
Department of Texas Marine Corps League 
Monthly Activity Report Instructions 

PREFERRED 
Google Sheets 
OBTAIN A BLANK COPY ONLINE:  

https://docs.google.com/spreadsheets/d/1jcjeVTxe9oFZWefxS5Y8a-iz1A1ZfZ0f-j0Rmi345PY/copy?usp=sharing 

After visiting the link above, you will be greeted with the following message 

Click the blue “Make a copy” button 

  

RENAME YOUR COPY:  

Click into the name field at the top 

  

Use the following format: YYYYMM-DET NUM NAME-Activity Report 

   Example: 202410-4 McLemore-Activity Report  

https://docs.google.com/spreadsheets/d/1jcjeVTxe9oFZWefxS5Y8a-iz1A1ZfZ0f-j0Rmi345PY/copy?usp=sharing


FILL OUT YOUR REPORT 

 

Step 1: Choose your detachment from the drop down 

  



Step 2: Choose the year and Month: 

 For example: 

  Year: 2024-2025 

   

Month: 01_MAY 

  

 

Step 3: Enter your Name, Phone Number, and Date (Double click for date picker) 

Step 4: Double Click the empty Date Cell, and select the date of activity 

  



 

Step 5: Select the Category 

 Activity: Standard Scoring 

  5-Detachment, 10 Department, 15 Division, 20 National 

 Eagle Scout-Cert Only: 5 Points 

Eagle Scout-In Person: 10 Points + 1 Point per Member 

Recruiting: 10 Points per member 

Donation: Cam Posey: 10 points per $100 

Donation: Little Angels: 10 points per $100 

Donation: Other: 50 points per $100 

 

 



 

Step 6: Select the Subcategory 

 Note 1: if you think you have something that doesn’t fit an existing Subcategory, please contact the Department Senior Vice 

Note 2: We added a “Required Reports” incentive – Each month, get a Department credit (10 + 1 points) for Preparing your Monthly 
Activity Report. Additionally, create a line item for each of your annual filings. For Example: 990: National - 21 points, Texas Public 
Information Report (PIR): Department – 11 points 

  

Step 7 (Activity Only): Select the Activity Level (see scoring in step 5) 

 

Step 8: Enter the number of members present for the Activity, Eagle Scout Court of Honor, or the number of New Members recruited 

Step 9: Enter the donation amount in whole numbers 

 Note: Scoring counts for $100 or more only 



Step 10: Enter the number of Eagle Scouts Awarded 

 Note: If there are Certificate Only, and In-Person Presentation, create on separate lines 

Step 11: For volunteering in the community only. Enter the hours per activity. Do not include travel to-and-from activities. 

Step 12: Enter the description of the activity, donation recipient, or new member(s) name(s) 

SUBMIT REPORT 

 Option 1: Share – Click the “Share” button in the very top right of 

Under “General access, click the drop down and select “Anyone with the link” and keep “Viewer” in the second drop down, then press 
“Done” 

   

    

 



Option 2: Download and Email – In the top menu, click File>Download>Microsoft Excel (.xlsx) 

 

Attach to email 

  



PREFERRED 
Microsoft Excel 
OBTAIN A BLANK COPY ONLINE 

RENAME YOUR COPY:  

Click File at the top left of the menu, then Save a Copy in the next screen (or for older versions of Excel, File>Save As) 

  

 

Use the following format: YYYYMM-DET NUM NAME-Activity Report 

   Example: 202410-4 McLemore-Activity Report 

  Click Save 

  



FILL OUT YOUR REPORT 

 

 

Note: Excel is a bit different when it comes to cells (fields) that have drop down selections in them.  

You must Click into a cell for the drop down indicator to appear 

 

 



Column Filters: The drop down next to the column names allow you to filter by each column after you have filled in your report. These are not used for 
the entry of Category, Subcategory, and Activity Level 

 

 

Step 1: Choose your detachment from the drop down 

  

  

Step 2: Choose the year and Month: 

 For example: 

  Year: 2024-2025 

   

Month: 01_MAY 

  



 

Step 3: Enter your Name, Phone Number, and Date 

Step 4: Enter the date of activity in mm/dd/yyyy format  

Step 5: Select the Category 

 Activity: Standard Scoring 

  5-Detachment, 10 Department, 15 Division, 20 National 

 Eagle Scout-Cert Only: 5 Points 

Eagle Scout-In Person: 10 Points + 1 Point per Member 

Recruiting: 10 Points per member 

Donation: Cam Posey: 10 points per $100 

Donation: Little Angels: 10 points per $100 

Donation: Other: 50 points per $100 

Step 6: Select the Subcategory 

 Note 1: if you think you have something that doesn’t fit an existing 
Subcategory, please contact the Department Senior Vice 

Note 2: We added a “Required Reports” incentive – Each month, 
get a Department credit (10 + 1 points) for Preparing your Monthly 
Activity Report. Additionally, create a line item for each of your 
annual filings. For Example: 990: National - 21 points, Texas 
Public Information Report (PIR): Department – 11 points 

  

  



 

Step 7 (Activity Only): Select the Activity Level (see scoring in step 5) 

 

Step 8: Enter the number of members present for the Activity, Eagle Scout Court of Honor, or the number of New Members recruited 

Step 9: Enter the donation amount in whole numbers 

 Note: Scoring counts for $100 or more only 

Step 10: Enter the number of Eagle Scouts Awarded 

 Note: If there are Certificate Only, and In-Person Presentation, create on separate lines 

Step 11: For volunteering in the community only. Enter the hours per activity. Do not include travel to-and-from activities. 

Step 12: Enter the description of the activity, donation recipient, or new member(s) name(s) 

SUBMIT REPORT  

Save and Email  

  



NOT PREFERRED 
PDF 
OBTAIN A BLANK COPY ONLINE 

IMPORTANT: 

1. Make sure you are DOWNLOADING a copy of the file, not opening within your web browser. If you fill out your form within a web browser, 
it will not save your work. 

 

2. Make sure the FREE Adobe Acrobat Reader is installed on your computer: https://get.adobe.com/reader/ 
 

 

https://get.adobe.com/reader/
https://get.adobe.com/reader/


RENAME YOUR COPY:  

Click File>Save As 

 Use the following format: YYYYMM-DET NUM NAME-Activity Report 

   Example: 202410-4 McLemore-Activity Report 

  Click Save 

 

FILL OUT YOUR REPORT 

 



Step 1: Choose your detachment from the drop down 

  

  

Step 2: Choose the year and Month: 

 For example: 

  Year: 2024-2025 

   

Month: 01_MAY 

  

Step 3: Enter your Name, Phone Number, and Date (click into the date field and a Date-picker will appear)  

 

Step 4: Enter the date of activity (click into the date field and a Date-picker will appear) 

  



Step 5: Select the Category 

 Activity: Standard Scoring 

  5-Detachment, 10 Department, 15 Division, 20 National 

 Eagle Scout-Cert Only: 5 Points 

Eagle Scout-In Person: 10 Points + 1 Point per Member 

Recruiting: 10 Points per member 

Donation: Cam Posey: 10 points per $100 

Donation: Little Angels: 10 points per $100 

Donation: Other: 50 points per $100 

Step 6: Select the Subcategory 

 Note 1: if you think you have something that doesn’t fit an existing 
Subcategory, please contact the Department Senior Vice 

Note 2: We added a “Required Reports” incentive – Each month, 
get a Department credit (10 + 1 points) for Preparing your Monthly 
Activity Report. Additionally, create a line item for each of your 
annual filings. For Example: 990: National - 21 points, Texas Public 
Information Report (PIR): Department – 11 points 

  

  



 

Step 7 (Activity Only): Select the Activity Level (see scoring in step 5) 

 

Step 8: Enter the number of members present for the Activity, Eagle Scout Court of Honor, or the number of New Members recruited 

Step 9: Enter the donation amount in whole numbers 

 Note: Scoring counts for $100 or more only 

Step 10: Enter the number of Eagle Scouts Awarded 

 Note: If there are Certificate Only, and In-Person Presentation, create on separate lines 

Step 11: For volunteering in the community only. Enter the hours per activity. Do not include travel to-and-from activities. 

Step 12: Enter the description of the activity, donation recipient, or new member(s) name(s) 

SUBMIT REPORT  

Save and Email  
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