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Welco

Thank you for serving as your Troop’s Cookie
Manager for the 2020 Girl Scout Cookie Program.
The purpose of this reference guide is to provide
you with information, tools, and answers to most
of the questions about the Girl Scout Cookie
Program. When you have a question, simply look
at the topic under Where to Find it (page 2) and
you’ll find your answer. If you cannot find the
answer you seek in this guide, please contact
your Service Unit Cookie Manager (SUCM).

Check out ABC/Interbake on their website at
www.abcsmartcookies.com to find lots of FUN
and INNOVATIVE activities for everyone to use
throughout the Girl Scout Cookie Program.

For more resources check out
www.gssc-mm.org or www.girlscouts.org.

Chase Your Adventures! Girl Scouts’
adventurous spirits know no bounds. With the
help of the Girl Scout Cookie Program, girls can
earn the funds and learn the skills they need to
pursue all of the adventures that come their way.

This program isn’t possible without your support!

Volunteer Responsibilities

First things first! Make sure you:

- Are a registered Girl Scout adult volunteer

+ Have completed a criminal background check

- Honor and live by the Girl Scout Promise and Law
- Follow all policies and meet all deadlines

Y
<

ejlroop/CookielManagers

Here’s an overview of your
role and responsibilities:

Before the sale:

Complete training

Complete the Volunteer Product Program
Manager Agreement at www.gsscmmforms.
wufoo.com/forms/troop-product-
program-manager-agreement/

Identify an initial order delivery location
Schedule at least one troop meeting to inform
the girls and parents abut the financial literacy
lessons learned through the Cookie Program

During the sale:

Enter orders from girl order cards and

keep Smart Cookies up to date

Monitor online sales from ABC Smart Cookies
Coordinate booth sales

Arrange cookie pickups from the POD/Trucks
and briefly store cookies until girls pick them up
Collect money from those picking up cookies,
issue receipts and make frequent bank deposits

After the sale:
Fill out rewards order in Smart Cookies
Distribute girl rewards in a timely manner

I

Keep troop records
Celebrate with the dirls!

Z,
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Safety

Before your girls ever begin selling cookies, everyone should learn all about our safety guidelines.
Safety is one of the most important concepts that all adults must emphasize when talking
with the girls. All Girl Scouts may sell cookies, subject to the following guidelines.

e Girls participating in traditional cookie sales may
call and send email messages to alert friends
and family to product sales and accept customer
commitments via email or telephone. Girls who
are 13 or older may use social networking sites
to market products, but must follow council
and GSUSA gduidelines. Girls sending out product
emails or announcements online should sign with
their first names only, their troop/group humber
or name, and their council name. Personal emails
or street addresses of girls should never be used
for contacting or responding to customers.

¢ Girl Scout Daisies, Brownies, and Juniors must
be accompanied by an adult at all times. Girl
Scout Cadettes, Seniors, and Ambassadors
who participate in door-to-door sales must be
supervised by (but do not need to be directly
accompanied by) an adult. Girls of all grade
levels must always use the buddy system.

Girls should learn and practice these
personal safety protection guidelines:

o Sell door-to-door only during daylight hours

o Do not enter the home of a stranger
or approach customers in cars

o Do not carry large amounts of cash

A girl should not give out her telephone
number and/or address to strangers

o

All girls selling must be registered Girl
Scouts for the current membership year
before they participate in the Girl Scout
Cookie Program and have a sighed Parent
Permission slip. The slip must be turned in
before they can receive a Girl Order Card.

When interacting with the public, girls
should be identifiable as Girls Scouts
by wearing a membership pin, official
uniform, or other Girl Scout clothing.

Certain locations may be inappropriate for
young girls based on the standards of your

local community, may negatively impact the
Cookie Program experience for girls, and/

or may negatively impact our brand in your
community. For additional clarity, girls should
not sell in or in front of establishments that they
themselves cannot legally patronize. *From
Volunteer Essentials — Product Program

Please visit Girl Scout Safety
Activity Checkpoints - Cookie
and Product Sales for more
information on keeping

your girls safe during

the Cookie Program.
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Set Your Goals

The Girl Scout Cookie Program Begins January 10,

Drawstring Bag
100+ packages

i
7
F .

Camper Lantern and Travel Journals
700+ packages

Theme Patch
15+ packages

OR
= N
ADVENTURE

Standing Fox Plush or Admission to
Adventure Day at Camp Mary Elizabeth
525+ packages

f/ __.OR
|

Backpacking Tent or Sleeping Bag
and Pad Combo
2020+ packages

LR EF

GO-CCT T JRNEATOR, ‘A SRR LIADCT 0

OR

_1300)

Admission to GIRL 2020 in Orlando, FL
ora $300 Camp Certi Kcate
3000+ packages

Girl Scouts of South Carolina Mountains to Midlands

20. You may not take orders or sell cookies before this date.

Small Fox Plush
220+ packages

Hoodie
1075+ packages

Transportation and Lodging for GIRL
2020 in Orlando, FL or InKatable
Stand-Up Paddle Board

5000+ packages

gssc-mm.org
P. 800.849.GIRL(4475)

T-Shirt and Super Seller Patch
350+ packages

COOKIE
CEO

S

Cookie CEO Adventure Weekend at
Camp WaBak and Cookie CEO Pin
1500+ packages

( Troop Reward )

¥

Girl Scout Cookie
Program T-Shirt
250+ Initial Order Per Girl
Average Selling, every girl selling
in the troop will receive a Girl

Scout Cookie Program T-Shirt
\_ ? J

[
Cookie Booth Patch Cookie Share Patch
1+ packages sold at a booth sale 12+ Packages sold through
\ Cookie Share

Online Patch

12+ Packages sold via Direct Ship

DD

Achievement Bars
100-5000+ Packages (earned in
increments of 100 and not cumulative)

[tems may vary from images shown
MY GOAL

The GIRL SCOUTS® name and mark, and all other associated trademler and logotypes, including but not limited to the Trefoil Design, are owned by Girl Scouts of the USA. ABC Bakersfficial GSUSA licensee.
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Conducting a Family Meeting

Try A Sample Agenda

As the Troop Cookie Manager (TCM), you are responsible for informing the girls and parents in your troo
about the Girl Scout Cookie Program. Set your informational date and make it FUN! The more fun you
make it, the more motivated your girls (and families) will be. When thinking about what you would like
to cover during your cookie informational session, remember there may be parents who have never
participated in the Girl Scout Cookie Program and some who have participated for multiple years.

For more resources on troop training, go to www.abcsmartcookies.com,

girlscouts.org, or www.abcsmartcookieu.com

sample Parent/ Girl Agenda

Benefitslof participatinglinithelcookie/program!

- Five key skills that will serve girls for life — goal

setting, decision making, money management,
people skills, and business ethics

- Troop proceeds
+ Girl recognitions

troopland individual'sales’goals}

- Work with the troop leader to help girls

set a troop goal based on what they want
to accomplish with their proceeds

- Encourage girls to set their own goals

based on their troop goal

- Review Safety Activity Checkpoints and

talk about how girls can sell safely

Dates]

- Start and end dates

- What’s due when (how often money will be collected)
- When cookies will be available

- Initial orders and additional orders

IThe/Cookies!]

+ $4.00 per package for the eight (8) varieties

- Gluten Free cookies are available at $5.00

during the direct/booth sales only

- Girls can use Smart Cookies direct to take

orders directly from customers

- Remind parents they cannot return un-sold cookies

UsingDigitaliTools]

- Visit abcsmartcookies.com where girls can enter

their goals and register to do online marketing

[Cookie]Booths]

- Where, when, and how many cookie
booths you troop wants to do

- Being courteous and polite
- Booth sale etiquette
- Volunteers needed and their responsibilities

(Cookie

- All cookies must be signed for by a parent or guardian
« The parent/guardian signing for the cookies is

accepting financial responsibility for those cookies

« All money earned through the Girl Scout

Cookie Program is earned by the troop and
cannot be held in any girls’ name

- Cookie money is collected at the time of delivery

Proceduresiforfaccepting/checks]

- Checks and money orders should be
made payable to GSSC-MM

« The following is required: name, address, phone

number, and driver’s license number along with
expiration date and gender from the license. Write in
any missing information on the front of the check

- No counter checks or starter checks from newly

opened accounts should be accepted at any time

- Importance of parent/guardian support

- Don’t overcommit when placing an order for cookies
« Cookies for Soldiers - Girls selling 12 or

more packages of Cookie Share cookies will
earn the Cookies for Soldiers patch
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Smart Cookie Basics Online Cookie Tool

NEW! ABC Smart Cookies is the online cookie program management tool. ABCSmartCookies.com
makes ordering cookies and recognitions simple, quick and easy as 1-2-3! Online tutorial videos
can be found at abcsmartcookies.com.

Once you have completed training and filled out the online Volunteer Product Program Manager Agreement
you will receive log-in information for abcsmartcookies.com. You will be responsible for entering and
updating your contact information as well as your troop’s information, bank account, and routing numbers.

Smart Cookies Basics

1. Login

+ You will receive an email with your login information. If you haven’t received an email by January 8,
please contact your Service Unit Cookie Manager (SUCM)

2. Complete Your Volunteer Profile
Verify your email address is accurate and set your password

3. Confirm Participants
Prior to January 8, verify all girls for the troop in your MyGS account.
You can view all of the girls registered with your troop

«  Girls will continue to be updated throughout the sale

If girls are missing submit a request to add a girl by March 1 using the
contact us form on www.gssc-mm.org

4. Placing your Initial Order

+  Go to the Orders Tab - Click on Initial Order and input girls’ initial orders along with a booth order for
direct sales. REMINDER: GLUTEN FREE ARE NOT AVAILABLE FOR INITIAL ORDER!

5. Transfer cookies after Initial Order

Ensure all troop cookies are transferred to the girls through Troop to Girl, Girl to Girl, or Girl to Troop
(cookies must be transferred to match what was sold by the girl). Troop to Troop transfers must be
done by your SUCM - please receipt this transfer transaction with the troop receiving the cookies

6. Entering Financial Transactions
Ensure all money collected from girls is entered into Smart Cookies
Enter all bank deposits under the Finance Tab

7. Creating Recognitions Orders
Early recognitions (earned during the initial order taking between January 10-26) are created AFTER
you have entered in all the dirls’ cookie orders (if your troop opted out of recognitions, you will not
need to create Early Recognitions)
Main recognitions are created at the end of the Girl Scout Cookie Program AFTER all cookies have been
transferred to the girls. ALL TROOPS MUST CREATE A MAIN RECOGNITIONS ORDER

- If recognitions were created prior to transferring cookies to the girls, you will need to update the
recognitions and then SAVE!

>>>>>> Reports: check your math through Smart Cookies ensuring you have not over or under deposited
(this can be done by reviewing the Troop Balance Summary Report)
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The Initial Order is Due

Initial Order is due to your Service
Unit Cookie Manager by January
28 or as specified by SUCM

Collect all order cards from girls by January 27

«  Notify Service Unit Cookie Manager (SUCM) of your
choice of troop base proceeds plan via email no later
than January 28. Troop base proceeds plan cannot
be changed after initial order has been submitted
Enter your troop’s initial order and create early recognition
order (for troops to earn their 250+ PGA t-shirt early
recognition — earned only between January 10-26)
Contact information (Troop Cookie Manager and Primary
Troop Leader) is correct and bank account and routing
number has been entered into Smart Cookies

«  Fill out delivery station information (if 200 cases or more)
and turn-in to SUCM by January 28 or date set by SUCM
Turn in ALL Parent Permission Forms

Initial Order Delivery

Troops with an initial order under 200 cases will be combined
with another troop or delivered to a joint location

- Troops with an initial order of 200 cases or more will be delivered
to a location of their choice. Troops must provide complete
delivery station information (include the address and a brief
description of the delivery site as well as contact information,
email address and name of the person signing for the cookies)
to the Service Unit Cookie Manager by the initial order deadline
NO SPECIFIC DELIVERY DATES/TIMES WILL BE ACCEPTED

Delivery sites must have NO restrictions (time/date/location)

Initial Order is in - Now What?

Encourage your girls to continue taking orders!

- Determine how your troop is doing reaching your troop goal
Keep your Troop Goal Chart current as a visual aid to the girls

Plan cookie booths for your troop through the service
unit or council-managed businesses/retailers

Prepare to receive your cookies at your selected delivery station

«  Plan for help from parents and have sufficient
vehicle space to transport cookies safely
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Cookie Deliveries

The cookies are finally here! By this time your SUCM should have announced the date that the
cookies will be delivered to your area; OR if you are receiving an order of 200 or more cases,
you should have received notification via email from the Cookie Delivery Agent. Please respond
promptly to the Cookie Delivery Agent email notifying you of delivery date/time. If you are

not able to receive cookies on the date/time specified by the Cookie Delivery Agent, please
recruit a trusted friend/family member/neighbor to accept the cookies on your behalf.

All initial cookie orders must be picked up/received on delivery day.

All cookies delivered/picked up and signed for are your troop’s responsibility.
Cookies cannot be returned.

Do not accept or sign for any damaged cases of cookies. The delivery agent is
responsible for replacing damaged cases if you call it to their attention.

Count and recount your order before signing for the cookies (you are
responsible for all cookies listed on any receipt you sign).

If you have a combined troop delivery:
o All troops are responsible for that delivery count;
o All troop representatives must sign-off on the delivery ticket, if possible;
o Disperse cookies out to each troop to ensure total and individual count is correct
o Receive individual receipts prior to departing the delivery site

Once girls have received their cookies, they may begin delivering the cookies to customers.

Extra cookies may not be picked up at Pods/Trucks until Thursday, February 20.

Compact Auto 35
Standard Auto 50 Not sure what will it in your car? Use the following
Sport Utility 50 -85 chart as e}guide when planning for cookie pick-
up on delivery day. The approximate amounts
Standard Station Wagon 85 are figured with the vehicle empty and using
Standard Pickup Truck 100 all space except the driver’s seat. COUNT YOUR
ORDER BEFORE YOU LEAVE. If you get home and
Mini Van 150 realize you are short, your Service Unit Cookie
Standard Van 200 Manager will have no ch0|ce‘but to go by the
count agreed upon at your pick-up time.
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Planned Orders & Home Delivery

Planned Orders are required when picking up cookies at the Pods/Trucks
(except Saturdays - variety based on availability)

What is a Planned Order?

A planned order allows troops to pick-up orders at a pre-designated day and time at a specific
Pod/Truck location. Planned orders are guaranteed available with the stipulation that
delivery trucks are able to re-stock the pods/trucks. Please keep in mind that weather
from all over the state AND country can affect delivery time. Troops that DO NOT place a
planned order must wait until Saturday to pick up cookies. There are no guarantees on cookies
available at the truck on Saturday. Saturday availability is first come, first served.

Troops are not financially responsible for planned orders until they have been picked up and
receipted. Planned orders that are not picked up will not be available on subsequent days.

Planned orders must be entered into Smart Cookies by the designated date/time in order to guarantee
availability of cookie varieties at the Pods/Trucks. Planned orders that are not picked up will
be returned to inventory.

All Pods/Trucks will not be open for all planned order dates. Please note, Pods in outlying areas will
close before trucks close. Please check ABC Smart Cookies for available Pod Planned Orders.

There are four (4) Planned Order dates.
Planned Orders must be entered by 11:00 pm on the dates below

Monday, February 17
Pickup: Thursday, February 20 OR Friday, February 21

Sunday, February 23
Pickup: Wednesday, February 26 OR Friday, February 28

Sunday, March 1
Pickup: Wednesday, March 4 OR Friday, March 6

Sunday, March 8

Pickup: Wednesday, March 11 OR Friday, March 13
(Last chance for a Planned Order)

Planned Orders are NOT required for a Saturday pick-up.

Review all planned orders picked up from Pod/Trucks. After you pick up your planned
order you will be able to view it on the Manage Order tab in ABC Smart Cookies and
a transfer will be entered within 24 hours after you’ve picked up your order.

HOME DELIVERY FOR 200+ CASES:

Beginning February 23, orders for 200+ cases may be placed for a home
delivery. Please visit www.gssc-mm.org under Cookies>resources for

the home delivery cookie order form. Orders must be placed on or before
11:00 pm on a Sunday of the week you are requesting the home delivery.
Please note: gluten-free cookies are not available for a home delivery.
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POD/Truck Locations and Hours

Cookie Pick-up Authorization Card

Cookie Authorization Cards are used as an identifier when a troop representative is picking up
cookies at the Pods/Trucks. Two Cookie Authorization Cards are provided in each troop’s materials.
You, the Troop Cookie Manager, must fill out one Cookie Authorization Card for yourself as well

as one card for a designated volunteer (Troop Leader or other registered, designated adult).

The Cookie Authorization Card (and photo ID) must be presented at all times when picking up cookies
at the Pods/Trucks. Cookies will not be given out to anyone without this proper documentation.
Authorization Card must be filled out completely and accompanied by a photo ID.

Trucks PODS

Pods are run by a volunteer just like you.
Please be courteous and respect their
Wednesday | 8:00 am - 5:00 pm hours as they are BY APPOINTMENT ONLY
Friday | 8:00 am - 5:00 pm (DO.NOTJust show upata Pod without
having made an appointment). Please
Saturday | 8:00 am - 12:00 pm contact your SUCM to find your nearest
Pod location or look on ABC Smart Cookies.

Day | Time

Cookies pick-ups may be delayed while the truck is being re-stocked. Please be patient while the
cookies are unloaded and inventoried. COOKIES WILL NOT BE DISPERSED WHILE THE TRUCK IS BEING
LOADED OR COUNTED.

Truck Locations:

1107 Williams St 330 Scout Dr 5 Independence Pointe, Suite 120
Columbia, SC 29201 Spartanburg, SC 29301 Greenville, SC 29615
Side Lot Parking Lot Bottom of Parking Lot
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Cookie Booths

A cookie booth is set up by a Girl Scout troop to sell Girl Scout cookies directly to customers
who were not solicited during door-to-door sales. Booth sales begin February 21.

Cookie Booth Sites BI-LO, Lowe’s Home Improvement, Sam’s Club, and Walmart/Walmart
Neighborhood Market will be arranged and managed at the council level to ensure fair and
consistent procedures/guidelines are given to all troops throughout the council’s 22-county
jurisdiction. Troops and Service Unit Booth Sale Coordinators are not to contact
these businesses unless requested by council staff. Some business may not be on
the list at the opening of the lottery but will be added as confirmation is received.

Occasionally, businesses will cancel even after confirming. You will be notified by the product sales
department if a business cancels a council managed booth. If you have scheduled a council managed cookie
booth that is cancelled, your Service Unit Cookie Manager can help you to find another booth opportunity.

If you have a public place where you would like to set up a cookie booth, contact your SUCM

to assist you. DO NOT solicit a booth on your own. The SUCM will solicit the booth to ensure
that businesses/retailers are not inundated with requests. This will also ensure that no troop
holds a monopoly on a location for the entire sale and that booths are geographically dispersed.
Neither parents nor troops may set up booths without going through the SUCM.

Please remember that you are setting an example, not only for your troop but for
Girl Scouts as an organization. For more information on booth sales, go to www.
abcsmartcookies.com, www.gssc-mm.org under Cookies, or www.girlscouts.org.

- Have each parent sign a parent
permission slip for their girls

- Have a complete Health History Form for all girls
- Take a card table and chairs (for adults only).
Keep booth times age appropriate
- Take a money box and change (about
$100 in change consisting of: $50-
ones; $20- fives; $30- tens)
« Take enough cookies to sell
Count packages and money BEFORE and AFTER the

cookie booth begins/ends and enter information
on a booth tally sheet and place the tally sheet in
the cash box (a sample Booth Tally Sheet can be
found under Resources at www.gssc-mm.org).
Keep track of girls who worked the cookie booth

- During the booth, write down any packages that
are opened for samples on back of tally sheet

Cookic Booth Preparation:

 REMEMBER to keep money/money

box out of sight at all times

How to have a successful Cookie Booth:
- Take an adequate supply of the best sellers

(this is a recommendation only): at least 2-3
cases each of Thin Mints, Caramel delites,
Peanut Butter Patties and Lemonades, 1-2
cases each of the other varieties (a typical
three-hour booth sells between 12-14 cases)

- Make an attractive table display

to invite customer interest

Prepare a troop goal poster and display it at your
booth. Customers love to help girls reach their
goals! Update the poster as packages are sold
DO NOT accept large bills — if so, use a
counterfeit pen. Your troop will be responsible
for any counterfeit bills collected.

2020 GIRL SCOUT COOKIE PROGRAM REFERENCE GUIDE



Cookie Booth Tips to share with Girls and Parents

»

»
»

»

»

»

»

»

If you are the first troop at a booth sale site, always check in with the store manager before setting up
your cookie booth to let them know you are there and to verify that you are setting up in the right place.

Do not ask the place of business for change.

Make eye contact with the customer and ask, “Would you like to purchase Girl Scout cookies?”
Be prepared to share your troop goal and how proceeds will be used.

Always thank the customer, whether or not a purchase is made.
Ask customers on their way out of the place of business. Never badger customers.

If one variety is not selling as well as the others, open a package, break the cookies into bite-size
pieces and let customers take a small sample. This may spark interest among customers and increase
your sales (your troop will be responsible for paying for the package that was opened to taste).

It is a good idea for troops to purchase a counterfeit detection pen and to teach dirls the skill of checking for
counterfeit bills (DO NOT ACCEPT $50 or $100 bills).

Secure your money to prevent loss and/or theft. Have the Emergency Procedures card on hand. You can get this
from your Troop Leader.

Cookie Booth Basics

»

Booth Sales shifts are different lengths of time. Please remember that your shift begins at the allotted time and
ends at the allotted time. Please plan to pack up your booth 10-15 minutes before your shift is complete so
that you are done when your shift is complete

Have at least two adults on site at all times. NO ADULT-ONLY BOOTHS.
Adults should be attentive to the girls at all times. Keep electronic devices out of sight
Have at least two girls (buddy system) at each booth at all times and no more than four girls

Girls should do the selling and handling the money (age-appropriate skill builder). Adults should supervise
younger girls

If it is raining or very hot, set up a canopy. Do not set up inside the store unless you have permission from the store
manager. Dress for the weather and bring appropriate items (space heaters, hand warmers)

Do not keep your car at the booth site - it should be moved immediately after unloading/loading
Checks must be made payable to GSSC-MM
Credit Cards are accepted

Girls should never play at the booth, run into the parking lot either to ask customer
to purchase cookies or to play

Girls should be identifiable as Girl Scouts by wearing a membership pin, official uniform, s \o
tunic, sash or vest, or other Girl Scout clothing

Keep cookies out of the sun and/or rain J'?;’) é

CLEAN UP BEFORE YOU LEAVE and take your trash and empty cases with you.
Remember, a Girl Scout always leaves the place cleaner than she found it!

Your troop is financially responsible for all cookies signed out to the troop. If
you have problems selling the cookies, please contact your Service Unit Cookie
Manager immediately. Do not wait until the end of the sale to inform your SUCM.

Not Allowed: Pets, tagalongs (younger/older siblings); adults or girls smoking
or vaping; or other food or chewing gum
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Contests & Promotions

Gold Star Booth Challenge

Secret shoppers visit cookie
booths around the council!

Do you have a Gold Star Booth? Mystery
shoppers will select booths at random to visit.

Booths will be reviewed and winners will be
selected based on the following criteria:

« Product knowledge
+ Proper handling of money

+ Adult-girl ratio

« Promotion of Cookies for Soldiers
+ Girl Scouts are in uniform

« Troop number visible

- Price per box of cookies displayed
+ All booth rules followed

Display of troop goals

Girl Scout Cookie Walkabout

It’s a fact—customers like to order from home.
This year, plan a Girl Scout Cookie Walkabout
with your troop! Girls form teams to sell door-
to-door in an assigned area. Afterward, consider
gathering for a celebration. Think about awarding
prizes in fun categories like “most cookies

sold” and “most decorated cookie cart!”

Walkabout safety rules:

+ Always wear your Girl Scout uniform or
Girl Scout clothing with membership
pin to identify yourself as a Girl Scout

+ Adults must accompany Girl Scout Daisies,
Brownies, and Juniors when taking orders,
selling or delivering product. Girls in grades
6-12 must be supervised by an adult when
selling door-to-door and must never sell alone

- Do not enter a customer’s home or vehicle
+ Sell only in daylight hours
- REMEMBER, Walkabouts are mobile, so no

tables, tents, or chairs. Don’t hold your
Walkabout near an active Girl Scout Cookie Booth

Girls who participate in the Girl Scout Cookie
Walkabout can purchase the official Walkabout
Patch from their local Girlz Gear store.

Girl Scouts of the USA’s Cookie Pro 2020 Contest is
an exciting opportunity to highlight the amazing
skills and experiences that girls gain through
participating in the Girl Scout Cookie Program.
Join us in celebrating the cookie entrepreneur
skills of Girl Scouts nationwide—unlock an
awesome, limited-edition Cookie Pro 2020 patch.
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girl scouts
cookie program

cookie PR&

2020 CONTEST

e cookie business smarts
an epic trip to Orlando!

Unleash your uniqu
fora chance to WIN

Enter the 2020 Cookie Pro contest today! Twenty-four lucky
winners will go on an epic trip to exciting Orlando,
Florida, for full VIP access to G.I.R.L. 2020—
the largest event for girls in the world—as part of your...

ENTREPRENEUR

Enjoy admission to all conference activities and experiences,
breakfast with Girl Scouts of the USA’s CEOQ, backstage
passes to celebrity speakers, and more!

24 winners nationwide! f )

Learn more and enter:

girlscouts.org/cookiepro
Entries accepted February 1to March 31, 2020

The GIRL SCOUTS® name, mark, and all associated trademarks and logotypes, including the Trefoil Design, and Cookie Pro™ are owned by Girl Scouts of the USA.
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Girl Scout

Cookie Program Marketing

The Girl Scout Cookie Program is the world’s
largest girl-run business and is a well known
program. When promoting your troop’s Cookie
Program keep these things in mind.

Girl Scouts of the USA owns the trademark

for Girl Scouts, Girl Scout Cookies, Trefoil, Girl
Scout Cookie Sale and the names of all cookies.
Like all trademark protected words and marks,
GSUSA is legally obligated to protect and
restrict their use in order to safeguard them.

Troops cannot confer the rights to these words and
marks to outside business or
groups to use to promote
their products. Items
that you may have seen
but are not allowed to be
organized at the troop level
include but are not limited to:

® Girl Scout themed
bakery items

® Girl Scout Cookie and
beer/wine pairings

If a business wishes to use
the Girl Scout Brand, please
refer them to Girl Scouts of
South Carolina - Mountains

to Midlands’ office for

more information.

|

Internet based Marketing

Girls are only to use the internet to market the Girl
Scout Cookie Program and Fall Product Program to
friends and family (for clarity, “friends and family”
are people the girl or her family personally know).

o The Girl Scout Cookie Program is a girl-led
program and online marketing and sales efforts
should always be led by a girl while also being
supervised by her parents or caretakers

« Friends and family of a girl participating in
the Girl Scout Cookie Program must not
market or share a girl’s contact information,
sales links, or sales information on public-
facing online sites. They also should not share
their sales link with any news outlets (this
includes online and traditional news media,
such as radio, television, or magazines)

 For safety purposes and other reasons, online
marketing activities, especially those conducted
through social media platforms, should always
be done through accounts set to “private”

 Posting on public facing sites (buy/sell/trade
pages, neighboorhood pages, community
groups, etc.) can result in action by the council

)

- NS
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The!5/Skills

Everything girls do in Girl Scouting is designed to

\ help them grow into leaders of courage, confidence,
| g / and character. The 5 Skills girls learn through
"\ the Girl Scout Cookie Program are an important
\ﬂ\ ingredient in the Girl Scout Leadership Experience.

; T \_ To learn more about the Girl Scout Leadership
S Experience and Girl Scouts Financial Empowerment
i Program visit www.girlscouts.org/gsle. You may also

) download the Financial Empowerment booklet at
) www.girlscouts.org/program/gs_cookies.

Here are a few examples of how participating
in the cookie program teaches Girl
/ Scouts skills that will help them grow
k 5 into leaders in their own lives, leaders in
/ business, and leaders in the world:

1. Goal Setting: Girls set cookie sales goals
and, with their team, create a plan to reach
them. This matters because girls need
to know how to set and reach goals to
succeed in school, on the job, and in life.

2. Decision Making: Girls decide where and
when to sell cookies, how to market their
sale, and what to do with their earnings.

This matters because girls must make many
decisions, big and small, in their lives. Learning
this skill helps them make good ones.

3. Money Management: Girls develop a budget,
take cookie orders, and handle customers’
money. This matters because girls need to know
how to handle money—from their lunch money
to their allowance to (someday) their paycheck.

4. People Skills: Girls learn how to talk (and
listen!) to their customers, as well as learning
how to work as a team with other girls. This
matters because it helps them do better in
school (on group projects, on sports teams,
and on the playground) and, later, at work.
Business Ethics: Girls act honestly and
responsibly during every step of the cookie
sale. This matters because employers want
to hire ethical employees—and the world
needs ethical leaders in every field.

o
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2020 Cookie Program Dates

By January 10 All girls and parents trained in Girl Scout Cookie Program
procedures and program components by the Troop Cookie Manager

January 10 Girl Scout Cookie Program begins

January 26 Initial order period of Girl Scout Cookie Program
ends - GIRLS CONTINUE TO TAKE ORDERS

January 27 Girl orders due to Troop Cookie Manager

January 28 Initial order, Early Recognition order, Troop Base Proceeds,
Delivery Station information, Parent Permission Slips, Troop
Banking Information entered into ABC Smart Cookies by TCM

January 27 (noon) - January 28 (11:00 am) Round 1 of council managed booth selections

January 28 (noon) - February 29 (11:00 am) Round 2 of council managed booth selection

January 29 (noon) - January 30 (11:00 am) Round 3 of council managed booth selections

January 30 (noon) - January 31 (11:00 am) Round 4 of council managed booth selections

February 1 - March 15 Council managed booths open first come, first served

February 13-19 Cookie delivery to Troops and SU

February 17 (11:00PM) First Planned order due in ABC Smart Cookies

February 21 - March 15 Direct/Cookie Booth Sales

February 23 (11:00 PM) Second Planned Order due in ABC Smart Cookies

February 28 - March 1 National Girl Scout Cookie Weekend

March 1 (11:00PM) Third Planned Order due in ABC Smart Cookies

March 2 40% OR MORE of troop’s initial order (amount due to council)
has been deposited in council’s account at First Citizens

March 8 (11:00PM) Fourth Planned Order due in ABC Smart Cookies

March 12 Girl Scout Birthday!

March 15 Girl Scout Cookie Program Ends

March 17 Girl money due to Troop Cookie Manager

Main recognition order submitted in ABC Smart Cookies

March 23 Proceed levels locked in ABC Smart Cookies

March 27 (or prior date set by your SUCM) All money due to council deposited into council’s account at
First Citizens and all troop final paperwork due to SUCM
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Tips For Success

DECEMBER
Note ALL of your SUCM’s deadlines (as
their dates supersede council dates)

+ Plan and conduct girl/parent meetings

- Encourage girls to use ABC Smart Cookies to set
personal goals and to track and update troop/
individual girl goals/activity throughout the sale

- Enter troop information into Smart Cookies
(both Troop Cookie Manager and Primary Leader
information), along with troop bank account and
routing number (including all leading zeros)

- Set a troop Goal

+ Collect Parent Permission Slip from each girl
prior to handing out order cards. Make sure
there is a physical address versus a PO Box

+ Turn in voided troop check or bank authorization
letter showing troop’s bank account/routing
number (enter information into ABC Smart
Cookies) and Parent Permission Slips to SUCM

+ Begin selecting cookie booths (either through
the council or Service Unit managed booths)
« Collect order cards to prepare initial cookie
order; distribute additional order cards so
girls may continue to take orders
+ Inform SUCM of troop base proceeds
plan if the troop is a registered Girl Scout
Cadette, Senior, or Ambassador troop
- Enter initial cookie order into ABC Smart Cookies and
submit delivery information to SUCM (do not make
parents order full cases if they don’t need them)

- Create Early Recognition order (do this last)

FEBRUARV

Pick up and distribute cookies to girls (ensuring

separate receipts are given for all cookies signed out

and girl name is at the top of the receipt, even for

siblings). Do not combine sisters on the same receipt
+ Conduct booth sales

+ Collect and deposit cookie money as frequently and
as often as possible (ensuring separate receipts
are given for all money turned in or cookies handed
out and girl name is at the top of the receipt)

+ Enter receipt of money into ABC Smart Cookies
(each deposit must be entered separately).

Track how much each girl still owes by entering
individual transactions into ABC Smart Cookies

MARCH
- Deposit 40% or more of council profits of
troop’s initial order into council’s account at
First Citizens on or before March 2, (depositing
frequently and often will cause less confusion)

+ Check Troop Balance Summary against
Girl Cookie Totals Summary to ensure all
cookies have been credited to the girls

« DO NOT MAKE FINAL DEPOSIT until you have updated
and reviewed the Troop Balance Summary Report

- Create Main Recoghnition Order for troop (this is to be
done AFTER all cookies have been credited to girls)

- Update and review the Troop Balance Summary Report

Finalize sale using Checklist for Final Turn-In (page
30) and give to SUCM to sign-off (ensuring everything
has been completed correctly and on-time)

MAY

« Pick up rewards from SUCM and distribute to girls
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2020 Troop Proceeds

Troop Proceeds Structure

Girl Scout troops receive proceeds from the Girl Scout
Cookie Program to help cover the cost of Girl Scouting.
Troop proceeds are calculated on a Per Girl Average (PGA).
The more cookies your troop sells, the more money your
troop earns for each box sold.

Proceeds with Incentives

PGA Based (Per Girl Average Selling):

+ 1to 260 boxes PGA =$0.50 per box
« 261to 350 boxes PGA =$0.55 per box
- 351boxesand up PGA  =$0.65 per box

Proceeds Only Option (Available to Girl Scout Cadette,
Senior, and Ambassador troops, and multi-level troops who
have a majority of older girls in the troop)

PGA Based (Per Girl Average Selling):
+ 1to 260 boxes PGA =$0.55 per box
« 26110 350 boxes PGA =$0.60 per box
« 351boxesand up PGA  =$0.70 per box

If the troop chooses to opt out of receiving recognitions,
the Service Unit Cookie Manager must be informed of
this choice via email by January 28. This option must be
voted on by the girls in the older girl troop and if it is a
troop which contains more than one Girl Scout level, the
troop must declare their level according to the level of
the largest number of girls in their troop

+ Once the troop chooses which option they want, the
troop base proceeds plan cannot be changed. However,
ALL troops must create a main recognitions order in ABC
Smart Cookies to receive their patches.

Troop Cookie Manager Reward

As a special reward, IF the troop has a 10% package
increase in sales over the previous year or NEW troops who
meet the 261+ Per Girl Average Troop Cookie Managers will
be invited to attend a special Volunteers Only Cookie Event.
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TCMs

» Distribute money envelopes to the girls to assist with the collection of cookie money.

% Remind parents that they are financially responsible for all cookies signed for and
received by their daughter and that cookies cannot be returned to the troop.

% Collect money as frequently and as often as possible. If a girl requests more cookies and has not made
any payments for the initial order, do not give her any more cookies until payment has been made.

% Issue separate receipts for each payment made by parents (with the girl's name at the top of the receipt.
If you have sisters in the same troop - they must have separate receipts). Troop retains the white (top) copy
and parents are given the yellow (bottom) copy. DO NOT RECEIVE MONEY WITHOUT GIVING A RECEIPT.

% Deposit 40% or more of troop’s initial order money before or by March 2.
9 Check all girl and troop records carefully.

9 Use ABC Smart Cookies to keep track of money collected from each girl and to know
her balance (enter each financial transaction and cookies signed out separately).
- Take note of a girl not turning in money. Follow up with a telephone call to her parent/
guardian(s). Do not continue to issue cookies to the girl if money is not being turned it.
+ Remind girls to accept payment for Girl Scout cookies ONLY at the time of delivery to customers.
Girls should not accept payment before the cookies have been delivered.

Sample Initial Payment Calculation:  Depositing as frequently and as often
as possible will ensure the deposit

is correct. Transfers do not affect
the initial payment due from a troop.

Based on: So if your troop places an initial
$.50: 100 cases x 12 packages x 3.50 x 40% = $1680.00 order for 100 cases and transfers

$.55: 100 cases x 12 packages x 3.45 x 40% = $1656.00 10 cases to another troop, your troop
*Always do a higher percentage than 40% so you are would still be responsible for paying
not short on the deposit. 40% of 100 cases on

If a troop places an initial order for 100 cases:

Check Endorsement:

9 Checks and money orders should be made payable to Girl Scouts of South Carolina -
Mountains to Midlands (or GSSCMM or Girl Scouts).

9 If accepting a check, the following is required: name, address, phone number, and driver’s
license number along with expiration date and gender from the license*. Write in any missing
information on the front of the check.

9 No counter checks or starter checks from newly opened accounts should be accepted at any
time.

9 Your troop number should be written either on the front or back of the check before depositing
it into the council account.

*NOTE: This information will allow council to pursue any Non-Sufficient Fund checks
received by the troop.

2020 GIRL SCOUT COOKIE PROGRAM REFERENCE GUIDE




Money Matters

Accepting Credit Cards

Girls and Troops can accept credit cards using the
ABC Smart Cookies app and website. There are no
credit card fees incurred by the troop or buyer when
accepting cards. All credit card transactions will
display in the Manage Financial Transactions Tab and
be credited to the troops balance.

Steps from the Girl App

Entering a payment for an existing order:
1. Sign into Smart Cookies
2. Navigate to My Orders
3. Click on Show Orders in
Total Girl Delivery Ordered Section

to see your orders

Y

W109965: SIS 5 : 0004 €F57Y

1. Troop cookie

4. Select the order to take payment money g ._LEI E = I J
5. Make changes to the order if needed (minus of §2 M : L s
6. Enter Delivery and Payment Details and select Next troop rd EE |_I S SN P
7. Enter card details or select Scan Credit Card and proceeds) 8% = § B, romu 173 |5
-l -y T
click Pay Now must be %g = |i s s
deposited ol ey 1A E;s:
f &= f5g
Entering a payment for a new order into the L S E;h Qﬁ 3]
o . council’s =] agsafh ]
1. Sign into Smart Cookies = HiHT
2. Navigate to My Orders account
at any

3. Enter customer’s information ) . .
First Citizens branch location by the Troop

Cookie Manager. Make deposits FREQUENTLY
and as OFTEN as possible. Only one
deposit slip per deposit (do not combine

4. Enter customer’s order and Delivery & Payment
Details and select Next
5. Enter card details or select Scan Credit Card and

click Pay Now multiple deposit slips for one deposit).
2. Deposit slips are assigned (by reference

Accepting Credit Cards at a Booth Sale number, located on the bottom left hand side
1. Select the Booth Tab and click on Take Booth of the deposit slip) specifically to your troop

Credit Card Payment by your Service Unit Cookie Manager. Do NOT
2. Select the correct booth from the list of troop share your deposit slips with other troops

assigned booths for that day and click Apply OR use over-the-counter deposit slips.
3. Enter packages sold by variety 3. Enter the total cash and currency to be
4. Enter email for receipt (optional) and click Next deposited in the spaces provided. Press down
5. Enter card details or select Scan Credit Card and firmly as there are three carbon copies.

click Pay Now « Ensure you triple check the addition

as council will incur bank charges for

6. Customer Confirmation will appear on the screen
PP corrections made by the bank.
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Money Matters

Making the Deposit:

Inform the teller prior to your transaction
that the deposit is for Girl Scouts. If there
is a problem with a bank branch, please
contact the Director of Product Sales

Request two white bank transaction receipts
for each deposit made. The council’s deposit slips
must be validated (bank will keep the top white copy
and return the yellow and pink validated copies to
you). ONLY use one deposit slip per transaction

The council’s account is designated for
deposit only. Double check the Troop Balance
Summary report, as any overpayments
will not be returned to your troop for 6-8
weeks, when reconciliation is completed

Enter your deposit into ABC Smart Cookies.
Use the deposit reference number found in
the bottom left hand corner to identify each
deposit. Record ALL deposit transactions into ABC
Smart Cookies individually. Verify that all deposits
match amounts entered in ABC Smart Cookies

Bank Corrections (Debit/Credit)

The council will be notified if there is a bank
correction from your troop’s deposit. You and your
SUCM will receive an email notification if it is a:

- debit (less check/money showing
on your deposit slip) or

- credit (more check/money deposited
but not showing on deposit slip)

Your SUCM will go into ABC Smart
Cookies and enter the:

- debit as a Deposit Adjustment
- Debit correction or

- credit as a Deposit Adjustment - Addition
correction to ensure your Troop Balance
Report will be correct. Please verify this
has been done and is correct prior to
submitting paperwork to SUCM

Collections & Deposits

9 All final cookie money collected from the girls
should be turned in to you by March 17.

9 If there are monies outstanding from
girls, make every effort to collect and
contact the parent(s) involved

9 If your efforts to collect the money are not
successful, fill out and submit information using
the Red Flag Form (www.gssc-mm.org under
Resources). Do not cover their outstanding
balance out of your troop’s account

- Make sure the Red Flag PLUS money deposited
into First Citizens is EQUAL to the total
amount showing from the Troop Balance
Summary report. If this is not correct or
proper documentation has not been given,
the troop will be liable for the difference

% Before making your final deposit, check your Troop
Balance Summary Report in ABC Smart Cookies
to verify the amount needed to deposit to ensure
your troop will have a $0.00 balance due to council
(council will not payout any amount under $10).

- Confirm the accuracy of your deposit
balance before turning paperwork in to
your Service Unit Cookie Manager. If you
are still unsure as to how to determine
your balance owed to council, contact your
Service Unit Cookie Manager for assistance

PLEASE NOTE: Do not give girls more
cookies if money has not been turned in.
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Money Collection Issues

Troops should not pay for cookies issued to parents who have not turned in cookie money.

Fill out the Red Flag Form when a girl fails to turn in money for cookies received. All transactions between
the Troop Cookie Manager and parent/guardian(s) must be properly and correctly documented.

The following documentation must be turned in CORRECTLY with

the Red Flag Form:

% ALL ORIGINAL cookie receipts sighed
by the parent/guardian(s) when cookies are
issued (white copy). Individual girl’'s name
should be at the top of the receipt.

9 ALL ORIGINAL receipts for any/all money
turned in by parent/guardian(s) during the
sale (white copy). Individual girl's name
should be at the top of the receipt.

% UPDATED Girl Balance Summary report (must
match white cookie and money receipts).

9 Be sure to state clearly on the Red Flag Form
the total amount owed to the troop by the parent/
guardian(s) - this should be the full $4.00 or

$5.00 per package (all receipts - cookies and
money - MUST equal what is showing on the Red
Flag Form and Girl Balance Summary Report).

9 Any notes and/or copies of correspondence
with the parent/guardian(s).

% DO NOT combine receipts for cookies
signed out or money turned in on same
receipt (especially if they are sisters or from
the same family). Must be separate receipts
given for each individual girl’s transaction.

YOUR

9 Turn in the Red Flag Form (along with
documentation listed above) to your Service
Unit Cookie Manager, along with the rest of your
paperwork. The information you provide on the
Red Flag Form will assist council in resolving
outstanding balances more efficiently.

9 If troop does not turn in all correct
documentation, they will be liable for the difference.

9 If a troop does not turn in any paperwork at the
final deadline, they will automatically be Red Flagged.

Outstanding funds owed to the troop

will be pursued by the council; however,
without proper documentation, the troop
assumes financial responsibility.
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Cookie Dough

Girls who participate in the Girl Scout Cookie Program and sell 150-200 packages will earn $15 in Cookie
Dough. For every additional 100-package increment sold, girls earn an additional $10 in Cookie Dough

Boxes Cookie Dough Boxes Cookie Dough
150-200 $15 1101-1200 $115
201-300 $25 1201-1300 $125
301-400 $35 1301-1400 $135
401-500 $45 1401-1500 $145
501-600 $55 1501-1600 $155
601-700 $65 1601-1700 $165
701-800 $75 1701-1800 $175
801-900 $85 1801-1900 $185

901-1000 $95 1901-2000 $195
1001-1100 $105 2000+ $200

Cookie Dough may be used for:

« Council-sponsored Girl Scout day camp and
resident camp fees

+ Council-sponsored program event fees
+ GSUSA-sponsored destinations

- Council-sponsored trips with regional, national
or international itineraries

- Girl Scout Silver and Gold Award project expenses
« To help pay for Girl Scout Lifetime Membership

Girls may select:

- Outreach support

- Financial assistance and camperships

« Equipping and maintaining our Girl Scout camps
- Council-sponsored teen program options

Send a letter stating how you would
like to designate your unused Cookie
Dough to the closest council office.

Sister-to-sister transfers will be accepted (registered

A girl may designate the unused value of her Cookie
Dough prior to its expiration date to help sustain
and build Girl Scouting in our council.

Girl Scout sisters living in the same household).
+ Unused value may not be redeemed for cash.

« Cookie Dough may not be used in the Girlz Gear
shops or Camp Trading Posts.

2020 Cookie Dough
expires September 30, 2021
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Cookies'For 'Soldiers

Cookies for Soldiers brings philanthropy to the Girl Scout Cookie Program. For various reasons,
some customers do not want to purchase cookies themselves, but they want to support Girl Scouts,
your troop, and/or our military troops. We have a program that will allow them to do all three!

How can Girl Scouts and the community help
support the men and women of our armed forces?
With Girl Scout cookies - COOKIES FOR SOLDIERS!
Midlands and Upstate Chapters of the Blue Star
Mothers of America, Soldiers’ Angels, and the Girl
Scouts of South Carolina - Mountains to Midlands
are working together during the months of February
and March to show soldiers how big our hearts are.

When girls take orders, ask customers if they
would like to donate a package to our Cookies for
Soldiers program. If the customer wishes to donate
cookies to this program, indicate the number of

packages in the white column on the girl order form.

Customers do not specify flavors nor does the
TCM order these cookies in with your initial order.

Enter Cookies for Soldiers in ABC Smart Cookies
with the girl’s initial order in the column marked
Cookie Share (once an initial order has been
submitted these cookies cannot be removed from
the girl’s order). Troops DO NOT TAKE possession
of these cookies but are responsible for collecting
the money for these orders. At the end of the
season all of these cookies are accounted for

and GSSC-MM will make arrangements to have
them delivered to our specified organizations.

How are Cookies for Soldiers handled at booth
sales? For customers who do not want to purchase
cookies, you may ask them to purchase Cookies
for Soldiers. The money is collected and will be
notated in ABC Smart Cookies, but there will

be ‘virtual’ (no handling of physical cookies).
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Checklist for a Great Cookie Program!

Review your roster on ABC Smart Cookies

Hold a family meeting to introduce families to the program
Collect parent permission slips for all girls selling

Assist girls in setting troop and individual goals

Distribute cookie order cards

On your honor, do not sell until January 10

Collect initial orders

Enter troop banking information into ABC Smart Cookies
Submit troop early rewards into ABC Smart Cookies
Provide Service Unit Cookie Manager with delivery station information
Sign up for cookie booths in ABC Smart Cookies

Remind girls to keep working towards their goals

Submit planned orders to pick up additional cookies

Bring all final turn-in paperwork with you to meet with your Service Unit Cookie Manager
Updated Troop Balance Summary Report showing zero balance

Yellow deposit slips AND white bank transaction receipt for each deposit.

All deposits entered into ABC Smart Cookies by reference number

Parent Permission Slips

All recognition orders entered into ABC Smart Cookies

If applicable, Red Flag Forms (all correct and completed documentation needed)
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