
EVENT FINANCIAL GUIDELINES

1. BUDGET

Your event budget MUST be completed and submitted to SU Treasurer prior to the event.  The Budget is a guide – the costs do not have to be concrete.  

2. DEPOSITS

All event deposits MUST be submitted to the SU Treasurer with check and the deposit form completely filled out and totaled.  All checks MUST be deposited into the Service Unit account.  Checks WILL NOT be accepted from individuals (except Daisy Troops).  Only Troop checks are acceptable.  Checks need to be payable to YLSU #1 or #4.  Please verify that all Troop checks have (2) signatures.  Checks not submitted correctly will be returned to the Event chairperson.

Deposits should be made as frequent as possible.  DO NOT hold the checks.

Product Sale Coupons or Cookie Dough – these can be used as payment for event fees.  Include them in your deposit, just as they were checks.  Make sure they are completely filled out.

Cookie Dough – include Scout’s name, amount and serial number on cookie dough

3. CHECK REQUESTS

No checks wil be issued without event budget submitted to su treasurer prior to event.

All requests for checks MUST be submitted to SU Treasurer with the Service Unit check requisition form completely filled out.  One form per check request.  You do not need to itemize each item purchased.  List under description where item purchased with brief description, i.e. craft supplies, patches, food.  Original receipts MUST accompany check request.  Check request MUST be signed/approved by someone other then whom check is being issued.

The Service Unit does not expect the event committee to pay for all items up front prior to an event.  Get copies of invoices prior to expenditure and checks can be issued in advance.  NO blank checks will be issued.  Checks will be issued in a timely manner if required paperwork is submitted and approved.  Please allow 3 days for check issuance, because our Service Unit checks also require (2) signatures.

Check requests must be turned in NO later than 30 days after completion of event – Requests for reimbursement WILL NOT be honored after that date.

4. GENERAL INFO

Event Financial Report should be completed at end of event and submitted to SU Treasurer.

Forms are available in Event notebook or from SU Treasurer.  Keep copies of all paperwork in Event notebook for your record.

PAGE  
16

8/09  
              Girl Scout Council of Orange County – Yorba Linda Service Units 1 and 4

