Event Planning
Why sign up for a Girl Scout event?

· Events are what makes our service unit successful!  

· It’s not hard to plan…an individual leader, parent or entire troop can do it!

· Older girls should try to host for younger girls

· Teaches leadership to girls

· Great service time for girls working on Bronze, Silver or Gold Awards

· Older girls mentor younger girls
Step 1   -  Decide on what event to sign up for.  If signing up as a troop, ask the girls what they want to do.  Let Service Team know.
What is a Badge Day compared to a Event?  

· Badge Day – requirements are fulfilled to complete a badge.  There are Daisy Petal Day, Brownie Badge Day and Junior Badge Day.  You can consult handbooks for badge requirements.
· Event – you can do anything you would like.  Examples are ice skating, roller skating, SWAP event, etc.  Be creative!!
Can we host more than one listed badge day or event?  ABSOLUTELY!!!!!
Step 2 – Details/Pre-planning

You will need to figure out the following:

· Where to have this event (example, church, hall, hotel, etc.) – call to reserve

· What time will you have this event and the duration of time
· What are you going to include in this event and how much will everything cost

· Figure out costs of event versus how much to charge each Girl Scout to attend
· You should plan to set price of event to break even with your expenses.
· Are you going to include patches?

· Source of patches (www.patchco.com, Girl Scout council,  little awards; do a search on the internet)

· Some other factors….will you do registration, name tags, snacks, etc.
Step 3 – Create a Flier for distribution to the service unit.  List the following:
· Name of event, location, date and time; who is able to attend
· Cost and what that cost will include

· Event coordinator’s name or troop

· Date that the money and form is due back

· Should the attendees bring anything with them to event
· Do you need adults to stay during event to meet ratio

· Do you want a troop check (recommended) instead of individual checks
· Make sure to note that all checks should be made payable to GSWPA Cranberry

Step 4 – Executing and Finances

· Might be helpful as you collect forms and money to create a spreadsheet to keep track of attendees and money

· Make arrangements to get money to Jean Wilkinson, our treasurer

· Keep all receipts for money spent on event

· After event is completed; submit receipts and event form shown on next page to Jean Wilkinson.  Please be as thorough as you can.  She will refund EXACT costs.

· Remember, you can only spend what you bring in.  You cannot go over what you collect.  
· Use the Event Recap sheet to be reimbursed
Some suggestions:

· Girl Scout purchases are tax exempt; look in your leader handbook for a form to use

· If you need assistance, ask other leaders
· Coordinator must have First-Aider and a First Aid Kit on hand at event

· Make sure activities follow safety guidelines

· Plan for inclement weather
EVENT RECAP

NAME OF  EVENT _____________________________________________________________

TYPE OF EVENT (BADGE OR EVENT?) ______________________________________________
Age Level: ___________________
DATE(S) EVENT WAS HELD_____________________________________

How many attended: (APPROX # IS FINE)  ________________

How much money did you bring in for this event 
______________________

Total amount that you spent on this event 

______________________

Items that you spent money on (i.e. snacks, badges, etc.)  Please list:

	Item
	Cost

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	TOTAL AMOUNT TO BE REIMBURSED
	$


Please turn all receipts into Jean Wilkinson with this form.  

