Please complete Salary and other Personnel information on the Admin tab in this workbook. Those
expenses will automatically transfer over to the Summary Tab. Then individually list all other expense
categories below. Please note that the expense categories will coincide with the Expense summary in SAGE
and the dropdowns in your detail upload section. Upload this completed summary form to SAGE
Summary Upload options; select "Other" from the Upload Category menu. Please use notes to explain any
discrepancies between receipts and the requested amount.
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