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Explanation 

• Transaction Type: The type of cookie-related transaction (e.g., pick-up, distribution, payment). 

• Receipt Type: The specific receipt form used for this type of transaction (could be physical or 
from Smart Cookie). 

• Created by: The person responsible for filling out the receipt (typically the cookie manager or 
parent/guardian). 

• Signed by: The person who needs to sign the receipt to acknowledge the transaction (could vary 
based on the context of the transaction). 

Process 

• Initial cookie delivery: When the troop receives cookies from the warehouse or delivery site, the 
troop cookie chair, or designated troop representative, should sign the pickup receipt and leave 
the receipt with the delivery station volunteers. 

Transaction Type Receipt Type Created By Signed By 
Initial cookie delivery Delivery Receipt Council Troop Cookie 

Chair 
Cookies distributed to 

Girl Scouts 
M3 receipt (receipt 

book) 
Troop Cookie 

Chair 
Caregiver & Troop 

Cookie Chair 
Cookies returned by Girl 

Scouts 
M3 receipt (receipt 

book) 
Troop Cookie 

Chair 
Caregiver & Troop 

Cookie Chair 
Girl Scout payments to 

troop 
M3 receipt (receipt 

book) 
Troop Cookie 

Chair 
Caregiver & Troop 

Cookie Chair 

Booth cookies picked up 
by caregiver 

Booth Inventory 
Sheet OR M3 

receipt (receipt 
book) 

Troop Cookie 
Chair 

Caregiver & Troop 
Cookie Chair 

Cookies transferred 
between troops 

M3 receipt (receipt 
book) 

Troop Cookie 
Chair for troop 
transferring the 

cookie out 

Both Troop Cookie 
Chairs 

Turning money into 
troop treasurer 

M3 receipt (receipt 
book) 

Troop Cookie 
Chair 
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Treasurer 

Planned cupboard order 
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Receipt or 
Cupboard 

transaction Form 

Cupboard Clerk Troop Cookie 
Chair 
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returned/exchanged at 

cupboard 

Cupboard 
Transaction Form 

Cupboard Clerk 
Troop Cookie 
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Cupboard Clerk 

Damaged cookies 
returned to cupboard 

Cupboard 
Transaction Form 

Cupboard Clerk 
Troop Cookie 

Chair and 
Cupboard Clerk 
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• Cookies distributed to Girl Scouts: When cookies are given to girl scouts, the cookie chair fills 
out a receipt showing the number of packages distributed. The caregiver and troop cookie chair 
both count and sign, the caregiver receives one copy of the receipt. Only adults should sign 
receipts as they are a transfer of financial responsibility between parties. 

• Cookies returned by Girl Scouts: When Girl Scouts return unsold cookies, the parent/guardian 
fills out a M3 receipt. The caregiver and troop cookie chair both count and sign, the caregiver 
receives one copy of the receipt. Only adults should sign receipts as they are a transfer of financial 
responsibility between parties. 

• Girl Scout payments to troop: When a caregiver makes a payment to the troop, the cookie 
manager uses the M3 receipt. The caregiver and troop cookie chair both count and sign, the 
caregiver receives one copy of the receipt. Only adults should sign receipts as they are a transfer 
of financial responsibility between parties. 

• Booth cookies picked up by caregiver: Cookies that are being picked up specific to go to a troop 
booth. The troop cookie chair should utilize the Booth Inventory Sheet or their receipt book to 
track the cookies and money that were checked out and again, when they are checked in. The 
troop cookie chair and the caregiver both count and sign upon pickup and return. 

• Cookies transferred between troops: When cookies are transferred between two troops, the 
troop transferring the cookies out of their troop creates the transaction in Smart Cookie and 
writes up an M3 receipt. Both troop cookie chairs should count and sign. Only adults should sign 
receipts as they are a transfer of financial responsibility between parties. 

• Turning money into the troop treasurer: When the troop cookie chair hands money off to the 
troop treasurer, the troop cookie chair uses the M3 receipt. The treasurer and troop cookie chair 
sign, the treasurer receives one copy of the receipt.  

• Planned cupboard order: Similar to the initial pick-up, when the troop needs more cookies, the 
cookie chair orders cookies from the local cupboard. The cupboard clerk will print out the receipt 
from Smart Cookie or handwrite it on a Cupboard Transaction Form. The cupboard clerk and the 
troop cookie chair both count and sign. Only adults should sign receipts as they are a transfer of 
financial responsibility between parties. 

• Cookies returned/exchanged at cupboard: Cookies that a troop cookie chair is returning to the 
cupboard should adhere to the Booth Return Policy. The cupboard clerk will write up a cupboard 
transaction form, the cupboard clerk and troop cookie chair will both count and sign, a copy is 
given to the troop cookie chair. Only adults should sign receipts as they are a transfer of financial 
responsibility between parties. 

• Damaged cookies returned to the cupboard: Cookies that are damaged should be taken to the 
cupboard for replacement. The cupboard clerk will write up a cupboard transaction form, the 
cupboard clerk and troop cookie chair will both count and sign, a copy is given to the troop cookie 
chair. Only adults should sign receipts as they are a transfer of financial responsibility between 
parties. 
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Reference Images of Receipts: 
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