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Welcome to the 2019 Girl Scout Cookie Program.

Thank you for leading your troop’s Cookie Program! What an amazing person you are to step up and take on this 
challenge - so important to troops and girls. Do ask your troop’s families for help; it takes many hands to run a 
cookie sale. And, remember - we are always here to support you. Simply reach out to any of the contact points 
listed on the front and back of this guide for cookie assistance!

This year’s theme “Inspire. Imagine. Innovate!” celebrates entrepreneurship and the individuality of every Girl 
Scout.  Your leadership is essential in the success for your Girl Scouts. Use this guide as a resource to help 
navigate the busy cookie season.

Have Fun! It’s Girl Scout Cookie Time!

Welcome
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            WHAT’S A NARWHAL?
Meet This Year’s Cookie Program   Mascot!

A narwhal is called the unicorn of the sea. It’s a medium-

sized whale with a tusk resembling a unicorn horn. Girl 

Scouts around the country selected the narwhal to be 

the Cookie mascot so there are tons of narwhal-themed 

rewards for cookie sellers, including two adorable 

narwhal plush pillows!
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GLUTEN FREE

THIN MINTS CARAMEL DELITES

PEANUT BUTTER PATTIES SHORTBREAD

PEANUT BUTTER SANDWICH LEMONADES

THANKS-A-LOT

S’MORES - They’re Back!

The Cookies: Costs & Profits

Cookie Box Prices
• Each box of cookies (except gluten free) is $4.

• Gluten free Caramel Chocolate Chip cookies are 
$5 per pouch.

• Cookies may not be discounted. No exceptions.

Rewards
• Girls earn rewards based on the number of boxes 

of cookies she sells. 

• Troops earn money based on the troop’s per-
girl selling average. The per-girl selling average is 
determined by dividing the number of cookies 
sold by the number of girls selling cookies.

• Troops with a minimum 204 per-girl selling 
average can also earn a Troop Reward.

All Cookie Profits
Support

Badgerland Girl Scouts
After paying the baker for the cookies, 100 
percent of the money that Badgerland troops 
raise through the Girl Scout Cookie Program 
stays local. 

* The cost breakdown is different for Girl Scouts not in a 
troop and selling as Individually Registered Members (IRM). 
See the IRM information for details.

Cost of 1 Cookie Box 
(what we pay the baker)

$1.05

Girl & Troop Rewards $0.21
Troop Earnings* $0.63 - $0.75
Girl & Volunteer Services $1.99 - $2.11
Total $4 per box
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Cookie Returns & Swaps

2019 UPDATED Cookie Return Policy
Badgerland troops may return a limited number of cookies before the sale ends. Our council is among just a few in the 
nation that permit troops to return cookies.

The Return Policy is a safety net designed to help troops manage cookie inventory. The goal of each troop’s sale is to 
maximize troop profits by, ideally, selling all or as many as possible of the cookies ordered. However, there are many factors 
involved in the sale - such as illness or inclimate weather - that can influence how many cookies Girl Scouts are able to sell. 
That’s why, mid-sale, we offer the option to return 1/2 case (6 boxes) for each girl registered in the troop. 

The Badgerland Cookie Return Policy was revised based on input from leaders and parents at the end of last year’s sale. 
Thanks to all who shared their wisdom and made suggestions to help ensure Badgerland troops have the opportunity to 
make returns while managing inventory and expenses at both the troop and council level. 

2019 Return Guidelines 
 y Returns are accepted only March 3 and March 4. 
 y Returns are limited to 1/2 case (6 boxes) per girl registered to the troop. (This includes girls not selling cookies)
 y Returns are made in full case increments.
 y Troops with an uneven number of girls, round up for returns. Example: a troop with 9 girls can return 5 full cases; a troop 
with 11 girls can return 6 cases, etc.

 y Returned cases must be unopened, clean (no writing on the cartons!) and undamaged.
 y Gluten-free Caramel Chocolate Chip cookies are not allowed to be returned.
 y A troop must have placed an Initial Order by January 14 in order to make returns.
 y Troops will continue to sell cookies after the return period and may order additional cases, as needed.

COOKIE RETURN DATES 
Sunday, March 3: 2-8pm 
Janesville, La Crosse and Madison Service Centers 

Monday, March 4: 9am-8pm 
Janesville, La Crosse and Madison Service Centers

Monday, March 4: 1-7pm 
Platteville Service Center

SWAP COOKIES ANYTIME WITH OTHER TROOPS
Happily, troops have plenty of options to relocate cookie inventory during the course of the sale. Badgerland hosts a Cookie 
Swap website that lets troops around the entire council connect and make plans to swap by the box or the case. Find the 
Cookie Swap link in your Cookie Sheet newsletters (sent every Friday during cookie season to Troop Co-Leaders and Troop 
Cookie Coordinators) and on the Cookies+ resources page at gsbadgerland.org. 

If you have any questions about trading cookies between troops, reach out to us for help: info@gsbadgerland.org

HOW DO YOU KNOW IF YOUR TROOP 
NEEDS TO MAKE RETURNS? 
Troop Cookie Coordinators should 
communicate with troop families before 
March 1 and find out if they are holding too 
many cookies. Have families return cookies 
to you by March 1 then shuffle these returned 
cookies to other families in your troop that 
still need them. Review your inventory and 
assess if your troop needs to return any 
to Badgerland Council. Note the return 
restrictions: 1/2 case per girl registered.
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First Year Troop Cookie Toolkit

Is This Your Troop’s First Year Selling?
Have a Simplified Cookie Sale.

The Cookie Program is lots of fun but can quickly overwhelm even the most organized volunteers. To help ensure your Girl 
Scouts (and you!) have a successful and positive first year sale, follow these guidelines.

APPOINT A TROOP COOKIE COORDINATOR 
Preferably, the cookie volunteer is not one of the two troop co-leaders. Why? Even running a scaled-down sale will take 
time and effort. Having a volunteer dedicated to managing the troop sale will allow the leaders to step in and help without 
taking focus away from the girls (or burning out and frustrating all the volunteers). We can’t say this enough: Make the 
cookie sale a troop effort and ask all parents to step up and help. 

REVIEW THE FIRST-YEAR TRAINING AND SMART COOKIES TRAINING 
Even if you attended the trainings, it’s worth it to go back and review before sales begin. The trainings make even more 
sense when it’s time to start creating a Smart Cookies account and holding your family meeting to prepare the girls for 
the sale.  Find trainings at gsbadgerland.org > Cookies+ > Troop Resources. You can view the webinars or PDFs with the 
training slides.  

KNOW YOUR COOKIE NETWORK 
Product Sales Manager 
The PSM is a Girl Scout volunteer, just like you, except at the community level. Each PSM is a terrific source of cookie 
knowledge, and has all your troop cookie paperwork. You’ll also go to them to pick up your Initial Cookie order (ones for 
booth sales), and to pick up your troop’s rewards post-sale.  
 
Cookie Cupboard Manager 
This may be the same person as your PSM, depending on where you live. You'll pick up Planned Order cookies (orders you 
place after girls complete their order taking) from the Cookie Cupboard Manager. 

Don’t know your PSM or Cookie Cupboard Manager? Call us and we’ll get you connected: 800.236.2710. 
 
Badgerland Cookie Team 
We are here to support your troop and answer your cookie questions. Do not hesitate to reach out with cookie questions 
or problems: 800.236.2710 | info@gsbadgerland.org 

‘COOKIE SHEET’ EMAILS 
Every Friday during Cookie Season, Badgerland sends out the ‘Cookie Sheet’ - an e-newsletter for all Troop Co-Leaders 
and Cookie Coordinators. The Cookie Sheet includes everything that needs to be done for the Cookie Sale that week - 
important dates, to-do lists and FAQs.

If you are not receiving Cookie Sheets, notify us: 800.236.2710 | info@gsbadgerland.org
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First Year Troop Selling Guide

YOUR  SIMPLIFIED COOKIE SALE

1. Order-Taking
This is the traditional selling method you’ll remember from your own childhood. Each Girl Scout receives an order card. 
She visits her neighbors, family and friends and they pre-order their cookies. Girls submit their orders to their Troop Co-
Leader or Troop Cookie Coordinator, who picks them up from the Cookie Cupboard. Then, girls deliver the cookies to their 
customers. Advantages of Order Taking: Eliminates guesswork. You don’t have to estimate how many boxes each girl in the 
troop will sell. That means families don’t have to bear financial risk by pre-ordering cookies for each girl to sell individually.

How to do it:
• Distribute Order Cards to girls the week the sale begins so they are ready to start taking orders on February 9. 

• Collect Order Cards from Girl Scouts by March 1.

• Place your troop Planned Order in Smart Cookies by 8pm March 3. If you have any cookies left from your 
booths, use these first and place a Planned Order for whatever else you need.

• Pick Up Cookies at your Cupboard March 8-9 (we will tell you when and where)

• Distribute the Cookies and Collection envelopes to each girl. 
 > Provide a receipt for the parent/guardian to sign AFTER they count their girl’s order. 
 > Give families a date of when they need to turn in their cookie money to you.

• Complete Transfers in Smart Cookies, assigning picked-up cookies to the girl who received them.

• Deposit cookie dollars as it comes in from families.

• Payment for these cookies to Badgerland is pulled from your troop account. (page 17) 

2. Hold Two Troop Cookie Booths in February
Cookie booths are a great experience for the girls to work together and also practice their community skills. By restricting 
booths to just two, you will limit the cases of cookies your troop is financially responsible for selling.

How to do it:
• Starting January 9, you can log in to Smart Cookies Booth Scheduler and request two booth time slots. (page 11)

• If you prefer to arrange your own Cookie Booth at a location in your community, do it early. Call the store 
manager to schedule the booth. Arrange two, two-hour booth time slots. (page 11)

• Estimate how many cookies your troop will sell at the 4 hours of booth sales (use the formula on page  10) 
Note: because your girls will be selling for the first time, consider scaling back on the suggested booth order.

• Place an Initial Order for booth cookies by 11pm January 14. Pick these up from your PSM before February 9. 
Note: Payment for these cookies will be pulled from the troop account in February and March. (page 17) 

First Year Booth Sale Guide:
• At the Family Meeting, ask for adult volunteers to chaperone and manage Booth Sales.

• Have girls decorate posters and signs to put up at the booth. 

• Bring a card table. Have just 2 or 3 girls work one-hour shifts. 

• Have mostly one dollar bills for change (a few fives). About $20 in change altogether.

• Before setting up the booth, check in with the manager. After the booth, give a thank-you card that the girls 
have already prepared and signed.

3. Optional: Digital Cookie Sales
Your families can decide for themselves if they want to set up a Smart Cookies account for their girl. Girls who get digital 
‘promise orders’ will put these on her Order Card. Other digital orders are pre-paid online (cookies and shipping) by the 
customer and the troop does not need to do anything with these. More on page 8.

Order-Taking | Troop Cookie Booths | Digital Cookie Sales (optional) 
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Different Ways to Sell Cookies

Direct Sale
A direct sale is one transaction: Girl Scouts knock on the door, sell the cookies, collect the money and hand off the cookies. 
In addition, troops can also hold Booth Sales throughout the cookie season.

Managing a Successful Direct Sale
 y Determine how many cookies each girl plans to sell then submit the initial troop order by January 14.
 y Troops and girls can always get more cookies if they run out.
 y Troops and girls can exchange cookies with other troops and individual girls.
 y The Troop Cookie Coordinator manages inventory with weekly check-ins with each family to determine supply.
 y Troops can replenish their cookie supply weekly by placing a Planned Order on Sunday night by 8pm to receive cookies 
on Friday or Saturday of the same week. Actual pick up date will depend on availability at the local cupboard.

 y Troops may return unopened, clean cases on March 3 and 4 (more on page 5)

Traditional Order-Taking Sale
All Badgerland troops have the option of conducting the traditional method of selling Girl Scout cookies using an order 
card. All Girl Scouts will receive an order card. Just like direct sales, girls may begin taking cookie orders from customers 
starting February 9. Cookie orders are due to their troop co-leaders on March 1. Your troop will place a Planned Order by 
March 3 at 8pm and receive these cookies March 8 or 9 for girls to deliver and collect money from customers by March 17.

Doing Order-Taking and a Booth Sale? 
If your troop is doing traditional order-taking and plans to hold booth sales in February, you’ll need to get some cookies! 
Place an order for Booth Sale cookies by January 14 so that you’ll have cookies for booth sales beginning February 9.

Booth Sale
Most troops hold several booth sales where girls work together to achieve troop and individual goals. (pages 10-11)

Digital Cookie Sale also called Smart Cookies Direct Ship
Ideal for Girl Scouts with family members living far away. Girls, with parent permission, create a Smart Cookies account 
that allows them to send eCards inviting customers to shop her online store. Customers shopping this way will pay for the 
cookies and shipping online using a credit card. The girl will earn rewards for all cookies ordered through her online store. 
Girls may also send a second type of eCard to customers to make a ‘promise order’ - they complete the form but don’t pay 
online. Instead the Girl Scout will deliver their cookies and collect payment. 

How to set up a Smart Cookies account:

1) Look for the email invitation that will be sent to the parent email address. This email invitation will include a link for 
the girl to click and get started with her account registration. Past account usernames and passwords will not work with 
the new Smart Cookies system.

2) Once registered, another email will be sent to the parent email address confirming the username and password. 
Please keep a copy of this email for your records.

3) Girls can login, setup their dashboards, create a video promoting their sale, add contacts and send eCards.

Cookies and the Internet
Girls 13 and older, with parent permission, may promote their Cookie Program on their personal social media sites such as 
Facebook, Twitter and YouTube. Girls must follow up with the people she contacted and deliver the cookies personally.

Girl Scout Cookies may not be advertised or sold on online auction or sales websites including eBay, Craigslist, 
community buy/sell/trade sites and Facebook.
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Family Meeting in Early January

Hold the Meeting Before Your Troop Cookie Order is Due on January 14
4 Things To Do At Your Meeting:

 y Collect the signed permission slips from each family.
 y Make sure each Girl Scout has selected her reward choices!
 y Set the Troop Goal (How much money do you want to earn? Are you trying to earn the Troop Reward?)
 y Distribute the Cookie Family Guide so each family has the information they need throughout the sale.

MEETING AGENDA
1. Distribute the Troop Cookie Coordinator’s contact information 

- Set time line boundaries for when families can pick up cookies and drop off money. 
 
Determine what type of Cookie Sale the troop will hold (page 8). 
- Most troops do a combination of Direct and Booth Sales. 
- First-time selling troops do traditional order-taking with a few booth sales. (page 7). 
- All girls are encouraged to set up a Smart Cookies account and invite customers to shop her online store. 
- Review the online social marketing guidelines as listed on the Parent Permission Form.

2. Review safety guidelines (detailed in the Cookie Family Guide).

3. Talk about Goal Setting 
- What is the troop’s goal? 
- What is each individual Girl Scout’s personal goal? What reward is she working toward? 
- What is the troop working toward? What does the troop want to do with the proceeds? 
- Use a Troop Goal Setting chart available at abcsmartcookies.com. 

4. Review the 5 Skills (detailed in the Cookie Family Guide). 
- Girls gain essential life skills by participating in the Cookie Program.  

5. Ordering Guidelines 
- How much a family should order for their Girl Scout to sell individually. 
- Families are financially responsible for the cookies they order. 
- There is no expected maximum or minimum amount for girls to sell. It is up to each girl and family. 
- The average Badgerland Girl Scout sells 240 boxes of cookies.

6. Girl Scouts are honest and fair and don’t begin taking orders before February 9. 

7. Review the Digital Cookie Program - Online Selling! 
- Girls send eCards and invite customers to order from her digital cookie store. (more on page 8)

8. Cookie Share 
- What cause will the troop support through the Cookie Share program? (more on page 8)

9. Picking Up Cookies 
- Have parents write down the time, date and place in their Family Guide. You tell them when to pick up!

10. Money Collection 
- Remind girls and parents to collect money when the cookies are delivered (checks made out to the troop). 
- Remind Direct-Selling girls and parents to turn in money to you weekly. Provide specific dates if you want.

11. Cookie Booths 
- Plan the dates and locations of your troop’s cookie booths.

12. ASK FOR VOLUNTEER HELP NOW 
- Before the meeting ends, have parents scheduled to help you during the course of the sale. 
- Be specific about what you need and your expectations.
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All About Cookie Booths

4-5 Cases Thin Mints

3-4 Cases Caramel deLites

3-4 Cases Peanut Butter Patties

1 Case S’mores

1 Case Lemonades

1 Case Thanks-A-Lot

1/2-1 Case Shortbread

1/2-1 Case Peanut Butter Sandwich

Recommended Order for
a 3-4 hour Cookie Booth

A cookie booth sale is a way for your troop to sell additional cookies.

The booth sale is a troop activity, and all girls should be given the 
opportunity to participate.

Girls who help at a booth sale will earn the Cookie Booth patch.

Most cookie booths include a decorated table, Girl Scout cookies, fun 
posters and marketing signage.

Troops are welcome to download and use a credit card reader app if 
they choose. Sales are stronger when customers have the option to use 
a card. Credit card readers are not provided or financially supported by 
Badgerland. 

There are two ways your troop can reserve a booth:
 1. Council Secured: Sign up to have a booth at one of our already-
scheduled locations in Smart Cookies Booth Scheduler.
 2. Troop Secured: Troops use their contacts to schedule a booth 
location.

Girl Scout cookie booths can be in retail stores, grocery stores, churches 
or other areas with lots of foot traffic. 

For a troop-secured booth, troops must gain permission from the store 
or property management to set up a booth to sell Girl Scout cookies.

Remember: this is only a guide. If your troop 
participated in booth sales last year, pull 
out your sales data and adjust your order 
accordingly. If you’re new to booth sales, start 
tracking this year’s so you can use the data for 
the 2020 cookie sale. 

Cookie Booth Etiquette
 y Arrive on time and leave on time.
 y Come prepared. Bring a small table, chairs, change (mostly $1 and $5 
bills) and signage.

 y Remind Girl Scouts to be in uniform.
 y Be mindful of how many girls are staffing the booth.
 y Sell only Girl Scout cookies at your Girl Scout cookie booth.
 y Some stores have solicitation policies that don’t allow girls to ask 
customers to purchase cookies until they approach the booth. Clarify 
the policies at your location before selling. 

 y A Girl Scout always is courteous and says thank you even when 
someone chooses not to purchase cookies.

 y Leave the area cleaner than you found it and remove all empty boxes.
 y Thank the manager when you leave and send a thank-you note.

How to Order Booth Sale Cookies
Order your troop’s Cookie Booth cookies with the Initial Order or as a Planned Order at 
least one week before the booth sale. See Planned Orders on page 14 for more information 
on how to order additional cookies.

GREAT IDEA
How about setting up a Badgerland trailer 
booth sale? We have a trailer you can 
reserve and use at no charge. It’s located 
at the Madison Service Center. Interested? 
Email info@gsbadgerland.org for details on 
using the trailer.

Girls participating in 
a Cookie Booth sale 

earn this patch. 
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Secure Your Booths in January

How To Reserve a Council-Secured Cookie Booth in Smart Cookies 
 
NOTE ON BOOTH SCHEDULING FOR THE LOTTERY. Follow the first 7 steps below except the lottery booth scheduler will be in Purple. 
The First Come, First Served scheduler is in Blue. Troops will receive an email after the lottery is drawn listing any booths they received. 

 y Login to your account at abcsmartcookies.com.
 y Select “Booth” then “Schedule Booth.”
 y The First Come, First Served schedule will appear at the top of the screen and the available locations will appear down the left side.
 y Use the ‘Search’ field to find booth locations by date, time or zip code.
 y Double click on the name of the booth you want to secure. A calendar screen will display available dates in blue.
 y Single click any date(s) in blue. The available booth time will appear below. Select your desired time then click “Save.”
 y From the main menu, select “Booth” then “My Reservations” to see your booth reservations.
 y If you wish to cancel a booth request AFTER you have saved the request, go to “Booth” then “My Reservations.” Scroll all the way to 
the far right of the reservation row and click “Remove Reservation,” then click “Delete Forever.”

 y By deleting your booth reservation, it will open up for other troops to reserve.

Council-Secured Cookie Booth Locations 
Booth list is updated frequently at gsbadgerland.org

Dunkin’ Donuts

Festival Foods Stores

JOANN Stores

Lion’s Quick Mart

Lutheran Campus Ministry (by UW-Madison)

Pick ‘n Save Stores

Sam’s Club

Walmart*

Canoecopia (Madison) - Premium Site

East Towne Mall (Madison) - Premium Site

Janesville Mall - Premium Site

Kids Expo (Madison) - Premium Site

Valley View Mall (La Crosse) - Premium Site

West Towne Mall (Madison) - Premium Site

Council-Secured Cookie Booths
     
         NEW IN 2019: A BOOTH LOTTERY!
Some booth locations listed here will be put into a lottery for opening 

weekend. This will allow equal access to all troops interested in 

securing a prime location. Troops may try for two open slots and 

will be awarded either one or no booths (no troop will get two in the 

lottery). Once the lottery winners are drawn, the booth scheduler will 

open for the traditional First Come, First Served time slots.

Lottery Sites = all Premium sites. Any premium booth slots leftover 

at the Lottery will revert to First Come, First Served.  
 

Booth Lottery Dates 
Sign-up    January 8, 2pm - January 9, 1pm 
    (troops sign up for two slots to be entered in the lottery)
Lottery Closes   January 9, 1pm 
 

First-Come, First Served Dates 

1st Week Sign-up   January 9, 2pm - January 13, 7am 

    (troops may reserve 3 booth time slots weekly) 

Additional Slots   Scheduler reopens every Sunday at 8am

  

*No Walmart locations except Baraboo and Lake Geneva 
should be contacted directly by troops for booth scheduling. 

How To Get Your Troop-Secured 
Cookie Booth into the Cookie Booth 
Locator Database

 y Log in to your account at abcsmartcookies.com.
 y Under “Booth” click “Troop Secured Booths” then fill in the * fields.
 y Click “Save” after all your booth information is entered.
 y Click “Request Appointment Times” to enter booth dates and times.
 y Select dates from the calendar view and then enter starting time and 

ending time, denoting AM or PM.
 y Click “Save” after all your booth times are entered.
 y Once your booth is approved, you will receive an email stating you are 

approved for the specific cookie booth.

Troop-Secured Cookie Booths
 y These booths are reserved by the troop.
 y Contact the store manager or property owner to request 
your date and time.

 y List your booth sale in Smart Cookies so that it will show 
up on the national “Cookie Booth Locator” for customers 
looking for cookies.
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SMART COOKIES

SMART COOKIES: 
Your Cookie Ordering Site

Getting Started 
 y Visit www.abcsmartcookies.com

 y Enter your username (your email) and password, which was provided in your welcome email.
- If you have more than one Smart Cookies user for your troop, we can provide each with a login and password. 
- If your troop is not yet set up on Smart Cookies contact either your Community Product Sale Manager or info@gsbadgerland.org. 

Check Out Smart Cookies Home Page (aka Troop Dashboard)
 y Messages: Click on the message and read it.
 y Calendar/Tasks: Place the cursor over the task or date on the calendar to view more information. Replace your default view with 
Important Dates. Be sure to review action items and tasks for important deadlines.

Verify Your Contact Information and Set Up Your Troop
 y Select “My Troop” then “Troop Information.” 
 y Edit your troop details and update all of your contact information.
 y Update your troop level and all information using the drop down menus.
 y Important: Update all contact information, including your email. We use this to send lots of updates during cookie season so please 
make sure it’s listed correctly.

 y Enter/Edit your troop bank account number and routing number. 
 y Alternate contact information should be your assistant cookie coordinator or troop co-leader. Click “Update Information” at the 
bottom. 

Set-Up Girls in Your Troop
 y Select “My Troop” then “Troop Roster.”
 y If you have new girls in your troop who are not listed, click “Add New Girl” at the bottom left to enter each girl’s first and last name.
 y Select the reward plan she is participating in and enter any sizes requested.
 y Enter parent information so that the girl registration invitation will be generated to the parental email address. This allows the girl to 
setup her online Smart Cookies account.

 y Double click on a girl already listed. Indicate which reward plan she is choosing and enter any sizes requested.
 y Even if a girl in your troop is not participating in the cookie sale, leave her name in Smart Cookies. Your troop’s per girl selling average 
will not be affected. 

Smart Cookies runs best on Mozilla Firefox 
or Google Chrome web browsers.
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Initial Order Due January 14

How To Estimate Your Initial Cookie Order

Order Due by January 14
 y Select “Orders” then “Troop Initial Order” then 
“Cookies” next to “Build Order By.”

 y Enter the total number of CASES per variety. One 
case=12 boxes of cookies. Smart Cookies will 
total everything for you. Remember your cookie 
booth extras. If you are doing booth sales, order 
them now.

 y Save the order. You will be able to modify the 
totals before January 14.

 y Do not enter an order for gluten free cookies. If 
your troop did order them, the council will add 
the number you ordered to your initial order.

Returning Troops Order
How much did your troop sell in 2018? Reach out to the Customer Care 
team at 800.236.2710 or info@gsbadgerland.org, and we can send you 
your troop’s Girl Cookie Detail, Troop Sales Summary and Troop Balance 
Summary.

Factors to determine your troop’s order:
 y Troop Sales Goals
 y Number of Planned Cookie Booth Sales
 y Number of Girls Selling 
 y Badgerland’s per-girl selling average is about 20 cases. Review your 
archived data to see your troop’s per girl average and let that be your guide.

 
DID YOU HAVE A LOT OF 
RETURNS IN 2018? 
Take into consideration the number of cases you returned last year when 
placing your Initial Order. A reminder the return policy is changed and 
restricted to 1/2 case per girl in the troop. page 5.

WHOOPS. What if you miss the January 14 deadline? Contact your Product Sale Manager then place 
a Planned Order in Smart Cookies by 8pm on February 10. Select the location where you plan to pick 
up your order by Friday, February 15.

How To Place the Initial 
Order in Smart Cookies

Badgerland’s Suggested 
Order Per Girl Selling In 
Your Troop
Ordering the correct amount is not an exact 
science since each troop is different. We are the 
experts, so let us guide you. Use the formula below. 
Badgerland retains the right to modify your troop’s 
initial order if it appears excessive for the number 
of girls selling.

5 Cases Thin Mints

3 Cases Caramel deLites

3 Cases Peanut Butter Patties

1 -1 1/2 Cases S’mores

1- 1 1/2 Cases Lemonades

1- 1 1/2 Cases Thanks-A-Lot

1/2-1 Case Shortbread

1/2-1 Case Peanut Butter Sandwich

Notes:
 y You may want to change quantities.
 y You do not have to order all varieties. 
 y Top sellers are Thin Mints, Caramel deLites and 
Peanut Butter Patties.

All orders are placed in cases; each case has 12 boxes of cookies.

For extra help determining your first order, use these worksheets at 
gsbadgerland.org:

Returning Troops use the Troop Initial Order Estimate worksheet to 
automatically calculate 100% of your troop’s last year’s order; you can 
increase or decrease the numbers. 

New Troops use the Simplified Sale for first year troops selling 
cookies on page 6. Your Initial Order is only for your Booth Sales.
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Planned Orders Due Sundays

Cookie Order Management
Planned Order Deadlines
Due by 8pm:
Sunday, February 10
Sunday, February 17
Sunday, February 24
Sunday, March 3
Sunday, March 10 
NOTE: All flavors available through March 1.

You can reorder cookies weekly.
These orders are called Planned Orders.
Planned Cookie Orders are due Sundays by 8pm.
These cookies are available to you by Friday or Saturday 
of the same week the Planned Order is placed.

Before You Place a Planned Order
 y Communicate with the families in your troop. Are any families holding too many cookies they won’t be able to sell? If yes, transfer 
cookies among families first.

 y If more cookies are needed, create a Planned Order in Smart Cookies by 8pm Sunday. These planned orders will be picked up at the 
cookie cupboard convenient to you. 

 y Troop Cookie Coordinators can choose the pick up date and time from those available for the cupboard, but still need to arrange 
pick up with the Cupboard Manager by phone or email. 

How to Place a Planned Order in Smart Cookies
 y Log on to Smart Cookies using your email address and password.
 y Click “Orders” then “Planned Order.”
 y Select your cupboard.
 y Choose a pick-up date and time.
 y Enter the number of CASES (your order is for cases of cookies - not boxes) for each variety and click “Submit.”
 y A pop up at the bottom of the screen will display ‘Order Was Successfully Saved.’ 
 y Use the “Print Receipt” icon to generate a paper receipt for your Planned Order.

After the Planned Order cookies are picked up from the cupboard, the Planned Order will become a “cupboard-to-troop” transfer that 
is viewable on Smart Cookies’ Order Management page. When the transfer is complete, the cases will be available for you to transfer to 
girls for additional sales or booth sale credit to girls.

Changing, Viewing and Committing Orders
To view all of the different order types for cookies and rewards, the Manage Orders page MUST be used. 

 y Select “Orders” and click on “Manage Orders.”
 y Select the type of order you would like to view from the order type row, then click “Apply Search Parameters.”
 y You can edit the order by selecting the icon with three dots located at the far right of the order row.
 y At the bottom of the page, you can view a summary of the order types and ‘click the arrow for more’ to display Planned Order 
details, total cases ordered, sold, and on hand inventory.

HERE TO HELP ON SUNDAYS WITH PLANNED ORDERS
Badgerland’s Customer Care Team is standing by on three Sundays to help with your
cookie-ordering questions: February 17, February 24, March 3 from 4-8pm.

800.236.2710 | info@gsbadgerland.org
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How To Transfer Cookies

Transferring Cookies
Troops needing more cookies to fulfill additional orders or cookie booth sales will receive them from a cookie cupboard (see Planned 
Orders on page 12). These transfers are entered by the Cupboard Manager. It is the responsibility of the Troop Cookie Coordinator to 
transfer the cookies to the girls so they receive credit when creating the reward order. Transfers also need to be completed so that 
Smart Cookies can accurately figure your per girl selling average, which is directly related to your troop proceeds.

Troop to Girl (T2G) This is your most common transfer
 y Click “Orders” then “Transfer Order.”
 y Your troop will auto default to the ‘From’ field and your available inventory quantity will display.
 y Select the girl you are transferring to. Click “Apply.”
 y Enter quantities to be transferred. Pay close attention to the Unit of Measure so that your transfer amounts are correct.
 y Click “Save.” A pop-up will appear from the bottom of the screen indicating your transfer order was successfully saved.
 y To view all orders go to “Orders” then “Manage Orders” and use the filters to customize your order view.

Girl to Girl Cookie Transfers
 y Click “Orders” then “Transfer Order.”
 y Select the ‘From’ girl’s name from the girl list. Select the ‘To’ girl’s name from the girl list. Click “Apply.” You’ll be prompted to enter 
the number of boxes to be transferred.

 y Click “Save.”

Girl to Troop
 y Follow directions above except choose “Girl To Troop” in the ‘Type’ box.

Troop to Troop
Complete a troop to troop transfer if you give cookies to another troop. No funds are exchanged when cookies are given to another 
troop. The troop giving away cookies will make the transfer in Smart Cookies. 

 y Select “Troop to Troop” in the Type box. 
 y Click on your troop in the ‘From’ box.
 y Enter the number of boxes you are transferring to the other troop. 
Note: If you are transferring to a troop in a different Service Unit select the proper name of the Service Unit.

 y Select the troop in the ‘To’ box. Click “Save.” A pop up will appear from the bottom of the screen indicating your transfer order 
successfully saved.

 y To view all orders go to “Orders” then “Manage Orders,” and use the filters to customize your order view.

Booth Sales: Transferring Cookies Using the Smart Booth Divider
You may divide up cookies to girls from any booth that you’ve scheduled in Smart Cookies. This will help maintain your proper on-hand 
inventory as exact boxes are transferred to girls through this process. You may choose to distribute the cookies individually for each 
booth or distribute all booth cookies equally to all girls.

 y Click “Booths > My Reservations” then select the booth you want to record the packages sold. 
 y Click the icon with three dots located at the far right, choose Smart Booth Divider and enter the number of packages sold by variety.
 y To distribute the cookies immediately click “Save and Distribute.” Select the girls that participated and click “Continue.” The 
system will distribute the cookies as evenly as possible. Any remaining boxes to distribute will be indicated at the top. You may edit 
the girls totals to include these remaining boxes, then click “SAVE.”

 y To distribute the cookies for ALL your booths at the same time click “Save and Go Back.” After you have entered the sales from 
your final cookie booth, click on “Distribute Total Booth Sales.” Select the girls that participated and click “Continue.” The system 
will distribute the cookies as evenly as possible. Any remaining boxes to distribute will be indicated at the top. You may edit the girls 
totals to include these remaining boxes then click “SAVE.”

Booth Sales: How to Give Girls Cookie Credit for Cookie Booth Sales
To give a girl credit for boxes sold at a Booth Sale simply enter the number of cookies for each variety in the Booth Box until it equals 
her credit for that booth. The girl is NOT financially responsible for these cookies - these are troop cookies. They simply help her 
achieve more rewards!
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Rewards Due on March 25

Troop Per-Girl Selling 
Average of Boxes Sold

2019 Girl Scout 
Troop Profits

1-203 boxes 63¢ per box

204-299 boxes 69¢ per box

300+ boxes 75¢ per box

How Rewards Work

Troop Rewards
All troops earn at least 63¢ per box on all cookies sold. The higher the troop’s 
per-girl selling average, the more the troop earns. Troop proceeds belong 
to the Girl Scout troop and not to the individual members of the troop. 
Decisions about spending troop proceeds must reflect the wishes and 
interests of all the girls. This is their girl-led business!

Girl Rewards
Girl Scouts earn rewards based on all cookies she sells including Cookie Share cookies, digital cookie sales and booth sales. Rewards 
are cumulative (except achievement bars). Each girl will receive an achievement bar representing the highest level of boxes sold 
starting at 100+ boxes. See the Recognitions flyer for pictures of rewards.

Troops that sell an average of 204+ boxes per each girl selling will earn the Troop Reward. Troops earning this reward will be contacted 
directly after the sale ends with registration details.

Girl and Troop Rewards Orders
Before You Create the Rewards Order

 y Girl Scouts earn rewards based on their total number of cookie boxes sold.
 y Make sure all troop-to-girl transfers are done and that the sales total for each girl is correct BEFORE ordering final rewards. 
The automated reward feature will calculate the quantities for each girl. 

 y Verify you have selected the Reward plan each girl wants. To do this click on “My Troop” then “Troop Roster” and click on each girl 
record to update the individual rewards plan for each girl.

 y Reward orders are due in Smart Cookies by March 25.

Creating the Girl Rewards Order in Smart Cookies
 y Click “Recognitions > Create Recognition Order” and select “Main” under the plan type drop down. The system will automatically 
calculate the troop’s reward order.

 y Each girl will be listed with the total number of boxes she is getting credit for. Wherever there is a choice, click on the button under 
the reward she chose.

 y If a girl earned the Cookie Share Patch or Cookie Booth Patch the number “1” needs to be physically inserted in the quantity box. The 
number bar patches will be sent automatically, you do not need to select them.

 y You will enter the reward choice for any girl earning 1 Adventure Point (over 408 boxes). Girls who earned 2 or more Adventure 
Points will be contacted directly by Badgerland regarding her rewards choice.

 y After all rewards for all girls are selected, click “Save” at the bottom. 

What about Getting Your Troop Reward?
Troops with a minimum 204 per-girl selling average earn the Troop Reward and will be contacted directly at the end of the sale.

2019 Troop Reward Choices
204 Per-Girl Selling Average Reward
• Narwhal T-shirts for all girls!

252 Per-Girl Selling Average Rewards
• Kalahari Resort at Wisconsin Dells > Sunday May, 19  |  Sunday, June 2  |  Sunday, June 9
• Milwaukee Zoo,  Milwaukee > use anytime by September 30, 2019
*Troops earning the trip reward also get the T-shirts!
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Money Management

Payments from Girls
 y Girls collect payment from customers at the time of delivery. Customers pay for their cookies by cash or check written to the troop 
account or Girl Scouts of Wisconsin-Badgerland; not to the parent or girl personally.

 y Cookie money should be turned in weekly to the troop. Money should always be turned in when girls pick up additional cookies from 
their Troop Cookie Coordinator. 

 y Troop cookie money should be deposited into the troop account promptly and frequently.

 y Deposit all cookie money into the troop account by March 29.

 y If any parent did not turn in their cookie money, DO NOT wait for them to turn it in. Complete the Delinquent Parent form and turn it 
into the council no later than March 22. The form is available on gsbadgerland.org.

 y Checks to the troop account that are returned for insufficient funds should be submitted to the council. Complete the Returned 
Check Reimbursement form with the necessary documentation and the council will reimburse the troop account for the amount of 
the check and any related fees. The form is available on gsbadgerland.org.

Trouble Collecting Cookie Money From a Parent?
When the troop’s cookie money is due to Badgerland, but you have not been able to collect from a troop parent, DO NOT WAIT FOR 
THEIR MONEY!

 y Complete the Delinquent Parent Report form and Badgerland Council will contact the person directly.

 y Document any communication you have had in your attempt to collect the funds and include the signed Product Sale Permission 
Slip and the signed receipt(s) by parent/guardian for cookies received.

 y Do NOT collect funds from parents after turning them in as Delinquent. 

 y Once the form is turned in, Badgerland will handle all collections working directly with the parents.

Banking: Paying for the Troop’s Cookies
Troops pay Badgerland Council for all cookies received. These payments are debited from the troop’s checking account using the ACH 
(automated clearing house) process. To ensure your troop account is ready for ACH, you must enter the troop’s bank account number 
and routing number into Smart Cookies. (See page 12) About a week prior to each withdrawal, look for an email with the exact amount 
being pulled. This email will be sent to the troop’s main contact listed in Smart Cookies. 

February 26: 30% withdrawal 
The debit from your troop account will reflect 30% of what is owed according to reports on Smart Cookies as of February 19. 
Make sure you have Troop to Girl transfers completed by February 18 so that Smart Cookies can correctly figure your 
troop proceeds. Payment is recorded in the Finances section of Smart Cookies.

March 14: 40% withdrawal 
The debit will reflect 40% of what is owed according to reports on Smart Cookies as of March 7. 

April 3: balance due as of March 27 
The debit will withdraw the final balance. Any Delinquent Parent forms received by the council will be entered into Smart 
Cookies prior to this date, as your troop is no longer responsible for the payment of these cookies or the collection of the 
funds from the parent. The council will retain the troop profits on any delinquent parent cookies until the balance is paid in 
full.

How to Handle Money Collection
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2019 Bullet Points

Find entry details, official rules, submission tips, 
and downloadable mini-graphic novel templates at 

girlscouts.org/cookiepro
The GIRL SCOUTS® name, mark, and all associated trademarks and logotypes, including the Trefoil Design, G.I.R.L. (Go-getter, Innovator, Risk-taker, Leader)™, and Cookie Pro™ are owned by Girl Scouts of the USA.

Featuring the DC Super Hero 
Girls™, plus an all-expenses- 
paid trip to sunny California  
for incredible behind-the- 
scenes VIP adventures at  
Warner Bros. Studio!

Here’s how to enter:

DC SUPER HERO GIRLS and all related characters and elements © & ™ DC Comics and 
Warner Bros. Entertainment Inc. DC LOGO: TM & © DC. WB SHIELD: TM & © WBEI. (s18)

TM

         COOKIE 
      ENTREPRENEUR 

                EXPERIENCE

PRIZE PROVIDED BY
TM

Highlight your  
unique cookie story by:

★ Answering a set of questions 

★ Creating your very own  
mini graphic novel  

(it’s easy with our handy 
template!)

Unleash your G.I.R.L. (Go-getter, Innovator, Risk-taker, Leader)™ 
potential for a chance to win the...

                                for optional p
urc

has
e

                                    unlock exclusi
ve

 p
at

c
h

RETURNS ARE DIFFERENT
Returns are limited to 1/2 case per girl registered in each troop. Plan ahead to avoid holding unsold cases of cookies. 

BOOTH LOTTERY
Oh yeah. You all asked for this one! We’re opening up the Cookie Booth Scheduler for 24 hours to give all troops a chance to sign up 
for their dream booth locations. We’ll randomly select troops for each location and only then will the First Come, First Served booth 
scheduler open to all. 

COOKIE SHARE
How it works: Customers pay for cookies but don’t receive any. Instead the cookies and the money go back to the troop to donate. At 
the end of the sale, troops decide where to donate their cookies and deliver them to their designated cause. Good idea: a food pantry! 
Badgerland has partnerships with several county Dairy Promotions Committees, through which each box of cookies donated to a food 
pantry is matched with a milk donation. Details on these county partnerships are at gsbadgerland.org (click the Cookies tab).

RESOURCES FOR TROOP LEADERS AND COOKIE COORDINATORS
COOKIE SHEET E-Newsletters 
These are emailed Fridays during Cookie Season to leaders and Cookie Coordinators. If you have not received a Cookie Sheet, let us 
know so we can get you on the list! (info@gsbadgerland.org)

Where to Access Forms, How-To Guides and More 
We’ve got all your questions answered and tons of stuff to make your Cookie season run smoothly. Find all the goodies waiting for you 
at gsbadgerland.org. Click the Cookies tab then > Leader Resources

COOKIE PRO CONTEST
Badgerland Girl Scouts are encouraged to participate in a national Cookie Pro Contest sponsored by Girl Scouts USA. The contest 
is an exciting opportunity to highlight the amazing skills and experiences that girls gain through participating in the Girl Scout 
Cookie Program. Join us in celebrating the cookie 
entrepreneurial skills of Girl Scouts nationwide—and 
unlock an awesome, limited-edition Cookie Pro 2019 
patch. Every girl who enters may purchase this special 
patch.

When can girls participate? January 2–April 30, 2019

How can girls participate? By submitting a complete 
Cookie Pro contest entry, which includes answering a 
set of questions, uploading a mini-graphic novel and 
uploading a photo of themselves in uniform. 

What can girls win? Twenty-four girls nationwide—four 
per Girl Scout grade level—will be selected:

• All-expenses paid Cookie Entrepreneur Experience in 
California
• Behind-the-scenes VIP adventure at Warner Bros. 
Studios
• Activities featuring the DC Super Hero Girls™
• Meet prominent entrepreneurs 
• Attend a very special Girl Scout Cookie Pro 
recognition event

Find entry details, official rules, submission tips, 
and downloadable mini-graphic novel templates at 

girlscouts.org/cookiepro
The GIRL SCOUTS® name, mark, and all associated trademarks and logotypes, including the Trefoil Design, G.I.R.L. (Go-getter, Innovator, Risk-taker, Leader)™, and Cookie Pro™ are owned by Girl Scouts of the USA.

Featuring the DC Super Hero 
Girls™, plus an all-expenses- 
paid trip to sunny California  
for incredible behind-the- 
scenes VIP adventures at  
Warner Bros. Studio!

Here’s how to enter:

DC SUPER HERO GIRLS and all related characters and elements © & ™ DC Comics and 
Warner Bros. Entertainment Inc. DC LOGO: TM & © DC. WB SHIELD: TM & © WBEI. (s18)

TM

         COOKIE 
      ENTREPRENEUR 

                EXPERIENCE

PRIZE PROVIDED BY
TM

Highlight your  
unique cookie story by:

★ Answering a set of questions 

★ Creating your very own  
mini graphic novel  

(it’s easy with our handy 
template!)

Unleash your G.I.R.L. (Go-getter, Innovator, Risk-taker, Leader)™ 
potential for a chance to win the...

                                for optional p
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                                    unlock exclusi
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Monthly Cookie Calendar

DATE WHAT TO DO ✓
December

December 15 Cookie Program Overview Training.

Anytime Schedule the Troop Cookie Meeting now to be held before January 14.

January
January 5 Smart Cookies Tech Training. Learn the ins and outs of the new cookie ordering system.

January 8-9 Troops can begin requesting booth locations in Smart Cookies at 2pm. Booth requests entered 
January 8-9 will be entered into the lottery. First-Come, First-Served Booths open at 2pm January 
9. Booths may be requested throughout the duration of the Cookie Sale.

Page 11

no later than 
January 14

Hold troop meetings to plan your troop’s Cookie Program with girls and parents.
 y At the girl meeting: establish troop sales goals, safety procedures and due dates.
 y At the parent meeting: collect signed Parent Permission Slips and ask for volunteers!

Page 9

January 14 Return the Troop Cookie Coordinator Agreement to your Product Sale Manager.

January 14 Initial Cookie Order Due in Smart Cookies by 11pm
 y Direct Sale and Order Taking troops doing booth sales must place orders now.
 y Print a copy of the Detail Summary Report and turn it in to your PSM.

Page 13

February
Week of 
February 4

Direct Sale Troops and Order Taking Troops doing Booth Sales 
Pick up cookies and order cards from community delivery station. Bring a copy of the Troop Detail 
Summary Report. Count your order before signing the receipt. 

Week of 
February 4

Direct Sales Troops
 y Distribute the cookies, order cards and collection envelopes to each girl.
 y Provide a receipt for the parent/guardian to sign AFTER they count their girl’s order. 
You keep the white copy for your records.

 y Complete transfers in Smart Cookies, assigning cookies picked up to the girl who received them.

Week of 
February 4

Order Taking Troops
 y Distribute order cards to your Girl Scouts.

February 9 Badgerland Girl Scout Cookie Sale Begins! When you need more cookies, place a Planned Order in 
Smart Cookies at least one week in advance, but no later than Sundays at 8pm for pick up on Friday.

Page 13

February 26 ACH Withdrawal 1: 30% of troop’s balance as of February 19 is pulled from troop account. Page 17

March
March 3 Order Taking Troops: Planned Order due in Smart Cookies by 8pm for pick up on March 8-9. Page 14

March 3-4 Direct Sales Troops may return up to 1/2 case per registered girl. The cases must be UNOPENED, 
UNDAMAGED, CLEAN CASES of cookies to any Girl Scout Service Center, if needed. 

Page 5

March 8-9 Order Taking Troops
 y Cookie pick-up from the cupboard nearest you.
 y Distribute the cookies and collection envelopes to each girl.
 y Provide a receipt for the parent/guardian to sign AFTER they count their girl’s order.
 y Complete Transfers in Smart Cookies, assigning cookies picked up to the girl who received them.

March 14 ACH Withdrawal 2: 40% of troop’s balance as of March 7 is pulled from troop account. Page 17

March 17  y Official end of Cookie Sales for all troops. If you still have cookies, keep selling!
 y Deposit all cookie money into troop checking account. 

March 18-22 Turn in Delinquent Parent Forms to Girl Scout Service Center, if applicable. Page 17

March 25 Girl Rewards Order due in Smart Cookies. Complete transfers for an accurate selling count per girl. Page 16

April and May
April 3 Final ACH Withdrawal from troop’s checking account for troop’s balance as of March 27. Page 17

April 4 Top Cookie Sellers (600+) attend Girl Scout Awards Ceremony to be recognized.

Mid April Badgerland Bucks and Adventure Point Certificates will be mailed to girls by Badgerland.

May 15-31  y Pick up Girl Rewards from Product Sale Manager and distribute to girls.
 y Report any discrepancies to Product Sale Manager.
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Badgerland Cookie Hotline
info@gsbadgerland.org

800.236.2710

QUICK RESOURCE GUIDE
INFO RESOURCE

Cookie Program 
materials, 
trainings, 
information

gsbadgerland.org 
info@gsbadgerland.org
800.236.2710

Smart Cookies, 
eCards, cookie 
clip-art, activities 
for girls

abcsmartcookies.com

2019 COOKIE CALENDAR
January 14 Initial Order Due

Week of February 4 Pick-up Cookies and Order Cards

February 9 Sales begin

February 26 ACH Withdrawal 1 - 30%

March 1 Parents return unopened cases to you they 
don’t want to sell and pay for. Order-taking girl 
orders due to leaders.

March 3 Order-taking troops order due in Smart Cookies.

March 3-4 Cookie Returns to Council

March 8-9 Order-taking troops pick-up cookies 

March 14 ACH Withdrawal 2 - 40%

March 17 Sale Ends

March 25 Girl Rewards Order Due

April 3 Final ACH Withdrawal - Balance

April 4 Top Cookie Sellers Honored @ Award Ceremony

May 15-31 Distribute Girl Rewards

My Community Product Sale Manager 

Address 

Email 

Phone

Notes:

My Important Information


