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Complete, accurate data helps us to serve our members better! Please take a minute to review these instructions before filling out registrations.  

To register members to your troop:

1. On each girl and adult form enter:

· Membership year end in the upper right corner.
· Your Troop Number and Service Unit Number in the lower right corner – in the “For Volunteer or Office Use Only” box.
This ensures that, in the event a parent misunderstands and sends a membership registration directly to our office, we will know that the individual is part of your troop and be able to register them properly.
2. Provide a form to each person that will be a member of your troop.
· Let families know the “How to Register” information is available on our website.
· If they are requesting financial aid to pay for their daughter’s $12.00 GSUSA Member Dues, check Other in the Payment/Donation section at the bottom and write FA in the blank space.
3. When forms are returned:

· If information is missing from a girl’s form, please obtain it before sending it to GSME.
· Retain the yellow copy for your records.
· Deposit GSUSA Member Dues and donations to your troop bank account.
4. Complete a Dues Summary 

· A completed Dues Summary is required each time you submit a group of membership registrations.
· Write one troop check to GSME for the total of GSUSA Member Dues plus any donations received.
· Document the number of girls requesting financial aid and the dollar amount of financial aid in the Other category and write FA in the Payment box.
· A sample Dues Summary is on the back of this page.
5. Assemble your completed registration packet in the following order

a. Dues Summary 

b. Adult forms

c. Girl forms

6. Your completed registration packet can be mailed to or dropped off at either service center address.
Please feel free to contact a GSME Registrar or your Membership Manager at our toll free number if you have any questions about completion of these forms.
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