
1 
 

TRF Transmittal Form on DACdb 
 

This feature allows donations by check to be reported to The Rotary Foundation and prepares a page 
to be mailed with payment. 
 
STEP 1 
Log into DACdb and select “My Club” from the home page. 
 

 
 
STEP 2 
Click the “Reports” icon.  NOTE: Your screen and icon arrangement may look different.  If you do not 
see a “Reports” icon, click open the SETTINGS button and add “Reports” to your display (drag & drop 
icons from the blue “available” field to the yellow "display” field). 

SETTINGS 
(click to open 

And choose icons 
for display) 
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STEP 3 
Open the “Rotary Foundation Transmittal (TRF)” report (your menu options may be different). 
 

 
 
STEP 4 
Apply filters as necessary (default selections will be sufficient in almost all cases).  Then click “VIEW” 
icon in the upper right corner. 
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STEP 4 
Enter the amount being donated next to the club member(s) to received credit.  Check where you wish 
the funds to go within the Foundation (ONLY Annual Fund – SHARE is held for three years and 
returns funds to our district in the form of DDF).  
 

 

NOTE:  If you are submitting contributions for 
more than one person, they must ALL go to the 
same area (e.g., one Transmittal form for 
Annual Fund – SHARE and a separate one for 
PolioPlus or other TRF Area of Focus).   

When finished, click “Process and Print Page.”  
DACdb will notify The Rotary Foundation that a 
payment is being sent. The printed Transmittal 
form should be mailed along with the check or 
checks matching the total among shown. 

As shown at the bottom of the Transmittal form, 
mail payment(s) and form(s) to: 

The Rotary Foundation 
14280 Collections Center Drive 
Chicago, IL 60693 

  


