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Girl Scouts.

Girl Scouts of
Kansas Heartland

Parsons Office

PO Box 1142

221 S 29™ Street
Parsons, KS 67357
(620) 423-0198

Salina Office

1550 S. Broadway

Salina, KS 67401

(785) 827-3679 « (800) 888-0872

Emporia Office

1200 Burlingame Rd

Emporia, KS 66801

(620) 342-4532 « (800) 342-4532

Wichita Office

360 Lexington Rd

Wichita, KS 67218

(316) 684-6531 « (888) 472-3683

Hays Office

2707 Vine Street, Suite 8

Hays, KS 67601

(785) 625-5671 « (888) 811-8832

Garden City Office

114 Grant Avenue

Garden City, KS 67846

(620) 276-4061 « (888) 900-7061

Hutchinson Office

111 N Walnut, Suite A
Hutchinson, KS 67501

(620) 662-5485 « (800) 495-5166

Online Booth Scheduler:
www.abcsnap.com

GSKH Website:
www.kansasgirlscouts.org

Cookie Hotline:
1-888-686-MINT

COOKIE
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Guide

Cookie Booth Sales
February 18 to March 7

Troop may request “new booth locations”
on the SNAP Booth Scheduler for booths
Troops or Service Units are coordinating .... Jan. 18 - Mar. 7

Enter booth schedule preferences on the
SNAP Booth Scheduler for booths the

Council coordinates..........ccooeveeeeeveeeiiinnnnnnnn. Jan. 18 - Feb. 1
Random selection process..............cccceeeeee. February 2
Troops notified of assigned booths.............. February 3

Troop may select additional booths on
first come first serve bases starting ............ Feb. 4 at 6 PM

Note: Troops will not have access to the Booth Scheduler on
Feb. 4 until 6 p.m.




What are Cookie Booth Sales?

Cookie Booth Sales are a terrific way for troops
to experience selling Girl Scout Cookies, in
person, to customers of local businesses by
setting up a booth.

When are they?

Cookie Booth Sales run Thursday, February 18
through Sunday, March 7. Cookie Booth Sales
are generally scheduled Monday through Friday
between 4 and 8 p.m. and Saturdays and
Sundays, between 10 a.m. and 8 p.m.

Where are they?

Cookie Booth Sales that are scheduled by the
Council will be listed on the online SNAP Booth
Scheduler. These Cookie Booth Sales are typi-
cally at retail stores. Troops and Service Units
are encouraged to also schedule Cookie Booth
Sales at locations not being scheduled by the
Council. Possible locations are businesses,
schools, and churches.

| want to arrange a Booth Cookie Sale
at a business not listed on the SNAP
Booth Scheduler?

Please contact the Council before making contact

with the business to ensure that no one else is
contacting the business. It is important that only
one contact be made with a business. That way

they are not receiving numerous call from Troops

wanting to sell cookies at their business, and
having to schedule all the troops. Troops sched-
uling their own Cookie Booth Sales will need to
“request a new booth location” on the SNAP
Booth Scheduler. The Council will approve the
booth and the booth will then be scheduled to
that troop.

Who can participate?

Girl Scouting is a progressive program. Girl Scout

Brownies, Juniors, Cadettes, Seniors and
Ambassadors are eligible to sign up for Cookie
Booth Sales. All the girls in the troop should be
given the opportunity to participate! This is a
troop activity. Individual Girl Scouts members
may participate as a group.
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How can we sign up?

Cookie Booth Sales are a girl/adult partnership
activity. Girls should be included in the planning
and decision-making process. After discussing
the opportunity with the girls in your troop, and
reviewing the list of locations available, make the
decision together. Discuss times and locations
with the girls and their parents. Then go online to
the SNAP Booth Scheduler to indicate your
troops preferred locations and times.

Who decides what booths our troop is
assigned?

With the new online SNAP Booth Scheduler
booths are randomly assigned. The SNAP Booth
Scheduler is programmed to assign three (2
hour) time slots to each troop that enters their
booth schedule preferences. After this random
selection process, troop may go back online and
select additional booths on a first come first serve
basis.

Do | have to take training?

Yes, and you are responsible for making sure
that all girls and adults in your troop know the
guidelines before they participate. Please share
the information in this guide. Businesses are
providing a valuable service to Girl Scouts by
allowing Cookie Booth Sales. It is a privilege that
can be taken away if the manager feels that your
group's behavior (this indudes girls and adults) is
not appropriate. If the troop is asked to leave a
location, the troop is still responsible for all
cookies and the troop’s future participation in
Cookie Booth Sales may be restricted.




Before the Sale

What are some public relation tips that | can share with
the qgirls?

Please keep in mind that you are representing the ENTIRE Girl Scout
organization. People will form opinions about all Girl Scouts from their
perception of YOU.

Girl Scout uniforms are recommended. Please wear your membership
pin. Your vest or sash is fine over a plain shirt. AVOID T-shirts that
reflect music groups, church, school and professional sports teams or
that advertise a product. Neat and clean school attire, with no rips or
holes, is acceptable.

Discuss appropriate behavior. Talk about addressing customers and
emphasize that girls should wait until the customer comes to the
table. Do not approach customers. Let them come to you.

As customers pass your booth, girls should smile and say “hello,”
“how are you,” etc. Girls may initiate conversation with people about
cookies once they approach the booth and show an interest in
cookies and Girl Scouts. Opening lines could be, “Have you tried a
lemonade? ... which cookie is your favorite?”

When customers show interest, the girls may ask, “would you like to
buy cookies today?” and “how may boxes would you like?”
Remember that many customers will not buy unless they are asked.

Acknowledge ALL CUSTOMERS each time they pass your booth. A smile or “hello” can do wonders
for your sales. Girl Scouts are always friendly, respectful, quiet and polite . . . and leave a place
better than they found it.

ALWAYS say “thank you” whether the customer buys cookies or not.

What are the business guidelines that we should fol low?

ALWAYS check in with the manager on duty before you set up, even if you sold there the day be-
fore. If the management asks you to set up in a place other than where you want, please DO NOT
argue with their request. The manager does have the option to ask you to leave.

Please eat BEFORE you arrive. Food and drinks may not be consumed at your Cookie Booth Sales
location. Please take any breaks off-site; your vehicle is a great possibility. It is ESSENTIAL that
Cookie Booth Sales do not interfere with the store’s business activity, including its flow of customers.

Stay within the area specified by the management. The Girl Scouts of Kansas Heartland Council’s
agreement with them is that the Girl Scouts won’t browse or shop during this time.

SMILE, SMILE, SMILE!... you can’t sell without one!
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Please do not leave your booth unattended. In most cases, one adult should
accompany any girl who needs to use the restroom. Dress for the weather. Some
locations are outside or near an entrance. Do not count on being inside. Managers
may request that troops set up outside at anytime during the sale.

Remind girls and adults that siblings and friends should not be brought to the
Cookie Booth Sales sale. Remind adults that their attention should be on the girls,
not on phone calls or other activities.

Schedule girls, especially younger girls and those with short attention spans, in
short shifts (1/2 to 1 hour) instead of two-hour shifts. This will help to keep the girls
focused and help prevent behavior problems.

How many boxes of cookies should | order?

For a two-hour time slot (at the beginning of Cookie Booth Sales and assuming you
are scheduled for more than two hours) you should probably have at least 100
boxes of cookies.

Most troops order for the first part of their sales. If you are working 10 hours you
might want to order for only three to four hours. For more hours, do not double all of
the figures below - just order more of the favorites - Thin Mints, Caramel deLites
Peanut Butter Patties, and Peanut Butter Sandwiches.

REMINDER: The troop is responsible for all cookies ordered. Cookies can be
exchanged box for box at Cookie Cupboards until March 8, but they may not be
returned. If you have an abundance of some variety, exchange it for those you
need before you order more. Do not wait until the last weekend to do all of the
exchanging.

Where do | get the cookies?

There are several sources for cookies: Troops can order cookies on their initial
order. However, the troop is responsible for all cookies ordered, so it is
recommended you wait until you receive confirmation of your locations and times.
Order cookies from a cookie cupboard. Please order your cookies by the
Wednesday before your weekend sales. Just let the cupboard know that you are
doing Cookie Booth Sales and when you will pick them up.

Get cookies from other troops

who have extras. Don't forget Suggestions for Ordering:

your troop will have extras _ _

from the initial order, and Thin MINtS ..o, 26 boxes
others will too. Check with Caramel deLites.........ccccveen.... 18 boxes
Brf;r::;\rf.lcgtﬁgttfgggfare Peanut Butter Patties. ............. 14 boxes

also a good source the last Peanut Butter Sandwich ........ 14 boxes

weekend of the sale. Help LemOoNades .......cveovveeveeeenannn, 9 boxes
another troop by taking their

extras or trade Shortbread .............................. 9 bOXGS
for the varieties needed. Thanks-A-Lot .........evvveevennnnnn.. 5 boxes

Daisy Go-Rounds ................... 5 boxes



During the Sale

What time should we arrive at the Booth Cookie Sale  ?

Arrive at your sale location on time, but not more than five minutes early with

everything you need. If a troop is already there selling let them know you are there. Work together
to make sure the transition is smooth. Do not argue about a few minutes of time or sales during
this time.

How many girls should be at a Cookie Booth Sales lo  cation?
You should schedule at least two girls and two adults at each Cookie Booth Sales location. No
more than four girls and two adults should ever be scheduled at one time.

What is the adult role at the Cookie Booth Sales?

Cookie Booth Sales are a troop activity with close adult supervision. The adults supervise the
activities of the girls, and ensure their safety. They are also responsible for following guidelines,
helping the girls make change, making sure the area is left neat and clean, and responsible for the
cookies and money. Girls sell cookies; not adults.

What should we take to the Booth Cookie Sale?

- Card table or other small table

- Two Chairs for the adults only

- Posters, banners, signs and masking tape

- Money bag or box with change (Approx. $50.00 - including quarters)

- Worksheet to track sales

- Permission Slips

- Girl Scout Authorization Forms

- First Aid Kit

- Cookie Sharing Receipts

- COOKIES, GIRLS and ADULTS...of course!

What other tips do you have for me?

Designate a person as Cookie Booth Sales Coordinator. This person is responsible using the
online SNAP Booth Scheduler, scheduling the girls and adults, communicating the guidelines to all
participating, ordering and exchanging cookies, balancing inventory and money, and preparing
supplies. The Cookie Booth Sales Coordinator works with the Troop Cookie Manager to deposit
money collected from Cookie Booth Sales and helps girls to reach their goals.

Designate a “runner” for the troop. A “runner” is an adult who is available to get cookies for the
troop while they are at a Booth Cookie Sale. This allows the two adults helping at Cookie Booth
Sales to stay with the girls while another adult brings them more cookies.

Make safety a priority. Always have two adults at the booth. Girls should never be left alone. When
leaving the store, leave as a group. Have the girls and parents help load the car and then make
sure that each girl is picked up by her parent or guardian.

Safeguard the money. Use a hip pack, moneybox or bag and keep it out of customers’ reach.
Adults should always watch as the girls receive money and give out change. Keep money at a
minimum at each site. Set up procedures so that frequent deposits can be made. Do an inventory
of cookies and money before and after each sale and/or when adults change during a shift.



After the Sale

What do | do with leftover boxes?

Determine with the girls how you will sell them. Discuss options before you order. Some Service
Unit Cookie Managers keep a list of troops with extra cookies in case someone needs extra
cookies. You may schedule additional Cookie Booth Sales, take the cookies door-to-door or check
with other troops. Remember: Cookie Booth Sales are a risk, and most troops do have some
cookies left over.

How do | credit girls for Cookie Booth Sales?

This needs to be discussed with the girls and parents before Cookie Booth Sales begin. There are
several ways to give credit to the girls. Your troop needs to agree together on the method that will
work for best for the troop.

You could total the boxes sold and divide by the number of girls participating. Credit each girl with
the resulting number. Example: troop sells 200 boxes with 10 girls participating. Each girl receives
20 boxes.

Or, you could total the boxes sold and divide by the number of girl hours worked. Girls are then
given credit for the number of hours they worked. Example: troop sells 200 boxes in 28 hours
(eight girls worked three hours each and two girls worked two hours each). The boxes sold per
hour are approximately 7 (200 divided by 28). The girls working three hours would be credited 21
boxes each and the others would receive 14 boxes. The remainder could be given to someone
who was near a goal.

Whatever method is chosen, please keep in mind that location may play a factor in the sales, and
it is not fair for girls who worked locations that did poorly to receive less credit. In some cases it is
the only time available for the troop or girl. That is why averaging Cookie Booth Sales are
recommended. Turn in the Tracking Report to the Troop Cookie Manager before troop audit.

The Troop Cookie Manager must transfer the cookies to the girls in SNAP before audits start on
March 10.



