the previous sheet and allows recording of pre-payments, cash advances to faculty, and onsite expense reporting. The pre-set formulas report the actual expense and revenue totals and the per student cost for each budget category. The bottom line displays the resulting profit or loss for the program.

The summary worksheet reflects data of all the programs’ financial outcomes, reflecting the departmental impact from the portfolio of programs. The workbook also contains a checklist to track progress through essential financial steps throughout the program’s life. A table of contents (TOC) as an opening worksheet provides a link to each page within the workbook when the number of programs in the portfolio is large.

It takes time to set the workbook up each year, but once it is ready, it becomes a handy tool, a transparent record, an accurate report, and a valuable reference for the future. Tip: always check your formulas!
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