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GSSWT

Finance Report Guide

How to Prepare and Submit Your Finance Report

April 2025



Finance Reports 
– Why?

Girl Scouts of Southwest Texas (GSSWT) is a 
501(c)(3) non-profit organization. As a non-profit, 
we are required to report all bank accounts and 
assets to the IRS.

The Finance Report serves two purposes:

To assist in this process, troops and Communities are required to complete a 
Finance Report for their bank accounts every six months.

Because all troop/Community accounts are opened under 
the GSSWT tax ID number, council is responsible for 
oversight and reporting of these accounts.

1. To ensure GSSWT’s compliance with IRS regulations

2. To provide transparency to all troop and Community members regarding 
recent income and expenses



If your troop or Community has a bank account at 
any time during the reporting period, you are 
required to submit a finance report, whether or not 
there was activity on the account.

These reports will remain on file at the Sally Cheever 
Girl Scout Leadership Center for five years after 
submission to GSSWT.

Money Managers must ensure that Finance 
Reports are available for review to troops, 
Communities, GSSWT staff members, and 
girls’ caregivers upon request.



Finance Reports 
– When?

Finance Reports are due twice a year:

December 15 report details 
the period of

June 1 through November 30

June 15 report details
the period of

December 1 through May 31

The reporting period ends on the last day of the last 
bank statement in the period (Nov 30 or May 31)

Do not report partial months.

December 15 and June 15
If the due date does not fall on a normal workday, report is due the next business day.



Finance Reports 
– How?

You will need to have access to Microsoft® Excel
to complete the Finance Report.

You can download the Finance Report
Spreadsheet from the GSSWT Finance
Linktree. Scan this code to access:

If you have not used Excel before, and would like a brief tutorial,
please send an email request to

customercare@girlscouts-swtx.org, attention: Finance

For your convenience, computers with this application are available for your use 
at the Sally Cheever Girl Scout Leadership Center.

The workbook is updated periodically, to stay current
with changing requirements and procedures.

Be sure to download the most recent version of the workbook
each time you prepare a report.

https://linktr.ee/gsswt_finance
mailto:customercare@girlscouts-swtx.org
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All Finance Report submissions need four things:

1. The completed, printed and signed Finance Report Cover Sheet(s)

2. The Finance Report Excel workbook “Income” and “Expenses” tabs
 (If emailing, you can send the entire saved workbook.)

3. Copies of bank statements from each month of the reporting period

4.  Copies of all receipts for the reporting period
              If mailing or hand-delivering, do not send original receipts

Printouts of bank transactions are not accepted.
Please send a copy of the actual bank statement.
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There are three sections (tabs)
to your Excel workbook:

The following pages will describe the function of each tab: 

1 32
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1. “Income” Tab:

This tab is to record the deposits into your troop or Community account.

All Community/troop income must be deposited into the Community/troop bank account. Your income sheet should 
show only the deposits made into your bank account during the reporting period.

If the money was not deposited into your account during the reporting period, it should not appear on your income sheet.

1. Click on the “Income” tab and begin by entering your troop number and/or Community name on 
the first row in the green shaded cells. When you enter the troop number and Community name 
here, they will automatically carry over to the Expenses and Finance Report Cover Sheet tabs. If the 
report is for a Community, and there is no troop number, fill in only the Community name:
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“Income” Tab:

2. Next, enter the beginning bank balance from the first bank statement for 
the reporting period in Row 3, Column B (green cell). Date should be either 
June 1 or December 1.

Make a separate entry for each item, as it appears on your statement.

3.  Using your bank statements, fill in the rest of this sheet by entering the date and amount 
deposited under the proper category in each row.

➢ If this is a new account, the beginning date will be the date 
account was opened, and beginning balance will be zero.

You may insert additional rows, if necessary (see page 16). If adding rows, do not insert new rows 
near the top or near the bottom of the sheet, as this may interfere with the calculation formulas.
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“Income” Tab:

5. After entering all income, scroll to the bottom of the “Income” 
sheet. 

4.  Product Program: There are separate columns for 
money received from the girls’ sales and money received 
from council as proceeds.

If the money was deposited into your account by council as proceeds from Product Program, enter it in the “Fall 
Product Proceeds received from GSSWT” or the “Cookie Program Proceeds received from GSSWT” column. 
(See chart on next page)

If the money was turned in from sales, enter it in the “Fall Product Deposits” or 
“Cookie Program Deposits” column, depending on which program you are reporting.

At the bottom, following the activity input rows, enter the
 ending bank balance from the last bank statement of the reporting period.

Finally, enter the amount of "undeposited cash" in the appropriate cell. 
Undeposited cash should not exceed $25.00.
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Money Deposited because:
Fall Product 
DEPOSITS

Fall Product 
Proceeds 

Received from 
GSSWT

Cookie 
Program 

DEPOSITS

Cookie Program 
proceeds received 

from GSSWT

Girls turn in money for Fall Product they have sold

Council deposits Fall Product proceeds via ACH

Troop deposits cookie booth money

Square transactions deposited for cookies

Girls turn in cookie money collected

Council deposits cookie proceeds via ACH
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“Income” Tab:

1

2

3 4

Here is an example of how your 
“Income” page should look:

1. Troop number and Community

2. Beginning bank balance

3. Transaction dates and amounts

4. Product Program income

5. Ending bank balance and cash on hand

5
*report cookie booth 

change separately, to keep 
a clear audit trail

*



13

2. “Expenses” Tab:

The troop number and Community name in the first row will automatically carry over from your entry on the Income Tab:

The “Expenses” tab records the payments from your Community/troop bank account.

Your expense sheet should reflect only the money paid out of your bank account during the reporting period.

If the money was not paid from your account during the reporting period, it should not appear on your expense sheet.

Remember that cash withdrawals and electronic transfers (except those initiated by GSSWT) 
are not permitted from Community/troop accounts.
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“Expenses” Tab:

1. Click on the “Expenses” tab. Using your bank statements, enter all expenses for the Community/troop during 
the reporting period, as they appear on your bank statement, by entering the date and amount paid under the 
proper category in each row. 

Enter fee HERE on the “Expenses” tab Fee needs to appear in this section of the

Cover Page to be flagged for reimbursement.

2.  Make a separate entry for each item. You may insert rows if necessary (see page 16).

3. If your bank has charged a “Cash Deposit Fee” or “Cash Processing Fee” for your product program deposits (shown 
as “Consolidated Broadway Services” on Broadway accounts), be sure to enter this fee in the correct column, so 
that it will display correctly on the cover sheet. The fee must appear in the correct section of the cover sheet to be 
flagged for reimbursement:
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“Expenses” Tab:

1

3

Here is an example of how your 
“Expenses” page should look:

1. Transaction dates

3. Cash deposit fees

2. Transaction amounts

2
*

*report cookie booth change 
separately, to keep a clear 
audit trail
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Inserting or Deleting Rows

1
To add or delete rows on

the “Income” and the “Expenses” sheets:

1. In the left margin, right-click to highlight the 
row below where you want to insert, or on the 
row you want to delete

2. From the pop-up menu, select “Insert” or “Delete”

NOTE: Do not insert or delete rows near the top or 
near the bottom of the sheet, as this may interfere 

with the auto-calculation

2



3. “Finance Report Cover Sheet” Tab:
All account signers must verify the report and hand-sign the Finance Report Cover Sheet.

Electronic signatures are not accepted.

The dollar amounts on the Finance Report Cover Sheet tab are carried over from 
the information you provide on the Income and Expenses tabs of this workbook.

The following sections (shaded green on the form) require user entry:

Section 1:  Enter the beginning and ending dates for the reporting period:

June Report:  December 1 – May 31   December Report:  June 1 – November 30

Section 2 :  Enter the name of the volunteer preparing the report. Troop and 
                    Community are auto-filled from the Income Tab.

Section 3:  Enter the troop program level (D/B/J/C/S/A), and number of registered
                    girls. If the report is for a Community, leave this section blank.

Sections 5 & 6 Description Boxes: If applicable, enter descriptions for:

➢Other Money Earning Projects

➢Other Income ➢Other Expenses

➢Bank Charges (other than Cash Deposit Fees)

NOTE:  Sections 8a and 8b must match. If not, go back and review report for errors.

Section 9:  Bank and signer Information - Enter bank name and account number.

Type in the names of authorized account signers. DO NOT SIGN THIS SECTION.

Section 10:  Describe future intentions for money over $100 left in account.

COMPLETE SECTION 10 FOR THE JUNE REPORT ONLY
DO NOT COMPLETE SECTION 10 FOR THE DECEMBER REPORT

If the troop/group is saving funds for future travel, the troop/group 
must have an Activity and Trip Form on file with council.

https://gsswtx.wufoo.com/forms/x1dnj8in19gwxwv/


1. Save the report to your computer, or to an external drive, by selecting the “Save As” function, then selecting a folder and 

giving the file a new name.
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Almost Done!

2. Print the Finance Report Cover Sheet tab.

3.  All account signers should sign in the spaces provided on the cover sheet to confirm they have reviewed and approved the report.

➢ Signature must be by hand. Electronic signatures will not be accepted.

➢ For convenience, each signer may sign their separate cover sheet.

➢ If more than two signers, print a second cover sheet.

4. The report must include complete BANK STATEMENTS (including copies of paid checks, if available). Printouts of 

bank transactions are not accepted.

5. Receipts must be complete and legible; and show:

➢ Date of purchase
➢ Total amount

➢ All items purchased
➢ Payment type

6. If receipt corresponds with a check, write the check number on the receipt.

Please copy no more than two receipts per page.

For Hobby Lobby receipts, you may need to copy

both front and back to include the date.



Finance Reports 
– Where?

Method: Send Where? Remember To: NOTE:

Email
(preferred 
method)

customercare@girlscouts-swtx.org

• Include troop number in subject line
• Attach the following:
➢ Entire saved Excel workbook
➢ Scanned hand-signed cover page(s)
➢ All bank statements from reporting 

period
➢ Receipts for all expenses

• Record the case number you will 
     receive from GSSWT

Make sure all copies are legible

• Depending on the size of your 
attachments, you may need to 
send multiple emails

• If sending for more than one 
troop or Community, send a 
separate email for each report

• All attachments must be in PDF, 
JPG, or XLS format

• DO NOT SEND SECURED 
LINKS

Fax 210-349-2666

Send:
➢ All Excel workbook pages
➢ Hand-signed cover page(s)
➢ All bank statements from reporting 

period
➢ Receipts for all expenses

Make sure all copies are legible

If sending for more than one troop or 
Community, send a separate fax for 
each report.

Mail

GSSWT
ATTN: Finance
811 N Coker Loop
San Antonio TX 78216

Include:
➢ All Excel workbook pages
➢ Hand-signed cover page(s)
➢ Copies of all bank statements from 

reporting period
➢ Copies of receipts for all expenses

Keep a copy for your records

Make sure all copies are legible

• Submit ONE COPY only
• Do not send original receipts

Drop Box

After-hours drop box located 
outside of Resource Center at 
Sally Cheever Girl Scout 
Leadership Center

Hand 
Delivery

GSSWT Front Desk

• Submit ONE COPY only
• Do not send original receipts
• Please sign the delivery log as 

proof of delivery

mailto:customercare@girlscouts-swtx.org
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Congratulations!

You can find additional information on 

Money Management in the

Managing Troop/Group Finances Manual

You have completed your finance report!

https://linktr.ee/gsswt_finance
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