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   My Service Unit Product Sales Coordinator: 

  
Name:   

  
Phone number(s):   

  
e-mail address:  

 

WHO TO TURN TO FOR HELP: 
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Dear Troop Cooki e Manager ,  
  

Welcome to the 20 12 Girl Scout Cookie Sale!  

This yearõs cookie Girl Scout  Cookie program theme is "What Can a Cookie Do? " This 

reminds us that girls have the power to do anything they set their minds to.  Through the Girl 

Scout Cookie Program, girls develop five essential skills : Goal Getting, Decision Making, Money 

Management, People Skills, and Business Ethics.  These skills flow into the Girl Scout 

Leadership Experience to help them grow into leaders of Courage, Confidence, and Character.  

Through the Girl Scout Cookie Activity , girls Discover, Connect, and Take Action that help 

them grow into leaders in their own lives.   

 

You,  as the Troop Cookie Manager, along with the Troop Leader, have an important 

opportunity to help girls develop these  skills and to discover, connect, and take action .  

You will help girls learn how to plan, build teams, speak up, make decisions, solve problems and 

manage resources though cookie activities.   Youõll help guide your troop to set goals, plan 

cookie activiti es, conduct cookie training, host cookie events for girls, and get the word out 

about cookie time in your community!    YOU play an extremely important part in making this 

yearõs cookie sale great and to help our girls have a safe and successful cookie sale 

experience .   

 

To help you make this a sensational cookie sale , there are several resources available to you:  

 

This manual presents instructions and information on what  to do, when to do it, and  

how to do it.  As you finish each step you can check off yo ur accomplishment!   

Girl Scout Cookie Activity guides  and the actual Cookie Order Form are great  

resources  (includes goal tracking, games, tips for training, and a whole lot more!).  

The ABC Bakers Web site , www.abcsmartcookies.com ,  includes many tip s, 

recipes, clip art and a whole lot more.  Also visit the GSUSA Web site at  

www.girlscoutcookies.org . 

Help is always available!!  Your Service Unitõs Product Sales Coordinator is your first 

resource who trains yo u (and the troop leader) for your job.  If you cannot reach her,  

contact Ginger Lallo at the GSRI office (331 -4500 or 1 -800 -331-0149, ext 1310).   

 

And rememberé people buy Girl Scout Cookies®  because it is a delicious way to support 

Girl Scouting.  Your e fforts are greatly appreciated, and thank you , in advance, for your help 

through the cookie season!  Isnõt it amazing what a cookie can do!!   
                                                                  

                                                            Sincerely,  
                           

 
    Ruth A Fisher  

   2012 Girl Scout Cookie Chair  
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 Attend training on procedures for sale. 

 Work with Troop Leader to set goals and train girls 
on safety responsibilities/procedures. 

 Distribute materials and products to registered girls. 

 Promote the sale by making the girls aware of the  

   purpose of the sale and how cookie money is used  

   for their benefit. 

 Compile girl orders and submit troop order to  

Service Unit PSC by deadline. 

 Coordinate booth sale activity. 

 Collect payment from girls and submit troop payment  

 by deadline. 

 Document any difficulty in obtaining girl payments  

A   and submit to the PSC 

 Submit all required records and reports by deadline. 

 Make sure the Troop Leader receives all paperwork 

    relating to the cookie sale. 
 
 

 
 

 

 

       
 
 

         

 

 

 
 
 
 
 
  
 
 
 
 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

  Troop Cookie Manager 

 

 

 
Appointed by the Troop Leader.  

Works under the direction of the Service Unit  
Product Sales Coordinator.  
Reports to the  Service Unit 
Product Sales Coordinator To ensure the success of the cookie 

sale in her/his troop by helping the girls 
understand the importance of the 
cookie sale in funding Girl Scouting 
and Girl Scout program activities.   
The Troop Cookie Manager 
administers the troop cookie sale in 
accordance with Girl Scouts of Rhode 
Island's policies and procedures 
 

 

1. Currently registered with the  
           Troop as a Girl Scout. 

2. Able to communicate information 
and procedures effectively to the 
girls in the Troop. 

3. Able to keep clear, accurate 
records, follow schedules, and 
meet deadlines. 

4. Willing to invest time needed for 
training and doing the job. 

5. Able to relate to, and 
communicate effectively with 
girls and adults with diverse 
backgrounds. 

 

 

 

 

 



 5 

 
 
 

What Can A Cookie Do? 

The Experience of a Lifetime. 
 

This yearôs Girl Scout Cookie Program theme, What Can a Cookie Do?  reminds girls that 
they have the power to do anything that they set their minds to.  The cookie activity 

yields tangible results in support of the Girl Scout Leadership Mo del.  Girl Scouts of the 
USA is the premier leadership organization for girls. The $700 million Girl Scout Cookie 
Program is the largest girl - led business in the country and gener ates immeasurable 

benefits for girls, their councils and communities nationwide. Girls set cookie goals to 
support their chosen activities for the year, to fund community service and leadership 

projects, to attend summer camp, to travel to destinations nea r and far and to provide 
events for girls in their community.  
 

Why Girl Scout Cookies?  
 

By taking part in the Girl Scout Cookie Program, girls have the opportunity to:  
 

 Set goals for themselves and with a group !  
 Manage money and practice important math an d budgeting skills  

 All of the proceeds support Girl Scouting in the local community.  
 The sale provides money to the troop, so that they can participate in activities        

that are  planned by the girls, allowing them to work together as a team toward        

a common goal.  
 

Money from Girl Scout Cookies helps local councils:  
 

 Recruit and train volunteer adults to work with girls.  

 Provide the financial assistance needed to make Girl Scouting available for all girls.  
 Improve and maintain camp and other acti vity sites.  

 Keep event/camp fees for all members to a minimum.  
 Sponsor special events and projects.  

 

Learning Life Skills  
 

Through the Girl Scout Cookie Program girls develop five essential skills:  

 
 Goal setting  

 Decision making  
 Money management  

 People skills  
 Business ethics  

 

Many successful business women today say they got their start selling Girl Scout Cookies.  
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November 27 ï December 17  Cookie Manager Training  
 

  Pick -up Sale Materials 

   
      December  ï January 2, 2012  Train girls at troop meeting 

   
December 12  Orders & Central Drop Forms due from Early Direct Sale Troops to GSRI 

   
January 2, 2012  Sale begins for order taking Troops/Kick off rallies are held 

   

January 2 - January 27  Girls take orders 
 
 January 13  Early Direct Sale Troops begin selling 

   
January 27  1st Partial Payment due from Early Direct Sale Troops 

   

January 25-27  Girls turn-in Order Cards to Troop Leaders 

   
February 10  2nd Partial Payment due to Council from Early Direct Sale Troops  

   
January 31  Troop Orders to Service Unit Product Sales Coordinator and entered into SNAP 

   
February 1  Orders due to council from order taking troops  

   
February 17-25  Cookies delivered to central drop sites 

   
February 23 - 24  Final Payment due from Early Direct Sale Troops at the Council Office 

   
March 3  Booth Sales and Rolling Sales begin 

   
March 9  Partial Payment due to Council 

   
March 28  Final Payment deadline to Council ð Including RI-2 (Incentive Report) 

   
March 28-April 8  ñCookie Daysò - Booth Sales for leftover cookies 

   
May 1  Deadline for submitting Cookie Credit Transfers to Council 
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Girl Scouts of all ages  and Pathways can participate in both Council-Sponsored Product 
Sales.  All registered Daisy, Brownie, Junior, Senior, Cadette and Ambassador Girl Scout 
Troop Members, as well as individual members, can participate.  Each Girl Scout must have 
her parent/guardian sign a permission form and return it to the Leader or area Product Sales 
Coordinator prior to the sale. 
 

Again this year, Troops can choose Direct Sale or Order Taking.  Order taking begins 
on January 2, 2012 and early direct sales begin on January 13, 2012, so troops will 
need to start planning soon!  Troops who plan on doing early direct sales will need to 
get orders to Council in December 12th.   

 
Girls can participate in GSUSA on-line marketing for Product Sale activities. Girls must 
complete a permission slip and the Internet Safety Pledge, and adhere to all guidelines listed 
in the 411 for on-line marketing and the latest revisions to Safety Wise.  For the safety and 
security of the girls who are selling cookies, Girl Scout Cookies are not available for 
purchase online. For more information, check the latest 411 on Online Cookie Marketing. Use 
our booth sale locator to let customers know when and where cookies will be available in your 
community.   
 

Proceeds, Incentive & Sales Updates 
 
Here is what troops can earn: 
 
Troops who sell an average of 1-99 boxes per girl will receive .46 per box of cookies sold. 
Troops who sell an average of 100-159 boxes per girl will receive .49 per box of cookies sold. 
Troops who sell an average of 160-199 boxes per girl will receive .59 per box of cookies sold 
Troops who sell an average of 200 boxes or more per girl will receive .69 per box of cookies sold. 
 
These numbers must be verified by your Product Sales Coordinator, who will have a 
listing of registered girls as of 01-05-12. 

 

Individual girls earn $.20 per box credit toward their cost of summer camp or Destinations. 
Credit may be pooled by sisters in the same family. Girls may only receive transfers from 
one girl outside of their family. A girl who is not planning to attend camp may transfer her 
credit to a friend by completing the Cookie Credit Transfer Form and submitting it to the 
camping department.  (See p.23 and feel free to copy it.) A girlôs own credit will be doubled 
for Destinations or 2-week resident camp.  The deadline for submitting Cookie Credit 
Transfers to Council is May 1, 2012. 

 
 
 

 

 

http://www.girlscouts.org/program/gs_cookies/pdf/2009_411_on_online_product_marketing.pdf
http://www.girlscoutcookies.org/


 8 

 

 
 
 

 
 
 
 

Every girl who sells 25 or more boxes of cookies will earn a patch. Girls who participate in 
the cookie sale for the first time will receive a ñFirst Cookies Saleò patch, no matter how 
many cookies she sells.  Recognitions are featured in the Girl Order Card and are 
cumulative (Patches are given for only the highest number of boxes she sells, they are not 
cumulative). 
                                              
Most Troops keep their proceeds and, therefore use the final payment form for reporting 
their sales. All troops MUST fill out the RI-2 (Incentive Report), so that Council may record 
their individual girl sales.  A check will be issued to older girl troops who opt for the 
additional proceeds option when all final paperwork has been received.  
 
It is very important for all paperwork to be received in order to process payments, incentives 
and camp credits. Troop proceed checks must be cashed or deposited within 60 days of 
date issued unless Council office is asked to hold it.  Checks are voided after 60 days if not 
handled per above. Many of your frequently asked questions, cookie forms and on-line 
training are available on our website: www.gsri.org. 
 
 
 
 
 

The breakdowns are listed below: 
 

This is a decision that must be made by the entire troop and cannot be split within a troop. 
The amount below is based on a Per Girl Average, not how many boxes an individual girl sells. 

 
This option is available for Senior, Cadette and Ambassador troops only.  How the money is 
to be spent is also a troop decision as well.  Checks will be issued when all paperwork has 

been received and processed by Council.  Troops who choose this option will not receive 
incentives or camp credits and they cannot transfer their camp credits. 

 
Older Girl Troops will receive the following: 

 
Per Girl Average  Award Amount Per Girl Who Sold 
     100-199.99    $10.00 
     200-299.99    $20.00 
     300-399.99    $30.00 
     400 or more    $40.00 

Based on 
registered girls 

 

http://www.gsri.org/
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Girls will earn a Patch for selling 25 or more boxes of cookies.  
Other Incentives include: 
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Patches at 25+, 75+, 160+, 250+ 

75+ Gel Pen Set 

130 + Penguin Flashlight 

160+   Peace Sign T-Shirt 

200+ Duffle Bag 

250+ Pullover Hoodie 

350+ Penguin Beach Towel 

500+ Penguin Beach Towel 
1000+ Bangle Watch 

1500+ I pod Shuffle and Penguin Ear Buds 

Achievement Bars for 500+, 700+, 1000+ 

1st Year Seller Patch to all new cookie sale participants 

250+ Patches:  Theme Patch + Super Cookie Bar 

The TOP SELLER in each SERVICE UNIT will receive a tie dye scarf! 

The TOP SELLER in the COUNCIL will receive a Nook e-Reader 

 



 

 
 
 
 
 
 
 
 
 
 

Service units may elect to participate in direct sales, rather than order taking. 
This is up to the individual Service Unit and the Product Sales Coordinator in each area. 

Troops must be registered prior to receiving product. 
 

Service units who choose this option need to place their initial orders on  
T-1 and T-4 forms, enter these initial orders into the Snap on-line ordering database, and submit              

all orders to the council no later than 12-12-11.  Only initial orders will be placed via Snap. 
Deliveries or pick-ups for these initial orders will take place at Paul Arpin                                                 

West Warwick or Fall River on January 13, 2012 
 

Subsequent orders must be submitted to your area Product Sales Coordinator.  These orders require 
24 hours advanced notice and deliveries will be coordinated by your PSC.   

 
It is important to try to plan ahead as much as possible to ensure that there is  

adequate product available. 
 
 

The payments for Initial Orders to the PSC must be paid by January 27, 2012.                                      
Failure to make payments by the due dates will result in troops not being able to receive additional 

deliveries of product. 
 

Only 2 unopened cases from every 100 may be returned.  The troop is responsible for                       
payment for the rest of this product.  The final payment deadline for subsequent                                       

orders is due on February 24, 2012. 
 

No returns will be accepted from Direct Sale Troops after March 9. 2012!! Any leftover                             
cookies returned after the deadline becomes the financial responsibility of the Troop. 

 

Order Taking Troops 
Troops who choose to do order taking can begin taking orders on January 2nd.  Orders are due into 
SNAP and to your PSC by January 29th.  Deliveries for these cookies will take place beginning on 
February 17th.  Booth Sales will take place within your communities beginning on March 3rd.  Final 

Payment and Paperwork are due to Council No Later than March 28th. 
 
 
 

Direct/booth sales can only take place within the Service Unit that the troop is registered in.                          
Sales that take place outside of the troopôs Service Unit MUST have the permission of                                 

the PSC in that community. 

All re-orders must be directed to your area Product Sales Coordinator  
who will then send these to Ginger Lallo. 
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 Register with troop as a Troop Committee Member 

 Receive training and cookie sale materials from your Service Unit Product Sales Coordinator 

 Communicate with leader 

 Ask troop leader for a list of all registered girls in the troop.  

 The girls must be registered Girl Scout in order to sell cookies! 

 List girls ALPHABETICALLY on Troop Worksheet (T-1).  Include their telephone numbers. 

 Prepare materials for distribution to girls. 

 Review training notes and rehearse before you train girls at troop meeting.  
a. Show them the ABC volunteer website- www.abcsmartcookies.com 
b. Show them the on-line training information at www.gsri.org 

Pack for each girl 

  1)  The girl order card.  Fill in your name and phone # on the front of cards.   
2) Cookie Credit Transfer Form 
3) Permission slip & money envelope 

 

 

 Attend a Troop meeting to conduct girl/parent training. ñWhat can a Cookie Do?ò is the theme.  

 Collect and retain signed Parent/Guardian Permission Forms.  (You will need to submit                        
these with your troop cookie orders to the Product Sales Coordinator.) 

 Distribute sale materials  

 Stress to the girls and parents that they are ñON THEIR HONORò not to start taking orders until 
Monday, January 2nd. 

 Meet with and train girls/parents who did not attend troop training meeting. 
 Girls of all ages can check out age-level activities and online marketing tips in the ñCookie Zoneò  

     at www.abcsmartcookies.com 
 

 

 

 

Attend the Council-Wide Girl Scout Cookie Kick-off 
on January 8th at the Dunkin Donuts Center. 

Check out all the details at www.gsri.org 

            Direct sales to take place in your community ONLY! 

http://www.abcsmartcookies.com/
http://www.gsri.org/
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 Collect all Girl Order Cards - Check math.  (Hold until cookies are delivered.) 

 Check to see that mini order card totals are added to totals on large order card. 

 Record girl orders on Troop Worksheet (T-1) to determine troop order. 

 Complete Troop Order Form (T-4).  Enter initial troop orders into the Snap database.   

 

This includes: 

 T-1 Troop Worksheet & T-4 Troop Order Form - (Keep a copy of each for your records). 

 Signed Permission Slips - 1 for each girl selling. 

 Signed Older Girl Troop Permission Slips ï 1 for each girl selling. 

 Rolling and Booth Sales Interest Indicator. 
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 Cookies are delivered to a central drop site in your Service Unit or at Paul Arpin Van Lines in               
West Warwick or Fall River. 

 Delivery location and requested times/dates are due to Council no later than February 1, 2012. 

 Make plans with your Service Unit Product Sales Coordinator to pick-up your troop cookies at a time 
convenient to both of you.  Remember that your PSC must depend on you to be prompt and receive 
your cookies on the designated delivery date for your Service Unit. Get volunteers from your Troop to 
help you move your order. 

 Count cases before signing invoice.  Sign only for number of cases actually received. Tell Service Unit 
Product Sales Coordinator immediately if there are any discrepancies.  Do not accept any damaged 
cases of cookies. 

 Store cookies in dry area, away from heat. 
 

 

 
                                 

 Organize orders for each girl, using Girl Order Card. 

 Parent must accompany girl to pick up cookies and sign receipt for # of boxes received.               
(Count boxes with parent.) 

 Give each girl her cookies and additional supplies, if needed. 

 Encourage girls to take reorders. 

 Encourage girls to turn in payments often, so that they are not carrying large amounts of cash.  

 Stress payment due dates. 

 

 

 

 

 

 
 
 

 

 

 Fill reorders from cupboard in the same manner as original orders. 

 Enter additional cookies sold on Troop Worksheet. 

 Have adult sign each time additional cookies are taken. 

 Notify Service Unit Product Sales Coordinator immediately when you need more cookies 
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 Girls deliver cookies to customers and collect money, putting money and checks in money envelope 
and amount received from each customer in appropriate column on Order Card. 

 Girls return money envelope to you. 

 For best possible experience for girls, you should attend each troop meeting during this time to collect 
money and offer encouragement to all girls selling cookies. 

 Count money with parent present. Fill out cookie receipt using right side for amount of money. 

 Parent signs receipt in "received from" space.  Give parent copy, keep copy for your records. 

 Record Troop number on all checks in lower left hand corner. 

 As soon as money is received, turn-in partial payments with RI-1 or RI-1A Payment Form.  Ask the 
troop if they wish to donate a portion of their proceeds to the Council Service Project. 

 

 MARCH 9 & 10 - AT LEAST ONE PARTIAL PAYMENT MUST BE RECEIVED AT THE OFFICE - OR 
GIVEN TO YOUR SERVICE UNIT PSC FOR ORDER TAKING TROOPS. 

 WHEN MAILING PAYMENT, NO CASH - Use money order or check.  (If personal check,  

please include driver's license number on check.) 

 
 

 
 
 
 

 

 Send Troop Incentive Report (RI-2) with Final Payment Form, also RI-1A or RI-1B 

 Remind girls and parents about Camp Credit Certificate & Cookie Credit Transfer now!  These are 
available on the council website. 

 During the months of May and June: Patches, T-Shirts and other Recognitions  

will be supplied by your Service Unit Product Sales Coordinator. 

 It is important for all incentive reports to be received at the Council Office by March 28th                                
in order to receive the incentives on time.  

       

 

 

Revised reports may be submitted for Troops that choose to sell after March 28th. 
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 Provide name tags, a sign-in sheet and 
refreshments.  

Discuss troop proceeds and your  Councilôs 
girl recognition program 

    

 
Explain the Troopôs plans, goals and how 
everyone benefits.  

Describe each Girl Scout Cookie. Use the Order Card to show 
what each variety looks like. 

    

 
Ask family adults to help with snacks or games. 
People with assigned tasks are more likely to 
attend. 

 
Announce important dates to remember, procedures for picking 
up cookies and handling money, and who to call for help. 

    
 

Ask girls to help lead cookie training. 

 

Emphasize the importance of safe selling and goal setting. 

    
 

Review cookie materials. Distribute order cards. 

 

Answer questions and let girls and their parents/guardians 
know who to contact if they think of more questions 
later. Thank everyone for coming! 

 

Discuss troop and personal goals. Talk about the activities that will be financed by the cookie sale. 
 

Use the goal setting activities to help determine what the girls want to accomplish through the Cookie Sale Program. 
 

Refer back to your goal throughout the sale to track your progress. Decide if you will participate in the Cookie Share 
or the Council Service Project. 

Ask how many girls went to camp. (This may be a chance to talk about the fun that girls have had at camp). Point 
out Early Bird information for camp. 

 

Explain how the cookie program activity helps girls build 
self esteem, learn many important life skills like handling money, teamwork responsibility and goal setting.            

Remind them that selling cookies is FUN!  Show them the interactive Goal Setting program at 
www.abcsmartcookies.com 

 
 
 
 
 
 

As a Girl Scout Cookie volunteer, your role at training is to make 
sure that girls have the information they need to have a safe, 

fun and productive selling experience. 

 

 

http://www.abcsmartcookies.com/



