girl scouts.
of western washington

Annual Troop Finance Report EXAMPLE for Troops with NO bank account

The Annual Troop Finance Report (ATFR) is due on June 30, 2024, and should be submitted through the
Volunteer Toolkit (VTK) between June 1 and September 30, 2024.

Delinquent ATFR’s will need to be completed using the paper form found online and emailed to our customer
care at customercare@girlscoutsww.org after September 30.

Data must be entered by a Troop Leader, Assistant Leader, or Treasurer.

The VTK auto-saves your progress, so you can start your ATFR and come back later to finish it! For assistance,
please contact our customer care team at 1{800) 541-9852 or customercare@girlscoutsww.org.

Step 1: Navigate to the Girl Scouts of Western Washington homepage and click on the MyGS icon.

m DONATE MY L&

Discover Vv  Activities \/ Join Vv Suppgitte Members
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Step 2: Click on the Login button and enter your email address and password

Volunteer

FOR ADULTS

Step 3: Select Volunteer Toolkit from the left side menu.

ABOUT GIRL SCOUTS OUR PROGRAM SHOP COOKIES FOR ADULTS FOR GIRLS
Welcome,
Sarah
Welcome, Sarah
My Account
My Household Sarah household My Events Dashboard
Name Troop(s) Participation Status
My Troop(s) View all Upcoming Events >
Sarah Troop Troop Leader * TIME TO RENEW
Wy frclie Troop 40000  Troop Treasurer MEMBERSHIP
Your volunteer
My Events role(s)
Volunteer ToolKit
Amelia Troop > * TIME TO RENEW
MEMBERSHIP
gslearn



mailto:customercare@girlscoutsww.org
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https://www.girlscoutsww.org/en/support-us/ways-to-support-us/donate.html

Step 4: Choose the Finances tab.

COVID-19 Guidelines ContactUs Shop Donate Forms & Documents Event Calendar Blog
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of western washington SIGN OUT

DEMO TROOP LEADE

MY TROOP EXPLORE YEAR PLAN MEETING PLAN RESOURCES FINANCES

Step 5: If you are a signer on multiple Girl Scouts of Western Washington Volunteer-Led bank accounts, select
the drop-down menu to choose the troop you will complete the ATFR for. One submission per Troop Leader,
Assistant Leade, or Treasurer is allowed in the VTK.

ABOUT GIRL SCOUTS OUR PROGRAM SHOP COOKIES FOR ADULTS FOR GIRLS

‘ TROOP 41635 : 7-MULTI-LEVEL W
MY TROOP YEARPLAN  MEETING PLAN  RESOURCES FINANCES _

Step 6: Enter information in each field as shown below

If there is no value for an item, leave the field at 0.00

Troop or Group Dues s

0.00

A T Leave AS IS = all 0.00

Fall Product Net Proceeds | ¢ 000 | * Counci Detan

Cookie Program Net $ 000! * Council Detail
Proceeds . “ . . ”
Clink on “Council Details” for

Gross Income s 0.00 | * Council Deta

Other Income s 000 | > cownctomas helpful information
Total Income $ 0.00

(® Add a note on Troop INCOME (optional)



EXPENSES

Total Expenses

FINANCIAL SUMMARY

Ending Balance

From the Council

Leave AS IS = all 0.00

Starting Balance = 0.00 I

Bank Information Enter:
Bank Name = None Yet
Branch Name = Unknown
Last 4 of account # = 1234

Signers on account:

Enter Troop Leader, Assistant Leader,
and/or Treasurer (or future signers if
known) first and last names.

COUNCIL NOTES AND QUESTIONS FOR TROOPS

Troop Status Required

Council Note for all Troops

Service Unit Name = blank or general area

Number = 3-digit Service Unit number

Finance Report Start Date (June 1, 2021 or after if new

Troop Response
@
Required

Click. @ and enter approximate
troop start date or best

Council Note for all Troops

Last Bank Statement Date (May 2022 or different if disbanding

Troop Response
@ vou enter n/a
Required

Council Note for all Troops

Council Note for all Troops
S ate you will go into the
Troop Response

B

ank Statement (May 2022 state

Troop Response
@ enter n/a
Required

ement unless troop Is disbanding, then use your las




Council Note for all Troops

Descnibe how and when the remaining balance w ‘)

Troop Response
®@»
Required

Council Note for all Troops

List all non-GSWW d

Troop Response
CA
Required

Council Note for all Troops

Cash Held Outside of Bank Account

Troop Response
Required

Council Note for all Troops
Best way to contact you
Troop Response

Required

Council Note for all Troops

Your Name

Council Note for all Troops

V gifts/donatior

Il be used

NS received and the donors' name

enter n/a

enter only if you have collected $
and/or are holding troop funds

I enter email or phone I

I enter name I

Troop Response
®v
Required

enter n/a

Preview and Publish

PREVIEW & ADD ATTACHMENTS

Click Preview, and review
carefully. This DOES NOT
submit the ATFR. To make

changes, click the green edit
button near top of page
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Send report to Council: Due June 30, 2021

Click the Yes, Submit Now button. You
do not have any documents to attach.

Your report has now been submitted
to council!

If you do not receive a confirmation
email with a copy of your responses,
contact Customer Care.

A VTK ATFR submission can be reversed
once per troop. If you discover an error
in your report after submission, contact
our customer care team.

FOR FUTURE REFERENCE:

Attachments are not necessary unless
you fall into one of the categories below:

1) Your troop banks outside of Key
Bank or Umpqua Bank.
Statements from June 1-May 31
should be emailed to:
volunteerbanking@girlscoutsww.org

2) Your troop has a discrepancy of
$500 or more, attach your
Detailed Cash Record.
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