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Monthly Chapter Reports:  
What Are They and How to Use Them 

 
Around the 10th or 11th day of each month, Together Women Rise’s Home Office will email you a report that includes: 

• Your chapter’s current roster of individuals associated with your chapter  
• A summary of the donations we received from your chapter members in the previous calendar month 
• A blank New Member Information Form for you to use after your next meeting (if you have new members who attended) 
• A blank Donations Transmittal Form for you to use after your next meeting (if you receive check or cash donations) 

 
There are four parts to your monthly chapter report, as shown by the tabs at the bottom of the Excel document. In your report, you can click 
on each tab to view the contents. If you do not see the tabs at the bottom, be sure that the application is maximized in your window. 
 

 
 
CHAPTER ROSTER TAB 

Your chapter roster is a list of all the individuals who are affiliated with your chapter. If an individual is on your roster, their donations will be 
credited to your chapter. If an individual is NOT on your roster, their donations will NOT be credited to your chapter. That is why it is 
important to have an accurate roster.  The roster has a number of columns which we explain below. If you cannot view all the columns, 
scroll to the right. 
 
Column A: Rise ID Number -- Every contact in our database is assigned an ID number, whether they are a member (i.e. donor) or not. An ID 
number does not indicate whether the individual is an active Rise member or not.   
 
Column B: Contact Status -- Over time, individuals may come and go from your chapter (i.e. if they move away or simply stop attending 
meetings). These individuals must remain, however, on your chapter roster so that their donations stay connected to your chapter and count 
in your overall fundraising total. If we remove them from your roster, their donations will also be removed from your chapter.  
 
While all current and former members must remain on your roster, we can – for your convenience -- organize the list of names according to 
each member’s “contact status”: “Active” members (those who are currently involved in your chapter) are at the top of your roster, and 
“Inactive” members (those who are not currently involved in your chapter) are at the bottom and highlighted in red.  
 
PLEASE NOTE THAT RISE’S HOME OFFICE DOES NOT DETERMINE WHO IS AN ACTIVE VS INACTIVE MEMBER OF YOUR CHAPTER. IT IS UP TO YOU, THE 
CHAPTER LEADER, TO LET US KNOW WHO IS ACTIVE AND INACTIVE SO THAT WE CAN ORGANIZE YOUR ROSTER ACCORDINGLY.   
 

https://togetherwomenrise.org/wp-content/uploads/2018/11/2018.11_NewMemberInformationForm.xls
https://togetherwomenrise.org/wp-content/uploads/2018/02/Monthly-Chapter-Donations-Transmittal-FormEDITS.xls
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Column E: Name on Account – This is the name that appears on the member’s check or other payment method and may be different than 
the name you are familiar with (i.e. if they use a nickname).  
 
Column F: Most Recent Recurring Donation Date – This is the date of the member’s last recurring donation; if this field is blank, it means 
that the individual has never signed up for recurring donations. 
 
Column G: Most Recent Donation Date – This is the date of the member’s last donation, using any payment method (e.g. recurring or single 
donation, check, credit card, PayPal, Venmo, Donor Advised Fund, etc.). If this field is blank, it means that the individual has never donated to 
Rise. 
 
Column H: Membership Status -- This field denotes the individual’s membership status: 

Active – has donated any amount to Rise over the previous calendar year. 
Expired – has donated to Rise in the past but has not donated over the previous calendar year. 
Prospective – has not yet donated to Rise.   
 

 
Column I: Current Year Annual Appeal Donor – Our annual appeal is our year-end fundraising campaign to support Rise’s 
mission and programs. This field indicates whether the individual has made a donation to the current annual appeal. (True means 
that they have made an annual appeal donation in the current year.) 
 
Column K: Email Bounced – If you see “TRUE” in this field, it means we were unable to deliver donation receipts or other emails 
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to the individual. Please ask this member for their current email address and email any corrections 
to donations@togetherwomenrise.org. 
 
WHAT DO YOU NEED ME TO DO WITH MY ROSTER? 
 
Please review your chapter roster and make sure that each member’s information is complete and up to date. It is especially 
important that we have up-to-date email addresses for all your members, as donation receipts and tax statements are ONLY 
sent via email. It is good practice to have members confirm their email addresses with you regularly. 
 
If a member’s contact information (i.e. email, phone, mailing address) has changed or you want to move a member from Active to Inactive 
status, please do the following: 
 
1. Click on the Chapter Roster tab located at the bottom of your monthly report. 
2. Type the appropriate changes in the spreadsheet. 
3. Highlight your edits by changing the cell or text color. 
4. Save the spreadsheet as a document on your own computer. 
5. Email the updated spreadsheet to donations@togetherwomenrise.org with your chapter name and “Updated Roster” in the 

subject line. 
 
CHAPTER DONATIONS LAST MONTH TAB 

Chapter Name and Chapter ID Code: Please make note of this as you will need to enter this on your donation transmittal forms.  
 
Prepared On Date: This is the date that this report was generated.  
 
Contributions Received Year to Date: This is a total of all your chapter donations received in the current year, up to the date that 
the report is generated.  
 
Contributions Received Last Year: This is the total of all chapter donations received in the previous calendar year.  
 
All Time Contributions Received Since Chapter Began: This is the total of all chapter donations received since your chapter’s 
first meeting date. Many chapters like to share these collective contribution totals with their chapter members, particularly on your 
chapter’s anniversary or during other special occasions. It’s gratifying for members to see how much they have contributed to 
support women and girls!  
 
Note: If no total appears in this field, click on “Enable Editing” at the top of the document and then re-open for the total to appear. 
 

mailto:donations@togetherwomenrise.org
mailto:donations@togetherwomenrise.org
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Contributions Received in the Previous Calendar Month: This is a list of all your chapter donations that we received in the 
previous month, by payment method (i.e. Credit Card, Check, Recurring Credit Card, PayPal, etc.). You may also see “Direct 
Deposit” as a payment method. This means the donation was either an Employer Matching Gift or a donation from a DAF (Donor 
Advised Fund). 
 
You will not see any names associated with your monthly chapter donations. In order to protect the privacy of our donors, chapter 
leaders do not have access to member donation amounts or giving histories. You can read more about this in the Chapter Leader 
Member Confidentiality Policy.  
 

 

https://togetherwomenrise.org/wp-content/uploads/2026/08/2026.04.25MemberChapterLeaderMemberConfidentialityPolicy.pdf
https://togetherwomenrise.org/wp-content/uploads/2026/08/2026.04.25MemberChapterLeaderMemberConfidentialityPolicy.pdf
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PLEASE REVIEW YOUR PREVIOUS MONTH’S CHAPTER DONATIONS AND EMAIL DONATIONS@TOGETHERWOMENRISE.ORG IF YOU SEE ANY 
DISCREPANCIES OR HAVE ANY QUESTIONS. KEEP IN MIND THAT YOUR CHAPTER’S MOST RECENT DONATIONS MAY NOT BE INCLUDED IN THE 
REPORT, DEPENDING ON WHEN THEY WERE MADE AND PROCESSED. 
 
 
CHAPTER DONATIONS TRANSMITTAL FORM TAB 

This is the form to use when you send in any donations (checks or cash) collected at your chapter meetings.  
 
NOTE: IF YOU RECEIVE CASH DONATIONS, PLEASE WRITE A SEPARATE CHECK, MADE OUT TO TOGETHER WOMEN RISE AND WITH 
“CONSOLIDATED CASH” ON THE MEMO LINE. DO NOT SEND CASH IN THE MAIL TO RISE.  
 
IF YOU ARE MAKING YOUR OWN DONATION BY CHECK, YOU MUST WRITE A SEPARATE CHECK IN ORDER TO GET A TAX/DONATION CREDIT. 
WE CANNOT GIVE TAX CREDITS FOR CONSOLIDATED CASH CHECKS.  
 
Complete the Chapter Donations Transmittal Form and mail, with the checks, within five days of your meeting to the address on 
the bottom of the form. We recommend that you keep a copy for your own records.  
 
PLEASE DO NOT MAIL ANY OTHER CORRESPONDENCE (i.e. photos, notes, etc.) TO THE ADDRESS ON THE 
TRANSMITTAL FORM. THIS IS A BANK LOCKBOX THAT ONLY PROCESSES DONATION CHECKS. Mail any other 
correspondence to Together Women Rise Home Office, PO Box 25633, Greenville, SC 29616. 
 
During our annual appeal, we will ask you to keep your regular chapter donations and your annual appeal donations separate. A 
specific annual appeal donation transmittal form will be provided to you at that time.  
 
NEW MEMBER INFORMATION FORM TAB 

Please use the "New Member Information" form (last tab) if you have new members to add to your roster. Please type in the new 
member information, save the file, and email it to donations@togetherwomenrise.org. Do not mail handwritten forms as 
they are often not legible. 
  
QUESTIONS 

Contact your Chapter Support Liaison or Together Women Rise Home Office: 
donations@togetherwomenrise.org 
864-844-8560 

mailto:donations@togetherwomenrise.org
mailto:donations@togetherwomenrise.org
mailto:donations@togetherwomenrise.org
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