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Grubhub Booth Explanation
On January 12th, GSUSA announced a national pilot partnership with Grubhub for Girl Scout cookie 
ordering and delivery. For those who may not be familiar with it, Grubhub is a national food delivery 
service.

Due to the additional responsibilities and risk management associated with this partnership it is 
only available for Juniors, Cadettes, Seniors, and Ambassadors to participate in these delivery 
booths.

These booths must also be in established Grubhub markets and on a council property. With these 
restrictions, we are moving forward with hosting the Grubhub opportunity at the Northern 
Resource Center, Peninsula Resource Center, and Camp Country Center on weekends from 
February 5th through April 5th (yes, we have extended this booth opportunity in accordance with 
the national agreement).

Participants in these booths are limited to two (JCSA) girls and two unrelated adults, and this 
training on the Grubhub platform/booths is required for anyone participating in these booths.

We are excited to help pilot this program and with its success, bring a new way for girl’s to innovate 
their cookie business. Booth selection for these opportunities is in eBudde and will operate like a 
council sponsored booth so troops need not provide their own cookies, money or anything other 
than their PPE (personal protective equipment) and themselves.



3 Grubhub “Booth” Locations
Newark Office

225 Old Baltimore Pike, Newark, DE 19702

• Upon signing up for this booth and 
viewing training, the troop adult 
will receive further instructions to 
get into the building. 

• Main room (open auditorium area)

Salisbury Office

1346 Belmont Ave., Ste. 601, Salisbury, MD 21804

• Area where Bay Shop used to be 
(first doors on the left from the 
main entrance)

Country Center STEM Lodge

1051 Sharpless Road, Hockessin, DE 19707

• New Century Club Room (Blue Room)



Cookie Booth Guidelines for Grubhub
Max. 2 girls and 2 unrelated adults may participate in Cookie Booths (min. is 1 girl and 2                  
unrelated adults)

All payments are made through the app/website – no payments will ever be taken in-person

Everything needed for Grubhub booths will be provided by GSCB. Includes tablet, packing supplies, 
cookies, signage, cleaning supplies, etc. 

Samsung tablet is used to manage orders/sales etc. Keep tablet on the charger and in the stand at all 
times. 

Prior to your booth slot:  

Complete a Covid-19 Safety Checklist prior to entering the building for each participant

Ask your troop members to complete the “Cookie Booth Behavior Promise” and have it emailed to you, 
the Troop Cookie Manager (TCM) or appropriate troop adult.  

DO NOT:

Bring your own troop cookies to this booth – council will provide everything but appropriate personal 
protection equipment (i.e. masks).

Bring cash box or change – no money will ever exchange hands at the Grubhub booths.  

https://gscbvolunteer.org/wp-content/uploads/2021/01/Cookie-Booth-COVID-Checklist.pdf
https://gschesapeakebay.wufoo.com/forms/k1v88yx0t052t9/


Cancelling a Grubhub Booth
If your troop cannot attend the Grubhub booth for any reason– you MUST release it 
in eBudde and send productprograms@cbgsc.org an email stating that you have done 
so at least 24 hours prior to the scheduled booth – so GSCB can close the “store.” 

Include the following information: 

Troop number

Grubhub Location

Date of booth slot

Time of booth slot

NOTICE: Grubhub reserves the right to cancel any booths if they believe the safety of 
their drivers may be at risk. GSCB will contact troops signed up to participate in the 
event this does happen, as soon as possible. 

Inclement weather: Please check to see if the office you are working out of is open 
(Country Center will follow Newark office’s inclement weather procedure). If the 
office is open and it is a safety concern for you or your troop to travel, please contact 
us so we can close the Grubhub “Store” online. If the office is closed, you do not need 
to contact GSCB.

mailto:productprograms@cbgsc.org


Dress Code for Grubhub “booths” 
Although your troop will not be in direct contact with the public at 
these booths, please dress appropriately for the weather and wear Girl 
Scout apparel or something to identify your troop as Girl Scouts. 

Girls may wear their membership pins and/or vest or sash. 

This booth should be treated just like any other Girl Scout Cookie Booth. 



Troop Behavior

As a merchant, we must conduct business in an ethical and professional 
manner at all times. 

All personal belongings should be kept at home, or in your vehicle to minimize 
cross-contamination in the booth location. 

Troops should remain at the location during the hours scheduled and may not 
close for business or shut down the booth during the hours scheduled. 

Troop should not bring tagalong children, friends/family or pets into the 
building. 

Troops should not bring any signage to the booth. 

To help with compliance, ask your troop members to complete the Booth 
Behavior Promise form. 

https://gschesapeakebay.wufoo.com/forms/k1v88yx0t052t9/


eBudde

Within 5-10 business days after a Grubhub booth, troops will see the 
cookies/money transaction appear in eBudde in three places:
• Transactions tab – Troops will see a transaction from a Grubhub

“cupboard” to the troop for the amount of cookies sold during the shift. 
• Girl Orders tab - Troops will see cookies assigned to a girl under the name 

of the Grubhub booth (i.e. Grubhub NRC, Grubhub CCC, Grubhub PRC). 
You need to move these cookies by adding a transaction to zero out 
the order/payment on this “girl” account and adding new 
transaction/payment(s) to the girl(s) who participated in the actual 
booth. 

• Payments tab – a deposit will be credited to the troop under the payments 
tab in eBudde for the money collected for the cookies sold based on the 
amount recorded in the Grubhub store reporting. 



Grubhub Newark “Booth” Arrival
Newark Office – New Century Club Room

225 Old Baltimore Pike, Newark, DE 19702

1. Find shackle lock box located under bench in front of the building

2. Unlock shackle lock box – code is 7150

3. Remove key card from box 

4. Unlock the far-left Volunteer side door with key card – swipe key card over the black 
box on wall – you should hear the lock click open 
- Volunteer side door is around the left side of the building past the flag poles

5. Walk through second door and turn on lights in the New Century Club room (first 
room on the right)

6. Ask someone to hold open the locking door, or prop open, so you can walk the key 
card back outside to put the key card back in the shackle lock box. Lock it up and 
scramble the combination lock and close the little door

REMEMBER if you lock yourself out, you can get back in since you put the key card back 
in the shackle lock box! 



Grubhub Salisbury “Booth” Arrival
Salisbury Office – Old Bay Shop Room

1346 Belmont Ave., Ste. 601, Salisbury, MD 21804

1. Find shackle lock box attached to the pole in front of the building

2. Unlock shackle lock box – code is 7150 

3. Remove key from shackle lock box

4. Unlock the front door with key – ask everyone to enter the building and then 
relock the front door

5. Turn on lights in the Bay Shop room (first room on the left – double doors)

6. Ask someone to hold open the door, or prop open, so you can walk the key 
back outside to put the key back in the shackle lock box. Lock it up and 
scramble the combination lock and close the little door

REMEMBER if you lock yourself out, you can get back in since you put the key back 
in the shackle lock box! 



Grubhub Country Center “Booth” Arrival
Country Center STEM Lodge

1051 Sharpless Road, Hockessin, DE 19707

1. Find shackle lock box located opposite of the door on the right, on railing at the 
STEM lodge building 

2. Unlock shackle lock box – code is provided to troops who sign up for this booth only

3. Remove key from box 

4. Unlock the right-side front door with key

5. As everyone to enter the building and walk through and turn on lights in the large 
multi-purpose room in the lodge and then relock the front door

6. Ask someone to hold open the door, or prop it open, so you can walk the key back 
outside to put the key back in the shackle lock box. Lock it up and scramble the 
combination lock (if applicable) and close the little door

REMEMBER if you lock yourself out, you can get back in since you put the key back in the 
shackle lock box! 



Shackle Lock Instructions

Using your finger or thumb,  

slide the black cover down

to expose the number dials

Spin the dials to form

the password (7150)



Shackle Lock Instructions
Push (HARD) down on

the black lever to the 

left of the dials and 

pull forward
Remove the key 

Do not remove the shackle 

of the lock from what it’s 

connected to – just 

open the little door. 

To close, complete the 

same steps as needed in 

reverse and scramble 

the combination numbers



Upon Arrival to Booth

Please be safe and complete a Covid-19 Troop Booth Checklist for everyone involved and 
ensure everyone there is wearing appropriate PPE for cookie booths and sanitize your 
hands when you enter the building. 
1. Make sure tablet is plugged into charging cord & turn it on (if it’s not – power button is 

the small button on the top of the tablet’s right side)

2. Take Inventory of Cookies on inventory sheet – if you’re the first shift of the day, use a 
new form.

3. Open GH (Grubhub) app on the tablet – should already be logged into the account.

4. Review & package orders during shift – details to follow

5. Take inventory of cookies before leaving on the same sheet you started with. 

6. Sanitize all surfaces before leaving with cleaning wipes, tables, door handles, bins, 
pens, and anything else you may have touched. 
– DO NOT spray any cleaner directly onto the tablet, charging cord or stand. If wipes are not 
provided, spray paper towels with cleaner and then wipe those items down.



Orders

To be clear – all orders will be taken through the Grubhub app (website) and will show up 
in the Grubhub tablet app. 

The Cookie Finder app/booth locator states that all orders must be placed in-app/online for 
pickup or delivery. 

No transactions should take place in-person at these booths. 

If by chance you receive a walk-up customer, you can direct them to download the app and 
place an order there or direct them to the Cookie Finder app/site to search in the zip code 
for other local cookie booths. 

Grubhub customers have 2 options to order: Pickup or Delivery.

The way you will pull/package these orders are the same for both options.



Using the Grubhub Tablet
Turn on the tablet (if it’s asleep, just click the power button once 
quickly - it must be held down longer to turn power on/off 
totally)

Follow the prompt on the screen to open to home page (just 
swipe the screen with your finger in any direction). 

Upon opening the tablet, if you’re not already on the home page, 
touch the square pictured on the bottom of the screen to get 
there. 

From the tablet home page, open the Grubhub app (gray GH app 
on tablet home page) – it should already be logged in for you. We 
will provide login information for the app at each location if it’s 
logged out for any reason. 

If there are updates that it’s requesting to make, please tap the 
option to skip. 

Grubhub Tablet Home 
Screen View:

*Please do NOT move or delete apps – this will be considered a violation. 



Using the Grubhub Tablet to Confirm Orders 
& Package Cookie Orders

Once the Grubhub app is open, you will see the app 
home screen and the tabs available to you. Active, 
Scheduled and Completed.  

To pull any orders that come in, tap the “Active” tab 
and new orders will appear in the top section in green, 
above the “In progress” bar. 

Tap the first order on the list to fill it by touching the 
row on the screen. 

The tablet will open to a new screen to view the exact 
items in the order you need to fill. 

Grubhub App Home 
Screen



Using the Grubhub Tablet to Confirm & 
Package Cookie Orders
Once you’ve tapped open the new order, the app will 
open the order for you to see the exact items in the 
order.
When ready, tap the blue “Confirm -- minute prep time” 
button on the bottom of the page.
If the order is larger, you can change your order 
preparation time by selecting the 20 min option 
etc. When you tap the “Confirm” button, the system 
sends a text to the customer to let them know you are 
preparing their order.
We suggest selecting the prep-time based on how large 
the order is. You still have time after tapping the confirm 
button to tell the driver or pickup person that the order 
is ready.

Grubhub app New Order 
Screen



Using the Grubhub Tablet to Confirm & 
Package Cookie Orders
For Delivery & Pickup Orders, tap the closed button after 
selecting the “Confirm” button to return to the “Active” home 
screen. You will see the orders you’ve confirmed already under 
the “In progress” section now. You can reopen any orders by 
simply tapping the customer’s name for that order. 

Delivery Orders: the system will automatically work to assign a 
delivery driver to delivery orders, but on the “Active” home page, 
you will need to tap the blue/white “Ready for driver” button to 
tell the driver that the package is ready to pickup after packaging 
and sealing the order. Place in the bin outside for driver. 

Pickup Orders: once you’ve finished packaging and sealing the 
order, tap the blue/white “Food is ready” button. The system will 
move the order to the “Completed” Tab and tell the customer 
picking up that the package is ready so you only have the prep-
time chosen to package and seal the order and then get it into 
the bin and place outside. 

You have the prep-time you selected to package the order, so 
don’t worry if you click the “ready” button(s) too soon.

Grubhub app Active Orders 
Screen



Using Grubhub Tablet to Package Orders 
Using a marker/pen, NEATLY PRINT the name of the 
customer on a provided paper bag – at about the middle of 
the bag. Leaving room to seal the top of the bag. 

Customer name can be found in the app on each order 
from the “Active” tab. 

From the stocked cookies provided at the booth location, 
pull the packages you need for this order and place neatly 
in the paper bag.

Fill out a “Thank You” business card and staple the “Thank 
You” card to the bag along the folded edge to seal the bag.  

If you cannot fit all the cookies in one bag, use another but 
label them “1 of 2 bags” and “2 of 2 bags” and so on as 
applicable. NEATLY PRINT the customer’s name on each 
bag. To ensure customers receive all their bags, be sure to 
staple the bags together as best you can. 



Using the Grubhub Tablet to Package Orders

Place the labeled/sealed bag(s) into the provided 
basket and take it out to the yard sign area for the 
Grubhub delivery driver/customer to pickup the order. 

Once the Grubhub driver has taken the order for 
delivery, they will update the customer for delivery 
expectation time and the order will then show up in 
the “Completed” tab. 

You have now completed an order and do not need to 
do anything else. 

*The tablet may notify you a moment after a new 
order comes in, just follow the prompts on the screen 
– see image show right. 



Cookies Inventory & Replenishment
At the beginning and end of each shift, an inventory count of the cookies must be conducted and 
recorded on the provided inventory form. 

If an inventory discrepancy occurs, please email a photo of the inventory form and the exact 
discrepancy to productprograms@cbgsc.org

- Include the booth location, date of your booth and the time slot you filled. 

Cookies will be placed in order of how they appear in the Grubhub store. Please do not mix 
varieties together. 

If a partial cases are open, just keep the cookies in the open case in front of the other full cases. 
Break down and place empty cases in a corner of the room where staff can recycle them. 

*There are 12 packages of cookies in every cookie case. You do not need to open sealed cases of 
cookies – just multiply by 12 if they’re sealed.* 

ON SUNDAY NIGHT at Country Center ONLY: Please email a photo of the final inventory to 
productprograms@cbgsc.org so we can plan inventory restock for the coming week. 

If low on any cookie variety (2 cases or less), please contact GSCB for replenishment. GSCB will 
work to keep plenty of cookies in stock. 

mailto:productprograms@cbgsc.org
mailto:productprograms@cbgsc.org


Inventory Sheet
Example
Inventory should be taken in 
boxes/packages. 

Troop adult should print their troop 
number and then sign the form 
after final inventory is recorded for 
their shift. 



Switching/End Shifts

1. Before leaving from your shift, again, please sanitize anything you 
touched including the tablet, tables, door handles, pens, bins, 
etc. (DO NOT spray cleaning products directly onto the tablet, 
charging cord or stand, spray a paper towel and then wipe it down 
if cleaning wipes are not available.)

2. Hit the power button on the tablet to put it to sleep – you don’t 
need to turn it off completely. You do not need to log out of the 
Grubhub app.

3. Gather your belongings and exit the building. 

4. If you did not already lock up the key/key card do so now and then 
you may leave the premises. Check that doors are locked.



FAQ’s
Q: What fees are diners responsible for paying when ordering? 

A: Diners are responsible for paying a Service Fee, Delivery Fee, and Small Order Fee (only for orders under $10), along with an 
optional driver tip for delivery orders.

Q: Is there a recommended minimum order amount for delivery orders? 

A: No - diners may order as few as one package

Q: What is the delivery area/radius for each Satellite location? 

A: Grubhub can service diners within a 15 mile radius around each location. 

Q: Do Diners have the option to pay cash for orders? 

A: No, all orders are required to be placed electronically via the app and/or website.

Q: In the event a driver picks up an order, but does not complete the delivery, what is the process to manage lost inventory?

A: The Satellite location would be paid in full for the order. Grubhub would issue a full refund to the diner on our behalf.

Q: What is the refund process if the customer is not satisfied with the product, or the wrong product is delivered? 

A: When an issue arises after delivery has been completed, diners will be instructed to call/chat/email Grubhub Customer Care 
directly. If refunds are issued, they will be visible within our Grubhub for Restaurants portal.

Q: How are drivers screened to protect the councils and the diners? 

A: Grubhub runs criminal and motor vehicle background checks on all drivers, and send them best practices on how to conduct 
themselves in a professional environment. 

Q: What is the Grubhub policy if a diner reports a missing item? 

A: If a diner reports an item missing from their order, our policy is to refund the diner on behalf of the Satellite location. If you 
believe the diner report was incorrect, and the item was packed within the order, please reach out to our Elite Care team to 
dispute the adjustment. 

Q: When is GH marketing occuring? 

A: Marketing begins in January, and will run through April.



Questions?

Please let us know if you have any questions about or relating to the 
Grubhub Cookie Booth opportunities. 

productprograms@cbgsc.org

302-456-7150 

In the event of an emergency, please contact us in order as follows: 

Renee Naughton – 302-507-6565 

Colleen Gilmore – 302-598-8612 

mailto:productprograms@cbgsc.org


Thank You for Participating!

Partnership


