Troop Organizer

Quick Checklist

For Girls:

1.  Receive registration.  Hold onto the registration until girl is actually placed.

2. Add girl to Log.  Use priority codes!  Keep Log current and up-to-date.

3. Call Troop Leaders to availability.

4. Assign girl to troop.

5. Add to Troop Info Sheet.  Be sure to include email address of each family.

6. Keep a hard copy AND a soft copy of the roster in your files.  It is suggested that you keep a folder for each troop.

7. Send a copy of the completed Troop Info Sheets to the Leader, the Registrar, and the SUMs.

For Leaders:

1. Give each interested adult a registration form.  Inform them of online registration and application.  

2. Let the adult know that we are Service Unit 70-2, which means that our Association is “70,” and our Unit is “2.” 

3. Collect registration and check (made out to “SU 70-2 – Registrar”).

4. Upon receipt of completed registration, give the applicant a Volunteer Application and 4 envelopes.  When complete, these will be mailed the Leesburg GS Office.

5. Inform them of necessary training.  Help them sign up for training, if needed.

6. Give the adult’s name, phone #, and email to the Welcome Committee Chair.

7. Record the troop’s meeting day/time.  

