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Example: 	On-site Administrator Expense Tracking Worksheet

End-User: 	On-site Administrators for quarter-long, faculty-led programs. These individuals run the same program yearly (or sometimes twice a year), so they are familiar with Excel and this worksheet. 

Purpose:	For the On-Site Administrator, the purpose of this worksheet is to give them a simple tool to track all of the expenses they incur on behalf of the program throughout the quarter. 

	For the Associate Director, this worksheet sums expenses by type (i.e. subaccount) and method (cash or card), which helps save time when reconciling the expenses.
	
Description:	The On-Site Administrator completes this worksheet, creating a simple list (chronologically) of all of the individual program expenses incurred on site. Any program expenses that are paid from Chicago are tracked separately, therefore, this is not a full accounting of the program’s expenses. The On-Site Administrator fills out six fields for each expense: the date of the expense, the receipt number (they should write #1, #2, etc. on the hard copy receipts that should accompany the report), the type of expense (chosen from a drop-down box), a thorough description of the expense, the payment method (chosen from a drop-down box: cash or card), and the amount in their currency. 

	As the On-Site Administrator completes this worksheet, a separate table sums together all of the expenses that fall under each type of expense (i.e. subaccount), and another table sums the totals per payment method (e.g. total cash and total card expenses). Because the funds that we give the On-Site Administrator are considered an advance, these sums help us reconcile the expenses at the end of the program in addition to creating a detailed, uniform record of the expenses.
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