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**INSTRUCTIONS** 

If errors or omissions are 

found on the ASR, please 

make any necessary 

revisions on  Page 1 in ink 

and have employee initial 

& date by all revisions.  A 

cost transfer form will 

need to be submitted as 

well for  any revisions. 

Note: All forms of Other 

Compensation are not 

reflected on the ASR so do 

not add that data. 
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**INSTRUCTIONS** 

Each ASR should be 

returned with two (2) 

separate signatures in the 

signature areas.  One (1) 

from the employee/First-

hand Knowledge and one 

(1) from the Department 

Financial Manager.  

(Separate Signatures 

required for First-hand 

Knowledge and FM) 

 ALSO NEED DATES FOR 

SIGNATURES. 

 

Note: If any effort is on 

Dept Admin projects, 

please complete the 

Indirect Activities Section 

ONLY USED ON EXCEPTION 

BASIS:  Supervisor or PI with 

FIRST-HAND Knowledge – 

Print Name, Title, Signature 

and Date 


