
un for All
Experiential Marketing

Reporting Requirements in PromoMash 
Goals of  event reports

Payroll Needs:
REPORTS SUBMITTED IMMEDIATELY FOLLOWING
EVENTS 

EXPENSE CATEGORIZING 

EXPENSE CATEGORIZING 

All reports are delivered to our clients and customized based on their 
brands needs. Your goal as a Brand Ambasador in your report is to 
provide accurate and relevant insight on how the event went, as well 
as how their product is doing at that store.

All reports are delivered to our clients and customized based on
their brands needs. Your goal as a Brand Ambasador in your report 
is to provide accurate and relevant insight on how the event went, 
as well as how their product is doing at that store.

Events on the 1st - 15th = paid out on the 20th 
(payroll must be processed on the 16th)

Events on the 16th - 31st = paid out on the 5th 
(payroll must be processed on the 1st)

Please upload two separate “Expenses” for ‘Product Samples’ and 
‘Cups/Ice.’ 

*This means you will use the same receipt photo if both your 
samples and cups/ice are on the same receipt.*

Samples purchased out of pocket should be listed as follows:
• Category: Product Samples
• Payment Method: Out of Pocket

Cups/Ice purchased out of pocket should be listed as follows:
• Category: Cups/Ice
• Payment Method: Out of Pocket

The only time you will use the “VIP/Coupons” option, is if the
samples were purchased with a bar spend, or pre-ordered online 
with a Phun for All card. This classifies the expense as non-
reimbursable, meaning you will not receive any reimbursement for 
the amount listed.

All other purchases should be listed as “Out of Pocket” in order 
to get reimbursed. This includes products purchased with 
Paypal/Venmo advances. For advances, we deduct the advance 
total from your event pay out. It is required that if you are issued 
an advance, you upload the receipt for the product purchased to 
ensure you are properly reimbursed. Please note in your event 
notes when you received an advance.



un for All
Experiential Marketing

Reporting Requirements in PromoMash 
Goals of  event reports

Brand Needs:
SALES & INVENTORY COUNT 

PHOTOS

MANAGER, CUSTOMER, AND BA FEEDBACK
SECTIONS

All reports are delivered to our clients and customized based on their 
brands needs. Your goal as a Brand Ambasador in your report is to 
provide accurate and relevant insight on how the event went, as well 
as how their product is doing at that store.

This section is where the client can get an idea of on average, how 
well stocked the store is staying. This also lets them know which 
flavors seem to be the most popular, and if the store is having any 
issues with getting in product on the distributor’s side. Beginning 
count, ending count, as well as price are required.

Phun for All and our brands want to use these for marketing & social
media purposes. Be sure to follow us @phun.for.all

Set up photos: Should be a photo taken of you and your set up 
(table, signage, product neatly displayed, POS)

Product photos: Make sure to take a photo close enough up to see 
the product and pricing, as well as one farther away to see shelf 
placement.

Customer Photos: Photos of customers with product (visible label 
or branded materials)

Brands need feedback in ALL THREE areas. Each of these areas is
important and requires individual responses for each. When filling in
these sections, think about them from the client’s perspective. The
information here should be helpful, professional and free of 
grammatical errors.

Helpful: meaning information that the client can use. Making sure 
the comments are relevant.

Professional: meaning that they are well written in a way that you 
would feel confident presenting to your boss.

For questions, email lesley@teamphun.com
For account support, email support@promomash.com

(619) 609-6003 phunforall.com @phun.for.all//


