
  
 
 
 
 

 
 

TROOP LEADERS INFORMATION & CHECKLIST  
2010-2011 

 
GSUSA  MEMBERSHIP DUES $12.00 PER GIRL or ADULT  

 
GSUSA  LIFETIME DUES (FOR ADULTS)  $300.00 

 
GSUSA LIFETIME DUES (FOR SENIORS BRIDGING TO ADULTS) $156.00  

 
Registrations for re-registering members are due by September 15 

 

Registrations for new members are accepted anytime, but members must be registered prior to 
taking part in any Girl Scout activity, troop trips or involvement in product program. 
 
• Each member is registered on one form– girls use the Girl Form and adults use the Adult Form. 
• Registering adults need to fill in position codes.  Position codes can be found on the right side of all 

Adult Forms. An adult can have more than one position code.  If no position code is indicated, Member 
No Assigned Position will be used. 

• Parent/Guardian signature is required for all girls.  Signature is also required for registering 
adults. 

• Membership Dues Summary Form - all information must be filled in for each troop.  Please note: we are 
unable to enter your troop into our data base without a Membership Dues Summary Form. 

• Council Code #131 this code identifies our council to GSUSA 
• Troop/Group Number as assigned by your Service Unit Registrar. 
• Report Code/Service Unit number.  Report Code/SU# can be obtained from your Service Unit 

Registrar.   
• Registration Area is your Service Unit Name. 
• Expiration date is the end of the current School year you are registering in. i.e. this coming year’s 

expiration will be Sept. 30th 2011. 
• Racial/Ethnic data is extremely important for GSUSA and Council.  These statistics are used to 

determine how we can better serve all girls. 
• Name of meeting place, address, time, and day of meeting. 

 
Troops have been provided or should obtain a Membership deposit slip to facilitate the payment of 
registration fees. (Unless your Service Unit Registrar has indicated otherwise)  A TROOP CHECK is 
deposited into the Council Membership account at TD bank.  Cash and personal check are not to be 
deposited into any Council account. Always create a paper trail when dealing with Troop money.  
Total Membership Fees = Number of girls and adults x $12.00.  (Please note:  The Council forwards the 
entire $12.00 per member fee to GSUSA.) 
 
On the reverse of this letter is a checklist. 
 
Registrations must be turned in to your Service Unit Registrar in a timely manner.  Do not hold up all 
waiting for a few. 
 
Additional forms can be obtained from your Service Unit Registrar and online at GSCSNJ.org. 



 
 
 

GSCSNJ – TROOP LEADER REGISTRATION CHECKLIST 
 
 
Membership Dues Summary Form 
_____ Troop # (5 digit Troop #) 
_____ Report Code/Service Unit # (3 digit SU#) 
_____ Troop Level and Meeting Information and Leader information 
_____ Payment in the form of cash, check or money order has been received for each troop member. 
_____ Family Partnership Contributions have been noted and are attached. 
_____ All money has been deposited into the troop account. 
_____ A Troop check made out to GSCSNJ has been deposited in the GSCSNJ Membership 

Account at TD Bank and the encoded receipt containing the troop # is paper clipped to the front of the 
Membership Dues Summary. (If it is not possible to make this deposit – write ONE troop check made out to 
GSCSNJ with the Troop # listed on front of check) 

_____ The number of forms and money amount are correct and have been verified. 
 

Girl and Adult Registration Forms   
_____ Name 
_____ Address (Legible, Correct and complete including zip code) 
_____ Phone (including Area Code) 
_____ Grade, i.e. the girls’ grade in September of 2010. 
_____ Birth date (we are now able to enter a complete birth date!) 
_____ School (No abbreviations please) 
_____ Parent information 
_____ Emergency Contact (someone other than the parent. Parents will be contacted first) 
_____ Parent/guardian signature, just one parent signature is OK. 
_____ Adult information has been completed by listing ALL troops and adult positions 
          according to the ADULT POSITION CODES. 
_____ Forms have been separated – white to GSCSNJ, KEEP YELLOW in troop. (Unless otherwise indicated by   
          Service Unit Registrar.) 
_____ An appointment has been made with the Service Unit Registrar to turn forms in. 
 
Additional Reminders: 
• All codes, especially troop # must be entered on every Membership Registration and Membership Dues 

Summary.   
• Separate forms – White will go to Council, Yellow is for your records. (Unless otherwise indicated by Service Unit 

Registrar.) 
• Staple the packet together in the following order:  

1) Membership Dues Summary is placed on top of all forms. 
2) Girl registrations are placed under the Mem Dues Sum. 
3) Adult Registrations on bottom.  Deposit slips or Troop checks should be paper clipped on the top of the 

packet. 
• Yellow copy has been filed with the Girl Health History in the leader’s girl paperwork unless SUR maintains a copy. 
• Do not delay turning forms in to the Service Unit Registrars.  Don’t keep all while waiting for a few. 
• Any changes (occurring after registration) to member information can be directed to your Service Unit Registrar. 
• Please print - errors occur when handwriting cannot be read. 
• Any questions or problems should be directed to your Service Unit Registrar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
MEMBERSHIP DUES SUMMARY FORM 

 
 
Troops cannot be entered into E-Council without a Membership Dues Summary 
(MDS) form.   
 
Every registration form or group of forms for the same troop must be accompanied by a  
Membership Dues Summary form.   
 
Series/Juliette’s and other Independents from the same Service Unit can be grouped under one Membership 
Dues Summary form. 
 
The following items should NOT be attached to Membership forms:  Volunteer Applications, Back Ground 
Checks, Council Cares for items such as Troop dues, Vest and books.  Attaching these items to Membership 
Registration forms can delay the processing of these important documents.  These items should be handed in 
to the Council separately. 
 
 

• Council Code – the council code for GSCSNJ is 131.  This number identifies GSCSNJ to GSUSA. 
• Group Number – the number assigned to the registering troop.  An existing troop who is 

 “re-registering” will use the same number for the life of the troop. 
• Series/Juliette – all Juliette’s and Individual adults will be placed in the independent Group number assigned 

to each Service Unit as listed below: 
Group # 99 plus your Service Unit #.  For example, a Juliette girl from SU # 101 will have Group # 99101.   

• Report Code/Service Unit # – the 3 digit number assigned to your Service Unit. 
• Registration Area –Your Service Unit name. 
• Expiration Date – The year in which the membership will expire: for example-- September 30, 2011.  
• Family Partnership – If a donation has been made to Family Partnership (FP): 

o Make sure the money is included in the payment to council. 
o Flag the donating Member Registration form with a post it note so we may thank the volunteer and 

reimburse the troop the designated percentage. 
• Council Cares - if a need is identified, Council Cares (CC) may be used to pay for a Membership Registration.  

The number of persons needing Council Cares will be listed in “other” on the Membership Dues Summary and 
the individuals Registration form will be marked in the upper right hand margin “CC”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 



 
GIRL REGISTRATION FORM 

 
 

• Reregistering or New - Indicate if the girl is Reregistering or is a New Girl Scout.  If her GSUSA ID number is 
known you may enter it. 

• Girl Information - Her name, address, phone number, date of birth, grade in school, (as of September) and 
school (full school name) name should be legible.  If it is not legible, please clarify as much as you can. A girl 
cannot be entered into E Council without all of this information. 

• Parent Information - All fields should be filled in with as much information as possible.   
• Emergency Contact - Emergency Contact should be someone other than the parent.  Parents will be the 

first to be contacted in the unlikely event of an emergency.  The emergency contact will be used only if 
the parents cannot be reached. 

• Parent Signature - Every Girl Registration form must have a Parent signature. A signature of a parent or 
guardian is needed for permission to join Girl Scouts.  It is not necessary for both parents to sign this form. The 
signature also grants photo release permissions.  If a parent/guardian does not want the girl photographed 
at any time, they should indicate this on the form by crossing out the photo statement. 

• Racial & Ethnic Information - Encourage the completion of both the racial and ethnic information so that we 
may evaluate the needs of all girls in our Council. The parent/guardian should check off all that apply to the 
racial or ethnic background of the girl. GSUSA and GSCSNJ are committed to serving the needs of everyone – 
regardless of race, ethnic background or any other discriminating factor. 

• Contributions - This section allows the adult to make a monetary contribution to the Girl Scout council (Family 
Partnership).  Suggested dollar amounts for contributions are listed or another amount of the donor’s choosing 
can be written in. The council greatly appreciates every contribution.   

• Leaders/Advisers Section - VS#1 is for visually assessing racial, VS#2 is for visually assessing ethnic. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 



ADULT REGISTRATION FORM 
 

 
Checking the Adult Registration form: 
 

• Reregistering or New - Indicate if the Adult is Reregistering or is a New Girl Scout.  If her GSUSA ID number 
is known you may enter it. 
Choose a Position Code – If a code is not provided, code 14, Member No Assigned Position will be 
used. 

• Adult Information - Name, address and all contact information, should be legible.  If it is not legible, please 
clarify as much as you can. 

• Number of years in Girl Scouting – enter number of years as a girl and as an adult in the appropriate lines.  
• All other fields should be filled in with as much information as possible.   
• Signature - Every Registration form must have a signature. The signature also grants photo release 

permissions.  If a member does not want to be photographed at any time, they should indicate this on 
the form by crossing out the photo statement. 

• Lifetime Membership - The next section provides the opportunity to join the Girl Scouts as a Lifetime member.  
Check off the appropriate box – current adults, aged 18 or more may join at any time for a one-time fee of 
$300.   

• Graduating Senior Lifetime Membership - Graduating Senior Girl Scouts are given an opportunity to join 
before their current membership expires for a reduced rate of $156.00.  A graduating senior must submit her 
registration for Lifetime Membership no later than September 30th of the year in which they graduate.  After 
that date the Adult Lifetime Membership fee applies. 

• Racial & Ethnic Information - Encourage the completion of both the racial and ethnic information so that we 
may evaluate the needs of all members in our Council. GSUSA and GSCSNJ are committed to serving the 
needs of everyone – regardless of race, ethnic background or any other discriminating factor. 

• Contributions - This section allows the adult to make a monetary contribution to the Girl Scout council (Family 
Partnership).  Suggested dollar amounts for contributions are listed or another amount of the donor’s choosing 
can be written in. The council greatly appreciates every contribution.  A portion of Family Partnership donations 
received from Membership registrations go back to the troop. 

• Leaders/Advisers Section - VS#1 is for visually assessing racial, VS#2 is for visually assessing ethnic.  If the 
information is not provided a Leader or adult can do a visual assessment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 


