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	Type of Voucher (Circle One):

Reimbursement       Advance        Deposit         Transfer


	Troop #/Activity:

	Complete Only the Appropriate Box(es)  Below
	

	Depositor Name:


	Transferring From Leader Name & Troop #:
	Date Voucher Turned In:

	Check Written To:


	Transferring To Leader Name and Troop #:
	Amount:

$                   Euro:

	Transaction Description:

_________________________________________________________________________________________________________________________________________________________________________________________________________

	Remarks (if any):

_________________________________________________________________________________________________________________________________________________________________________________________________________

	Completed By (Printed):

	Signature and Date:

	Treasurer or OCC (Printed):


	Signature and Date:

	 Items Below for Treasurer Use Only

	Voucher Number:
	Check Number:

	Voucher Type:
Expense___    Income___   Transfer___
	Check Date or Deposit Date:

	Funds Used:

OCMT______        Troop______
	Date Recorded in Ledger:


Ramstein Girl Scouts Treasury Voucher Form
Updated August 2009

14 September, 2009

To All Ramstein Girl Scout Leaders:

As you know, we are beginning a new Girl Scout year, and there are some policy changes about which we would like you to know.

1. The trip report and voucher system. 

· Attached you will find a new and hopefully easy to use voucher for all transactions.  A voucher must be used for all deposits, transfers, advances and reimbursements. The entire top section of the voucher must be filled out and the receipts attached. There is  one transaction per voucher.

· Trip reports must be turned into the OCC and approved before any money will be disbursed. This includes reimbursements. This policy will help ensure that all trips are approved and have the necessary insurance and number of adults required.

2. Troop funds and accounts.

· All checks must be made out to Ramstein Girl Scouts and deposited in the neighborhood account. Leaders may not have dues or donation checks written to them personally.
· Monthly dues may be no more than $10 per month, not to exceed $90 for the months of October to June. If meetings continue through the summer months, additional dues of no more than $10 per month may be collected.

· All advances must be settled  at or before the next leaders’ meeting following the activity. 

· All other receipts must be turned in quarterly for reimbursement. 

· The treasurer will be available at the hut for one hour prior to leader’s meetings for transactions. You may also email treasurer@ramsteingirlscouts.org to make other arrangements.

· Treasurer’s reports will be emailed prior to leader’s meetings and available at the meetings as well.

· Each troop begins the fiscal year with $50, which they are expected to carry and leave for the next year unless other arrangements are made. If more than $50 remains at the end of the year and the leader wishes to carry over those funds to the next year, the treasurer must be contacted with the reason for the carryover. Otherwise all balances will return to $50 at  the beginning of the new year.

If there are any questions, please contact the OCC or treasurer. Thank you for all you do for Ramstein Girl Scouts.
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