




Girl Scouts of Eastern Iowa & Western Illinois 

Camp Reservation 
Procedures  

 
Any staff person receiving a troop/group camping reservation request should refer caller to the Site 
Manager of the particular camp (contact information listed below).  Requests can be confirmed only by the 
Site Manager of the intended camp. 
 

Reservations can be taken in advance no more than: 
 12 months for Girl Scout Council Sponsored Events 
 9 months for Girl Scout Groups 
 5 months for Non-Girl Scout Renters 

 
1) After the Troup/Group Leader has made the request to the Site Manager.  The Site Manager will check 

the availability of the facility being requested.  If available, they will contact the Troop/Group Leader and 
complete the “Camp Reservation Request” form. If the facility is unavailable, the Site Manager will 
contact the requester by phone and attempt to satisfy their need with alternative facilities or dates. 

 
2) The Site Manager will then send the original “Camp Reservation Request” form, along with a “Camp 

Usage Guidelines”, “Camp Maps” and the proper “Camp Rental Form Application/Agreement” to the 
requester.  Confirmation of reservation and statement of fees due are included. 

 
3) The Site Manager will immediately send a copy of the approved “Camp Reservation Request” form to 

the GSEIWI registrar and GSEIWI staff that requested the use of camp. 
 
4)  The Site Manager will post the reservation at G/Property/Camp Reservation Sheet.xls under the specific 

camp.  
 
5) Upon receipt by the registrar, the “Camp Reservation Request” form is date stamped and placed in the 

“Camp Reservation” folder. 
 
6) Registrar is responsible for monitoring all financial aspects of the reservation process, including 

contacting delinquent renters for unpaid balances, and will also promptly notify the Site Manager of 
cancellations. Also for collection of a “Certificate of Insurance” for all non-Girl Scout groups or home 
owners insurance policy number and company for families using camps. 

 
7) Upon arrival at camp the Site Manager will supply the renter a “Checklist” that asks the renter for their 

attendance records, informs them of their clean-up duties and requests their signature that affirms all 
such duties have been satisfactorily completed.  This checklist must be left at the rental site. 

 
8) After the renter has left the property the Site Manager will inspect the facilities.  The Site Manager will 

sign the completed “Property Checklist” and return it to the Registrar.  A signed “Property Checklist” is 
the indication to the Registrar that all deposits can be returned to the renter. 

 
9) Registrar will issue a “Payment Order” for the amount of the deposit to be returned.  At the end of each 

month, registrar will also inform the finance department of any council transfers for GSEIWI events held 
at camp. 

 
10) The “Accounts Payable” department will send this check to renter. 
 
 
 
 
CAMP CONESTOGA                         
Mahlon Sibert – Site Mgr. 
4415 295th Street 
New Liberty, IA  52765 
563-320-6937 
 

 
CAMP LITTLE CLOUD 
Mike Capek – Site Mgr. 
21700 Girl Scout Road 
Epworth, IA  52045 
563-542-7740 
 

 
CAMP L-KEE-TA 
Chester Scott – Site Mgr. 
7501 200th Avenue 
Danville, IA  52623 
319-392-4505 
 

 
CAMP TAHIGWA 
Gene Averhoff – Site Mgr. 
321 Tahigwa Drive 
Dorchester, IA  52140 
563-546-7755 
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