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GUIDELINES

Girl Scouts-Zia Council, Inc. 

Programs and Events

Events must be pre-approved.  Paperwork must be submitted by the below deadlines:
Troop Sponsored Service Unit Events – 1 month PRIOR to event date
Service Unit Sponsored Service Unit Events – 1 month PRIOR to event date
Service Unit or Troop Sponsored COUNCIL-WIDE Events – 3 months PRIOR to event date

Local Recruitment Events – 1 month PRIOR to event date

DAY Camp Event – 3 months PRIOR to event date

“What do we have to do to get an event approved?”

Submit paperwork

· Program/Event Plan (form plan.doc)

· Budget (form budget.doc)
· Itinerary/Agenda for the Event

· Flier with registration form for the Event 

(include parent permission on registration)

Please indicate that checks are to be made payable to Girl Scouts-Zia Council, Inc.& mailed to your local program center.
INDICATE a DEADLINE for registrations!

Sponsored Council-Wide events will automatically be considered for approval to use Zia Fun Bucks.
· Copy of evaluation form for adult help and girls (form evaluation.doc)
Program/Event must be Girl Scout Program related.
Safety Wise and Council Policies must be followed.
ALL program/events are open to ALL girls (of course, age appropriate).
Program/Event Plan form must be submitted for approval to your local Field Executive who will then forward to Director of Membership & Marketing and Council Services Director.

“We’ve been approved, now what do we do?”
Flier will be distributed by the Council office in a timely manner.

Field Executive will submit PSA’s to newspapers, radio and tv.

Order all supplies.

Confirmation (preferably written) from meeting place of reservation date/time/cost.

“What about the money?”


*Service Unit Treasurer and/or Service Unit Manager


Deposit all money into Service Unit Account (deposit summary)


Write check to Girl Scouts-Zia Council, Inc. for GSUSA membership ($10) registrations.



Field Executive & Registrar process NEW registrations ASAP.

*If Treasurer or Manager is person sponsoring the event, they may NOT sign checks (Ex Treasurer is also the Leader of Troop 12345 that is sponsoring the event).  This procedure is for your protection.

Zia Fun Bucks – If the event was approved to use ZFB, the ZFB MUST be endorsed (on the opposite side) by girl and parent.  DO NOT accept if they have not been endorsed because you will not be reimbursed.

After the event (paperwork must be submitted to Field Executive within 5 days after the event)


FINAL Income/Expense Report (form income expense.doc)

Expense Report (detailed itemization)


EVALUATIONS


ZIA FUN BUCKS (if applicable)
A check will be made payable to the Service Unit (within 2 weeks) upon receipt and upon approval of final paperwork.
