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Troop Bank Account Guidelines & Tips

To start an account:

1.

2.

You will need to have at least 2 non-related registered and background checked (CORI) adults
who will be signers for the troop checking account.

Select the bank and branch location that you will use. We recommend checking out your local
banks and credit unions and inquiring about a free checking account for non-profit
organizations/your Girl Scout troop.

Go to www.qgirlscoutseasternmass.org/webforms/troop-banking.html to send your information and
account request to Girl Scouts Eastern Massachusetts. For questions, contact
troopaccounts@dgirlscoutseasternmass.org.

Once Girl Scouts Eastern Massachusetts receives your information and verifies your
membership, a signed letter will be mailed to the first signer to authorize opening an account.
Please note that the normal processing time for an authorization letter to be sent is about 2
weeks from receiving your request.

The 2 signers should take the letter to the bank to open the account. Bring proof of identification.
The checks should not have volunteer names on them. The check should say “Girl Scouts of
Eastern Massachusetts, Inc., Troop #XXXXX" with the volunteer’s address. For example:

Girl Scouts of Eastern Massachusetts, Inc., Troop #XXXXX
123 Main St
Anywhere, MA 01234

Other tips/information:

Though the name on the check will be Girl Scouts Eastern Massachusetts, be sure the address is
a local volunteer’'s. Checkbooks/debit cards/statements that are mailed to one of our offices are
hard to track down!

Having a debit card will be very useful for the troop. Be sure that the card says “Girl Scouts of
Eastern Massachusetts, Inc., Troop #XXXXX" instead of your personal information.

The account is opened under the Girl Scouts Eastern Massachusetts tax id number so that
money is not linked to volunteers’ personal money/counted as income for taxes.

The Certificate of Exemption (see reverse side) should be kept with the troop check book/debit
card and shown when making any troop purchases in order to avoid paying sales tax (non-profit
organizations are exempt from paying sales tax).

Publish your budget at least 4 times a year and share with the troop families so they see where
the money goes.

Don’t use your own money to finance the troop! The troop costs should be paid for through dues,
cookie sales, and other money-earning activities.

Troop funds can be used to pay for required adult training (e.g. CPR/FA, camping training).

A simple annual financial report of your troop banking activity is due each year on June 15; it will
include information on your opening balance, dues collected, money earned and spent, and
future use of money. You will learn more about this from your Service Unit or Girl Scouts Eastern
Massachusetts staff.

Please inform Girl Scouts Eastern Massachusetts immediately of any changes made to your
troop bank account. If you choose to discontinue in your role as troop leader but the troop
remains active , you must make the appropriate changes to this account and relinquish any and
all checkbooks and debit cards to the new volunteers. If your troop disbands , you will need to
close the account and forward the balance to council. The funds do not belong to individual girls
or volunteers and should not be returned to them.

For further information, please view the Financial Accountability Policies in the Girl Scouts Eastern Massachusetts

Volunteer Policies, found on the Girl Scouts Easter n Massachusetts website.
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