Service Unit Cookie Manager
Email templates for Troop Cookie Coordinator Appointment

Below are email templates as referred to in your Service Unit Plan Book.

Welcome Email (Send to Troop Cookie Coordinator once appointed)

Dear [Volunteer’s Name],
Welcome! You’re officially appointed as a Troop Cookie Coordinator for the 2027 Cookie Program! 🎉
Thank you for stepping into this important volunteer role. I’m so glad to have you on the Cookie Team!
[SUCM: Add a short personal welcome/introduction here. This is a great place to share a little about yourself, how long you’ve been involved with Girl Scouts/cookies, and let TCCs know how you like to support your troops.]
A Few Things to Get You Started
· Please keep your Troop Plan Book handy throughout the Cookie Program. It includes important dates, helpful information, and resources. You can also find the latest cookie information, forms, and resources at GSCookiesEtc.org.
· Watch for your ABC Smart Cookies email. You’ll receive an email from NoReply@ABCSmartCookies.com with your link to access the ABC Smart Cookies system. We recommend adding this email address to your contacts so it doesn’t end up in your junk or spam folder.
· Once you receive your access, record your ABC Smart Cookies ID (your email) and password (the one you create) on the front page of your Troop Plan Book. This will make it easier to find when you need it and will help ensure you receive important Cupboard confirmation and payment emails.  Please keep your Smart Cookies ID and password confidential. Do not share your login information with anyone.
Your Service Unit Cookie Team
Please write on the front cover of your Troop Plan Book with the following information:	Comment by Lisa Nevares: The space for this information was removed.
· SU Booth Coordinator: [Name, email & phone]
· Cookie Distribution Day: [Date] at [Location]
· Service Unit Cookie Distributor: [Name, email & phone]
· SU Cookie Rewards Coordinator: [Name, email & phone]
They will contact you regarding girl patches and rewards pickup in May.
Cookie Office Hours
I am here to help! Since I am a volunteer too, I set aside specific times to focus on cookies, answer questions, and support troops.
Cookie Office Hours:
📅 [Day(s)]
⏰ [Time(s)]
📞 [Preferred contact method]
Whenever possible, please plan to reach out during these office hours. This helps me balance cookie support with other responsibilities I have. If you have a question outside of office hours, feel free to send a message and I’ll get back to you when I am able.
Please refer to your Troop Plan Book and GSCookiesEtc.org throughout the season for important information, dates, and resources.
Thank you again for volunteering and for helping make the Cookie Program a great experience for your girls. I’m excited to work alongside you!
[SUCM Name]
Service Unit Cookie Manager
[Email]
[Phone Number]
Troop Cookie Coordinator Appointment (Send to TCC who has restrictions on their background screening)
Dear [Name],
At this time, I am unable to appoint you as a Troop Cookie Coordinator due to a restriction associated with your background screening.
Because the background screening process is confidential, I do not have access to the reason for the restriction or additional details regarding your screening status. It is possible that the restriction may not apply to the Troop Cookie Coordinator position.
If you would like to request a review of your background screening status, please contact CustomerCare@GirlScoutsOC.org.
Thank you,

Action Required: complete Troop Cookie Coordinator Appointment Steps (Send to TCC who has not completed one of the steps for appointment)
Dear [Name],
Thank you for volunteering to serve as a Troop Cookie Coordinator. Before I can appoint you to the position, please complete the outstanding requirement(s) marked below.
☐ 2026–2027 Adult Girl Scout Membership
Please renew your membership through MyGS.
☐ Background Screening
Please select the Troop Cookie Coordinator position in MyGS and complete the background screening process. If the position is not visible, please contact CustomerCare@GirlScoutsOC.org for assistance.
☐ Training
Please complete the required Troop Cookie Coordinator training.
☐ Troop Banking Form
Please ensure your Troop Treasurer submits the required Troop Banking Form.
Once all required steps have been completed, I will be able to appoint you as a Troop Cookie Coordinator.

Temporary Password Email 
Dear [Name],
I have provided you with temporary access to ABC Smart Cookies so you can verify girl information and place your troop’s initial cookie order.
Your temporary access will remain active through December 09, 2026. If you have not completed the Troop Cookie Coordinator appointment process by that date, your ABC Smart Cookies access will be deactivated. Your troop will not be able to pick up cookies until all required appointment steps have been completed.
Watch for an email from NoReply@ABCSmartCookies.com with your link to access ABC Smart Cookies. Please add this email address to your contacts so the message does not get filtered into your junk or spam folder.
Once you receive your login information, record your ABC Smart Cookies ID (your email) and password (the one you create) on the front page of your Troop Plan Book so you can easily access them when needed.	Comment by Samantha Serna: The Welcome Email says to record the ABC Smart Cookies login information on the inside front cover of the Troop Plan Book, while the Temporary Password Email says the front page.
To protect your troop's banking and program information, please do not share your ABC Smart Cookies ID or password with anyone.
If you have questions or need assistance, I can be reached at [phone] or [email].
Thank you,

Cannot Pick-Up Cookies (first warning) - Missing Troop Banking Form (Send on January 14)	Comment by Lisa Nevares: For the first and second notice:  Should we add the troop is still financially responsible for the cookies and if they submit their form after the mega, they will need to contact customer care to arrange a pick up time with the distributor located in North Long Beach.
Dear [Name],
This is a friendly reminder that we have not yet received your Troop Banking Form for the upcoming Cookie Program.
Please submit the completed Troop Banking Form no later than January 20, 2027.
Please note that troops without a submitted Troop Banking Form will not be permitted to pick up cookies at the Service Unit Distribution/Mega Delivery or from any Cookie Cupboard.  Your troop is still financially responsible for the cookies.  If your form is submitted after January 23, 2027 you will need to contact customer care to arrange a pick up time with the distributor located in North Long Beach.  
If you have already submitted the form, please let me know so I can follow up with GSOC. If you have not yet submitted it, please complete the form as soon as possible to avoid delays with cookie pickup.  
Thank you for your prompt attention to this requirement.

Insert your name here
Service Unit Cookie Manager
Email & phone #



Cannot Pick-Up Cookies Email – Missing Troop Banking Form (Send on January 21)
Dear [Name],
Our records indicate that your Troop Banking Form was not submitted by the January 20, 2027 deadline. The Troop Banking Form is a required part of participating in the Cookie Program.
Your troop will not be permitted to pick up cookies at the Service Unit Distribution/Mega Delivery unless you provide proof that the Troop Banking Form has been submitted. Proof of submission will be required at check-in before any cookies can be released.  
Please also be aware that your troop remains financially responsible for all cookies ordered, regardless of whether the Troop Banking Form has been submitted or whether the cookies are picked up.  If your form is submitted after January 23, 2027 you will need to contact customer care to arrange a pick up time with the distributor located in North Long Beach.

If you have submitted the form after the deadline, please bring confirmation of submission with you and provide it at check-in.
If you have not yet submitted the form, please complete the Troop Banking Form as soon as possible.
Thank you for your prompt attention to this requirement.

Insert your name here
Service Unit Cookie Manager
Email & phone #

