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Key Dates  

Sale Starts   January 16 
Input Initial Orders into Snap by February 3  
Cookies delivered to SU   February 8 – 20   
Cookie Cupboards Open   February 18  
Sales Ends   March 7  
Audits must be completed by    March 16 
Cookie Credits Available   April 1  
Recognitions Distributed   April 2010 
 
 
 
 
 

www.abcsnap.com 
 
SNAP        ID            

Password            

Please change your SNAP ID to your e-mail address  and  
 password to Region’s Initials + Service Unit’s Name (ex:  
GPsunflower) when logging on to SNAP for the first time.  

 
 
 
 

Girl Scouts of 
Kansas Heartland  

 
Parsons Office 
PO Box 1142 
221 S 29th Street 
Parsons, KS 67357 
(620) 423-0198 

Salina Office 
1550 S. Broadway 
Salina, KS 67401 
(785) 827-3679 • (800) 888-0872 

Emporia Office 
1200 Burlingame Rd 
Emporia, KS 66801 
(620) 342-4532 • (800) 342-4532 

Wichita Office 
360 Lexington Rd 
Wichita, KS 67218 
(316) 684-6531 • (888) 472-3683 

Hays Office 
2707 Vine Street, Suite 8 
Hays, KS 67601 
(785) 625-5671 • (888) 811-8832 

Garden City Office 
114 Grant Avenue 
Garden City, KS 67846 
(620) 276-4061 • (888) 900-7061 

Hutchinson Office 
111 N Walnut, Suite A 
Hutchinson, KS 67501 
(620) 662-5485 • (800) 495-5166 

Resources: 
ABC Bakers Website:  
www.abcsmartcookies.com   

GSKH Website:  
www.kansasgirlscouts.org  

Cookie Hotline: 
1-888-686-MINT 
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Service Unit Cookie Manager - Position Description 

Thank you for providing girls the opportunity to learn life skills and to earn funds for troop activities. 

As a registered member of the Girl Scouts, with a volunteer application on file, you are agreeing to 
accept the procedures and deadlines necessary to facilitate this sale. The ability to maintain accurate 
records, be organized, and communicate effectively is necessary for this position. 
 
Responsibilities: 
�  Attend the Cookie Sale training provided by the Girl Scout’s Regional Office and pick-up the Cookie 

Sale materials.  
 

�  Help identify Troop Cookie Managers and provide the information to the Girl Scout Regional Office.  
 

�  Schedule a Service Unit meeting to distribute materials and instructions to Troop Cookie Managers. 

�  Provide assistance and maintain contact with each Troop Cookie Manager throughout the sale.  

�  Remind Troop Managers that orders must be input on www.abcsnap.com by February 3.  
 

�  Be available to accept delivery of the cookies on the designated time and day (February 8 – 20). 

�  Distribute the cookies to the Troop Cookie Managers in a timely manner.  

�  Schedule an audit with the Troop Cookie Managers to collect their paperwork by March 15.   
 

�  Schedule and complete an audit with the Regional Girl Scout Office on March 15 or 16. 

�  Distribute the girl recognitions to the Troop Cookie Managers in a timely manner. 

 
Participation Eligibility

Girls Who: 
�  Are registered Girl Scouts. 

�  Are current with their financial obligation (no past product sales shortages or outstanding checks). 

�  Have a signed Parent Permission and Responsibility Form. 
 
Troops Should Have: 

�  A completed Troop Finance Summary on file at the regional office for 2008-09. 

�  Registered all girls. 

�  A troop bank account with information on file at the Girl Scout Regional Office. 

�  Submitted a Sure Check Form to the bank of the troop account.  

�  A Troop Cookie Manager or Troop Leader that has attended Cookie Sales training. 
 
 

Proceeds and Recognitions 

�  Girls earn recognitions based on the number of boxes of cookies sold and $10.00 in cookie credits 
for each 30 boxes sold.  

 

�  Troops will earn .35 cents per box of cookies sold.  

�  Troops participating in the Opt-Out Option will earn .40 cents per box of cookies sold. 

�  Service Units will earn .01 cent per box of cookies sold.  

�  Recognitions and proceeds will be withheld for any unpaid cookies and/or unregistered girls.  

 
Notes: Girl Scouts of Kansas Heartland is abbreviated as GSKH.  SNAP is the Cookie Sale Order 
Management Website.  SNAP reports are italicized.   
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Key Dates  

DEC. 21 Deadline for Service Units to input Delivery Station information into SNAP. 
 
JAN. 2-9 Service Units meet with Troop Managers to provide information and materials.  
 
JAN. 9-15 Troop Cookie Managers meet with girls and parents to review Cookie Sale  
 information. Customer Order Folders distributed. 
 
JAN. 11-15 Cookie Kick-offs 
   
JAN. 16 ORDER-TAKING BEGINS! 
 
JAN. 25 Cookie Booth requests due on the online SNAP Booth Scheduler.  
 
JAN. 31 Initial order-taking ends! Girls can continue to sell through March 7. 
 
FEB. 1-2 Girls turn in initial order to their Troop Cookie Manager.  
  
FEB. 3 Troop Cookie Managers enter orders into SNAP by Feb. 3 at Midnight.  
  
FEB. 4 Service Unit Cookie Managers review Troop orders.  
  
FEB. 8-20 Cookies delivered to Service Unit Delivery Stations or picked up at assigned 

warehouse (if applicable). Girls may begin delivering cookies and collecting  
 money as soon as they receive their cookies.  
 
FEB. 18 Cookie Booths begin 
 
FEB. 20 Girls should begin delivering product on or before February 20. 
  
MAR. 7 Cookie Sale and Booth Sales ends.  Cookie Cupboards close except for  
 Girl Scout Regional Office Cupboards (if applicable).  
 
MAR. 8 Last day for troops to pick up additional cookies at Girls Scout Regional Office 

Cupboards (if applicable). Regional Office Cupboards will remain open through  
 March 12 for exchanges only.  
 
MAR. 8-14 Cookie Recognition Orders entered in SNAP by Troops. 
 
MAR. 9 Deadline for girls to turn in money to Troop Cookie Manager.  
 
MAR. 10-14 Troop Cookie Managers audit with Service Unit Cookie Managers. 
 
MAR. 15-16 Service Unit Cookie Managers audit with the Girl Scout Regional Office. 
 
MAR. 16 GSKH begins ACH Debit of troop bank accounts for amount due to GSKH. 
 
APRIL 1 Cookie credits available on-line for girls whose troops completed audits by  
 March 16; and Summer Program registration begins.  

 
MAY 15 Top Sellers Event in Wichita, KS 
 
MAY 16 500+ Achievement Event at Tanganyika Wildlife Park in Goddard, KS 



 5 

January 2- 9 Service Units meet with Troop Managers  to provide instructions and  
     materials. Please package materials prior to meeting with Troop Managers. 

 
Service Unit Cookie Manager Materials 

Code Item  Description  
 Service Unit Guide Service Unit Cookie Sale Guide 

 Ineligible to Sell Lists  Troops not eligible to sell due to missing Finance Report 
and girls not eligible to sell due to prior shortage. 

 Delivery Station Sign Poster in Cookie Volunteer Toolkit 

P2 Banner Dual-sided banner for promoting the Cookie Sale. Check 
out to troops to use at Booth Sales.  

 Troop Sign in Sheet Sign in sheet to use at Service Unit Training 
M10 Troop Distribution Sheet  Dot Sheet - Print for delivery stations from SNAP.  

 
 Troop Cookie Manager Materials  (one per troop unless noted otherwise) 
Code Item  Description  

 
Troop Manager 
Agreement  

Troop Managers must read and sign before receiving 
their troop’s materials.  

 List of Registered Girls List of girls registered in your troop 
M1 Brown Bag  Bag for carrying troop materials  
T5 Cookie Volunteer Toolkit  Tips for success and posters  
T2 Worksheet  Sheet for tracking cookie sales   
M3 Receipt Book** 3 per troop for writing receipts  
 Booth Sales Guidelines Information for troops participating in Booth Sales 
 Warehouse Pick-up  Instructions for troops picking up at a warehouse  
 Troop Manager Guide Troop Cookie Sale Guide  
 The following items are located in the back of the Troop Manager Guide  
 Girl Shortage Form  Complete form, if a girl does not pay for cookies received. 

 Bank Authorization Form Take to bank of the troop’s bank account to authorize 
bank to send NSF checks to Sure Check. 

 Bad Check Recovery  Form Form to submit to GSKH for any NSF checks  
 ACH Debit Form  Provides GSKH information to ACH Debit troop accounts 
 Opt-out Contract  Contract for troops to opt-out of recognition items 

 
Girl and Family Materials  – Distribute to Troop Cookie Managers (one item per girl, unless noted otherwise) 
Code Item  Purpose  
G1 Family Guide* Information for girls and their family (available in Spanish)  
G1A Parent Permission Form* Must be signed by girl’s parent! (available in Spanish) 
G2 Cookie Order Sheet*  Cookie Order Sheet (available in Spanish)  
 Cookie Share Receipts  2 receipts per girl for their cookie share customers 
G5 Money Envelope*   Money collection envelope 

 
Cookies 
Item  Purpose  
Sampler Pack of Cookies  Cookies for serving at Service Unit Trainings or Kick-off events  
Lemonade Cookies  1 box per troop for tasting at Troop Training Meeting 

 
* Parents who live separately and will both be assisting their daughter will each need to sign a 
Parent Permission Form. Give each parent a Family Guide, Order Sheet and Money Envelope. 
 

**Troops with more than 10 girls will need additional Receipt Books. 
 

Please do not distribute materials to troops that do not have a completed 2008-09 Finance 
Summary on file at the Girl Scout Regional Office. They will need to turn in the Finance 
Summary and receive materials from the Girl Scout Regional Office.  
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Troop Cookie Manager Meeting Agenda 
 
SIGN IN 
1. Use the Troop Cookie Manager Sign In Sheet .  
2. Distribute Cookie Sale packets 

 
MEETING AGENDA 
1. Distribute and review the Troop Cookie Manager Job Description and Agreement .  

Collect the signed forms and submit to the Regional Girl Scout Office. 
 

2. Review Cookie Sale materials  
�  Service Unit Information Sheet (fill out with contact information and key dates) 

�  Troop Cookie Manager Guide 
�  Key Dates 
�  Preparing for the Cookie Sale and meeting with girls and parents 
�  Who is eligible to sell? 
�  Proceeds and Recognitions 
�  Entering girl’s orders into SNAP  
�  Cookie Delivery and Cookie Cupboards 
�  Receipts  
�  Preparing for audits 
�  ACH Debit Procedure: NEW 
�  Bad Check Recovery Procedures: NEW  

 

�  Parent Permission Form 
�  A completed and signed form should be on file with the Troop Cookie Manager  

before the girl receives an Order Sheet. Parents who live separately and will both  
be assisting their daughter will each need to sign a Parent Permission Form.   

 

�  Family Guide  
�  How parents can help their Girl Scout? 
�  New Internet Marketing Guidelines: NEW 
�  Cookie Share: NEW  
�  Safety Guidelines 
�  Cookie Credits 
�  Where does the money go?  
�  Goal Getter Patch: NEW  
�  Walkabout to find Mystery Houses: NEW 
�  Cookie Activity Pin 
 

�  Cookie Order Sheet  
�  Recognitions 
�  Selling and Safety information  

 

�  Cookie Share Receipts 

�  Receipt Booklets  
�  Write a receipt for all transactions of cookies and money. 
�  White receipt copy goes with the product and money. 

 

�  Opt-Out Recognition Contract for Cadette, Senior an d Ambassador Troops 
 

�  Bank Forms:  
�  Bank Authorization Form: NEW 
�  Bad Check Recovery Form: NEW 
�  ACH Debit Form: NEW 
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3. Cookie Cupboards 
Ask Troop Leaders to let girls and parents know they can get more cookies and the 
procedure for ordering more, i.e., they contact their Troop Cookie Manager and he/she 
orders and picks up cookies from the Cookie Cupboard. Parents should not call or stop 
by a Cookie Cupboard to pick up cookies.  
 

4. Importance of Timelines and Deadlines 
�  Please input orders by February 3 and audit at designated time. Do not delay orders or 

audit for one or two girls. Call parents and girls a few days before the deadlines.  
 
�  If a girl turns in her order late, please accept her order. The troop will have extra cookies 

and can get more to complete her order. Please do not send the girl or her parent to the 
Girl Scout Regional Offices or Cookie Cupboards to pick up cookies..  

 
�  The Cookie Sale starts on January 16. Girls, parent s and all volunteers are on 

their honor to start on this date and not before . If a girl is selling early, please talk to 
her about the importance of being fair and honest and following guidelines. It is 
important that when you address this issue that you represent Girl Scouts in a positive 
manner and that you are following the Girl Scout Law. If you would like to report a girl 
selling early, please call the Girl Scout Regional Office. We will try to follow up on all 
reports that are received before the Cookie Sale starts.  

 
5. Other Council’s Cookie Sales 

�  Surrounding councils’ cookie sales may start before our sale, so girls from other 
councils may be taking orders before our sale begins. This means that parents from 
other councils who work in our area may be taking orders at work earlier than our girls 
are permitted to sell. We do not want to discourage parents from helping their daughter 
regardless of the council they sell in. Please do not indicate that the girls from other 
councils are doing anything wrong.  

 
�  It is important to let co-workers know that each council sets their own sale dates and the 

price for cookies; not all girls sell at the same time or at the same price. Our price is 
$3.50 per box and is based on the needs of the girls in GSKH.  

 
6. Tips for a successful sale:  

�  Utilize the Cookie Sale as an opportunity for girls to learn important life skills, such as 
setting goals, solving problems, learning customer service skills, and teamwork. Please 
assist in this learning by using activities provided on www.abcsmartcookies.com  

 
�  Set goals!  Troops are more successful when they set goals and express that goal to 

the parents. Help girls set their personal goals on www.abcsmartcookies.com by clicking 
on Girl, then Catch Goals. Girls enter their first name and 5-digit troop number, and then 
set their goals. Encourage them to track their progress. Girls need to enter the total 
number of box they sold by March 7. If they reach their goal, GSKH will order them a 
Goal Getter Patch  that will be delivered with their other recognitions.  

 
�  Communicate  with the girls and parents in the troop. See how they are doing and if 

they need more cookies. Be pro-active -- don't wait for them to call you. Call to remind 
them about upcoming deadlines ! 

 
�  Communicate with your Service Unit Cookie Manager especially about extra cookies 

and any problems or challenges. 
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Update Your Profile and Delivery Site Information i n  SNAP  
�  Access SNAP at www.abcsnap.com and update the following information: 

1. Your Profile 
o Your e-mail address (This is also your login.) 
o Password (Region’s initials + Service Unit’s Name. Example: GPsunflower) 

 

2. Delivery Station 
o Include special delivery instructions 
o Remember to complete the Advanced Notification Contact Information. 

 
 

Troops Input Girl Orders into            by Februar y 3 at Midnight 
�  Log on to www.abcsnap.com.  
�  Do not hold up the troop order waiting for late girl orders.  
�  Please contact the Regional Girl Scout Office regarding any girl orders that are received late.   

Late girl orders will be filled from the Cookie Cupboards.  
�  Troops should commit  their order in SNAP to indicate their order is com plete. 

 

Tips!  
�  Contact all troops a few days before the order is due to remind the order is due on February 3.  
�  If a Troop Cookie Manager doesn’t have internet access at home, help them by suggesting they go to a 

library, family or friend’s house, or the Girl Scout Office to access the internet. Or, the Service Unit Cookie 
Manager can enter the troop’s order.  

�  Review the No Orders Listing Report  in SNAP to see which troops have not entered an order.  
 

What to do if a troop has not entered an order in S NAP?  
If Cookie Sale materials are given to a troop, you should expect the troop to have an order. As Service Unit 
Cookie Manager, you should contact the Troop Cookie Manager and request the order. Be sure to let the 
Troop Manager know that there is a deadline to meet. Always be polite and firm, but flexible enough to help 
the Troop Manager. Troop Orders received after February 3 will need to be filled from a Cookie Cupboard.   

 
 

Commit Service Unit’s Cookie Order on February 4   
Review each of the Troop orders in SNAP. After the orders are reviewed, commit the orders in SNAP.  
Please email or call the Regional Girl Scout Office once the Service Unit’s Cookie Order is complete and 
committed in SNAP.  
 

Tip! Run the Uncommitted Orders List Report  in SNAP to ensure that all the troop orders were committed.  
 
 

Cookies Delivered to Service Units: February 8 – 20  
The cookies will be delivered to the Delivery Station Address indicated in SNAP. Please make sure this 
information is correct. Girl Scout Product Sales Managers will schedule with you the specific date and time 
for your delivery.  
 

1. Print the Delivery Tickets for Initial Cookie Orders Report from SNAP.  

2. Post the delivery sign in a prominent place. Use sign for both delivery and pick up. 

3. Select a cool, dry, clean and easily accessible area to store the cookies. 

4. DO NOT UNLOAD THE TRUCK! Have the drivers unload and stack cookies by variety in the same order 
as the Delivery Ticket. 

 

5. Inspect cookie cases for visible damage. Open damaged cases to determine if the cookies are damaged. 
Refuse damaged cookies. Damaged cookies will be replaced by the delivery company. 

 

6. Count cookies by variety and indicate the number received on the Delivery Ticket. Sign verified Delivery 
Ticket. 

 

7. Prior to troops picking up their orders, sort all the orders. After sorting the cookies, if you have extra 
cookies, or are short cookies, recount each order. Do not distribute cookies to troops until you have all the 
orders sorted. Do not distribute damaged cookies. Exchange damaged cookies at Cookie Cupboards, if 
the damaged cookies were not replaced by the delivery company.  

 

8. Contact the Girl Scout Regional Office with any questions or problems.   

��������� 	
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Cookies Picked up at Delivery Station by Troops: Fe bruary 8 – 20 
�  Print a copy of the Troop Initial Order Report from SNAP and use the report as a receipt for the cookies 

that the Troop Manager signs.  
 

�  COUNT THE COOKIES with the Troop Cookie Manager to verify the correct amount has been received.   
 
 

Cookie Cupboards are Open:  February 18 – March 7 
�  Regional Girl Scout Office Cupboards (if applicable) will also be open on March 8.   
�  Regional Girl Scout Office Cupboards will remain open through March 12 for exchanges only.  
�  At Cookie Cupboards, Troop Cookie Managers (not parents) can pick up cookie boxes or cases. 
�  Cookies can be exchanged only for other varieties. Cookies can not be returned, except to exchange. 
�  Boxes not in condition to be sold (with writing, tape, smell like smoke, etc.) will not be exchanged.  

The Cupboard Manager has the right to refuse to exchange boxes that cannot be resold.  
�  Cookie boxes damaged during shipping (crushed or ripped) can be exchanged. 

 
 

Cookie Booths: February 18 – March 7  
�  Refer to the Cookie Booth Guidelines Booklet for complete information on participating in Cookie Booths.  
�  Troops must submit Cookie Booth Locations online at SNAP Cookie Scheduler for approval. 
�  Cookie Booths will be scheduled through the online SNAP Cookie Scheduler.   
�  Cookie Booths will be posted on the online Cookie Locator, so the public can locate cookies to purchase. 

 
 

Girls Turn In Money to Troop by March 9  
�  Count money with parent present. Sign receipt for funds. White receipt copy goes with money. 
�  Money received and “Total Owed” on Girl Balance Summary Report should be equal.  
�  Troop Manager enters the total amount received by each girl into SNAP as a “Girl Transaction.”  

 
 

Recognition Orders Entered in SNAP by Troops: March  8 – 14 
�  Each troop must enter and commit a Recognition Orde r in SNAP  between March 8 and 14.     
�  Troop Cookie Managers must indicate the girl’s size for the T-shirts and Hoodies.  
�  Troop Cookie Managers must indicate the girl’s choice for the 1,000+ box level.  

 
 

Preparing for Troop Audits  

Scheduling audits  -- Most Service Units schedule troops to audit every 15 minutes. Make a schedule and 
ask each Troop Cookie Manager to sign up for a time. Keep these points in mind when you schedule audits: 
�  Schedule troop audits on March 10 -14.  
�  Recruit help! Audits can be accomplished using the team approach.  

Be proactive  -- Contact each Troop Cookie Manager a few days before their audit to: 
�  Remind them of their scheduled appointment and the items they need to bring to the audit. 
�  Suggest she/he call the girls/parents to remind them the Cookie Sale is over and money is due.  
�  Have all money collected and deposited, and paperwork completed by the scheduled audit time.  
�  Ask if they need cookies or if they have extra cookies that another troop could use. 

Tip: Have internet access and a printer available f or troop audits.  
 
 

Troops Audits with Service Unit: March 10 – 14 
Troops need to bring the following items to their a udit: 

1. Cookie Share Receipts 
2. Troop Balance Summary Report from SNAP. 
3. Girl Cookie Totals Summary Report from SNAP.  
4. Girl Balance Summary Report from SNAP.  
5. Deposit slips from troop bank account for all cookie money collected and deposited.   
6. Completed Girl Shortage Reports with the following attachments:  

o Signed Parent Permission Form  
o Receipts for cookies and/or payment. 
o Girl Balance Summary Report from SNAP. 

�
�	����

��
�		 	


����	�� ��
� 			
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Instructions for Conducting Troop Audits  

Print the Total Troop Sales & Finances by Troop-View 2 Report  from SNAP. The report will list the troops 
in your Service Unit and their Cookie Sale information. Check off each troop as you complete their audit.  
 

Step 1.  Compare the number of boxes sold on the Troop Balance Summary Report  and on the 
Girl Cookie Total Summary Report . If the totals are different, this means the Troop Cookie 
Manager still needs to transfer cookies to the girls.  

 
Step 2.   Review the Girl Balance Summary Reports  to make sure that Troop Manager has 

entered the total amount received by each girl into  SNAP. The “Total Money Owed” 
should match the “Total Finances.” If the amounts match proceed to Step 2. If the amounts 
do not match identify a reason listed below.    

 

a. If there is a girl shortage, the Troop Manager should complete a Shortage Report 
and attach the signed Parent Permission Form and receipts. Complete a Shortage 
Proceeds Adjustment Sheet  to calculate the revised troop proceeds and the 
amount due to GSKH. If the Troop Manager does not have the Parent Permission 
Form or the receipts, then the troop is responsible for the money due. If the amount 
due is not paid, the troop will be considered as having a Troop Shortage.  

 

b. If a girl has not picked up the cookies, the troop must pay for the cookies. Cookies 
may not be returned . Do not write a shortage. This situation is better handled 
before the end of the Cookie Sale. You can help this troop by asking other troops if 
they need extra cookies. 

 
 

Step 3.  Review the deposit slips from troop bank a ccount  to make sure that all the money 
collected by the girls and booth sales was deposited into the troop’s bank account.  

 
 

Step 4.  Sign and date the Troop Balance Summary Report  by both the Service Unit Cookie 
Manager and Troop Cookie Manager indicating the amo unt due to GSKH is correct. 
GSKH will ACH Debit the “Council Proceeds” or “Bala nce” listed on the Troop Balance 
Summary  from the Troop’s Bank Account starting on March 16 .  If the amount is not 
correct on the Troop Balance Summary , please clearly indicate the corrected amount. 
Complete a Shortage Adjustment Worksheet  to account for girl shortages.  

  
 

Service Units Audit with Girl Scout Regional Office s: March 15 - 16 

Your Service Unit's audit at the Girl Scout Regional Office will take less time if you take the time to organize 
your paperwork. Please use the following steps to assemble the paperwork for each troop.  
 
Please organize the paperwork by troop number and bring to the audit.   

�  For each troop, please paper clip  together in this order:  

1. Cookie Share Receipts  

2. Signed Troop Balance Summary Report . Highlight any adjustments or shortages on the report. 
Complete a Shortage Adjustment Worksheet to account for any girl shortages. GSKH will ACH 
Debit the balance due to GSKH from the troop’s checking account as it is shown on the Troop 
Balance Summary Report. Staple to the back of the Troop Balance Summary Report: 

o Signed receipt for the initial cookie order picked-up by the troop.  
o Additional receipts for money and products, such as troop to troop transfers and cookies 

picked up at the Cookie Cupboards. 
 

3. Girl Cookie Totals Summary Report   

4. Girl Balance Summary Report   

5. Girl Shortage Reports.  
o Make sure all the girl, parent and troop information is completed.  
o Staple all Receipts and the Parent Permission Form to the back.  
o Paperclip the Shortage Report to the Troop Balance Summary 

 
�  Bring any extra supplies and forms with you to the audit to be reused or recycled.   

�
�	
����

��
	

�
	
�������
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Non-Sufficient Fund (NSF) Checks   
Troops can be reimbursed from GSKH for NSF checks deposited into their bank account from customers if: 

1. A signer on the troop bank account has given a Bank Authorization Form to their bank authorizing the 
bank to send NSF checks to Sure Check Brokerage. This needs to be done before the Cookie Sale 
starts. 

2. The Troop Cookie Manager follows the instructions on the Bad Check Recovery Form and turns in a 
completed form to the GSKH.  

 
 

Cookie Recognition Orders Committed by Service Unit : March 15 - 18 
�  Contact troops a few days in advance and remind them recognition orders must be entered in SNAP between 

March 8 and 14. A recognition order must be entered and committed to receive recognitions.  
�   Review the No Orders Listing and Uncommitted Orders Listing Re ports  to determine if any troop  

have not entered a recognition order or have not committed their recognition order. 
�  If a troop has not placed their recognition order, please contact the Troop Cookie Manager.   
�  Go to View All Recognition Orders in SNAP and commit all the recognition orders.  

 
 

Cookie Recognition Orders Delivered to Service Unit  Managers in April  
Cookie recognitions will be delivered directly to the Service Unit Cookie Managers in April. Please let the Girl Scout 
Regional Office know if you would like the recognitions shipped to a location other than the Service Unit Cookie 
Manager’s address indicated in SNAP.  

 
After receiving the recognitions for your Service U nit:  

�  Print the Recognition Order Summary by Troop Report  in SNAP.  
�  Sort the recognitions for each troop. You should have the number of recognitions needed to fill orders.  

If you have extra recognitions or not enough recognitions, please recheck each troop’s order. Call the Regional 
Girl Scout Office with any discrepancies. 

�  If a girl has a shortage please do not distribute recognitions to her. Please make arrangements to return 
recognitions to the Girl Scout Regional Office. 

�  Girls with shortages will need contact the Girl Scout Regional Office to receive their recognitions.  
�  Distribute the recognitions to the troops by April 30. 
�  Please return recognitions that have not been picked up to the Girl Scout Regional Office by April 30. 


����	
����
�	
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Girl Scouts of Kansas Heartland 
Cookie Sale Service Unit Information Sheet 

 
 
 
 
Service Unit:             Service Unit Cookie Manager:             

Address:                            City:             Zip:       

Phone: (day)         (other)          E-mail:            

 
Please let your Service Manager know once all orders have been input into the SNAP Cookie Order 
System at www.abcsnap.com.  Initial orders must be input by February 3 at Midnight.  

�  Call               �  Email             
 
 
 

Cookie Pick Up Location:  
�  Address listed above or the following location: �  Location            
                                            (list address) 

Cookie Pick Up Date/Time:  
�  Date               �  Time             
 
�  A volunteer will call you when the cookies are ready to be picked up.  
 
 

Audit Location: 
�  Address listed above or the following location; �  Location            
                                             (list address) 

Audit Date/Time: 
�  As scheduled:             AM   PM  (circle one) 

�  Wednesday, March 10  
�  Thursday, March 11 
�  Friday, March 12 
�  Saturday, March 13 
�  Sunday, March 14 

 
 
Recognitions Distribution: 
Distribution will take place at:          on         at         
                        (location)            (date)          (time)   
 

�  Troop Cookie Manager will be called when recognitions are available for pick-up. 
Please bring your Troop Recognition Order from SNAP. 

 

See the TROOP COOKIE MANAGERS GUIDE additional instruction and information. 
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