Use the BC Standard receipt form any time a cash payment is received by the unit.
Generally speaking, amounts under $5.00 do not require a receipt – for example, CWFF donations.  If you are charging an activity fee of $5 or less, please think twice about whether the unit can afford to make this free for the families.  

Receipts are not required for group cookie sales or door-to-door cookie sales.  However, if a girl sells cookies door-to-door on her own time and brings a baggie of cash to the unit, then a receipt should be issued.
The receipt should always say on it somewhere that the payment was in cash.

Keep copies of all receipts with the unit’s financial records.
EXAMPLE:  Receipt for Spring Camp fees of $80 paid in cash, and 2 cases of classic cookies paid in cash
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	Girl Guides of Canada

107 – 252 Esplanade West

North Vancouver, BC  V7M 0E9
	Name of Unit or District or Area:
	RECEIPT NO.

	
	
	Your Full Unit Name, 
e.g. “1st Vancouver Brownies”
	2018-01

	Received from:
	name of parent
	DATE:  Date of receipt

	DESCRIPTION
	

	GIRL GUIDES OF CANADA-GUIDES DU CANADA PROGRAM REGISTRATION
	

	Annual program registration fee
	
	

	Additional program activity / event fee
	
	

	Identify the Camp or Event for which fees were paid, e.g. “Spring Camp”
	$80.00
	

	Other:  (non-camp or activity) e.g. Mint cookies, Classic cookies
	$120.00 
	

	Total  Paid
	$200.00 CASH

	GST # 11893 8554 RT 0035
GST Amount
	(included on activity fees,
 n/a for cookies)

	

	Participant’s full name  
	Girl’s full name, first & last
	

	Authorized Signature:
	Unit Treasurer



Each receipt should have a distinct number, if not pre-printed on the form





The receipt given to the parent must be signed. Do not sign a receipt for a cash payment you or your daughter are making!








