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Planning a SU Event

Thank you for volunteering to plan an event for 

Service Unit 80-9.  We appreciate your commitment 

to Girl Scouts!  Here is a basic outline of what you 

need to do to plan a successful event.

Budget

Every event needs a budget to be put on the Service Unit (SU) Master Calendar.  The budget needs to include all expenses and the expected income for the event.  Have exact cost whenever possible but if you do not have an exact cost, put “est” next to it to indicate this is an estimated cost.  Always estimate higher than expected.  Last year’s event budgets are available for review.  All events need to try and break even.

Budgets and the event plans HAVE to be presented at the Service Unit Team Meeting at least 2 months before date of the event.  SU Team meetings are the first Thursday of every month at Old Bridge United Methodist Church, Room 105 at 7:00 pm.  Once the budget & plan are approved at the meeting, it will be placed on the SU Master Calendar.

Contracts

Read contracts carefully before signing.  If there is something in the contract that does not apply to your event, cross it out, initial it and date it.  It does not matter if the sales person tells you not to worry about it, cross it out.  This will cover you legally if they decide later they want to enforce that section of the contract.   If you would like help reviewing the contract, please contact Amy Fenton who has been a meeting/events planner at (703) 590-5426.  

Get everything in writing!!  If a vendor does not have a contract, have them email you the date, times, cost and exactly what is included in the cost.  If they do not want to do that, then write it out yourself and include it with the check for payment.  Keep a copy of the payment and letter.  If they cash the check, then they are accepting the terms you have written.

Money

As you receive payment for the event, turn it into the SU Treasurer, Stephanie Lyle.  She can be reach at cselyle@aol.com.  The best time to give her any funds collected is at the monthly Service Unit Meeting or SU Team Meeting.  Do NOT keep the money until the event is over.  Money must be turned in on a timely manner. Do not spend any of the money received on expenses or to reimburse yourself or anyone else for expenses.  A check from the Service Unit must be written for all expenses to be reimbursed to you or any other volunteer.

· You will need a receipt for ALL expenses.

· You will not be reimbursed for expenses over the set budget unless the expense is approved by one of the SU Managers or the SUTeam.

Copies

The Service Unit receives free coping services from the satellite Girl Scout office in Manassas.  

Email all items that need to be copied to Amy Fenton a week before it is needed.   She will take it to the Manassas office and deliver them to you or bring them to the SU meeting.  

The Service Unit will not reimburse for any coping expenses unless it is pre-approved by one of the Service Unit Managers or SU Team.

Volunteers

If you need help, just ask!!  Parents and older girl scouts are always willing to help with events. 

Email Michelle Woods, the SU Communication Coordinator at mcwoods3@comcast.net with your request and she will send it out to all the leaders.

Communication

The sooner you let the other leaders know the date, cost and other details of your event the better.  This will give them time to notify their girls and plan accordingly.  We suggest that you put a box outside your front door so others can drop off registrations and other items associated with the event.  

If you need any help, just contact Michelle and/or anyone on TEAM.  We are here to help you make your event successful and we are excited that you are a part of Service Unit 80-9!  

YIGS,

Michelle Woods 

SU Manager 80-9

SU-80-9 Service Unit Event Form

Event:  ______________________________________________

Planner: _____________________________________________
Date:  _________________
Time of Event: _________________
Location of Event:  _____________________________________
Budget

	Expense
	Income

	Facility Rental Fee

    ● deposit


	
	Donations
	

	Other  Facility Expenses

· Janitorial Fees
· Tips to Staff

	
	Amount Donated from Service Unit

(This must be approved by Service Unit Managers)
	

	Decorations


	
	
	

	Entertainment

· Music/ DJ

· Speakers


	
	Cost Charged to Attendees
	

	Craft Supplies


	
	
	

	Cleaning Supplies


	
	
	

	Food & Beverages


	
	
	

	Patches & Badges 


	
	
	

	Total


	
	
	











