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CHAPTER EVENT PLANNING CHECKLIST
Chapter Resource | Updated August 2026

Use this checklist as a practical guide when planning a Chapter-sponsored event or fundraiser. Not every item will apply to every event. The goal is to help your Chapter plan ahead, keep financial responsibility clear, and make event day easier for everyone.

Before You Commit
□ Confirm that the activity will be Chapter-sponsored rather than school-sponsored.
□ Talk with the principal or school contact about the proposed date, location, school coordination, and any facility requirements.
□ Confirm that the activity is appropriate under MEF Chapter guidance and applicable Mapleton Public Schools requirements.
□ Identify whether insurance, permits, contracts, vendor agreements, or special approvals may be needed before commitments are made.

Build the Plan
□ Create a simple event budget showing expected revenue and expenses.
□ Decide how payments, registrations, donations, and sponsorships will be collected.
□ Identify vendors and obtain required documentation, including a W-9 when appropriate.
□ Determine whether qualifying purchases can be made using MEF's Colorado sales tax exemption and follow the Chapter purchasing guidance.
□ Identify volunteer roles and responsibilities, including who will oversee money handling and event-day financial procedures.
□ Review any purchases that will ultimately become school-owned property and confirm the appropriate process before buying.

Before You Promote It
□ Clearly identify the Chapter as the sponsor of the event.
□ Use the Chapter's full name and identify it as a Chapter of the Mapleton Education Foundation when appropriate.
□ Make sure advertising does not unintentionally present a Chapter fundraiser as a Mapleton Public Schools fundraiser.
□ Confirm how donations, sponsorships, ticket sales, and donor acknowledgements will be handled.
□ Use current MEF and Chapter branding and approved logos.

Before Event Day
□ Confirm the facility, vendors, volunteers, schedule, supplies, and event-day responsibilities.
□ Confirm how cash, checks, and electronic payments will be collected and safeguarded.
□ Have signs, registration materials, payment systems, receipts, and other supplies ready.
□ Review any safety, insurance, supervision, food-service, or facility requirements that apply.
□ Make sure volunteers who will handle money understand the Chapter's process for recording and securing funds.

After the Event
□ Deposit event proceeds promptly into the Chapter bank account.
□ Pay or reconcile outstanding event expenses and retain invoices and receipts.
□ Keep event financial records and supporting documentation with the Chapter's records.
□ Send donor or sponsor acknowledgements when appropriate.
□ Compare actual revenue and expenses with the event budget.
□ Note what worked well and what the Chapter would change next time.


	SCHOOL OR CHAPTER? KNOW BEFORE YOU RAISE.

	Before anyone advertises, collects money, signs a contract, or makes a purchase, confirm who is sponsoring the activity. School-sponsored activities follow MPS procedures. Chapter-sponsored activities follow MEF Chapter procedures. The school and Chapter can work together while keeping financial responsibility clear.
Questions? Contact the Mapleton Education Foundation before making a commitment if you are unsure which process applies.
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