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Example: 	Summer Program Expense Log (Template, Quito example and Instructions)

Purpose:	The Summer Program Expense Log Excel workbook was created by a financial director for use by on-site program faculty and staff to track program-related expenses incurred before and during an overseas program. It was designed to be easy to use – even by those with limited Excel experience. This workbook helps users to organize their receipts and track their spending which facilitates in the after-program reconciliation process and allows for easy calculations of reimbursements (either to the University or to the faculty/staff member). 

Description:	The workbook contains 3 tabs based on the 3 sources of program expenses: Cash transactions (divided between program money and personal money), University Funds transactions (in our case university-issued procurement cards called ProCards and/or HSBC foreign bank accounts), and Personal Credit Card transactions (for those times when other sources simply aren’t possible).  Users simply enter in the date, the vendor, the amount and the purpose of the expense.  

Adaptations:	This tool can easily be adapted to accommodate travel advance tracking.  It could also be modified to track different types of program expenses (student activities, meals, accommodations, etc.) which would further facilitate the budget to actuals reconciliation process.  It is also easily transferrable to Google Sheets and I have a dual-track program (2 locations with a shared budget) that uses it this way track – in the same sheet – their total program expenses.
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