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May 2013  

Support U.S. Military with  
Girl Scout Treats from Home  

 

Girl Scouts Heart of Michigan will team up with  
the public, in support of the U.S. Armed Forces. 
Donated cookies will be sent to the men and 
women of all branches of our military serving in 
the U.S. and abroad.  
 
Troops and individual Girl Scouts are invited to  
help with Operation Treats for Military Troops  
activities and events. For details on how you can 
participate in this worthy effort, please contact 
your regional product program specialist. 
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Ǐ Complete cookie training. 

Ǐ Review all the materials.  

Ǐ Arrange for a parent/guardian meeting. This is a perfect time to: 

¶ Ask the parents to read and sign the Parent/Guardian Permission Form. 

¶ Involve the girls in explaining their troop goal. 

¶ Encourage parents to become actively involved.  

¶ Discuss how the proceeds earned will be used. 

¶ Discuss the reward options with girls and parents. 

¶ Complete the reward ñopt outò form (if applicable). 

¶ Review Booth Etiquette agreement. 

Ǐ Distribute order forms AFTER collecting signed Parent/Guardian Permission Form.  

Ǐ Girls should complete the troop and goal information section on each card. 

Ǐ Emphasize the importance of honoring the cookie program start date. 

Ǐ Ensure that girls know when to turn in order forms to the Troop Cookie Manager.  

Ǐ Emphasize money is collected ONLY when cookies are delivered to customers. 

Pre-Sale Check List 

 

Donôt Miss a Cookie Rally Near You! 
 

Cookie Tip-Off with Michigan Womenôs Basketball 
Saturday, December 1, 2012 

 

National Cookie Kick-off Slumber Party 
Saturday, January 12, 2013 

 

WMU Cookie Craze Basketbal l Game 
January/February 2012 TBD 

 

Cheer-off and MSU Womenôs Basketball Event 
January/February 2013 TBD 

 

Cookie Booth Escapades with Saginaw Spirit Hockey 
November 2012 TBD 

 
See The Source for more information  
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 Frequently Asked Questions 
 

Who can sell  Girl Scout Cookies?   
  
All registered GSHOM girl members may sell cookies. Girls in troops, Juliettes, after 
school/in school programs and other registered girl members may join in on the fun. 
 
Where can girls sell cookies?   
 

Girl Scouts in Heart of Michigan should sell cookies within their council region. There 
are no restrictions on where a girl can sell within her region. No girl, troop or Area has 
exclusive rights to any neighborhood, town, area or street. Safety Activity checkpoints 
should be followed at all times. 
 
Can product be returned or exchanged?  
 

Once cookies have been delivered to a girl and signed for by her parent or guardian, 
they are not eligible for return or exchange. Should you find damaged product after 
signing for it, please contact your regional Product Program Specialist immediately for 
an exchange.  
 
Can a customer write a check for product?  
 

Yes, but girls should only take checks from customers they know. Make sure all con-
tact information is correct, the phone number is on check, the check is signed and 
made payable to GSHOM.   
 
When do Girl Scouts collect money?  
 

All monies for cookies are due when cookies are delivered. Money should not be  
collected in advance. 
 
Where does the money go?  
 

All proceeds stay within Girl Scouts Heart of Michigan to support all girls. Troop  
proceeds belong to the troop and may be used for uniforms, books, badges, trips, 
camp or programs, etc. Council proceeds are used to provide educational opportuni-
ties for both girls and adult volunteers and to support and maintain camps and other  
facilities. Proceeds earned by Girl Scouts in Heart of Michigan stay within Heart of 
Michigan. 
 
Are rewards cumulative?  
 

Yes!  A girl will earn rewards at each level for which she qualifies. 
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Amanda Kremer  
Product Program Specialist  
Ann Arbor Regional Center 

1900 Manchester Rd. 
Ann Arbor, MI 48104 

(734) 971-8800  
akremer@gshom.org 

 
Stacy Jenkins  

Product Program Specialist  
Lansing Regional Center 

1223 Turner St., Suite 200 
Lansing, MI 48906 

(517) 699-9400  
sjenkins@gshom.org 

Shelly Claflin  
Product Program Specialist  
Kalamazoo Regional Center 

601 West Maple St. 
Kalamazoo, MI 49008 

(269) 343-1516  
sclaflin@gshom.org 

 
Ashley Kolka  

Product Program Specialist  
Saginaw Regional Center 

5470 Davis Rd. 
Saginaw, MI 48604 

(989) 799-9565  
akolka@gshom.org 

 

Thank you for volunteering to serve as a Troop Cookie Manager. Your efforts are     

extremely important to the success of the Cookie Program!  Girl Scouts Heart of 

Michigan offers this program to increase opportunities for girls. Not only does it help 

girls develop five key business and leadership skills, but revenues generated from  

this program also create funds for ñgirl-chosenò troop activities and projects, provide  

services and events for girls, maintain camps and develop quality training for adults. 

Without you, this would not be possible. We appreciate YOU! 

Laurie Skrzynski  
Senior Product Program Specialist  

Jackson Regional Center 
4403 Francis St. 

Jackson, MI 49203 
(517) 784-8543 

lskrzynski@gshom.org 
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A successful Girl Scout Cookie Program depends on dedicated volunteers like 

you. Understanding everyoneôs role insures a smooth running program. 
 

Area Cookie Manager  

¶ Receives materials from Little Brownie Bakers, and assembles and distributes    
     packets to each  Troop Cookie Manager. 
¶ Reviews and submits the initial cookie and incentives order for the entire Area. 
¶ Reviews data in eBudde for the entire Area and submits final incentives order. 
¶ Receives Girl Rewards items from Little Brownie Bakers and distributes to troops.   
¶ Supports the Troop Cookie Managers as needed. 
 

Troop Leader  

¶ Works with Troop Cookie Manager to schedule, plan and lead the family meeting. 
¶ Works with troop to set goals and plan cookie learning activities.  
¶ Works with Troop Cookie Manager to plan for troopôs participation in booth sales. 
¶ Assists with cookie pickup, storage and distribution (if needed). 
¶ Supports girls throughout the program to review goals and progress.  
¶ Supports Troop Cookie Manager with money collection and deposits as needed. 
¶ Receives and distributes Cookie Cash/Camp Credit and Girl Rewards items. 
 

Troop Cookie Manager  

¶ Completes Cookie Training. 
¶ Works with Troop Leader to schedule, plan and lead the family meeting. 
¶ Assist Troop Leader with setting goals and planning cookie learning activities. 
¶ Updates troop and girl settings in eBudde.   
¶ Sets up Cookie Club accounts. 
¶ Reviews booth sites in eBudde to assist Troop Leader with booth sales planning 

and scheduling. 
¶ Collects order cards, distributes Goal Getter cards, calculates totals, enters 

needed inventory in eBudde, and submits the troop initial cookie and initial        
rewards orders. 

¶ Schedules cookie pick-ups from delivery site and makes plan for troop cookie   
inventory distribution, and any storage as needed. 

¶ Collects money, issues receipts, and records payments in eBudde. 
¶ Deposits money and records deposits in eBudde. 
¶ Place pending orders for additional cookies as needed for booth sales and for 

troop as needed. 
¶ Records girl sales data in eBudde. 
¶ Fills out end-of-sale paperwork as needed. 

Volunteer Cookie Team 
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Sales Report Tab  
 

The sales report reflects all transactions for the troop in the system. It includes:  
¶ Initial order 
¶ Additional orders 
¶ Deposits  
¶ Calculation for troop profit 
¶ Council monies 
¶ Balance due 
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Deposit Tab  
 

¶ Enter the payments made to the council. 
¶ Click ADD DEPOSIT, at the top of the page. 
¶ Enter information: 

¶ Choose the regional center in the scroll down menu. 
¶ Enter the date the payment was sent. 
¶ Enter the payment amount. (Use decimal points, $1157.50) 
¶ DO Not enter a transaction number. The council will enter a transaction  
    number when the troop payment is received and receipted in. 
¶ Remember to click SAVE, to save the deposit. 

* This is not where you record your individual troop deposits for troop profit. 

Paying for your troopôs order 
 

¶ Deposit all cash and checks from girls into your troop bank account. 
¶ Initial Payment : Write one troop check for 50 percent of amount due to 

council , as indicated on the troop sales report in eBudde. (No personal checks) 
¶ Final Payment : Write one troop check for the Balance due to council , as  
    indicated on the troop sales report in eBudde. (No personal checks) 
¶ Complete a GSHOM Bank by Mail Payment Voucher.  Keep yellow copy for your 

troop records. 
¶ Send the following items to your GSHOM regional center: 

¶ Troop check for the amount due to council payable to GSHOM 
¶ The white  copy of your Bank by Mail Payment Voucher 
¶ A copy of your troop sales report from eBudde 

 

If a girl fails to turn in payment by the date required:  
 

¶ Notify the parent/guardian immediately and remind him/her that payment is due.  
¶ If payment becomes delinquent, complete an Outstanding Money Report. 
¶ Include a completed Outstanding Money Report, Parent/Guardian Permission Form, 

and any receipts along with troop payment to your GSHOM regional center. 
¶ The council will pursue collection from the family.  
 

NSF Check Form  
 

¶ If a customerôs check fails to clear the troop account, complete a NSF Check form 
and you will be reimbursed by council for check amount and fees.  

¶ Send completed form (along with the statement documenting bank fees assessed 
to the troop checking account) to your GSHOM regional center.  

¶ Troop will be reimbursed by the council for check amount and fees.  
¶ Form and paperwork must be received within 60 days of the date payment is due 

to the regional center, in order for the troop to be reimbursed.   
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Materials received from your Area Cookie Manager:  
 

¶ 2012/13 Troop Cookie Manager Handbook (1 per troop) 
¶ Cookie Order Card (1 per girl) 
¶ Money Collection Envelope (1 per girl) 
¶ Parent/Guardian Permission Form (1 per girl) 
¶ Goal Getter Order Card (1 per girl) 
¶ Age Level Activity Guide (1 per troop) 
¶ Cookie Cupboard ID Card (2 per troop) 
¶ Bank by Mail payment voucher (2 per troop) 
¶ Position Description and Booth Etiquette Agreement (1 per troop) 
 

Online resources:  
 

Girl Scouts Heart of Michigan   www.gshom.org 
 

¶ Cookie Reward ñOpt Outò Form (JuniorðAmbassador troops only) 
¶ Outstanding Money Report 
¶ NSF Check form 
¶ Gift of Caring donation receipt 
¶ Marketing materials 
 

 

Little Brownie Bakers   www.LittleBrownie.com 
 

Å   Clip art for your signs and activities 

Å   Fun, cookie learning, girl activity and craft ideas with instructions. 

Å   Cookie Club link (a girlôs online order taking and goal tracking tool) 

¶ eBudde link ï (a volunteerôs cookie sale management tool) 

¶ VIP eTraining linkð(dynamic online volunteer training available 24/7) 

¶ Cookie Locator Linkð(locate the closest cookie booth) 

Å   Inspiring real girl cookie program videos 

Å   Cookie information 

Å   Volunteer resources 

Å   Teen resources 

Å   Family resources 
  

 

Girl Scouts of the USA  www.girlscouts.org 
 

Info on the GS Cookie Program and national cookie badges and pins. 
 

Resources 
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Reward Tab   

¶ Click FILL OUT next to Final Reward Order .   
¶ Review girl orders. 
¶ If you need to enter information for a girl order, the system will tell you.  

eBudde will point that out to you by highlighting a message in red saying 
(size/catalog selection needed).  Once you have submitted the girlôs order, 
eBudde will display the message in green.  (size/catalog selection done) 

¶ Enter troop rewards earned. This includes total number of Gift of Caring 
patches, booth patches, and ñLoveò t-shirts needed for the troop (if troop 
qualified). 

¶ Click SUBMIT to submit your order. 
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Creating a pending order (reserve cookies from a Cookie Cupboard)  

 

It is the troopôs responsibility to create a pending order for the cupboard where the 
cookies will be picked up.  A separate pending order must be completed for EVERY 
additional booth or goal getter order you have. 
 

¶ Click on the transactions  tab 
¶ Click on Add a transaction .  
¶ Complete the information as listed below. 
¶ Date:   Please enter the date you wish to pick up your cookies. One week  
    notice is required; eBudde will always default to todayôs date. 
¶ Type:   For additional/goal getter orders choose Normal.  For booth, caravan, 

walkabout sales choose Booth.  
¶ Transaction:   Enter your phone number. 
¶ Second Party:   This should always be Cupboard . 
¶ #:  Enter the number of the cookie cupboard where you will picking up. 
¶ Remove Product/Add Product:   This selection should ALWAYS be Add 

product.   
¶ Enter quantities of each variety of cookie you want to reserve.  
¶ Click on Save/Print to print a receipt for your pending transaction to take to your 

cupboard showing what you have ordered.  
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Troop Proceeds      15% 

Cost of Cookies      26% 

Cost of Cookie Sale Support      4% 

Girl Rewards        4% 

Troop Multi-program Bonus      1% 

Council sponsored program, events,   50% 
properties, training and other support 

How the cookie crumbles 

We have the cookies customers look forward to every year!  

Girl Scout Cookies are  $3.50 per package.  

Step 1 ð 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 two goals that inspire them ï one 

for fun and learning and one for making the world a better place. Each girl writes the teamôs goals 

on her order card, where customers will see them. 

 

Step 2 ð Set Personal Goals  

Inspire the girls to imagine 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 ð 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.  
 

Step 4 ð 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 ñyesò from an unknown customer. Encourage your girls to 

market beyond people they know. 

Step 5 ð Track Your Progress and Celebrate Your Success!  

Using a Goal Tracker  to watch sales grow keeps everyone focused on the goal. When girls reach 

their goal, remember to celebrate. 

5 Steps to cookie success 
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    The Girl Scout Cookie Program helps a girl develop five  

                                     key business and leadership skills that last a lifetime:  

 

1. Goal Setting ðas she sets cookie sales goals individually and with her team, cre-

ates a plan to reach them, and develops Cooperation and Team Building skills all 

along the way. 

2. Decision -Makingðas she helps decide how her team will spend their cookie 

money, furthering her Critical Thinking and Problem Solving Skills that will help 

her throughout life. 

3. Money Management ðas she takes cookie orders, handles customerôs money 

and gains valuable and Practical Life Skills around financial literacy.  

4. People Skills ðas she learns how to talk to, listen to and work with all kinds of 

people while selling cookies.  These experiences help her develop Healthy Rela-

tionship and Conflict Resolution skills she can use throughout her life. 

5. Business Ethics ðas she is honest and responsible at every step of the cookie 

sale.  Her business ethics here reinforce the Positive Values she is developing as 

a Girl Scout. 

 

The Girl Scout Cookie Program is the largest girl-led business in the country and 

generates immeasurable  benefits for girls and our community.  Through Girl Scout 

Cookies, girls are doing a World of Good! 
 

The Girl Scout Cookie Activity Pin:  
 

All girls who participate in the Girl Scout Cookie Program are  

eligible to earn the annual Cookie Activity Pin, which recognizes 

the ñ5 skillsò learned and practiced during the sale. Girls can  

collect a different colored pin every year to recognize growth in 

these 5 skill areas. Visit www.girlscouts.org for details. 
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Transactions Tab  
 

Initial Order Transaction  
The initial order transaction will show up once you submit your order. 
 

Inventory Balances  
The inventory balance located at the bottom of the screen is a tool for the Troop 
Cookie Manager to know what cookies troop is responsible for. 

Pending troop orders  
A PENDING ORDER is the process by which a troop will reserve cookies through a 
cookie cupboard. This simply means that the order is placed and the status of the  
order will display in the Pending  column until the order is actually picked up from the 
cupboard. 
 

Cookie Cupboards  
 

Troops may pick up cookies from regional cookie cupboards for additional sales, goal 
getter orders, and cookie booths. 
 

¶ Troops must present their Cookie Cupboard ID card to pick-up cookies. 
¶ Troops must request cookies at least one week in advance, by creating a  
     pending order in eBudde.  
 

Return Policy:  
¶ Cookies must be returned no later than the Monday following check-out. 
¶ Troops following the council recommended weekly check-out guidelines may  
     return 100 percent of the cookies checked out for the booth.  
 

¶ Week 1 and 2 ð 20 case recommendation. 
¶ Week 3 ð 15 case recommendation. 
¶ Week 4+ ð 12 case recommendation. 
 

¶ Cookies may be checked out and returned by single packages or full cases. 
¶ Troops CAN NOT return more cookies of any variety than were checked out. 
¶ Troops CAN NOT return cookies that were damaged while in their possession. This 

includes rain-damaged and melted cookies. 
¶ Cookies must be returned to the cupboard from which they were checked out. 
¶ Troops are liable for any cookies not returned on time.  
¶ The Cookie Cupboard Manager will count and verify the number of cookies being 

returned. 
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Booth Sales Tab  
 

¶ Council -Organized Booth Sites  
¶ Click the Council Sales button. 
¶ Find booth sales you would like to sign up for, click date and time. 
¶ Click time slot and click submit button. 
 

¶ Troop Organized Cookie Booths  
¶ Click the My Sales button. 
¶ Click add a location . 
¶ Fill in location site information, date and time range. 
¶ Click update.  Request will be pending until approved or denied. 

 
Remember: Please keep Booth Scheduler in eBudde up to date with your troopôs 
times and dates. This data powers Cookie Locator and allows customers to find you. 
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 Rewards that inspire success 

Troop Proceeds:  

Troops earn proceeds based on the per selling girl average (PGA).   

¶ Troops averaging 149 packages or less earn 50¢ per package sold 
¶ Troops averaging 150-174 packages earn 55¢ per package sold 

¶ Troops averaging 175+ packages earn 60¢ per package sold 
 

Junior through Ambassador troops can ñopt outò of girl rewards/cookie cash/camp credit 
(does not include patches or troop rewards) and earn an additional 10 cents per pack-
age in troop proceeds.  

Multi -program Bonus:  

Troops meeting the following criteria will be able to request a bonus check equal to  
1 percent of total (gross) sales from both product programs. 
¶ Troop must be registered by November 1, 2012. 

¶ Troop must have a completed a Parent/Guardian Permission form for each girl. 

¶ 85% of girls registered in the troop must participate in both the QSP/Nut and Cookie program. 

¶ Troop QSP/Nut and Cookie Manager must complete product program training. 

¶ Troop must complete required computer entry, paperwork and submit payment on time. 

¶ Troop must achieve a $120 per selling girl average during the QSP/Nut program. 

¶ Troop must achieve a 150 package per selling girl average during the Cookie program. 
 

Troop Rewards:  

¶ ñLoveò T-shirt ð Troops with a 150+ per selling girl average 
(PGA) at the end of the cookie program will receive a t -shirt for 
every girl and one adult in the troop. Troops may order          
additional adult t -shirts through eBudde for $10 each,  sending 
the additional money with the troop cookie payment.  

 

¶ Booth Patch ð Troops conducting three cookie booths and     
entering the booth information into eBudde will receive a patch       

    for every girl participating in the booth.  
 

¶ Bling My Booth Contest ð Troops can enter the contest by      
submitting photos of their cookie booth to council. A winning 
troop will be selected every week and will win a ñBling My Boothò 
patch for every girl participating in the booth. At the end of the 
cookie program one troop will be selected to earn a special prize.  
Watch for more details. 
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Packages Sold  Rewards Earned  (All Rewards are Cumulative)  

1+  Participation Certificate 

25+  Theme Patch 

60+  
Retro Wristband 

$5 Cookie Cash or $7 Camp Credit 

100+  
World Wonders Water Bottle 

$5 Cookie Cash or $7 Camp Credit 

150+  
Crazy Daisy Case and 150+ Goal Achiever patch  

$5 Cookie Cash or $7 Camp Credit 

200+  
Flower Power Volleyball 

$5 Cookie Cash or $7 Camp Credit 

250+  
Design a SignðDoor Name Sign and Forever Flowers Room Pockets 

$5 Cookie Cash or $7 Camp Credit 

300+  
Flower Power Wristlet and Flip Flop Pouch 

$5 Cookie Cash or $7 Camp Credit 

400+  
Secret Pocket Pillow 

$10 Cookie Cash or $15 Camp Credit 

500+  

Purple Power Blanket with Carry Wrap 

500+ Club Event 

$10 Cookie Cash or $15 Camp Credit 

600+  
Designer Daisy Satchel 

$10 Cookie Cash or $15 Camp Credit 

750+ 
Karaoke Machine or Family Event at Binder Park Zoo or Splash Universe 

$15 Cookie Cash or $25 Camp Credit 

1000+  

Pearl Pendant or Digital Camera  

1000+ Club Detroit Experience 

$25  Cookie Cash or $40 Camp Credit 

1250+  
Guitar or eReader  

$25 Cookie Cash or $40 Camp Credit 

1500+ 
iPod Touch or Bike 

$25 Cookie Cash $40 Camp Credit 

2500+ 
One week GSHOM Resident Camp (up to $270 value)  

$125 Cookie Cash or $200 Camp Credit  

5000+ 
iPad  

$250 Cookie Cash or $400 Camp Credit 

5+ pks. donated Gift of Caring Patch 

100+ to 1000+ Bar PatchesðOne earned at highest level sold. 

Girl Rewards:  See cookie order card for pictures 
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Girl Orders Tab  
 

This tab allows you to enter by girl, additional cookie orders, booth sales packages 
sold and payments. The girl order tab does not track cookies by varieties.  
Cookie orders are in columns by types of sales ï initial, booth and other. There is also 
a column for tracking Gift of Caring cookies. 
 

The system will tell you how many cookies you have ordered through the initial order, 
cupboard pick ups, and/or troop transfers. It will then tell you the difference that  

hasnôt been allocated to the girls. This will help to ensure that you allocate all the 
cookies received to your girls. 
 

Girl Totals  ï This line shows you all the cookies that have been allocated to the 
girls. Your goal is to match the total number for the girl totals line to the  
total number for the troop order line. 

 

Troop Order  ï This line shows you all the cookies the troop has received, either 
via initial order or pick-ups from the cookie cupboard. These packages are  
ultimately what the troop is responsible to pay for. This line will update through-
out the cookie sale. 

 

Difference ð This line is to help you know if you need to allocate more cookies 
to girls or if you have over-allocated. The goal is that the total column on the  
difference row will be 0 by the end of the sale. As you assign cookies to girls, the 
girl total line will be updated.  As transactions are posted to your troop (see the 
transaction tab for details), the troop order line will be updated. 

 

Adding Additional Cookie Orders to Girls  
¶ Click on the girlôs name to view the girlôs sales record.   
¶ Click the Add Trans button. The line will highlight. Double-click at the bottom of the 

page in the comment box. 
¶ In the boxes below key in a comment and the additional cookies using the tab key 

to move through the columns.   
¶ Click the Enter key to end data entry or click the Plus button to add additional 

transactions.   
¶ The information will be displayed in the line that was highlighted in the grid. 
¶ Click the SAVE button to save the transaction(s). 


