Theft or Loss of products or money: Contact the Police IMMEDIATELY!
Also notify your Service Unit Manager and Carol Weis, Product Sales Coordinator, at
(800) 955-6032 or (320) 252-2952, ext. 223.

No o

9.

. We appreciate your willingness to help with this important fund raising effort for our Council. The

following banking instructions are specific and detailed to try to simplify each person’s part and
responsibility for the handling of these funds in trust for the girl program.

All customer checks should be made payable to Girl Scouts of Minnesota and Wisconsin Lakes
and Pines (GSMWLP). Each troop should write their troop number in the u pper left corner
of each check received.

Be sure to hold out 20% of the magazine and nut/chocolate sales (Total amount of money x .20)
and add $2.50 for each address book turned in. This is the troop profit, which should be
deposited in the troop checking account.

Before going to the bank, organize and count money and checks.

Currency: Sort by denomination and arrange bills facing the same direction. Total all
currency.

Coin: Sort, using coin wraps, if possible. Write the total on each wrapper. Total all
coin.

Checks:  Arrange all checks facing the same direction. Total the checks using an adding
machine (or make a manual list).  Put all check and adding machine tape together
with a rubber band. If your bank needs you to endorse the checks, do so at the
bank, before going to the teller window. Most banks will have a rubber stamp for this
purpose.

Add currency, coins and check totals together and furnish an adding machine tape

Fill out the Fall Product Sale Deposit Ticket.

Go to one of the participating banks listed on the upcoming page.

Ask the Teller to furnish a cashier’s check or money order for the total amount due the Council,
made payable to Girl Scouts of Minnesota and Wiscon  sin Lakes and Pines (GSMWLP) .
Participating banks have agreed to do this without charge. Hints for receiving good cooperation
from banks: Follow the procedures listed above. Double check for accuracy. Avoid bank rush
hours. Do NOT use drive-up windows (Deposits attempted to be mad e through the drive-up
window will be refused, as you will be asked to mak e the deposit inside the bank lobby).

Be Courteous, patient and say Thank you. Please try to hold your deposits to two.

Immediately, mail the cashier’'s check and the white copy of the Fall Product Deposit ticket to
Bremer Bank in St. Cloud or North Shore Bank of Commerce in Duluth using the envelope
provided.

Immediately, mail one copy of the deposit ticket and one copy of the cashier’s check to your
Service Unit Manager.

10.Retain one copy of the deposit ticket and carbon copy of the cashier’s check for your records.

KEEP all records for two years.
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To be used by the Troop Fall Manager when making a Fall Product Sale Deposit.

Troop Fall Managers should reference the list to find a participating bank in their area to furnish a
cashier’s check or money order for them.

The following banks have agreed to provide free cas  hier's checks/money orders. If your bank is not
listed, please contact Carol Weis, Product Sales Co  ordinator, at (800) 955-6032, ext. 223.
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Theft or loss of products or money: Contact police IMMEDIATELY!
Also notify your Service Unit Manager and Carol Weis, Product Sales Coordinator, at
(800) 955-6032 or (320) 252-2952. ext. 223.

No o

We appreciate your willingness to help with this important fund raising effort for our Council. The
following banking instructions are specific and detailed to try to simplify each person’s part and
responsibility for the handling of these funds in trust for the girl program.
All customer checks should be made payable to Girl Scouts of Minnesota and Wisconsin Lakes
and Pines (GSMWLP). Each troop should write troop number in upper left corner of
checks received.
Be sure to hold out 20% of the magazine and nut/chocolate sales (Total amount of money x .20)
and add $2.50 for each address book turned in. This is the troop profit, which should be
deposited in the troop checking account.
Before going to the bank, organize and count money and checks.
Currency: Sort by denomination and arrange bills facing the same direction. Total all
currency.
Coin: Sort, using coin wraps, if possible. Write the total on each wrapper. Total all coin.
Checks:  Arrange checks facing the same direction. Total the checks using adding
machine (or make manual list). Put all checks and adding machine tape together
with a rubber band. The bank needs you to endorse the checks; do so at the bank
before going to teller window. Most banks will have a rubber stamp for this
purpose.
Add currency, coin and check totals together and furnish an adding machine tape
Fill out the Fall Product Sale deposit ticket.
Go to one of the participating banks listed.
Hints for receiving good cooperation from banks: Follow the above procedures. Double check
for accuracy. Avoid bank rush hours. Do NOT use drive-up windows (Deposits attempted
to be made through the drive-up window will be refu sed, as you will be asked to make the
deposit inside the bank lobby). Be courteous, patient and say thank you. Please try to hold
your deposits to two.
Bremer Banks and North Shore Bank of Commerce in Duluth do not issue cashier’s checks.
Make a direct deposit with them.
Participating Bremer Banks and North Shore Banks of Commerce should keep the white copy of
the “Fall Product Sale Deposit Ticket.” This form should be imprinted on the back and mailed to:
Bremer Bank, 4150 2™ St S, St. Cloud, MN 56301 or North Shore Bank of C  ommerce
Downtown, 131 W. Superior St, Duluth, MN 55802.  The white, imprinted copy of the
deposit ticket is how we will be able to record you r deposit, once it is received from
Bremer Bank West or North Shore Bank of Commerce Do  wntown.

10.You should receive three bank deposit receipts.
11.Immediately, mail one copy of the bank deposit receipts, the Fall Product Sale deposit tickets

and the other necessary forms to your Service Unit Manager.

12.Retain one copy of each of the deposit tickets for your records. Keep all records for two

years.
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To be used by the Troop Fall Manager when making a Fall Product Sale Deposit.

Before going to one of the participating banks, please read the Girl Scout Fall Product Sale
Banking information thoroughly.

Bremer Banks and North Shore Banks of Commerce will not issue cashier’s checks/money
orders. You will need to make a direct deposit into the Girl Scouts of Minnesota and Wisconsin
Lakes and Pines account.
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Girl Scouts of Minnesota and Wisconsin Lakes and Pines Troop #
Fall Product Sale Deposit Ticket Service Unit

Mail the white copy of this deposit ticket and the cashier’s check to one of the following banks:
Bremer Bank, 4150 2 nd ot S, St. Cloud, MN 56301 OR
North Shore Bank of Commerce, 131 W Superior St, Du  luth, MN 55802

Make two copies of the cashier’s check. Deliver or mail pink copy of the deposit ticket and the carbon copy of the cashier’'s check/money
order to the Service Unit Manager with the Troop Order Report. Keep the yellow copy of the deposit ticket and a copy of the cashier’'s check
for your troop records

Troop Fall Manager Day Phone

Total dollars sold = Total Checks $
Product Profit ($ sold x 20%) = Total Cash $
Address Book Profit | Coi

(Number turned in x $2.50) + Total Coins $
Total Troop Profit = Total of this deposit $
Total due council $

Be sure to include your troop number and service unit on the top, so we can credit the right troop with the correct
amount.

Please list the Troop Fall Manager’'s name and daytime phone number.

Left section pertaining to dollar amounts and amount deposited:

-Total Dollars Sold: Total subscription and nut/chocolate dollar amounts from your TF-1 form.
-Magazine/Product Profit:  Total dollars sold from your TF-1 form x 20%.

-Address Book Profit:  Number Turned in x $2.50.

-Total Troop Profit: Sum of Magazine/Product Profit and Address Book Profit .

-Total Due Council: Total dollars sold minus total troop profit.

To assist the bank personnel, please fill out the right section of the deposit ticket:

Total Checks: Total amount of checks

(Include an adding machine tape of the checks)

Total Cash: Total amount of cash

Total Coins: Total amount of coins

Total Deposit: Sum of checks, cash, and coin
This will also serve as a double check for you; this amount and the amount of your deposit should equal. REMEMBER TO
SUBTRACT AND KEEP YOUR TROOP PROFIT FOR DEPOSIT IN THE TROOP ACCOUNT.

The top copy of this form goes to Bremer Bank or North Shore Bank of Commerce with the cashier’s check.

You will be asked to stamp (endorse) the back of all checks with a GSMWLP stamp that each bank will provide.

PINK COPY OF DEPOSIT TICKET, AS WELL AS CARBON COPI ES OF EACH CASHIER’S CHECK, ARE DUE TO
YOUR SERVICE UNIT MANAGER BY OCTOBER 29, 2008.

Please retain the yellow copy and a Xerox copy of the cashier’s check for troop records for two years.

If you are using a Bremer Bank or North Shore Bank of Commerce, you should make a direct deposit instead of
obtaining a cashier’s check.

Regional Bremer Banks and North Shore Banks should send the stamped, white Fall Sale Deposit Ticket to:
Bremer Bank, 4150 2nd St S, St. Cloud, MN 56301.
North Shore Bank of Commerce, 131 W Superior St, Duluth, MN 55802
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To be used by the Troop Fall Manager to report any uncollected money owed by an individual in the
troop found at www.gslakesandpines.org or by calling the Waite Park or Duluth Regional Center.

This form should be sent to the Waite Park Regional Center after you have
attempted collection from the individual.

¥
Please complete all blanks on this form. jgz\
Line A: Enter the total amount owed by Example: Colleen Oopsie sold $70.00 worth of
the parent. chocolate and nuts. Her parents only turned in
Line B: Subtract the total amount $15.00.
already paid by the parent. Line A: Total amount owed: $70.00
Line C: This is the total amount the Line B: Amount paid: $15.00
Council will collect from the parent. Line C: Amount owed: $55.00

Complete the “Family or Individual Owing” information. Fill in AS MUCH information as you
can. It will assist us in the collection process.

Document all of the attempts you made to collect the money.

Be sure to include a copy of the signed Parent/Guardian Permission and Responsibility form and
any signed money and/or product receipts.

One copy to the Waite Park Regional Center.

Retain one copy for the troop records.




