
         

What to Expect On Delivery Day 

 

 

 

 

 

 

(Written in collaboration with Trena Page, service unit and troop volunteer, Council Bluffs) 

The word for this day is “flexibility.” It’s an exciting day that includes a lot of 

moving parts at a time of year when weather can be uncertain. Here are 

some tips to help make the day go as smoothly as possible. 
 

Service Unit Product Chair (SUPC)  
As you prepare for delivery day are some things to think about: 

• Weather/Logistics: During this time of year, it’s important to factor 

in how weather might play a part in the arrival time of the truck and 

the time it takes to unload. The driver will do their best to be on time, 

or communicate with you if they are running behind. Be sure your 

location will give you plenty of time to unload, sort cookies and give troops time to pick them up. 
• Straight Truck or Semi: Cookies are typically delivered on a straight-truck with a large rear opening or on a 

semi. Delivery locations with loading docks are ideal; however, other sites that have large doors, or at least a 

suitable parking lot, will be the best for unloading cookies. Some places with loading docks will also have 

forklifts, which will come in handy. 
• Get Lots of Help! For locations that don’t have a forklift, be sure to have plenty of volunteers to assist. Service 

unit orders can be rather large, so the more hands available, the quicker things will go.  
• Things to bring on delivery day: 

1. Delivery agent contact information.    

2. Two copies of the Delivery Station Order Detail report. This can be found in Smart Cookies under Summary 

Reports. This report provides each troop’s Initial Order. You can have the Troop Product Manager (TPM) sign 

both copies as a receipt.  Turn your copy into the council after all cookies have been picked up. 

3.  Dot Sheets: Found in Smart Cookies under Order Reports. These sheets will help when sorting inventory for 

each troop. 

• Be Early: Arrive at least 15 minutes prior to the scheduled delivery 

time to prepare for the truck’s arrival. 
• Have the delivery agent unload the product. Due to insurance 

issues, volunteers are not allowed on delivery trucks.  While the 

driver(s) unload cookies, have volunteers sort cookies by variety. 

This will help when dividing up troop orders later. 
• COUNT! Do not rely on the driver to count the product for you. As 

cookies are loaded off the truck, have two people counting and 

use this as your master count. As troops and Juliettes pick up 

their Initial Orders, have two people count again and both sign the 

receipt.  
• Check for Damages: If you find a damaged case before the driver has left, be sure to notify them. They usually 

have extras and can replace it. However, if you find damaged cases after the driver has left, be sure to report 

them to the council either through email or by phone as soon as possible.  

How many will fit? 
• Compact Car: 23 cases 

• Standard Car: 40 cases 

• Sport Utility Vehicle: 60 cases 

• Minivan: 60-100 cases 

• Standard Pick-Up Truck: 100 

cases 

• Standard Van: 200 cases 



         

Troop Product Managers (TPM)  
Your Service Unit Product Chair (SUPC) will contact you as soon as they receive information about the delivery date 

and time. Here are some things to consider for delivery day: 

• Things to bring on delivery day:  

o Troop Initial Order report under Order Reports from Smart Cookies so you know exactly what you should be 

picking up.  

• Ask parents to help. Chances are you may not have a car big enough for the entire troop’s order. Be sure to ask 

for adults who have additional cars to help pick up the troop’s Initial Order. 

• After you have counted and re-counted your total troop order, be sure to sign and receive a copy of the receipt 

documenting the transaction. 

• Each troop distributes cookies to girls in different ways. Remember to fill out a receipt every time cookies and 

money change hands.  

• Once you have the cookies, separate each girl’s order and make arrangements for families to pick up their 

cases. Stagger pick-up times, especially with larger troops. Have them double count with you and sign a 

receipt. This is also a good time to remind parents/guardians of program due dates. 

• It may be necessary for you to store some of your troop’s inventory before and during the Cookie Program. 

Please store cookies in an area that is easy to access, clean, dry, smoke-free and animal-free.  

 
 


