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Service Unit Registrar Self Study 
Spring 2011 

  
Service unit registrar training prepares you to work within your service-unit team to register girl and 
adult members and carry out registrar tasks in an effective manner. 
 
Materials  
In order to work through the activities in this self study, you will need a: 

�  Pencil or pen 
�  River Valleys Council Reference Guide (available at www.girlscoutsrv.org) 
�  River Valleys Online Registration User Guide (available at www.girlscoutsrv.org) 

 
Objectives 
After completing this self study, you will be able to: 

�  Describe the role of a registrar 
�  Identify the service-unit and River Valleys team members available to help with the 

registration process 
�  Explain key GSUSA registration policies for leaders 
�  Outline River Valleys and GSUSA timelines for registration 
�  Explain the process for filling out and submitting registration paperwork 
�  Explain the capabilities of online membership registration 
�  Demonstrate the process for online membership registration 

 
Completion 
Throughout this self study, there will be Checking In questions for your use only. These do not need 
to be turned in. 
 
Complete and return this page of the self study—along with the evaluation on the last page—to 
record your completion of this registrar training. Return forms to: 
 
Girl Scouts of Minnesota and Wisconsin River Valleys 
Brooklyn Center Service Center 
5601 Brooklyn Blvd. 
Brooklyn Center, MN  55429  
Attention: Adult Development Department 
 
Signature ___________________________________________________ Date ________________ 

Name ___________________________________________________________________________ 

Address _________________________________________________________________________ 

City ____________________________________ State _____________ Zip __________________ 

Phone (home) ____________________________________________________________________ 

Service Unit _____________________________________________________________________ 
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This Service Unit Registrar Self Study was drafted with the help of  
River Valleys volunteer trainers and service unit registrars.
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GSUSA: Who We Are  
 
Girl Scouts of the USA (GSUSA) is the preeminent leadership development organization for girls.  
Girl Scouts’ membership has grown to 3.7 million members worldwide. We have knowledge about 
girls’ growth and development and we speak with a strong national voice on girls’ issues.  
 
The Girl Scout Mission 
We have a proud history of diversity, partnership, and community service. Our Girl Scout Mission 
clearly defines our purpose: 
 

Girl Scouting builds girls of courage, confidence, and character  
who make the world a better place. 

 
The Girl Scout Promise 
The Girl Scout Promise is the way Girl Scouts agree to act every day toward each other and the 
people around them. The Promise helps guide decisions and actions as you work with girls. 
 
On my honor, I will try: 
 To serve God* and my country, 
 To help people at all times,  
 And to live by the Girl Scout Law. 
 

* Girl Scouts makes no attempt to define or interpret the word God in 
the Girl Scout Promise. We look to individual members to establish for 
themselves the nature of their spiritual beliefs. When making the Girl Scout 
Promise, individuals may substitute wording appropriate to their own 
spiritual beliefs for the word God. 

 
The Girl Scout Law 
The Girl Scout Law outlines a way to treat each other and the environment. The Girl Scout Law lies 
at the root of everything girls do in Girl Scouting.   
 
I will do my best to be 
 honest and fair, 
 friendly and helpful, 
 considerate and caring, 
 courageous and strong, and 
 responsible for what I say and do 
and to 
 respect myself and others, 
 respect authority, 
 use resources wisely, 
 make the world a better place, and  
 be a sister to every Girl Scout. 
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Checking In: How will I, as a service unit registrar, support the Girl Scout Mission, 
Promise, and Law? 

________________________________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 

 
 
 
 

Girl Scout Leadership Experience 
 
Girl Scouts use the Girl Scout Leadership Experience as the framework for all activities and 
programming in Girl Scouting. The Girl Scout Leadership Experience model helps us picture how 
this is carried out. 
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Three keys to leadership 
The Girl Scout program has specific outcomes that are based on three keys to leadership—discover, 
connect, and take action. Outcomes of this model describe the benefits girls gain through their 
participation in activities. As girls venture through leadership experiences, adults will be able to see 
the outcomes, or benefits, the girls have achieved. 

 
Discover  
Girls develop a strong sense of self.  
Girls develop positive values.  
Girls gain practical life skills. 
Girls seek challenges in the world.  
Girls develop critical thinking. 
 
Connect 
Girls develop healthy relationships.  
Girls promote cooperation and team building.  
Girls resolve conflicts. 
Girls advance diversity in a multicultural world. 
Girls connect to their communities—locally and globally. 
 
Take Action  
Girls identify community needs. 
Girls become resourceful problem solvers.   
Girls advocate for themselves and others—locally and globally.   
Girls educate and inspire others to act.   
Girls feel empowered to make a difference in the world. 

  
Transforming Leadership GSUSA 
Available at www.girlscoutsrv.org 

 
 
 

 
Checking In: What are the three keys to leadership and how do they impact the Girl 
Scout Leadership Experience? 

 
1.______________________   2. ________________________    3._________________________ 
 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 
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Girl Scout Membership 
 

Girl Scouts is a member organization 
A $12 annual membership fee is sent directly to GSUSA. Troops decide whether to collect 
additional dues. Dues should be determined by the activities and money earning projects planned 
for the year. Buying Girl Scout uniforms (sash, vest, etc.) and books are strongly encouraged as 
they are important tools that enhance the Girl Scout Program. Financial assistance is available from 
River Valleys to help offset costs, such as dues, sashes/vests, books, or the GSUSA membership 
fee. 
 

Membership as a Girl Scout 
Membership is granted to any girl who accepts the Girl Scout Promise and Law and has paid annual 
membership dues. Financial assistance is available upon request. Registered Girl Scout benefits 
include: 

�  Affiliation with the Girl Scouts of the USA 
�  Individual supplemental insurance coverage while engaging in Girl Scout activities 
�  Affiliation with the World Association of Girl Guides and Girl Scouts (WAGGGS) 

 
Membership as a Girl Scout adult 
Membership is granted to any adult who accepts the principles and beliefs of the Girl Scouts of the 
USA, has paid annual or lifetime membership dues, and meets applicable membership standards. 
 
Grants for girls and adults 
Girl Scouting is open to all girls and adults regardless of their ability to pay. To encourage 
participation, Girl Scouts of Minnesota and Wisconsin River Valleys budgets money to aid girls and 
adults who need financial assistance to participate in Girl Scouting. This budget is funded through 
the annual Girl Scout Cookie Program Activity, the Fall Product Program, the annual Family 
Fundraising Campaign, The United Way, contributions, and bequests. No application is needed to 
apply for a grant for annual membership dues—simply fill out the applicable information on the 
membership registration form when registering as a member. Grants are also available for council-
sponsored program materials and events. Visit GirlScoutsRV.org for details and application 
instructions.   
 

 
 
Checking In: What are the Girl Scout membership grade levels? Use the  
Council Reference Guide to fill in these blanks: 
 

      Program Grade Level  Grade in School 
      Girl Scout Daisy    _____ , _____ 
      Girl Scout Brownie   _____ , _____  
      Girl Scout Junior    _____ , _____    

Girl Scout Cadette    _____ , _____ , _____ 
      Girl Scout Senior    _____ , _____ 

Girl Scout Ambassador  _____ , _____ 
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Girl Scout Pathways for Girls: Getting Started in the Girl Scout Program 
 
Girl Scout Pathways are the flexible ways girls participate in Girl Scouts. Girls can choose which 
pathways they want to participate in each single year. Many girls join a troop to share their Girl 
Scouting experience with others. Some join to attend summer camp, explore the outdoors, and 
increase their comfort outside. And other girls may participate in an event, experience a travel 
adventure, or develop a special interest. Every way a girl experiences Girl Scouting is a pathway.��
�
Please note: The online girl member registration form offers a variety of pathways. It should be 
noted that girls participating in a troop or as a Juliette should select “troop” under Pathway of Entry 
and areas of interest for this year’s online registration. River Valleys is piloting and will be 
developing support and member options for the other Girl Scout pathways this year. 
 

 

 

 

 

 

 

 

 

 

 

 

Troops: Girls participate in a series of leadership programs with the same group of girls over 
the course of the program year.  

* Girls who wish to join Girl Scouts independent of a troop may register individually as 
Juliette Girl Scouts.  

Camp: Girls participate in day or resident camps with a focus on the outdoors and/or 
environmental education. 

Travel/destinations: Girls plan, earn money, prepare, and participate in regional, national, and 
international trips.  

Events: Girls participate in council-sponsored program events that interest them, including 
robotics, horseback riding, sporting events, exercise, and nature studies).   

Special interest: Girls participate in a series of programs with the same group of girls and 
relating to a specific theme or purpose. (For example: high-adventure teen group, swim team, 
completion of the “It’s Your World—Change It!” Journey over a six-week period.) 

Online/Virtual : Girls participate in interactive, high-quality program activities in a safe, secure 
online environment, supplemented by live events.  
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Girl Scout Pathways for Adults 
 
Girl Scout pathways for adults create consistent, flexible, short- and long-term, direct service 
(contact with girls), and indirect service (behind-the-scenes) volunteer opportunities. Pathways 
match a volunteer’s interests and competencies with organizational needs and volunteer positions to 
enrich the volunteer’s experience.  

Direct service to girls—Facilitate the delivery of the Girl Scout Leadership Experience from a 
variety of volunteer positions (leaders, counselors, unit leaders, event chaperones, drivers). 

Indirect service to girls—Support girls behind the scenes as a strategic thinker, administrator, 
interest-, skill-, or project-based volunteer (board members, school organizers, facilitators, 
delegates, national operations volunteers).  

Alumnae—Reconnect with other alumnae, attend events, participate in social networking 
groups, stay informed about the organization, advocate for girl issues, and donate funds to 
support River Valleys and the Girl Scout Mission.  

Parents/Guardians/Families—Keep informed on girl trends and youth development, attend 
events, connect with other parents/guardians/families, advocate for girl issues, and donate funds 
to support River Valleys and the Girl Scout Mission.  

 
Girl Scouts is a volunteer organization 
Girl Scouting would not be possible without the help of thousands of caring volunteers. River 
Valleys currently has approximately 18,000 adult volunteers. There are many volunteer positions 
available—some with short-term commitments of a few hours or weeks, and others with a longer 
commitment of up to one year. Volunteers receive training and support services from River Valleys 
and from other volunteers in the area. 
 
What is the process of becoming a Girl Scout troop leader? Interested volunteers complete a 
membership registration form, volunteer application, and online background check. A troop leader 
completes the GSUSA Online Volunteer Orientation, Fast Start Meeting for New Leaders (one 
leader per troop), and Leadership Essentials. The troop is formed by planning and holding an 
organizational meeting of parents/guardians. Leaders register the girls with the help of their service 
unit registrar. (Refer to page 21 of this self study for the Getting Started for New Leaders form.)    
 
What does adult leadership look like in a Girl Scout troop?  
Troops are led by at least two unrelated volunteer leaders. Although female role models are 
essential for carrying out the purpose of Girl Scouting, men are welcome to volunteer as a troop 
leader. Girl Scouts requires that at least one of the troop’s leaders must be an adult female not 
related to the other adults. Troops decide upon their meeting schedule (weekly, every two weeks, or 
monthly.), their meeting location (schools, parks, places of worship, community centers), and their 
meeting time (after school, evenings, or weekends). Troops are formed based on grade level. 
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Girl Scouts of Minnesota and Wisconsin River Valleys  
Council Jurisdiction Map 
 
*See the Council Reference Guide for detailed descriptions of service centers, camps, and program 
facilities. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In partnership with 18,000 adult volunteers, the Girl Scouts of Minnesota and Wisconsin River 
Valleys helps more than 45,000 girls—in all or portions of 49 counties in southern Minnesota and 
western Wisconsin—discover new abilities, connect with new friends, and take action to improve 
their communities. Girl Scouts is the world’s preeminent leadership development organization, 
building girls of courage, confidence, and character who make the world a better place. 
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Welcome to the Service Unit Team 
 
River Valleys is divided into geographic areas called service units. The service team is a group of 
volunteers who help coordinate and support leaders in a service-unit area. (Note: Not all service 
units have all positions and some have additional positions not listed here.) 

  
The name of your service unit is: ____________________________________________ 

Your membership specialist (council contact) is:  

Name: _________________________________ 

Phone: _________________________________ 

 
Position Name Contact Info Description 

Service Unit 
Manager 
(SUM) 

 Phone: 
E-mail: 

In partnership with Girl 
Scout membership staff, 
a SUM provides 
leadership, direction, and 
support to volunteers. 

Service Unit (SU)  
Organizer/ 
Recruiter 

 Phone: 
E-mail: 

Recruits girls/volunteers 
and organizes troops. 

Service Unit 
Registrar 

 Phone: 
E-mail: 

Ensures girls and 
volunteers are registered. 

Service Unit 
Treasurer 

 Phone: 
E-mail: 

Manages service unit 
funds and guides leaders 
in proper financial 
management. 

Service Unit  
Fast Start Coach 

 Phone: 
E-mail: 

Provides troop assistance 
for new leaders. 

Service Unit 
Resource 
Coordinator 

 Phone: 
E-mail: 

Provides 
support/information to 
troop leaders regarding 
programming.   

Service Unit 
Product Sales 
Manager 

 Phone: 
E-mail: 

Coordinates the Fall 
Product Program and 
Cookie Program Activity 
at the service unit level. 

 
Each service unit has a leader meeting approximately once a month to share updated information 
from River Valleys, provide enrichment training, plan service unit activities, and offer help in areas 
where adult volunteers may need assistance. Each troop should try to have at least one adult present.   
Your service unit leader meetings are held on/at: 

 
Day:___________________Location:______________________________Time:_______________ 
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Service Unit Registrar 
Volunteer Position Description 

 
 
Reports to: Service Unit Manager 
Term: One year, with reappointment   
Purpose:  To ensure the success of the Girl Scouts’ registration process by performing the tasks 

needed to collect and process both the girl and adult annual membership 
registrations.  

 
RESPONSIBILITIES:  

1. Distribute member registration forms to both current and prospective members within the 
assigned area and instruct individuals on the correct completion of the forms. 

2. Distribute GSUSA ID cards to troops (if provided by GSUSA). 
3. Work with the local volunteer organizer/recruiter for registering girl and adult members at 

recruitment events. 
4. Collect and verify membership registration forms, turning them into the service center. 
5. Contact girls and/or adults who have not re-registered with Girl Scouts. 
6. Follow up on all late forming troops and additional girls to ensure they are registered. 
7. Coordinate early registration for assigned area(s). 
8. Work with the service unit cookie manager to ensure all girls selling Girl Scout cookies 

are/or become registered members (cookie audit). 
9. Participate as an active member of the service unit team by attending regular service unit 

team and leader meetings, and participating in the creation of the annual service unit plan 
of work. 

10. Complete volunteer position training within required time frame. 
11. Communicate recruitment progress to service unit team and River Valleys’ staff members. 
12. Support and promote The Girl Scout Leadership Experience: Program Essentials at the 

service unit and troop levels. 
13. Follow all GSUSA and River Valleys’ policies, standards, and procedures. 
14. Promote and support River Valleys’ Family Fundraising Campaign, Fall Product Program, 

and Cookie Program Activity in relationship to your volunteer position. 
 
QUALIFICATIONS: 

1. Currently registered adult member of GSUSA. 
2. Willing to fully participate in volunteer application and screening process. 
3. Practice welcoming and inclusive behavior toward people of all ages, races, religions, 

cultures, abilities, sexual orientation, gender, educational, and economic backgrounds. 
4. Committed to speak and act in a manner consistent with the Girl Scout Mission, Promise, 

and Law. 
5. Demonstrate excellent group and interpersonal communication skills. 
6. Ability to organize materials and accurately maintain records. 
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BENEFITS: 
1. Help girls and volunteers become confident leaders who discover, connect, and take 

action in their community. 
2. Receive limited accident coverage while carrying out Girl Scout responsibilities as a 

member of GSUSA. 
3. Share your knowledge, experience, and skills with girls and volunteers. 
4. Gain and develop skills for personal and professional growth. 
5. Receive training in areas of responsibility, plus continuous learning opportunities. 

 
RIVER VALLEYS’ RESPONSIBILITIES TO OUR VOLUNTEERS:  

1. Strive to match your skills and talents with an appropriate volunteer position. 
2. Provide a volunteer position description and orientation to your position, River Valleys, 

and GSUSA. 
3. Provide position-specific training when required and document when completed. 
4. Provide an extensive network of resources, contacts, and programming ideas, and ensure 

services, materials, and resources are available and accessible. 
5. Provide current information on upcoming events and activities through newsletters, 

meetings, and online resources. 
6. Provide ongoing support, guidance, evaluation, and recognition of your volunteer service. 
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Checking In: Service Unit Registrar Skills Assessment 
 
After reading River Valleys service unit registrar position description, fill out the following skills 
assessment. This will give you a chance to see which of the duties you feel most comfortable with 
and which ones require additional assistance from your service unit manager or membership 
specialist. 
 
This checklist is a tool to encourage your development as a service unit registrar. Check the column 
that best describes your current knowledge in the skills/knowledge areas needed to function 
optimally in the registrar position.  
 

Service Unit Registrar Readiness Checklist 
 

Know 
Well 

Know 
Somewhat 

Need to 
Learn 

Planning and technology skills    
I use time effectively and respond well to deadlines.    
I am able to manage detail work.    
I have good math and computation skills.    
I use technology to process information and  
maintain records. 

   

Communication/presentation skills    
I communicate well with adults.    
I present information clearly and concisely.    
I print legibly.    
People skills    
I am able to guide others in proper registration procedures.    
I am capable of working on a team and respecting the 
opinions, suggestions, and differences in others. 

   

Public relations/marketing skills    
I am able to explain the value of volunteer work.    
I am able to communicate to any group the goals, 
philosophy, and values of the Girl Scout organization. 

   

I am able to motivate adults to comply with policies and 
standards of Girl Scouting. 

   

 
What responsibilities do you feel confident about?  _______________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
What responsibilities would you like extra help with? _____________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
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Council Resources 
 
Thank you for taking on the responsibility of service unit registrar. Your contributions and expertise 
will help the service unit function smoothly. You play an important role in creating a positive 
experience for all Girl Scout volunteers and, ultimately, girls. There are many resources within and 
around River Valleys to assist you in your role as a service unit registrar. 
����
Public websites 
Girl Scouts of the USA (GSUSA) and Girl Scouts of Minnesota and Wisconsin River Valleys 
websites are great resources for girls, leaders, and service team members. 
 
GirlScoutsRV.org contains information on volunteer resources, awards and recognitions, program, 
forms and documents, camp, Fall Product Program and Cookie Program Activity, Family 
Fundraising Campaign, delegates, training, shops, service center locations, and much more. 
 
 
�
�
�
�
�
�
����
����
 
Service Unit team resources web page 
River Valleys provides a web page specifically for service unit team members. Visit this website for 
information and resources available to download. 
 

����
�
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 

 
   
www.girlscoutsrv.org 

 
 
��������	
�����

������

�

www.girlscouts.org 
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Checking In: What does a service unit registrar do? Check areas you feel you 
need extra assistance with and fill in the name of a resource, website, or person 
who can help. 

 
�  Recruit girl and adult members   ______________________________________________ 
�  Distribute membership registration forms in the service unit   _______________________ 
�  Receive membership registration forms and registration fees   _______________________ 
�  Participate in early registration campaign, attend registration kick-off   ________________ 
�  Process all membership registrations and forward them to the council office   ___________ 
�  Assist girls and volunteers with online membership registration  _____________________ 
�  Keep records and submit reports   _____________________________________________ 
�  Communicate regularly with the service unit manager and service team  _______________ 
�  Maintain a supply of membership registration forms  ______________________________ 
�  Notify council office of changes in membership information  ________________________ 
�  Assist volunteers in completing the membership registration forms  ___________________ 
�  Organize materials and keep accurate records  ____________________________________ 
�  Follow up as necessary on registrations  _________________________________________ 

For more information on registration: 
registration@girlscoutsrv.org    ����     Phone: 800.845.0787 
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Online Registration 
 
The River Valleys online registration website currently allows you to complete the following 
transactions for members of any troop for which you are a leader, if paying in full by credit or debit 
card: 

�  Renew membership registration for an individual girl 
�  Renew membership registration for members of a troop 
�  Add a new girl or adult member to an existing troop 
�  Register individuals or members of a troop for program events 
�  Register individual adults for training sessions and other volunteer engagement opportunities 

 
If your registration involves checks, Cookie Credits, or grants for girls and adults, you must use a 
paper registration form. Members of new troops must also use a paper membership registration 
form. This form may be downloaded and printed from www.girlscoutsrv.org or obtained from any 
River Valleys service center offices. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Accessing the River Valleys online registration website 
You will find many links to River Valleys online registration website at www.girlscoutsrv.org. The 
most likely access for someone looking for membership information—go to www.girlscoutsrv.org, 
click on become a Girl Scout, and click on renew your membership. 
 

 

  Registration task   Online or paper form? 

  Paying in full by credit or debit 
  card 

  Online 

  Paying by check, Cookie Credits, 
  or grants for girls and adults 

  Paper form 

  Initial registration of new troops    Paper form 

  Adding a member to an existing 
  troop    Online 
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Checking In: Practice using the online registration system by activating 
your own account. 

 
�  Go to www.girlscoutsrv.org to access the River 
      Valleys online registration system. Click on 
      “become a Girl Scout/renew your membership” 
      or simply enter “online registration” in the 
      GirlScoutsRV.org search field. 

 
�  Activate your online registration account by 
      following the directions in the River Valleys 
      Online Registration User Guide. You may 
      find this guide on the registrar page under 
      Service Unit Team Resources. 
 
�  Review the remainder of the contents in the 
      River Valleys Online Registration User Guide. 
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Registration Form Procedures 
 
1. Ensure all new troops in the service unit have membership, dues summary, health history, and 

membership tracking forms. 
2. Collect completed registration forms from leaders and girls at new member events. 
3. Review all membership forms. 

a. Ensure numbers are entered correctly for council (477), troop, and year. 
b. Verify that personal information is complete. Watch for obvious errors (check girl’s 

birthday which is often recorded as present year). 
c. Check for parent/guardian signature.   
d. Note if custodial information is indicated. 
e. Every adult needs an adult position code. Most adults registering with troops are one 

of the following: 01 (troop leader), 03 (troop committee members), or cookie 
managers. 

4. Review the dues summary form (submitted with each troop’s registration forms).   
5. Total the money due and confirm that one troop check and all grant requests equal the amount 

indicated on the dues summary. 
6. Separate the forms by color. Troop leaders keep the yellow for troop records. 

a. Girl Member registration forms  
i. White copy to service unit registrar to process and send to River Valleys. 

ii.  Yellow copy to troop. 
iii.  Green copy kept by the service unit registrar. 

b. Adult Member registration forms 
i. White copy to service unit registrar to process and send to River Valleys. 

ii.  Yellow copy to troop. 
iii.  Pink copy to service unit registrar to send to River Valleys. 

c. Dues summary forms 
i. White copy to service unit registrar to process and send to River Valleys. 

ii.  Yellow copy kept by the service unit registrar. 
7. Keep originals in this order, for each troop: payments, membership dues summary form, adult 

registration forms, girl registration forms. 
8. If submitting more than one Membership Dues Summary at a time, complete the Incoming 

Membership Tracking form and paperclip all registration material submissions. (Refer to page 
25 of this self study for process and sample.)    

9. Notify the service unit Fast Start coach about new leaders who should be contacted regarding 
the Fast Start meeting. 

10. You can create a spreadsheet to track registration. Some service unit registrars keep full 
member databases, while others keep a listing of troop leaders and numbers of girls/adults 
registered, which is usually sufficient for most planning purposes. 

11. Note: Discuss early registration at service unit meetings in February and/or March. Distribute 
online membership renewal registration information to leaders as soon as it’s received at the 
spring kick-off event. If the service unit leader meeting is more than two weeks later, distribute 
as soon as possible.  
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Frequently Asked Questions 
 

How do I get membership registration and tracking forms? 
Forms are ordered through Office Max. Refer to the Service Unit Resources page at 
GirlScoutsRV.org for ordering instructions. 
 
When do girls and adults register? 

o On-time registration: Materials submitted to River Valleys by October 1. 
o The GSUSA membership year is October 1 through September 30. 
o New troops are to be registered within one month of their first meeting.  
o Early Bird registration begins April 1. (Registration materials must be submitted to the service 

unit registrar by June 15 who will submit them to River Valleys by the June 30 deadline.) 
 
Which adult volunteers need to register with GSUSA? 

o Two unrelated adults must be registered as leaders with each troop. All troop meetings are 
required to have at least two unrelated registered adults present. 

o Any adults working with the troop on a regular basis should register and complete the 
volunteer application form, online background check, and training. 

o The troop cookie manager, treasurer, any signers on the troop bank account, or volunteers 
handling money must be registered, and complete the volunteer application form and the 
online background check. 

 
How are troop numbers assigned? 
A River Valleys council registrar will assign a “bank” or list of consecutive troop numbers to each 
service unit at the beginning of the membership year. Once a troop turns in membership registration 
forms for at least two unrelated adult volunteers, the service unit registrar may assign that troop a 
number. Troop numbers are not grade-level specific. 
 
How can I receive more troop numbers? 
E-mail registration@girlscoutsrv.org or call 1.800.845.0787. 
 
How does a troop get a New Troop Welcome Kit? 
New troops (not reorganized troops or existing troops bridging to the next program grade level) will 
receive a New Troop Welcome Kit at their Fast Start meeting with a Fast Start coach in their service 
unit. The service unit Fast Start coach will order the Welcome Kit for each new troop. 
 
What does a service unit do with their membership registration copies?  
Service units use the registration forms to create rosters for communication purposes. Some service 
unit registrars keep full member database spreadsheets, while others keep a listing of troop leaders 
and numbers of girls/adults registered which is usually sufficient for planning purposes. 
 
Do I approve grant requests for girls or adults? 
If the grant box is checked on the membership registration form, submit registration paperwork as 
usual. The grant request will be processed by River Valleys registration department.   
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What can I do on the online registration system? 
The River Valleys online registration website currently allows you to complete the following 
transactions for members of any troop for which you are a leader: 

o Renew membership registration for an individual girl. 
o Renew membership registration for members of a troop. 
o Add a new girl or adult member to an existing troop. 
o Register individuals or members of a troop for program events. 
o Register individual adults for training sessions and other volunteer engagement opportunities. 

 
Who can use the online registration system? 
Online registration for the following is available if paying in full by credit or debit card: 
membership re-registration, program events, and training sessions. If your registration involves 
checks, Cookie Credits, or grants for girls and adults, you must use a paper registration form. 
Members of new troops must also use a paper membership registration form. This form may be 
downloaded and printed from www.girlscoutsrv.org, or obtained from any River Valleys service 
center office. 
 
Do families need to fill out each blank on the paper registration forms? 
Let families know that it is important to complete the registration form as thoroughly as possible. 
Membership forms provide many benefits to the girls and volunteers, as well as to River Valleys.  

o E-mail addresses will help keep families up-to-date on Girl Scout activities and opportunities, 
including receiving e-newsletters from the council.  

o Cell phone numbers help volunteers and staff contact girls’ families faster should an 
emergency arise.  

o Employment information helps volunteers and staff contact parents/guardians in case of 
emergency.  

o Family member’s employment information helps us identify who may provide matching funds 
for an employee’s contributions to non-profit organizations. 

 
Do families need to fill out demographic information? 
While families are not obligated to fill out demographic information, it does help River Valleys 
serve girls better.  

o Collecting membership data, including information on race/ethnicity, disabilities, and 
household income, is an important step in assessing Girl Scouts’ progress toward serving all 
girls in our community.  

o This data is used for statistical purposes only, to help assess who we are serving. 
o Based on trends we observe from year to year, we can develop strategies to reach a 

membership that is truly reflective of the broad diversity of our community.  
o The data also allows us to write grant requests and report to the organizations that help fund 

our programs. 
 
How do I let River Valleys know if my registration or contact information has changed? 
To submit changes on registration information during the program year, e-mail 
registration@girlscoutsrv.org. 
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Samples: Forms and Documents 
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Health History form  
 
The Girl/Adult Health History form allows families to provide critical information regarding health and 
safety issues. Parents/guardians tell the leader about a girl’s health and allergy conditions, as well as 
submit permission for medical treatment and the name of an emergency contact. Information about 
physical or mental challenges help volunteers meet the needs of individual girls. The health history form 
is kept by the troop leader and may be of particular assistance when leaving the usual troop meeting 
location for a field trip. 
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Membership Dues Summary form 
 
Each time you submit one or more girl or adult registration forms, you must complete and submit a 
Membership Dues Summary form. Include all requested information—this form is a deposit slip and 
should be included with all registration forms submitted for each troop, or with any registration form 
submitted individually.              
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Incoming Membership Tracking form 
 
This form assists River Valleys registration department during times of high volume and should be 
used any time you submit more than one Membership Dues Summary form. This and other forms 
may be found at GirlScoutsRV.org. 

1. Enter the date and service unit name. 
2. For each packet of troop registration forms you receive, enter the troop number, number of 

girls, and number of registered adults. 
 
*Note: This form should include numbers for actual registrants turned in at this time—not 
anticipated memberships. 
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Service Unit Registrar Evaluation 

 
Course:  2010-2011 Service Unit Registrar 

Date:  Service unit: 

 
How prepared do you feel to begin your role as a service unit registrar? 
 
Very prepared        10        9        8        7        6        5        4        3        2        1      Not prepared 
 
 
Rate this training session in the following areas. If you wish, you may add comments. 
 
5 = Strongly agree 4 = Agree 3 = Somewhat agree 2 = Disagree 1 = Strongly disagree  

Area Rating Comment 

Through this training, I am now able to… 

Describe the role of a service 
unit registrar    5    4    3    2    1  

  

Identify service unit and River 
Valleys team members who can 
help with registration process 

   5    4    3    2    1 
 

Explain key GSUSA 
registration policies to leaders    5    4    3    2    1 

 

Outline River Valleys and 
GSUSA timelines for 
registration 

   5    4    3    2    1 
 

Acquire GSUSA registration 
forms 
 

   5    4    3    2    1 
 

Explain procedures for filling 
out registration paperwork    5    4    3    2    1 

 

Submit GSUSA registration 
paperwork 
 

   5    4    3    2    1 
 

Explain and demonstrate the 
process for online membership 
registration 

   5    4    3    2    1 
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The two most useful things I learned from this training session are: __________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

One suggestion that would improve this training session is: ________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 
Return this service unit registrar self study evaluation form to: 

Girl Scouts of Minnesota and Wisconsin River Valleys 
Brooklyn Center Service Center 

5601 Brooklyn Blvd 
Brooklyn Center, MN 55429 

Thank you for volunteering with Girl Scouts! 


