GIRL SCOUTS OF WASHINGTON ROCK COUNCIL

BERKELEY HEIGHTS SERVICE UNIT

SPECIAL EVENTS/ACTIVITY REPORT

Instructions:  Complete the relevant entries as they pertain to the particular event.  Please note, not all fields will be necessary to complete.  If more room is required, use the back.  Completion of this form helps future event planners make their events as successful as possible.  Thank you for your time and effort!

Event/activity and location:_________________________________________________

Date and time of event: ____________________________________________________

Contact name and number:  ________________________________________________

Number of girls attending: __________     Number of adults attending: _____________

Are all attendees registered Girl Scouts: ______________________________________

Description of event/activity:  _______________________________________________

Timeline:  Enter the leading/primary steps/actions taken in the planning this activity:

	     Date     
	                                                     Action    

	
	

	
	

	
	

	
	

	
	


Contacts:  List of individuals, stores, firms, vendors, suppliers used

	Name
	    Phone
	        Address
	   Help provided

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Communications:  List and include copies of all major communications, i.e. flyers, information sheets for leaders, girl/troop registration form, sample of thank you letters, letters to vendors and suppliers, newspapers, etc.

	Date Sent
	Communication
	
	Date Sent
	Communication

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Expenses/income: Please attach copies of relevant invoices, bills of service, receipts, etc.

	Expenses
	
	
	
	Income
	
	

	  Date
	Item  
	$
	
	Date
	Item
	$

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Lessons learned / Tips and tricks:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please check relevant forms that need to be completed, include copy with report:

· Board of Education Use of Facilities (submit to BHBOE)

· Council Permission (for travel) (submit according to timeline determined by Council)

· Service Unit Request for Money Earning (submit to Council 8 weeks prior to event)

· Insurance forms if non-Girl Scouts attending (submit to Council along with payment at least 2 weeks prior to event)

· Charter Services Transportation Agreement (submit to Council)

Extra Steps:

· First Aider arranged for time of events

· Service Unit First Aid box given to First Aider

· Notify troops if Permission Slips and/or Day Trip Applications required

· Patches arranged (if custom allow 2 months, if stock about 3 weeks)

· Determine if collection of funds will be by troop or individual
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