FISCAL RECORD KEEPING JOURNAL
NAME OF SCHOOL: 

NAME OF EVENT: 

DATE OF EVENT:

LOCATION OF EVENT:  
	Vendor
	Expense Code
	Requisition Included (√)
	PO #
	Invoice Date
	Date Paid
	Check #
	Invoiced GEAR UP

(Yes or No)
	Date Invoiced GU
	Match Offered

(Yes or No)
	Match Received

(Yes or No)

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



Please make sure you also have the following items:

    
Special Event Request Form with Approval from Director and/or US Department of Education (if applicable)






    

	    
Agenda


    
Roster            








                                                                                                             
                                                    

	                                                                                              .


The school should complete the following information: Name of School, Name of Event, Date and Location of Event, Vendor, Requisition Included, PO #, Match Offered and Received.  The school should then submit the form to the County Fiscal Officer or the County Coordinator for the rest of the information to be completed.











Fairmont State University is an Equal Opportunity Affirmative Action Institution.


The Fairmont State University GEAR UP Partnership is funded by a grant from the US Department of Education.








