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HELPFUL FORMS

FormsonCD

-Parent Permission - All Girl Scouts participating

in this program must have a permission slip signed

by their parent or guardian prior to the start of the
program. One permission slip can be signed for both
the Fall Product Sales and the Cookie Program for the
2011-12 membership year.

-Parent Guide to Success - Print this letter to give

to the parents. This letter contains incentives, GOC
information, important dates, cookie theme, and
guidelines. It will be very helpful at your family meeting.

-Troop Cookie Coordinator Position Description-
Every Troop must have a Troop Cookie Coordinator
who must fill out a Position Description and return

to the Service Unit Cookie Manager prior to troop
participation in the 2012 Cookie Program.

-Service Unit Cookie Manager Position Description
- Every Service Unit must have a Service Unit Cookie
Manager who must fill out a Position Description and
return to the Product Sales Dept. prior to participation
in the 2012 Cookie Program.

-Troop Worksheet - A helpful tool. Thisform s
available to keep track of girl orders on one sheet.

-Evaluation - To be completed and turned in with your
troop final paperwork.

-Troop Recognitions Report — A helpful tool. This
reportis available to keep track of girl recognitions on
one sheet.

-Discrepancy Report- Any delinquent girl OR NSF
check has to be reported on a Discrepancy Report.
Samples are also available. Website Links—Quick
access to GSDSW, GSUSA, ABC and SNAP

-Cookie Manual - Through Quick access to GSDSW
website

‘Volunteer Guides- Girl Level appropriate program
material.

-ACH Debit Authorization Form- This form needs
to be filled out and returned to GSDSW Product Sales
Department by January 15, 2012.

Forms in Packet

-Cookie Order Form- Make sure girls’ first name only,
troop number, and the Troop Cookie Coordinator’s
name and phone number are on the order card before
the girls receive them OR have the girlsfill it out at the
troop meeting. Explain to the girls how to fill out this
form so they can have the customers complete it
properly. Have the girl or parent total this form before it
isturned in. Verify the totals.

-Money Envelope - For girls to collect money to
turninto the Troop Cookie Coordinator. Each girl will
receive an envelope.

Receipts - A receipt must be completed and signed
by both the parent and Troop Cookie Coordinator
for all transactions involving cookies and money.
After verifying the count, the parent and the Troop
Cookie Coordinator will both sign the receipt. The
parent receives the yellow copy and the Troop
Cookie Coordinator will retain the white copy. If a girl
is delinquent, the white copy of her receipts must be
submitted with the troop’s final paperwork.
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Customers Support Girl's Service Projects

Gift of Caring

—

Making a World of Difference....

One Cookie Package at a Time

For many years, Girl Scouts across the country have
used Girl Scouts Cookies to show their appreciation
for men and women in uniform.

For various reasons, some customers do not want

to buy cookies for themselves, or they only have a
limited need. With Gift of Caring, they have a chance
to give to others while supporting Girl Scouting at the
same time.

Girl Scouts support Fort Bliss deployed soldiers.

Girl Scouts of the Desert Southwest in partnership
with Ft Bliss will continue to send donated Girl Scout
cookies overseas to deployed soldiers. The Gift of
Caring Service Project is a wonderful way to show our
soldiers we are thinking of them. After all, Girl Scout
cookies are not only tasty, but a great American
tradition!

Recognizing Girls

Every girl that sells at least six boxes of cookies for
the Gift of Caring Service Project will earn the Gift of
Caring Patch!

Cookie Sales period is from
January 21st to March 4th!

You purchase the cookies, and
GSDSW will deliver them to
Fort Bliss.

These orders will be entered into SNAP under
Cookies, Restock/Reorder. The first column states
CShare. No other orders are to be placed here.




Cookie Success in Just Five Steps

Cookie sales can help girls learn about leadership
and business, practice goal-setting, put the Girl
Scout Promise and Law into action, and develop self-
confidence.

Just follow the Five Steps of Cookie Success:
Step 1- Set and Share Team Goals

Goal-setting is a valuable life skill. Begin by helping
girls brainstorm what they could do with cookie
proceeds. Then help them select a goal that inspires
them.

Step 2 - Set Personal Goals

Encourage the girls to set goals! How can they be
even more successful than last year? What would
they like to learn? Be sure to remind girls that
achieving a team goal requires that every person
achieve her personal goal.

Step 3 - Hold a Family Meeting

Adults need to understand the importance of an
activity before they give it their full support. Engaging
families in the Cookie Program encourages them to
be involved and stay informed. Encourage girls to
plan the family meeting, play leading roles, and make
it fun for everyone.

Family Meeting Guideline

Studies have shown that if parents are involved and
know what the girls are learning and earning, they
take a personal stake in the success of the troop’s
cookie sale.

Talking Tips for the Family Meeting

«Girl Program- Goal setting, communication,
marketing, planning and decision making.
-Safety issues- See Safety-Wise.

-Troop's goal and importance of goal setting.

‘Review Cookie Variety, cost, and troop earnings
and Service Unit earnings.
‘Recognition Process—All cookies sold count

toward recognitions.
-Gift of Caring Council - Wide Service Project

Additional Cookie process

Money Handling Procedures - Thereisa $75 limit on
checks. Checks must include name, address and
phone number and be made out to your troop. Ifa
girldoes not turn in allmoney due by the money due
date, she is considered delinquent.

Review ALL Dates- See Calendar in this book.
Review Marketing Tips- See page 9.

Obtain signed permission slip. Do not hand out
cookies or order card without signed permission slip.

Have everyone repeat “On my honor | will not sell
before January 21st.”

Review cookie pick up procedures - signed receipts.

Review payment procedures — Weekly deposits,
signed receipts, final due date.

Step 4 - Sell Beyond Family and Friends

People love Girl Scout Cookies and are generally
predisposed to buying them. Many women say their
first business success was getting a “yes” from an
unknown customer. Encourage your girls to market
beyond people they know.

Step 5 - Track your Progress and
Celebrate your Success!

Girls use the “Catch Goals” feature at
www.abcsmartcookies.com to watch their sales grow
and tracking progress keeps everyone focused on
the goal. When girls reach their goal, remmember to
celebrate. Thin Mint Shakes, anyone?




Goal Patch Requirements

Earn the Goal Patch!

In order for a girl to receive a goal patch, the following
four requirements must be met:

1) The girl sets an individual goal.
2) The girl has to set up an account in “Catch Goals”

and uses “Catch Goals” to track her progress by
updating her orders.

3) The girl participates in at least two booth sales
during January 28, 2012 through March 4, 2012.
Participation in the “Booth Bash” will count as a
booth.

4) The girl reaches her individual goal.
The Troop Cookie Coordinator is “On My Honor” that

the girl reached these goals. The councilis able to
verify and will if needed.

Atcana
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Cookie Selling Tips

Ninety percent of the general public would gladly buy
Girl Scout Cookies, but did you know that nearly 35
percent are never asked? Sometimes we expect girls
to naturally know how to sell cookies. The fact is that
most girls need some guidance in the selling process.
Below, you will find some tips and techniques to help
your girls achieve their goals.

Door-to-Door Sales

Encourage girls to canvas their communities, leaving
no doorbell unrung! By having “cookies in hand”

girls can take a wagon in the neighborhood and

sell cookies. At a troop meeting, have the girls go
door-to-door in the neighborhood of your meeting
location.

Telephone Sales

One of the fastest, easiest ways to sell Girl Scout
Cookies is by phone.

Girls can review prior year’s order cards and
contact former customers for this year’s orders.

-Once cookies have been delivered, girls may
want to call customers, thank them for their
orders, and ask if they need additional cookies.

-Girls can prepare a flyer reminding customers
when the cookies will be delivered, listing what
each customer ordered and the amount owed.

Booth Sales

On troop meeting night, instead of having a meeting,
you can hold a pre-scheduled booth sale. Your troop
can have a booth sale every night of the week and a
couple during the weekend if you would like. There is
no limit as to the number of booth sales a troop can
participate in.

Workplace Sales

One of the fastest, easiest ways to sell Girl Scout
Cookies is by phone.

-Girls can contact business owners or managers
to request permission to sell cookies to their
employees.

-Girls can either make a quick “sales pitch” ata
staff meeting, or sell door-to-door (or cubicle-
to-cubicle), depending on the wishes of the
business.

-Once employee sales are completed, the
business may allow girls to leave an order card
in a visible spot. Leave a note from your troop
outlining your goals and plans for the cookie
proceeds. Remember not to list the girls’ last
names or phone numbers on the order card or
note.

-Girls should establish a date and time to pick up
the order card and to deliver the cookies.




Recognitions

Box Level |Girl Recognition OR |Desert Dollars

25+ Theme Patch Patch

50+ Set of 5 Appliqués & Bracelet $5

105+ Penguin Necklace $5

155+ Folding Brush & Pedicure Set $5

205+ Journal & Pen set $5

265+ T-shirt, Penguin Pewter Figurine, Large Penguin, Patch +$10
Super Patch

325+ Penguin Flashlight & Recycle Tote $10

405+ Calculator & Pen $10

500+ Mini tote & Small Penguin $10

600+ Time Bangle Watch & 600+ Bar Patch +$10

700+ Beach Towel, Sunglasses & 2012 Membership $50
Registration

800+ Hoodie $20

900+ Duffle Bag & Water Bottle $20

1,000+ Embroidered Jacket &1,000 Bar Patch + $40

1,500+ Digital Camera *** $75

2,000+ Flat Screen TV *** $75

2,500+ Tablet *** $100

3,000+ Fiesta Texas, Sea World San Antonio, $200
Schlitterbahn week trip - July 9-13, 2012

The council’s highest selling girl will receive recognitions AND
Desert Dollars to the Highest Level she earned.

**Digital camera, flat screen TV, and tablet, actual may vary.

Fiesta Texas, Sea World San Antonio, and Schlitterbahn trip will be from July 9-13,2012. Council Product Sales
Staff will escort girls. Actual transportation will be determined by number of girls.

How does it Work? The individual girl decides when setting her goal if she wants recognitions or Desert
Dollars. Girls must choose from ONE category and NOT BOTH. Girl Recognitions and Desert Dollars are
cumulative. Please choose Girl Recognitions or Desert Dollars carefully. There are no exchanges. Girls
selecting Desert Dollars will receive patches.

Desert Dollars, as with any recognition, are an individual girl recognition. They cannot be shared or given away.
They will be issued with the girl's name and expiration date. Desert Dollars can be used for Early Bird/On
Time Membership registration, GSDSW Summer Day and Resident Camp, GSDSW Council shop purchases,
GSDSW Event Registration. Desert Dollars will be given to the Service Unit Cookie Manager to be given to
leaders with all other recognitions. ALL DESERT DOLLARS WILL EXPIRE SEPTEMBER 15, 2012. There will be
Nno exceptions.

*



GSDSW. o
2012 Girl Recognitions

Theme Patch Appliqués & Bracelets
25+ Packages 50+ Packages

Penguin Necklace Folding Brush & Pedicure Set
105+ Packages ' 155+ Packages

Journal & Pen Set T-shirt, Owl Pewter, Plush Owl|,
205+ Packages & Super 100th Patch
265+ Packages

*



Penguin Flashlight & Recycle Tote 5 Calculator & Pen
325+ Packages 405+ Packages

L
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Mini Tote & Small Penguin Time Bangle Watch & 600+ Bar
500+ Packages 600+ Packages

b ! =

Beach Towel, Sunglasses &

2012 Membership Registration Hoodie
700+ Packages | 800+ Packages

*Actual may vary

Duffle Bag & Water Bottle . Embroidered Jacket* & 1000+ Bar
900+ Packages 1000+ Packages




Digital Camera* Flat Screen TV* Tablet*
1,500+ Packages 2,000+ Packages 2,500+ Packages

*Actual may vary *Actual may vary *Actual may vary

Tripto
San Antonio

including visits to

Schlitterbahn
SeaWorld
Fiesta Texas

Fiesta Texas, Sea World San Antonio &

Schlitterbahn Trip
3,000+ Packages




GSDSW
2012 Adult Items

Check out what is available this season in our GSDSW shops
Items in shops vary - Iltems only available while supplies last!

My 1st Cookie Sale Patch  Cookie Time Bags Car Magnets
$1.00/each $2.00/each $8.00/each

Yard Signs What can a COOKIE do? Car Flags
$9.00/each Tote Bag $8.00/each
$10.00/each
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Plastic Table Cloth Thank You Labels Fabric Table Cloth
$6.00/each $0.10/each $16.00/each

*



2012 Adult Items

Continued

What a Cookie Can Do Cookie Mom & Cookie Dad
T-Shirt Baseball Caps
$10.00/each $15.00/each

Actual Product will say “Cookie Mom” or
“Cookie Dad” on the brim.

Table Top Display Cookie Trays
$7.00/each $8.00/each

*



Cookie Booth Kit

Everything you need for a successful

cookie booth!

Kit Includes:

Only $35.00

Supplies limited

SO

order yours today!

One box of each cookie variety for customers to sample

Table Top Display
Cookie Tray
Plastic Table Cloth
Napkins
20 Thank You Labels

All this in your own Cookie Queen tote bag!

Girl Scouts of the Desert Southwest
9700 Girl Scout Way
El Paso, TX 79924
915.566.9433
Shop Hours:
Monday through Thursday
8:30am-6:30 pm

www.gsdsw.org email orders to amercado@gsdsw.org

Name

Email

Pre-Order your Cookie Booth Kit!

#of kits

Please return to your local retail store.



http://www.gsdsw.org/�
mailto:amercado@gsdsw.org�

How the Cookie Crumbles

The Girl Scout Cookie Activity is an opportunity for girls to develop valuable LIFE SKILLS such as:

<Goal Setting: Your Girl Scout sets cookie sales goals individually and, with her team, creates a plan to
reach them. She develops Cooperation and Team Building skills along the way!

«Decision Making: Your Girl Scout helps decide how her team will spend their cookie money,
furthering her Critical Thinking and Problem Solving skills that will help her in many aspects of her life.

<Money Management: Your Girl Scout takes cookie orders, handles customers’ money, and gains
valuable and Practical Life Skills around financial literacy.

-People Skills: Your Girl Scout learns how to talk to, listen to, and work with all kinds of people while
selling cookies. These experiences help her develop Healthy Relationship and Conflict Resolution skills
she can use throughout her life.

«Business Ethics: Your Girl Scout is honest and responsible at every step of the cookie sale. Her
business ethics reinforce the Positive Values she is developing as a Girl Scout.

A Breakdown on the Cost of Cookies

Girl Scout Leadership
Experience - $1.88

Cost of Cookies - $0.95

Troop Proceeds - $0.50

Girl Recognitions - $0.15

Service Unit - $0.02

Each package of cookies sells for $3.50. $2.55 of the retail price goes
directly back to support Girl Scouts across the council.




Discovering Connections

The Cookie Program can help girls earn a variety of Girl Scout Try-its, Badges, and

Interest Project Awards.

Daisy Girl Scouts
o Money Counts
o Making Choices
o CountitUp
o Talkitup

Brownie Girl Scouts

o Cookie Counts
o Girl Scout Ways
o Careers

o Eat Right, Stay Healthy

o Make it, Eatit

o Penny Power

o Safety Sense

o Caring and Sharing
o Manners

o People Are Talking
o Working it Out

o0 Math Fun

o Computer Smarts
o Creative Composing
o Point Click and Go
NEW

o Money Manager

o Philanthropist

o Meet Your Customers

o Give Back

Junior Girl Scouts

o Cookie Connection
0 Business-Wise

o Careers

0 Money Sense

o Looking Your Best
o Communication
0 My community

o Safety First!

o Food Power

o Math Wiz

o Write All About it
o Computer Fun

o Let's Get Cooking

NEW

0 Business Owner

0 Savvy Shopper

o Cookie CEO

o Customer Insights

Cadette/Senior/Ambassador

o Computers in Everyday Life
o Cookies and Dough

o Dollars and Sense

o The Food Connection
o From Fitness to Fashion
o Travel

o Your Own Business

o Orienteering

o Sports for Life

o Water Sports

NEW - Cadette

o Budgeting

o Comparison Shopping
o Financing My Dreams

0 Business Plan

o Marketing

o Think Big

NEW - Senior

o Financing Your Future

0 Buying Power

o My Portfolio

o Customer Loyalty

NEW - Ambassador

0 On My Own

0 Good Credit

0 Research & Development
o P&L (Promise & Law)




Booth Sales

To maximize success, invite girls to consider using these proven tips:

o If some varieties are not selling, open a box (which your troop must purchase), break them
into bite-size pieces, and let customers take a sample. This sample will likely spark interest
among customers and increase your sales.

0 Make an attractive table display to gain customer interest.

o Bring along your troop goal poster and pictures of activities in which you have participated.
o To encourage multi-box purchases, suggest that girls bundle packages and attach recipes
that use the cookies or offer handmade cards such as “Happy Birthday” or “Thank You.”

o Create a donation box for Gift of Caring purchases.

o No smoking or eating at a booth.

o Girls must be dressed, identifying themselves as Girl Scouts.

o Always display the Girl Scout logo prominently.

o Girls should not be playing, running around or talking loudly.

o Tagalongs are not allowed at booths.

0 ALWAYS say “THANK YOU!”

Booth Bash

On February 25, 2012, Troops can participate in Booth Bash. Your troop hosts a council
approved booth, girls decorate the booth anyway they like to celebrate 100 years in Girl
Scouting. Submit troop pictures to productsales@gsdsw.org by March 12th to be judged.
Booths will be judged based on originality, adherence to the theme, and creativity. Top

3 troops will be honored; 3rd place $25 council shop credit, 2nd place $50 council shop
credit, 1st place $75 council shop credit. The Council Shop credit will expire along with
Desert Dollars on September 15, 2012,




Council Procedures:
“Initial Order”

Placing an “Initial Order”

Troops need to have their “initial” order in the SNAP
web site by January 2, 2012. Troops should hold

a meeting with their families to go over their 2010-
11 total cookie sales and set a troop goal down to
individual girl level. New troops will be given an
average to work with.

The “initial” order may be rounded up to include
cookies for future booth sales. However, NO cookies
may be returned. Once troops agree on their “initial”
order, enter the order in SNAP. Please refer to page
24 for specific council procedures regarding placing
“Iinitial” cookie orders in SNAP.

Choosing a Delivery Time

Troops will be able to log in to SNAP to select the
time that they would like to pick up their “initial”
cookie order. Please refer to page 24 of the manual
for specific council procedures regarding choosing a
delivery time.

Delivery of “Initial” Order

Cookie delivery will be taking place January 16-21,
2012. Refer to specific delivery locations insert.

In preparation for delivery, you will need to take the
total of your “initial” order only to determine how
many vehicles are needed to pick up the troop order.

Have your vehicles empty and ready to be loaded.
If you are using more than one vehicle, the largest
vehicle will be first in line and other vehicles will run
beside that vehicle. If in doubt, bring an additional
vehicle. Itis better to take home an empty vehicle
than to not have enough room.

Arrival Time

Please try to arrive at your delivery site as close to
your assigned time as possible to get everyone in
and out. With your cooperation, the process will
run smoothly. Allow atleast 30 minutes on-site to
complete your pick-up. Please realize that in case
of bad weather, an alternate time may need to be
scheduled.

Cookie by the Carload

Use this guide to determine how many cases of
cookies will fitin your vehicle. The amounts assume
the car will be empty except for the driver, and
counter. Safety note: Avoid carrying cookie cases
and girls in the passenger area of a vehicle at the
same time.

Car Type Number of Cases
Compact Car 23
Hatchback Car 30
Mid-Size Sedan 35
Sport Utility Vehicle 60
Station Wagon 75
Mini Van (seatsin) 75
Pick-up Truck (full Bed) 100

Once your vehicle has been loaded and you have
signed for your cookies, you are responsible for
those cases. Please note any discrepancies before
you sign for the cookies.




Council Procedures: Additional Orders
& Return/Exchange Cookie Policy

Additional Cookie Orders: Deliveries
January 21-March 4, 2012

All additional orders must be handled between
the Troop Cookie Coordinator and the council.
The council will review the order and approve to
the specific cupboard. All additional orders count
toward girl recognitions.

Important:

Troops are REQUIRED to enter a “planned order” into
SNAP by 12:00 noon the day prior to delivery to the
specific cupboard. You may pick up your delivery at
a later scheduled date. See SNAP Instructions on
Page 24-26.

For example: You want 6 cases of all varieties and
you want to pick them up in El Paso at the El Paso
Service Center on Tuesday at 11:00am. The El Paso
Service Center is open Tuesdays from 10:00am-
1:30pm. You would have to submit your order by
noon the day prior to delivery, so Monday by 12:00
noon. This way your order would be in El Paso in time
for the Tuesday delivery and available for you to pick
up on Wednesday during cupboard hours.

If a troop attempts to pick up cookies without prior
“planned order” in SNAP, they will be turned away.
Remember to look at the “suggested” size of vehicle
for the correct number of cases you are picking up.

Troops MAY NOT return or exchange cookies at the
cookie cupboards.

HINT: Here is an example of how many cases you
might want for one booth sale. Remember that
each booth is unique and this is just an example:

6 Caramel DelLites, 6 Thin Mints, 2 Lemonades, 3
Shortbread, 3 Peanut Butter Sandwiches, 3 Peanut
Butter Patties, 3 Thanks-A-Lot, and 2 Shout Outs.

Return/Exchange Policies

THERE ARE NO RETURNS OR EXCHANGES ON ANY
COOKIES PICKED UP FROM THE TROORP, INITIAL
ORDER OR ADDITIONAL ORDERS. ALL COOKIES
ORDERED BY THE TROOP WILL BE THE TROOP'S
RESPONSIBILITY.

You may need to have more than one cookie booth
to sell ALL your troop’s cookies.

Transfer of Cookies

Transfers of cookies between troops must be
handled by the Service Unit Cookie Manager, and
be reflected on the final reports. Receipts are to
be issued and signed by both troops. Transactions
need to be entered into SNAP.

WHAT DO I DO WITH DAMAGES!?
Damaged Cookie Packages

Damages will be exchanged through the council
cupboard and traveling cupboards. Damaged
packages are not unusual. When opening a case,
remember you are the quality control. Remove all
damaged packages. Do not deliver damaged boxes
to customers.




Council Procedures:
How to Handle Money

Banking Procedures
Cash Handling Procedures
Troops’ Monies

All participating girls must be registered with 1. Troops will deposit all Cookie program funds into

GSUSA and have a Parent/Guardian Permission
and Responsibility Agreement turned into the
Troop Cookie Coordinator.

Payment is collected only when girls deliver
cookies.

Girls may accept cash and/or checks made
payable to “Girl Scout Troop #XXX” as payment
for cookies.Girls should accept only preprinted
checks with issuer’s address. Itis required that
girls record the telephone number and driver’s
license number of the issuer on the face of the
check. Council cautions against accepting out-
of-state checks. No Credit/debit cards.

Checks need to be written for no more than $75.

The council will not be responsible for any NSF
checks more than $75.

Cookie program funds should be collected from
girls and safeguarded by parents immediately.

Cookie Program funds should be submitted for
deposit to the Troop Treasurer, in their original
form (e.g. cash and checks from customers),
promptly and frequently. Parents must never
deposit program funds into their personal

bank accounts. Troops should receipt every
transaction (e.g. cookies given to girls, money
received from girls) for clarity and reconciliation.

their individual troop bank accounts as promptly
and frequently as possible.

2. All troops will sign an ACH Debit Authorization,

attach a voided troop check, and submit to

the Service Unit Cookie Manager with their
completed Troop Cookie Coordinator Positions
Descriptions & Agreement. To participate

in Cookie program they need to be received

by December 23, 2011. Only one needs to be
submitted for both programs.

3. Service Unit Cookie Managers will submit

ACH Debit Authorizations and Troop Cookie
Coordinator Agreements to the Product Sales
Director no later than March 15. 2012. Please see
ACH debit schedule.

4 All council proceeds will be collected from

troops via ACH (Automatic Clearing House)
debit. ACH is a nationwide electronic funds
transfer network which enables banks to
distribute electronic charges (debits) to bank
accounts and to settle such entries.




Council Procedures:
How to Handle Money

Troops deposit sufficient funds into troop
accounts and authorize direct debit by sending
an email to productsales@gsdsw.org no later
than Wednesday, February 15,2012. The email is
to include troop number and amount authorized
todebit. If amount s less than the total amount
due to the council, the troop needs to attach

the Discrepancy Report and all original forms to
equal the total amount of debit. The council will
not process NSF checks that were written for
more than $75 allotment.

50% of the balance due to the council for Initial
Orders only (gross sales less troop proceeds)
will be debited from troop accounts on Friday,
February 17,2012.

Troops deposit remaining Cookie Program funds
into troop accounts and authorize 50% of the
remaining balance due to the council for Initial
Order direct debit by emailing productsales@
gsdsw.org no later than Wednesday February 29,
2012. The email is to include troop number and
amount authorized to debit. If amountis less
than the total amount due to the council, the
troop needs to attach the Discrepancy Report
and all original forms to equal the total amount
of debit.

The remaining 50% of the balance due to the
council for Initial Orders only (gross sales less
troop proceeds) will be debited from troop
accounts on Friday, March 2, 2012.

The full balance of council proceeds will be
debited from troop accounts on Friday,
March 16, 2012.

Additional ACH debits will occur during all three
payment periods to accommodate missed
troops, troops with collection issues, and ACH
returns.

ACH Debits will continue until all council
proceeds have been collected.

If an email is not received by the troop, the
council will debit the full amount due to the
counciland any and all charges applied to
the council for processing the debit without
sufficient funds will be due from the troop.

Returned Checks

1. Troops need to inform their banks, to only
deposit checks once. The council will only be
responsible for one NSF fee that the troop bank
charges.

2. Should a check not be honored (e.g. non-
sufficient funds, account closed, etc.), troops
should forward the original or bank “legal copy”
to the Product Sales Director within 7 days of
the return date for collection. Troops should
include troop number and contact information
with the returned check. Thisamountis to be
noted on the Discrepancy Report as to this
amount not be taken through ACH Debit.

3. Troops should understand that unless the NSF
check and Discrepancy Report is submitted to
the council within the 7 days, the troop will be
held responsible for the total amount.

4. Council will attempt to collect the amount of
the check, plus bank charges up to $25, through
a succession of phone calls and letters to the
issuer of the check.

5. Allamounts not collected by the council will be
forwarded to the council collection agency.

6. The troop should understand that collection
may be more difficult if the telephone number
and/or driver’s license number is not recorded
on the face of the check.




Council Procedures:
How to Handle Money

Should payment concerns arise with a parent/
guardian in the troop, Troop Leaders/Troop
Cookie Coordinators are asked to document the
situation and first try to resolve the issues within
their own troops.

If problems persist, troops are asked to notify
their Service Unit Cookie Chair as soon as
possible.

If the matter has not been rectified by the end
of the program, Troop Leaders/Troop Cookie
Chairs must submit a Discrepancy Report to
the Service Unit Cookie Manager no later than
March 13, 2012 for Cookie Program. This form
must contain all pertinent information, a detail
of collection attempts, signed receipts of all
transactions, and parent permission slip.

Troops should understand that unless a
Discrepancy Report is submitted to the council,
the troop will be held responsible for the total
amount due.

Council will contact the parent/guardian and try
to collect the debt. If the council is unable to
make the collection, the debt may be referred to
a collection agency, or brought to Small Claims
Court.

Tracking Sales

1. Each troop in GSDSW will use SNAP for Cookie
Program as their program management system.

2. Alltransactions must be done through this
system to ensure accurate and real-time data,
and eliminate the reconciliation process.

a. Troops will enter:
i. Troop number, troop contacts, girl information
ii. Initial order, reorders, booth reservation
iii. Girl allocations, recognitions, & Gift of Caring

0. All additional cookies obtained through weekly
deliveries must be done through the reorder
componentin SNAP. Weekly deliveries are
responsible for processing troop reorders into
orders. Troops will acknowledge cookie pick-up
by the troop’s signature on a printed receipt.

C. All troop-to-troop transfers will be entered into
SNAP by the Service Unit Cookie Manager. The
troop giving away the cookies will be responsible
for completing the receipt and making sure
both the giving and receiving troops have
copies of the transaction. Both troops should
retain their receipts for reconciliation purposes.

d. GSDSW Product Sales Staff will record all
ACH debits (payments) to allow for precise
accounting of balances due.

e. Once product is picked up from the weekly
deliveries, orders will not be edited.

f. Troops cannot change the amount due to
council or direct debits made. In the event
that the full amount due cannot be debited
for any reason, troops must send an email to
productsales@gsdsw.org to coommunicate the
amount that can be safely debited from their
account along with a completed Discrepancy
Report.




Council Procedures: SNAP

SNAP LOGIN

ALL USERS

SNAP is a web site tool used by Cookie Program
volunteers and council staff to record and track ALL
Girl Scout Cookie Program transactions.

You can access SNAP at: http://www.abcsnap.com

For all users; after attending Troop Cookie Manager
training and signing a position description, you will be
setup asa user. Your loginto SNAP will be as follows:
Email: Your email address that you supply on your
position description.

Password: Troop XXXXX (your 5 digit troop number)
Example: you are troop 12345; your password is
Troop 12345

Enter your email address and password and click the
LOG IN button. You can change your password, if
you wish. Please keep in mind that your Service Unit
Cookie Manager and the GSDSW staff can see your
password.

The main page in SNAP is called a “Snapshot”. Here
you can see at a glance, the calendar, messages,
tasks, recent activity, and charts &graphs.

EDIT MY PROFILE

After logging in you need click on “Edit My Profile”
at the top of the page to change the password and
update your address and telephone numbers.

MY TROOP

After youlogin, you will need to set up your troop
next. Click onthe “My Troop” icon and then select
“Edit Troop Information”. Here you will select your
troop’s Troop Level, Proceed Plan, Recognition

Plan, and correct address information. Itis highly
recommended that troops decide before hand if
they would like to earn girl recognitions or Desert
Dollars. Thisis an option per girl. After updating, click
“Edit Troop.”

SNAP LOGIN

Next you will need to add your girls to your troop.
Remember that every girl that participatesin

the 2011-12 Cookie Program has to have a signed
permission slip turned into the Troop Cookie
Coordinator. After you receive the signed
permission slip, click on the “My Troop” icon and then
select “Add/Edit/Delete Troop Girls”. Click “Add New
Girl”. Enter her first and last name, and then click
“Add Girl.”

SNAP “HELP”

At any time, you can select “Help” in the top right
icon and the “Help” will be specific to the page you
are on. For example: you are in the "My Troop”, “Add/
Edit/Delete” troop girls and you select “Help”. A help
box will open and show you how to manage your
troop and how to edit or delete as you see fit.
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TROOP TRANSFER

Transferring cookies from “extra” to a girl.

After you place an initial order or additional orders
and you ordered “booth/extra”, you need to
ultimately transfer them to the specific girl that sold
them. If you hold a booth and the troop decides
that the total boxes sold at the booth will be divided
between the girls that worked the booth, then you
need to transfer them. Under “Cookies”, select
“Transfer Order”. You add a transfer. Indicate that
the transfer is from troop to girl. Select the specific
girlthen enter the exact order to transfer to her. This
way the girl will be eligible for recognitions that she
has earned based on the number of boxes she sold.

GIFT OF CARING ORDERS

All Gift of Caring orders need to be entered under
each girl. Click on “Cookies” then “Cookie Share” and
double-click on the girl that sold the Gift of Caring.
Enter the number of Gift of Caring boxes she sold.
Remember the customer does not specify what
variety of cookies will be sent to the soldiers. To earn
the Gift of Caring patch a girl must sell 6 boxes.

RECOGNITIONS

Selecting troop recognitions for each girl.

In your settings you should have already selected
the recognitions plan that your troop has decided
upon. Select “Recognitions” then select “Create
Recognition Order” from the drop down menu. You
will need to select if the girl has decided upon either
recognitions or Desert Dollars, but not both.

PLACING “INITIAL” ORDER

Starting November 28, 2011, troops can submit their
initial order. Click on “Cookies” then click on “Initial
Order”. At this time, you can either order specifically
by girl or as “Booth/Extras” then when you give
cookies to a specific girl, transfer to that girl. The
initial order has to be submitted by January 2, 2012.
At this time you will select the time that you will pick
up your initial order. You can save the order then
return to review or make change.

cCoOMMIT

After you save the order and by January 2, 2012 you
need to click “"COMMIT".

NOTE: You can only commit your order once. If
you have changes after you submit, you will need to
contact your Service Unit Cookie Manager prior to
January 2, 2012.

DELIVERY TAB

After you commit your “Initial Order” you can select
your delivery information. Click on “My Troop”,
“Delivery”, then “Schedule Delivery Pick Up”. Select
your delivery location and time of pick up.

troop has decided on. Select “Recognitions” then
select “Create. Recognition Order” from the drop
down menu. You will need to select if the girl has
decided on recognitions or Desert Dollars.
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SELECTING ABOOTH LOCATION

You will have 2 opportunities to select booth
location. Starting January 2, 2012 at 1a.m. Mt time,
2:00 am central time through January 7, 2012. You
will be able to log into SNAP and secure 4 booths. On
January 8, 2012 at 1:00 am MountainTime, 2:00 am
Central time through the entire cookie program you
will be able to secure as many additional booths as
your troop desires.

When selecting a booth location. You will log into
SNAP, Cookies, Booth Scheduler, view booths by
date. Find the Location, date, and time that you
want a booth at a pre-determined location. Click on
the “available” message. Double Click the location
that you want. Review the time that you want and
select “reserve”. Click ok to confirm Booth Sale. The
reserved booth will show in your reserved booth.

CANCELLINGABOOTHLOCATION

If you have a booth secured for your troop and for
any reason you are not able to host that booth, you
need to log into the cookie booths and deselect the
booth that you need to cancel. Itisimportant that
you cancel the booth as soon as possible in order for
another troop to secure that location.

GIRL MONEY TRANSACTIONS

To ensure that each girl receives credit for each
money transaction that she turns into you, click on
Finances, the “Add New Girl Transaction.” Fill in all
areas. You would enter these transactions from your
receipts that you and the parent sign after a money
transaction.

"k

BANK DEPOSITS

When you make a deposit into your troop bank
account, you need to enter the transaction

into SNAP. Click on Finances, then “Add a New
Transaction.” Fillin all “*" areas. Select the bank,
the type of transaction is Troop Bank Deposit; the
transaction date is the date that is imprinted on the
deposit slip and finally the amount of the deposit.
Reference is the reference number that the bank
imprints on the deposit slip. Click “SAVE”.

TROOP BALANCE SUMMARY

Under “Reports,” select “Troop Balance Summary”.
This report should be printed and turned in as final
paperwork to the Service Unit Cookie Manager to
confirm total orders and financial status.

PLANNED ORDERS

Under “Cookies”, select “Planned Order”. Select
the Delivery location that you will be picking up your
cookies, in SNAP that is the Cupboard. Select the
Date you will be picking up your cookies. Enter the
amount of cookies, in full cases, by each variety that
you need. Click “Submit”. Click “OK” to verify you
are sure you want to submit the order. Write down
the order number for your records. Troops can only
submit a “planned order” by noon the day prior to
pick up. There are no exceptions. Refer to page 20
for dates and locations for additional orders.
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SU Bonus/Troop Profit Option

TROOP
Troop Earnings

Troops receive .50 cents per box of cookies. If they
complete all requirements to “Reap Big Rewards”
they will receive .55 cents per box. The “Reap Big
Rewards” form needs to be turned in to the Product
Sales Department and reviewed.

Additional Troop Profit Option

Troops may opt to select the additional troop profit
of .05 cents per box rather than ordering individual
girl recognitions. Girl Scouts will receive patches.
However, the patches must be ordered. If this option
is selected, the entire troop must be in agreement.
The girls must sign a letter of agreement stating that
they are wishing to opt out of recognitions to receive
the extra .05 cents and the troop cookie coordinator
is to keep this letter. IF questioned by the councill,
the troop cookie coordinator MUST present this
signed letter of agreement by the girls.

SERVICE UNIT
Service Unit Bonus

The money earned by a Service Unitis a direct result
of successful efforts made by every troop and Girl
Scout registered in the Service Unit. The funds are
not intended for adult recognition use. The Service
Unit bonus is used:

1. To plan and implement programs for the girls of
the Service Unit.

2.To help with the administrative cost of the girl
program.

MONETARY BONUS

Service Units can earn .02 cents per box sold in their
Service Unit. Each Service Unit has the opportunity
to earn a monetary bonus based on the Total Sales
for each Service Unit, minus delinquent boxes.

NOTE: Delinquencies will be deducted from the
Service Unit total sales.




Council Procedures:
Recognitions/Final Reports

Girl Recognitions OR Desert Dollars

The structure of the girl recognition programis
based on the number of boxes sold. The box levels
increase and girl s may choose the recognition
item or Desert Dollars. The chart of box levels and
recognitions can be seen in the Girl Recognitions
section of this book as well as on the parent hand
out, and on the girl order card.

Delinquencies

Do not delay turning in the final paperwork by March
14-15, 2012 to your Service Unit Cookie Manager.
Complete the Discrepancy Report and attach the
signed receipts for product and payment along with
signed permission slip. Troops are NOT Permitted to
cover any outstanding money from a girl's order. This
is inappropriate use of troop funds.

If a girl does not pay for all of the cookies that
sheisresponsible for, she is not entitled to any
recognitions. IF the delinquency is paid prior to the
expiration of the Desert Dollars, the girl will receive
any Desert Dollars that she might have qualified

for. The troop does not receive troop earnings
from delinquent girl order. When the delinquency is
cleared, the troop will receive their earnings.

Recognitions are Cumulative

Girl Scouts have the opportunity to earn girl
recognitions OR Desert Dollars but not both.
Recognitions and Desert Dollars are cumulative.
When a girl reaches a specific level, she chooses all
the recognitions up to that level OR all the Desert
Dollars up to that level.

For example: If the girl's sale is 700 boxes she would
choose all the recognitions up to and including the
fleece blanket, fleece pants, and popcorn OR she
can choose the Desert Dollars and would receive
$120 Desert Dollars.

Girl Recognition Delivery

Girl Recognitions will be delivered to your Service
Unit Cookie Manager in May. Please make sure
arrangements to pick up your troop’s recognition
order promptly. Any recognition not picked up 30
days after delivery to Service Unit Cookie Manger will
become property of the council.

Final Troop Report and Evaluation DUE
March 14-15, 2012

SNAP print out of Troop Balance Summary Report,
Recognitions Order Summary by Troop report,
Discrepancy report, if applicable, and evaluation.
Manual Receipts will not be accepted. GSDSW
Discrepancy Report and all copies of receipts and
permission slips of any girl that has an outstanding
balance is due to your Service Unit Cookie Manager.
In order to expedite the final paperwork process,
kindly deliver these documents in an organized
manner. An appointment to turn in final paperwork
is necessary. If your troop has no NSF checks or
delinquent girls, you can email Service Unit Cookie
Manager evaluation and your troop is complete.

GSDSW Delinquent Review

If a girl does not turn in her total balance due, this
form needs to be filled out and turned in with final
paperwork. All signed receipts for product, money
and copies of signed permission slip must be
submitted. Effective immediately, the collections
firm will engage in assertive collection procedures.

A troop that does not meet with their Service Unit
Cookie Manager; or email evaluation, on

March 14-15, 2012 will be considered delinquent.
The troop will then need to make an appointment
with the Product Sales staff directly. A troop being
delinguent may not be entitled to recognitions.




Notes




Thank you for participating in the 2012 GSDSW Cookie Program.
It could not be a success without all your hard work and the
exceptional caring that you give with every box of cookies!

Council Contact Information

Girl Scouts of the Desert Southwest-
Southern New Mexico & West Texas

9700 Girl Scout Way
ElPaso, TX 79924

T 915566 9433 /800 895 7390 / F 9155651500

TEXAS

901 W Dengar Ave.
Midland, TX 79705
T432570 9188

5217 N Dixie Blvd.
Odessa, TX 79762
T 432550 2688

www.gsdsw.org

NEW MEXICO

1012 Oregon Ave.
Alamogordo, NM 88310
T575437 2921

2703 W Main

PO Box 1328
Artesia, NM 88210
T575746 9846

409 S Alameda
Carlsbad, NM 88220
T575887 2577

721S Granite

PO Box 2781
Deming, NM 88030
T575546 3926

522 E Broadway
PO Box 1961
Hobbs, NM 88240
T575393 5869

225 E |daho, Ste. #9
Las Cruces, NM 88005
T575526 2532

1307B E College St
Roswell, NM 88201
T575622 7801

302 W 11th St
Silver City, NM 88061
T 5755382481
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