GU SUMMER PROGRAM EXPENSE LOG INSTRUCTIONS

In order to facilitate the organization of your program expenses, I have attached an Excel spreadsheet that should help in organizing your program expenses. 

You should enter your amounts in local currency and in chronological order.  

You will need to provide a business purpose for each expense. Examples: movie tickets for 14 students and 2 faculty at 5 Euros each; taxi for 1 student and 1 faculty to local clinic for Dr. visit.  Business purposes for Meal Expenses need to specify the number of students and faculty.  Business purposes for Taxis need to indicate the number of students and faculty as well as the trip origin and destination.  

Please note that there are 3 tabs to help organize your receipts:

CASH expenses - this is for program expenses that are paid in cash.  There are two sections to this sheet – the top section is for cash expenses paid using a cash withdrawal from a University issued card, bank account or travel advance (no reimbursement) and the bottom section is for cash expenses using personal funds (will be reimbursed).  

As a reminder, all CASH withdrawals from university funds (ProCard, bank account, etc.) need to be reconciled to actual expenses with receipts. 

The log will compute the total amount of the cash expenses and compare this to the amount withdrawn on a university-issued bank card - if the expenses are greater, you will receive a reimbursement for the excess spent.  If the expenses total an amount below the amount withdrawn from GU funds, you will need to reimburse GU for the unspent cash. Receipts are required.  This is a reconciliation of program expenses and possibly a reimbursement.

[bookmark: _GoBack]GU PROCARD/HSBC CARD-CHECK expenses - this is for program expenses paid by your university issued banking card/checks. You should try to use your University issued ProCard (sometimes referred to as a declining balance card) or HSBC account card/checks for as many program related expenses as possible. Enter the expenses in chronological order and be sure to indicate a business purpose.  Receipts are required. There is no reimbursement for these expenses - this is just reconciliation.

PERSONAL CREDIT CARD expenses - these are program expenses paid by your own personal banking card for which you need to be reimbursed. Enter the expenses in chronological order and be sure to indicate a business purpose.  Receipts are required.  This is both a reconciliation of program expenses and provides the necessary back-up for a reimbursement.

