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GIRL SCOUT TROOP REGISTRATION PROCEDURE

REGISTRATION FORMS
1. Complete the following information in the box in the lower right margin:


Council code: 524


Troop number: (your troop number)


Report code:  501


Registration area: 006

2.  Make sure the parent has completely filled out the green form, including the emergency contact information.  The emergency contact should be someone other than the parent, with the understanding that you will always try to contact the parent first in any emergency.

3.  Check that the grade level marked on each registration is correct for the school year the registration is for.  In particular, Early Bird registrations are for the following school year, so the grade should be the one for that year, not the current grade.
4.  Keep the yellow copy for your troop records.  
MEMBERSHIP DUES
1.  If a family is registering girls in more than one troop, membership dues should be paid separately for each troop.  The forms and payments are processed by troop.

2.  Indicate the method of payment in the right margin of each registration form: check, cash or financial assistance.

3.  Completely fill out a dues summary form (brown form) every time you submit one or more registration forms.  Include one with the packet of completed registration forms every time you submit some.  This needs to be done even if you are submitting a single registration.
4.  If financial assistance has been requested to cover the membership dues, do not include that registration in your dues summary.  It will be handled separately by our membership specialist.

WHERE TO OBTAIN AND RETURN FORMS
1. You can obtain registration forms and dues summary forms from the registrar at leader meetings, or from the plastic bin on her front steps.  If you call ahead or email she can double check that the bin is stocked.

2.  Completed forms can be returned to the registrar at leader meeting or by leaving them in the bin.  Please call or email if you have left anything in the bin to be sure it is retrieved promptly.
2009-2010 Registrar:  Joanne Kerton
5121 Schubert St, Ames
515-292-0463
cjkerton@msn.com
