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Example: 	Penn Summer Abroad Budgeting Template

Background:	As a financial analyst working with non-financial administrators of summer study abroad programs, I have had my share of uncomfortable meetings when presenting projected P&L’s for powerful academic proposals.  New programs that deliver robust academic outcomes, do not always deliver the same robust surpluses – sometimes they deliver deficits.  But bringing financial analysis into the mix in the early part of program development can make it seem as if there is excessive emphasis on surplus.  So I expanded an existing budgeting template so that it can be completed fairly accurately by a non-financial administrator if she is familiar and comfortable with her program’s expenses and has an average grasp of Excel.  This allows her to have the “ah-ha” moment before the program is well on its way to being finalized.  More importantly, she can pinpoint areas of financial weakness that can be altered and improved, and have those conversations with faculty directors in time to make changes to expense generating aspects of the program.  

Purpose:	The workbook provides a template that guides non-financial program administrators who have basic to intermediate Excel skills to:
1. Prepare a complete budget, including net revenue, direct, allocated and indirect expense
2. View the potential bottom line (P&L view with indirect and allocated expense) that high level administrators will see
3. Estimate breakeven for headcount
4. Calculate metrics to delineate areas of financial strength and weakness
5. View current and past years comparatively
6. Pinpoint areas of expense with significant increase/decrease
 
[bookmark: _GoBack]Description:	Once a proposal is accepted, Penn Summer Abroad staff work directly with faculty to design and develop the course roster, engage instructors, negotiate with vendors for appropriate venues for instruction and social events, coordinate excursions, market to and recruit students.  Staff use a questionnaire to “monetize” program activities and planning tool to elicit this information.  For compensation and travel stipends, Penn Summer Abroad staff have developed algorithms based on faculty rank, length of program, distance traveled, courses taught.  This provides standardization, consistency and parity in budgeting.  The non-financial staff member then begins updating the lists that form the basis for the VLOOKUP’s that populate most of the program-specific cells in the budget template.  Color coding guides actions to the various empty cells.  For items that cannot necessarily be collected in a list, or calculated, the template provides a write-in/write over opportunity.  Depending on her Excel skills, she can fill in the budget template alone, or with the help of a business administrator.  The budget will quickly produce a P&L, and the breakeven headcount can then be calculated by entering successive headcounts until BE is reached.  
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