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GFWC Woman’s Club of Pewaukee
Event Reporting Form
Name of Project/Activity/Event:  ________________________________________________________
Chairperson(s):    _____________________________________________________________                      
Email: ______________________				Phone: _______________
Date or Time Frame:  ____________________________
Location: __________________________________________________________________________

1.	Description of Event/Project/Activity: Include purpose of the activity.  Please try to limit your 		narrative to 350 words or less.  Try to address the questions below if appropriate.  It is not necessary to  	list the names of people involved.  
A.	 SHARE Pictures OR Testimonies if appropriate.  Please include only one or two photos 			of people in action in a jpeg or png format (not Heic)  In addition, share these photos with the 		webmaster, the Facebook person, and the club historian via email.

B.	Specify desired outcome: Who benefited? Who was impacted?

C.	Include description of collaborations with other groups or organizations if any.

D.	Describe what was unique, novel or new about this project or activity. 

E.	Do you have any suggestions on how this project/event/activity could be improved if 			repeated?

2.	If this was a community event, what was the estimated number of people in attendance?   __________

3.	If this was a membership event, what is the estimated number of members who heard the 		speaker?   __________________

4.	Members involved in organizing, planning, participating or creating this event/activity/project.
The chairman needs to record the number of members of the GFWC Woman’s Club of 			Pewaukee who were involved in this project/activity/event.  This number could possibly only be one.    
Total Members Involved: _____
     
5.	Volunteer Hours.
The chairman needs to consult every member of her committee to find out the estimated hours 	that 	the member put into planning, creating, working on this event.  Then the chairman needs to add 	all the volunteer hours together and record only the total.
Total Hours: _____

6.	Expenses:
Gather all receipts (they do not need to be attached) and add up what the committee spent on this 	event.  This can be an estimated number, and it could be zero.       
Total Expenses:     $________
7.	In Kind Donations:
Do your best job of estimating what was donated to this event.  Be sure to include any items or 		services  that members volunteered to pay for out of their own pocket.  Be sure to check with all 		members of the committee to be sure to capture all possibilities.
Total Value of In-Kind Donations:      $__________

[bookmark: _Int_VxxZRqdr]8.	Fundraising.  If this was a fundraising event, how much profit was earned?
Donations Raised?       $_________

9.	If this was a donation to an organization made by the entire membership at the meeting in May, simply 	list the amount donated.  
Amount Donated:       $________

10.	Please indicate below what area (or areas) this event/activity/project might be applied.
______________________________________________________________________________
Community Service Area:
Arts and Culture
Civic Engagement and Outreach
Education and Libraries
Environment
Health and Wellness
Advancement Area
Communications and Public Relations -- Technology belongs here.
Fundraising and Development
Membership
Leadership
Legislation and Public Policy
Women’s History and Resource Center

When event or project is finished, please post the document – In Word NOT a PDF – on Woman’s Club of Pewaukee SharePoint Site under the current year and the month of the report.  Please try to do this within two weeks of the completion of the project.   If you are unsure on how to do this, please consult the president or a member of the Communications or Technology Committees.

image2.jpg




image1.png
GFWC

est. 1890
GENERAL FEDERATION
o OF WOMEN'S CLUBS





