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LCF Service Unit Event Director
Financial Policy & Planning Guidelines
2020-2021

OVERVIEW

These guidelines have been prepared to help Event Directors (leaders who have accepted the
responsibility for planning and carrying out events for the La Canada Service Unit (SU)). If you have any
guestions about these guidelines, please contact the SU Event Coordinator, a Service Unit Manager
(SUM), or the SU Treasurer. You must complete the MANDATORY online training for Event Directors,
available on the council website at www.girlscoutsla.org.

Upon acceptance of the responsibility to run an event, check our LCF Girl Scouts Events website at
https://sites.qoogle.com/site/Icfqgirlscoutsevents/ to find information on the event you have chosen to
run. This website contains project plans, budgets, tips, and other information from prior years to assist
you in planning your event. Please note: This website is new and we are in the process of gathering
information from past event directors. If you don’t find any information about your event on the website,
contact the SU Event Coordinator and request a binder for your event. (For some events, there is no
binder.)

The following are a few tips to help your plan your event:

+ Read the information about your event on the Events website or in the binder at least three months
before your event. This will save you time and help you avoid surprises (like not having reserved a
location, or booking a bus, etc.) when it comes time to run the event.

+ Contact the previous Event Director for any tips, suggestions, or questions about the event.

+ Approval At least 90 days before the event, % Fill out the Special Events and Money-Earning
Application online at https://www.gsglavolunteerapps.org/specialevent-2/ & You must attach a flier
or advertisement and financial statement (if MEA). & Certificate of Insurance requests must be
indicated on application. Facility Use Agreements/Reservation Contracts for sites must be completed
and signed by requestor and uploaded with e-form application. & If the special event that your
troop/group is planning includes one of the High-Risk activities (as defined in the Safety Activity
Checkpoints), a High Risk/Extended Travel event application also needs to be completed
https://www.gsglavolunteerapps.org/overnight-activitytripapplication-2/. After the High-Risk activity
application has been approved please send the approval and application number to
seme@girlscoutsla.org as soon as it is approved so it can be added to your SEME application (the
number comes as an ET-00000).
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EVENT FLIER CHECKLIST
Iltems in Boldface are required, other items are recommended only.
1. For all events**, use: Girl Scouts of Greater Los Angeles (upper case, lower case - not all capitals) at
the top of the flier or You may use the standardized Girl Scout logo (see above) or Girl Scouts of
Greater Los Angeles
2. Underneath Girl Scouts of Greater Los Angeles, put the group sponsoring the event; i.e., Service Unit
name, Troop/group name or number.
ABC Service Unit (or Troop or Group)
3. What - Name of the Event
4. Purpose of the event, description of activities if necessary.
5. Who - Target participants (the level of Girl Scouts served by the event)
a. Example: Girl Scout Brownies or Brownie Girl Scouts (either is accepted); Tagalongs, or no
Tagalongs, Parents and Family
6. When - Date & Time of event, including the year
7. Where - Location of the event (complete address with zip code & current phone number)
8. Troop/Group (includes Service Unit) money-earning project noted (if applicable)
9. Cost - amount and what it includes; i.e., patch, snack, etc... and the event refund policy.
10. Payment details (how to pay / Troop Check Payable to: La Canada Service Unite

11. For Registration or Questions: List complete name, address, phone number, or email address

12. Registration start & ending dates (Deadline: Yes or No)
i. Example: Registration accepted after May 1, Limited space - register ASAP

13. Safety-Wise and Adult/Girl Ratios: Minimum adults? Extra adults needed? Tagalongs need an
accompanying adult, not included in ratios for girls.
i. Example: Troop responsibility to maintain proper Adult/Girl Ratios.

14. Level of required training for participation; i.e., must have Indoor Overnight Education. (if
applicable)

15. *NEW* If the event involves High Risk Activities (see Safety Activity Checkpoints) include a
statement that the event includes a high-risk activity, and that it has been approved by council.

16. What participants are expected to bring / supply
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17. Event Off-Site Emergency Contact - Include Name / Phone number / Cell number
18. Optional: Tear-off, includes Troop Emergency contact.

If the leader can look at your flier and be able to fill out a “Parent Permission Form” or Event
Registration form completely, then it’s a good flier!!!

Clear, easy to read no background graphics not too crowded No more than two fonts.

**For Yard Sales, Bake Sales, Restaurant Nights, and similar events/activities, all of the items on the flier
checklist are NOT required. It should at a minimum include the GSGLA name/logo, who, what, where,
when, how much, etc. as applicable for the type of event.

+ When planning the date of your event, keep in mind that, if you need to reserve a school location,
weekdays are generally more cost effective as the LCUSD will charge a fee for Saturday or Sunday
events to cover their janitorial costs. No fee is charged for weekdays.

#+ Plan to promote your event at the Girl Scout Leader meeting two months in advance of the event date.
Set your event date as early as possible, no later than this meeting date, as Leaders like to plan their
activities in advance. Once you’ve received approval from Council, send a pdf file of your flyer to the
SUMs to be posted on the LCF Girl Scouts website. Distribute flyers at the Leader meeting. You must Ad
here to the guidelines provided by Council (see the “Special Event Flyer Checklist” link on the LCF Girl
Scouts website under “Event Directors”).

#+ Upon completion of your event, request an event evaluation from participating troops.

#+ Within 30 days after the event, send all documentation that may help the next director of your event
to the Event Coordinator. You can send it by email, or on a flash drive that will be returned to you. (If
you received an event binder, return it to the Event Coordinator within 30 days after the event.)
Include all completed financial forms, maps for set ups, pictures, and any other information that may
help the Event Director for the following year.

The Girl Scout service mark should be used on all event fliers.

I
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TYPES OF LCF EVENTS

Some events have been classified as money-earning events, and some have not.

Money-Earning Events:
» The amount of profit for a special event to be considered a money-earning event has been
increased from $200 to $250. Detailed information can be found at Special Events & Money
Earning (SEME) Manual

Daisy Fun Day

Brownie Fun Day

Brownie Skills Day

Junior Badge Day

Elementary School Overnights
Fall Encampment

Secret Safari

Career Day at LCHS 7/8
Father/Daughter Dances
International Tasting Bee

Break-Even Events:

Daisy Bridging Ceremony

Brownie Fly Up Ceremony

Glenola Tree Lighting

Gold, Silver, Bronze Award Ceremony

No-Fee Events:

7t Grade Welcome
Girl Scout Sunday
Memorial Day Parade

FINANCIAL MANAGEMENT REQUIREMENTS - ALL EVENTS

All checks collected must go through the Service Unit. Troop Check Payable to: La Canada Service Unite
Money may not be run through the Hosting Troop’s checking account. If this happens, the event may not
be eligible as a fundraiser for the troop, meaning that the troop may have to give up any surpluses.

If you host a “No Fee Event”, these events are fully funded by the Service Unit and do not charge a fee.

If you host a “Break-Even Event” (listed above) and have money left over after the event, your troop may
keep up to S75. We realize that it is difficult to budget an event to break exactly even.

SU Association Fee: All events that collect fees must add $1.00 to the cost for each girl attending, and
that money goes to the SU. The SU Association Fee is used to cover SU expenses for events and items
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that do not generate income (for example, photocopying expenses for Leader meeting materials, cost of
LCF website, e-news, awards, etc.).

SU Pre-Approved Expenses: If an expense is for items used by the girls attending the event, it is covered
by the fee paid by them to attend the event. If an expense is for items that only the host troop will use
at the event (for example, t-shirts, hats, jewelry), that specific expense is covered by the host troop’s
treasury; NOT by the fee charged to the attendees.

Attendance Fees: Collect payment for attendance fees before the event date. Checks are to be made
payable to LCFGS. The Event Director must track and deposit all checks within 30 days after the event.

Deposit Form: This form must be submitted to the SU Treasurer within 30 days after the event.

Reimbursement/Check Request Form: Submit this form along with all original receipts (no receipt, no
reimbursement!) at the same time the final SU Event Financial Report is submitted. The final SU Event
Financial Report must be submitted before the Treasurer is allowed to reimburse expenses.

Donation Receipt Request: If you have a donor requesting a receipt for the items they have donated, a
letter of acknowledgement needs to come from Council. The SU Treasurer can direct you where to call
to get this done.

SU Event Financial Report: Use this report to list the checks received and the expenses incurred for the
event. Complete and submit this form to the SU Treasurer within 30 days after the event.

The actual cost or estimated value of any donated item is to be recorded in the “Donation” section of
the SU Event Financial Report worksheet. This allows for the most accurate recap of expenses for each
event. If these donations are not included in the final cost of the event, the Event Director may not
accurately estimate the budget the next year to cover those items.

Refunds: In general, most events will not issue individual or troop refunds due to unforeseen weather or
natural disasters. Individual girl refunds are up to each Event Director. Most events have already spent
the money collected from the attendees well before the event on supplies for the event and are not in a
financial position to make individual refunds. All event flyers should include a “no refunds” line. From
time to time, a participating troop may request a refund due to their inability to participate. It is the SU’s
policy that refunds will be given only when the event has been sold out and that space has been resold.

Losses: If the Hosting Troop experiences a loss due to an expense overrun or poor planning of projected
expenses, the Hosting Troop is responsible for covering the additional expenses, not the Service Unit.
For example, you are hosting a Santa's workshop and you charge $15/girl. You forget to budget for the
gift wrap and you go over budget by $3/girl. Even though this is an approved expense, your troop will be
responsible for the overage.

All forms referred to above are available at http://www.Icfqgirlscouts.net/event-directors.html.
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DIRECTORY
2020-2021

LCF Event Coordinator
Lola Dietrich
Icfeventschair@gmail.com
droopylola@gmail.com

LCF Treasurer
Arcelia Clemenson
arceclem@gmail.com

LCF Service Unit Mangers
Kendra Short
kendralsort@gmail.com
Julie Evans
kalijul@earthlink.net
Angelica Perez
aperez818@att.net

Council Information

Girl Scouts of Greater LA — Central Region
101 E. Wheeler Avenue Arcadia, CA 91006
Phone: 626-445-7771

Hotline: 213-213-0123

Fax: 626-447-0683

Website: www.girlscoutsla.org

Girl Scout Leadership Experience
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GIRL SCOUT EVENT IDEAS
Below is a list of event ideas. You are only limited by your imagination.

Bagging groceries or gift wrapping for donations (cannot replace a paid employee’s regular position)
Beach Clean-up

Breakfast with Santa

Carnivals

Car Wash

Childcare at special events (Babysitting certified)

Community dinner or breakfast (must have appropriate food license and follow promotion guidelines)
Concession stand (must have appropriate food license and receive 100% of the profits)
Cookie Kick-Off

Cookie or cocoa mix in a jar (must have appropriate food license, if applicable)
Craft sale (jewelry, art work, scarves, cards, bookmarks, candles or other homemade goods)
Dog walking service

Earn a Badge Day

Earth Day/Hour

Encampments

Face painting at community or school events

Father-Daughter dinner and dance

Garage sale

Girl Scout Birthday/Week

Glitter Tattoo Booth

Haunted House

He and Me Events

Holiday photos

Holiday Service Project

Journey Days

Juliette Low Birthday Celebration

Leader-Daughter Events

Make handmade cards for occasions

Mother-Daughter Tea

National S’mores Day

Organize a fall or international festival

Pancake Breakfast

Patch workshops

Picnic

Pick up litter after sports events

Powder Puff Derby

Raking lawns

Raingutter Regatta

Recyclable drive (i.e., cans, ink cartridges, e-waste)

Refereeing sporting events

Restaurant Night Outs (flier should not have GSGLA Logo on it)*

Rose Parade float decorating (Cadettes+)

Sell handmade bird feeder or bird house

She and Me Event

Skate or game activity at public venue, host a concession stand.

Skills Day
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EVENT FLIER CHECKLIST
Items in Boldface are required, other items are recommended only.

For all events**, use: Girl Scouts of Greater Los Angeles (upper case, lower case - not all capitals) at the top of
the flier or You may use the standardized Girl Scout logo (see above) or Girl Scouts of Greater Los Angeles

Underneath Girl Scouts of Greater Los Angeles, put the group sponsoring the event; i.e., Service Unit name,

Troop/group name or number.

ABC Service Unit (or Troop or Group)

What - Name of the Event

Purpose of the event, description of activities if necessary.

Who - Target participants (the level of Girl Scouts served by the event)

a. Example: Girl Scout Brownies or Brownie Girl Scouts (either is accepted); Tagalongs, or no Tagalongs, Parents
and Family

When - Date & Time of event, including the year

Where - Location of the event (complete address with zip code & current phone number)

Troop/Group (includes Service Unit) money-earning project noted (if applicable)

Cost - amount and what it includes; i.e., patch, snack, etc... and the event refund policy.

Payment details (how to pay / Troop Check Payable to:

For Registration or Questions: List complete name, address, phone number, or email address

Registration start & ending dates (Deadline: Yes or No)
i. Example: Registration accepted after May 1, Limited space - register ASAP

Safety-Wise and Adult/Girl Ratios: Minimum adults? Extra adults needed? Tagalongs need an accompanying adult,
not included in ratios for girls.
i. Example: Troop responsibility to maintain proper Adult/Girl Ratios.

Level of required training for participation; i.e., must have Indoor Overnight Education. (if applicable)

*NEW?* If the event involves High Risk Activities (see Safety Activity Checkpoints) include a statement that the event
includes a high-risk activity, and that it has been approved by council.

What participants are expected to bring / supply
Event Off-Site Emergency Contact - Include Name / Phone number / Cell number
Optional: Tear-off, includes Troop Emergency contact.

If the leader can look at your flier and be able to fill out a “Parent Permission Form” or Event Registration form
completely, then it's a good flier!!!

Clear, easy to read no background graphics not too crowded No more than two fonts.
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SAMPLE FLIERS

Girl Scouts of Greater Los Angeles - North Region
MINI-GAM
Cadette Girl Scouts are invited to spend a fun filled day with
Troop 1234
Cadettes and adults will be learning mariner skills!

10:00 am - 3:30 pm April 6, 2013

o 4 Castaic Lake
| State Recreation Area
31320 Castaic Road
Castaic, CA 91384

(Troop money-earning project)

$25 per girl and $15 per adult

No refunds this is a rain or shine event
Make checks payable to Girl Scout Troop 1234
Fee includes: Patch, Program Materials, and Lunch

Registration Due by: March 30, 2013

Mail to:
Sue Reg:
Street Address, City, CA Zip
Be prepared to get wet while boating, bring a change of clothes, towel, sunscreen, and water shoes.

Questions?
Adult Event Director: Eve Direct xxx-xxx-xxxx

Day of the Event emergency contact: Ivy Help at xxx-xxx-xxxx

Mini-GAM

Service Unit: Leader’s Name:
Address: Zip: Phone:
Troop #: Number of Girls: + Adults = Total Attendees
Total Number of Girls: X $25.00 =
Total Number of Adults: X $15.00 =

Total Payment: Check #:
Troop Emergency Contact: Phone #:
Email:

Girl Scouts of Greater Los Angeles - North Region
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Girl Scouts of Greater Los Angeles - North Region
Canyon Star Service Unit
Senior Troop 1234 Presents

Sweetheart Dance

Fathers and Daughters, it is time for the annual Sweetheart dance being put on by Senior Girl Scout
Troop 1234.

So, get your favorite adult over 25 and you're your dancing feet ready for some fun Square Dancing.

Who: All Girl Scout Levels Daisy to Ambassador
When: February 9, 2013
Where: Church of the Chimes
14115 Magnolia Blvd.
Sherman Oaks
(818) 789-7124
Time: Start: 5:30 p.m.
End: 8:00 p.m.

Help our troop earn money for Girl Scout adventures while you have fun dancing the night away
Cost: $15 per person covers light dinner, refreshments, photo and patch

Refunds: Will only be possible if a replacement can be found off of the Waiting List
Payment details - Checks Payable to: Girl Scout Troop 1234

This is not a troop event, individual couple registration only

Registrations: Accepted with a postmark of January 4" or Later.

Mail registrations to: [Event Coordinator Name]
[Street address]
[City, State Zip Code]

Participants are expected to wear clothing appropriate for square dancing and close toed and close back shoes.

If you have any questions, please contact [Event Coordinator xxx-xxx-xxxx]
Event Emergency Contact: [Event Emergency Contract Name (XxX-XXX-XXXX]
Tear Off
Attending Adult's Name: Troop Number(s)
Phone number:

Address:

E-Mail:

Adult(s) attending @ $15
Girl(s) attending @%$15
Total Amount Due:

Girl's Name(s)
Emergency Contact Information:

Name: Phone Number:
Address:

Girl Scouts of Greater Los Angeles - North Region
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**For Yard Sales, Bake Sales, Restaurant Nights, and similar events/activities, all of the items on the flier
checklist are NOT required. It should at a minimum include the GSGLA name/logo, who, what, where,
when, how much, etc. as applicable for the type of event.

SAMPLE DONATION REQUEST LETTER

0

girl scouts
greater los angeles

Girl Scouts of the Greater Los Angeles
Canyon Star Girl Scout Service Unit
Studio City & Sherman Oaks, CA
January 22, 2006

Costco
Van Nuys, CA

Re: In-Kind Donation
Dear Manager,

I’'m representing Girl Scouts of the USA, Canyon Star Service Unit. We will be having a Girl
Scout Event for 110 Girl Scouts on February 18™.

| am hoping that Costco will extend its generosity to the Girl Scouts and will help make this
experience a special one. We are asking for a donation of the following:

Paper goods
Plastic Ware
Cups

Girl Scouts is a not for profit organization. Anything you are able to donate will be greatly
appreciated.

To verify Girl Scout Canyon Star Service Unit:
www.girlscoutsla.org — Girl Scouts of Greater Lost Angeles

Tax Information: Girl Scout of Greater Los Angeles — Tax id # 95-XXXXX33

Thank You,

Leader
Canyon Star Girl Scout Service Unit Manager
Phone
e-mail:
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**For Yard Sales, Bake Sales, Restaurant Nights, and similar events/activities, all of the items on the flier
checklist are NOT required. It should at a minimum include the GSGLA name/logo, who, what, where,
when, how much, etc. as applicable for the type of event.

SAMPLE DONATION REQUEST LETTER

0
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Girl Scouts of the Greater Los Angeles
Canyon Star Girl Scout Service Unit
Studio City & Sherman Oaks, CA
January 22, 2006

Costco
Van Nuys, CA

Re: In-Kind Donation
Dear Manager,

I’'m representing Girl Scouts of the USA, Canyon Star Service Unit. We will be having a Girl
Scout Event for 110 Girl Scouts on February 18™.

| am hoping that Costco will extend its generosity to the Girl Scouts and will help make this
experience a special one. We are asking for a donation of the following:

Paper goods
Plastic Ware
Cups

Girl Scouts is a not for profit organization. Anything you are able to donate will be greatly
appreciated.

To verify Girl Scout Canyon Star Service Unit:
www.girlscoutsla.org — Girl Scouts of Greater Lost Angeles

Tax Information: Girl Scout of Greater Los Angeles — Tax id # 95-XXXXX33

Thank You,

Leader
Canyon Star Girl Scout Service Unit Manager
Phone
e-mail:
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SAMPLE THANK YOU LETTER
PLEASE INDIVIDUALIZE AS NEEDED

o
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Girl Scouts of the Greater Los Angeles
Canyon Star Girl Scout Service Unit
Studio City & Sherman Oaks, CA

Date

Name

Title

Address

City, State, Zip

Dear XXXX:

On behalf of Troop # , thank you very much for your recent $ _ (donation or troop
sponsorship) received on (use the date the Troop/Group received the donation).
Thanks to your generosity, our troop is fully enjoying the enrichment and skill-building activities
that make Girl Scouting both empowering and fun!

The Girl Scout Leadership Experience program provides our girls with opportunities in the
sciences, financial literacy, athletics, the arts, healthy living activities, and the great outdoors.
The girls also learn the importance of academics and community service through Girl Scouts,
adding tremendous support to our local community.

Your donation is specifically for Troop # for (activity)
Thank you once again for helping us live the Girl Scout mission by building girls of courage
confidence, and character, who make the world a better place.

With kind regards,

Name
Troop #
Girl Scouts of Greater Los Angeles
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