RALLY TALLY SPREADSHEET GUIDE
The Rally Tally Spreadsheet is in Microsoft Excel and is used to
compute the individual costs for a rally. The first thing to do is download it
from the Penn Coachmen website. Be sure you download it before you
open it with Microsoft Excel. You can find it at
WWW.PennCoachmen.org, then clicking on “Dues/Rally Cost/Renewal
Forms”.
Click item No. 3 to open the Instruction
Guide. It is better to print the instruction guide so
you have it handy when using the Spreadsheet.
Click item No. 4 to download the Instruction
Guide. Be sure you use the downloaded
Spreadsheet. If you try to use the Spreadsheet without saving it to your PC, your work will probably not be
saved.

Open the Rally Tally spreadsheet, At the top left of the screen
you will see a Security Warning Bar. Which says “Macros have been
Disabled”. Click on the “Option” block and below it will be the
screen telling you Macros have been disabled. Please click the dot that
says “Enable this Content”, then click “OK”. Doing this will allow
you to do automatic sorting of the Spreadsheet. One sort will be for
the Parking Captain and the other will be for printing the papers used
for Final registration. You can also use this sort when you want to put
the names in alphabetic order. The instructions for using the
Automatic Sorting are on the Rally Tab and is shown below.

When you open the spreadsheet you will see three tabs at the
bottom left labeled Rally, Rigs and Tally. You can make entries
anywhere there is a yellow color. You will not be able to change any
other place.

The Rally Tab is where you enter the basic information about the Rally. This is used to compute
the final cost on the Tally Tab.
The Miscellaneous Costs are where you enter
individual purchases, entertainment or other costs. The
treasurer can write checks to the individuals or businesses
that contributed to the Rally. The amount for Trailer
towing is set by the Executive Board. If you do not
require the trailer enter 0 (zero).
Do not include any trailer supplies as a
Miscellaneous Cost for the rally as these supplies come
from a separate fund. Just give the receipt to the
treasurer for reimbursement.

The Padding is used to make adjustments for items needed after the Tally Tab has been completed
(i.e. - you had to purchase an item after the rally starts that costs $15. You would add your item for $15,
then subtract it from the Padding. The Padding can be any amount and is adjusted to suit your rally. This
way your numbers will stay the same on the Tally Tab. To keep the rally from going in the RED, the
executive has added $200 permanent padding.
The next area is where you enter the Cost per Day for camping and
below that is the amount each rig is charged to furnish supplies for the trailer.
The cost per day for camping is usually in the contract for where the rally
takes place. The Rig Charge for Trailer Supplies is set by the Executive
Committee. You will also note you will only be allowed to change the
portions colored yellow.
The Month and Location of the Rally is self explanatory.

You can enter the cost of catered meals and set the amount of Gratuity and Taxes for the meal.
Some places do not charge tax and some do not require a Gratuity. Use your own discretion what you enter.
Other Charges could be for tickets for an event or something else.

The Rigs Tab is where you enter the information for each Rig/person coming to the rally. The
Totals are shown at the top of each column. This is the page where Automatic sorting takes place.

The Arrival Date, Name, Phone Number, FMCA #, Size are self explanatory. The Reason Code
will come from the table at the right side of the page. This example has a “C” for committee member and an
“N” for not camping. This part of the page you can print for the person doing the Parking. It should be
sorted in alphabetic order (discussed later).
Nr Nights Camping - Enter the number of official rally nights they will be camping. THE
NUMBER OF NIGHTS EARLY BIRD CAMPING ARE INCLUDED IN THIS COLUMN. This is
used to calculate the camping fee shown on the Tally Tab. If they are not camping the entire rally this
would reflect the actual number of official rally nights camping.
Nr Adults - This is the number of adults for the Rally. This is used to compute the Miscellaneous
Cost on the Tally Tab. If there are children under 13, I do not compute costs for them under Miscellaneous
Costs on the Tally Tab. This is up to your discretion. If some people are here for a short visit you
would enter 0 (zero) or if a person cancels for the rally and you have to pay for catered meals you
would enter 0 (zero) in this column.
Dinner/Break columns - This is used to compute the cost of meal shown on the Tally Tab. These
costs are based on what is entered for meals on the Tally Tab. Here you would enter the number of people
for catered meals. If a person is not having a meal, they do not have to be counted. Sometimes children will
have a different cost for meals and this is why we have this separate column. If there is no difference in
children costs you can count them as adults. You would enter the number of meals should someone
cancels for the rally and you still have to pay for their meal.
The Arrival Date, Reason Code, Name, Phone Number, FMCA # and Size columns should be
printed for the Parking Coordinator. This should be sorted in alphabetic order, printed and given to the
Parking Coordinator.

The Right side of the Rigs Tab is for recording Check Number and Date of Registration. The
Reason Code is a guide for the rig attending the rally. There is room to add more in the yellow area if you
desire to do so.

Registration Deposit - Enter the amount of the initial deposit for the rally (usually $50). If a person
does not make an initial deposit, this will be 0 (zero).
Check Nr - Self-explanatory, except if cash, enter “Cash”.
Date of Deposit - The date you received the registration.
Late Fee - This is used if someone is charged for sending their registration past the due date of
registration. This is usually $10.

The Tally Tab is printed for the people to use at the final registration table for the rally. There are
Totals across the top of each column. The treasurer can use these amounts when making payment for
camping, meals, etc. This should be sorted in alphabetic order, printed for people doing registration.

Final Check # - The check written for the rally. If paid in cash you should enter “Cash”. The
amount of the check should the consistent with the Bal. Due column for the rig.
Bal Paid - This is usually the same as the Bal. Due column.
After the rally the treasurer should be given copies of the Miscellaneous Costs on the Rally Tab and
a copy of the Tally Tab. The Rally Tab printout should contain enough information for the Treasurer to
know who and how much to make checks for. The Final Check # and Bal. Paid should be filled in before
giving him the Rally Tab. The treasurer can use the totals on the Rally Tab to make checks for camping
and catered meals. It is a good idea to give the entire Rally Tally spreadsheet to the treasurer on a thumb
drive.

