Southwood Service Unit Event Coordinator Guidelines

By: Candie Nuñez
Event Coordinator Responsibilities:

1. Organizing and setting up a safe and fun event for the service unit and its troops and girls. (Date, Location, Activities, Supplies needed, Registration fee, etc.)

2. Providing a registration form with all pertinent information about the event (date and time of event, registration deadline, registration fee amount, information needed from troops, directions to location, what to bring or not bring, etc.)

3. The registration form should be given out to the troops at the SU meeting 2-3 months prior to the event.  

· The registration deadline is usually due by the SU meeting the month of or prior to the event. 

· Note: the dates don’t always work out this way, but the date should give you enough to plan for expenses.
4. Turning in all registration money and expense receipts into the SU Treasurer as soon as possible. 
5. If a campout is planned, the Application for Field Trips, Overnight Trips, or High-Risk Activities form must be filled out for the entire SU by the Event Coordinator. 

· Due no later than 4-6 weeks prior to the event.
· Need a troop roster of every girl and adult attending the event (spending the night).
· Need copies of First Aid, CPR, BOOT, and SCOOT training cards for each troop.

· You will need to get the MDE and the SU Treasurer to sign the form. 

· Make two copies of the form, troop rosters, and training cards (one for you and one for the SU)

· Turn-in the original form, troop rosters, and all training card copies into the MDE. 

6. Ordering patches for all troops that participated in the event, no later than one month after the event. 

7. Turning in the Event Participation Survey Report to the MDE no later than 3 days after the event. 
Forms & Deadlines:

· Event Participation Survey Report (due 3 days after the event to the MDE by the Event Coordinator)
· Event Financial Report (due no more than 3 months after event by the SU Treasurer)

Event Participation Survey Report Instructions:

· You will need to collect ethnicity information for each participant at the event (adults & girls). 
· You can have each troop collect this data for its troop and turn it in at the event or on the registration form.

· Gather all of the troops’ ethnicity information and put it on the "Event Participation Survey Report" for the entire Service unit. 

· Make a copy for yourself and another copy for the SU and give to the SU Treasurer. 

· Turn in the original report to the MDE no later than 3 days after the event.  You can also fax the form to council (attention: the MDE’s name). 
Registration Money Instructions:

1. Checks are made payable to:  Southwood Service Unit.  

2. Cash transactions should be separated by troop with a post-it or note indicating:  the amount, troop# and/or girl’s name if Twilight Camp. 
3. Cookie Credits:  Submit the girl’s card or card# along with the amount to be submitted and the amount left on their card, if known. 
4. Financial Partnership:  
· These should be turned into council at least 4-6 weeks prior to the event. 
· There should be 2 copies made of the Financial Partnership form for the event: one for the troop leader and one for the SU Treasurer. 
· The original form should be faxed or mailed into council directly.
· The event coordinator will not keep these forms that will be turned in along with the registration forms. 
· These forms will be turned into the SU Treasurer to keep with the SU’s records. 
5. Event coordinators and their troop who participate in the event that they coordinate do not have to pay their registration fee. (A thank-you for providing and working the event.) 
6. Turn in all event registration fees and receipts to the SU Treasurer as soon as possible.
7. All income for Service unit events will be deposited into the Service unit bank account by the SU Treasurer.  
8. All event expenses are to be paid out of the Service unit bank account. 
9. If you or your troop pays for any expenses personally, then you will need to submit receipts in order to be reimbursed.  
10. Contact the SU Treasurer for all event registration money, expenses, and reimbursements.

Banking Instructions for SU Treasurer:

1.
The SU Treasurer will attach a copy of the deposit slip to the Bank Deposit Record Form.  
2.
Place unreconciled deposit slips and receipts in an envelope for safe-keeping.
3.
Reconcile the bank statement when it comes in the mail. 
· Staple receipts to the checks they pertain to.  
· Staple the reconciled checks with receipts, and deposit slips to the bank statement.

· File away with the SU’s annual financial records.

4.
When all event income and expenses have been received and paid, fill out an Event Financial Report.  
· Make two copies (1-SU copy, 1-Event Coordinator’s copy).  
· The original goes to the MDE.  Save with all other SU reports to turn-in by June 1st.  
· Attach a detailed transaction report for the event, along with any other event information, to the Event Financial Reports for the SU and Event Coordinator’s copies. 

5.
All event reports, troop financial reports and the SU Annual Financial Report are due to the MDE by June 1st for the council year.   
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