GIRL GUIDE COOKIES

Invoicing & Payment

You've sold your cookies! What’s next?

1. Set your unit payment deadline at least two weeks prior to the provincial invoice date.
o Cookie invoices are sent electronically to Treasurers and Cookie Orderers.
o Unit Invoices will not be changed or altered
o To confirm the campaign payment deadline please visit our Key Dates Calendar

2. Inform parents of the unit payment deadline and how they can pay via Online Bill Payment.

3. Collect payment from families prior to the invoice date.

4. Document all cookie payments received on the Unit Cookie Distribution Form.

5. If afamily does not provide payment by the unit payment deadline, start the Parent Not Paid
process immediately.

6. Deposit cookie money in your account at least three days before the provincial payment
date to ensure that your unit’s cookie invoice is paid in full.

1. Check your SELL BY date using our Freshness Guarantee Date tool.

2. Set adeadline for parents to return unsold cases or cookie money.

3. Plan an end of season group sale for unsold cases.

4. |Ifyou are unable to meet the invoice date for payment, deposit any cookie money that you

collected by the invoice date. Inform your Unit Banking Clerk of how many cases remain
unsold.
5. Report your unsold cases using the Unsold Cookies feature on our Cookie Ordering Site.

1. Have parents pay for cases as they are sold.
2. Record all cookie money collected on the Unit Cookie Distribution Form.
3. Collect money for a set number of cases before signing out more.
4. Organize an end of season group sale each campaign. Invite girls to bring their unsold cases
to this sale.
5. Remind parents in weekly emails to inform Guiders if they have outstanding cases.
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http://www.girlguides.ca/web/ON/Cookies/ON/Cookies/Key_Dates.aspx
http://www.girlguides.ca/web/Documents/ON/Cookies/Parent%20Online%20Cookie%20Payment%20Tip%20Sheet.pdf
http://www.girlguides.ca/web/Documents/ON/Cookies/Unit%20cookie%20distribution%20form.pdf
http://www.girlguides.ca/web/ON/Adult_Members/Forms/ON/Adult_Members/Forms/Hidden/Parent_Not_Paid_Procedure_-_document_request_form.aspx
http://www.girlguides.ca/web/ON/Adult_Members/Forms/ON/Adult_Members/Forms/Hidden/Parent_Not_Paid_Procedure_-_document_request_form.aspx
http://www.girlguides.ca/WEB/Documents/ON/Cookies/Determining%20Cookie%20Freshness%20Guarantee%20Date%20-%20final%20-%202016.xls
http://www.girlguides.ca/WEB/Documents/ON/Cookies/Cookie_Selling_Event_Tip_Sheet.pdf
https://cookie.girlguides.ca/web/Cookies/Sign_In.aspx?WebsiteKey=cc38e970-aaad-4cfa-a97a-69e40cde4ef3&LoginRedirect=true&returnurl=%2fweb%2f
https://cookie.girlguides.ca/web/Cookies/Sign_In.aspx?WebsiteKey=cc38e970-aaad-4cfa-a97a-69e40cde4ef3&LoginRedirect=true&returnurl=/web/
http://www.girlguides.ca/web/Documents/ON/Cookies/Unit%20cookie%20distribution%20form.pdf

