
G i r l  S c o u t s  o f  E a s t e r n  P A  

O l d e r  G i r l  T r a v e l  P l a n  P r o c e s s  

G E T T I N G  S T A R T E D  

In order to complete and submit the OGTP request form, you must create a username and 
password. When you apply for the first time, you will be prompted to create one. 

 

S E C T IO N  1  –  G E N E R A L  I N F O R M A T I O N  

The first section is where you will enter the contact information of the adult who is 
requesting credits on behalf of her girl(s). This could be a troop leader requesting credits 
for girls in her troop for a troop trip, or a parent requesting credits for their daughter for a 
Destination or GSEP sponsored trip. 

 



S E C T IO N  2  –  O G T P  C R E D I T  R E Q U E S T  

This section is where you will enter the name of the girl(s) and credit amount she/they 
earned. You will first select what type of trip your girl(s) is/are taking - Troop Trip, GSUSA 
Destination, or GSEP Sponsored Trip. 

Depending on what trip you select, you will see questions based on that type of trip. For 
example, if you select Troop Trip, then indicate that you have 4 girls using OGTP credits, it 
will populate a field that asks you the names and credit amounts for 4 girls.  

 

S E C T IO N  3  –  R E Q U I R E D  D O C U M E N T S  

This section is where you will upload the invoices or other documents required to 
authorizes funds for the OGTP credit request. Depending on what type of trip you 
selected, this section will specify what documents are required for that type of trip. 

 

S E C T IO N  4  –  L E A D E R / P A R E N T  S T A T E M E N T  O F  C O M P L I A N C E  

In this section, you are acknowledging and agreeing to the rules of requesting OGTP 
credits. Your typed name will act as an electronic signature. 

 



S A V IN G  Y O U R  P R O G R E S S 

You do not have to complete the application in one sitting, and may log in multiple times to 
add to or change your applications. At the bottom of each page is a SAVE option, which will 
save your progress so far, so you can come back to it later. 

 

C O M P L E T I N G  R E Q U I R E D  F I E L D S  

All fields marked with a red asterisk* are required and must be completed in order to 
successfully submit your request. If any required fields are not completed, you will receive 
an error message and those fields will be highlighted in red. 

 

 

 

 

Error message at top of page 

Every required field that is 
not completed will be 
marked in red 

This signifies 
which sections 
have required 
fields that are 
not completed 



S U B M IT T IN G  Y O U R  O G T P  C R E D IT  R E Q U E S T 

When you have successfully completed and submitted the OGTP credit request form, you 
will see this confirmation page and will also receive a confirmation email that your request 
was successfully submitted. 

 

O G T P  C R E D I T  R E Q U E S T  T I M E L I N E  

Once you have successfully submitted your OGTP credit request, please allow 6-10 days 
for your request to be approved. If there are any issues/questions about your request that 
may delay the approval, you will be contacted during this time. 

You will receive a confirmation email once your request is approved and the check is on its 
way to the vendor. This process can take 3-5 weeks. 

Please keep this in mind as you are planning for your trip and be aware of any payment 
deadlines from your vendors. Submit your OGTP credit requests at least 6 weeks before 
your payment deadline to ensure payments are received on time. GSEP is not responsible 
for any incurred late fees. 

 

If you have any questions about Older Girl Travel Plan, please contact 
memberservices@gsep.org. 


