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Cookie Team Support:  We are all working in support of one another during the busy cookie 

season. No matter what role you play please always feel that you are able to reach out to ask any 

questions or voice any concerns. We know this can be a strenuous job. Please know that as shown below 

we are all here to support you and work together for a successful season.  

Girl Scout 

and Parent/ 

Guardians 

Troop Cookie 

Managers 

Service Unit 

Cookie 

Managers 

Product 

Program and 

Council Staff 

Service Unit Cookie Managers 

As a Service Unit Cookie Manager, you have the 

privilege of instilling passion and drive in volunteers 

so they can pass this along to our girls. You will help 

them develop an entrepreneurial mindset plan by 

giving them the materials and support they need to 

succeed and teach the girls in their troops. Your 

primary responsibilities are: 

 Complete Service Unit Cookie Manager 
training (dates and times have been emailed) 

 Set up your troop’s contact information in 
eBudde™, the online cookie management 
system. The troop numbers and girls will be 
uploaded by GSCWM. You will want to add 
the leader and the cookie manager 
information.  

 Distribute materials and support leaders and 
troop cookie managers. Make sure you 
provide a training for leaders and cookie 
managers. 

 Encourage troops to enter orders from girl 
order cards and keep eBudde™ up to date 
(either on the desktop version or eBudde™ 
Troop App Plus).  

 Monitor your troops’ cookie pick-ups and 
make sure you are checking in with them. 

 Guide them when setting up cookie booths. 
 Make sure all troops’ cookie booths are put 

into eBudde™. 
 Constantly be in touch with leaders and 

cookie managers to see if they are having 
trouble with any parents or have an influx of 
cookies. 

 Submit and distribute girl rewards to the 
troops when they arrive. 

 If you feel a troop is having any trouble 
please connect with us! We can help. 

Troop Cookie Managers 

As a Troop Cookie Manager, you have the privilege 

of instilling passion and drive in girls so they can 

achieve their goals. You will help them develop an 

entrepreneurial mindset by giving them the materials 

and support they need to succeed. Your primary 

responsibilities are:  

 Complete volunteer training (with your 
Service Unit Cookie Manager). 

 Make sure all of your girls are in eBudde™, 
the online cookie management system. 

 Distribute materials and support parents.  
 Enter orders from girl order cards and keep 

eBudde up-to-date (either on the desktop 
version or the eBudde™ Troop App Plus) 

 Pick up cookies and re-order as needed. 
 Distribute cookies to girls/parents. Do not 

give more cookies to parents that have not 
handed in money for cookies already taken.  

 Enter and distribute girl rewards. 
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Troop Order due  12/4/2024 eBudde By 11:59 PM 

Order Card Order taking begins 12/11/2024 order cards 12:00 AM 

Digital Order Card taking begins 12/11/2024 Digital Order Card Platform 12:00 AM 

Booth Scheduler opens 1/10/2025 eBudde 7:00 PM 

Council Big Cookie Drop Day 1/11/2025  appt only 

COOKIE PROGRAM BEGINS 1/17/2025 whole council 12:00 AM 

email to troops w/ 1st ACH goes out  2/6/2025 contacts in eBudde N/A 

final day to inform GSCWM of 
insufficient funds 

2/10/2025 contact our Finance Dept 9:00 AM – 5:00 PM 

1st ACH withdrawal 40% of the 
balance due to council 

2/13/2025 Sales Report in eBudde N/A 

Opt-Out Form due to council 2/14/2025 
email to 

prodprograms@gscwm.org 
N/A 

last day to return cookies 2/20/2025 qualifying troops only appt only 

email to troops w/ 2nd ACH goes 
out 

2/25/2025 contacts in eBudde N/A 

final day to make any exchanges 
with the cupboards 

2/27/2025 all cupboards N/A 

final day to inform GSCWM of 
insufficient funds 

2/28/2025 contact our Finance Dept 9:00 AM – 5:00 PM 

2nd  ACH withdrawal 50% of the 
balance due to council 

3/6/2025 Sales Report in eBudde N/A 

COOKIE PROGRAM ENDS 3/16/2025 whole council 11:59 PM 

Digital Order Card platform ends 3/16/2025 whole council 11:59 PM 

troops Girl Rewards due  3/18/2025 eBudde 11:59 PM 

SUCM confirms & submits rewards 3/20/2025 eBudde 11:59 PM 

email to troops w/ final ACH goes 
out 

3/21/2025 contacts in eBudde N/A 

final day to inform GSCWM of 
insufficient funds 

3/25/2025 contact our Finance Dept 9:00 AM – 5:00 PM 

Final ACH withdrawal 3/27/2025 Sales Report in eBudde N/A 

Rewards shipped (month of) 
Month of 

May 
Service Unit Cookie 

Manager 
N/A 
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Order Card taking: this is for friends, family, co-workers, neighbors etc. When bringing the order card 

into the workplace we understand that your girl might not be able to accompany the card. If this is the 

case be sure to include a handwritten letter that can go along with the card asking the customer if they 

would like to purchase cookies. This is a huge part of learning the five skills and having it be very clear 

that the GIRL SCOUT is selling the cookies and not their adult.  

Returning Cookies: We know we ask you very early to place an initial order with us. To make you feel 

comfortable with this we offer a safety net. You will have a deadline and qualifications to return unopened 

cases from your initial order. In order to be able to return cookies your troop will need to qualify. The 

qualifications are as follows: 

1. Your troop placed an initial order by December 4, 2024. 
2. Your troop did not place any additional orders from the cupboards.  

If you are unsure if your troop qualifies, both the Holyoke and Worcester Cookie cupboards will have 

access to a list of qualifying troops. Exchanging cookies or transferring cookies to another troop does not 

affect your ability to qualify. 

ALL RETURNS MUST BE DONE AT THE HOLYOKE AND WORCESTER CUPBOARDS ONLY 

WE ARE LIMITING THE EXCHANGE AND RETURN OF TOFFEE TASTIC & S’MORES TO 5 CASES EACH 

Troop Leaders 

 Have cookie questions? Contact your Service Unit Cookie Manager or Membership Specialist (only if 
they are filling in as the Service Unit Cookie Manager) this is the person that should have done your 
cookie trainings and given you the materials for your troop. 

 Have general cookie questions and cannot get ahold of your SUCM? Contact our Information and 
Referral Team at info@gscwm.org 

 Specific ACH & Finance Questions? Contact our Finance Team at 508-365-0115. 
 Specific Cookie Cupboard Questions? Call Cookie Cupboard Managers directly (a list of cupboard 

managers will be sent out and will be listed on our website) 
 

Service Unit Cookie Managers 

 Have cookie questions? Contact your Product Program Team. 
 Have general cookie questions and cannot get ahold of your Product Program Team? Contact our 

Information and Referral Team at info@gscwm.org 
 Specific ACH & Finance Questions? Contact our Finance Team at 508-365-0115. 
 Specific Cookie Cupboard Questions? Call Cookie Cupboard Managers directly (a list of cupboard 

managers will be sent out and will be listed on our website) 
 

Juliette’s or Non-Troop affiliated Girl Scouts 

Do you have girls in your unit who would like to participate in the cookie program? Wonderful! Have 

them contact the Cookie Boss Lead, Jess, at jgonzalez@gswm.org. 

mailto:info@gscwm.org
mailto:info@gscwm.org
mailto:jgonzalez@gswm.org
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 if you are unable to get a signature. 
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GSCWM Cookie Cupboards 

 

 

 

 

 

 
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mailto:tbreen@gscwm.org
mailto:bbarcomb@gscwm.org
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There are two types of booths that a girl can have….. 

Troop Booth: 

Troop Booths are held with 2 or more Girl Scouts. It 

is important not to have more than 5 girls present at 

a troop booth so that customers are not 

overwhelmed with asks and the girls can 

concentrate on their selling skills.  It is required that 

two CORI’D, registered adults are present at the 

booth. 

Family Booth: 

Family Booths are 1 girl and her parent/guardian. 

This is typically a girl who has a higher goal.  We ask 

that the parent/guardian at least register with 

GSCWM to do the booths. There are no additional 

girls allowed at the booth.  Any additional girls would 

make it a troop booth and then you will need to have 

two CORI’D, registered adults. 

Booths can be done from the Daisy level up to Ambassador. You will want to make sure to follow the steps below 

and you are on your way to a fabulous booth experience. 

If your unit has a Service Unit Cookie 

Manager: 

You will want to contact your SUCM to see how 

your unit handles setting up booth sales. If you 

have a location in mind or know someone who 

is willing to host a booth, please share this 

information with your SUCM. Either they or your 

Service Unit Booth Coordinator will be reaching 

out to the locations to secure dates and times 

to bring back to the unit. They will be the point 

of contact for setting up the locations so that 

there are not an overwhelming amount of 

leaders contacting one location.  This helps to 

improve relationships with our community 

partners. All booths set up by your SUCM need 

to be entered in eBudde so that your SUCM 

can approve them and they will show up in the 

cookie locator. 

If your unit does not have a Service Unit Cookie 

Manager: 

You will want to work as a team. Try to plan a “booth 

planning” meeting or begin an email thread that includes 

all the leaders. Gather all the names of booth locations in 

your service unit. Then make a plan on who will contact 

which location to try to get dates and times for the whole 

cookie season. After everyone comes back with all the 

information, you will then decide how to split up the dates 

and times.  Some units do a drawing to see which troop 

will pick first. Others do it based on seniority. However 

your unit makes decisions is how you want to choose. 

The person who contacted the location will be the point 

of contact for that location so that there are not an 

overwhelming amount of leaders contacting one location.  

This helps to improve relationships with our community 

partners. All booths set up by you need to be entered 

into eBudde and then notify your Membership Specialist 

so they can approve them and they will show up on the 

cookie locator.  

Council Booths 

Council Booths are set up usually through the corporate office level at a business or at the request of the business 

themselves.  All of the council booths are entered into eBudde and are available for all troops in our council to choose. 

Council Booths are the only booths that troops do not enter themselves into eBudde and where the unit does not need to 

contact the “home” unit to notify them of the location. We are always looking for more council cookie booth locations. If 

you have any contact or suggestions please feel free to send them to prodprograms@gscwm.org  

mailto:prodprograms@gscwm.org
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In the interest of providing a quality program, ensuring safety and providing the assurance of future booth sales for our 
Girl Scouts, the following procedures, etiquette and tips have been developed. 

 
 

Basics: 
 

 Be sure to have all adults supervising a booth sale read, understand, and agree to abide by all procedures and 
etiquette as stated here. 

 Booth Sales are conducted by Troops, Girls with a higher goal for a Family booth, or Individual girls participating 
in our Cookie Boss program with their families. 

 Prior to booth sales, have the Girl Scouts and parent/guardians review and sign the Booth Sale Etiquette 
Contract available in the Troop Manual. 

 When conducting a council booth sale, print a copy of the Current Signups confirmation and take it with you as 
the permit to your location, date, and time. If two troops should show up at a Cookie Booth at the same time, 
please work it out as we are sisters to every Girl Scout. The contact person for that location is on your print out. 
DO NOT INVOLVE STORE MANAGEMENT. 

 Girl Scouts should always behave in a manner appropriate to a public place. Adults are responsible for the 
actions of themselves and the actions of their girls. Keep in mind that girls who are not willing to follow 
procedures and etiquette should not be permitted to participate in cookie booths.  

 
 
Security: 
 

 Never leave girls alone and unsupervised at a booth sale. There ALWAYS needs to be and adult present and 
engaged. 

 Keep a careful eye on the money box. Whereas girls should be encouraged to accept payment and make 
change, an adult should be carefully monitoring all financial transactions. 

 If approached by individuals challenging the Cookie Program or Girl Scouting in general, Adults are asked not to 
engage in debate. Refer the individual to Dana Carnegie at 413-584-2602 ext. 7122 to discuss the matter further. 

 In the case of an incident where you or your Girl Scouts feel threatened, call 911 immediately and then the 
council emergency number 413-584-2602 

 
 
Standards: 
 

 There must be two adults present at all booth sales. There should be a minimum of two girls and a maximum of 
five girls present at a troop booth sale at any given time (maximum may vary per location. Refer to the Current 
Sign Up notes for your booth location). For larger troops, schedule girls to participate for shorter shifts so that 
every girls has the opportunity to participate. Troop member’s friends, acquaintances, siblings (including infants) 
and pets are not permitted or appropriate at cookie booths. 

 At a Booth Sale, girls should be identifiable as Girl Scouts by wearing a membership pin, uniform, sash or vest, 
or other Girl Scout clothing. Keep in mind that appearance makes a lasting impression and when participating in 
Girl Scout activities, we represent Girl Scouts. Girls and adults should dress as if they are “going to work”. This is 
your business, represent it well.  

 Remember to abide by any specific requirements identified on your Current Sign-ups print out specific to the 
booth sales location. Be sure all adults understand that we have assured the location managers of all stores we 
coordinate with that these guidelines will be followed. Reports of a troop’s failure to comply with these guidelines 
may jeopardize future opportunities. Location managers have the right to ask anyone participating in booth sales 
to leave. Troops are to leave without comment if asked to do so.  

 If you are the first troop to arrive at a booth site and are unsure of where to set up, ask the store manager or 
service desk personnel if there is a specific location for set up. Do not ask for special set up locations. All 
booth sales are to be set up OUTSIDE unless the store manager tells you that you may set up inside. Make sure 
girls and adults in charge dress for the weather. 
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 Arrive no more than 10 minutes before your scheduled time. The troop scheduled before you is scheduled 
until the end of their time slot and you may not sell cookies before the beginning of your time slot. Manage 
the transition with the previous troop without argument, please.  However, if the troop following you has not 
shown up, you can continue to sell until they arrive. At the end of your shift, quietly pack up all items, clean 
up and remove all trash, and completely leave the area. All empty cases must be taken with you and not 
disposed of in the store’s trash container. Think Recycle! If you are the last slot on the schedule, leave on 
time.  

 Locate and show the girls where the restrooms are located. Some locations do not have or do not allow 
public use of the rest room. Do not ask for exceptions. Girls should always use the buddy system when 
taking a bathroom break, getting cookies from the car, etc. There should ALWAYS be girls at the booth site. 

 If girls or adults need a food or drink break, they should eat and drink discreetly away from the booth sale. 
Food, drink or other items should not be on the booth sales display. There will be no smoking by girls or 
adults anywhere near a cookie booth.  

 

Remember, we are all responsible for the reputation that Girl Scouts hold in the Girl Scout Council of 

Central and Western Massachusetts.  Protect that reputation and our relationship with the businesses that 

support us with booth opportunities. 

 

Questions? Contact your Service Unit Cookie Booth Coordinator, Service Unit Cookie Manager or Your Product 

Program Manager, Brandi at 413-584-2602 ext. 4036 (prodprograms@gscwm.org) 

Thank you and Happy Selling!  
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https://www.littlebrowniebakers.com/Rallies
https://www.littlebrowniebakers.com/Rallies
https://www.girlscouts.org/content/dam/girlscouts-gsusa/forms-and-documents/cookie/selling-tools/GSUSA_Digital-Marketing-Tips-for-Cookie-Entrepreneurs.pdf
https://www.girlscouts.org/content/dam/girlscouts-gsusa/forms-and-documents/cookie/selling-tools/GSUSA_Digital-Marketing-Tips-for-Cookie-Entrepreneurs.pdf
https://www.littlebrowniebakers.com/Rallies
https://www.littlebrowniebakers.com/DigitalMarketing
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https://www.girlscouts.org/en/members/for-volunteers/cookie-resources-troop-leaders-volunteer.html
https://www.girlscouts.org/en/members/for-parents-and-families/cookie-entrepreneur-family-pin.html
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https://www.girlscouts.org/en/members/for-girl-scouts/badges-journeys-awards/badge-explorer.html
https://www.girlscouts.org/en/members/for-volunteers/cookie-resources-troop-leaders-volunteer.html
https://www.girlscouts.org/en/members/for-parents-and-families/cookie-entrepreneur-family-pin.html
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