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DONOR ACKNOWLEDGEMENT GUIDE
Chapter Resource | Updated August 2026

A thoughtful thank-you is part of good donor stewardship. It also gives donors the information they may need for their tax records. Chapters should acknowledge contributions promptly and keep a copy of the acknowledgement with their financial records.
	For contributions of $250 or more, the donor needs a written acknowledgement to substantiate the charitable contribution for federal tax purposes.



What to Include
• The donor's name.
• The date of the contribution.
• The amount of a cash contribution, or a description of a non-cash contribution.
• The Chapter's full name and its relationship to the Mapleton Education Foundation.
• Mapleton Education Foundation Tax ID / EIN: 84-1205807.
• A statement indicating whether the donor received any goods or services in exchange for the contribution.

If Nothing Was Received in Return
Use this statement: "No goods or services were provided in exchange for this contribution."

If the Donor Received Something of Value
For an event ticket, auction purchase, meal, merchandise, or another transaction in which the donor received goods or services, do not state that the entire payment is tax deductible. The acknowledgement should identify the amount paid and a good-faith estimate of the fair market value of what the donor received. The charitable portion is generally the amount paid above that value.
Example: A donor pays $1,000 for an auction item with a fair market value of $250. The acknowledgement may state that $750 of the payment is the charitable contribution.
Questions about an unusual contribution? Contact the Mapleton Education Foundation before issuing the acknowledgement.


Sample Donor Acknowledgement Letter
Customize the bracketed information below. Use Chapter letterhead when available, or clearly identify the Chapter and its affiliation with the Mapleton Education Foundation.
[Date]

[Donor Full Name]
[Address]
[City, State ZIP]

Dear [Donor Name],
Thank you for your generous contribution of $[amount] to [Chapter Name]. Your support helps our Chapter create opportunities for students and strengthen our school community.
[Optional: Add one or two sentences describing the purpose of the gift or the program, activity, or student opportunity it will support.]
We are grateful for your partnership and for the difference your generosity makes for students at [School Name].
For a contribution where no goods or services were provided:
[Chapter Name] is a Chapter of the Mapleton Education Foundation, a tax-exempt organization under Section 501(c)(3) of the Internal Revenue Code. The Mapleton Education Foundation Tax ID Number is 84-1205807. No goods or services were provided in exchange for this contribution.
OR, if goods or services were provided:
Thank you for your payment of $[amount]. The estimated fair market value of the goods or services provided in exchange for your payment is $[value]. The amount of your payment exceeding that value is the charitable contribution, subject to applicable law.

With appreciation,
[Name]
[Title]
[Chapter Name]
A Chapter of the Mapleton Education Foundation
	Chapter recordkeeping reminder
Keep a copy of each acknowledgement with the Chapter's financial records. The Chapter should provide factual information about the contribution and any goods or services received, but should not promise a donor's individual tax treatment.
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