
Spreadsheet tools
These four Excel workbooks are samples of the weekly and per-pay-period tools that small organizations use to
pay people, bill clients, report to funders, and price jobs. Every workbook has plain-English instructions, a
settings sheet for values that change, locked formulas with yellow input cells, drop-down lists, conditional
formatting for exceptions, and a checks sheet that shows green when totals tie and red when they do not.

Contractor Payment Reconciliation
Workbook
This workbook is set up for a fictional in-home care
agency that pays about 45 independent caregivers
every week. Operations enters service days and units
on one sheet, and the workbook compares every line
with verified visits from the visit verification export
before any money goes out. It then builds one bank
file with a PPD batch for personal accounts and a
CCD batch for business accounts, plus a journal
entry with one payable line per pay line and one
expense summary line per service type. A checks
sheet ties the input total to the bank file and to the
journal entry to the cent, and the sample includes
three planted problems so the red checks have real
problems to flag.

Sheets: INSTRUCTIONS, CHECKS, INPUT, VISIT CHECK,
PAY SUMMARY, BANK UPLOAD, ACCOUNTING IMPORT,
VISITS, RATES, ROSTER, SETTINGS

Timesheet and Billing Workbook
This workbook is set up for a small pediatric therapy
practice with eight staff. Each person logs time by
day, client, and service code from drop-down lists,
and the workbook prices billable time at the standard
rate or at a client's contract rate. A weekly timesheet
prints for sign-off, a monthly summary compares
each person's billable share with their target and
charts hours and billing, and an invoice fills itself for
any client and month. The checks sheet confirms that
the invoice, the summary, and the time log agree.

Sheets: INSTRUCTIONS, CHECKS, TIME LOG, WEEKLY
TIMESHEET, INVOICE, MONTHLY SUMMARY, RATES,
STAFF, CLIENTS, SETTINGS
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Program Reporting Tracker
This tracker is set up for a youth arts nonprofit that
runs after-school programs at twenty school sites.
Facilitators submit a short form after each session,
and the responses roll up by site, by month, and by
facilitator, with attendance and student reflection
trends charted across the school year. Sites that have
not reported in the current month are flagged,
duplicate or mistyped responses are caught and kept
out of the totals, and a one-page funder report fills
itself for whichever quarter is chosen from a drop-
down.

Sheets: INSTRUCTIONS, CHECKS, FUNDER REPORT,
SESSION LOG, SITE ROLLUP, MONTH TRENDS,
FACILITATOR ROLLUP, SITES, SETTINGS

Project Cost Estimator
This workbook is set up for a small renovation
contractor. The person preparing a quote picks
services from a catalog, enters quantities, and
chooses a difficulty level, and the workbook applies
waste, material markup, the labor rate, sales tax, a
minimum job charge, and the deposit from the
settings sheet. The quote prints cleanly on one page
with the business name, and a quote log keeps every
quote sent, flags the ones that need a follow-up call,
and charts quoted and won value by month.

Sheets: INSTRUCTIONS, CHECKS, QUOTE BUILDER,
QUOTE, QUOTE LOG, CATALOG, SETTINGS
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