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FINANCES
Girl Responsibility

Girls or their families are responsible for providing:

· Personal cost of participation

· Annual membership registration dues

· Uniforms, insignia, badges, handbooks and other materials

· Personal equipment

· Troop dues

· Special activity costs

· Camp fees

· Occasional donation of refreshments

Troop Responsibility

Troops and groups, through dues and product sale profit, provide funds for troop activities, supplies and equipment for program activities.

Leader and Other Adult Responsibility

· Voluntary contribution of time

· Personal cost of participation

· Membership registration dues for self

· Uniform, insignia and other materials for self

· Personal resource materials

· Personal equipment

· Transportation and telephone cost

· Other indirect costs

Sponsoring Organization Responsibility

· Places for troops to meet

· Cost of heat, light and other utilities for meeting places

Other Friends of Scouting Provide

· Funds to pay for current operations through contributions to the United Way

· Funds for council operations through the purchase of Girl Scout cookies or other products

· Annual giving contributions

· Gifts, grants and bequests

· Gifts-in-kind (donations of goods or services)

· Funds to support camp maintenance and development

· Funds to support the purchase of equipment for our program events

This community investment provides program resources and materials, support for council-wide program activities, the development of community-wide relationships and communications and the cost of camp operation beyond those covered by girl fees.

Board Policies on Troop Finances

The Board of Directors of Girl Scouts of Western New York is responsible for setting financial policies for the council. 

Girl Scout NYS Tax Exempt Certificate

A tax-exempt certificate will allow you to make purchases for the troop without paying New York State or local sales tax.  To obtain a tax-exempt certificate or to replace a certificate, contact your service unit finance consultant or membership manager.
· On the tax exempt form, the leader will write her name and signature in the space provided as an officer of the organization   In the space for title, write troop leader and troop number. 
· Make copies of your tax-exempt certificate.  You will need to give the seller a copy with each purchase.  This is his/her proof of the exempt sale.

· Exemption does not apply to personal purchases.

Girl Scout Bank Accounts

All troops, service units and or geographic areas are required to establish a bank account when the balance of funds exceeds $100.  Accounts shall bear the name of the Girl Scouts of Western New York, and must include the troop/group number or service unit name.  To open a bank account, obtain a Troop Bank Account Reporting Form (#2015) and an authorization letter from your service unit finance consultant.  The form will give you the council’s Federal Tax ID number to supply to the bank. (Do not use your troop tax-exempt number.) The letter will authenticate your identity as a GSWNY volunteer. HSBC offers free checking to troops, and should be used for troop accounts whenever possible. Follow the printed instructions on the form (#2015), open your account and return the completed form to your service unit finance consultant.  (Please note that the three people on the bank signature card cannot be related to each other.) 

A minimum of two signers is required for withdrawals and troops are prohibited from using internet banking.  Neither debit nor credit cards are permitted to be issued or used with the bank account.  All receipts/disbursements should be processed through the bank accounts, and a financial activity report detailing the activity will be submitted twice a year.  The designated signers are not authorized to conduct any other business on behalf of the council or to access any accounts the council may maintain at the bank except for those specific to the their subordinate unit.  

Service Unit Managers and/ or Service Unit Finance Consultants must obtain/review all troop financial activity reports bi-annually, along with the most recent bank statement.  The reports are due:

· Immediately following the fall product sale and will include a copy of the bank statement in which proceeds from the sale were deposited and recorded. 

· A detailed end of year accounting for all troop financial activity including a copy of the closing bank statement is due in June.  

Please keep the following with troop records for seven years:

Bank statements

Cancelled checks

Deposit slips

Sales receipts

Cookie and nut/candy product sale records

Previous troop annual report

Other pertinent documents

Troop Audits

The director of membership, or designee, can audit a troop account at any time.  Misappropriation of troop funds may result in prosecution of the adult in question and will result in dismissal from a volunteer position.
The troop budgeting model should be utilized throughout the year.  (Please read Safety-wise Chapter 3 and Standards 28-33.) Service unit managers and/or service unit finance consultants serving as troop leaders cannot sign off on their own forms.  They must submit their troop financial reports directly to the membership manager. Troops not meeting the requirements shall be reported to the membership manager for follow up.  If a service unit maintains a bank account, the service unit finance consultant should prepare a bi-annual service unit financial activity report, and turn it into the membership manager. Troop leaders or service unit managers who do not turn in activity reports will be subject to removal.   
When a troop disbands, the bank account and any equipment (boats, flags, tents etc.) shall become property of the council or service unit.  If the troop does not re-register within one year, the funds will remain to benefit girls within the service unit.  In no case may the troop money be divided for individual or personal use.  If one troop merges with another, troop funds go with the remaining girls and become the property of the new troop.

Product Sale Finance Procedures

Please contact your product sale manager or service team to confirm current finance procedures related to the cookie program and other product sales.

Delinquent Accounts – Ineligibility of Individuals

· A registered individual will not be eligible for appointed or elected offices if monies are owed to the council, and he/she will be ineligible to vote at meetings.

· A person owing a debt to the council for more than four (4) months will immediately be removed from any adult volunteer position (elected or appointed).
· Any person incurring a second debt to the council will be removed immediately and not reinstated to any position.

· Registered individuals owing a debt to the council may be prohibited from participating in future product sales.
Financial Activity Guidelines 
Council-Sponsored 
The council only sponsors money-earning projects that are approved by the board of directors (i.e., cookie sale, QSP, special events, annual giving.) All registered girls shall be offered the opportunity to participate in the council-sponsored sales. However, it is not a requirement for membership. 
Adult members in their Girl Scout capacities may not solicit financial contributions for purposes other than Girl Scouting.  Adults may engage in combined fundraising efforts authorized by the council and in which the local council is a beneficiary.  GIRL MEMBERS MAY NOT ENGAGE IN ANY DIRECT SOLICITATION FOR MONEY, as per GSUSA policy found in the Blue Book of Basic Documents under “Solicitations of Funds.”
Service Unit
Service units are required to have approval for all money-earning activities outside council-approved sales. Money-earning applications must be submitted to membership manager for approval AT LEAST THIRTY (30) DAYS prior to project. Service unit fundraising projects may be denied during the months of the respective United Way appeals and council-sponsored sales programs. 
Money Earning
“All money raised, or earned and other assets in the name of and for the benefit of Girl Scouting must be authorized by a Girl Scout Council or Girl Scouts of the United States of America and used for the purposes of Girl Scouting.  Such monies and other assets become the property of and are administered by the Girl Scout Council or Girl Scouts of the USA.  Such assets are not the property of individuals, geographic units or communities within a Girl Scout Council.” (Blue Book of Basic Documents: 2006, “Control of Funds”, page 19.)

All money-earning activity must follow the Money Earning/Group Financial standards (Standard 28 – Standard 33) listed in Safety-Wise.

Money-Earning Application

Money-earning activities are activities carried out by girls where a service or council-sponsored product is exchanged for money.  More information can be found in Safety-Wise on pages 29, 74 and 75.  Troops are encouraged to participate in the most recent council product sale before they can hold any other money-earning projects.  

Troop
Troops are required to have council approval for all money-earning activities outside council-approved sales. Troop fundraising projects may be denied during the months of the respective United Way appeal and council-sponsored product sales. 

1.) To participate in a Money-earning Activity, complete form #2040 (Supplemental Money-Earning Project Application Troop/Group & Service Unit) and submit the form to your membership manager at least one month prior to the activity.  

2.) Forms will be reviewed at the council office, and leaders and service unit managers will be notified of approval or denial. 
3.) Within one month after the activity, the troop will write a brief evaluation (form #2045).  This, along with the bank statement showing the deposit of money, will be submitted to the membership manager.  A copy will be forwarded to the finance consultant. 
Points to Remember about Money-Earning Activities
· A copy of the bank statement showing the deposit of money-earning activities must be submitted to the membership manager.
· If a money-earning activity is needed to help finance a troop trip, the trip must be approved before the money-earning application can be approved.

· Participation by each girl is voluntary (Safety-Wise, Standard #28)

· Daisies and Brownies may not participate in money-earning activities other than council product sales. 
· In council product sales, money is accepted when the product is delivered. (Safety-Wise, Standard #30) 

· All funds raised in a money-earning activity are the common property of the troop and must be used for the stated goals.  Money cannot be refunded to individual girls. 

· Girl Scouts, in their Girl Scout capacity, may not sell products or raise funds for other organizations, including their sponsors.  Refer to Chapter 6: Standard #28 and #33 listed in Safety-Wise.
Examples of Appropriate Money-Earning Activities


Council product sales


Carnival


Pet care or dog walking

Recycling bottles or papers


Car Wash


Gift wrapping

Yard work


Snow shoveling


Making and selling crafts

Growing and selling plants


Pancake breakfast


Puppet show

Garage sale

Talent show


Spaghetti dinner

Examples of Inappropriate Money-Earning Activities

Bingo


Direct solicitation of cash from individuals


Raffles

Games of chance


Selling non-council products*

*Non-council products include everything with a brand name and everything not made by girls.  Examples: any candy, Home Interiors, Hershey, Krispy Kreme doughnuts, Tupperware, Avon, bulbs, plants, coupon books, etc.  If in doubt, please contact the director of membership.
Gifts, Solicitations, and Donations 

· Solicitation by adult volunteers, for gifts-in-kind, or services, etc. for GSWNY will be confined to Monroe, Orleans, Livingston, Genesee, Niagara, Erie, Cattaraugus, Chautauqua and Wyoming counties.  
· Copies of each request and donation verification note must be sent to the membership manager who will forward it to the fund development office. 
· All money collected for the Juliette Low World Friendship Fund will be directed through the GSWNY office to GSUSA.  
· All fundraising methods must be consistent with GSUSA policies.
Troop Sponsorship
A relationship may exist between a troop and an organization or institution under a sponsorship arrangement.  This arrangement may provide many benefits to the troop/group including financial support.  Sponsorship that involves financial support to a troop/group is acceptable with the proviso that an agreement be signed by all parties to protect the troop/group from unreasonable and unwanted interference in the conduct of the Girl Scout program.  The troop receiving the sponsorship must complete and submit a “Girl Scout Troop/Group Sponsorship Agreement” form, which they can request from their membership manager.      
Sponsorships can include donation of in-kind product/service donations or payment for specific, restricted troop expenditures – NO unrestricted cash donations permissible.  Cash sponsorships must be received by the council on behalf of the troop in order for the donor to have substantiation for tax-filing purposes.  Sponsorships of more than $1000, must be cleared through the local Girl Scout council’s development office to avoid duplication or conflicts.
Company-Sponsored Volunteer Recognition Programs
Company-sponsored volunteer recognition programs are becoming an increasingly popular benefit offered to employees by their companies today.  Typically, these programs offer a monetary contribution to a 501(c)(3) organization if a company employee provides a specific number of volunteer service hours to the non-profit organization and completes the necessary application.
Policy
Girl Scouts of Western New York, Inc. would like to ensure that the benefits derived from these opportunities help the greatest number of girls, and support the Girl Scout organization as a whole.  However, it is also understood that funds are required to carry out programmatic initiatives within each troop and service unit.
· The vice president of development  must be made aware that a gift of this nature is being pursued.

· Verification of volunteer service hours must be provided by a qualified staff member, the service unit manager or troop leader in which the employee provides the service hours.  However, company application forms must be forwarded to the vice president of development for approval.

· In the event that the company requires the gift be applied to a specific project or program, it is imperative that the funding be used in the manner that it was originally intended.

· All gifts received through volunteer recognition programs, if not given solely to the Girl Scouts of Western New York, Inc. must be divided equally between GSWNY and the service unit or troop in which the volunteer provides service hours.

· All monies must be processed through Girl Scouts of Western New York, Inc., Buffalo Service Center, 70 Jewett Parkway, Buffalo, NY 14214.  Attention: Fund Development
Financial Assistance
There are three levels of financial assistance available to girls:

· Level 1:  Troop funds.  Troops/groups participating in product sales should be budgeting for expenses as well as for potential financial assistance needs for members of their troop.

· Level 2:  Service unit funds.  Leaders should contact the service unit manager or service unit finance consultant to check the availability of funds from the service unit.

· Level 3:  Council Opportunity Funds.  Council assistance can be utilized if funds are not available at the troop or service unit levels.  For financial assistance questions and forms, contact your membership manager. 
Council Opportunity Fund 

The Council Opportunity Fund is maintained by the council office to help finance Girl Scout program opportunities for girls and educational opportunities for adults.  

Girls may receive financial assistance for:

· GSUSA Registration Fees

· Troop dues
· Sashes, vests or uniform insignia
· Handbooks

· Camping fees for GSWNY-sponsored camp programs (girls may apply once a year)

· Program fees for GSWNY-sponsored program events (girls may apply once a year)

· Girl Scout Destinations (formerly known as Wider Opportunities) up to 50% of program registration fee.

Registered adults may apply for financial assistance to attend one Girl Scout training opportunity a year that will benefit the troop, group or service unit but only if the training is not available through GSWNY.  This includes training, conferences and educational workshops.  Council Opportunity Funds may not be used to defray the cost of an adult accompanying a troop trip.
Financial assistance is granted according to need.  Each application is considered until the funds are exhausted.  Council Opportunity Fund applications are available on the GSWNY web site, www.gswny.org, in the Forms Library or at the council’s service centers.  

Financial assistance is made possible by the generosity of individuals, organizations and businesses who understand the importance of making Girl Scouting available to girls.  The amount of funding available is determined by donations to Girl Scouts of Western New York.
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