
Events Planning + Reporting How-To for ONLINE

Scan this QR code to access Google Sheets on your phone. When on your computer, go to the GMWC 
Members section, scroll to the bottom and click the link Events Planning and Reporting. Then, click either 
the PLAN ONLINE or REPORT ONLINE button.

Are you: Submitting a new event proposal?

1 Find a tab at the bottom of this worksheet that is not named with an event; for example, 
the tab 'Name Your Event-4' is empty and ready for you to claim.

2
Double-click on the tab to rename to your event; such as Gingerbread, Tablescapes, 
Princess Tea, etc.

3

Type your contact details and information on your planning team, event name and type, 
sponsorships and your anticipated revenue and expenses. The colums automatically sum 
the totals for revenue and expenses.
No need to save; Google Sheets will auto-save as you work. To download a copy of your 
work, go to the File menu and choose 'Download PDF'

4

Your downloaded Event Proposal should be e-mailed to 
president@muskegonwomansclub.org and events@muskegonwomansclub.org for 
review and approval by the Board.

Are you: Transferring information from an approved event proposal?

1 Look for a tab already named with your approved event. If there is none, find a tab at the 
bottom of this worksheet that is not named with an event; for example, the tab 'Name 
Your Event-4' is empty and ready for you to claim.

2
Double-click on the tab to rename to your event; such as Gingerbread, Tablescapes, 
Princess Tea, etc.

3

Type your contact details and information on your planning team, event name and type, 
sponsorships and your anticipated revenue and expenses. The colums automatically sum 
the totals for revenue and expenses.
No need to save; Google Sheets will auto-save as you work. To download a copy of your 
work, go to the File menu and choose 'Download PDF'

Are you: Completing your Event Reporting?

1 Find the same tab you used for your event proposal.
2 Scroll down to find the sections 'Final Revenue' and 'Final Expenses'.

3
Enter your revenue, including notes on the participating sponsors.The columns 
automatically sum the totals for revenue and expenses.

3

Enter your expenses. To itemize multiple expenses under a specific category, go to the 
Insert menu and choose 'Insert 1 Row Above' or Insert 1 Row Below' and list each 
purchase as a separate line item. Include the vendor name in the Note column. The 
columns automatically sum the totals for revenue and expenses.

4
No need to save; Google Sheets will auto-save as you work. To download a copy of your 
work, go to the File menu and choose 'Download PDF'

5

Your downloaded Event Report should be e-mailed to 
treasurer@muskegonwomansclub.org and events@muskegonwomansclub.org 
within 2 weeks of concluding your event.


