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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  
Enter Recognition Orders   March 8-14 
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 initial + troop number (example:   
GP40000) 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) 276-7061 • (888) 900-7061 

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

Resources: 
ABC Baker Website:  
www.abcsmartcookies.com   

Council Website:  
www.kansasgirlscouts.org  

Cookie Hotline: 
1-888-686-MINT 
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Girl Scout Cookie Sale 
 
For over 70 years, girls have been learning valuable life skills by selling Girl Scout cookies. 
Yet, girls do not sell cookies and learn the skills by themselves. In partnership with adults, girls 
can reach their full potential and have a positive learning experience. 
 
The purpose of the Girl Scout Cookie Sale is twofold. First, it helps girls develop skills such as 
leadership, entrepreneurship, money management, decision making, planning, goal setting 
and more. Second, the cookie sale generates revenue to support the Girl Scouts of Kansas 
Heartland (GSKH). The Cookie Sale funds programs and services throughout the year and 
insures that Girl Scouting will be available in the future. 

 
 

Who Can Sell Cookies? 

�  Girls who are registered Girl Scouts.  

�  Girls who are current with their financial obligations (no past product sales shortages  
or outstanding checks). 

 

�  Girls who have a signed Parent Permission and Responsibility Form.  
 
 

Troops need to complete these items before the sale  begins:  

�  Submit a completed Finance Summary for the 2008-09 year. 

�  Register all girls.  

�  Open a Troop bank account. 

�  Submit a Sure Check Form to the bank for their Troop bank account.  

�  Have a Troop Cookie Manager attend cookie training. 
 
 
Proceeds and Recognitions 

�  Girls earn recognitions from 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.  

 
Resources 

�  ABC Bakers Website: www.abcsmartcookies.com     

�  SNAP, the Cookie Order Website: www.abcsnap.com   

�  GSKH Website: www.kansasgirlscouts.org  
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Key Dates  

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. Order Sheets distributed. 
 
JAN. 11-15 Cookie Kick-offs 
   
JAN. 16 ORDER-TAKING BEGINS! No money collected at this time, unless the 

customer only purchases Cookie Shares. 
 
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. 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 Girl 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 into S NAP 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. 16 GSKH begins ACH Debit of Troop bank accounts for amount due to GSKH. 
 
APRIL 1 Cookie credits available on-line 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
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Cookie Sale Terminology 

Cookie Booths 
A sales tool for girls, where business managers give advanced permission for Girl Scouts to cookies at their 
business. Please do not  contact businesses yourself, without first contacting the Girl Scout Regional Office. 
Business managers appreciate one call instead of numerous calls requesting permission. Refer to the Cookie 
Booth Guidelines Booklet for information on participating in Cookie Booths. Cookie Booths will be submitted, 
approved, and scheduled on the new SNAP Cookie Scheduler  at www.abcsnap.com. 

 
Cookie Booth Locator 
This is an online site that provides the public access to booth sales information and 
directions to each booth sale. A link is provided on www.kansasgirlscouts.com.  
 

Cookie (Coffee) Breaks  (recommended for Girl Scout Cadettes, Seniors, and Ambassadors) 
Girls ask business managers to buy cookies to serve to their employees or give girls the opportunity to sell 
cookies to their employees. Girls can make arrangements to serve or sell cookies during a break or at the end of 
the day. Please call the Girl Scout Regional Office before contacting business; this will help prevent multiple 
requests to the same business. This is a great opportunity for girls to learn presentation skills.  
 
Cookie Caravan 
Girls in a troop or group take cookies to sell door-to-door in neighborhoods. Cookie Caravans are held  
February 18 through March 7. 
 
Cookie Credits  
Girls earn $10 in cookie credits for each 30 boxes sold. See the Family Guide and 
Order Sheet for a chart showing the rate Cookie Credits are earned. Girls can use 
their cookie credits for summer programs fees, council events, council-approved trips, 
troop trips, destinations, and to purchase items in the Council Shops.   
 
Cookie Cupboards 
Cookie Cupboards are locations where Troop Cookie Managers can call-in an order to pick-up additional cookies. 
Remember, each troop is responsible for all cookies ordered plus the cookies they pick-up from a Cookie 
Cupboard or other troop. Use receipts to record all transactions. 
 

Cookie Hotline and Website 
316-686-MINT or 1-888-686-MINT (6468) is a special phone line used during the 
Cookie Sale to take the contact information for customers who want to purchase 
cookies. www.girlscoutcookies.org is another tool for customers to submit their contact 
information. The hotline coordinator distributes the customer’s information to a Troop 

Cookie Manager, so girls can contact the customer and take their order.  
 

Cookie Kick-off 
Promotional event sponsored by GSKH or a Service Unit to promote the Cookie Sale. 
 
Cookie Recognitions 
Girls can earn recognitions for selling cookies. The first recognition level is a Cookie Theme Patch for selling 25 
boxes of cookies. Recognitions are cumulative, except for the Achievement Bars. The Achievement Bars are 
rounded down to the nearest bar level available. Recognitions are based on the total boxes sold and reported as 
of March 7. See the Cookie Order Sheet for a listing of the recognition items.  

 
Cookie Share 
When selling cookies, girls ask customers if they would like to purchase an extra box (or more) 
of cookies to donate to one of the organizations listed on the Cookie Share Receipt. GSKH 
delivers the cookies to the organizations at the end of the Cookie Sale.  
 

Goal Getter Patch 
Help girls get the most out of the Cookie Sale by setting, tracking and achieving 
goals. Girls can earn a Goal Getter Patch, if they set a goal for the number of boxes 
they want to sell on Catch Goals at www.abcsmartcookies.com; and they achieve 
their goal. To earn the Goal Getter Patch, girls must enter their first name, 5-digit 
troop number, and their goal. They also must enter the total number of boxes they 
sold by March 7. The patch will be distributed with the recognition items in April.  
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Cookie Sale Terminology  (continued)  
Internet Marketing  
GSUSA Board of Directors has adopted new Internet Marketing Guidelines for Product Sales. The new guidelines 
are reflected in the Safety-Wise Update, which states: Girls can use e-mail and age-appropriate Internet functions 
as online marketing tools to let family, friends and former customers know about the sale and collect indications of 
interest. Any use of the Internet as an online marketing tool by councils and girls must adhere to current GSUSA 
and Internet provider guidelines related to: safety, internet etiquette, age requirements, parent permission, adult 
oversight, and council jurisdiction.  

 
This means girls may promote the Cookie Sale and take cookie orders via email and text messaging. Girls 13 and 
older may also use social networking sites, such as Facebook, MySpace, and Twitter, as long as they have a 
parent’s permission, are under adult supervision, and follow Safety-Wise guidelines. Girls 13 and older may use 
YouTube for marketing, but must have parental permission and GSKH approval of what is to be posted.   
 

As a Girl Scout, girls must never use or post a personal e-mail, personal street address, or phone number on a 
site. Instead use an adult’s e-mail address or troop/group e-mail address that is monitored by an adult.    
 

Girls must direct customers to an offline point of sale for payment and cookie delivery.   Under no 
circumstances can girls or their parents take money over the internet for a Girl Scout product sale or sell products 
through online auction sites such as e-Bay or Craigs List.  
 

All girls must read and sign the revised Girl Scout Internet Safety Pledge  with a parent or guardian, if they are 
using the Internet. Access the form at www.girlscouts.org. Please reference www.lmk.girlscouts.org for guidance 
around social network safety. 
 
Mystery Houses 
Girls who “walkabout” neighborhoods selling cookies door-to-door might be lucky to find a 
Mystery House. Girls who find a Mystery House will win a $5.00 Council Shop credit and their 
troop will be entered into a drawing for a special troop party.  
 
Parent (Girl) Shortage 
A shortage is money that has not been collected from a parent or guardian for product their daughter 
received for the Fall Product Sale or Cookie Sale. Girls who have an unpaid shortage from a previous sale may 
not participate in any Council-sponsored product sale.  
 

The GSKH will take responsibility for collecting the past due amount from the girl/parent if the following conditions 
are met: 

1. A completed Shortage Report is turned in at the time of the troop’s audit or before March 16. 
2. Signed Parent Permission and Responsibility Form  is attached to the Shortage Report. 
3. All Receipts  for cookies and/or payment received are attached to the Shortage Report. 

 

Troop Cookie Mangers who do not provide the Parent Permission Form and the receipts will be responsible for 
the debt. The Troop Cookie Manager will be considered as having a “Troop Shortage” until the forms are provided 
or payment is made. 
 

What happens if a parent/guardian does not pay the cookie shortage? 
�  GSKH will send a letter to the parent/guardian requesting payment. 
�  If the shortage is not paid within 30 days of the date of the letter, the parent/guardian’s debt will be turned 

over to a collection agency.  
�  The girl will not receive recognitions, invitations to special events (if applicable), or cookie credits once the 

parent/guardian is turned over to collections or payment is not received by April 30.  
�  The Troop and Service Unit will not receive the proceeds from the girl’s shortage amount, if the 

parent/guardian is sent to collections or payment is not received by April 30.  
 
Service Unit Cookie Manager 
A volunteer who coordinates the cookie sale in your Service Unit;  
she/he is a good source of information and support during the Cookie Sale. 
 
Troop Audit 
A process where the troop accounts for all cookies ordered, money collected and deposited.  
Please be sure to make copies of all paperwork and save your records for one year. 
 
Troop Proceeds 
Troops earn $0.35 for each box of cookies sold by the girls in the troop.  
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January 2- 9:  Service Units meet with Troop Manage rs to provide  
 instructions and materials.     
 

 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 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 Troop Account Bank 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 Form (available in Spanish)  
 Cookie Share Receipts  2 receipts per girl for their cookie share customers 
G5 Money Envelope*   Money collection envelope 

 
Cookies 
Item  Purpose  
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.  

 

*** Le’mores:  Try making this fun treat with a twist at your troop meeting with 
Girl Scout Lemonades! Roast a marshmallow over low heat until it softens  
(or microwave for 10-20 seconds). Sandwich a marshmallow between two 
cookies or just put the marshmallow on top of a single cookie. For an extra 
twist, add a splash of your jam or use a strawberry flavored marshmallow.
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Troop Meeting with Girls and Parents 

Items Needed: 
�  Family Guide  
�  Parent Permission Form  
�  Cookie Order Sheet 
�  Cookie Share Receipts 
�  Goal Poster in Volunteer Toolkit  
�  Troop Cookie Manager Guide 

 
Agenda:  

1. Parent Permission Form 
�  A completed and signed Parent Permission 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.   

 
2. Family Guide  

�  How parents can help their Girl Scout? 
�  New Internet Marketing Guidelines: NEW 
�  Cookie Share: NEW  
�  Cookie Credits 

�  Where does the money go?  
�  Goal Getter Patch: NEW  
�  Walkabout to find Mystery Houses: NEW 
�  Cookie Activity Pin

 
3. Cookie Order Sheet 

�  Recognitions 
�  Selling and Safety information  

 
4. Cookie Share Receipts 

 
5. Opt-Out Recognition Contract for Cadette, Senior  and Ambassador Troops 

 
6. Cookie Cupboards 

�  Let the girls and parents know they can get more cookies and the procedure for ordering more cookies,  
i.e., they contact the Troop Cookie Manager, who will pickup cookies from the cupboard. Parents 
should not call or stop by a Cookie Cupboard to pick up cookies.  

 
7. Importance of Timelines and Deadlines 

�  Cookie sale starts on January 16 . Girls are on their honor to start on this date and not before.   
�  Initial Cookie Orders are due by February 1 , however, girls can continue selling until March 7 
�  Sale Ends March 7 
�  Money is due by March 9.  Checks payable to “Girl Scout Troop # __ __ __ __ __”   

Write the troop number and girls initial on the back of the check.  
 

8. 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 our council.  

 
9. 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. Parents can assist in this learning by 
using activities provided on www.abcsmartcookies.com. 

 

�  Tell the parents the Troop’s goals and how the Troop will be using the proceeds from the Cookie Sale.  
Ask parents to help their daughter set personal goals on www.abcsmartcookies.com by clicking  
on Girl, then Catch Goals. Girls enter their first name, 5-digit troop number, and set their goals. 
Encourage them to track their progress. Girls need to enter the total number of boxes they sold by 
March 7 on Catch Goals. If they reach their goal, GSKH will order them a Goal Getter Patch that will be 
delivered with their other recognitions. 
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Update Your Profile and Girls Listed in  

�  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 initial + 5 Digit Troop Number. Example: GP40000) 

 

2. Girl’s Names 
o Update SNAP to include ALL  troop girls using the update, add and delete features.  
o Be sure to list the girl’s names EXACTLY as they are listed on the List of Registered Girls.  

If a girls name in entered differently than her registered name, her cookie credits could be 
delayed.  

 
 

Troops Collect Girl Order Sheets and Cookie Share R eceipts by Feb. 1 

�  Remind the girls and parents a few days before the orders are due. 

�  Be sure all information is complete on the Order Sheet and Cookie Share Receipts.  
1. Cookies ordered on the Pocket Order Cards were added to the bottom of the main Order Card. 
2. Add all columns down and across and make sure they are equal in the Total Columns. 
3. Make sure amount is correct for each customer (Total Packages x $3.50) 

�  Count and receipt any money turned in for Cookie Shares. Keep the Cookie Share Receipts to turn in at 
audit. Record the cookie shares in the SNAP cookie order grid.   

 

�  Deposit money collected for Cookie Shares into your Troop Bank Account. Keep the deposit slip. 
 
 

Troops Input Girl Orders into       SNAP 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. 
 

Don’t have internet access at home? Use the library, friend’s house, or Girl Scout Office for internet access.    
 
 

Preparing to Pick up Cookies at Delivery Station 

�  Use each girl’s order sheet to write a receipt that you will give to the girl when she picks up her cookies. 
  

�  Prepare a money envelope for each girl. Tip:  Complete the spaces provided on the envelope and add: 
“Make checks payable to “Girl Scout Troop # __ __ __ __ __.”  

 

�  Ask one or two parents to help sort the orders for the girls. If your vehicle  
will not hold all of the troop’s cookies these parents can help pick up cookies. 

 

�  How many cookies will your car hold?  (Based on the vehicle being empty except for the driver)  

Vehicle 
Number of Cases 

(approximate) 
Vehicle 

Number of Cases 
(approximate) 

Compact 23 8-passenger mini-van or SUV 60 
Hatchback or Small Wagon 25-30 Full-size van with seats 150 
Mid-size Sedan 35 Full-size van without seats 200 

 
 

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.  
 

�  Count the cookies  with the Service Unit Manager to verify the correct amount has been received.   
 

�  Recount cookies as you load the cookies. Make sure you have all varieties in the quantity needed.  
You are responsible for the cookies signed for once you have left the pick up location. 

���
����� �
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After you pick up your troop order 

�  Sort the cookies into girl orders. Count the extras you have left, this should match the extras the troop 
ordered or the extras to make full cases. If the quantities do not match, check each girl’s order again. 

 

�  Place each girl’s Order Sheet, Money Envelope, and receipt with her order.  

�  Call girls/parents to remind them to pick up their cookies; be sure they know when and where to pick up 
the cookies. 

 
When the girls/parents pick up cookies 

�  Have the girls/parents count each variety and verify the number on the receipt and the Order Sheet. 

�  Parent signs the receipt along with the Troop Cookie Manager. Give the parent the white receipt copy. 

�  Give the parent the Order Sheet and Money Envelope. 

�  Remind parents and girls to have customers make checks payable to: “Girl Scout Troop #__ __ __ __ __.” 

�  Let parents know cookies are available until March 7. 
 
 

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 into       SNAP   by Tro ops: March 8 – 14 

�  Each troop must enter and commit a Recognitions Ord er 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. 

������
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Preparing for Troop Audit on March 10 – 11  

�  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 indicates that cookies still need to be transferred  
to the girls.  

 

�  Review the Girl Balance Summary Reports  to make sure that the 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 do not match identify a reason listed below.    

 

1. If there is a girl shortage , the Troop Manager should complete a Shortage Report  and attach 
the signed Parent Permission Form and receipts; and complete a Shortage Proceeds 
Adjustment Sheet  to recalculate the Troop Proceeds and amount due to GHKH.  

 

Note: GSKH will take responsibility for collecting the past due amount from the girl/parent, if the 
Shortage Form, Parent Permission Form, and receipts are turned in at the time of the Troop Audit 
or by March 16. If the Troop Manager does not have the Parent Permission Form or the receipts, 
then the Troop is responsible for the money. If the amount due is not paid, the troop will be 
considered as having a Troop Shortage.  

 

2. 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 is the type of situation that is handled better before the 
end of the sale. Contact your Service Unit Manager to see if other Troops need extra cookies. 

 
 

Troops Audit with Service Unit: March 10 – 11 
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 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. 
 

At the Audit, sign and date the Troop Balance Summary Report  with the Service Unit 
Cookie Manager indicating the amount due to GSKH is  correct. GSKH will ACH Debit 
the “Council Proceeds” or “Balance” listed on the Troop Balance Summary  from the 
Troop’s Bank Account.  If the amount is not correct  on the Troop Balance Summary , 
please clearly indicate the corrected amount. Compl ete a Shortage Adjustment 
Worksheet  to account for girl shortages. 

 
A troop that does not complete an audit with their Service Unit Cookie Manager will need to make an 
appointment to audit with the Girl Scout Regional Office by March 16. 

 
 

Non-Sufficient Fund (NSF) Checks   

Troops can be reimbursed from GSKH for NSF checks deposited  
into their troop account from cookie 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 the completed form to the GSKH. 

���
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Cookie Recognition Orders Delivered in April  

Cookie recognitions will be picked up from the Service Unit Cookie Managers in April.   
 

After receiving the recognitions for your Troop:  

�  Print the Recognition Order Summary by Girl Report  in SNAP.  

�  Sort the recognitions for each girl. You should have the number of recognitions needed to fill orders.  
If you have extra recognitions or not enough recognitions, recheck each girl’s order. Call the Service Unit 
Manager 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 to contact the Girl Scout Regional Office to receive their recognitions.  

�  Distribute the recognitions in a timely manner. 
 
 

Receipt Samples  
Use receipts for all transactions!  This is your tracking system and it lets you know the number of boxes each 
girl has received and how much money was collected from each girl. The white copy of the receipt goes with the 
cookies or the money.   

 
Receipt of Cookies to Girl       Receipt of Money f rom Girl 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Receipt of Cookie Share Money      Receipt of Trans fer between Troops 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
Do not write a receipt for an even exchange 
of cookies.  
 
 


