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To all who walk on the path of auctions 

In hope that this book will make the road to success easier 
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PREFACE 

 
The second edition of our book is due to the tremendous response to the original.  
Organizations all over the country have found it an “indispensable” aid to 
organizing an auction.  In the years since 1992, we have utilized our own 
software product, BidStation Pro, developed half day seminars and expanded our 
operations with on site closing of 40 auctions in 20 months.  To date we have 
provided this on site service to more than 350 auctions resulting in over 
$15,000,000 in proceeds.  The sum of all this experience is now being made 
available to you. 
 
The twenty-first century holds great promise and opportunity for fundraising in 
non-profit institutions.  Everyone involved understands the necessity of raising 
monies to cover capital expenditures.  With increased expenses from financial 
aid to bricks and mortar, all organizations must seek additional sources of 
revenue. 
 
Auctions have become a well-established means of increasing revenues.  This 
book examines the process from the initial steps of choosing your staff to the 
actual auction event.  Innovative advances have occurred in auction computer 
software making it possible to streamline your event while becoming more 
profitable through automation and better management.  This manual integrates 
these modernizations into the everyday handling of the benefit.  The efficient 
utilization of committees, themes and software in the following chapters will 
enable your organization to accomplish more with fewer volunteers and man-
hours.  Major innovations have been developed to increase the efficiency of the 
checkout, which provides professional invoice control for all participants. 
 
Whether your are directing an auction attempting to raise $5,000 or $500,000, 
the same organizational structures should apply.  This book provides you with an 
ideal benefit universe.  Choose the guidelines that apply to you.  Feel free to 
streamline committees and omit areas of concentration that are not applicable to 
your institution.  You know what best applies to your particular event and 
community.  Trust your knowledge of your organization when identifying areas of 
importance.  Independent schools, churches, museums, hospitals and local clubs 
are ideal beneficiaries of this workbook. 
 
Prior to the establishment of Target Funding Group, Anne Connelly spent years 
as a professional fundraiser for Georgetown University and The Wharton School 
of the University of Pennsylvania.  Currently she serves as a member of the 
Georgetown Board of Regents and as a member of the Steering Committee of 
the $750 million Third Century Capital Campaign for the University.  Maureen 
Winter brings 15 years of experience in auctions, having chaired several private 
school events.  They were brought together directing a 1991 private school 
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auction that was attended by 400, had over 500 donations and netted over 
$200,00 in a difficult economic climate. Together they have conducted seminars 
on all aspects of auctions for private schools, Boys & Girls Clubs and other 
organizations.  Maureen and her husband John, have been on site to conduct 
auctions for small local charters, chapters of national organizations, service 
clubs, private schools and other fundraising groups. 
 
You have been chosen to lead the auction crusade due to your leadership 
organizational abilities and creative talents.  Use these as a beacon to direct your 
volunteers through the benefit process.  Always retain your sense of humor, and 
remember to have fun while leading the charge to that attainable auction goal. 
 
Anne Connelly 
Maureen Winter 
 
Palm Beach Gardens 
January 8, 1999 
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CHAPTER 1 

INTRODUCTION 

 
Due to changes in profit margins, tax laws, and the general industrial culture, it is no 
longer feasible for most corporations to grant generous funding to charitable institutions. 
There is fierce competition for every non-profit dollar.  Because of this belt-tightening, a 
strong majority of non-profit institutions have turned to fundraising events as an 
alternative means of funding. 

 

A well-organized and orchestrated auction benefit is one of the most efficient methods of 
raising substantial sums of money while increasing the amount of involvement and 
commitment among the institution's membership. This handbook will provide you with a 
step-by-step guide to achieving your goal of raising additional income from previously 
untapped sources. 
 

THE PURPOSE  

 
THE AUCTION WORKBOOK A unique and lively way of raising money for non-

profit institutions is gaining acceptance across the 
country.  Auctions are currently viewed as an 
appropriate fundraising tool for schools, churches, 
hospitals and other charities.  Participants enjoy the 
opportunity to purchase a wide variety of items in a 
short time while donating money to their favorite 
charity. Most organizations have the talent within their 
volunteer core but need an organized framework to 
achieve a successful conclusion.  In order to ensure a 
quality event, organizations should not overlook the 
advantages of hiring professional event consultants to 
assist, coordinate or direct their efforts.  

 
  This field guide will lead you through the step-by-step 

organization of an auction.   If you follow the steps 
outlined in the ensuing pages, you should feel 
confident your auction will be a well-managed, 
memorable and positive event. 
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ORGANIZING THE WORKBOOK 
 
SOURCE OF FUNDRAISING You should never underestimate the work involved in 

organizing a successful auction.  The authors have 
successfully directed numerous fundraisers, 
managed auctions and guided university campaigns 
that have raised millions of dollars.  We realize the 
degree of effort and organization required in 
operating a profitable benefit. 

 
  Auctions are a tremendous undertaking but are a 

major source of revenue for non-profit institutions. 
This handbook provides a detailed structure for you to 
proceed through the upcoming months, with 
appropriate guidelines. We have concentrated on the 
auction benefit because it is the most complex, but 
many of the ideas developed in this workbook can be 
applied to other fundraising events. 

 
WHAT IS AN AUCTION? Auctions may be described as a true example of the 

market economy. Simply put, an auction is a 
collection of items to be sold to the highest bidders. 
Combine the ingredients of colleagues and friends 
banded together to benefit a sponsored institution, an 
accumulation of unique and special items for sale as 
well as a crowd-pleasing environment and a qualified 
auctioneer and you have the recipe for record-
breaking success. 

 
  Our surveys indicate there are over 150,000 non-

profit fundraising auctions in the United States every 
year.  These events raise monies from $10,000 to 
$1,000,000. Further research shows that a large 
number of non-profit organizations, including 
museums, hospitals, churches and civic groups, use 
auctions as their major source of fundraising. 

 
AUCTION RESULTS Based on our years of consulting and organizing 

auction closings, we have compiled statistics of 
auction profits.  As indicated below, over 45% of 
benefits raise between $20,000 and $100,000.  
Certainly an advantageous amount for your 
institution’s coffers!  

 
 Net Profit    Percentage 
 under $20,000    35% 
 $20,000-$50,000   28% 
 $50,000-$100,000   18% 
 $100,000-$250,000   15% 
 over $250,000      4%  
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AUCTION SUCCESSES Here are examples of what different non-profit 

organizations have accomplished throughout the 
country in this exciting phase of volunteer fundraising: 

 
 An auction for a national non-profit group raised 

over $400,000 with 900 items and 800 people in 
attendance. 

 
 An award dinner supplemented by a small silent 

auction raised over $25,000 for a legal aid 
society. 

 
 An art auction in Orlando raised over $50,000 

with local artists and was attended by 300 
guests. 

 
 A Rotary Club television auction raised over 

$40,000 during a six-hour broadcast. 
 

 A private day school in New York City raised over 
$300,000, charged $200 per couple for 300 
people and auctioned over 300 items. 

 
 A “Hero In You” dinner for a children’s cancer 

agency raised $10,000 solely from auction 
proceeds. 

 
 A fundraising event comprised of a golf 

tournament and silent auction raised more than 
$80,000 for a local charity. 

 
FORMS OF AN AUCTION  The basic auction formula simply consists of bidding 

on donated items, but this process can be achieved in 
several distinct forms: 

 
 A traditional silent auction where items are 

decoratively displayed in booths with 
corresponding bid sheets.  Participants move 
about the area placing their individual 
identification numbers on these sheets. All bids 
are visible, and the highest price at the 
conclusion of the prescribed time period wins.  
The principal advantage is the ability to view 
other bids, creating a competitive atmosphere 
and thereby encouraging all to bid higher. 

 
 Sealed silent auction pricing whereby bids are 

made on individual items and placed in a box.  
Participants are not able to see what other 
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competitors bid.  Very useful in a large auction 
because it is not necessary to actually position 
oneself at a specific place to make a bid.  Many 
times this promotes inflated prices for particular 
items since an individual may wish to ensure 
success and will commit to an extremely 
grandiose price.   

 
 The “Chinese” silent auction, whereby items are 

displayed and attendees purchase tickets at a 
fixed cost.   These “tickets” are deposited into 
boxes corresponding with individual auction 
items. “Stuffing the boxes” becomes 
advantageous because the more tickets 
purchased by an individual for an item, the 
greater percentage of winning.  At the conclusion 
of the event, a lucky winner is pulled from each 
item’s box. 

 
 A live auction, featuring an auctioneer who uses 

his talents to extract the highest bid from an 
audience.  Can be an exciting event and is 
especially useful for unique items.  If the right 
individual is chosen, this can be extremely 
profitable, because the atmosphere becomes 
electrified, with otherwise unobtainable prices 
achieved. 

 

ORGANIZING THE STRATEGY 
 
PUBLICIZE EXPENDITURES It is vital to your auction's success to determine and 

publicize 
  where the net proceeds of the benefit will be spent. 

All involved in your institution must understand the 
great need for a successful endeavor. By recognizing 
tangible goals, the people associated will be more 
receptive to becoming active volunteers. 

 
  Scholarships, increases in faculty benefits and larger 

endowments are always popular with schools, but 
new buildings, expanded facilities or simply furthering 
the charitable goals of the institution should also be 
considered objectives. It is essential that the goals be 
clearly defined and that they be guided by one of the 
cardinal rules of fundraising, that “people give money 
to people, not to causes.” 

 
THE VOLUNTEERS There can be no benefit without volunteers. 

Participants who have a firm moral commitment to the 
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particular organization direct most non-profit 
institutions.  Many of our modern services depend on 
volunteers, such as hospital assistants and men and 
women who give of their time to boards of trustees, 
school boards, parents' councils, charitable sporting 
events, churches, political campaigns, alumni drives, 
etc. In today's society, a variety of institutions are 
vying for a portion of the volunteer's time. 

 
 TODAY'S VOLUNTEERS You must remember you are not the only organization 

competing for a volunteer's attention. In today's world, 
institutions are having a difficult time finding people to 
give of themselves. Economic needs mandate two-
income families. Volunteering is no longer a priority in 
many lives. Your institution must exhibit gratitude to 
the volunteers while providing involved individuals 
with the opportunity for greater insight into the 
workings of the system.  

  
CONSULTANTS The organization should not overlook the availability 

of professional consultants to supplement the 
volunteer pool. Their technical expertise will often 
result in larger financial gains that more than justify 
their expense by streamlining objectives and 
efficiently organizing volunteers into performing tasks 
they do best.  Among those to whom an organization 
can look are benefit consultants, auctioneers and 
non-profit professionals. 

 
TYPE OF BENEFIT The institution must have a strong sense of the 

volunteer talent  and size of the potential workforce 
when determining the type of benefit. It is your 
decision whether the organization would rather host 
smaller events, such as a casino night or concert, 
rather than an auction. Always consider that an 
individual's time will vary depending on the 
commitment and involvement with the institution or 
the particular cause. The force with which an 
individual becomes involved is usually in proportion to 
his or her attachment. 

   
ANNOUNCEMENT Timing is everything! Plan your benefit announcement 

for a time when it will gather the optimum momentum. 
Create a buzz and an undercurrent of excitement 
when informing the community population of your 
endeavor.  

 
  When determining your announcement date, you 

must be mindful of other major capital drives or 
annual giving campaigns occurring within your 
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institution. If any other funding efforts are in progress, 
you must not create conflicting agendas. Be 
extremely careful not to approach the community for 
acquisitions or monetary donations during other major 
drive solicitations. Coordinate efforts with the 
development office. When approached properly, most 
individuals are willing to donate time, money or 
property. It is bombarding them with such requests 
that have negative results. 

 
ECONOMIC TIMES Economic cycles must be recognized and factored 

into your auction strategy. Benefits can be 
enormously successful even in the toughest 
economic times. Whether during a boom or bust 
economy, people want to be involved and to be 
contributing members of the institution. In tough 
times, people unable to contribute financially may be 
more willing to share talents and volunteer hours. A 
sensitive, organized, coordinated approach can bring 
out the best in everyone, from the local merchant to 
the major donor. Creativity and thoughtfulness are 
key. 

  
  Directing an auction in a prosperous environment 

may be an easier undertaking, but handling a profit-
making benefit during tough times brings true 
satisfaction and fulfillment. To win during hard times 
is real success and requires dedication, hard work 
and, above all, excellent organization.   

 
CALENDAR A successful auction is by far the most complex form 

of event fundraising and requires the greatest amount 
of planning and execution.  An antique show, bake or 
gourmet sale, or concert can take 3 months to plan, 
but an auction can require six to twelve months of 
commitment from conception to execution.   

 
  The following page contains a planning guide and 

should serve as an outline in the preparation of your 
auction.  Naturally, the size and complexity of your 
individual event will determine the length of time 
required, but we have attempted to cover all vital 
information. 

 
  We strongly suggest that you adapt your own needs 

to formulate your own calendar and distribute it to all 
members of your organization.  It is important to 
establish standards of performance and give 
everyone attainable goals. 
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PLANNING CALENDAR 
First Month Sixth Month 

 Select chairman and set goals 
 Determine date and location 
 Choose theme and logo 
 Evaluate computer program 
 Hire a professional auctioneer 
 Consider necessity of professional consultant 
 Create acquisition and advertisement forms 
 Establish Advisory Board 

 Highlight donations in second newsletter  
 Continue acquisitions in advertising solicitations 
 Distribute banners and posters in community 
 Select printer or finalize in-house printing 
 Issue press release 
 Finalize auctioneer arrangements 
 Complete catalog format 
 Determine timetable for silent auction 

Second Month Seventh Month 

 Appoint committee chairpersons 
 Check state laws on raffles, liquor, tax 
 Prepare budget, open bank account 
 Order acquisition and advertisement forms 
 Train computer entry staff 
 Decide if there will be a preview party 

 Design and order invitations 
 Confirm entertainment 
 Continue acquisitions and advertising solicitations 
 Print and distribute raffle tickets 
 Prepare general pages of catalog or program 
 Retain professionals to close auction  

Third Month Eighth Month 

 Meet with committee heads 
 Send general announcement letter to community 
 Interview caterers or off-site facilities 
 Organize major donor solicitations 
 Arrange credit card services 
 Secure raffle items 

 Last call for advertisements 
 Design advertising pages for catalog 
 Sell raffle tickets 
 Encourage attendance in third newsletter  
 Mail invitations 
 Test computer for registration and invoicing 

Fourth Month Ninth Month 

 Acquisition party 
 Plan decorations, invitations and entertainment 
 Finalize contract for dinner site 
 Input data into computer 
 Consider hiring professionals to close auction 

 Last call for acquisitions 
 Divide auction into live and silent 
 Edit and print catalog 
 Fourth newsletter featuring gala details 
 Prepare audio-visual display of live auction items 

Fifth Month Tenth Month 

 Continue to procure acquisitions  
 Solicit sponsors and underwriting 
 Begin advertisement solicitation 
 Distribute first newsletter 
 Establish office and staff 
 Determine printer or in-house printing 
 Decide  bid sheet format 

 Distribute catalogs  
 Final call for dinner reservations 
 Coordinate caterer, decorations, and seating  
 Solicit, train and assign volunteers for auction 
 Finalize arrangements for auctioneer 
 Review bid sheets 
 AUCTION EVENT! 

Eleventh Month 

 Finalize all accounting, payments and reconciliation 
 Committee head to write final critique 
 Thank-you letters to all donors 
 Recognition party for volunteers 
 Plan for next year 

Figure 1.1 
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CHAPTER 2 

 

GETTING STARTED 

 
 
Once the decision is made to hold an auction, the first stage involves critical issues 
about the date, location and goals.  The time of the year can play a critical role in the 
event and its success; you must decide whether your facilities are adequate or an arena 
must be rented.  You must clearly set forth your goals so that you can build a campaign. 
 
 

ORGANIZING THE AUCTION 
 
 
YOUR FIRST AUCTION Your leadership group has decided that an auction is 

in your future, and now it is time to get started.  If an 
auction is a new event to your institution, there are 
some things you should consider when planning your 
organization and structure. 

 
  How you first introduce and present the concept to 

your constituency can set the tone for the entire 
event.  Obtain everyone's enthusiastic participation 
and you will have a plenitude of volunteers, donations 
and support.  A positive approach will generate the 
spirit that will carry you through the difficult and 
tedious times. The auction will be viewed as a fun-
filled project that culminates in a tremendous 
success. 

 
  The auction will be a very ambitious project and will 

involve many members of your community, but you 
must never lose sight of the common goals: raising 
money, having fun and generating community good 
will.  Only in this way will the affair really be judged to 
be a success. 
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ACTION LIST Draw up an action list of “Things to Do”: 
 

 Picking the chairman 
 

 Announcing the auction 
 

 Determining goals  
 

 Choosing  the date and site 
 

 
 
 

CHOOSING A CHAIRMAN 
 
 
CHAIRMAN The single most important decision is the designation 

of a chairman, or preferably co-chairmen. Co-
chairmen can be a husband-wife team or two 
volunteers who possess complementary qualities. 
Chairmen should be: 

 
 Energetic, hardworking, enthusiastic, optimistic, 

amicable and totally involved.  
 

 Completely committed to the concept of an 
auction and the goals and ambitions of the event. 

 
 Respected and known by people in the 

community. 
 

 Able to get along with all factions. 
 

 Experienced; this is an advantage but not a 
requirement. 

 
 

ORGANIZING THE STRATEGY  
 
 
SETTING GOALS Think big and always show confidence.  People enjoy 

working on an event they think will have a significant 
impact, and you should encourage the belief that this 
will be “history in the making”.  Based upon the 
history of your organization with other special 
projects, you can estimate your maximum 
attendance, the price of the tickets and how much 
can be raised from standard items or raffles.  To this 
must be added the net proceeds of an auction.  There 
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are no set rules that can be applied to auctions; a 
great deal will depend on knowledge of your 
community and the general geographic area it 
services. 

 
  A dollar amount must be selected as the goal.  This 

will form the basis of the budget and the activities that 
follow. 

 
BENEFICIARIES It is advisable to make a “wish list” for the auction's 

net proceeds.  These goals must be clearly stated 
and should appeal to the greatest number of people 
in the community. 

 
 Schools may look for an increased endowment, 

financial aid, and higher salaries for teachers, or 
physical plant improvements, such as new 
pavement for parking lots or playground 
equipment. 

 
 Museums look for expansion of buildings, funding 

for exhibits or expense money for tours. 
 

 Medical institutions look for expansion of facilities 
or the development of a specific unit, such as 
cancer or AIDS centers. 

 
 Children's medical charities look to raising money 

for residential living units to accommodate 
families with terminally ill children, specific 
equipment such as dialysis machines, or new 
play centers in youth wards. 

 
 Charitable foundations require funding to grant 

wishes to sick children, such as trips to 
Disneyworld or Washington, D.C., or 
opportunities to meet famous sports figures or 
entertainment personalities. 

 
 Churches may require additional money to repair 

buildings and add social halls or training 
programs. 

 
 

DATE OF THE EVENT 
 
 
DATE FOR EVENT This decision will depend on the school or institution 

calendar and the region of the country where you 
reside. Careful consideration should be given to 
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weather conditions, other social events in the 
community and the demands made by other activities 
on the volunteer group. 

 
DECISION FACTORS Time may not be a seasonable consideration but 

there are many other elements that must be 
considered in choosing the date of the event: 

 
 Site availability: it may be necessary to adjust the 

date of your event to accommodate the 
availability of the site that has been chosen. 

 
 Calendar conflicts: it is essential that coordination 

be done with any other fundraising activities. 
 

 Volunteer schedules: for example, will you have 
sufficient support from volunteers during the 
summer for a late fall event? 

 
 
 

DETERMINING THE SITE OF THE BENEFIT 
 
 
LOCATION The next major decision centers on the location of the 

event.  It is important to understand fully your facilities 
as well as those available in the community.  Highly 
successful auctions have been held in school 
gymnasiums or cafeterias, museum courtyards, 
libraries, elegant hotels, inexpensive social halls, 
firehouses, shopping malls and even parking lots. 

 
COST Cost is a consideration in determining the site, but we 

have found that the costs tend to “even-out.”  Hotels 
require higher rental fees but have lower decorating 
costs, while a meeting hall or lodge may be 
somewhere in between.  

 
EVALUATION Carefully evaluate the available facilities and the work 

involved at the different sites.  We will list some of the 
major decisions affecting the choice of these different 
types of locations:  

 
 On the site of the organization. 

 
 A hotel with banquet facilities. 

 
 A local historical hall or Elks Club Lodge. 
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SITE CONSIDERATIONS Study the following chart (Figure 2.1) and answer the 
questions for each type of available facility. Once 
completed, the chart should assist you in making a 
decision. 

 
 
 

 On Site Hotel Lodge 

Is there room for cocktail reception?    

Is there enough room for Silent Auction?    

Is there ample parking?    

Are facilities adequate for caterer?    

Is the facility suitable for your theme?    

What is charge for facility?    

Is the location convenient to attendees?    

What is included in “per head” charge?    

What is cancellation policy?    

What are overtime costs and extras?    

Is audio-visual equipment available?    

Are there enough menu choices?    

What is expected in dinner setup?    

What is included in tables, chairs, silver rentals?    

Does site use a particular caterer?    

Does site use a specific band?    

Is the insurance paid for?    

Is cleanup provided?    

Sufficient area for registration?    

Adequate facilities for computer?    

Good layout for disbursements?     

 
 
 
SILENT AUCTION LOCATION A critical question that must be answered early on in 

the process is whether the silent auction will be held 
in the same room as the live auction or in a separate 
area. Availability of space will determine if you have a 
choice. Please refer to Chapter 18, Silent Auction, for 
some advice on location of silent auction and amount 
of space required. 

 
OTHER CONSIDERATIONS In addition, you should carefully consider comparative 

advantages and disadvantages of the three different 
types of locations.  Keep in mind that other 
considerations may weigh into the equation.  

 
  Your committee should carefully balance all pros and 

cons when determining the benefit site.  In addition to 
the previously mentioned considerations, please 
factor in the following points prior to reaching your 
final decision: 

 

Figure 2.1 
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ADVANTAGES & DISADVANTAGES 
 

 ADVANTAGES DISADVANTAGES 

On Site  Flexibility in decorations 
 Community is easily 

reminded of benefits 
 Excitement of 

transforming facility into 
fantasy 

 No time restrictions for 
event 

 Rentals must be 
arranged 

 More work for volunteers 
 Disruptive to normal 

activities as date nears 
 Need great cooperation 

from maintenance and 
other staff 

Hotel  Experienced and well-
equipped staff with 
professional approach 

 Valet parking  
 No need for rentals 

 Choice of date limited 
 Menu choices limited 
 Few decorations 
 Little wall space 
 High fixed costs 

Lodge  Cost is minimal for site 
 Flexibility in using own 

caterer and menu 
 More dates available 

 Some limitations on 
availability and 
decorations 

 Concern for local codes 
 Parking may be  a 

problem 

 
 

 

ANNOUNCING THE EVENT 
 
 

ANNOUNCEMENT First impressions are important!  It is essential that all 
major persons in your organization understand the 
auction concept.  With true understanding of the 
importance and magnitude of the event, they will 
become your principal supporters. 

 
  Announcements can be made in the course of 

general membership meetings, in a community-wide 
mailing of newsletters or other publications or through 
carefully staged parties aimed at the principal donors 
and participants. 

 
 

Figure 2.2 
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ANNOUNCEMENT LETTER 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

 
 
 

 
 
October 21, 1998 

 

Mr. & Mrs. Robert Parent 

123 Homebody Road 

Nicetown, NY 10907 
 

Dear Peg and Bob: 

 

We are pleased to announce that the Spring Benefit “As You Like It” will take 

place on the weekend of April 10-11, 1999, on the grounds of The Darling School 

for Girls.  The weekend will feature both a live and silent auction, a dinner dance 

and a preview party.  The proceeds from the auction will support the scholarship 

fund and the teachers' endowment fund. 

 

We are working closely with all committee heads to ensure the inclusion of every 

family in this cooperative effort.  The Darling School for Girls family is very 

special; we have the imagination, determination, contacts and resources to make 

this a successful endeavor.  Putting them to work for the auction will be an 

exhilarating and heartwarming experience.  That means we need your ideas, 

donations, time and attendance! 

 

A benefit is only as successful as the support it receives from its community.  

Everyone can play a role and we want your support.  Examine your resources and 

contacts for possible donations; consider underwriting a portion of the auction such 

as decorations, cocktail party, printing or table favors; help solicit ads from friends 

and business colleagues; and last but not least, volunteer your services on one of 

our many committees and enjoy the thrill of making this benefit the most 

memorable ever. 

 

Are you interested?  We have enclosed a list of committees and suggested 

donations and ask that you return this sheet as soon as possible.  The success of our 

benefit depends on you. 

 

Warmest regards, 

Alice Wishididnt                                         Mary Whydidi 
 
Alice Wishididnt                                     Mary Whydidi 

  

The Darling School for Girls 
Darlington, NN 12345 
(555) 123-4567 

Figure 2.3 
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AUCTION VOLUNTEER SIGN UP SHEET 

   
First Name 

 

Last Name Phone# 

Acquisitions Campaign to secure donations for auction. 
Advertising Secure ads from community for journal. 
Arrangements Organize menu, reservations, invitations.  
Catalog Decide on format, printing method, write descriptions. 
Check in-Check out Collection of money, registration and checkout. 
Computer Computer for data input, mailings, printing and invoicing. 
Decorations Plan and decorate dinner and silent auction areas. 
Entertainment Organize dancing, music or other entertainment. 
Feast Coordinate menu. 
Live Auction Coordinate the display and record items. 
Office Personnel Office to receive donations, input data, answer queries. 
Preview Party Organize activities preceding auction. 
Publicity Generate newsletters, posters and banners, releases. 
Raffles Secure raffle prizes, print and distribute tickets. 
Silent Auction Organize the display and establish procedure.  
Sponsors Raise funds for underwriting specific parts of the event. 

Highlight the committee for which you wish to volunteer. 

I cannot volunteer for any of the above committees but PLEASE have someone 

contact me about any of the following: 

 

[  ]  I will donate to the Auction. 

 

[  ] I would consider an Underwriting Donation of $ ______ for _____________. 

 

[  ] I have a friend or business associate who might assist in _______________. 
 

 
 
 
 
DONOR PARTY In addition to these more formal announcements, you 

may wish to organize a series of carefully staged 
cocktail parties (or small dinner parties) in the home. 
During these events a respected member of the 
community should address the group and clearly 
explain why an auction has been chosen, what the 
goals are and the extent of this volunteer project.  
This must be done with enthusiasm, good humor and 
considerable positive thinking. Solicit ideas and 
suggestions from all in attendance regarding themes, 
objectives, donations and the site and date of the 
event. 

 
THEME DEVELOPMENT To make your auction a memorable and unique 

experience, consider developing a theme that 
encompasses all aspects of the project.  In this book, 
we have chosen as a sample theme Shakespeare's 
As You Like It. A whimsical court jester is our logo 
and is a visible trademark on all communications, 

Figure 2.4 



 

 26 

decorations, invitations and throughout the preview 
party and live and silent auction.  Similar to a 
corporate logo, this creates a visual recognition for all 
those involved.  Throughout the book we have used 
additional basic themes as examples and provided 
theme charts in each chapter.   For logos, please see 
Chapter 10, Invitations and Reservations. 

 
THEME 

 
LOGO 

CIRCUS  Clown 
 Ringmaster 

Western  Cowboy hat 
 Teepee 

Shakespeare  Court Jester 
 Castle 

Great White Way  Playbills 
 Tony awards 

Space Odyessey  Spaceship 
 Aliens 

African Safari  Head of an animal 
 Hunter 

Night of Magic  Black and white 
 Top hat and rabbits 

An Angelic Evening  Angels and harps 
 Clouds and halos 

Italian Splendor  Gondola 
 Coliseum 

Masquerade  Masks 
 17th Century costumes 

Shanghai Surprise  Pagoda 
 Chopsticks 

Treasure Island  Treasure chest 
 Pirates flag 

 

 

VOLUNTEERS 
 
VOLUNTEERS   The first source for a chairman’s core of volunteers 

should be their own friends within the organization.  
You will have first- hand knowledge of their skills and 
abilities and they will be devoted to the chairman that 
picks them. 

 
  Canvass the entire organization with a general 

mailing.  Input from this mailing will provide you with 
an initial list of prospective volunteers.  The returns 
may provide individuals to chair as well as staff the 
auction committees.  Also use this mailing to gather 
ideas regarding donations or underwriting 
possibilities.  From the initial stages provide people 
with an opportunity to be involved in a multitude of 
areas.  

 
 

Figure 2.5 



 

 27 

CHAPTER 3 

 

COMMITTEES 

 
 
The purpose of this chapter is to provide an overview of the organization required for an 
auction and to summarize the requirements for staffing such an event.  Later chapters 
will devote considerable depth to a description of each of these functions and their 
relationship to auctions. 
 

 

VOLUNTEERS 
 
  
No benefit will be successful without a large core of dedicated and capable volunteers.  
Most organizations (i.e., hospitals, museums, churches and schools) have a substantial 
volunteer force.   In order to run a successful auction, you must draw upon the standard 
volunteer force as well as entice a wider group to participate in the event.  An auction is 
an undertaking that requires an enormous volunteer pool.  Even in today's complex 
environment of full schedules it is possible to attract the necessary volunteers. 

 
THE NEED All organizations have fundraisers that rely on 

volunteers.  The force with which a person will 
become involved is usually in proportion to his or her 
attachment to the institution.  Some volunteers will 
always remain faithful and dedicated while others will 
join the ranks to provide adequate manpower 
depending on the charitable event, their free time 
during the development phase and/or their concern 
for the stated purpose.  Although an auction is a 
major volunteer effort, you will be able to gather your 
necessary volunteer pool. 

 
THE SOLUTION Gone are the days when the volunteer adapted to the 

needs of the organization.  You must appeal to the 
different schedules and talents of today's work force.  
Be flexible and creative when organizing your 
volunteer committees.  Be mindful of individual 
careers and match the volunteers' skills with an 
appropriate task within the benefit.  This creates an 
environment of intelligent, organized workers 
performing jobs easily accomplished within the 
committee framework.  People will be more receptive 
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to volunteerism if they feel the responsibilities can be 
handled reasonably with a minimum of frustration and 
in a professional manner.  The added bonus to the 
professional of interacting with other interesting 
personalities should be considered. 

 
  It is the chairmen's responsibility to gather all forces 

and create an attractive package for all volunteers.  
By directing knowledgeable, professional committees, 
the chairmen will create a working environment that is 
inviting to all individuals.  The net result of this 
matchmaking process is a viable group effort 
culminating in a successful auction. 

 
CAREER VOLUNTEERS Career talents can be easily transferred to volunteer 

work. Institutions are constantly searching for 
computer whizzes, treasurers, lawyers, editors, 
graphic designers, printers and managers, just to 
name a few. 

 
  Marketing expertise can provide invaluable 

assistance when planning an auction. One must sell 
the concept whether it is the items, the evening or 
even the raffle.  

 
  When recruiting the career-oriented volunteer, one 

must emphasize the invaluable assistance his or her 
particular know-how will make to the effort. The 
volunteer chairman must determine the proper 
channel for each individual, emphasizing his or her 
special talent. Due to the modern multitude of 
commitments, it is no longer possible to appeal to the 
general call of “helping the cause”; one must 
acknowledge the volunteer’s individual business 
acumen. 

 
PINPOINTING VOLUNTEERS Most institutions have a confidential listing of all 

members and their occupations. This directory is an 
invaluable asset in determining who might be best 
able to assist in the auction volunteer effort. The 
chairman should review the list of individuals and 
consider approaching the proper people for certain 
tasks. People are more likely to become involved in 
areas in which they have some skill. Above all else, 
the lists must be used with the utmost discretion. 
Privacy and confidentiality are key.  

 
  Although there are fewer  “non-working” individuals 

than in the past, the organization need not despair of 
gathering volunteer personnel. It becomes the 



 

 29 

chairman's responsibility to channel individual talents 
into the appropriate volunteer positions. Most people 
will contribute SOMETHING to the effort; the 
challenge is to locate the proper job for each 
prospective volunteer.   

  
 
 

CHOOSING THE COMMITTEE 
 
 
COMMITTEES An auction can be a complex event that requires a 

great deal of coordination among all components of 
an organization. Many people must commit 
themselves and, in order to obtain the fruits of their 
endeavors, an organization is required. 

 
  In the pages that follow, we have provided an overall 

structure of a "major" auction involving many 
individuals and a multitude of committee 
assignments.  Such a structure is strongly 
recommended for a large organization with a viable 
volunteer core.  At the same time, we recognize that 
many smaller organizations will utilize an auction as a 
fundraiser, and it is not mandatory that all of these 
functions be performed for these smaller 
organizations.  

 
YOUR ORGANIZATION Examine the following pages and then mold your own 

benefit committees to fit your particular needs.  
Depending on the size of your auction, what you hope 
to accomplish, and the availability of your volunteer 
force, you will need to modify the described group 
structure.  Some areas can be combined, scaled 
down or completely eliminated, depending on your 
exact goals.  It is not necessary to fill every slot to 
achieve success; use common sense to determine 
your situation. 

 
 
 
 
 
 
 
 
 



 

 30 

COMMITTEE  DUTIES 
ACQUISTIONS  1. Organize procedure for the soliciting of the entire 

community including membership, staff, alumni, 
merchants and students. 

2. Secure appropriate hosts for party. All attendees 
to bring a donation. 

3. Establish a timetable for acquiring donations. 
4. Prepare and distribute list of donations. 
5. Print and distribute acquisition forms. 
6. Create and maintain acquisition log. 
7. Keep members of committee informed of all 

newly acquired donations. 
8. Copy all certificates and keep originals in a 

secure place. 
9. Arrange certificates in envelopes for awarding to 

winning bidders. 

ADVERTISING  1. Establish rates and sizes of ads in coordination 
with the chairmen and the catalog committee. 

2. Have advertisement contracts printed. 
3. Organize efficient methods of solicitation. 
4. Establish strict timetable for soliciting and return 

of ads. 

5. Prepare ads for inclusion in the catalog. 

 

ADVISORY BOARD  1. Review and finalize all decisions of the auction 
committees.  

2. Assist and advise the chairmen in coordinating 
all activities to ensure that the benefit does not 
intrude upon the orderly process of the 
academic, social or athletic programs of the 
organization. 

 
ARRANGEMENTS 
     Entertainment 
     Decorations 
     Feast 
 

 1. Select the menu and the caterer if one is used. 
2. Secure all rentals and prepare timetable for 

delivery and setup. 
3. Determine if organization has a celebrity 

entertainment contact. 
4. Interview bands and other musical media. 
5. Prepare and execute plan for decorations of 

silent auction and dining area. 
6. Create an atmosphere brimming with gourmet 

delights. 

7. Arrange for orderly cleanup and return of all 
rentals. 
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COMMITTEE  DUTIES 
CATALOG  1. Determine if software will produce catalog. 

2. Design basic layout. 
3. Decide who will do the printing: commercial or in-

house facility. 
4. Coordinate the timetable required producing the 

catalog and arranging its distribution.   
5. Write all descriptions of donations in a coherent 

style and theme. 
6. Package small donations into attractive and 

more valuable auction items. 
7. Produce all copy required, including list of 

volunteers, rules, thanks, etc. 

8. Create a committee of writers, proofreaders, 
editors and advertising layout people. 

 
   
CHECK IN-CHECK OUT  1. Prepare plan for reservations and checkout. 

2. Order credit card service and equipment. 
3. Train volunteers in registration, “EXPRESS 

CHECKOUT” and unregistered guests. 
4. Train and supervise the collection and payment 

for winning items. 
5. Integrate process with computers. 
6. Plan for notifying winning bidders. 

7. Organize process for distributing winning items 
to bidders. 

 
COMPUTER  1. Survey existing software products. 

2. Determine extent of computer commitment. 
3. Evaluate existing hardware. 
4. Learn how to use software. 

5. Be prepared to train others. 
 

INVITATIONS  1. Design invitations. 
2. Select printer. 
3. Create timetable for printing and distribution. 
4. Secure mailing list for all prospective guests. 

5. Gather volunteer force to hand address. 
LIVE AUCTION  1. Display and circulate live auction items.  

2. Secure amenities for auctioneer. 

3. Establish procedure for recording of bids. 
PREVIEW PARTY   1. Decide the time and type of party. 

2. Gather sufficient volunteers. 
3. Coordinate with decorations and silent auction 

committees. 
4. Coordinate production for games, refreshments 

and entertainment. 

5. Prepare invitations and mail to members. 
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COMMITTEE  DUTIES 
PUBLICITY  1. Organize production of press releases, posters, 

banners and photographs to publicize the event 
to entire community. 

2. Develop and utilize the auction newsletter to 
spread the good news. 

3. Prepare press releases. 

RAFFLES 
 

 1. Fully investigate all local and state regulations 
relative to running a raffle and requirements for 
printing tickets. 

2. Determine what will be raffled, secure items, and 
recruit sufficient volunteers to sell chances. 

3. Establish procedure for sale of tickets and keep 
accurate records of all sales. 

 

RESERVATIONS  1. Establish a procedure for receiving invitations, 
coordinating with treasurer. 

2. Prepare master seating plan. 
3. Assign tables.  
4. Prepare lists for registration. 

 

SILENT 
AUCTION 

 1. Select sufficient committee members. 
2. Draft a plan for the display and presentation of 

the items. 
3. Determine the method of bidding. 
4. Establish minimum bids and raises. 
5. Arrange the closing times of auction. 
6. Coordinate the delivery of all auction items and 

display materials to the site. 
7. Form committee to display all items in orderly 

fashion on the day of auction. 
8. Monitor bidding during the evening. 

 

SPONSORS AND 
UNDERWRITING 

 1. Choose prominent volunteers known to 
organization. 

2. Create a plan for diversity of ticket prices. 
3. Organize subcommittees to implement plan to 

contact major givers and underwriters. 
4. Create a system so volunteers can easily make 

calls and obtain donations. 
5. Draw up a list of suitable underwriting areas and 

contact targeted individuals. 
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COMMITTEE  DUTIES 
TREASURER  1. With the assistance of the chairmen and the 

advisory board, draft a budget. 
2. Organize the preparation of the financial records 

of the event including a chart of accounts.  
Prepare a system for the orderly receipt of 
money and payment of bills. 

3. Open an appropriate bank account and prepare 
regular monthly financial reports. 

4. Keep chairmen advised of progress of budget. 
5. Oversee and coordinate with other chairmen for 

the orderly receipt of funds and payment of bills.  
This would include all ticket sales, advertising 
revenue, donations, preview receipts, etc. 

 

 
 

 
ORGANIZATION CHART OF LARGE AUCTION 

 
 
 
 
DOWNSIZING It is possible to combine committee functions 

depending on the size of your organization and the 
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Administration

Advisory

Co-Chairman Co-Chairman

Figure 3.1 
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number of volunteers available.   Do not despair if 
your volunteer resource pool is small, you can surely 
have a successful, efficient and memorable auction 
by melding similar committees together and utilizing 
key volunteers wisely.  The following chart 
demonstrates this strategy.  The new committees 
remain in block print while the sub-groups are in 
italics. 
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CHAPTER 4 

 

THE FOUNDATION STONES 

 
 

Every event requires a central core to its organization, and an auction is no exception.  
Behind every successful event is a well-organized, efficient administrative staff handling 
the nitty-gritty elements that create a magical atmosphere. Without the strong foundation 
of the bureaucratic committees, the glitz and the glamour would appear dull and 
tarnished. Organize these groups carefully, for they are an auction's backbone.  

 
 

THE ADVISORY BOARD 
 
 

 An advisory board may not be necessary for all organizations, but this executive 
committee can provide the chairmen with an influential and powerful organization within 
which major decisions can be made and executed. If the governing body of your 
institution understands and endorses your benefit decisions, it will be easier to attain 
your goals. 
 
 

CHOOSING THE COMMITTEE 
 
 

COMMITTEE The board should be composed of the major 
members of the organization. This will allow the 
chairmen direct and prompt access to the institution's 
decision-makers.  These individuals may be: 

 
 Head of Institution 

 
 Chief Financial Officer 

 
 Superintendent of buildings and grounds 

 
 President of major volunteer/parent group 

 
 Development Officer 
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PURPOSE The auction chairmen should determine the agenda 
and meeting schedule of the advisory board 
committee. This group should provide continual 
guidance on policy matters while serving as a conduit 
of information between the general auction committee 
and the institution. All major decisions should be 
brought before the advisory board so the auction 
committee will have the complete support of all facets 
of the community. A positive, supportive information 
flow from the board to the organization's 
administrative staff will be invaluable to creating an 
enthusiastic, positive atmosphere leading to a 
successful event. 

 
ADVISORY BOARD The advisory board members play a crucial role in the 

success of the auction. Although not directly involved 
in the day-to-day operations, the board provides the 
basis for an enthusiastic undercurrent throughout the 
institution. This is critical to the auction's overall 
success. This important contribution should be 
recognized and prominently featured in the catalog. 

 
 

THE AUCTION OFFICE 
 
 
 Create your own personal space!  Scout about your organization or institution, find an 
empty office or nook and cranny, and call it your own.  Publicize its existence and 
encourage volunteers and interested parties to stop by and say “hello.”  Hold small 
meetings there, and if you have enough volunteers, staff it during office hours to receive 
calls and donations and to spearhead activities. 
 
 
OPERATIONS A central location will aid in the efficient handling of 

the auction's operations.  It creates an easy flow of 
communication among the leadership and brings 
home to the institution the importance of the charity's 
endeavor.  The office should be equipped with a 
telephone, a computer and space to place donations 
as they arrive from area merchants and volunteers.  
By being in an office environment, you will also have 
access to copy machines, fax machines, mailing lists 
and the staff when those inevitable unanswerable 
questions arise. 

 
COMPUTERS In today’s world computers are playing an ever-

increasing role, and nowhere is this more obvious 
than in the organization, execution and flow of an 
auction.  Whether you purchase a comprehensive 
software package like BidStation Pro, or use word 
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processing and database software, computers will 
make your life easier, more efficient and more 
professional. 

 
  It is essential that a central core of volunteers are fully 

familiar with Windows™ operating systems as well as 
any software products that are employed.  The 
efficient use of e-mail can greatly enhance 
communication. 

 
STAFFING Consider staffing the auction office during business 

hours. An open office provides an air of 
professionalism while permitting an increased 
information flow. Volunteers should be available to 
answer benefit questions while performing regular 
office responsibilities, such as typing, computer input 
and answering the telephone. Consider assigning 
individuals on a rotating basis since expecting a daily 
volunteer is unreasonable.  

 
  While providing all volunteers with a base of 

operations, the office also serves as a subtle 
reminder of the vital nature of the affair. The 
institution's administrative staff will understand the 
deep commitment of the auction team and the 
amount of time and effort involved in launching a 
successful program. It provides all volunteers with an 
added sense of purpose and direction.   

 
 

TREASURER 
 
 
Pencils sharp, razor-sharp wits, with all i's dotted and t's crossed: that is the auction 
treasurer!   This individual must be precise and consistent in keeping the financial 
records of the auction.  The treasurer must keep the chairmen informed at all times of 
the status of the finances. 
 
 
CHAIRMAN In most cases, this is a one-person committee. The 

individual should be painstakingly accurate and 
organized, with a strong knowledge of balancing a 
budget and maintaining all records. Knowledge of 
computers is valuable but not essential.  

 
  In addition to these qualities, the treasurer must be 

discreet as he or she will be sharing with the event 
chairmen financial information that may be 
confidential.  Some people give donations and 
contributions without any desire to have their gifts 
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publicized.   The treasurer must also be bold enough 
to require other committee chairmen to adhere to 
their budgets, supply evidence of expenditures and 
generally follow the guidelines established in the 
budget.  This must be accomplished politely but 
firmly. 

 
                                                               
The following tasks must be accomplished: 

 
 Establish an auction bank account (unless a 

general account is already available).   Make 
deposits and record all income as it is received. 

 
 Establish procedures for keeping all records of 

income and expenses on a daily basis.  Make all 
bank reconciliations on a monthly basis. 

 
 Establish the auction budget.  
 
 Make regular reports to the chairmen including 

estimates of actual budget expenditures. 
 
 Obtain tax-free status number and establish 

procedure for all payments and necessary forms. 
 
 Establish a maximum dollar amount that can be 

paid without auction chairmen approval so that 
the event can proceed smoothly. 

 
 Collect all vouchers or bills on a regular basis 

from all committees. Draft checks and forward to 
vendors.  All requests for payments should be 
sufficiently itemized. 

 
 Catalog all payments and income by area of 

responsibility and committees.  
 
 Compile final report itemizing all expenditures 

and income. 
 
COORDINATION It is imperative that the treasurer keeps close control 

of the financial activities of all committees. Regular 
reporting of all expenses and receivables is essential 
to smooth operation of the auction. The chairman 
must have a firm understanding of what is being 
spent. When costs get out of hand the response must 
be immediate. Detailed record keeping will allow 
committees to carry out their duties correctly and 
successfully. To briefly summarize responsibilities:  

 



 

 39 

 Reservations must be carefully collected, 
deposited and recorded so a correct count is 
given to the caterer. 

 
 Donations of cash must be recorded and credit 

given where requested. 
 
 All payments for services for the night of the 

benefit should be prepared and available for 
disbursement at the auction. 

 
 
SAMPLE BUDGET The treasurer is responsible for all financial records of 

the auction and the preparation of the budget that will 
enable the chairmen to estimate the success of the 
event. 

 
INCOME $$$  EXPENSES $$$ 

Reservations   Dinner  

Level of sponsorships:      Caterer  

   Gold      Rentals  

   Silver      Hiring of hall  

   Bronze      Beverages  

   General   Catalog  

Advertisements      Printing  

   Pages      Advertising  

   Inside cover      Distribution  

   Back cover   Invitations  

   Community ads      Printing  

Cash Donations      Mailing  

   Underwriting   Decorations  

   Other      Site costs  

Raffles      Lighting  

   Tuition      Materials  

   Merchandise   Auction  

Auction Items      Live Auction display  

   Silent Auction      Silent Auction  

   Live Auction      Security  

   Centerpieces      Preview Party  

   Cash Call   Professional  

Preview Party      Auctioneers  

      Consultants  

      Closing Specialists  

   COMPUTER 

SOFTWARE 
 

      Hardware  

     

 
 
 
 
 

Figure 4.1 
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BUDGET The chairmen, the advisory board and the treasurer 
should draft the budget with a real understanding of 
auction expenses. It is vital that the project keep a 
fine balance between optimistic and realistic goals 
and that this is translated into practical sub-budgets 
for each committee. Always consider it may be 
necessary to spend money to make money.  Never 
be penny-wise and pound-foolish. 

 

SECRETARY 
 
 
Behind every creative masterpiece is an organizational wizard keeping the ducks 
all in a row. The auction secretary is essential to providing a smooth 
informational flow to all department chairmen during the event development. This 
individual is a vital communication link among all subgroups. An efficient and 
energetic secretary will grasp where fires are smoldering and inform involved 
personnel before a three-alarm blaze develops. 
 
 
RECORDING SECRETARY Individual should be very well organized and have 

strong writing skills and the ability to comprehend 
trouble spots and inform the auction chairmen.  “The 
right-hand-man” of the auction chairmen, the 
recording secretary must record the general 
meetings, distribute minutes to all in a timely fashion, 
keep the timetable of all future meetings and inform 
committee heads of upcoming meetings by telephone 
or post card mailings. 

 
CORRESPONDING In a word, this is the “thank-you” person, responsible 

for ex-pressing gratitude to all organizational 
members and area merchants who donated items to 
the auction. No matter how trivial the contribution may 
seem, the donation must be promptly recognized. 
Depending on the size of the benefit, a committee 
may be formed. 

 
OFFICE SECRETARY If there is an auction office, an office secretary is an 

added bonus. This individual would be responsible for 
answering phones, accepting donations and 
organizing the office agenda. This could be several 
different people ( i.e., Sally could take Monday, Susie 
has Tuesday and Betty Ann, Wednesday). If an office 
secretary is not feasible, consider an answering 
machine. This provides easy access for individuals 
with questions and problems. 
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ORGANIZING THE STRATEGY 
 
COMPUTERIZE  Computerize! With the advent of the computer, the 

auction committee has the ability to lessen costs by 
preparing much of the information in house.  It also 
will immediately create historical records of 
reservations, donations and winning bids.  Placing all 
information on the computer substantially decreases 
the workload. A beneficial itemized list includes some 
of the following: 

 
 Committee mailing lists should be stored. 

Consider preprinting committee mailing labels for 
immediate availability when correspondence is 
required. 

 
 Establish database records of donations, 

including bid sheets. 
 

 Create an automated system of thank-you letters. 
 

 Record reservations. 
 

 Input winning bids and individual monies spent. 
 

 Develop in-house catalog. 
 
THANK-YOU  NOTES All donations and advertisers, large or small, should 

be recognized. Both merchants and individuals from 
within the organization should receive prompt 
responses to their generosity. All thank-you notes 
may have the personal touch with the push of the 
proper computer button. This will add to the 
professionalism of the event while providing the 
benefit with an accurate record of who has 
contributed what and when. Place the advertising or 
acquisition receipt with the thank-you note. This is an 
additional record-keeping requirement for the donor's 
tax purposes.  

 
OFFICE SYSTEM A telephone would be an invaluable asset to the 

endeavor. Also, consider implementing an entire 
office filing system for the auction.  This includes 
records of all minutes, correspondence, mailing lists, 
reports and forms; in short, a resource center for 
volunteers.  Add a copy machine, fax, and e-mail 
facilities and you will be able to handle any 
communication. As previously mentioned, a volunteer 
office staff would be invaluable to creating an 
efficient, professional atmosphere.  
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THANK-YOU 
   

THANK-YOU More than for any other committee, this should be a 
personal expression of gratitude from the auction 
chairmen to their office staff. It should be clear to the 
auction's bureaucratic personnel that the chairmen 
appreciate the sometimes dreary and boring 
secretarial work.  Special lunches at a favorite spot or 
a small floral bouquet are two simple expressions of 
gratitude. 
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CHAPTER 5 

 

SPONSORS AND UNDERWRITERS 

 
 
Enter the actual auction "in the black"?  Most chairmen only dream of the fiscal 
ledger being positive as the gala affair begins.  Expenses abound during the 
planning months until the event chairmen wonder if the sea of red will ever turn to 
black. One method of increasing revenues and decreasing pressure is to devise 
a several-tiered cost system for attending the auction. Give sponsors the option 
of paying a bit more for an added bonus; this will give the event planners a wider 
profit margin and a level of comfort. In addition, secure underwriting donations to 
cover the cost of specific aspects of the event such as printing, beverages, 
decorations, etc.  With a degree of luck and constant contact by major group 
volunteers, the committee may begin the evening with a profit. 
 
 

SETTING THE PRICE 
 
SPONSORSHIP Every benefit determines a base level of admission. 

The ticket price usually covers costs, but not much 
room is left for additional surprise expenditures. 
Consider adding three different levels of participation 
to the base price structure. Assume that the actual 
cost of the event, including food, entertainment, 
decorations and miscellanous expenditure, is $75 per 
person.  Everything that is charged above that 
amount is a donation and the sponsor receives a 
specific tax deduction for their generous payment. 
This is pure revenue to the committee without 
significant added cost.  Examples: 

 
 General Admission Price, $200 

 
 Bronze Medallion Level, $300 

 
 Silver Medallion Level, $400 

 
 Gold Medallion Level, $500 
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  In order to make the higher level of giving attractive to 
donors; several different incentives should be 
initiated. Donors at the higher levels should be 
recognized by: 

 
 Program listing with a visible "thank-you".  

 
 Newspaper advertisement recognition. 

 
 Preferred special donor seating.  

 
 A pre-event private reception with the president 

of the organization.  
 
  Always remember that the purpose of your auction is 

to raise money for your institution. All participants 
understand this and with a degree of subtle 
persuasion are willing to cooperate to achieve the 
ultimate goal. 

 
CORPORATE SPONSORS In certain cases it will be appropriate to add the 

concept of corporate sponsors who will be offered the 
opportunity of supporting your cause by purchasing 
tables. These corporate donors may then distribute 
the tickets to members of their organizations or to 
their friends.   

 
  In these cases a special subcommittee should be 

organized for this specific purpose, but the basic 
approach will remain the same. 

 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMAN This individual must establish a committee to canvass 

all members of the organization to request their 
participation in the special giving groups. The giving 
group chairman must understand the dynamics of the 
organization, have the ability to identify volunteers 
willing to solicit fellow members and keep an accurate 
accounting of individuals willing to contribute as 
sponsors or underwriters. The chairman will 
determine perks to be given to higher-level donors 
and will oversee this process. 

  
DIVISION HEADS  Subdivide your organization into three or four smaller, 

more manageable groups. Appoint a division head for 
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each unit. These volunteers are responsible for 
identifying several individuals willing to solicit other 
members for increased financial support. Division 
heads will be responsible for creating small lists 
within their subgroup for each volunteer to contact. 
The division heads must keep a correct listing of 
these small-calling units. 

  
 
UNIT SOLICITORS  These are volunteers named by the division heads to 

canvass fellow members in soliciting sponsors. Units 
should not exceed 30 individuals. Contact should be 
made by telephone in an informational, non-
threatening manner. This is a perfect volunteer 
opportunity for working personnel.  Unit solicitors 
should be people known and respected within the 
organization. 

  
RECOGNITION This individual is responsible  for organizing  bonus  
COORDINATOR activities.  Recognition may be as simple as a 

highlighted notation in the event program, or the 
coordinator could arrange for a reception for the 
donors. Event and major giving group chairmen 
should decide upon the correct recognition.  

 
CORPORATE DIVISION The committee should be comprised of individuals 

who have extensive knowledge of those corporations 
who would support the endeavor and the decision-
makers within those companies.  In many cases it will 
be useful to enlist the aid of individual members of the 
constituency who work for these corporations. 

 
 

ORGANIZING THE PAPERWORK 
 
 
SUBDIVIDE  WORK This is one instance in life where "divide and conquer" 

is the password. Create manageable calling groups 
within the institution and the massive calling 
campaign will become simple. Divide the large 
organization into three or four subgroups, with each 
unit having its own committee.  Those leaders should 
list members in groups of 20-30.  This is a 
comfortable task for individuals willing to utilize 
telephone time. 

 
DIVISION HEAD Leave nothing to chance.  Provide division heads with 

explicit action calendars.  When devising the 
calendars, keep in mind that all information must be 
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completed prior to the general invitation mailing or the 
printing of the catalog or program.  Set an opening 
date for calling, complete with a coffee reception (day 
or evening) for all your giving group solicitors. This 
provides group enthusiasm, similar to a pep rally 
before the big game.  Inform all callers of definite time 
frames for enlisting support, usually a two-week 
period.  Mark a closing date for all calls and a second 
for the return of all calling sheets.  All activity should 
be completed directly prior to the mass invitation 
mailing. 

 
TIMETABLE The following calendar schedule is useful as a 

guideline: 
 
 

MONTH 
PRIOR 

DUTY 

5 Months   Review constituency and target potential 
sponsors 

 Compile information packet  
 Write letter introducing concept 

4 Months   Unit heads solicit volunteer callers 
 Schedule kick-off coffee 
 

3 Months   Kick-off party for all volunteers 
 Distribute packets, script and instructions 
 Set timetable for calls and follow-ups 
 Set last date for solicitations 

2 Months   Collect all calling sheets and compile special 
giving list 

 Provide lists for catalog and invitations 
 Decide on format for “thank-you” party for 

sponsors and underwriters 
1 Month   President to host reception for special 

sponsors and underwriters 

 
              
 
 
CREATE LISTS Devise accurate lists of all individuals in subgroups 

and again in smaller units.  Reconfirm that all 
members are included in the canvass.  Ensure 
master list has been safeguarded and run a 
crosscheck so the possibility of people being on 
duplicate lists is minimized. List both spouses' names 
and home and business telephone numbers so calls 
can be easily completed.  If this is a historical event, 
include members' past attendance and contribution 
record 

 

Figure 5.1 
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COMPUTERS Computers can play a significant role in this process.  
Database records are created of potential sponsors; 
form letters designed and individualized through 
creative merge techniques.  This information can be 
updated from year to year making subsequent 
fundraising easier and more efficient. 

 
INFORMATION LETTER Design a letter that will clearly inform recipient’s that 

they have been selected from the constituency to 
plan a critical role in the forthcoming fundraising 
event.  

 
 Define the purpose of the event and the need for 

the fundraiser. 
 

 State the cost of the event and the prices for the 
various levels of donations. 
 

 Describe specific levels of donations. 
 
INFORMATION SHEETS Provide each caller with a basic sheet that clearly 

defines all pertinent information regarding the auction.  
Remember, you may feel the universe knows about 
the benefit, but the reality is that many have not 
focused on it.  State name, date, time and type of 
event being held.  Include all ticket prices, clearly 
identifying what each giving group costs.  Make clear 
what portion of the cost is tax deductible. 

 
  Anticipate questions.  Give a historical description of 

what past net profits have purchased.  Include a wish 
list of what the organization is hoping to gain with this 
year's proceeds.  Have details available such as 
appropriate attire for the evening and the menu.  Most 
important, clearly state the added perks to be 
bestowed on the special giving groups. 
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INFORMATION SHEET 

Basic Benefit Name:  “As You Like It!” 
    

Date & Time: Sunday, April 11, 1999 

  6 PM   Cocktails and Silent Auction 
8 PM   Dinner and Live Auction 
 

Place:  The Darling School for Girls Gymnasium 
 
 Gold Medallion 

Silver Medallion 
Bronze Medallion 
General Admission 

$500 per couple 
$400 per couple 
$300 per couple 
$200 per couple 
 

Deduction: Cost of the evening is $150 per couple, the remaining monies are tax 
deductible as permitted by law. 
 

Special Donors Receive: 
 
 

Prominent listing in Catalog 
Invitation to evening reception with president 

PAST PROFITS PURCHASED 

Teacher Endowment 
Computer Lab 
New Soccer Field 
Library Books 

AUCTION WISH LIST 

Cafeteria Furniture 
Paving of Parking Lot 
Theater Seats 
Increased Financial Aid 

 
 
 
 
SAMPLE CALL Provide callers with a sample telephone conversation, 

complete with dialogue. First-time volunteer callers 
need a safety net to aid them in their endeavors.  
Although it will most probably not be utilized, it will 
provide all with a complete format.  This affords you 
the golden opportunity to demonstrate your soft 
informational approach rather than a hard-sell 
technique. 

 
SAMPLE CALL 

 
 I am calling tonight on behalf of the "As You Like 

It" Auction Committee.   This year's event is 
going to be a fun, memorable evening held on 
Saturday, April 11th with cocktails beginning at 6 
P.M. and dinner being served at 8 P.M.  People 
may come dressed as Shakespearean characters 
or in Black Tie.  Entertainment will be provided 
suitable to the theme. 

 
 As you may already know, we are contacting all 

Figure 5.1 
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members of the organization requesting their 
participation in the special donor program.  
General admission tickets are $200 per couple 
but the higher ticket groups will provide us with 
important added revenues for the event. 

 
 The highest price, per couple, is: 
 

 $500 for Gold Medallion level and 
includes an invitation to the president's 
cocktail party, preferred seating and 
parking, and a special listing in the catalog.   

 
 $400 per couple also includes an 

invitation to the cocktail party, preferred 
seating and appropriate catalog listing for 
Silver Medallion level  

 
 $300 couples are recognized at the 

Bronze Medallion level with a catalog 
listing and cocktail party. 

 
 In addition, we are seeking underwriting 

donations to cover the costs of specific aspects of 
the event.  Underwriting can include beverages, 
entertainment, printing, dinner costs, etc.  The 
amount donated does not have to equal the 
complete cost associated with that activity. 

 
 Please consider these special categories.  As you 

know, the money raised this year will be spent on 
increased financial aid, theatre seats, new 
cafeteria furniture and the re-paving of the 
student parking lot, just to name a few desires. 

 
 All special donors will be invited to the 

president's home for a "thank-you" reception on 
Sunday afternoon, April 5th.  Your name will also 
be prominently displayed in the auction catalog. 

 
 
 Either:  
 
 Thank you for your generous support.  We 

appreciate your willingness to become Gold 
Medallion members.  We look forward to seeing 
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you at the president's house or at the auction. 
 
 Or: 
 
 Thanks for taking a few moments to speak with 

me.  We hope to see you at the auction.  We know 
it will be a memorable evening for everyone. 

 
  
THANK YOU Design a "thank-you" card that will be inserted in each 

special donor's invitation.  Cards should simply 
acknowledge their added support while serving as a 
gentle reminder of their commitment.  These cards 
should be printed in a format identical to the general 
invitation. 

  
  
 
 

ORGANIZING THE STRATEGY 
 
 
 
OPENING KICK-OFF Organize a “kick-off" coffee to begin your special 

donor calling campaign.  It can be a simple reception 
devised to explain the calling process to all 
volunteers.  Be light, upbeat and enthusiastic while 
providing a sound informational base.  Stress the 
informal format of the calls, not the high-pressured 
sales techniques.  All information packets should be 
distributed and volunteers should understand the 
calling timetable.  Allow ample opportunity for 

Figure 5.2 
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questions and express gratitude to all callers for their 
support. 

 
TIMETABLE Adhere closely to a timetable.  Clearly stress that 

volunteers are not to initiate calling prior to the agreed 
date.  Telephone contact should be constant during 
the assigned period and should not continue later 
than the targeted completion date.  Inform callers that 
proper spacing of calls (perhaps 4 or 5 per day) will 
help the process run smoothly and with less effort.  
Let them know their division heads will be calling the 
unit solicitors periodically to answer questions and 
keep the telephones buzzing.  

 
FOLLOW UPS Division heads are responsible for keeping their unit 

solicitors communicating with their volunteer callers.  
Reconfirm with unit heads that accurate records are 
being kept and answer any questions. Unit solicitors 
should contact volunteers several times during the 
two-week activity period. 

 
UNIT SOLICITORS CONTACT Regular, informational contact between the unit head 

and callers is essential.  The unit solicitor will provide 
volunteers with enthusiastic support and will be 
available to answer any questions that may arise from 
the calls.  It is imperative that periodic contact be 
maintained so problems can be solved before too 
much time passes.  Encourage hesitant callers to 
make telephone contact and stress it is simply a 
means of "touching base" rather than a strong plea 
for assistance. 

 
CALLERS Volunteers must call the assigned members during 

the prescribed period.  Contact should be light and 
informational with a clear understanding that these 
giving groups may not be for everyone. Gratitude 
should be expressed to all organization members 
whether or not they are participating at the higher 
donor levels.  If questions arise, immediately contact 
the unit solicitor or division head.  Continue calls on a 
constant, regular basis so calling never becomes 
burdensome.  Keep an accurate record of all 
individuals' responses on the listing sheet so a simple 
accounting can be maintained and records will be 
available for the next event. 

 
TECHNICAL WRAP-UP Encourage prompt return of all listing sheets to 

division heads.  Compile a master list of all-special 
giving group sponsors and underwriters. Carefully 
reconfirm members in appropriate levels and check 
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spelling if program listing is to be created.  Ensure 
that the appropriate people are invited to the special 
reception if that is what has been decided.  Finally, 
provide a complete, accurate listing to the invitation 
committee so proper inserts can be included in the 
general mailing. 

 
 

COMPLETING THE TASK 
 
PROGRAM LISTING The giving group chairman should ensure that all 

donors' names are properly prepared for the program 
or catalog.  Check spelling, determine uniform format 
(Mr. & Mrs., maiden name, or first names) and 
forward to the catalog committee for inclusion in the 
catalog within the time frame set for printing. 

 
PREFERRED SEATING Forward the complete list to the reservations 

committee. Place the highest donors in the prime 
seats and move downward in the special giving 
categories. This is extremely straightforward. 

 
RECEPTION Prepare an afternoon or evening reception with the 

head of your organization and all special donors. This 
can be elaborate or simple, depending on the wishes 
of the auction committee.    This event may be 
planned immediately prior to the benefit, but keep in 
mind that many of the higher donors may also be 
volunteers in the event and it may be a high-energy-
level time.   

 

THANK YOU 
 
THANK YOU Letters of sincere thanks should be sent to all callers, 

unit solicitors and division heads. These are simple 
volunteer positions so a "heart-felt" thanks should be 
sufficient. The giving group chairman should be 
included in any committee chairmen appreciation 
event.  
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CHAPTER 6 

 
 

ACQUISITIONS 

 
 
Without acquisitions there is no auction. This must be viewed as the most crucial 
committee.  Its purpose is to acquire donations that are practical, unique, 
unmatched and imaginative, and also have emotional sales appeal.  

 
 
 

CHOOSING THE COMMITTEE 

 
 
CHAIRMAN This individual serves as coordinator and motivator.  

Dialog with the related committees (advertising, 
catalog and publicity) is essential.  In addition, each 
acquisition member must know what is needed and 
what has been obtained.  The chairman must 
encourage his or her army to scour the landscape for 
creative and plentiful donations. 

 
     The principal attributes of a good chairperson are: 

 

 Affability paired with aggression.  
 

 Commitment to the purpose of the event.  
 

 A positive approach to acquisitions. 
 

 Organizational skills. 
 
COMMITTEE MEMBERS  Raise an army of volunteers representing every 

aspect of your community. Encourage individuals 
from all subgroups of your organization to assist in 
the acquisition effort. Obviously, the more diverse 
your committee pool, the easier it will be to contact 
potential donors. Personal knowledge regarding 
members' interests and donation possibilities is 
invaluable when gathering gift listings. 
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ACQUISITION COORDINATOR If yours is a school organization, appoint a parent as 
a volunteer coordinator and a parent representative 
for each class. It will be the representative's 
responsibility to contact each class parent to inform 
them of the auction and the donation possibilities and 
to request their contribution. Being a part of the event 
rather than extravagance should be emphasized. 
Crosscheck lists and eliminate multiple calls to 
siblings' parents. 

 
STAFF ACQUISITIONS A faculty or staff acquisition coordinator with people 

willing to canvass faculty and administration 
regarding acquisition participation should be named. 
This committee should be organized carefully if 
faculty involvement has not been utilized in the past. 
This may be a delicate topic and should be 
thoroughly discussed with the president of the 
organization; the board of trustees, advisory board 
and school administrators. If approved, the president 
should introduce the concept at faculty meetings. The 
faculty should fully understand the goals of the 
fundraising effort and understand that their 
participation is seen as a signal to the rest of the 
community of their desire to share in the work. 
Emphasis must be placed on the unique contribution 
of faculty members. Emphasize items that will be 
especially attractive to the parent body but will not 
place additional monetary burden on the teachers. 

 
MERCHANT DONORS Appoint a merchant coordinator, preferably someone 

who is well connected in the surrounding community. 
Gather representatives willing to canvass shop 
owners for donations. This group should coordinate 
closely with the advertising solicitors (see chapter 
12). It may be best to approach merchants only once, 
either for an advertisement or an item donation.   

 
CORPORATE DONORS Designate an individual well known in the corporate 

community to contact all fellow executives regarding 
possible donations. Personal interaction is essential 
to the success of this committee. Business 
colleagues will be less likely to reject a direct appeal. 
Please keep in mind corporations are often more 
willing to donate merchandise or services rather than 
money (i.e., a bottled water company may wish to 
supply the event with its product). 

 
STUDENTS Once again, if yours is a school organization or a 

local community with a large youth movement, assign 
a student volunteer coordinator and student 
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representatives by class or age group. They can 
contribute services that parents will create a bidding 
rivalry to win. Donations can be individual or 
combined activities. In order to maximize this effort, 
donations should be secured from the older students.  
As before, it will be the representatives' responsibility 
to contact all youth regarding donation possibilities 
that are appropriate (e.g., baby-sitting, assisting with 
children's parties, assisting at dinner parties). 

 
ALUMNI AND FRIENDS Appoint a coordinator willing to canvass alumni (if that 

term applies to your organization) and friends who 
may be interested in contributing to the auction. The 
identical procedure applies as in the other 
committees. The development office can be helpful in 
suggesting appropriate individuals to lead this effort 
and in identifying ideal contributions for the alumni. 

  

ORGANIZING THE PAPERWORK 
 
 
GENERAL PROCEDURE All subcommittees should follow the same procedure 

when organizing the acquisition campaign paperwork. 
Remember that it is imperative to impress upon all 
volunteers that a large and varied number of items 
are necessary to create a successful auction. A 
benefit without a massive cross-section of buying 
opportunities to offer wide appeal would be 
disastrous. 

 
COMMUNITY LETTER A letter should be mailed to everyone in the 

organization detailing the benefit, its purpose, its 
goals and the need for massive participation. For 
added interest enclose an acquisition form in the 
same mailing to indicate a willingness to donate or 
volunteer. Make clear that an acquisitions volunteer 
will be calling to speak with them regarding their 
ideas in the coming weeks. (Sample letter is Fig. 6.1) 

 
 
PAST DONORS One of the most productive methods of securing 

acquisitions is to contact previous donors.  The 
opportunity is great for thanking the donor again and 
at the same time reminding them of their previous 
donation.  Enclosing an acquisition form and return 
envelope will often result in an abundance of items 
registered at an early date. (Sample letter is Fig 6.2). 
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Ocotober 11, 1998 

 

Mr. & Mrs. Robert Parent 

123 Homebody Road     

Nicetown, NY 10907 
 

Dear Peg and Bob: 

 
As you may be aware, the Spring Benefit Auction, "As You Like It," will 
take place on the weekend of April 10-11, 1999, at The Darling School for 
Girls.  The auction committee has been diligently planning a festive event 
that will feature a preview party, silent and live auction and dinner dance.  
All proceeds will be used to increase financial aid, purchase new theatre 
seats, library books, cafeteria furniture and computer software for the new 
technology center. 
 
WE  NEED YOUR HELP to accomplish our financial goal.  A vast array of 
donated items, large and small is required to design a successful auction.  
Please examine your resources and contacts and identify an acquisition gift 
to us.  It need not be big or glamorous.  Many small items can be compiled to 
create one smashing, unforgettable auction possibility.  Look over the 
enclosed list of acquisition considerations and give us your thoughts.  A 
handmade quilt, child's dress, or a basket filled with homemade delights may 
be as spectacular as a luxury vacation home or a city-shopping spree. All 
donations should be new or a certified antique. 

 
Don't be shy-become involved!  Let us know your thoughts by returning the 
enclosed acquisition form with your suggested donation at the earliest 
possible moment.  We must have your support to make this a successful 
event.  We look forward to your reply. 

 

   Thank you. 
 
   Sincerely, 

 
  Alice Wishididnt                                         Mary Whydidi 

 Alice Wishididnt                                                     Mary Whydidi 

 

THE DARLING SCHOOL FOR GIRLS 
DARLINGTON, NN 12345 
(555) 123-4567 
 

Figure 6.1 Community Letter 
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CORPORATION LETTER An announcement informing all area merchants and 

corporations of the upcoming auction should be sent.  
All pertinent information should be listed, including 
the purpose of the benefit and how proceeds are to 
be utilized. Consider sending one letter in conjunction 
with your advertising committee. If you have a 
particular objective in mind, state it clearly. (Figure 
6.3) 

  
 
  
 
 

 

 
 
 
October 11, 1998 
 
Mr. James Jones, Mgr. 
Tiffany Hotel 
123 Anystreet 
Darlington, NN 11123 
 
Dear Mr. Jones: 
 
May I take this opportunity to once again express our gratitude for your kind support 
of last year’s auction.  Due to your generosity, the Darling School was able to 
purchase additional corporate software,  a new school van and complete 
construction of a softball field.  Thank you sincerely for your support of our auction 
last year.  
 
This year’s benefit on April 11, 1999 will be successful if we can repeat the support 
of past participants.  Your previous gift of “A Weekend for Two”, including breakfast, 
was a huge success and we are hopeful you will contribute again.  As always, your 
donation will be prominently noted in our auction Catalog that is distributed to all 
community members.  
 
This year’s proceeds are pledged to continue our efforts to increase scholarship aid 
for needy students, and your continued support will guarantee our success.  We 
enclose an acquisition form and return envelope and look forward to your donation. 
 
Thank you again for your support. 
 
Sincerely, 

Alice Wishididnt                                                        Mary Whydidi 
 Alice Wishididnt                                                     Mary Whydidi 

THE DARLING SCHOOL FOR GIRLS 
DARLINGTON, NN 12345 
(555) 123-4567 
 

Figure 6.2 Past Donor 
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  Local merchants can be convinced that it is in their 

best interest to support a local event that is well 

 

 

 

 

 

 

October 14, 1998 

 

Mr. William Flyer 

USA Airways              

10 Airline Plaza 

Boeing, WA 98077 

 

Dear Mr. Flyer: 

 

The Darling School for Girls is a college preparatory school of 530 students from 

nursery school through high school.  It is the oldest girls' school in the area and is 

dedicated to providing quality education to a variety of students from a cross-section of 

the surrounding communities. 

 

In order to help the school achieve this goal, the Parents Association is holding a benefit 

auction in April.  Auction proceeds are used for scholarships and faculty endowment; 

without the assistance and generosity of corporations such as USA Airways, the school 

would not be able to offer financial assistance to worthy students or attract top teachers. 

 

It would be greatly appreciated if USA Airways would be willing to donate four (4) 

airline tickets to be used in connection with a package tour of some area of the United 

States.  Your company will in return receive prominent recognition in our program, a 

full-page advertisement in the catalog and a visual display at the auction. The addition of 

the airfare would guarantee that the item would be one of the auction's big hits, certain to 

bring a very high bidding amount. 

 

Please know that The Darling School for Girls is grateful for your consideration of this 

contribution.  The school is a 501(c)(3) and all donations are deductible to the extent 

permitted by law. Please do not hesitate to contact us if we can answer any further 

questions regarding the school, its commitment to the community and the charitable 

nature of the auction. 

 

Thank you again. 
 
Sincerely, 

 

Alice Wishididnt                                        Mary Whydidi 
  Alice Wishididnt                                       Mary Whydidi 
 

THE DARLINGTON SCHOOL FOR GIRLS 
DARLINGTON, NN 12345 
(555) 123-4567 

Figure 6.3 Corporate Letter 
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attended by their customers. Their donations can be 
used in combination with others to make "super gifts" 
such as shopping sprees or donations of personal 
services. In addition, donations from merchants can 
be used for promotional activities or the preview 
party. 

 
 
 
THE ACQUISITION FORM The acquisition form is critical to the operation of the 

committee.  It must contain complete information on 
the item, its donor, description, qualifications, value 
and disposition.  This form should be printed in two 
parts on NCR paper. (Figure 6.4) 

 
     Items may vary depending on your donations, but the 

following information should be obtained and made 
part of the final record of this donation. 

 
SOLICITATION PACKET Assemble a solicitation packet for each volunteer.  All 

should receive the same basic information; the only 
difference in each category will be the acquisition 
wish lists. Obviously, what is appropriate for parents 
to contribute is not necessarily identical to the youth, 
administration or merchant contributions. 

 
  The basic auction information sheet should contain 

name, date, location, time, attire, entertainment, and 
name of sponsoring institution and goals of the 
auction. (Figure 6.5) 
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  DARLING SCHOOL FOR GIRLS  

AUCTION ACQUISITION FORM 

DONOR INFORMATION PLEASE PRINT CLEARLY 

Donor or Company Name  Name to Appear in Catalog 

Donor Thank You Contact Person 

Donor Address 
 
 
 

Phone Number  Fax Number 

Donation Is 
[ ] Company  [ ] Personal [  ] Other___________________ 

Signature (required) 

ITEM INFORMATION 

CATALOG ITEM NAME 

Detailed Description: Include Restrictions on trips, tickets and travel, 
size, color and other information to ensure proper understanding of 
donation. Attach brochure if available. 

EXPIRATION Value 
$ 

 

 

[   ] My Donation Will be Mailed  [    ] Please have a representative contact me about delivery 
 
Please provide illustrative materials on your donation that are suitable for display at the auction. 
SOLICITOR Please attach business card 

The Darling School for Girls is a 501(c)(3), and all donations are tax deductible to extent permitted by the law. 

 
 
 
  
 
 
 
 
 
 

 

 

Fig. 6.4 Acquisition Form 
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INFORMATION SHEET 
 

Basic Benefit Name:  “As You Like It!” 
    

Date & Time: Sunday, April 11, 1999 

  6 P.M.   Cocktails and silent auction 
8 P.M.   Dinner and live auction 
 

Place:  The Darling School for Girls Gymnasium 
 
 Gold Medallion 

Silver Medallion 
Bronze Medallion 
General Admission 

$500 per couple 
$400 per couple 
$300 per couple 
$200 per couple 
 

Deduction: Cost of the evening is $150 per couple; the remaining monies are tax 
deductible as permitted by law. 
 

Special Donors Receive: 
 
 

Prominent listing in catalog 
Invitation to evening reception with president 

PAST PROFITS 

Teacher Endowment 
Computer Lab 
New Soccer Field 
Library Books 

 

AUCTION WISH LIST 

Cafeteria Furniture 
Paving of Parking Lot 
Theater Seats 
Increased Financial Aid 

 
 
    
 
SAMPLE ACQUISITIONS A well-defined list of gift possibilities will provide 

donors with ideas.  Once given a list of options, most 
individuals will be pleased to participate.  The sample 
donation will vary according to donation group; 
examine the acquisition samples ( Fig. 6.6) and pick 
and choose what is appropriate for your organization. 
This listing is a vital piece of information. Include a 
well-defined “wish list” in correspondence for all 
calling groups. 

Fig. 6.5 Information Sheet 
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ACQUSITION IDEAS 
Trips Children’s  Items Sports 

2-3 Day Hotel Packages Ballgame with Lunch Entry Fee in a Pro-Am  
Vacation Homes  Sleepover at School Golf/Baseball Camp 
Airline Tickets Hand-painted Teepee Best Seats in the Park 
Cruises Logo Needlepoint Golf Foursome or Outing 
Skiing or Hiking  Rule the School Sky Box Tickets 
Weekend in Major City Original Painting of School  
Disney Vacations Coach for a Day Exclusive Services 
Universal Studios Reserved Parking Place Personal Shopper 
Sea World Birthday Party in Toy Store Pianist for a Party 
Amusement Parks Ball Girl\Ball Boy  Kitchen Consultant 
Las Vegas Junkets Doll House Private Cooking Classes 
Nantucket or Cape Cod Outdoor Gym Set Craftsman for a Day 
New Orleans Oil Study of Your Child Large Catered Party  
Wine Country Tuition Scholarship Decorate Home for Holiday 
Washington, D.C. Trip Graduation Reserved Seat  
Space Camp Beanie Baby House Personal 
Casino Cruises Senior Prom Package “His & Hers” Bikes 
Deep Sea Fishing College Logo Sweatshirts Oil Painting of Your Home 
Frequent Flyer Mileage Summer Sports Camp Portrait of Your Dog 
Fly Fishing Vacation A Day with the Vet A Year of  Haircuts 
Live Concert Tickets Fantasy Party at Zoo, Mall Custom Humidor & Cigars 
 Day with a Trial Lawyer/DA Car Rental for a Week 

Dream Vacations Ride in Police/Fire Vehicle Laptop Computer 
Golf in Ireland or Scotland Movies & Pizza with Teacher Cosmetic Surgery 
Bermuda or Hawaii Holiday Piano/Music Lessons Satellite Dish 
Caribbean Islands   
African Safari Student Services Novel 
Balloon Ride in France Serve at a Dinner Party Dumpster for a Week 
Chartered Jet Vacations Supervise Child’s Party College Tour Bus 
Chartered Yacht Cruises Plant Bulbs Summer Club Membership 
First Class Airfare Holiday Computer Lessons Shopping Spree at the Mall 
European or Asian Tour House & Garden Work Private Boardroom Lunch 
Castle in Europe Wrap Christmas Gifts Clam Bake for 30 
 Student Tutoring Lunch with a Congressman 

Unique Concepts Babysitting  
First 100 shares on Market  Collectibles 
Passes to the Masters School Projects Gingerbread House 
US Open Tennis Finals Floor Mats with Footprints Antique Car 
NCAA Final Four Wooden Bookcase Pen & Ink House Drawing 
Golf with a PGA Pro Signed Photo Collage Signed Limited Editions 
Date with a TV Personality Handprints on Mirror/Chest Handmade Accessories 
Child’s TV Appearance Ceramic Table with Names Fine or Rare Wines 
Lunch with a Celebrity Hand-painted Rocking Chair  Signed Work of Art 
First to Check Out  Wooden Bench  
Autographed Memorabilia Quilt with Child’s Names Delights 
Lease on an Automobile Holiday Aprons Your Weight in Chocolate 
Walk-on in Movie /TV Show Christmas Tree Skirts Puppy 
Your Name in Lights Umbrella with Handprints Mother-Daughter Makeover 
Summer Internship Red Flyer Wagon w/ Books  Spa Experiences Day or Trip 
Super Bowl Weekend Hand-painted Toy Box Monthly Flowers 
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IDEAS FOR DONATIONS Whether it is your first or fifteenth auction, catalogs 

are often a wonderful source for creative donations.  
Gather brochures from other institutions, you will 
likely find a treasure trove of ideas for your event.  
Prospecting local merchants will supplement the 
spectacular items and provide economic variations; 
definitely a little something for everyone. 

 
WHAT SELLS AT AUCTION It is vital to concentrate your efforts on acquiring 

those donations that traditionally sell well at auctions.  
We have accumulated data from small and large 
schools and other institutions from across the 
country.  The results are almost identical in a vast 
array of locales: 

 
      WHAT SELLS TO VALUE: 
 

 Unique trips and experiences 
 Normally unobtainable items 
 Restaurants 
 Golf outings 
 Handmade items 
 Airlines and cruise tickets 
 Hotel stays 
 Wine 

 
      WHAT SELLS BELOW VALUE: 
 

 Art 
 Jewelry 
 Business and professional services 
 Antiques 
 Consignment items 

 
SPECIAL IDEAS Here are some tested ideas that helped raise large 

sums of money. These faculty, staff or community 
donations require no real cost to the donors except 
time and enthusiasm: 

 
 Staff Cocktail Party or Entertainment:  A 

portion of the staff or administration agrees to 
serve and prepare your next cocktail party or to 
organize a talent show that will entertain guests 
at your next event. 

 
 Sponsoring Organization Sleepover: Have the 

faculty of the lower school, coach or group leader 
organize an overnight with games, pizza, movies 
and storytelling. Children will insist that their 
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parents bid on this memorable evening. This will 
lead to the forming of syndicates, which 
accelerates the bidding. 

      
 Head for a Day: Child or parent can assume the 

duties of Head of School, Police Chief, Mayor or 
other administrative position. 

 
 Scavenger Hunt with Limo Service: Organize a 

scavenger hunt for 12-16 people, provide limo for 
transportation, refreshments and prizes for 
winners.  You have a fun filled day that will 
appeal to an eager group of bidders. 

 
 First to Check Out: The winning bidder will be 

privileged not to wait in checkout line.  Can be 
awarded at this event or for next year. 

 
 Softball, Volleyball Game vs. Staff: The 

winning bidders engage the staff in a friendly 
game followed by a BBQ party. 

 
SYNDICATION BIDDING Auction items that involve group participation appeal 

to syndication, which simply means a group of 
participants combining their resources for bidding.  
Syndication bids will often yield higher results and 
therefore increase your return.  By adding such 
group-friendly items to your auction and advertising 
their availability you can add to the success of your 
event. Examples of prime syndication material are 
such items as group sleepovers, trips on chartered 
boats, large vacation homes or dinner with the 
headmaster. 

 
BASKETS, BASKETS Make your auction more attractive by combining 

many smaller donations into baskets.  Consider 
having a “basket-making party” where volunteers 
assemble for the evening to complete the task. It is 
essential that sufficient amounts of baskets, bows, 
ribbons, cellophane bags and filler materials are 
available. 

 
 Gourmet baskets with wines, cheese, chocolates, 

oils, cookbooks. 
 

 Beauty baskets filled with soaps, cosmetics, spa 
day certificates, bubble bath, and potpourri. 
 

 Margarita basket with tequila, glasses, chips, 
salsa, certificates to Mexican restaurant. 
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 Kiddy basket with crayons, stuffed toys, dolls, 

puzzles and games, certificates for pizza and ice 
cream. 
 

 Gardening basket of tools, seeds, books, and gift 
certificates for plants, flowers and classes. 
 

 Beach basket with towels, books, lotion, 
sunglasses and stationery. 
 

PACKAGING DONATIONS In addition to creating attractive visual displays, 
packaging items reduces the number of singular 
items that may otherwise cause “a glut” on the 
market. By keeping smaller donations at a 
manageable level, one will increase the bidding 
competition.  Traditionally, one realizes increased 
profits because the whole item is often worth more 
than the sum of its parts.  Some examples: 

 
 Combine fast food restaurant certificates with 

movie tickets, ball games or birthday parties. 
 

 Add transportation, babysitting services and wine 
to a meal at a local restaurant. 
 

 Four or five restaurant certificates can be 
combined to create a “Dine-Around". 
 

 Manicure, pedicure, and massages become a 
“Day of Beauty”. 

 
ACKNOWLEDGEMENT It is important that all individual items receive thank-

you letters and acknowledgement in the catalog. This 
task is simplified by utilizing BidStation Pro.  The 
software allows the user to create packages and 
baskets while retaining links to the original donors of 
the individual items, thus making individual 
acknowledgements a simple process. 

 
ACQUISITION LOG BOOK A logbook should be created and controlled by the 

acquisition chairman.  Every donation should be 
recorded and numbered.  Strict recording of the gifts 
is essential in order to create a complete catalog and 
a smooth auction event. 

 
  As acquisitions are accepted, record data and place a 

copy of the acquisition form in the logbook.  We 
recommend a loose-leaf binder large enough to hold 
the original copy of the acquisition forms.  Give each 
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item a number as it is received and refer to this 
number in all future data until the auction catalog is 
created, at which time a catalog number will be 
assigned. In this way all items can be referenced at 
any time and assignments to auction groupings can 
easily be assembled.   Forward another copy of the 
acquisition form to the catalog committee so that a 
description can be written.   

 
  Once again, BidStation Pro simplifies the paperwork 

by performing these tasks as items are recorded in 
the database.  The system allows for instant 
recording of solicitors as well as pertinent donation 
information.  Published lists are immediately available 
by any combination of subsets: solicitor, donor or 
even subject matter.  This allows volunteers to 
instantly realize areas of strengths and weakness. 

  
 

ORGANIZING THE STRATEGY 
 
 
ANNOUNCEMENT LETTERS  Two  weeks prior to the  acquisition  "kick-off"  coffee, 

process the general acquisition mailing.  This will 
serve as an announcement of the acquisition 
campaign to the community, area merchants and 
corporations and can be utilized as an introduction to 
the volunteer callers. 

 
  The letters should include a donation form, reply 

envelope and a list of suggested acquisition items. 
 
KICK-OFF COFFEE Assemble all subcommittees together for a general 

"kick-off" coffee announcing the beginning of the 
acquisition campaign.  This process should begin 
earlier than the sponsor and underwriter recruitment 
to allow people to consider appropriate donations.  
Never hold the donor and acquisition callings 
simultaneously.  

 
  The coffee may be scheduled during a meeting at the 

institution or in a volunteer's home.  It can be casual 
or elegant.  The objective is to build enthusiasm while 
providing an extremely important instructional forum.  
Distribute solicitation packets to all volunteers and 
explain every piece of information in the folder.  
Emphasize that participation is key and that all 
donations, large and small, are welcome.  Strongly 
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recommend that all volunteers closely familiarize 
themselves with the suggested donation list. 

 
PERSONAL SOLICITATION Individual solicitation should immediately follow the 

campaign coffee.  This can be accomplished by 
telephone or personal contact.  Callers must contact 
everyone on their list, explaining the purpose of the 
auction and the need for their participation.  Consider 
carefully any special interest of prospective donors 
when requesting input (e.g., vacation homes, 
business interests). 

 
ASSIGN SOLICITORS Personal contact is the best way to approach 

perspective donors.  Most of us do not like to “cold 
call,” and it would surprise your committee to discover 
how many contacts they have without knowing it.  
Remind yourself how many times you have been 
called to contribute, buy a raffle ticket or make a 
donation.  In order to tap these resources, we 
suggest that you have every member of your 
committee complete the acquisition contact sheet 
(Figure 6.6).  The committee will quickly realize a 
multitude of possible donors. 

 
ACQUISITION CONTACT SHEET 
           

Person Job or Vocation  

FAMILY   

1 Brother Owns store Item from store 

2   

3   

FRIENDS   

1 Golf Buddy Service business Offers services 

2   

3   

PROFESSIONAL 
COLLEAGUE 

  

1 Amateur photographer Donate photo session 

2   

3   

MERCHANTS 
FREQUENTED 

  

1 Restaurant Dinner for two 

2   

3   

 
 
 

Fig. 6.6 Acquisition Contacts 
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TAX CONSIDERATIONS Contributors may deduct all donations of 
merchandise except the use of property such as a 
hotel room or vacation home.  The acquisition form 
should clearly state that the organization is qualified 
as non-profit.  This form may then serve as the 
receipt for the donation. See Chapter 14 for a full 
discussion of tax consequences for auctions. 

   
TELEPHONE FOLLOW-UP Give all volunteers a complete sample telephone 

script. This enables first-time volunteers to make the 
initial phone contacts without jitters.  Include all 
pertinent information, emphasizing creativity and 
participation.  Make it clear that donations large and 
small are welcome and necessary to create a 
successful auction.  Remember, several small items 
can be packaged together to make one great 
acquisition grouping. 

 

 
DONATION  RESISTANCE You may meet some resistance but it is important to 

emphasize your cause, the involvement of your 
organization within the community and the good will 
generated by their participation. If dealing with a 
merchant, promote the donation as a marketing 
opportunity, a “win-win” situation, not just a charitable 
contribution.   

 
 
RESPONSE FORMS Create volunteer calling sheets by listing community 

members to be contacted.  Include telephone 
numbers and past gifts.  If a computer database 
program is being utilized, reports can automatically 
be generated. 

 
 

MERCHANTS PHONE 98 DONATION 99 DONATION 

Miss Piggy 
Mary Ryan 

222-555-
6543 

Party supplies  

Darling Motors 
John Racer 

222-555-
7890 

Service for one 
year 

 

Topper’s Travel 
Chris Topper 

222-555-
7788 

Cruise for two to 
islands 

 

Mozart Music 
Larry Violin 

222-555-
4545 

CDs for  year  

 
 
COORDINATOR  Following the coffee, all acquisition coordinators must 

remain in constant contact with all callers.  Be 
available to answer any questions regarding the 
acceptance of donations.  Emphasize the methodical 



 

 69 

use of an acquisition form for each item and the 
completion and signing of this form.  Collect 
completed forms on a regular basis so that the 
catalog and publicity committees will be immediately 
informed of new, exciting developments.  Consider 
regularly scheduled acquisition meetings where 
progress is reported and acquisition sheets collected.  
Charts can be maintained in the office showing all 
acquisitions and goals for the group. 

 
COMMITTEE MEETINGS The committee should meet on a regular basis where 

progress reports can be distributed.   In addition, you 
may consider requiring committee members to bring 
an auction donation to each meeting.  These need 
not be large donations; wine, restaurant certificates, 
teddy bears, etc. make excellent choices. Concise 
suggestions should be made in advance.   

  These small donations can be combined. 
 
PUBLICITY Acquisitions must work closely with publicity. 
  Inform publicity on a regular basis of all contributed 

items and suggestions for needed donations.  
Through the newsletter, fliers, web site and general 
auction meetings the community should be informed 
of all items contributed and suggestions for additional 
donations.  Publicity will endeavor to "fill" any holes 
the acquisitions committee may see developing.  
News of an exciting new donation will do much to 
create general auction enthusiasm. 

   
 
GIFT GATHERING PARTY Consider the obvious momentum of a gift gathering 

party. Obtain the cooperation of a member of the 
group to host an event where the price of admission 
is a donation to the auction.   For added punch 
feature a celebrity speaker-- a renowned gardener, 
cook, decorator, author, sports or news personality 
who resides in your community might be willing to 
donate his or her time or agree to come for a small 
fee.  Arrange a continental breakfast, a lavish 
luncheon or cocktail party and publicize the event as 
a "kick-off" happening.  In order to attend, one must 
bring an item suitable for auctioning.  A successful 
effort can start your acquisitions with a big boost as 
well as raise the spirit of the entire community.  
Everybody loves a party! 

 
SPORTS MEMORABILIA A potentially controversial area, donations of signed 

articles can be very profitable if they appeal to your 
audience, are authentic and do not involve 
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consignments.  Because of the high prices often paid 
for these items, a certain economic risk may be 
involved.  They definitely have an appeal, but great 
care should be exercised when deciding to showcase 
these items. 

 
CONSIGNMENT A similar situation exists with consignments.  They 

are seen as “easy” acquisitions when in fact there 
may be a fair amount of buyer confusion.   The 
participant may believe his entire winning bid is being 
given to the auction when it is only a portion of the 
total.  Buyers usually attend such events with a target 
amount to be given in mind so why share this amount 
with a merchant?  Consider enticing the perspective 
consignment donor with a “good neighbor policy” and  

  a strong tax deduction.  Encourage donation. 
 
ODD ITEMS One thing you want to avoid is people cleaning out 

attics and submitting "heirlooms" to the auction.  You 
do not want someone's junk to become your 
headache.  One solution is to make it clear in your 
letters that you are not running a garage sale and 
would prefer only new items.  You will only consider a 
used item if it is of value and has some verification of 
its value.  Obviously, a great deal of diplomacy must 
be used so that no one is offended, but you must 
maintain the quality of your affair. 

 
 

THANK-YOU 
 
 
THANK YOU It is essential that all donors be properly thanked.  

Forward a copy of the acquisition form to the 
corresponding secretary.  A personalized thank-you 
should be sent well in advance of the benefit.  Include 
a copy of the completed acquisition form.  This has 
the dual purpose of giving the individual a receipt 
while creating an opportunity for an item crosscheck.  
If any discrepancies should occur between the receipt 
and what the donor thought had been contributed; it 
is easier to rectify prior to the printing of the catalog.  
This provides an opportunity for confirmation. 

 
  A special thank-you is necessary to the coordinators 

of this committee.  It is a large responsibility, and 
many hours of donated time are necessary to make 
the acquisition campaign a success.  A special thank-
you remembrance or coffee or luncheon is 
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appropriate for this group.  Letters should be written 
to the callers to thank them for their involvement. 

  
  Without an energetic, enthusiastic acquisition 

committee the auction cannot be successful.  A 
multitude of varied and interesting items are 
necessary for a memorable evening.  This 
committee's collection is essential for victory. 

 
 
 
 

 
 

THE SEVEN VIRTUES OF ACQUISITIONS 
 
1. Set an example with your own donation. 
2. Be specific in your request. 
3. Reach for the sky, you may get a star. 
4. Be creative and ask for the unique. 
5. Don’t be shy, ask. 
6. Avoid cold calling if possible. 
7. Donate what you would buy yourself. 
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CHAPTER 7 

 
 

THE FEAST 

 
 
To paraphrase an old adage, "The best way to one's heart is through the 
stomach." If the tone has been set with breathtaking, imaginative decorations, the 
meal will be icing on the cake. A sumptuous feast will have guests eating out of 
the committee's hand.  It need not be expensive, but it can be theme-appropriate. 
Go for the gusto; it will be returned to you tenfold. 

 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMAN Knowing the “ins and outs” of entertaining is 

invaluable and will add the final dimension to setting 
the stage for the benefit. The dinner committee 
chairman should realize the importance of adding to 
the ambiance with a meal chosen to create magic. 
The chairman is generally responsible for ensuring a 
gourmet delight in an appropriate atmosphere.  

 
CATERER  COORDINATOR   This person is  responsible  for researching and hiring 

the caterer.  This is easier to accomplish if the 
individual has employed caterers in the past. The 
coordinator should fully understand area caterers' 
strengths and weaknesses.  If you are using a hotel 
or restaurant, the coordinator should serve as the 
liaison with the banquet manager. 

 
AMENITIES COORDINATOR The individual responsible for ensuring that a 

delightful evening is experienced by all guests. All 
minute details should be considered. Items to 
consider include valet parking, coat checks and 
umbrella stands, hostess table with seat 
assignments, and last-minute provisions for inclement 
weather. 

 
FEAST VOLUNTEERS  A large group of volunteers should be available to 

help arrange and set participant tables, the hostess 
table and the coat-check room the day prior to the 
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benefit or the day of the auction.  Many hands make 
light work. This assignment is ideal for individuals 
who can contribute only a small amount of time yet 
wish to be involved. 

 
 

ORGANIZING THE FEAST 
 
 
CHOOSING CATERER The caterer is a vital factor in the evening's success. 

Poorly served, cold or unappetizing food is a major 
disaster in setting the benefit stage. When deciding 
upon a caterer, it is mandatory to research a variety 
of different possibilities. Do not feel obligated to use 
the caterer who services your organization, but do 
allow them to submit a bid. Obviously your goal is to 
guarantee the highest quality at the lowest cost. 
Always negotiate price from a position of strength. 
Consider suggesting a volume discount. Remember, 
you are providing the caterer with great exposure. A 
successful culinary function will provide many new 
clients.  Promise prominent catalog billing. 

 
INTERVIEWING When interviewing caterers, one must consider their 

willingness to share innovative ideas regarding theme 
enhancement.  Can they add sparkle to the menu?  
They must be cooperative and friendly, for last-minute 
glitches are sure to arise. Efficiency is at a premium; 
sufficient well-qualified staff must be available to 
serve food quickly and remove dishes promptly. 
Always consider reputation and check references. 
Once the menu is determined, request a sample 
tasting. This will guarantee no surprises during the 
meal. Your interpretation of roasted pheasant with 
mandarin sauce should be the same as the caterers'. 

 
RENTALS It is very important to determine if the caterer should 

provide rentals of chairs, tables, linens, glasses, 
china and flatware. It may be more expensive to work 
through the caterer but it is definitely less worry. 
Consider the committee's ability to accept delivery 
and return all goods to rental agencies.  It may be 
worth the extra dollars not to concern yourself with 
such details. Perhaps you can cut a deal with the 
caterer.  Remember to negotiate with a strong arm. 

 
SOUP TO NUTS! Like any well-thought-out fantasy, the meal should be 

in keeping with the party atmosphere. The glassware, 
linens and the food should be consistent with the 
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theme. Every small touch is important. Everything will 
join forces to create a successful and memorable 
event.  

 
 
 
CUTTING COSTS Some suggestions for reducing expenses: 
 

 Serve liquor only during cocktail hour, wine with 
dinner. 

 
 Have wine bar available (serve champagne, 

wine, beer). 
 

 Seek underwriting donation for beverages or 
attempt to obtain them at cost.  Be careful to 
coordinate this donation if you are using a hotel 
catering service. 

 
 Refrain from high-cost menus featuring lobster, 

steak or veal. 
 

 Buffets are less expensive than seated dinners. 
 

PLATED vs. BUFFET Consideration is always made whether to serve a 
seated meal or offer a buffet dinner.  The former 
lends itself to a more formal event while the latter 
creates a casual atmosphere.  Space, number of 
waiters and layout of your dining area are all part of 
this decision.  A buffet requires fewer waiters and less 
spacing between tables but a more elaborate serving 
area.  A seated meal requires more staff and 
adequate passage among dining tables, but no 
central serving area. 

 
  Structure the type of dinner based on the timetable of 

the auction.  There must be close coordination 
between the food service and the live and silent 
auction.  The questions that must be answered before 
you finalize the food arrangements are: 

 
   Does the silent auction continue during dinner? 
 
   Is a buffet distracting to bidding? 
 
   Does the evening require a strict timetable for 

dinner service? 
 
   Is the live auction before, during or after dinner? 
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TIMETABLE Staging of the auction timetable has many possible 
combinations, and they should be evaluated together 
with the decisions on the feast: 

 
   Silent auction during cocktail hour with 

staggered closing times, followed by live 
auction during dinner. 
 

   Buffet dinner with silent auction continuing 
during service followed by live auction at 
dessert. 

 
   Live auction during first course of dinner 

with option of silent auction remaining open 
for additional bidding. 

 
   Cocktail party only with both silent and live 

auction. 
 

   Highlighted section of silent auction 
remaining available for bidding until the 
conclusion of the live auction. 

 
THEME CHART On the following pages are examples of detailed 

adherence to various event themes. 
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 CIRCUS WESTERN SHAKESPEAR

E 
GREAT 

WHITE WAY 
SPACE  

ODYSSEY 
AFRICAN 
 SAFARI 

Appetizer  Cannonball 
meatballs 

 Popcorn cart 
 Cheese puffs 
 Cotton candy 

stick 
 Finger food 

with clown  
smiles 

 Mini-ribs 
 Lasso-

shaped pizza 
 Chicken 

wings 
 Steak-on-

stick 
 Mini-burgers 
 Guacamole 

dip 

 Assorted 
English cheese 

 Filet on toast 
points 

 Hollowed bread 
with  spinach 
dip 

 Vegetable 
crudités 

 Mini-bagels 
with salmon 

 Small hot 
dogs 

 Wontons 
 Ginger 

shrimp 

 Meteor 
meatballs 

 Cheese 
puffs 

 Scallops in 
bacon 

 Moon melon 
balls with 
ham 

 Wild meat on 
stick 

 Crab Rangoon 
 Chicken pieces 

Main 
Course 

 Hot dogs 
 Hamburgers 
 Chicken 

fingers 
 Onion rings 
 3-ring curly 

fries 

 Steak & 
beans 

 Baked 
potatoes in 
foil 

 Hamburgers 
with home  
fries 

 Chili 
 Grilled 

chicken in 
salsa 

 Assorted game 
 Roast beef 
 Wild rice 
 Braised root 

vegetables 
 Yorkshire 

pudding 

 Filet with 
Madeira 
sauce 

 Julienne 
vegetables 

 Shoestring 
potatoes 

 Veal 
medallions  

 Galaxy 
buffet 

 Baby 
squash, 
turnips, 
zucchini 

 Swiss potato 
soufflé 

 Braised veal 
 Venison steaks 
 Buffalo meat 
 Wild rice 
 Fresh 

vegetables 

Spirits  Soda, seltzer 
water 

 Barnum's Brew 
 Lemonade 

 Rodeo round-
ups 

 Soda in glass 
bottles 

 Old-time root 
beer 

 Ale in mugs 
 Port & Sherry 
 Macbeth-like 

witch's brew 
 Cider 

 Champagne 
 Flavored 

water 
 Cosmopolita

n  
 Martini 

 Meteorite 
milk 

 Star-struck 
surprise  

 Spritzer 

 African apéritifs 
 South African 

wine 
 Jaguar juice 

Dessert  Warm candy 
apple 

 Confetti 
cupcakes 

 Chocolate 
bombe 

 Apple pie/ice 
cream 

 Churros 
 Fried ice 

cream 

 Bread pudding 
 Apple crumb 

pie 
 Raspberry 

Crown Royal 

 Cheesecake 
 Raspberry 

soufflé 
 Assorted 

chocolates 

 Moon pies 
 Assorted 

cheeses with 
fruit 

 Flaming 
desserts 

 Wild berry tart 

Tableware  Bright multi-
colored plates, 
napkins,   
tablecloths 

 Plastic 
glassware 

 Tin plates & 
mugs 

 Camping 
forks, knives 

 Pewter plates, 
mugs, chalices 

 3-pronged 
forks, pistol-
handled knives, 
soup spoons 

 Clear flutes, 
bone china 

 Silver 
flatware 

 Utilitarian 
utensils 

 Sleek, 
modern 
designware 

 Wooden bowls 
 Tin plates  
 Plain 

earthenware 
 Simple glasses 

Waiters  Big Top 
personalities 

 Clowns, etc. 

 Cowboys and 
cowgirls 

 Rodeo stars 
 Cooks  

 Period 
costumes 

 Different 
Shakespearea
n  characters 

 Dressed as 
chorus line 
members 

 Ushers and 
usherettes 

 Astronauts 
 Alien space 

figures 
 Future 

space 
characters 

 Hunters 
 Natives 
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 ANGELIC 
EVENING 

NIGHT OF 
MAGIC 

ITALIAN 
SPLENDOR 

TREASURE 
ISLAND 

MASQUERADE Shanghai 
Surprise 

Appetizer  Angels on 
Horseback 

 Pitchfork 
Pizza 

 Red Pepper 
dip 

 Cloud 
shape 
toasts 

 

 Diamond  
Shaped 
canapés 

 Cheesestick 
wands 

 Phyllo cubes 

 Meatballs 
 Marinated      

olives 
 Bruschetta 
 Antipasto 
 Fried Calamari 

 Conch fritters 
 Roasted nuts 
 Crab cakes 
 Spicy Shrimp 
 Vegetable 

Tempura 
 

 Escargot 
 Phyllo  
 Cheese stuffed 

triangles 
 Mini Cheese 

tarts 

 Brie Won Ton 
 California Rolls 
 Beef Satay 
 Dim Sum 
 Spring Rolls 

Main Course  Pasta 
Primavera 
Angel Hair  

 Focaccia 
 Grilled 

peppers 
  
  
  

 Merlin Roast 
Beef 

 Garlic mashed 
potatoes 

 Sesame 
zucchini 

  

 Oso Boco 
 Pasta with 

creamy basil 
 Risotto 
 Chicken 

Parmesan 

 Ratatouille 
 Medallions of 

veal 
 Potatoes in 

shape of  
Doubloons 

  
  

 Bistro stuffed 
chicken 

 Game hens 
 Polenta or wild 

rice 
 Green beans 

with cashews 

 Duck 
 Chicken with 

vegetables 
 Stir Fry 

vegetables 
 Oriental 

noodle salad 

Spirits 

 Heavenly 
Spirits 

 Passion 
Fruit 
Cocktails 

  

 Vaporized 
Punch 

 Magician’s 
Brew 

 Italian wines 
 Sambuca 

cordials 

 Planters 
Punch 

 Raspberry 
Lime Rickeys 

 Rum Punch 

 Kir Royale 
 Dubonnet  
 Coolers 

 Sake  
 Chinese Beer 
 Rice Wine 

Dessert 

 Devils Food 
cake 

 Fruit filled  
 meringue 
 Star Bars 
  

 Diamond 
Cherry Jubilee  

 Lemon drop 
cookies 

 Upside down 
cake 

  

 Tiramsu 
 Gelato 
 Biscotti 
 Italian cookies 
  

 Pineapple 
boats with 
fresh fruit 

 Mocha Rum 
cake 

 Napoleon 
Eclairs 

 White Chocolate 
Mousse 

  
  
  

 Fortune 
Cookies 

 Ice cream in 
Chinese Hats 

 Fried ice 
cream 

Tableware 

 White 
plates with 
gold 
utensils 

 Gold 
rimmed 
goblets 

  

 Tulip glasses 
 Clear dinner 

plates 

 China with 
Baroque 
border 

 Ornate silver  
 Large wine 

goblets 

 Pewter plates 
 Mugs 
 Lucite 

utensils 

 Gold service 
plates 

 White dinner 
plates 

 Single form wine 
glasses 

  

 Chop sticks 
 Bamboo 

service plates 
 Rice bowl 

Waiters 

 Black pants 
or skirts & 
white 
blouses 

 Gold 
sashes 

 

 Tuxedos 
 Black pants, 

white shirts 
and Red ties 

 Tuxedos 
 White blouses 

with 
decorative 
arm band 

 Cut off jeans 
 Eye patches 
 Bandanas 
 Pirate hats 

 White shirts 
 Bow ties 
 Top hats 
 Tuxedoes with 

classic lack 
masks 

 

 Oriental robes 
 Silk shirts & 

Pants 
 Kimonos 
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DETAILS, DETAILS, DETAILS 
 
 
PARTY FAVORS Creative take-home gifts, placed at each table or 

distributed at the conclusion of the evening, will help 
create a positive memory for all guests.  Research 
your membership list to locate a corporate sponsor 
for possible donations.  If a corporate sponsor does 
not materialize, consider canvassing area merchants.  
New shop owners may be particularly interested 
since it offers widespread visibility.  Examples of 
interesting party favors are chocolates or gourmet 
treats creatively wrapped, perfume, soaps, small 
sporting goods, original accessories, gift certificates 
for clothing or haircuts or pen sets. 

 
  Guarantee all donors generous acknowledgments in 

the auction catalog and the pre-auction publicity. 
 
VALET PARKING  Consider utilizing volunteer valet parking attendants 

from within your institution. Responsible teenagers or 
adults may be used.   Also, many caterers have 
access to valet attendants, ask your caterer if 
volunteers do not materialize. In either case, insure 
your attendants for liability. An insurance agent within 
your organization can usually write a blanket cover 
policy. In case of inclement weather, have attendants 
available with umbrellas.     

 
COAT CHECK   This may simply be an area with an overabundance 

of racks and hangers for coats and baskets for 
umbrellas, or it may be more complete with 
attendants and claim checks. The latter is always a 
thoughtful touch, especially if there is a multitude of 
expensive coats involved. 

 
REGISTRATION TABLE Close to the entrance but not blocking the reception 

area, place a well-staffed table with table 
assignments for all participants.  Several master lists 
should be available to answer any questions. The 
table assignments should be prominently displayed 
on individual cards that are theme-appropriate  (e.g., 
western cowboy hats, circus top hats or a 
troubadour's hat). 

 
STAFFING It is essential to the success of your event that 

sufficient staff is used for valet parking, coat check 
and registration.  Any long lines that occur at these 
critical entry points will delay and frustrate your 
guests and may impact on their bidding. 
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THEMES Confirm that theme-appropriate details are 

compatible. Do not use an abundance of a single 
symbol. The amenities coordinator should crosscheck 
to avoid duplication.  For example, if a cowboy hat is 
used with cocktails, use a cowboy boot for table 
assignments. 

 
CATERER CONTACT Once you have chosen a caterer and determined 

your site, put everything in writing. This minimizes the 
chance of any horrifying last-minute surprises. Be 
explicit; put all details on paper. Begin with the 
obvious: date, time and menu.  Also state whether or 
not set-up of tables is included, length of shift, 
number of waiters, exact duties of the banquet 
personnel, clean-up responsibilities and overtime 
charges, if applicable. 

   
 

ORGANIZING THE PERFORMANCE 
  
               
SET UP Request from the reservation chairman a picture 

diagram of the positioning of tables. Set-up 
volunteers should religiously follow this diagram.  A 
representative from reservations and decorations 
must be available during the setting-up of the tables 
should any questions arise. If the diagrams need 
some adjustment, it is extremely wise to confirm 
these variations with the reservations committee. It 
could be disastrous if the VIP table is inadvertently 
placed near the exit door. 

 
  As soon as available, organize the volunteers to 

position tables and chairs and set tables with linens, 
crystal and flatware. Complete a sample table and 
instruct all volunteers on the correct setting. Leave 
nothing to the imagination, no matter how obvious it 
may seem to you. 

 
DECORATIONS Determine if the decorations committee or set-up 

personnel will place centerpieces. If decorations have 
volunteers available to arrange the tables, consider 
using them in coordination with the set-up crew. If 
using a hotel or restaurant, determine time of delivery 
of decorations.  Notify the banquet manager of the 
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expected time of arrival and be explicit regarding 
proper table placement. 

 
  Complete all tables with artistic care. Take a minute 

to scan the horizon and congratulate yourself on the 
fabulous benefit you have created. Simply cover your 
bases by having two people check each table to 
confirm that all tables are perfectly arranged. Check 
proper number and placement of flatware, china, 
crystal, flowers, salt and pepper-shakers, sugar 
bowls, etc. 

 
CATERER Have an individual available to meet the caterer or 

banquet manager to reconfirm serving times, waiter 
placement and any last-minute changes or 
instructions. Be clear in relaying instructions 
regarding the feast times when waiters should not be 
working. 

  
  Be explicit if prompt replacement of wine or food is 

advisable and if special consideration should be given 
to a particular table. Carefully define when cleanup 
can begin. It would be "beyond belief" if waiters 
began swooping down on lingering guests and 
pushing them out the door. 

 
CLEAN UP If you have elected to rent all china, glassware and 

linens without the caterer's aid, you must have 
volunteers present at the auction's end to replace all 
utensils in the proper rental containers.  This tandem 
act with the waiters requires fast and accurate 
footwork. One must accomplish the retrieval promptly 
so the waiters do not misplace rentals. Some states 
require that all rentals be rinsed before returning.  
This is worth investigating, since it becomes a large 
problem for the caterer. 

 
  If you are handling cleanup "in-house," consider 

leaving as much as possible until the following day.  
That is entirely your decision, but whether you mop 
immediately following the benefit or the next day, you 
must have a group of volunteers ready to swing into 
action.   
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THANK-YOU 
 
  
THANK-YOU Remember to thank your committee.  For your 

coordinators, a small luncheon would be wonderful.  
A handwritten note would appropriately thank the 
remaining committee members; their job was 
essential but not time-consuming or mind-boggling. 

 
 
 

                          CATERER CHECKLIST 
  
 Check references. Even if the caterer is well known, request the names of the 

last two or three similar events. You want to ensure continued quality. 
  
 Has the caterer contracted events similar in size and type? A company that may 

be excellent for 100 may not be accustomed to a larger soiree. Keep in mind 
that the caterer must be able to work comfortably within the confines of an 
auction. 

  
 Have the caterer screen the location. He must be comfortable with the benefit 

environment. Consider cooking location and serving space. 
  
 Negotiate the price. Promise prominent publicity in exchange for a lower price.  

Remember volume discount and exposure to many prospective clients. 
  
 Consider the caterer’s flexibility and creativity.  A more expensive caterer may 

be well worth the extra pennies if he exhibits originality and cooperative 
attitude. 

  
 Consider rentals of tables, chairs, linens, crystal and flatware.  Negotiate an all-

inclusive price with the caterer.  It may be worth the extra money to let the 
caterer handle this issue.  Don’t be penny-wise and pound-foolish! 

  
 Carefully review the contract.  Include even the smallest detail. 
  
 Have food be theme-appropriate. 
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CHAPTER 8 

 

DECORATIONS 

 
 
The sparkle and glitter of your auction belongs to the decoration committee.  
Creativity and ingenuity are essential.  Possibilities are endless! Consider 
promoting the seemingly "outlandish idea" for it may lead to the unique, 
breathtaking atmosphere that should be your goal.  The entire plane of the 
benefit will be raised by wonderful decorations.  Participants can be immediately 
transplanted to a magical environment where a festive atmosphere prevails. 
 
Decorations is the area where your chosen theme should be carried through to 
the smallest detail.  The walls, tables and even the ceiling should be utilized to 
impress upon everyone the magic of the event.  A mood of excitement can be 
created where everyone joins in the fun: the result will be an incredibly 
successful auction, socially and financially. The sky's the limit! But remember not 
to break the bank! 
 
 

CHOOSING THE COMMITTEE 
 
CHAIRMEN Choose two creative and energetic individuals who 

can organize large groups of volunteers.  This duo is 
vital to the success of the auction, for a magical 
atmosphere will place a positive bent on the event. 
Choose early and ensure that the two will work well 
together.  At times they will feel joined at the hip. 

 
VOLUNTEER COORDINATOR This individual must be capable of coordinating the 

mass of volunteers needed to create the decorations.  
Skills should include excellent interpersonal 
communication abilities and knowledge of creating a 
staffing timetable.  In simpler terms, this means 
organizing the volunteers in large workshops on a 
regular basis. 

 
DECORATION VOLUNTEERS A large number of people are needed. This is a 

perfect opportunity for people who wish to be involved 
but do not want any major responsibilities. Individuals 
will be the center of workshop activities under the 
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direction of the chairmen. Volunteers will manufacture 
the decorations.  

  
 

ORGANIZING THE FANTASY 
 
 
CREATING THE COMMITTEE Gathering a large and varied workforce will go a long 

way in providing a positive atmosphere for the event. 
This is the perfect opportunity for people who wish to 
donate time in a large-group, "hands-on" atmosphere. 
Spread the word in your community that all are 
welcome to participate. Don't be exclusive. This will 
be a key area where enthusiasm builds. Use it wisely 
to gain widespread support. 

 
THEME DEVELOPMENT While a theme is not essential for an auction, it is one 

of the areas that make the event special and 
memorable. Once a theme is established, it is 
essential that the decorations emphasize the chosen 
motif. 

 
  Organize a meeting where the sky's the limit for 

promotion of ideas. Let the creative minds throw 
caution to the wind. It is amazing how the ideas will 
snowball; don't be concerned if they seem outlandish, 
for reality will eventually take hold and the happy 
medium will be a fabulous theme. 

 
  Cost is always a consideration. As in all benefits, you 

will depend on donations, creativity and elbow 
grease. Remember, there are often low-cost 
alternatives to seemingly expensive decoration 
techniques. 

 
THEME SAMPLES On the following pages we have developed sample 

themes that show how to encompass all the ideas 
around a central theme. 
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THEME IDEAS 
 
 CIRCUS WESTERN SHAKESPEARE GREAT WHITE 

WAY 
SPACE 

ODYSSEY 
AFRICAN 
SAFARI 

Walls,      
Ceilings & 
Floor 

· Tent effect with 
actual tent or fabric 
shaped in tent  
structure 
· Peanut casings 
on floor 
· Wall murals of 
circus acts 

· Tarp to create 
western sky  
· Wall murals of 
western  range or 
town 
· Cactus trees 
against desert 
background   
· Indian teepees 

· Murals of castles  
· English gardens 
and forests  
· Green indoor-
outdoor carpeting 
to create forest 
floor                

· Billboards of 
shows    
· Mural of New 
York skyline      
· Red indoor-
outdoor carpeting            
 

· Create the 
feeling of space.  
Stars and black 
tarp with small 
white lights can 
create effect 

· Create African 
plain murals 
· Inside of 
African hunting 
tent 
· Ceiling: create 
sky with mural 
and lights                 
·              
·   

Tables &  
Chairs             

· Round tables 
placed in groups of 
three       
· Chairs similar to 
lion tamer's prop 

· Long, rough 
rectangular tables            
· Benches or 
western chairs           

· Banquet hall 
tables and 
benches  
· Round tables 
with gold baronial 
chairs 

· Round tables 
with goldladder- 
back chairs 

· Round tables 
with simple 
chairs 

· Canvas chairs 
with round tables 

Linens · Bright primary 
colored napkins with  
contrasting cloths 

· Bandanas for 
napkins    
· Dust-colored 
cloths 
· Red and white 
checkered cloths 

· Floral, tapestry-
like cloths  
· Rich burgundies, 
deep   feudal 
colors              
· Heavy linens 

· White with glitter 
spread around 
cloth    
· Gold cloths with 
silver napkins 

· Sleek silver- 
toned cloths, 
white napkins 

· Cream and 
olive-toned cloths 
and napkins  
· Black and 
white tablecloths     
 

Lights · Small crystal 
lights lining tops and 
sides   
· Big spotlights 
focused on ceilings 

· Small ceiling 
string lights to 
create western 
sky 
· Large lights to 
create bonfires 

· Side sconces to 
create torch-like 
castle effect  

· Flashing 
spotlights      
· Bulb-like 
dressing room 
lights 

· Star-like 
ceiling lights 
create moons 
and planets if 
possible 

· Broad lighting 
effect as if on 
range 

Centerpiece · Flowers in three-
ring wooden 
containers 
· Floating candles 
in three concentric 
glass  bowls 

· Wildflowers in 
rough baskets   
· Cactus flower                   
 

· Edible sugared 
fruit in baskets  
· Board motif of 
edible appetizers                     
 

· Base mirrors 
with glass bowls 
with floating 
candles 
· Votive candles 
surrounding bowls         

· Spaceships · African range 
grasses with wild 
flowers 

Invitations · Ringmaster's hat  
· Three-ring circus 
logo       
 

· Gold lasso with 
rope streaming 
down side of 
page  
· Cowboy hat  
· Cactus-shaped 
invitations 

· Jester with 
ribbons        
· Bard musical 
instrument    

· Playbill sample 
· N.Y.  skyline         
 

· Spaceship    
· Stars and 
planets          
· Telescope 

· Head of animal 
· Hunter profile           
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 ANGELIC 
EVENING 

NIGHT OF 
MAGIC 

ITALIAN 
SPLENDOR 

TREASURE 
ISLAND 

MASQUERADE SHANGHAI 
SURPRISE 

Walls  Ceiling 
& Floor 

· White 
cheeseclot
h with gold 
glitter 

· White & 
Black boxes 
(dice) 
· Playing 
cards 
 
 

· Murals of 
Tuscany 
· Murals of 
Roman 
Colosseum 

· Fish net 
with sea 
shells 
· Ship wreck 

· Murals of 
formal 
Reception Hall 
· Baroque 
paper 

· Ethereal style 
white cotton with 
branches of 
blossoms 
·  

Tables & 
Chairs 

· Round  
tables  
· Gold 
opera 
chairs 

· Round  
tables   
· Black 
chairs 
 
 

· Round tables 
·  Formal 
opera chair 

· Picnic 
tables 

· Round tables  
· Silver 
ballroom chairs 

· Round tables  
· Black 
geometric chairs 

Linens · Gold with 
white 
overlay 
· Gold 
ribbon 
napkin 
rings 

· Black and 
white cloths 
· Contrastin
g napkins 
with red 
ribbons 
 

· Brocade 
linens with 
damask 
napkins 
· Brocade 
napkin rings 

· Paper table 
cloths 
· Paper 
napkins 
· Checkered 
tablecloths 

· Silver linen 
with white 
napkins 
· Brightly 
colored napkins 

· Chinese red 
linen with white 
napkins 
· Silk napkins 
with design 

Lights · Twinkle 
lights 
suspended 
from ceiling 

· Strobe 
blinking 
lights with 
fog machine 
 

· Full free 
standing 
Baroque lamps 

· Tiki torches 
· Candles 

· Colored 
spotlights 
· Lantern 
chandeliers 

· Mini lights 
among the 
branches 
· Red votives 

Center-pieces · Handmad
e angels 
· Mirrors 
with cotton 
and 
scattered  
votives 

· Black top 
hats 
· Cards 
stacked 
· Stuffed 
rabbits 
 

· Tall 
centerpiece 
with cascading 
flowers over 
central column 
· Crystallized 
fruit in gold- 
tone bowls 
 

· Treasure 
chest filled 
with tropical 
flowers 
· Jewels 
· Pirate hats 
with flowers 

· Silver- like 
candelabras 
with white 
flowers.  Mirror 
under flowers 
· Floating 
candles in 
elaborate crystal 
bowls 

· Spacious 
arrangement of 
flower with twigs 
· Singular 
orchids in 
oriental bowl 

Invitations · Angel 
logo with 
gold trim 
· Harp-
shaped 
cards 

· Crystal ball 
highlighting 
date and 
place 
· Magician’s 
cape 

· Wide Roman 
Columns 
· Roman 
Fountain 
· Roman scroll 
with gold tie 

· Brown 
water marked 
paper with 
scalloped 
edges 
· Pirate’s 
patch 
· Pirate ship 

· Elaborate 
masks with cut-
out eyes 
highlighting date 
and place 
· Ball gown- 
shaped card  

· Shape of 
Chinese 
Heavenly 
Palace 
· Oriental robe 
· Oriental fan 
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DETAILS, DETAILS, DETAILS 
 
 
FINAL CHOICES Let nothing escape the decorator's consideration. All 

elements come into play when creating a magical 
atmosphere (what may be a seemingly minor  
alteration in the lighting could actually be the effect 
that transforms the environment).   Do not feel  
confined to the conventional if something "off the 
beaten track" will suit your theme. Remember, rental 
companies and caterers have access to an enormous 
wealth of material.  

 
TIMETABLE Develop a series of workshop dates.  Pick a 

consistent site and publicize the place and time 
among all committee volunteers.  The more uniform 
the schedule, the easier for all participants (e.g., 
every Tuesday and Thursday 9-11 A.M. in the gym).  
Encourage participation, for enthusiasm will be 
contagious.  It establishes wonderful groundwork for 
a successful event.  Begin workshops several months 
prior to the auction to allow for completion of all 
handicrafts. 

 
SITE ANALYSIS Periodically review site restrictions and needs.  

Adjustments of your output may become necessary 
(e.g., upon review of the location you may decide 
enough paper stars have been created but more 
English shrubs are needed).  Continue to discuss with 
the audio-visual consultant the requirements for the 
event. 

 
 

DECORATING THE SITE 
 
 
VOLUNTEER ROUNDUP  Gather all forces. Many hands will be needed to place 

decorations in proper locations. Ensure that all 
committees affected by decorations are represented, 
especially the audio-visual department, so no glitches 
arise after setup has been completed. Provide 
refreshments for all volunteers (soda, coffee, fruit, 
cookies). Encourage a festive but productive 
atmosphere for this will lay the groundwork for a 
spectacular auction. 
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SILENT AUCTION BOOTHS Silent auction booths require decorations and this 
should be coordinated into the general theme.  
Tables should be skirted and materials provided to 
enhance the appearance of the room and the auction 
items. A few suggestions of props follow, but once 
again, be creative and theme-appropriate. 

 
  Balloons, glitter, ribbon and bows 

 
   Plants and flowers 

 
   Gift-wrapped empty boxes for display 

 
   Foam core-boards for displaying certificates 

 
   Plastic or paper frames for certificates 

 
 
LOCATION DEVELOPMENT The moment you are permitted to enter your site, do 

so. It is always better to be finished early than to have 
last-minute scurrying. Your decorations should be 
fully utilized since they have literally taken months to 
prepare. Allow time to place them properly. Allow 
flexibility; last-minute changes can be advantageous. 

 
  Organize one group to crosscheck that all 

decorations are in the proper place and that tools and 
trash have been removed. 

  
  Complete the organizational checklist on the next 

page. 
 
 

THE MORNING AFTER 
 
 
CLEANUP  Organize groups of volunteers who are willing to 

remain immediately following the event or return the 
next day to remove any items of permanent value. If a 
more complete clean up of the site is mandated, 
widen the number of volunteers. Have appropriate 
refreshments available for the crew. 
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THANK-YOU 

 
 
THANK-YOU This is always a vital committee consideration. Thank 

volunteers with a simple letter or a coffee reception. 
This will certainly reap long-term benefits. 

 

DECORATION CHECKLIST 
[  ] The Start Establish the date and time to begin decorating site. 
  

 

[  ] Activities Make a list of all activities and volunteers assigned to various tasks.  If possible, 
assign shifts and roles for all duties from start to cleanup. 

   
[  ] Equipment List all necessary materials such as: 

 stepladders 
 drills, tools, hammers, nails 
 extension cords 
 glue guns and glue sticks. 

   
[  ] Outside Manpower Notify all professional staff people of requirements: 

 electricians 
 plumbers 
 lighting and audio-visual technicians 
 maintenance personnel. 

   
[  ] Refreshments Determine who, how much and what are needed for all the volunteers and 

organize prior to the beginning of the decorating marathon.  Have something 
available at all times. 

   
[  ] Survey Assign one group  to confirm that all decorations are in the proper place and that 

the desired effect is achieved.  Include the smallest details.  Make sure the site is 
secure and closed to the public. 

   
[  ] Cleanup Organize volunteers to "sweep" the area once decorations are completed.   

Confirm that all tools have been returned and all remaining materials are safely 
stored. 
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CHAPTER 9 

 
 

ENTERTAINMENT 

 
 
Depending on your benefit, the entertainment may be essential, simply an 
enhancement or in some cases, a deterrent. In all cases it is vital that 
entertainment be theme-appropriate.  What may at first glance seem appealing 
must be proper for the occasion.  It is exciting and fun to consider possible 
shining stars and it may be perfect for your purpose, but you must consider the 
cost effectiveness of the added attraction, not only in dollars but in the time 
involved. If entertainment is deemed appealing, the organizational process 
should be the same for a dance band as for a celebrity. 
 
 

ORGANIZING THE COMMITTEE 
 
 
CHAIRMAN The entertainment chairman should be 

knowledgeable about various limelight possibilities. 
Connections to personalities who may be willing to 
perform gratis is helpful but not essential. It is vital for 
the chairman to have a firm sense of what the 
organization population would enjoy. Even if the task 
is as straightforward as hiring a dance band, the 
chairman needs to understand what buttons to push. 

 
COMMITTEE Additional members of this committee are not 

essential, or even recommended, unless a large 
extravaganza is planned. If you are holding a variety 
show or putting on an intra-organizational play, more 
committee members are needed to aid in the 
organizational process. Volunteers should be enlisted 
as hostesses, backstage hands, costume designers 
or set designers. 

 
QUESTIONS Basic questions should be asked before proceeding: 

 
 What is the purpose of providing entertainment at 

your benefit?  
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 Is entertainment the focal point or a sidelight? If it 
is a sidelight, consider very carefully the cost- 
benefit of additional entertainment.  

 
 Is it worth the increased cost and effort?  

 
 Will it add materially to your coffer? 

 
  To add a dance band or a singer may be an 

unnecessary expense. People may be satisfied 
without the additions. It will be late and they may be 
more than happy to linger with friends or to go home 
and relieve the baby-sitter. Remember, there is the 
possibility of too much of a good thing! 

DANCING Consider the addition of a band to assist in the easy 
flow of the checkout process.  Particularly in a “sit-
down” dinner situation, a wonderful dance band will 
attract people and stem the mad crush at the exit.   
Staggered departure is definitely preferable for all 
cashiers. 

 
CONSIDERATIONS If you believe an added dimension is desired, 

consider all alternatives. Always remember your costs 
and the benefit derived.  

 
 Is a local dance band sufficient?  
 
 Do you need a regional or national celebrity?  
 
 Does an individual within your organization have 

a connection? Do not immediately discount this 
possibility. Quietly beat the bushes for star 
possibilities. Always remember the time and 
costs involved.   

 
ENTERTAINMENT If entertainment is the evening's focal point, consider 

an individual, group or performance that would easily 
sell the largest block of tickets. This may not be a 
performance that has universal appeal. The objective 
may instead be to create "a run on the market."  Offer 
something that is irresistible and limited and you just 
might create the "Beanie Baby" syndrome. 

 
  The entertainment may involve a large segment of 

the population. By creating a project (e.g., play, 
concert or revue) where a strong minority of your 
organization is included, you are increasing the 
probability of a successful performance. People 
always want to support their friends. Nothing is more 
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compelling than seeing Mary Sue's name in lights; 
fifteen minutes' fame translates to “green” at the box 
office. 

 
 

ORGANIZING THE STRATEGY 
 
 
SMALL PROJECTS Consider contracting a dance band, singer, magician 

or any "single unit" performance. Determine the best 
sidelight and pursue all avenues to commit the group 
to the benefit at the least possible cost. Carefully 
explain  "the cause" to the prospective artist. Perhaps 
he, she or they will be persuaded to donate their time. 
Once again, do not hesitate to use any connections, 
you will be pleasantly surprised at who knows whom. 

 
  Once the fee is agreed upon, finalize all 

arrangements in writing. This includes exact time of 
arrival, time and length of performance and 
equipment needed to provide entertainment. Be sure 
to escort the group through the area so they will 
understand exactly what is needed and expected. Do 
not over-contract; do not attempt to do too much. 

 
EVENT FUNDRAISERS If an awards dinner, golf tournament, play, fair, 

concert or revue is the main event, the auction 
becomes an added bonus to the gala affair. Consider 
carefully the appropriate function. In most cases, you 
should then follow the various committee descriptions 
in this book. Consider holding the auction during a 
cocktail party prior to the main event. This will serve 
as a festive introduction to the evening.  The money 
raised from the auction will supplement traditional 
profits from ticket sales and provide entertainment 
that may have a broader appeal. 

 
  Where the auction is not the main attraction, care 

should be taken to create and maintain a separate 
auction committee structure from that of the event.  
The goals and tasks are sufficiently different but each 
can highly complement the other.  The overall 
success of the entire evening can be greatly 
enhanced.  Keep in mind utilizing additional 
volunteers creates a larger pool of interest and 
committed individuals, hence raising your level of 
participation for the gala. 
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ORGANIZING THE PERFORMANCE 
 
 
RECONFIRMATION Several weeks prior to the event, the entertainment 

chairman should reconfirm all arrangements with the 
performers. The specifics should have been 
previously explained verbally, visually and in writing. 

 
THE BENEFIT The day of the event, the entertainment chairman 

should be present when the artists arrive. He or she 
should guide the group through the event, answer 
any questions and handle any problems. Please be 
sure all is understood regarding length of play and 
time of final song or segment. 

 
 

THANK -YOU 

 
 
THANK YOU If performers are entertaining at a reduced rate or 

gratis, absolutely give appropriate and prominent 
billing in the program.  Also consider sending a token 
gift such as a gift certificate to a restaurant, flowers or 
a case of champagne.  If you are embarking on a 
large venture, all committee heads should be thanked 
according to the proper means, as described in other 
chapters. 

 
 

CHECKLIST 
 

[  ] Is entertainment essential to your event? 
 

[  ] What kind of entertainment options are available? 
 

[  ] Is there a celebrity willing to donate his/her time? 
 

[  ] How long following the auction is dancing available? 
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CHAPTER 10 

 

INVITATIONS AND RESERVATIONS 

INVITATIONS 
 
 
The invitation is one of the first glimpses of the auction by the community. One 
peek should provide the viewer with a window to future magic. This 
announcement of things to come should provide excitement, anticipation and a 
touch of atmosphere.  Creativity will go a long way to producing a positive 
undercurrent in the population. Allow the eyes to smile. 
 
  

CHOOSING THE COMMITTEE 

 
 
CHAIRMAN The invitations chairman will coordinate the design, 

printing and mailing of the invitations.  He or she 
should have the ability to work with printers while 
coordinating a group of volunteers to hand-address 
the invitations to all organization members. 

 
DESIGNER The designer must have the creative talents to design 

an eye-catching invitation. He or she should be aware 
of the benefit theme and should incorporate the ideas 
into the invitation, response card and envelopes. The 
designer will coordinate the auction invitation with the 
preview party invitation. 

 
VOLUNTEERS These individuals will hand-address and hand-stamp 

invitations to the community. This task is most 
enjoyable when done in a group setting at a 
prescribed time. 
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CREATING THE FANTASY 

 
THEMES Invitations should be carefully designed using the 

benefit logo on all mailing pieces. Consider unique 
possibilities; if stumped, do not hesitate to request 
help from the printer. He or she may be aware of new 
techniques to be utilized. All pieces of the mailing 
should contain the unique design. The invitation 
should match the event.  Do not pinch pennies; if it is 
to be an elegant evening, display it in your invitation. 

 
. 
  

THEME LOGO IDEAS 

Circus Clown 
Ringmaster 

Western Cowboy hat 
Gold lasso with rope 

Shakespeare Court jester 
Knight 

Great White Way Playbills 
Tony award 

Space Odyssey Spaceship 
Alien 

African Safari Hunter 
Lion 

Angelic Evening Angel 
Harp 

Night of Magic Top hat and wand 
Rabbit 

Italian Splendor Coliseum 
Italian scroll 

Treasure Island Pirates 
Treasure chest 

Masquerade Masks 
Ornate wigs 

Shanghai Surprise Chinese pagoda 
Chopsticks 

 
 
 
 
 
 
ILLUSTRATIONS On the following page we have taken possible logos 

from a collection of computer click-art that is readily 
available; other sources are possible. 
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           CIRCUS                                                                 WESTERN                                                SHAKESPEARE

      GREAT WHITE WAY                                       SPACE ODYSSEY                                        AFRICAN  SAFARI

    ANGELIC EVENING                                     NIGHT OF MAGIC                                        ITALIAN SPLENDOR

   TREASURE  ISLAND                                                   MASQUERADE                          SHANGHAI SURPRISE
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INVITATIONS No matter the shape or size, all invitations must 
contain certain basic information:  

 
 The organization sponsoring the benefit. 

 
 The auction's name, date, time and place. 

 
 The fee structure. 

 
 Type of meal and beverage served. 

 
 Proper attire. 

 
 Date of response. 

 

 

  

RESPONSE CARD The response card and envelope are imperative.  
Without them responses only trickle in.   You must 
make it simple for everyone to attend.  The card 
should have the logo and contain blank spaces for 
name, address and telephone number of attendees 
and table seating preferences.  The return envelope 
should be pre-addressed to the auction treasurer or 
reservations chairman. 

 
 
 

Ye Darling School Mother’s Association
Wishes the honor of thy presence at

“AS YOU LIKE IT”
Sunday, ye Eleventh Daye of Aprille

The Darling School for Girls Auditorium
   Silent Auction & Spirits    Live Auction & Feaste

Black Tie

7:00 P.M.
           Replyest Thou by Aprille 1
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PRINTER The printer should be decided upon in consultation 

with the catalog chairman.  One printer should handle 
all needs.  Examine the occupational listing of your 
organization. If a printer is among the ranks, discuss 
his providing services at cost. If no printer is a group 
member, consider approaching several companies 
within the community to handle the contract at 
reduced rates in exchange for free advertising in the 
auction catalog. Use a company's low bid to 
encourage competition.  

 
  Upon deciding on a printer, use him as a resource 

tool to discuss various design techniques. Be 
absolutely crystal clear on the printing timetable. All 
involved must have a firm understanding of when 
"copy" is due and when all printing will be completed. 
The proper timing of the mailing of invitations is 
crucial to the success of the auction. A printing delay 
resulting in a late mailing could create low attendance 
because of conflicting social calendars. You should 
never appear haphazard in your approach. 

 

ORGANIZING THE STRATEGY 
 
 
NUMBER PRINTED Carefully determine the number of invitations to be 

distributed. Remember to include all mailing lists. 
Think carefully about individuals to be added to the 
lists. Over-order by at least 100 pieces. This may not 
increase the cost significantly since printing is often 
done by sheets.  No matter what the cost, it would be 

“AS YOU LIKE IT”
Sunday, ye Eleventh Daye

of Aprille

NAME

ADDRESS

[   ] Gold @$500 [   ] Silver @$400 [   ]Bronze@$300 [    ]General@$200

Enclosed is my check for $_______

I/we cannot attend, but would like to contribute $________

Kindly seat us with (List names on back of card)

RSVP by April 1, 1999
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disastrous to run short. If that scenario develops, to 
reset the run would be extremely expensive.  

  
MAILING DATE Invitations should be sent 6 weeks prior to the 

auction. Be sure the printer understands the 
necessity of accurate and timely job completion. Use 
first-class mail to ensure accurate and prompt 
delivery. 

 
ADDRESSING This is most enjoyable if organized as a group activity 

on a single date at a central location. This is the most 
reliable method of ensuring that all invitations are 
addressed properly and quickly. Publicize the date 
and location among volunteers, encourage 
attendance by creating a festive atmosphere and 
consider providing some light refreshments.   

 
  Have the invitations pre-organized by the assembly 

line method: one station stuffing envelopes, another 
placing stamps, third addressing, the fourth sealing 
envelopes. Have plenty of pens and address lists 
available. Encourage volunteers to participate even if 
they can spare only a short time for much can be 
accomplished in short bites. 

 

RESERVATIONS 
 

All of us who have spent that seemingly eternal evening next to the dreaded bore 
understand the importance of the reservations chairman.  Whether it is cousin 
Sally's wedding or the annual scholarship ball, the event is made by the company 
we keep.  Well-planned, balanced tables will go a long way toward ensuring an 
enthusiastic, energetic and profitable auction.  
 

 

CHOOSING THE COMMITTEE 
 
CHAIRMAN In most cases, this is a one-person committee, or you 

may consider combining this position with the 
invitation chairman.  In either case, the individual 
should be detail-oriented and have a strong working 
knowledge of the institution's membership in order to 
create compatible seating arrangements. 

 
  The chairman will be required to track all returned 

reservations, make a comprehensive table chart in 
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coordination with the decorations committee and the 
caterer as well as prepare the master seating plan. 

 
 

ORGANIZING THE PAPERWORK 
 
TRACKING RESERVATIONS Upon receipt of the response card from the treasurer, 

great care should be taken to enter the guest or 
guests on a master list.  Pay careful attention to any 
pre-arranged table listings on the response card.  
Many guests may devise their own tables and every 
effort should be made to grant these requests.  If 
additional names are not listed, the chairman must 
consider all personalities and create the appropriate 
mix.  If the individuals are not immediately known, 
contact the head of your organization for any 
information regarding friends.  Reconfirm the final 
listing with the treasurer to ensure everyone has been 
included. 

 
  Use of a computer program will greatly simplify this 

task. BidStation Pro provides extensive tracking of 
reservations, payments, and table assignments as 
well as producing seating plans.  Reservations 
entered into the database will enable individuals to 
produce listings for the chairman’s review. The 
software also provides added benefits of 
automatically assigning bidder or paddle numbers 
and cross labeling with each table location.  Ultimate 
ease is created with a listing at registration containing 
name, bidder numbers and table assignment on each 
place card and general information sheet. 

 
CORPORATE TABLES Many corporations will provide much needed 

additional revenue by purchasing whole tables at an 
increased price.  Known as “corporate sponsors,” 
these businesses should receive catalog 
advertisement and appropriate thank-you in the 
benefit newsletters for their generosity. Because of 
the fluid nature of who may be available to attend the 
benefit from these sponsors, the actual attendees 
may not be known until the event. This creates a few 
fundamental problems for reservations, paddle 
numbers and table seating. Don’t shy away from the 
lucrative corporate monies due to the last minute 
glitch of adding a few names.  The following steps 
should make it an entirely manageable issue: 

 
 Contact sponsor prior to event and attempt to 
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obtain names and phone numbers of those 
attending.  Bid numbers can then be assigned in 
advance. 
 

 Provide a separate registration table for 
corporate sponsors, with extra bid numbers and 
catalogs will be available for assignment to un-
registered guests.  Table number information will 
also be provided.   
 

 Newly registered guests must complete a 
registration form that includes names and phone 
numbers. Following completion corporate guests 
will receive paddle numbers enabling easy 
identification during the auction.  If a computer 
program is being used for invoicing, this 
information must be passed on for entry into the 
system. 

 
MASTER SEATING PLAN The chairman must prepare a master seating plan. 

This consists of a scaled drawing of the dining tables, 
cooking area, silent and/or live auction areas and 
entertainment and audio-visual areas.  This design 
should be devised in close conjunction with 
decorations chairman and the caterer, paying close 
attention to their special needs. 

 
SAMPLE PLAN In planning your layout, it is advisable to be specific 

and extremely detail oriented. This includes providing 
exact locations of the silent auction and any other 
display areas.  Care should be taken to provide 
adequate space for all functions, such as catering, 
registration and all booths.  A sample plan for an 
auction in which the silent bidding is in the same 
room would be as follows: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 SILENT AUCTION TABLES 

REGISTRATION 

PODIUM 

BAR 
BAR 
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MASTER LISTS Once all guests have been assigned tables, a master 

list can be completed.  This should include an 
alphabetical list of names with table and paddle 
numbers.  This sheet should be given to the 
registrar’s table, the caterer and security guards. The 
reasons for this are two-fold: easy access to correct 
seating if a table card has been misplaced and the 
ease of locating guests if an emergency call is 
received during the event. 

 
  Adequate knowledge of table assignments by 

cashiers and general check-out volunteers are 
particularly important when individuals’ completed 
purchase invoices are hand-delivered to each table.  

 
  
 

THANK-YOU 
 
 
THANK-YOU The Invitation chairman and designer should be 

included in the recognition event planned for all 
committee heads.  All volunteers who contributed to 
the addressing of envelopes and the seating plan 
should be remembered with a personalized letter. 
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CHAPTER 11 

 

CATALOG OR PROGRAM 

 
 
Never underestimate the power of the written word.  The catalog, the written 
itemization of all auction objects, has the ability to set the tone of your affair.  One 
glance at your book should provide the reader with the understanding of the 
magical event about to unfold.  It should build excitement and create a fever pitch 
during the auction.  This can be expertly accomplished with organization, clever 
descriptions and widespread distribution. 
 
 

CHOOSING THE COMMITTEE 
 

 
CHAIRMAN This individual should be extremely organized and 

detail oriented and have a strong writing sense.  The 
chairman must coordinate all aspects of the catalog 
production.  This involves the design and layout of the 
book, the written descriptions of all auction items, the 
advertising section, the timetable regarding the 
overall production, the printer's timetable and the 
actual distribution of the finished product. 

 
DESIGN AND LAYOUT This individual is responsible for the creative input 

and graphic design of the catalog.  Research your 
organization for someone who has design or 
publishing experience.  This will make interaction with 
the printer a relatively smooth process.  The 
coordinator's responsibilities include creating an 
appropriate design and any inside illustrations, 
choosing a type style and overall format, deciding 
upon paper stock, cover and binding.  He or she is 
also responsible for integrating advertising into the 
catalog. 

 
EDITOR This is the person responsible for coordinating all 

writers.  The editor must determine acquisition 
groupings, distribute acquisition sheets to be 
formulated into descriptive summaries and review all 
completed copy returned from the proofreaders.  The 
editor also should devise a schedule for writing, 
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editing and proofreading.  The editor is responsible 
for the added touches in the catalog such as the 
introduction letter from the head of the organization, 
committee listings, special giving group lists, auction 
rules and all other special recognition touches. 

 
WRITERS These are the people who write descriptive, creative 

summaries of auction items for the catalog.  The 
number of individuals needed will depend on the size 
of your auction.  Writers should have the ability to 
capture the flavor of the auction while providing the 
reader with the pertinent information necessary to 
purchase an item. 

 
PROOFREADERS These volunteers will review all written copy.  They 

must confirm that all information on the acquisition 
sheet is correctly reported; this includes the name of 
the donor and all specifics regarding the auction item. 
They are also responsible for punctuation, spelling 
and grammar.  Depending on the size of the catalog, 
consider placing two individuals in this position. 
English teachers or people in public relations or 
publishing are ideal for this task. 

 
ADVERTISING LIAISON This person is responsible for coordinating the 

advertising solicitation effort with the advertising and 
acquisition committees and for the correct placement 
of advertising in the catalog. He or she must have 
strong interpersonal and organizational skills and 
must coordinate all advertising with the design 
department of the catalog. 

 
 
 

 ORGANIZING THE PAPERWORK 
 
 
THEME The catalog provides a window on the auction to all 

guests.  It gives all participants the opportunity to 
catch the flavor of the upcoming event.  The book 
should utilize the auction's theme to add sparkle and 
zip to the design and content.  Working in conjunction 
with the decorations and silent auction committees to 
understand the affair's focus, the catalog chairman 
should carry the subject matter throughout the 
production process.   The theme should be evident 
when naming silent auction group categories, writing 
item descriptions and creating the graphic design.  
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Consider subtle variations on the consistent theme to 
provide readers with continuous reinforcement of the 
auction's magic.  

 
 
DESIGN AND LAYOUT All aspects of the catalog design should be 

considered, always in conjunction with the auction's 
theme.  Keep colors and style consistent with the 
event's decorations and all previous public relations 
materials.  Discuss all considerations with the printer 
to determine feasibility and cost.  Begin with the size 
of the book.   

 
 Do you want it hand-held or a larger 

pamphlet?  The most popular sizes 
are: 
 8 ½ x 11 full page 
 8 ½ x 5 half booklet 
 booklet size to fit in #10 

envelope 
 

 Consider the catalog cover: what color and 
weight of  paper should be used?   

 
 Is the catalog cover a two-or three-color printing 

process?  
 
 How should the book be bound?   
 
 What logo and printing should be on the face?   
 
 What paper stock, color and type style should be 

used for the text? 
  
 Will you have illustrations throughout the book?   

 
PRINTING The design and layout coordinator is responsible for 

directing all aspects of the printing process.  Your 
organization must decide if the catalog should be 
prepared "in-house" or contracted to a local printer.  
Many factors will determine your choice.  Some 
considerations are the budget, the size and type of 
auction, and the availability of technical equipment 
and trained individuals.  Consider carefully the 
finished project when deciding upon printing options.  
Acquisitions should be highlighted to generate 
excitement.  Also, weigh the professionalism of a 
commercial printer if your advertisements are many 
and varied.  Merchants and corporations expect an 
appropriate level of return on their investment.  It may 



 

105 

be worth the added dollar amount to have an outside 
printer handle the task. 

 
COMPUTER FORMATS Software is capable of producing camera-ready art for 

a wide variety of catalog designs. Within BidStation 
Pro lies the capability to produce a professionally 
designed catalog “in-house” with the assistance of a 
copy center.  You will be able to experiment right at 
your computer and make many choices before 
actually submitting your text for printing.  See 
following pages for illustrations of catalog formats 
produced directly by the software, ready to take to a 
printer or an overnight copy center. 

 
BUDGET PRINTING If your budget is tight but you wish to create an 

expensive look to the finished catalog, please 
consider several different alternatives: 

      
 IN-HOUSE PRINTER:            The entire project can be printed, duplicated and 

bound within your organization if you have access to 
computers and modern desk-top publishing 
techniques.  In addition, one should have a copy 
machine with mass production and sorting capacity.  
It is also essential to have a multitude of volunteers 
available to aid in the catalog's assembly. 

 
 JOINT IN-HOUSE/COMMERCIAL PRINTER:  
  Consider printing the catalog content with the desk-

top publishing technique while having the cover 
commercially produced.  It is also possible to provide 
all copy, including advertisements, in "camera-ready" 
fashion to a printer and have the content and cover 
professionally reproduced.  Depending on your 
volunteer staff, you may also decide to have the 
printer bind your booklet.  Discuss all variations of the 
printing process with the printer and formulate a 
cooperative business agreement.  
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"As You Like It" has been a mammoth undertaking by The 

Darling community.  From start to finish the task has required 

loving hands and strong minds.  The commitment has been 

continuous from all divisions of the school.  The parents, the 

faculty, the administration and the students have rallied to 

create an evening to be remembered and enjoyed. 

 

To the committee, we are grateful.  Your endless hours spent 

on the telephone contacting business associates, merchants 

and friends are deeply appreciated. The evening will be 

successful because of your devotion and commitment to the 

Benefit and to the School.  We thank you for your cooperation, 

smiling faces, encouragement and a constant willingness to 

help. 

 

Our deepest thanks are to our husbands and our children.  

Your patience, understanding and guidance will never be 

forgotten.  The missed dinners, lost evenings, non-weekends 

and your ability to always support and listen is appreciated. 

 

Thank you, everyone. 

         

                         

 

HORS D'OEUVRES 
 

Miniature Ham Brioches 

Miniature Scallop Tarts 

Shrimp Dijonnaise 

Stilton Cream with Julienne Pear 

Mildly Curried Vegetables in Endive Leaves 
 

DINNER 
 

Braised Leek with Chevre  
 

A Quartet of Boneless Game Bird Breasts 

Pheasant, Capon, Wild Turkey & Duck 

Orzo with Sautéed Field Mushrooms 

Grilled Spring Vegetables  

Crusty Roll 

 
DESSERT 

 

Fresh Strawberries with Rum Sabayon 

Yorkshire Fat Rascals 

Shortbread 
 

RULES OF THE AUCTION 
 
1. Items available in the silent auction have a bid sheet 

attached describing each item, the minimum starting bid 
and the proper incremental increases.  Persons desiring to 
bid on these items may do so by writing their paddle 
number and bid in the appropriate column. 

2. Each person will be assigned a paddle number and you are 
to write only this number and the bid amount on each bid 
sheet.  Each bid must equal or exceed the stated minimum  
and each increase must equal or exceed the stated 
incremental increase.  A bid is a legal contract to buy. 

3. The winning individual at the stated conclusion of the 
silent auction will be the highest bid number appropriately 
recorded on the bid sheet. 

4. All sales are final. 
5. Unless otherwise stated all items must be used within one 

year of the date of the auction.  
6. The Darling School Auction Committee neither warrants 

the quality not the value of items or services. 
7. All items must be redeemed at the conclusion of the 

auction and payment made in the approved manner stated. 
 
 
 

[Back cover being used as paddle card and table assignment] 

 
 

Joseph & Mary Jones 
 
Table # 24 
 
 
 
 
 
 

206 
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#10 Envelope Size 

8 x 11 ½ Full Page 1 Column 

5 1/2 x 8  2 Column 
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UNDERWRITING If a professional catalog is your goal but budgetary 

constraints are severe, consider soliciting catalog 
underwriters.  If individuals understand the 
importance of a commercial product, they may be 
willing to financially support the endeavor.  Provide 
options of covering cost of the paper, the cover, the 
graphic design or the binding process.  Promise 
recognition in the catalog for their extreme generosity.  

 
CHECKLIST FOR PRINTER 
 
  

IN-HOUSE PRINTER COMMERICAL PRINTER 
Costs more easily controlled Price set by market 
More flexible schedule Rigid, fixed timetable 
Allows last minute revisions Planning must allow for printing 

schedule 
Existence of pre-formatted catalogs 
in BidStation Pro overcomes 
printing layout delays 

Printing layouts must be approved if 
not designed by printer 
Type set increases cost 

Limited printing and color 
capabilities 

Unlimited printing styles 

 
 
COMMERCIAL PRINTER If you have decided to forward your catalog to a 

commercial or offset copy company, you must 
consider the following variables: 

 
 Paper stock of content and cover 
 
 Note: It is possible to plan ahead by designing 

and printing your cover in advance and 
assembling it upon completion of the catalog 
content. 

 
 Number of colors in the copy and cover 
 
 Type style of copy 
 
 Copy and advertisements to be "camera-ready" 
 
 Exact production schedule 
 
 Exact number to be printed 
 
 Any additional covers, posters or banners to be 

manufactured on same run 
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  Be clear and concise.  Ask the printer to discuss any 
additional factors that may impact cost prior to 
printing.  This limits surprise costs. 

 
STYLE AND CONTENT It is vital that the writers add zip to the acquisition 

item descriptions.  Clever, creative paragraphs will 
add pleasure to the bidding process.  Always 
remember the auction's theme; utilize quotes from 
famous authors, movies or historical figures to 
emphasize your prize objects (always ensuring you 
are permitted to do so within copyright restrictions).   

 
  Subdivide donations into silent and live auction 

categories; silent auction items should be further 
subdivided into appropriate subgroups (e.g., trips, 
household goods, sporting equipment, and children).   
Live auction descriptions should be elaborate and 
extravagant while silent auction narratives are short, 
witty and to the point.  Always reconfirm that all 
important donation elements are included in the 
description. Do not sacrifice important detail for cute 
and clever phrases. 

 
  Begin distributing acquisition sheets as soon as 

possible to the catalog writers.  Item descriptions can 
be done gradually and compiled into groupings at the 
last minute.  This is an especially effortless task with 
the desk-top publishing technique.  Be aware that 
acquisitions are continually received; waiting until all 
are received may create an overwhelming last minute 
endeavor.  Piecemeal is the more manageable 
approach.  The editor will be responsible for ensuring 
a smooth transition among all groupings. 

 
ADVERTISING Advertising can add a substantial amount of income 

to the auction's ledger.  This amount of receivables 
may substantially reduce the cost of the catalog while 
providing an added avenue for increased profit.  
Merchants and corporations have the ability to 
participate in the benefit while providing exposure to 
their product or industry.  Businessmen are usually 
willing to participate in a charitable endeavor that may 
create additional clientele. 

 
DIFFERENT FORMATS Advertisement income may be obtained from a 

variety of formats and may not be limited to 
commercial ads, business cards or slogans from 
business establishments.  Among your choices are: 

 
 A souvenir journal mainly used when an 
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individual is being honored for their contribution 
to the charity.  The journal can consist of 
advertisements without any mention of the 
auction, and sponsorship tickets may also find 
recognition in this journal. 

 
 Photographs of children who are served by the 

organization can provide the foundation with a 
beautiful and memorable journal.  Opportunity to 
buy space is available for all levels of 
participation and the journal can be produced as 
a beautiful  “keepsake.” 

 
 A full page of personal “notes” purchased by 

parents, grandparents, supporters and other 
members of the organization.  Often used to 
express appreciation and good fortune. 

 
 
 
SOLICITATION OF ADS If your auction has decided upon catalog advertising, 

consider organizing this group in conjunction with the 
acquisition solicitors.  When approaching area 
merchants for an auction donation, offer the 
alternative of a catalog advertisement.  Canvass area 
corporations by letter and personal visit requesting 
advertising contributions.  Consider soliciting the 
organization's service businesses for an 
advertisement or donation. For example the services 
that delivers bottled water, fuel oil, paper supplies or 
printing would be likely subjects for advertising 
contracts.  The advertising chairman should work in 
close communion with the acquisitions chairman in 
devising a listing of all corporate and merchant 
prospects. 

  (See Chapter 12, for more information). 
 
 

 
 
 
To: Jamie & Karen 
 
Mom and Dad are so proud 
of you.  Keep up the good 
work and have a great year 
in school. 
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"CAMERA-READY" ART When soliciting advertisements, have all contributors 

provide "camera-ready" art copy.  Advertisers must 
sign an advertising agreement; accept copy only 
when accompanied by a check.  Consider pricing 
carefully and do not price too low.  Graphic placement 
can be expensive and time consuming. 

 
ARE ADS FOR YOU? 
 

ADVERTISEMENTS NO ADVERTISEMENTS 
Chance for local merchants and 
suppliers to support the auction and 
the organization 

Not enough volunteers to have a 
fully committed campaign 

Produce a sizeable income when 
orchestrated properly 

Time consuming to graphically place 
ads for the amount of realized profit 

Opportunity for people to place a 
message of support for the auction 
and organization 

Consider the theory that “Ads” 
cheapen the catalog” 

 
 
 

ORGANIZING THE CATALOG  

   
 
CATALOG FORMAT Consider the exact auction catalog format.  

Remember, what you include in the booklet 
determines the style of your auction. The editor and 
the catalog chairman should determine all elements 
to be included.  Some considerations are: 

 
 Title Page:  Includes name, date, time and 

location of the auction. 
 

 Menu:  Complete menu selection and caterer 
recognition. 

 
 Introduction Letter from organization 

president: Expressing gratitude for general 
support and stating reason for auction. 

 
 Introduction of auctioneer:  Page reviewing 

auctioneer's credentials and expressing 
gratitude for his or her participation. 
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 Volunteer Listing: Complete listing of all 

volunteers.  Carefully review this list to ensure 
that all individuals are correctly listed.  All 
volunteers, no matter how small their 
contribution, should be included. 

 
 Sponsors and underwriters: Complete listing 

by category and in alphabetical order.  
Reconfirm that all names are correctly listed. 
Acknowledge all corporate and individual 
underwriting. 

 
 Special recognition pages: Listing of 

individuals within the institution who have 
contributed to the event.  These contributions 
may be monetary or through major voluntary 
participation.  

 
 Diagram showing silent auction tables. 

 
 Silent auction rules.  

 
 Live auction rules.  

 
 Silent auction closings: Listing of all booths 

and the scheduled closing time of each booth. 
 

 Checkout procedures (especially if utilizing 
Express Checkout). 

 
 Live and silent item descriptions: The bulk of 

the catalog; complete and accurate 
descriptions of all auction objects. Place in 
numerical order as they appear in the auction. 

 
 Advertisements: Placement of all 

advertisements in the back of the catalog.  
Ensure that correct graphic design is utilized.  
Consider additional use of back cover for 
advertising at a premium price. 

. 
  
NUMBER PRINTED It is important to produce an ample supply of 

catalogs. The booklets are expensive, so consider the 
amount to be ordered carefully.  A general rule of 
thumb is one for every guest plus 100.  The additional 
100 will be available at the registration table for those 
who have left the catalog at home.  Additional 
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numbers may be necessary if advertisers or 
corporate sponsors have requested copies. 

 
DISTRIBUTION The catalog should be distributed to all guests 

approximately one week prior to the auction. This 
provides participants the opportunity to select items of 
interest and will begin to create auction fever.  A well-
written and well-designed book will help guests to 
become involved in the spirit of the event.  Deliver 
one catalog per household. If it is not possible to 
hand-deliver booklets, send them through the U. S. 
mail.  This is a considerable added expense, so 
carefully investigate all methods of distribution.  
Consider general meetings; if a school, send booklet 
home via the children or have a pre-designed, well-
advertised pickup point. It is important that all 
catalogs arrive at the proper destination, so use the 
mail if other possibilities become too complicated. 

 
SUMMARY OF OFFERINGS As an alternative, consider printing a summary of the 

most attractive items and printing them in a small 
booklet on fine “skin” paper.  This booklet can be 
inserted along with the invitations or mailed 
separately to encourage participation and attendance. 

 
ADDENDUM It may be necessary to print an addendum to the 

catalog.  There are always omissions, corrections and 
last-minute donations.  Create an addendum in the 
same style and format as the catalog.  Have the 
addendum available at the registration desk, at the 
silent auction booths and at every dinner table.  
Changes and additions should be easily visible for all 
participants. 

 

  THANK-YOU 
 
 
THANK-YOU The catalog is a major undertaking and a vital piece 

of the auction fabric. It is important to express 
appropriate appreciation to the catalog chairman, and 
the design and advertising coordinators. Consider 
including these individuals in the chairman 
recognition luncheon.  Letters should personally and 
individually thank all other volunteers.   
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CHAPTER 12 

 

ADVERTISING 

 
 

A picture is worth a thousand words, or in the case of an auction event, a full-page 
advertisement is money in the bank.  Whether in a catalog, program or even a brochure, 
advertising is an extremely effective method of entering the event in the black. 
 
Although it requires time and effort, a well organized, coordinated campaign can bring 
beneficial results.  The advertising committee must be populated with a geographic and 
corporate cross-section of volunteers who are willing to spend time ensuring that all 
avenues have been traveled. 
 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMEN We recommend at least two people be chosen in the 

early planning stages.  Ten months prior to the event 
would be ideal, but this may not be possible. Simply 
put ”the sooner the better.” They should be 
knowledgeable about the organization's members as 
well as have broader contacts within the geographic 
and corporate communities.  They must coordinate 
closely with the advertising liaison on the catalog 
committee and the acquisition committee’s merchant 
solicitor. 

 
COMMITTEE MEMBERS Because of the amount of work involved, this will be a 

large committee.  Volunteers should be chosen on 
the basis of involvement in the community and their 
personal acquaintance with corporations or potential 
advertisers.  These volunteers must be prepared to 
make phone calls and follow-up visits to obtain ads. 

 
  These individuals must be willing to canvass 

merchants to solicit advertising. They may work jointly 
with acquisition solicitors to request either an 
advertisement or an acquisition contribution. 
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MERCHANT SOLICITORS They should be aware of geographic distribution when 
formulating the group.  The community should be divided so 
solicitors are familiar with merchants.   The larger the area 
represented, the better it is to distribute merchant lists to 
individuals familiar with the owners. 

 
CORPORATE SOLICITORS These are people willing to contact corporations.  Corporations 

within a community can play a large role in supporting your 
effort if they are approached properly.  The most logical tactic is 
through members of the community who are employed in these 
companies.  Once again, these individuals should work closely 
with the acquisition committee’s corporate solicitors. 

 
DESIGN SPECIALISTS Individuals with graphic design experience are not essential but 

are definitely preferable.  This will reduce your expenses and 
dependence on a professional printer.  This group would be 
responsible for placement and preparation of accumulated 
advertisements in the catalog.  

 
 

ORGANIZING THE STRATEGY 
 
 
CONTRACTS Determine the price of your advertisements.  Do not price too 

low; your community supports these merchants throughout the 
year.  It is expensive to print ads. Remember to factor in all 
costs when determining the price; the objective is to make a 
substantial profit.  Breakdowns in pricing should be in quarters 
(see contract on following page) and only "camera-ready” copy 
should be accepted.  Venturing into the design end is costly and 
time consuming. 
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ADVERTISING CONTRACT 

 
 
 
 
 
 

THE DARLING SCHOOL FOR GIRLS 
AUCTION CATALOG ADVERTISING CONTRACT 

 

COMPANY_________________________________________________ 

NAME________________________ POSITION ____________________ 

ADDRESS______________________CITY___________ST___ ZIP____ 

SIGNATURE__________________PHONE _______________________ 

 

I wish to purchase an advertisement in the catalog: 

 

  [ ] Back Cover 5 1/2" x 8"  $ 600 

  [ ] Inside Covers 5 1/2" x 8"  $ 500 

  [ ] Full Page  5 1/2" x 8"  $ 400 

  [ ] Half Page 5 1/2" x 4 1/4" $ 200 

  [ ] Quarter Page 2 2/3" x 4 1/4" $ 100 

       [ ] Business Cards                                  $  50 

 

The advertiser agrees to place an advertisement in the catalog and will: 

 

1. Pay to The Darling School For Girls the amount of $ ________ by check 

with this contract.          

2. Agrees to provide "camera-ready" art to the auction committee prior to 

February 1, 1999.  If this copy is not provided, the benefit may use the 

advertising space purchased by the advertiser to display the name and address of 

the advertiser. 

 

3. Proofs will not be furnished. 

 

4. Advertising materials will be returned upon request. 

 

 

 [  ] Check enclosed  [  ] Art enclosed  [  ] Repeat last year's advertisement 

 

Changes: 

_________________________________________________________________

___________________________________________________ 

 

 

ADVERTISER COPY             TREASURER COPY                 COMMITTEE COPY  
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CAMERA-READY ART When the merchant submits an ad, it should be ready to be 
placed on the layout page without any typesetting, rearranging 
or changing.  If you have access to a computer with graphic 
design capabilities and volunteers who understand the process, 
you may consider accepting less than "camera-ready" copy.  
But remember, this work is time consuming.  It is preferable to 
require merchants to give you exactly what they submit to 
newspapers. 

 
  The committee should become familiar with "crop-marks" and 

the way ads must be placed on a page suitable for printing.  
Your printer will be glad to give you a full explanation of the 
process. 

 
CONTACT SHEETS Assemble campaign contact sheets of community merchants, 

organization suppliers and corporate contacts. Consider the 
following when organizing lists: all merchants who have 
previously donated to the organization, stores frequented by 
organization members, stores in close proximity to the 
institution. Also, read local tabloids and newspapers and note 
any businesses that frequently advertise. Add to your list 
suppliers to your organization (e.g., printers, food companies, 
electricians, plumbers, contractors, fuel suppliers). 

 
SOLICITATION LETTERS Letters should be written to all merchants, corporations and 

suppliers (see next page). Inform prospective advertisers of the 
upcoming auction and its goals and your desire for their support; 
enclose a copy of the contract including ad prices. Clearly state 
that a volunteer will personally visit their establishment in the 
near future. 



 

118 

 
 
 

 

 
 
 
Mr. Tom Burger 
Burger Buddies 

Pattietown, NN 11234 
 
Dear Mr. Burger: 
 
The Darling School for Girls will be holding an auction on 
Sunday, April 11, 1999 to benefit the school’s scholarship fund.  
This is an important and immediate need and we are requested 
your assistance in ensuring the event’s success. 
 
The auction catalog will contain advertising from area merchants 
and corporations.  Five hundred brochures will be printed and 
distributed to members of the school community as well as to the 
event’s participants. It will be seen throughout the county, and 
we would be grateful for your financial support in our advertising 
campaign. 
 
Rates and size of the advertisements are contained in the attached 
contract proposal.  A member of the advertising committee will 
be visiting you in the next two weeks.  Please assist our event by 
completing the form. 
 
We appreciate your generosity and efforts in our behalf.  With 
the support of our community, the auction will be a great success. 
 
We look forward to seeing you soon. 
 
Sincerely, 
 

Margaret Jones   Jane Smith 

The Darling School for Girls 

Darlington, NN 11111 

(555) 123-4567 
E-mail: Darling@pvt.org 
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 ORGANIZING THE CAMPAIGN 
 
 
MERCHANT LISTS Volunteers must personally visit all merchants.  

Divide volunteers by two methods: First, give 
individuals who frequent a particular shop that store. 
It is more difficult to give a negative response to a 
familiar face. Second, the remaining stores should be 
divided by geographic location. Ten stores are ideal; 
more than twenty are burdensome. 

 
KICK-OFF COFFEE Hold a "kick-off" meeting for all advertising committee 

members. Explain to volunteers their great 
importance to the success of the auction, express 
your deep gratitude for their participation and slowly 
explain all procedures and paperwork. 

 
  During the coffee, distribute all paperwork to the 

volunteers. This includes information sheets, 
merchant lists and contracts.  Stress that all 
advertisements must be accompanied by a contract, 
checks and copy -- NO EXCEPTIONS! 

 
  Give volunteers a time frame by which all contracts 

must be solicited. Remind all volunteers that the 
committee has a printer with definite deadlines. Allow 
ample time for procrastination on the advertiser's part. 

 
INFORMATION SHEET This sheet should contain name, date, place of 

auction, name of sponsoring institution and goals of 
the benefit.  The market size and geographic 
distribution of the catalog should be emphasized. 
These sheets should be distributed at the "kick-off" 
coffee. 
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INFORMATION SHEET 
 

Basic Benefit Name:  “As You Like It!” 
 

Date & Time: Sunday, April 11, 1999 
     6 P.M. Cocktails and silent auction 
     8 P.M. Dinner and live auction 
 

Place:  The Darling School for Girls Gymnasium 
 
 Gold Medallion 

Silver Medallion 
Bronze Medallion 
General Admission 

$500 per couple 
$400 per couple 
$300 per couple 
$200 per couple 
 

Deduction: Cost of the evening is $150 per couple; the remaining monies are tax 
deductible as permitted by law. 
 

Special Donors Receive: 
 
 

Prominent listing in catalog 
Invitation to evening reception with president 

PAST PROFITS 

Teacher Endowment 
Computer Lab 
New Soccer Field 
Library Books 

 

AUCTION WISH LIST 

Cafeteria Furniture 
Paving of Parking Lot 
Theater Seats 
Increased Financial Aid 

 
SCHEDULE  
 

DATE FUNCTION 
4 months prior  Kick off coffee 

 Distribute advertising  
 materials 
 Assign solicitors 

3 months prior  Solicitation of merchants  
 and corporations 
 Weekly communication 
 reports to chairman 

6 weeks prior  Return all contracts and ads 
1 month prior  Distribute all ads to catalog committee 

 Complete all graphics  
 and placements 
 Proofread all ads 

2-3 weeks prior  Deliver to printer 

 
APPROACH Stress the importance of a polite, positive attitude 

when approaching merchants. Re-emphasize the 
information on volunteer sheet. Merchants should be 
aware of the target audience, population and 
geographic area. The storeowner should be subtly, 
pleasantly reminded of the number of customers 
received from the organization. 
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CANVASSING Volunteers should endeavor to make personal 
contact with the storeowner or the decision-maker.  
Please allow time for 2-3 visits before the task is 
successfully accomplished, as the owner may not 
always be available. 

 
ASSEMBLAGE The exact procedure depends on the form of the 

advertisements.  If the ads are to be used in the 
catalog, there must be close cooperation with the 
catalog committee on layout, design and quantity.  
The design specialists should organize all material 
into a predetermined format.  Deadlines should be 
clearly established and carefully adhered to for an 
orderly flow of materials. 

 
  Sheets should be prepared in advance so that ads 

can be placed according to their size.  These pages 
must then be coordinated with the catalog so that 
advertisements fit properly.  Ads can be assembled in 
one section of the catalog, but special care should be 
taken of the prize locations, such as the inside 
covers, the center and the outside back cover. 
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LAYOUT There should be a standard layout format for all 
advertisements.  Prepare a sample page with all 
types of configurations including full page, half page, 
quarter page and business card advertisements with 
all possible combinations.  Advertisements may then 
be placed in these samples to obtain the best display. 

 
PAYMENTS A careful procedure must be established for tracking 

all ads and payments.  Contracts should be listed and 
all payments should be acknowledged and forwarded 
to the treasurer for deposit.  No ad should be entered 
without full payment. 

 
 

THANK-YOU 
 
 
THANK-YOU A written "Thank-You" is an essential part of the 

committee's duties.  All advertisers must be thanked 
for their participation with a personal note and a copy 
of the ad.  This paves the way for future contact.  
Many organizations deliver copies of the catalog to 
their major advertisers. 
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 CHAPTER 13  

 
 

PUBLICITY 

 
 
Never underestimate the power of the press!   Communication is the key to a successful 
auction.  Informing the general population will go a long way toward generating 
enthusiasm, happy anticipation, participation and increased revenues.  Ignorance is not 
bliss; rather, it is a surefire recipe for disaster.  Whether through community magazines, 
newspapers, in-house publications, flyers or banners, your efforts to spread the news 
will reap generous financial rewards.  From the initiation of the project to the actual 
benefit, your mission must be the dissemination of information.  Use every avenue to let 
the entire population know what is happening with the benefit.  
  
 

ORGANIZING THE COMMITTEE 
 
 
CHAIRMAN   This should be an individual who is organized, can 

write a zippy, eye-catching paragraph and 
understands the importance of deadlines.  He or she 
should identify all means necessary to communicate 
news of the auction to the organization and the 
community at large.  Consider using more than one 
media source. 

 
PHOTOGRAPHER  This person should be available to the chairman 

when publicity shots are needed to submit to local 
publications and should also be present to snap 
photos at the preview party and the auction to submit 
to local newspapers.  A creative eye would be an 
invaluable asset to polished, finished photos that no 
editor could resist. 

 
CREATIVE CONSULTANTS  People will be needed to design and produce 

banners, posters and flyers.   This may be an 
individual if items are being made by professionals, or 
a larger "worker bee" staff if the work is being done 
in-house.   

 
DISTRIBUTION   People are needed to handle the distribution of 

posters and banners within the organization and the 
community.  This is a quick and easy task for 
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individuals who wish to participate but do not have 
much time available.  It will make them feel a part of 
the auction while spreading the news throughout the 
community, accomplishing two very important goals. 
Never minimize the necessity of widespread general 
support. 

 
WRITERS AND EDITORS  You may need people willing to write the newsletters 

and press releases.  Consider this position only if the 
job is too big for the publicity chairman.  These 
individuals should have a mastery of the English 
language.   

 
 

ORGANIZING THE CAMPAIGN 
 
 
IDENTIFY RESOURCES  Make a listing of all area media sources and 

determine how much visibility is needed for the 
auction.  Don't be shy when considering the radius of 
information flow.  In this case it is better to oversell 
than undersell.  Even if it is a "closed" event (open 
only to people within your organization), releases 
should be sent to all area media sources. Merchants 
will learn of the charitable nature of the benefit and 
will be more receptive to donating acquisitions. 
Consider all newspapers, magazines, radio stations 
and even local TV stations.  Editors are always 
searching for the "good news" angle.  Compile a 
broad and generous list. 

 
COMMUNICATIONS It is vital to spread the word throughout the entire 

organization. You may think this is the biggest event 
since the signing of the Constitution, but many people 
in your group have yet to understand the significance 
of the gala affair.   The chairman must spread the 
word on a consistent, recurrent basis.  Use banners, 
in-house newsletters, flyers and posters to build 
enthusiasm.  Consider using costumed characters as 
the auction draws near to proclaim the upcoming 
event (e.g., Shakespeare, a cowboy or a ringmaster 
roaming the halls delivering a monologue of 
contained excitement). 

 
CREATE A SCHEDULE Timing is everything!  Publicity is an area where the 

chairman's grasp of when to publish is critical: too 
early and the public has forgotten by the time they 
need to know, too late and the event is not aided by 
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the many hours of composition.  When would you like 
to see your article and photograph published?  

 
  Consider the most opportune time, then contact all 

media sources and inquire about lead-time necessary 
to publish. Pay attention to the responses and adhere 
to the schedule.  Not dissimilar to a plane or train 
schedule, the media waits for no one, especially a 
benefit article! 

 
 
CHOOSE A THEME Determine a symbol that will become the identifying 

mark of the auction.  Use it early and often, in short, 
everywhere!  Similar to a trademark, it will create 
instant recognition for the auction.  In letterheads, 
banners, flyers and press releases it can simply be a 
small corner reminder or a large omnipresent figure, 
depending on the needs and desires of your 
organization.  Familiarity breeds comfort and 
acceptability and helps to build excitement.   

 
 

LIGHTS, CAMERA, ACTION 
 
 
MEDIA SOURCES CONTACT  Create a list!  Target when the information should be 

sent and who should receive it.  Be as specific as 
possible.  Determine the community editor's name 
and appropriate title; this can usually be 
accomplished by a phone call to the newspaper, 
magazine, radio or TV station.  Adhere to the 
schedule and send information promptly.  Remember, 
you are more interested in them than they are in you. 

 
THE PRESS RELEASE The article should be a complete "camera-ready" 

copy.  The objective is to make the job as easy as 
possible for the reporter; a minimal effort on the part 
of the reporter will provide a greater incentive to 
publish.  Provide all relevant information:  

 
 Who is holding the benefit and why?  
 
 When and where will it be held?  
 
 Will any guest celebrities be in attendance?  
 
 What activities will be occurring during the event?   
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   Any catch or twist you can provide will enhance 
your chances of publication in a prominent position 
rather than being relegated to the depths of the 
classifieds or a 3 A.M. public service announcement. 
Examples: 

 
 Chocko the Clown, the famous circus star, will be 

present to interact with the children. 
 
 A rodeo roping demonstration will be provided by 

the City Slickers. 
 
 A Shakespearean vignette will be presented by 

the prominent  Stratford-on-Avon group. 
 
  It is essential that all material is submitted typed, free 

of errors and with the name and phone number of the 
publicity chairman so any questions may be quickly 
and accurately answered.  If the reporter has to hunt, 
your article will be placed on the back burner, a 
deadly place to be. 

 
THE PHOTO “OP” As our government officials and celebrities have 

wisely learned, a picture is worth a thousand words.  
Use the lens to your advantage; do not submit to the 
local media that dreaded head shot (nothing worse 
than pretty maidens all sitting in a row).  Children in 
preparation for the event, worker bees humming 
along, a special item being prepared are all more 
interesting than the usual chairman picture.  Make 
your group stand out from among the multitude of 
press releases received.  It may even provide you 
with an additional article if you succeed in sparking 
the curiosity of someone on the media staff.  It takes 
just one person to provide you with greater access. 

 
IN-HOUSE NEWSLETTERS     You have succeeded in generating widespread 

general appeal; now you must concentrate on the 
internal population.  Especially if it is a closed event, 
you must keep enthusiasm and interest running at a 
fever pitch.  An in-house newsletter updating the 
organization on happenings will increase good will 
and should be printed.  Determine a schedule and 
format and adhere to both.  Publish bimonthly or 
monthly and always with the same design and color.   

 
CONTENT The newsletter can feature updates on acquisitions, 

progress with raffles, celebrities in attendance, artists 
who will perform, the gourmet delights to be available; 
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in short, anything you feel will bring out the crowds 
and heighten the enthusiasm.  

 
COMPUTERS Many times costs may be kept low by utilizing 

computers from within the organization.  Most desk-
top publishing and word processing programs contain 
style sheets that allow for the simple development of 
a newsletter format. 

 
  Create a newspaper-style banner highlighting your 

organization and fill the columns with a combination 
of news and click art (pictures produced by the 
computer) that will produce a lively, readable product. 

 
NEWSLETTER SAMPLE On the following page we have shown a sample 

newsletter highlighting those aspects of the auction 
that are significant. 
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  Monthly newsletters will keep your prospective 
audience up to date on all new acquisitions and can 
be very helpful in sparking the interest in syndicates 
that will raise the bidding amounts. 

 
INTERNET Since the first publication of our book, the use of the 

Internet has exploded, and today hundreds of non-
profit organizations utilize the Internet for all aspects 
of fundraising.  Using any of the major search 
engines available (Excite, Alta Vista, Web Crawler) 
you can visit sites holding “Benefit Auctions” and 
discover an amazing amount of knowledge for the 
first-time auction user.  These web sites are used to: 

 
 Announce upcoming events and offer tickets, 

requests for donations and underwriting 
solicitations. 
 

 List articles that will be offered for auction and 
permit bidding by absentee or proxy bids. 
 

 Increase public awareness of the goals and 
aims of the non-profit. State ways funds 
raised will be used to further institution’s 
objectives. 

 
NEWSPAPERS Publicity comes in many forms and it is important to 

take advantage of all opportunities.   
 

 Many local newspapers will provide 
complimentary listings of non-profit 
fundraising events. This requires advance 
contact with the publication and discussion 
regarding required format. 

 
 Your local newspaper may be willing to 

donate a full page listing of all event donors.  
This will be added exposure for the auction 
and your donors. 

 
 Purchase a page to express appreciation to 

everyone who participated in your event.  
Most newspapers will provide a special 
discounted rate for non-profit organizations or 
may be persuaded to donate the space. 

 
BANNERS Two or three strategically placed banners will provide 

an easy reminder to the organization's population of 
the upcoming event.  Banners should be displayed 
where they will be seen by all.  An entrance to the 
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building or grounds, a prime pick-up or drop-off spot, 
the cafeteria or outdoor sports facilities are all 
possibilities.  You will be the best judge of where the 
proclamation is most visible.  If outside, banners 
should be made of weather-resistant fabric; sailcloth 
is an ideal source of material. Remember to place 
slight holes in the fabric to allow for the wind.  Use the 
color and logo of the benefit on the banner and be 
concise with the information.    

 
  
  Include name, date, time and place of the auction.  

Creative individuals within the organization would be 
able to design a banner at lower cost, but there are a 
number of companies that manufacture banners for 
this purpose.  We have used both methods and found 
them to be equally effective. 

 
POSTERS Posters are a constant reminder of the upcoming 

event.  Place posters prominently throughout the 
buildings.  Use the logo and the color that has been 
consistent throughout the mailings.  Once again, all 
important facts must be mentioned, such as date, 
time and place.  It is vital that the posters not blend in 
with the woodwork; add a few pieces of real material 
to create a three-dimensional effect  (e.g., pink 
feathers for the circus theme, spurs for the cowboy 
theme and a paper medieval hat or crown for the 
Shakespearean theme).  Place the posters with 
enough lead time for prospective participants to 
commit to the date; six weeks to two months is not 
too early to publicize.  In this day and age, calendars 
quickly fill up and you want to be at the top of the list.   

 
   Whether or not the event is open to the public, 

posters should be displayed throughout the 
geographical area.  If it is open to the public, posters 
will aid in generating attendance. If it is a closed 
auction, posters will help merchants to understand 
the importance of the project and why they should 
participate with donations.  Individuals who frequent 
particular shops should request to the management 
that posters be displayed.  These posters should be 
slightly smaller (not to compete with the store display) 
but no less creative.  

 
  Posters in the community should give a phone 

number that interested parties may call to gain more 
information. Consider grocery stores, places of 
worship, specialty shops, delis, commuter stations; 
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nothing should remain untouched.  Make a list of all 
possibilities and assign people to distribute the 
publicity.  Be organized, don't be random.  If you think 
the auction would be of particular interest to an 
organization or business, post the information at the 
particular group's location. 

 
FLYERS  Consider flyers to be distributed throughout the 

organization a week or two prior to the event.  If you 
are a school, have the children take them home with 
their paperwork; if another type of organization, 
distribute the handouts at the largest meeting closest 
to the auction. 

 
STICKERS The logo of the auction can be reproduced as a 

sticker at any offset printer for a small fee.  These 
stickers can be used on all mailings, posters and 
other communications to keep the auction in the 
public's mind. 

 
 

THANK YOU 
 
 
THANK YOU  The auction has been an unqualified success.   

People were hanging from the rafters and were 
having a wonderful time.   All the major networks 
covered the event; not to mention The Sunday New 
York Times.  Thanks to your creative paperwork, the 
event was the place to be!  Whew!  You can almost 
relax.  Yes, almost, because once again everyone 
who helped you should be thanked.  A note will 
suffice for the distribution personnel, the worker-bees 
and the design consultants, but the photographer, 
artists and your writers should be treated to some 
flowers, a casual lunch or another small token of your 
appreciation.  
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CHAPTER 14 

 
 

TAX DEDUCTIONS, CODES, AND INSURANCE 

   
 
By nature, an auction is run by a group of volunteers who often lack knowledge 
of certain professional considerations that should be followed. Careful 
consideration must be made as to the tax-deductible status of donations to the 
organization and the consequences to the participants.  It is vital that all local 
codes, and police and fire regulations are carefully researched and strictly 
followed. Insurance can provide necessary protection that can keep a calamity 
from turning into a financial disaster.                
 

TAX CONSEQUENCES 
 
 
Most auctions derive a degree of their appeal from the deductibility of donations 
and purchases.  It is important that you consult with your institution's accountant 
and attorney to clarify for yourself as well as the participants the correct usage of 
tax deductions in this endeavor. Tax regulations have been severely tightened as 
to the deductions that can be taken by the donor as well as the winning bidder.  
In all cases it is essential that the organization seek the advice and counsel of 
their attorney and accountant. 
 
DONATION OF CASH Direct donation of money to a benefit is within the 

same rules as any direct financial donation to the 
institution and should be considered totally 
deductible, under the following guidelines: 

 
 A gift in excess of $250 or more can be 

deducted if the charitable organization 
provides a statement of (a) the amount 
contributed and (b) that no goods or 
services were received in return. 

 
 A cancelled check is no longer valid for 

providing proof of a charitable contribution. 
 
 The statement from the charitable 

organization should be obtained at the time 
you make the donation and certainly prior to 
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taxes being filed. 
 

 
 
GIFTS OTHER THAN CASH In regard to the donation of tangible goods and 

services, it is the responsibility of the donor to provide 
a good faith, fair market value or retail value for the 
item being donated. 

 
  If the amount is more than $500 you must complete 

and attach Form 8283 and obtain a written statement 
from the organization showing the organization’s 
name and address, the date and location of the gift, 
and a description of the property. 

     
WHAT IS DEDUCTIBLE? Recent legislation and IRS rulings have sought to 

clarify the extent to which an attendee at an auction 
can deduct his purchases.  A purchaser may 
generally rely on the written acknowledgement 
received from a charity to determine the value of any 
goods or services received. 

    
 The amount spent to purchase an item is 

technically deductible only to the extent that the 
amount exceeds the fair market value of the 
services or materials purchased.  A warning to 
this effect can be made to everyone with the 
provision that the participants may consult with 
their own accountants for their individual 
situation. 
 

 “Celebrity presence” may be treated as having no 
value, and the full price paid is the potential 
deduction by the purchaser. 

 
 A good faith estimate of the value of goods or 

services not generally available in commercial 
transactions may be determined with reference to 
“similar goods or services.”  For example, rates 
charged for hotel rooms can be used where no 
value is given. 

 
WRITTEN NOTICE There are two principal requirements for written 

notice demanded by the IRS in order to qualify 
donations as deductible. 
 

 It is the responsibility of the non-profit to provide 
all guests with a full accounting of the actual cost 
of the ticket and indicate that only the amount of 
their donation that exceeds that cost is 
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deductible.  It is strongly suggested that this 
statement be prominently displayed at the 
offering time. 

 
 The charity must provide all purchasers with a 

guest statement listing all purchases along with 
the value and sale price.  The statement must 
include the official name of the organization, its 
Federal Employer Number, the guest’s full name 
and a statement of tax status. 

 
 
TAX STATEMENT Finally, we recommend that some form of general 

statement be made saying "tax-deductible as allowed 
by law" since tax deductions are based on personal 
income and the advice of individual accountants.  The 
organization should never take any responsibility for 
tax advice! 

 
  It is essential that the correct wording be contained 

on the invoice that is presented as a receipt to the 
winning bidders. 

 
SAMPLE INVOICE 
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RAFFLES It is necessary that an organization file a 1099 form 

with the IRS for a raffle with the name of the winner 
and the fair market value of the item, which is then 
taxable as income.  It is important to determine if any 
other IRS forms need to be filed. 

 

MUNICIPAL CODES 
 
 
FIRE CODES The Fire Marshall will be able to advise you in all 

areas that directly affect fire prevention and safety.  
When the fire department is approached early in the 
planning process, you guarantee their cooperation 
and avoid problems. Some areas of concern are: 

 
 Maximum attendance:  Every facility has a rating 

for the maximum number of people that may 
attend an event and it is vital that you base your 
projections on this number. 

 
 Exits:  In some cases you may be using a facility 

for a purpose other than the one it was originally 
designed for, and it is important that sufficient fire 
exits exist and are clearly marked. 

 
 Cooking:  If a meal will be prepared in the facility 

other than in a kitchen, you should have the Fire 
Marshall approve your plan. 

 
 Materials:  Many codes require the use of 

fireproof materials in decoration of public 
facilities. By consulting with the appropriate 
officials you will be prepared to deal with their 
requirements. 

 
POLICE The local police department should be notified well in 

advance of the date of the event. Traffic, crowds and 
safety should be coordinated with the appropriate 
individuals.  Other considerations are: 

 
 Parking:  Make certain that there is adequate 

parking without any infringement on public roads.  
Off-duty policemen may be considered for 
employment to assure an orderly flow of vehicles 
to the site. 

 
 Safety:  If valuable items are present at the site, 
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consider hiring an off-duty policeman to act as 
watchman. 

 
 Permits:  In some cases, such as raffles, casinos 

and video horse racing, permits are required and 
all regulations should be researched in advance. 

 
 Raffles: The raffle laws in many states require full 

disclosure and complete review of the raffle ticket 
prior to distribution.  Failure to follow these rules 
can bring serious consequences. See Chapter 
15.  
 
 

STATE SALES TAX  In recent years many states have enacted regulations 
requiring charities to collect sales tax on various 
items sold at an auction.  It is imperative that you 
check with the appropriate authorities and determine 
your liabilities.  If collection of sales tax is required, 
consider assigning a volunteer the responsibility of 
determining tax at check-out.  If using BidStation Pro 
the compilation task is completed for you by the 
program and permits the exact tracking of sales tax 
liability for each and every item on an individual basis. 

 

 INSURANCE 
 
 
Insurance needs fall into two broad areas: liability protection for any accident that 
occurs during the event and protection for valuable property. 
 
LIABILITY You should consult with the insurance broker or agent 

for your organization to determine if any additional 
insurance is necessary for the auction.  An accident 
can occur in any public situation and it is important 
that prompt protection be available to prevent an 
unpleasant situation. Many major organizations 
carry broad liability insurance that also covers the 
many events sponsored by the institution, so no 
further purchase may be necessary.  

 
  On the other hand, should you be using an outside 

facility, it would be normal that some insurance 
protection be extended to that facility.  The broker for 
the organization can easily provide the necessary 
coverage and the cost should be minimal. 
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SUPPLIERS All outside service organizations such as caterers, 
lighting technicians and tent providers should be 
required to provide evidence of insurance.  Your 
insurance broker will provide you with a standard 
form that is used in these situations.  By requiring 
insurance protection from your suppliers, you protect 
yourself and your organization from claims that may 
arise from their services.  There is no extra cost to the 
organization for this coverage. 

 
VALUABLE PROPERTY In some benefits, valuable property will be donated 

and stored by you for a period prior to the event.  It is 
strongly suggested that a "Property Floater" be 
purchased that provides protection against loss due 
to fire, theft, water damage, breakage or other 
possible disasters.  Such coverage is not expensive 
and the institution's broker can easily secure this 
additional coverage. 

 
  Consideration should be made to purchase this 

coverage as soon as significant numbers of donations 
are received.  Coverage should continue until the day 
after the auction and include articles left in your 
safekeeping. 

 
THE LOST PAINTING At a recent auction a painting was damaged after the 

conclusion of the benefit.  The bidder refused to 
accept the damaged merchandise and a claim was 
submitted to the insurance company.  The company 
paid for the full restoration of the painting.  Not only 
was the participant pleased, but also the organization 
was spared unnecessary negative reaction and loss 
of income. 

 
 

THANK-YOU 
 
 
THANK-YOU The auction chairmen will be responsible for thanking 

all those individuals who helped in formulating the 
rules and regulations of the auction.  Special thanks 
should be given to the professional insurance agent, 
lawyer and accountant who provide their advice. 
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CHAPTER 15 

 

RAFFLES 

 
Lady luck be with you! The Walter Mitty in all of us is attracted to the possibility of 
winning that fantasy prize for only pennies.  We want to believe the carousel's 
brass ring is possible.  Therefore the raffle has mass appeal across the 
organization and community. It spans all economic circumstances and climates; 
almost everyone will take a chance to win the mega-prize.  Even if individuals 
cannot attend your auction, they can still participate in the raffle.  It can be a 
major profit center. So grab those tickets and sell, sell, sell! 

 

ORGANIZING THE COMMITTEE 

 
CHAIRMAN He or she should be a detail-oriented individual who 

works well with people. The chairman will be 
responsible for creating the raffle. This will include 
discussions with the auction chairmen to determine 
the type of raffle to be held, overseeing the 
administration of the technical aspects of the raffle 
tickets, the actual drawing, and any necessary follow-
up with the lucky winner. 

  
TREASURER A responsible, conscientious person, the treasurer 

must keep strict accounting of all tickets sold and 
receivables and must also file all necessary legal 
papers regarding the raffle. Some states regard 
raffles as a form of gambling and impose certain 
procedures and restrictions. The treasurer should 
investigate the terms and follow the correct methods. 

  
COORDINATOR This person must be able to direct a large group of 

ticket sellers; he or she should be great with people, 
enthusiastic and detail-oriented.  The coordinator 
must keep a strict accounting of who has what tickets 
and how many have been sold.  He or she will closely 
coordinate the record keeping procedure with the 
treasurer and will be responsible for devising a 
method of selling the tickets and directing the 
volunteers in this effort. 

 
SOLICITORS A large battalion of workers will allow for easier 

distribution. The selling of tickets need not be limited 
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to members of your organization, but may be spread 
throughout the larger business and geographic 
communities. Sell tickets to family friends and 
business associates and, if you have a few 
adventurous volunteers, tackle shoppers in the mall 
(not literally!).  Depending on the items being raffled, 
there may be universal appeal. Most people are 
willing to risk a few dollars to win that fantasy trip, car 
or wardrobe. This is an ideal position for the working 
individual who wants to be involved but has little 
spare time. 

        
 

CREATING THE FANTASY 
 
MERCHANT DONATIONS Investigate possible raffle items and decide what will 

generate the most support and enthusiasm. Canvass 
members of your organization and/or merchants to 
encourage donation of these items.  

 
  If a straight donation is impossible, investigate 

purchasing at the wholesale level. Some possibilities 
are an automobile, a cruise or vacation trip, or a 
dazzling array of items from area merchants.  When 
considering the possibilities realistically weigh the 
cost of the item against the number of tickets that can 
be sold.  Do not "bite off more than you can chew"!  
Enter into a raffle only if the committee feels that the 
total ticket value should be at one-and-a-half to two 
times the cost of the item to be sold. 

 
TUITION RAFFLE If your organization is a school or another institution 

with a large annual fee or tuition, consider a grand 
prize of a year's free tuition or membership dues.  
This is certainly an enticing reward.  Individuals may 
not risk money for luxuries but are almost always 
willing to take a chance to omit a fixed expense. 

 
  If the tuition or fee varies based on grades, age or 

type of membership, be sure the prize is clearly 
identified (i.e., if tuition varies from grade to grade, 
state the highest grade of the tuition being raffled.) 

 
RAFFLE SUGGESTIONS Some suggestions for raffles are: 

 
 A year's free tuition or membership dues 
 
 A shopping spree with area merchants 
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 A vacation for four, including airfare and hotel 
 
 A grocery store shopping spree 
 
 Dinners for four at area restaurants 
 
 A sailboat, motorboat, wind surfer or ski-bike 
 
 A luxury convertible automobile 
 
 Combination of items from local merchants 

creating a fantasy package including limo, 
shopping, lunch, dinner, theater, and babysitting. 
In many cases these items are available among 
those collected for the silent auction. 

 
RAFFLE TICKETS Consider limiting the number of tickets sold. This is 

an excellent marketing tool, for purchasers feel the 
odds of winning are greater. Sellers are able to 
“hawk” tickets by informing people that only 500 or 
1,000 will be sold. If you limit ticket sales, you may 
want to increase the cost of each ticket.  

 
LEGAL REQUIREMENTS The actual ticket must conform to state raffle 

requirements. Coordinate with the treasurer and 
printer to ensure that all legal requirements are met.  
In some states you must clearly state that the 
purchase of a raffle ticket is “not a donation” and that 
the winner will be liable for the taxable gain. 

  
PRINTING Most tickets are printed in two parts with a perforated 

division so that the you may keep the section with the 
name, address, and telephone number while the 
purchaser retains the other portion.  

RAFFLE TICKET 
The Darling School will award one Grand Prize of a 1999 Minivan to 

the holder of the winning ticket for Girls Parents Association.  The drawing 
will take place at The Darling School for Girls on April 11, 1999 at 10:30 
P.M. 

ONE HUNDRED DOLLARS PER TICKET 

ONLY FIVE HUNDRED TICKETS WILL BE SOLD 

First prize (only one awarded) is a 1999 Minivan with power steering, 
power disc brakes, power locks, power mirrors, electric windows, alloy 
wheels, air conditioning, cruise control, anti-lock brakes, AM/FM cassette 
radio, automatic transmission and heated front seats.  Does not include 
taxes and registration. 

YOU NEED NOT BE PRESENT TO WIN. 

All proceeds to The Darling School for Girls 

TICKET NUMBER  123 

RECEIPT 

NAME  
Phone  
Sold by  
Date  

 
For the benefit of the 

DARLING SCHOOL FOR 
GIRLS 

 

Ticket # 123 
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ORGANIZING THE STRATEGY 

      
MARKETING Your committee is formed and eager to sell, the 

tickets have been printed, and all legal requirements 
have been met. The only remaining “sticky wicket” is 
how best to create a “run on the raffle.” The object is 
to create the illusion that a few dollars will buy an 
individual a chance at something quite grand that is a 
“must have” for the purchaser. 

 
BANNERS & FLYERS Announce the raffle with colorful posters and banners 

within your organization.  Depict the prizes in the 
most appealing terms and clearly state where tickets 
may be purchased.   If selling to the larger 
community, consider placing flyers in stores, 
commuter stations, and office buildings. Make it clear 
where and how to purchase that dream ticket.  

 
MAILINGS Announce your raffle to your organization through the 

mails. This method is particularly effective if you are 
holding a tuition raffle.  You may want to consider 
enclosing raffle tickets in each letter, with a pre-
addressed return envelope requesting the individual 
return the ticket stubs with a check or the unused 
tickets. Several weeks after the initial mailing follow 
up with a clever postcard reminding people to return 
the completed raffle tickets. If you mail early enough, 
you may use this procedure in combination with other 
strategies.  Sample letter is on following page. 

 
SOLICITING  Busy access areas are ideal; such as before and after 

meetings, church services, or school openings and 
closings.  An easily identifiable booth should be 
present, but volunteers should also circulate among 
the crowd. If carpool lines are a reality, this is the 
perfect opportunity to capture prospective buyers. 
Approach each car with tickets in hand. 

 
THE ORGANIZATION First approach should always be within your 

organization.  A presentation should be made to your 
Board members and a specific number of raffle 
tickets distributed to each individual.  They may 
choose to sell these tickets or purchase them but in 
any case you have provided your raffle sales with a 
defined base. 
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OUTSIDE GROUPS Possibilities for pounding the pavement are endless. 

If volunteers are willing and you are legally allowed, 
consider selling outside grocery stores, in shopping 
malls, and at commuter stations during peak times. 
The office is an easy target for wide, quick 
distribution. Last but not least, the telephone is an 
excellent tool for reaching friends not connected with 
the organization. If your organization has an alumni 
list, consider organizing a telethon for a personal 
approach to these individuals. 

 
AT THE EVENT Finally you may consider selling additional raffle 

tickets at the actual event.  Some options are: 

 

 
 

 
Dear Sophisticated Sally: 
 
A (Year’s Free Tuition, or Shopping Spree) can be yours!  Have this 
dream become a reality. Certainly, you would love to receive an 
unexpected windfall. Take a chance on the enclosed raffle and this 
could be your lucky day. 
 
In conjunction with this year’s auction, The Darling School for Girls 
is raffling this prize to collect funds for a new playground.  We are in 
great need of a new outdoor fitness center for the toddlers and the 
proceeds from this raffle will provide the necessary capital to build 
the area. 
 
Only 500 tickets will be sold at $100 per ticket.  Please complete the 
enclosed raffle ticket and return the stub with a check payable to the 
Darling School for Girls.  The drawing will be held on Sunday, April 
11, 1999 at  10:30 P.M. during our gala auction.  If you do not wish 
to participate, please return the unused ticket in the enclosed 
envelope. 
 
Your chances of winning are excellent. Hope yours is the winning 
ticket!  A (Year’s Free Tuition or Shopping Spree) awaits for only a 
$100 investment. 
 
Sincerely 
 

RAFF WINNER 
 
Raff Winner 

Darlington School for Girls 

Darlington, NN 11111 

(555) 123-1234 
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 A separate table at registration staffed by 

volunteers selling raffle tickets. 
 

 Volunteers circulating throughout the 
cocktail party with books of tickets.  
Payment can be made in cash or charged to 
a paddle number. 
 

 Continue selling tickets during the dinner 
portion of the program. 

 

THE RAFFLE 

 
ANTICIPATION Create excitement during the auction by periodic 

announcements that the fantasy drawing will be held 
at a prescribed time. Encourage participants to buy 
those last few tickets before the opportunity slips 
away forever.  Volunteers should circulate with tickets 
and pen ready to sell the remaining tickets. 

 
  Have a gaily-decorated booth for those last-minute 

buyers and display the drum filled with the completed 
ticket stubs (most rental centers have a lottery drum 
available for use at a nominal fee). 

 
  If a celebrity personality is on hand, consider asking 

that individual to draw the winning ticket. 
 
THE DRAWING Prominently display the drum and announce the 

drawing with considerable fanfare. Trumpets blaring, 
the band playing, and the head of the organization 
making a general announcement are all possibilities.  
Have the celebrity pick the winner. This builds 
anticipation and adds glamour. (You are always 
laying the groundwork for future endeavors.) Clearly 
state the winner and repeat the prize. Retain all ticket 
stubs, including the winner's, for impeccable record 
keeping. 
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THE MORNING AFTER 

 

THE WINNER Announce and post the winner. Create the perception 
that this is a most fortunate individual (again, always 
think of the future). Perhaps post the name across 
your raffle flyers.   

     
RECORD KEEPING Keep an accurate and detailed accounting of tickets 

purchased. Inform the treasurer of the winner so 
those appropriate legal documents may be filed with 
the state. Retain all stubs and records to safeguard 
against any unanswerable future questions.  File the 
necessary forms with the IRS and inform the winner 
of any taxes he or she may be obligated to pay.  

 

THANK-YOU 

 

THANK-YOU Once again, properly thank all volunteers. A letter 
may suffice; the raffle chairman is an accurate judge 
if more is appropriate. 
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CHAPTER 16 

 

COMPUTERS 

 
In today's world, computers are plentiful but proper utilization of them in 
fundraising is not rampant.  Computers can be very helpful; they are able to 
organize data, record financial projections and results, and personalize 
information.   With the addition of integrated auction software, such as 
BidStation Pro, computers have become invaluable in all aspects of benefit 
planning and operations.  Software products are utilized to ease production in 
such areas as publicity, catalog, bid sheets, thank-you letters, recording 
information during the auction and providing for rapid checkout.  

 
USE OF COMPUTERS Computers have a wide variety of uses in fundraising 

auctions and if used wisely can assist the volunteer 
group in making most of their tasks easier and more 
organized.  The degree to which computers are 
utilized will depend to a great degree on the following: 

 
  Funds available to purchase custom auction 

software. 
 

  Evaluation of the degree to which auction 
software will increase productivity 
 

 Availability of required computer equipment. 
 

 Knowledge and availability of personnel utilizing 
the software. 

 
  
SOFTWARE Existing, off-the-shelf software can be used by the 

auction committee provided that capable and 
experienced personnel exist within the organization to 
guide and execute the process.  Each piece of 
software can perform certain limited tasks, but 
BidStation Pro can provide the overall performance 
that should be obtained. 

 
EQUIPMENT Please canvass your volunteer population for the 

proper equipment; it is highly likely many individuals 
will have the required PC’s and printers.  If not, 
please consider carefully the wisdom of purchasing 
the program if the cost of a PC must be incorporated. 
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Both of the software programs we review will run on 
standard IBM PCs and will require at least 32 MB of 
RAM in either a Windows 7 or  higher environment. In 
order to produce high-quality output you will require a 
laser printer but inexpensive dot-matrix printers can 
be used for billing and reconciliation. 

  
SPREADSHEETS Spreadsheets like Microsoft Excel provide an 

excellent method of budgeting, tracking expenses, 
invoicing and preparing financial reports and 
projections. 

 
DATABASES Databases allow the user to input a great deal of 

information about volunteers, acquisitions, 
solicitations and advertisers and provides the ability 
to use that data in a variety of forms.  Customized 
letters can be generated for fundraising, advertising 
or acquisitions.  Reports on acquisitions by category 
can be printed to show the progress of the event.  
Dinner lists can be recorded and table arrangements 
produced.  BidStation Pro performs all of these 
functions. 

 
DESK-TOP PUBLISHING Desk-top publishing is a professional term for any 

software program that allows maximum flexibility to 
produce interesting text, pictures and display.  Many 
standard word processors such as WordPerfect and 
Microsoft Word allow extensive facilities for more than 
letter writing. Customized letters can be done through 
simple mail merge features.  More extensive 
programs such as PageMaker and Ventura Publisher 
allow the user to produce almost anything in a form 
similar to typeset materials at a much lower price and 
with immediate results.  With the addition of "clip-art" 
reproductions, logos can be developed and used 
throughout the event.  Publicity, newsletters, 
advertisements, and catalogs can all be produced 
without the additional cost of typesetting.  These 
functions continue to be best performed outside of the 
auction software format. 

  
PERSONNEL While computers are in nearly every home, office, 

and institution they are valuable only in the hands of 
qualified individuals.  There is a real need for "user-
friendly" software developed for the vast majority of 
us who do not use computers every day.  It would be 
helpful to ascertain if some of your volunteers have 
computer skills and would be willing to work on that 
phase of the project.   A great deal of time can be 
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wasted unless there is some real knowledge of what 
programs to use and how to utilize them. 

 
CUSTOM SOFTWARE In the past ten years, custom auction software has 

taken great leaps forward.  Several Windows-based, 
integrated programs have appeared that meet our 
requirements regarding practicality and increasing 
efficiency of operation. We will review two such 
programs: 

BIDSTATION PRO 
 
BidStation Pro designed by Target Funding Group, Inc., is based on the need for a 
simple, integrated software program to manage the actual auction checkout. It creates an 
efficient framework that provides users the ability to log attendees, assign paddle 
numbers, enter donations and catalog numbers.  Finally, by entering the winning bids, it 
will instantly produce invoices to present for payment including the all important tax 
receipt required by law. 

 
  

 

 
 
OVERVIEW This software is geared to provide invoices for the 

small auction and requires very little in sophisticated 
equipment or operators.  There are only 3 critical 
screens: 

 
 
ENTER ATTENDEES  
 
    
 
 
 
 
 
 
 
 
 
 
 



 

149 

 
 
 
ENTER ACQUISITIONS 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
ENTER BIDS 
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PRINT INVOICE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CATALOG BidStation Pro produces three distinct catalog 

formats, which can be customized as to detail, font, 
alignment and style to meet your requirements. The 
completed product is “camera-ready” art that will be 
accepted by any offset speed printer for instant 
publication.  Not only can this process save money 
but will allow the committee to include last minute 
items and revisions in the catalog since the “turn 
around” time for an off set printer is considerably 
shorter than a commercial establishment.  Once 
again, spell check is available to eliminate careless 
errors.    

   
SILENT BID FORMS BidStation Pro prints live and silent auction forms 

directly from the database in a multitude of standard 
and custom formats.   The bid sheets contain all vital 
data recorded in the donations, allowing participants 
to have detailed information prior to bidding.  Formats 
may be varied: 

 
 Traditional forms, one or two to a page 

that include blank lines allowing the bidder 
to enter his paddle number and/ or name. 

 
 Bid sheets with suggested bid amounts 

preprinted to guide the individual to a 
structured total. This form allows only the 
entry of the paddle number.  These forms 
reduce the need for bid increments and 
help point the way to the targeted goal. 
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In many instances, use of “Guaranteed Bid 
Sheet” has increased bidding by more than 
20% from previous auction results.  At the 
bottom of the bid sheet there is a box which 
contains the amount that constitutes a 
“guaranteed right of purchase.”  This amount 
may be higher than the “fair market value” of 
the acquisition piece.  This sheet may be 
utilized on some of the more desirable items 
(“hot” concert tickets, TV walk-ons, trips, 
classroom items, etc.) in combination with the 
bid increment format. Participants that deeply 
desire an item may be willing to pay dearly 
rather than hover over a particular bid sheet all 
evening.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
FINAL BILLINGS Without question the greatest value of a computer 

system is on the night of the auction. Institutions that 
have previously run auctions realize this final evening 
can be a nightmare as you attempt to complete the 
evening's festivities.   BidStation Pro allows for the 
entry of each item, both silent and live, upon the 
conclusion of bidding with immediate posting of that 
transaction to the bidder's account.  At any time the 
system can produce an individual itemized invoice for 
any bidder or can be programmed to produce all bills 
upon the conclusion of all bidding. This invoice 
contains the all-important individual tax statement 
indicating fair market value and total paid.  It also 

 



 

152 

speeds the cashier system allowing for immediate 
money totals, eliminating the need for a calculator. 

 
COMPUTERS Computers are a part of our lives. In this chapter you 

can envision the specific and enlightening role these 
software products will play in the organization of your 
event. They add professionalism; speed and 
efficiency while reducing redundant entry, and the 
manual processes that waste hundreds of hours of 
volunteer time and effort.  It is indeed an 
understatement that computers can be a tremendous 
aid to the auction's development. 

 
 
PRICE AND AVAILABILITY BidStation Pro software is available from Auction 

Zoom, developer of PayStation, the best credit card 
processing software.. A full working demo is available 
for download from our website: 

  www.charityauctionhelp.com 
  and it is priced at less than $300. 
 

http://www.charityauctionhelp.com/
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CHAPTER 17 

 
 

PREVIEW PARTY 

 
 
 

Let the good times roll! The preview is the first glimpse of the auction items prior to 
the benefit. It is the trendsetter of your auction. Snap, crackle and pop should be evident 
everywhere since this affair will set the tone and pace for the actual gala. A gay, festive, 
fun atmosphere will create a positive, winning agenda for the actual auction evening. 
 

WHAT IS A PREVIEW PARTY?  Just as the name implies, the preview party is an 
event presented prior to your auction. It is created to provide all members of your 
organization, young and old, whether or not attending the actual auction, a chance to 
view the auction items in a carnival atmosphere. Games for the children, entertainment 
for the adults and refreshments for everyone will help create activities for all participants.   

 
A preview party is best suited for an organization whose auction is “at home.”  Both 

logistics and cost make it prohibitive in any other situation. The preview party should be 
filled with games; selling of school items such as jackets, boxers, stationery; 
refreshments such as hot dogs, cotton candy and popcorn; and entertainment such as 
strolling minstrels, jugglers or clowns. The party should be short, no more than three 
hours. 
 

There are always people who are unable or unwilling to attend the auction.  This may 
be due to a variety of reasons from scheduling conflicts to financial constraints. The 
purpose of the preview party is to provide an opportunity for those who can not attend 
the actual auction event and to entice the participants with a peek at the auction items in 
a completely relaxed environment.  Guests will survey the buying possibilities, set their 
minds on particular items and look forward to returning during the auction to purchase 
the items.  A "fever pitch" has begun in the most subtle manner. For those only 
interested in the preview party, it allows for involvement in the gala without a full-blown 
auction commitment. 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMEN   Two people are needed to properly direct 

this endeavor. The chairmen must understand that 
their goal is to provide a smashing prelude to the 
auction. Activities should be organized; the motto 
should be "Fun for All."  Individuals who grasp what 
children will enjoy would be ideal. Once again, an 
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early filling of this position will provide for adequate 
planning time. 

 
SILENT AUCTION Individual who will be responsible for coordinating 

with the silent auction chairman.  An important 
decision must be made as to the extent of this 
display.  Depending on time and space allowances, 
you have the choice of: 

 
 Displaying of all silent auction items, complete 

with bid sheets for viewing and bidding. 
 

 Displaying only a choice number of items 
available for viewing and bidding.  

 
REFRESHMENT  This person is responsible for organizing 

refreshments during the preview party. The type of 
food available will vary depending on your auction's 
theme; it may vary from popcorn, potato chips, and 
pretzels to elaborate appetizers. The coordinator is 
responsible for surveying local corporations and food 
and soda distributors for donations.  

 
VOLUNTEERS If you are not able to secure corporate donations, the 

refreshment coordinator should organize a group 
willing to supply food for the party. This is an ideal 
slot for those who wish to participate but do not have 
much time available to help. 

 
GAME COORDINATOR This individual is responsible for designing and 

organizing games for the children. Energetic creativity 
is a real plus in this department. He or she is also 
responsible for developing a group of volunteers to 
staff these games. 

 
GAME VOLUNTEERS People will be needed to staff games during the 

preview event. This can range from older children to 
adults. Once again, this is an ideal spot for people 
who wish to participate but cannot devote much time. 

 
PRIZE SOLICITORS  These are people who are willing to canvass area 

merchants and/or wholesalers for trinket prizes for the 
games. This group may be coordinated with the 
acquisitions committee of the auction. 
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ENTERTAINMENT Individual responsible for organizing the visual 

entertainment during the event. This varies 
depending on the theme. Its purpose is to provide a 
light atmosphere and enjoyment for young and old. 
Some examples include strolling minstrels, jugglers, 
choirs, face painters, magicians, soothsayers and/or 
bands. 

 
PUBLICITY LIAISON  This individual is responsible for spreading the word 

of the preview through "in-house" flyers, mailings 
and/or the community newspapers. Depending on the 
availability of volunteers, the publicity chairperson of 
the actual benefit may be willing to handle this 
responsibility. 

 
INVITATIONS These individuals are responsible for designing and 

distributing preview party invitations to the 
community. These invitations should be compatible 
with the benefit invitation. 

 
DECORATIONS The  individual responsible for  communicating  with  

the decorations chairmen of the auction any 
additional touches that may be needed for the 
preview party. If needs are more than minimal, an 
additional subcommittee of decorations for the 
preview party should be considered. 

 
RECEPTION  A team should be organized that will provide all 

necessary facilities for registration.  Depending on the 
requirements of the party, they must be prepared to 
sell scrip, issue bid numbers or proxies, sell raffle 
tickets and introduce the concept of the auction and 
its purpose. Be advised if paddle numbers are issued, 
they must be the same as those given for the auction.  
This is an easy task if last-minute registrants are 
minimal; simply assign identification numbers prior to 
preview for both events.  If that is impossible have 
participants register bids with name, and the 
computing input personnel will assign numbers the 
following day when the auction attendees are 
registered. 

 
SECURITY Individual responsible for securing the presence of all 

the silent auction items and bid sheets (if displayed).  
Care should be taken that all items be monitored 
during the carnival-like atmosphere of the party. 

 
TREASURER The job should be assumed by the treasurer who will 

determine the financial needs of the party. 
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Remember, the motto is "how low can you go"! The 
objective is not to make a profit- the goal is to create 
excitement and good will. If it becomes necessary to 
charge for the games or activities, it is the treasurer's 
responsibility to devise a scrip system. 

 
 

ORGANIZING THE FANTASY 
 
 
THE COMMITTEE After filling all positions, hold an open general 

meeting. Encourage all to attend, no matter how 
small their commitment to the preview party. This 
should be a "brainstorming" session where every 
aspect of the event is dissected. As in the auction, 
encourage banter and wild ideas for this will result in 
an original, successful event. Assign tasks to all 
volunteers, no matter how trivial. Let no one escape 
the day without an assigned responsibility. 

 
THEME DEVELOPMENT Ensure that all subcommittees are aware of the 

auction theme and their responsibilities toward the 
smooth operation of the preview party. The samples 
on the following pages take us through the process 
step by step.  

 
PUBLICITY All announcements, banners and flyers should be 

compatible with the actual auction materials, but a 
clear announcement of the preview date and time is 
essential. All should realize that these are two 
separate events. Initial flyers should provide simple, 
complete information if this is the first preview party.  
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 CIRCUS WESTERN SHAKESPEARE GREAT WHITE 

WAY 
SPACE 

ODYSSEY 
AFRICAN 
SAFARI 

Food & Drink Soda 
Cotton candy 
Machine 

popcorn 
wagon 

Tented hot 
dog stand 

Hawker chips 

 

Texas punch 
Cowpoke 

lemonade 
Mini-ribs 
Chicken 

wings 
Nachos 
Mini-tacos 

Lemonade 
"spirits" 

Mugs 
Fish & chips 
Mini-chicken 

pieces 
Fries from 

medieval pot 

Ginger ale 
punch 

Hot dog stand 
Hot pretzel cart 
Popcorn cart 
Soda 
Mini-pizzas 
Cheesecake 
Blintzes 

Crystal 
lemonade 

Flying saucers 
Mars candy 

bars 
Mini-burgers 
Moon pies 
Rocket pops 

Safari jeep with  
punch  vendor 
truck 

Tiger paws 
Monkey burgers 
Crocodile fries 
Tarzan vine 

pops 

Money  Or Scrip Paper with 
animals 

Ringmaster’s  
Hat 

Silver coins 
Sheriff’s 

Badge 

Gold coins 
Jester’s Hat 

Paper with 
plays 

Ticket stubs 

Spaceship 
Aliens 

Paper money 
Gold coins 

Decorations Clowns 
Magicians 
Tents 
Stuffed 

animals 
Center Ring 

Old wooden 
cart 

Bales of hay 
Cowboy hats 

as serving  
plates 

Cowboys & 
cowgirls 

bandanas 

Castle with 
throne 

Forest & trees 
Red carpeting 
Medieval market 

square 
Maidens & 

Knights 

NY skyline 
cutouts 

Black & white 
motif 

Lots of 
spotlights 

Bright neon 
paint 

Stars, planets 
& spaceships 

Black & white 
background 

Galaxy 
Spacesuits & 

Astronauts 

Trees with nets 
Mural of wildlife 
Tents 
Mural of jungle 
Safari gear 

Games 
 

Clown face 
painting 

Pin nose on 
the clown 

Soda bottle 
ring toss 

Dart balloon 
throw 

Beanbag toss 
Make your 

own clown 
hat 

Cactus ring 
toss 

Make Indian 
jewelry 

Roping a 
paper bull 

Rides on 
pony 

Shooting 
arcade 

Indian 
headdress 

Lassos 

Castle ring toss 
Magnetic fishing 

bowl 
Troubadour face 

painting 
Archery contest 
Fighting with 

balloons 
Creating princess 

hats 

Fish pond 
Ring toss  
Key Club 
Pin tail on cats 
Make-up corner 
Chorus line 

races 

Catch a star in 
pool 

Stand  on your 
head 

Planet races 
Alien drawing 

contest 
Spaceship 

races 
Catch the 

falling meteor  

Gold fish pond 
Hippo hop race 
Elephant walk 
Count the spots 
Ring toss on 

giraffe 
Ride the rhino 
Shoot the 

moving tiger 

Prizes Clown noses 
Face painting 

kits 
Balloons 
Little pocket 

lights 
Clown collars 
Ringmaster 

hats 

Bandanas 
Cowboy hats 
Indian 

headdress 
Cactus 

ornaments 
Water pistols 

Crowns 
Fairy wands 
Flower head 

wreaths 
Knights' 

swords/shields 
Armor hats 

Masks 
Small stuffed 

cats 
Costume 

jewelry 
Hats & canes 
Paper top hats 
Tap dance 

canes 

Hats with 
spaceships 

Alien antenna 
rings 

Flags of alien 
states 

Fluorescent 
stars 

Native jewelry 
Safari hats 
Toy binoculars 
Goldfish 
Toy safari cars 
Toy drums 
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 ANGELIC 

EVENING 
NIGHT OF 

MAGIC 
ITALIAN 

SPLENDOR 
TREASURE 

ISLAND 
MASQUERADE SHANGHAI 

SURPRISE 
Food & Drink Angelic punch 

Angel’s Toast 
BBQ Wings 
Cod fish cakes 
Mini stuffed 

tomatoes 
Deviled eggs 
Heavenly 

Hash Ice 
Cream 

 

Vital vapor 
punch 

Star shaped 
chicken 
nugget 

Beef on wands 
Clams casino 
Havarti 

cheese 
cubes 

 

Colossals 
punch 

Antipasto tray 
Mozzeralla 

sticks 
Mini pepperoni 

pizzas 
Parmesan 

bread sticks 
Trays of 

grapes 

Tropical fruit 
punch 

Mini kabobs 
on swords 

Popcorn 
shrimp 

Fish sticks 
Chicken 

fingers 
Seabreeze 

crab legs 
Fruit d’mer 

Ginger Ale 
punch 

Mini hot dogs 
Cheese biscuits 
Dancing 

scallops 
Potato crepes 
Viennese pastry 
Black velvet pie 

Shanghai 
punch 

Shrimp toast 
Fried 

dumplings 
Vegetable 

tempura 
Rice cakes 
Fortune 

cookies 
Ginger snaps 

Money  Or 
Scrip 

 Angel 
wings  
 Pitchforks 

Dice 
Wand 

Roman coins 
Italian scrolls 

Spanish 
doubloons 

Pirate hat 

Masks 
Bow ties 

Oriental fans 
Chopsticks 

Decorations Cherubs 
Cloud 

formations 
White sheets 
Angel hair 

netting 
Castle in the 

sky 
 

Magic boxes 
Multicolored 

spotlights 
Mirrors 
Strobe lights 
Black fabric 

suspended 
from ceiling 

Pompeii 
murals 

Roman market 
spa square 

Bubbling 
fountains 

Trellis covered 
with vines 

Pirate ship 
Treasure 

chest 
Treasure map 

murals 
Palm trees 

Feathers 
Tiny lights 
Playbills 
Large statues 
Ornate fabric 

hanging from 
sides 

Oriental 
lanterns 

Chinese junk 
backdrop 

Silk screens 
Bamboo poles 
Potted ginger 

plants 

Games 
 

Pin the tail on 
the Angel 

Halo toss 
 Devil dips 
 Angel 
races 
 Catch the 
flying saucer 
 Stained 
glass painting 

Jr Magic show 
Card games 
Shell game 
Blackjack 
Catch the 

rabbit 
Spin the wand 
Great escape 
Magic carpet 

Pasta bowl 
counts 

Fountain toss 
Bocce bowling 
Sail the 

gondola 
Dunk for 

apples 

Limbo 
Key to the 

Treasure 
Chest 

Go fish 
Paper sword 

fights 
One-legged 

races 
Dig for clams 

Face painting 
Musical chairs 
Guess Who? 
Dancing contest 
Spin the wheel 

of fortune 

Pick up sticks 
Haiku painting 
Origami 
Count the rice 
Tumbling  
Karate contest 
Climb the 

Great Wall 
 

Prizes Angel pin 
Glass figurines 
Halo hats 
Cotton candy 
 

Magic wand 
Merlin cap 
Deck of cards 
Bottle of 

bubbles 

Gold coins 
Parchment 

scrolls 
Pizza 

certificates 

Custom 
jewelry 

Pirate hats 
Toy boat 
Gold coins 

Delicate 
feathers 

Ornate masks 
Hair combs 
Swords 

Chopsticks 
Flip flops 
Black belt 

sashes 
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INVITATIONS   Be clear, simple and to the point. 
 

 
DECORATIONS These volunteers must work in conjunction with the 

larger auction decoration committee.  Most probably 
this committee will be concerned with the finishing 
touches primarily in the food service and game areas. 
Remember that balloons make for great decorations 
and give a festive spirit. 

 
ADMISSIONS  Keep admission free or at minimal expense. The 

objective is simply to cover costs.  Develop a scrip 
system, if necessary. Create scrip that is theme 
compatible.  For example, western money could be in 
the form of cowboy hats; the circus, top hats; and 
Shakespeare, princess hats. 

 
THEME If games and prizes are created "in-house" devise a 

workshop system similar to the one for decorations. 
Once again, pick a consistent time and place and 
encourage volunteers to attend whenever possible. 
Make clear that individuals should not feel compelled 
to attend every time. If people do not feel trapped, 
they may attend more often. 

 

 
 

 
 

 
THE DARLING SCHOOL FOR GIRLS 
invites you and your family to attend 

The preview of Auction '99 
on Saturday, April 10, 1999 

 
five to seven P.M. 

 

Sealed bids accepted for silent auction 
 

     Games         Juggler        Magician 
 

          Prizes           Fortune Teller 
 

        Refreshments 
 

Scrip available for games and food 
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SETUP   Volunteer round up: This must be coordinated closely 
with the decorations committee. Have volunteers on 
hand to set up games, food stalls and scrip booths.  

 
  Site development: It would be advantageous to work 

closely with the decorations committee since time is a 
factor.  If this is not possible, wait until decorations 
have been completed and send your crew in to 
properly place games, food and decorative finishing 
touches.  

 
                                          Last-minute checks: As with decorations, organize a 

small, detail-oriented group to ensure that all is in 
order. 

 
 

THE PREVIEW PARTY 
 
 
EVENT FLOW The objective is to create a carnival atmosphere while 

providing all participants with a peek at the auction 
donations. To this end, create a floor plan of game 
booths, refreshment stands and entertainers 
intertwined with the silent auction booths. Properly 
space activities so lines will not overlap. 

 
STAFFING The event should not exceed three hours. 

Responsible teenagers or adults should monitor all 
games and activities. Consider scheduling volunteers 
in one-hour shifts so all present can enjoy the party. If 
you assign individuals to small shifts, emphasize the 
importance of being present and on time. Have 
several non-assigned personnel on hand to smooth 
any glitches. 

 
SILENT AUCTION The preview party offers an opportunity to take a 

variety of small, inexpensive donations and display 
them for bidding solely during the preview party.  This 
will be in addition to those items on view that will also 
be available during the actual silent auction the 
following evening.  A separate area should be 
created, and it must be made sufficiently clear what 
items are available only at the preview party.  
Children may be allowed to participate in the “preview 
party only” and everyone will get the flavor of what is 
to come as well as participate in the concept of 
“winning” something. 
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REFRESHMENTS Keep all food stands fully stocked. Pace food supplies 

so that those arriving later will still be able to sample 
all possibilities. If a corporate sponsor is responsible 
for the gourmet delights, consider a small display 
card acknowledging the generosity. 

 
GAMES Keep children moving through the games. If it 

appears that all children may not be able to 
participate, consider limiting the number of times the 
youngsters may play a particular game. Anticipate 
numbers and plan adequate prizes. Do not fall short 
of giveaways. It is a terrible moment if Susie receives 
a prize but Sally does not.  

 
CLEAN-UP Have a crew of volunteers available to clear debris 

immediately following the preview party. This is vital 
since this same area will be used for the auction. 
Keep the atmosphere light but productive. The net 
result must be that when you close the door you are 
ready for the auction to begin.  

 
 

THANK-YOU 
          
 
THANK-YOU   Once again, express your gratitude to all 

volunteers. Those who performed the smaller tasks 
should receive a letter, while the chairmen might 
consider holding a coffee or luncheon to thank the 
coordinators. 
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CHAPTER 18 
 

SILENT AUCTION  
 
 
SHH...... ! No auctioneer's gavel or banter, no crowd cheering the bidders on to 
higher levels, but the quiet placing of written bids on items displayed in a 
magically decorated area raises thousands of dollars. In fact, many benefits zero 
in on the silent auction as the primary profit maker. Varying from the vocal 
competition of a live auction, the silent auction centers on written bids placed on 
"bid sheets" situated next to cleverly displayed items. Proper marketing of 
donated goods is essential to the event's success: all items must be expertly 
displayed.  
 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMAN The chairman must be extremely organized without 

losing his or her creative flair. Ingenuity, uniqueness 
and enthusiasm are vital to the committee's success. 
The chairman must possess the ability to create an 
atmosphere of desire regarding all donated items 
while retaining an organized base. 

 
  Working closely with the acquisitions committee, the 

chairman must identify all donated goods to be 
grouped into the silent auction. The items must be 
displayed in “eye-pleasing” fashion.  The chairman is 
responsible for an orderly arrangement of goods, 
assignment of numbers, creation of bid sheets and an 
efficient procedure for tabulation and booth closing. 

        
ACQUISITION The coordinator must work closely with the general 

acquisitions committee to determine what items 
should be sub-grouped into the live or silent auction 
divisions. This committee, along with the acquisitions 
and catalog committees is also responsible for 
determining all silent auction theme groupings. 
Copies of all item contracts should be forwarded to 
this coordinator, and a master book should be 
created. 

 
DECORATIONS This individual must coordinate closely with the larger 

decorations committee. All silent auction decorative 



 

163 

touches must be compatible with the larger auction 
theme. A master plan must be created for the display 
and decoration of all silent auction items. It is 
essential to find an appropriate balance between 
decoration and effortless traffic flow with easy access 
to bidding opportunities. 

 
PREVIEW COORDINATOR If a preview party is planned, arrangements should be 

made to fully coordinate an enticing display of silent 
auction items at the event. This will be the first 
glimpse of available goods to all attendees. It is a 
special opportunity to promote excitement while 
providing potential buyers with the opportunity to 
organize thoughts and bidding priorities. 

 
VOLUNTEER Much of the work during the actual silent auction will 

fall to volunteers.  Bid sheets must be monitored, 
booths must be closed in an orderly fashion, and bid 
sheets must be collected for relay to the cashiers or 
computer area.  An individual should be designated to 
coordinate the working schedule of these volunteers 
to ensure a smooth operational flow. 

 
CERTIFICATE Many donated items are gift certificates for beauty 

shops, dinner trips and other outings.  These 
constitute very valuable merchandise and should be 
handled with great care and organization.  They must 
be readily available for awarding on the night of the 
auction. This volunteer should have all certificates in 
catalog number order at checkout distribution for easy 
delivery to all winners. 

 
 
 

ORGANIZING THE PAPERWORK 
 
 
ACQUISITION SUBGROUPS It is imperative that all items be divided into 

subgroups that are compatible with the general 
auction theme. Divide the total number of items so 
that each category will contain approximately the 
same number of items. Categories can be increased 
as additional donations are accepted.  This 
organizational development should be handled in 
close coordination with the acquisitions and catalog 
chairmen. Once the categories are determined, 
adhere to the following process:  
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 Place a colored sticker designating the category 
on each acquisition sheet. 

 
 Place acquisition sheets in a binder with tabs 

clearly identifying each subgroup. 
 

 
 
 
SAMPLE CATEGORIES 
 
 

 
 

CATEGORY HIS & HERS CHILDREN HOME & 
GARDEN 

TRIPS 

Circus  Fat Lady 
 Tatooed 
Man 

 Bring 
on the 
Clowns 

 Greatest 
Show on 
Earth 

 Come to 
the Big Top 

Western  Annie 
Oakley & 
Wild Bill 

 Shane  House on 
the Prairie 

 Wagon 
Train 

Shakespeare  Anthony 
& Cleopatra 

 Romeo 
& Juliet 

 Love’s 
Labour Lost 

 Merchant 
of Venice 

Great White 
Way 

 Top Hat & 
Tails 

 Intermis
sion 

 Set 
Design 

 Luxurious 
Limousine 

Space Odyssey  Laser 
Show 

 The 
Milky Way 

 Spacepor
t 

 Moon 
Beam 
Express 

African Safari  Tarzan & 
Jane 

 Monkey 
Cage 

 The 
Preserve 

 Into the 
Jungle 

Angelic 
Evening 
 

 Adam  & 
Eve 

 Cherubi
c  
 Creatio
ns 

 Eden’s 
Paradise 

 Tantalizin
g 
 Temptati
ons 

Night of Magic 
 

 Sigfried 
and Roy 
  
  

 Magicia
n’s Magic 

 The 
House of 
Cards 

 Houdini’s 
Escape 

Italian 
Splendor 
 

 His & 
Hers Togas 
  

 Pinocch
io’s Pals 

 Villa 
Virtues 

 Amalfi  
 Escapes 

Masquerade 
 
 
 

 Louis XIV  
& Marie 
Antionette 

 The 
Royal 
Regents 

 Versailles  The Paris 
Opera 
House 

Shanghai 
Suprise 

 Emperor’
s 
Extravaganz
a 

 Ming’s 
Magic 

 Heavenly 
Temple 

 Forbidde
n City 
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NUMBERING Each category must be clearly and easily identified. A 
numerical or alphabetical prefix tagging each 
subgroup is ideal for quick and accurate reporting. 
The first category could be in the "100's," the second 
"200's," etc. This provides a natural break among all 
divisions while creating an effortless system for items 
to be separated. Most importantly, the bidder will 
easily locate that special object of desire. 

 
COLORED STICKERS Each category should be color-coded using stickers 

available in most commercial stationery stores.  
Placing a colored sticker on each acquisition sheet 
and corresponding auction item clearly and quickly 
identifies where the donated goods can be located. 

 
MINIMUM BID The silent auction chairman, in consultation with the 

general auction and acquisition chairmen should 
determine the minimum bid of each acquisition item.  
This number is the initial listing on each "bid sheet."  
No bid is permitted lower than this amount.  It is vital 
that this number not be set too high for it will deter 
people from an initial bid.  It may be advantageous to 
set a low number and have the multitudes vying for 
an item rather than potential buyers feeling it is too 
expensive to purchase. It is important to know your 
audience.  A conservative rule of thumb is 25% of the 
fair market value, but we have seen considerably 
higher numbers used effectively. 

 
INCREMENTAL RAISE This is the amount listed on the bid sheet stating the 

increase permitted on a particular item.  It is usually 
clearly defined following the minimum bid.  This 
amount is customarily $5 to $10 for larger and $2 to 
$3 for smaller silent auction donations.  Be sensitive 
to the psychology of your community.  Increments 
should always be in proportion to the minimum bid 
and value of the item. If using a bid sheet with 
predefined incremental raises, the increased amounts 
will be a percentage of the fair market value of an 
item. 

 
GUARANTEED PURCHASE A very popular feature, available with BidStation Pro 

bid sheets.  This format permits the committee to set 
a number at which the item can be purchased without 
additional bidding.  The guaranteed bid is customarily 
set considerably higher than the value of an item and 
is offered as an incentive to the participant who 
greatly wishes an acquisition.  It enables the bidder to 
“lock in” an item and enjoy the remaining silent 
auction.  Rather than discouraging bidding, it 
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increases profits, for guests are free to place bids at 
additional booths rather than “hovering” over that 
special something.   

 
BID SHEETS The entire text taken from the catalog or a short 

summary can be included but it is essential that any 
restrictions, conditions, expiration dates, etc. are 
visible. Printing the entire description allows the 
bidder to fully understand all qualifications that govern 
an item. 

 
BID SHEET ESSENTIALS The essential bid sheet can be purchased from a 

variety of paper suppliers. If you are unable to locate 
these vendors, you may design your own or use the 
following sample. BidStation Pro will create excellent 
bid sheets for the auction. Whatever the source, 
certain elements are essential: 

           
 Provide adequate space to write. 
 
 Keep in logical numerical order. 
 
 Clearly state bid and incremental raise.  
 
 Mount on hard surface for easy writing. 
 
 Make readily accessible. 
 
 Supply writing instruments.  

 
SAMPLE BID SHEETS: Samples of actual bid sheets from BidStation Pro 

are available on the next page. 
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ONE PART OR TWO? The eternal question as to whether the bid sheet 

should be single or multipart can only be resolved by 
examining your procedure and choosing the form 
best suited for your needs. 

 
  If you are not utilizing a computer program for 

checkout it is advisable to have multi-part NCR forms.  
They are available from Northwest Benefit Co, Inc. or 
may be manufactured by local printers.  Remember 
that you will need a dot-matrix printer to imprint the 
copies, a laser print will not work.  Following the close 
of bidding, one part will remain with the item while the 
second copy will be available for tabulation of the 
bidder’s account. 

 
  If you are using a computer program for checkout, 

there appears no need for multipart forms.  Bid 
sheets are prepared on a laser printer directly from 
BidStation Pro.  This will produce a better image, 
click art can be added and production is a minimum. 

 
CLOSED OR SEALED  There is an alternative to open bid sheets.  Large 

crowds may hinder people in circulating and placing 
bids at a specific location.  Bid cards can be placed 
around the room which require only the paddle 
number, catalog number and bid amount.  Once 
completed, these cards can be deposited in 
convenient baskets placed throughout the room.  It is 
not necessary that the participant approach the actual 
item or places his or her bid in a basket adjacent to 
that item. 

 
  All bids are sealed and guests do not know the status 

of bidding on a particular item.   A bidder may submit 
multiple cards for each acquisition.  Cards are 
retrieved throughout the evening by runners and 
sorted by catalog number in trays.  Obviously the 
highest amount received is the winning bid.  Consider 
carefully before adopting this form of operation and 
fully understand the volunteer force and time required 
to tabulate the results. 

 
WHICH FORM FOR YOU? The decision depends on a careful examination of 

your event and knowledge of your bidders.  There are 
groups who will not allow guaranteed bids while 
others prefer no value amounts to be placed on the 
items.  Make your decision, and create bid sheets 
that are uniform, attractive, informative and easy to 
use. 
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CERTIFICATES Certificates designating donations of services are 

always numerous and must be handled with great 
care and organization.  They are valuable, often 
impossible to replace if lost and come in every 
imaginable shape and form.  Some donations ask 
that you create an award certificate for the donation 
and you must be prepared to complete the task. 

  
  The certificate coordinator should: 
 

 Copy all certificates immediately upon receipt. 
This will help if the committee or the winning 
bidder misplaces a certificate. 

 
 All certificates and their copies should be 

carefully placed in file folder or loose-leaf 
binders, color-coded by subgroup after being 
cataloged. 

 
 The original award certificate should be placed in 

an attractive envelope with a label depicting the 
item and catalog number and perhaps decorated 
with a special seal, perhaps the auction logo. 

 
 These original certificates should be filed 

according to catalog number and placed in a 
container ready for distribution at the conclusion 
of the event. 
 

 Display counterfeit certificates may be utilized to 
illustrate items at the silent auction tables.  It is 
not advisable to showcase the actual certificates.  
The exception to the rule is baskets that contain 
award documentation in addition to other 
physical items.  As an example, you might 
consider packaging several dinner certificates 
with a limousine transportation award and two 
bottles of wine in an attractive basket. 

 

 
 
 
 

ORGANIZING THE SILENT SHOW 
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LOCATION At first glance, this decision may appear unimportant, 
but it is vital to your silent auction's success. With an 
appropriate setting, participants will be energized and 
ready to bid on their desired items. Do not pass lightly 
on this decision. The silent auction may be located: 

 
 In the same room as the live auction and dinner. 
 
 In an area adjacent to the live auction. 
 
 Beginning in an adjacent room and later 

relocating bid sheets to the display section in the 
live auction dinner area. 

 
  The major decision is whether the silent auction will 

be held in the same location as the dinner and live 
auction, or in a separate area.  This will most likely be 
decided by the advisory committee. This group will 
take into consideration such factors as the size and 
location of the facility and the availability of alternative 
sites. Careful thought should be given to the location 
of disbursements at the conclusion of the event.  An 
easy exit is of paramount importance.  There are no 
fixed rules regarding location, but once the decision is 
made, it is vital that everything be properly executed. 

 
SET UP The most important consideration, whether your set 

up is simple or elaborate, is display well, leave 
adequate room to circulate and create an effortless 
environment for a bidder to locate all items. 

 
SPACE AND SITE In many cases, the facility will predetermine your 

location decision.  If you are fortunate to have the 
choice, you should keep in mind the following when 
considering the alternatives: space is extremely 
important; all items must have “breathing room” and 
the opportunity to be seen, and there must be proper 
placement of the bid sheet. 

 
  Make the decision carefully, for the silent auction is a 

major revenue source. No stone should be left 
unturned to aid the bidder in finding the item, making 
a bid and returning to make another bid. 

 
 
ROOM Provide plenty of room for people to circulate among 

the items. Recognize that guests will use this 
occasion as a social event. Create ample opportunity 
for easy access to all booths and avoid “dead-end” 
areas. If participants become frustrated because of 
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crowding, they will not return to make a higher bid. 
Comfort and ample opportunity are key to repeat 
bidding. 

 
SECTIONS Work within the theme and create a section that is 

attractive yet functional. Mat or pegboards are a 
relatively low-cost method of defining space while 
providing a strong base to create a decorating flair.  
Local trade shows or antique dealers often use these 
materials and are an excellent informational source. 
Through their use, one can achieve individual space 
similar to partitioned office design within the larger 
auction environment. 

 
EXAMPLES Some relatively effortless decorating techniques 

include: 
    

 Use black paper to cover the section, and 
decorate it with stars and glitter to depict the 
“Great White Way.” 

 
 Children's areas can be made attractive with 

unique and cuddly stuffed animals and a rocking 
chair filled with quilts. 

 
 Create visual appeal for gift certificates by using 

photographs, brochures, gift bags or even 
national flags.  

 
 Gift bags are excellent illustrations for facials, 

dinners or shopping sprees. 
  
 Brochures and photos can visualize trips or 

theater excursions while flags can depict various 
restaurants. 

 
DISPLAY An item with a view is vital to successful bidding 

strategy. Properly marketed, a masterfully displayed 
object will entice participants into a competitive 
bidding mode. The catalog can whet the individual's 
appetite, but only the eye can "seal the deal."  Many a 
treasured object must be seen to be fully appreciated. 

 
DECORATIONS In most cases, the decorating of the general silent 

auction location will be handled by the larger 
decorations committee. The silent auction 
decorations committee must be responsible for the 
decorative development of the individual booths. A 
team of volunteers should be assigned to each booth. 
Allow each team complete freedom to decorate within 
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the wide perimeters of the auction theme. Creativity, 
ingenuity and enthusiasm are indispensable in 
providing a lively, inviting display. It will not always be 
possible to hang or place items against the wall and 
you will have to use your imagination to display items 
for all to see.  Some ideas include: 

 
 Latticework, coat, CD and laundry racks. 

 
 Empty boxes wrapped as presents. This allows 

items to be displayed in tiers. 
 
 Trees with ornaments or small clothing pieces. 

 
 Stack plastic milk cartons and place items on top 

and inside. 
 

 Inexpensive picture frames to hold display 
certificates. 
 

BID SHEETS Bid sheets must be readily accessible, easy to read 
and comprehend. Sheets must be in extremely close 
proximity to the actual items. Pens must be 
immediately available to record bids. Consider 
attaching a pen to each bid sheet. 

 
ORGANIZATION Ensure a logical progression to the display of items.  

It must be immediately apparent where all items are 
located.  No guest, no matter how dedicated, will 
spend much time on an exploratory mission. 

 
 

LIGHTS, CAMERA, ACTION 
 
   
STAFFING Volunteers are required throughout the entire silent 

auction to ensure an orderly evening flow. Booths 
must be staffed during the cocktail hour (or hours) to 
monitor the bidding. An absolute presence is 
mandatory during the closing of the booths and again 
at the end of the evening for redemption of 
purchases. 

 
  An extensive list of volunteers will enable you to 

devise a shift system of a half an hour or hour 
working schedule.  This revolving system will allow 
people to enjoy the evening while fulfilling their 
commitment to the auction's operational success. 
Consider encouraging faculty or “career” individuals 
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who may wish to participate but have limited available 
time.  

      
  (Please see Chapter 20, “Setting the Stage” for an 

illustration of shift staffing procedure.) 
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BIDDER GUIDES Depending on the size of your booth, consider having 
two volunteers available during the silent auction. 
Responsibilities include ensuring that: 

 
     All items and bid sheets are clearly marked 

and visible. 
 
 Writing instruments are always available. 

 
 Bid sheets have sufficient room for additional 

bids. 
 

 Incremental bids have been correctly entered. 
 

 Guaranteed bid sheets, which have been 
completed, are turned over to prohibit any further 
bidding. 
 

 Closing times are clearly adhered to and the final 
moments are handled with finesse and tact. 

 
 Final bids are accurate, comply with regulations 

and are clearly legible. 
 
CLOSING OPTIONS In all silent auctions there are options as to when 

booths are closed and bidding tabulated: 
 
 Close all booths at intervals prior to dinner. 
 
 Close booths at intervals during dinner. 
 
 Close booths at intervals during the live auction. 

 
  The operative word in all closing variables is 

“interval.”    Closing all booths at the same moment 
prohibits multiple bidding. People customarily bid on 
more than one item and want to be present to place 
that final dollar amount. Obviously, participants 
cannot be in two or three places at the same time. 
Every opportunity must be given to increase revenue. 

 
PUBLISH CLOSINGS Establish and publicize all closing schedules prior to 

the auction. Publish it in the catalog, have it clearly 
visible on a large sign during the auction, and NEVER 
waiver from the predetermined schedule. Ten 
minutes is sufficient time between booth closings. 
Warnings and closing times should be clearly 
announced throughout the event. 
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FINAL GONG When the final bell has rung, immediately remove all 
bid sheets. Do not permit any bidding after the booth 
closes, even if the individual is a VIP.  Further bidding 
will create an atmosphere of ill will and favoritism. 
Senior committee members should be available to 
prevent any bidding problems. 

 
  To make closings quick and efficient, cover all bids 

with a tablecloth until bidders leave the area. Once 
the crowd has exited, bid sheets can be collected and 
tabulated in an orderly fashion. 

 
RUN OFF If two individuals are heavily involved in the bidding 

on an item when the booth is closed, this situation 
calls for tact and diplomacy to satisfy everyone.  One 
suggestion is for a senior committee member to take 
the two bidders aside and conduct a "live" bidding 
until one is a winner. The end result is maximum 
contribution to the benefit without bad feelings 
resulting among individuals.  Committee members 
should also be aware if another award of the same 
item could be offered. If a multiple item is a 
possibility, permit each contesting bidder to obtain the 
object at the same price. 

 
  Clearly publicize the “Run Off” option prior to the 

silent auction. Make the possibility of this happening 
known to all participants; “no surprises” is an 
excellent rule of thumb. Never be accused of 
changing the rules mid-game.  
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SAMPLE CLOSING SCHEDULE 

 

THANK-YOU 
 
 
THANK-YOU The size of the silent auction and the committee will 

determine the appropriate "Thank-you."  Obviously 
the chairman and other major contributors should be 
included in the "committee head" event; those who 
played minor roles should receive a letter.  

       
 
 
 
 

TIME DESCRIPTION OF ACTIVITY 
8:00 Prepare to close Booths #1 & #2 

Issue 5-minute and 2-minute warnings 
8:05 GONG! Close Booth #1 & #2 

Collect all bid sheets and arrange in numerical order 
Take to Cashier #1 

8:05 Prepare to close Booths #3 & #4 
Issue 5-minute and 2-minute warnings 

8:10 GONG! Close Booth #3 & #4 
Collect all bid sheets and arrange in numerical order 
Take to Cashier #2 

8:10 Prepare to close Booths #5 & #6 
Issue 5-minute and 2-minute warnings 

8:15 GONG! Close Booth #5 & #6 
Collect all bid sheets and arrange in numerical order 
Take to Cashier #3 

8:15 Prepare to close Booths #7 & #8 
Issue 5-minute and 2-minute warnings 

8:20 GONG! Close Booth #7 & #8 
Collect all bid sheets and arrange in numerical order 
Take to Cashier #2 

8:20 Prepare to move Special Booth 
Explain that bidding will continue during dinner 
Keep sheets in numerical order and transport to dining area 
Post Special Booth sheets in dining area 

8:55 Issue 5-minute and 2-minute warnings 
9:00 GONG! Close Special Booth 

Collect all sheets and take to Cashier #2 
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CHAPTER 19 

 
 

LIVE AUCTION 
 
 
The culmination of your committee's efforts is the Live Auction! The excitement is 
building; all eyes are on center stage.  Months of effort will translate into an event filled 
with unusual auction items, friendly competition and positive cash flow.  A delectable 
gourmet dinner, an enthusiastic auctioneer and exquisite decorations will create an 
atmosphere guaranteeing financial success. 
 
 

CHOOSING THE COMMITTEE 
 
 
CHAIRMAN The chairman must coordinate the activities of 

several committees to guarantee a successful live 
auction.  He or she must be flexible and have a 
strong understanding of the event's needs while 
working with the chairmen of the acquisitions, audio-
visual, decorations and arrangements committees.  
The chairman must determine the interaction 
necessary among these groups to create a fast-
moving, logical, interesting and entertaining benefit. 
The chairman is responsible for all aspects of the live 
auction. 

 
SPOTTERS Volunteers or professionals will be responsible for 

locating or “spotting” bidders during the live auction.  
The spotters assist the auctioneer in locating active 
bidders in the audience, identifying the winning bidder 
and tracking possible “backup” bidders.  The number 
needed depend on the size and layout of the live 
auction site.  This is another involvement opportunity 
for a “career” individual or faculty member. 
Enthusiasm, encouragement and watchful eyes are 
vital volunteer’s traits for this activity. 

 
RECORDERS These are individuals, who must accurately record 

the final bid amount, paddle number and winner's 
name.  They are essential to ensure proper record 
keeping and must be prepared to pass their 
information to cashiering or the computer center. 
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AUCTIONEER Choosing an auctioneer is one of the most important 

decisions of the benefit process.  The pros and cons 
of the individual options available to your organization 
must be carefully examined.  This decision should be 
made early in the event's planning stages.   Simply 
put, it can turn a good auction into a record-breaking 
affair.  When determining your auctioneer, consider 
the following factors: 

 
PROFESSIONAL A career auctioneer fully understands the perimeters 

of the event.  He or she will give invaluable insight 
into the order of items, has the experience necessary 
to understand how to work the crowd, the 
professional sense to know when to keep the bidding 
going and when to bring down the gavel.  The voice 
usually contains a quality tone and method of gaining 
everyone's attention.  A professional will keep an 
auction moving at a productive clip.  Consider the 
following qualities when deciding upon a particular 
professional: 

 
 Excitement, sincerity, pitch and attractive tonal 

quality to the ear and a sensitivity to the goals of 
the organization. 

 
 Experience in doing auctions for non-profit 

organizations. 
 
 Ability to understand the mood of the audience, 

resulting in receiving maximum dollar in a quickly 
paced affair. 

 
 Can be a source for spotters and audio-visual 

equipment. 
 

 References should be carefully checked. 
 
COST If you have decided on a professional auctioneer, 

cost is always a consideration.  Do not be reluctant to 
spend a few dollars, for the added revenues will more 
than pay for all expenditures.  Once again, survey 
your community for connections to auctioneers.  
Local professionals may volunteer their services for 
the additional exposure.  

 
  The National Auctioneers Association in Kansas City 

will supply you with a list of certified auctioneers, or 
you can contact your state association.  Fees may 
range from a donation to a percentage of the money 
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raised plus expenses. `Many professionals will 
donate their services and request only that their travel 
expenses are reimbursed. 

 
AMENITIES  Whether you have chosen a professional or amateur 

auctioneer, please be sensitive to providing an 
atmosphere that will enhance his or her work. Provide 
transportation, overnight accommodations, meals and 
other services as may be required.  Polite 
considerations will translate into a more relaxed 
auctioneer and higher dollars. 

 
  N.B.:  Your auctioneer should be limited to one 

auction a day (the event can be exhausting and you 
do not want to be second on the agenda) and all 
celebrating should wait until the end of the affair! 
Amen! 

 
AMATEUR Many organizations have been very successful 

utilizing the talents within their community.  The 
heads of the organization, the chairman of the board 
or simply a talented individual who is comfortable 
working a crowd are all possible viable volunteers.  
These individuals know the participants and can often 
generate humor and interest by using first names and 
applying additional pressure to potential bidders. 

 
  However, amateur auctioneers might be an unknown 

factor that could detract from the revenues expected 
from the live auction.  Traditionally, the live auction 
items raise 50% of auction receipts.  It is therefore 
essential that the best possible individual be utilized.  
An amateur or “free” auctioneer may lack the 
knowledge to finesse those exceptional dollars or 
may lack dedication to the cause.  In turn, this 
auctioneer may not project the sincerity necessary for 
the evening’s success. 

  

      

ORGANIZING THE STRATEGY 
 
 
SETTING The larger decision of the event's location has already 

been determined.  The live auction chairman is 
concerned with the format and presentation of items 
within this area of the event. 
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ORDER OF AUCTION The order in which objects are presented in the 
auction is important and requires considerable time 
and thought.  Close coordination with the auctioneer 
and the catalog committee is mandatory, for the event 
generally follows the structure outlined in the 
publication.  The catalog provides a written 
description of each item.  Participants should be able 
to follow the auctioneer by referring to the auction 
booklet. 

 
FIRST ITEM The first item should capture the attention of the 

audience and create a frenzied bidding pace.  This 
need not be one of the best donations, but rather 
should be an object with universal appeal.  It should 
generate sufficient bidding to create positive 
excitement.  All other items should be carefully 
designed to involve various segments, always 
keeping in mind continuity and rapid forward 
movement. Examples of successful opening items: 

 
 Large stuffed animal 

 
 Go-cart 

 
 Handmade doll house 

 
 Stay at a well known bed & breakfast 

 
NUMBER OF ITEMS The number of items depends on the desired length 

of the event and the size of your crowd.  Auctions 
have been held with as few as 10 extremely “hot” 
items, while others have auctioned off 40-50 
individual objects.  An efficient live auction can handle 
up to 40 items in 90 minutes without any negative 
effect on the bidding.  A professional auctioneer can 
provide extensive guidance. 

 
  The number of items may depend on these factors: 
 

 Number and quality of items contributed 
 
 Presence of other forms of entertainment, e.g., 

dancing, stage show or concert 
 
 Desire to involve numerous small bidders in the 

auction rather than a few key benefactors 
  
MARKETING Display as many live auction items as possible.  This 

will add to the general excitement of the event and 
create a more energized bidding campaign.  People 
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have read about the items in the newsletter, the 
catalog, and various posters and heard of them 
through the grapevine.  Finally, the attendees have 
the opportunity to ogle the objects.  With such 
marketing strategies, desire will build, causing strong 
bidding competitions.  

    
  Design a separate area within the silent auction for 

live auction viewing.  Display the objects or visuals 
whenever possible in an attractive manner that will 
stimulate conversation and have personnel available 
to explain items if necessary.  Several display 
possibilities are: 

 
 Brochures for cruises and vacation 

spots 
 

 Artwork 
 

 Puppy or other pet animal 
 

 Jewelry in prominent display 
 

 Designer clothing for shopping spree 
 
DINNER CAMPAIGN Circulate items throughout the crowd during dinner.  

A cuddly little puppy parading through the tables, 
jewelry worn by committee members, a handmade 
class quilt or a painting being carried through the 
crowd will heighten interest and enthusiasm.   A 
"must-have" environment will develop.   

    
AUCTION PICTURE SHOW Produce a slide show during the bidding of the live 

auction to highlight the items.  In close coordination 
with the audio-visual committee, create color slides 
depicting the live auction items in an inviting design.  
An individual with photographic equipment and an 
imaginative eye will utilize magazine pictures, staged 
photos or even posters to create the desired effect.  
Close communication with the auctioneer will be 
necessary to assure that the correct slide is viewed 
with the proper auction item. 

 
 If the item is a vacation house, attempt to find 

pictures of previous winners enjoying their 
vacation. 
 

 Travel magazines can be a source of exotic 
places.  Slides can be easily produced. 
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 Computer software now provides photographic 

images that will cover many situations. 
 
PADDLES Paddles, designed in coordination with the 

decorations committee, should be readily available at 
the registration table. The paddle number should be 
prominently displayed and distinctive enough to be 
easily read, but often the auctioneer relies on the 
spotters for identification.  

 
 Large numbers on display cards or boards that 

can be seen by the auctioneer. The art 
department of a school can design and 
manufacture the paddles. You may also 
approach a local professional auction house 
about utilizing their paddles. 

 
 BidStation Pro provides several printing formats 

including large labels that can be adhered to the 
back of the catalog. 

 
 Have your printer stencil consecutive numbers on 

the catalog back cover. This is an added 
expense but some organizations like the 
appearance of the finished product. 
 

PODIUM The location of the podium and microphone for the 
auctioneer must be carefully planned.  Work closely 
with the audio-visual department.  Make certain that 
the auctioneer will be clearly visible and easily heard 
from all parts of the room.  In addition, the spotters 
must be visible from the podium and the recorders 
placed in close proximity so as to hear clearly and 
record accurately.  

 
  Nothing is more catastrophic than an auctioneer that 

cannot be properly heard.  Be prepared to pay for 
good sound equipment and test it under simulated 
conditions.  Many professional auctioneers 
understand the importance of strong sound 
equipment and have their own, including portable 
microphones that allow wandering through the 
audience during the bidding. 
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ORGANIZING THE PERFORMANCE 

 
 
THE AUCTION PROCESS Timing is everything!  Consider carefully when the live 

auction will begin.  Take into account the number of 
items and skillfully estimate the amount of time for the 
entire auction process.  Consult with your auctioneer 
when making this decision.  Print the beginning time 
in the catalog and adhere closely to the timetable.  
Guests expect events to occur at their announced 
time, and delays can alter the positive mood among 
the audience.   

 
     
 TIMETABLE There are several formats for the timing of the live 

auction depending on the structure of your event, the 
physical facilities and the existence of other 
entertainment.  Careful consideration should be given 
to the impact on cashiering and checkout as to the 
length of the live auction and the closing of the silent 
auction tables.  Coordination between the goals of 
raising the most money possible and providing 
smooth exit for all guests must occur. 

 
 If it is a large auction with a formal dinner, 

consider initiating bidding during the dessert.  
This can be handled by having coffee, simple 
desserts and finger delights available at each 
table.  People may dabble at their leisure.  
Careful coordination with the caterer is 
required to ensure that there is no conflict with 
the auctioneer during the food presentation or 
cleanup.  Clanging of dishes and silverware 
should not compete with the banging of the 
gavel or the raising of the bids.  If liquor is 
being served, the bar should remain open 
during the entire bidding process.  Another 
option is to place bottles of wine on each table. 

 
 A live auction may also precede the dinner.  

This eliminates any conflict with the food 
service and provides undivided attention from 
the guests.  In this format, you may consider 
leaving the silent auction, or portions of the 
silent auction, open during dinner to allow 
more bidding.  Individuals who were 
unsuccessful in their live bids may choose to 
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bid higher on the remaining silent items. 
 

 If there is no formal dinner, the live auction can 
be conducted in an auditorium style with chairs 
arranged in front of a podium.   Cocktails may 
continue to be served. It is your option as to 
whether the silent auction remains open. 

 
 Where the facilities require different rooms to 

be used, you may consider having a standup 
area for the live auction with only a podium or 
stage for the auctioneer. Crowd control is more 
difficult in this arrangement. 

 
BIDDING All eyes and ears are on the auctioneer and the 

bidding has begun.  Once the gavel is raised, all 
auxiliary activity should cease.  The slides must be in-
sync with the auctioneer and the pace must be 
monitored to the crowd.  It is paramount that you not 
lose the crowd due to poor timing.  By placing the 
chairmen in close proximity to the auctioneer, you can 
establish eye contact and guide this process.  
Consider having the chairman, or some member of 
your community read the description of the item.  This 
changes the pace and allows the auctioneer to 
devote his voice and energy to the bidding. 

  
  In the case of bidding, perception is reality.  Bidding is 

a fever, and infection must be encouraged.  Urge the 
crowd to applaud high bids and competitive contests.  
Boisterous behavior is completely in line to keep the 
show rolling and the guests entertained and involved.  
Encourage syndication bidding as it creates positive 
crowd commitment even though there remains one 
spokesman. 

 
BID INCREMENTS A decision should be made with the auctioneer 

regarding increased amounts of bids.  The increment 
increase will depend on several variables, such as 
the type of crowd, the value of the item and the pace 
of the bidding.  Your organization can provide input 
and guidance to the auctioneer, but you should rely 
on his or her expertise for the final decision.  Care 
should be made in not reducing the increments since 
eventually the crowd will wait for these reductions and 
bidding will abate. 

 
SPOTTERS The eyes and ears of the auctioneer, spotters are 

indispensable in locating bidders during the heated 
bidding frenzy.  Situated around the room, the 
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volunteers must constantly scan the audience for bids 
that may not be noticed by the auctioneer.  A loud yell 
or a flashlight, shined in rapid movement on the 
bidder, should be sufficient to focus the auctioneer's 
attention.  The number of volunteers needed depends 
on the size and layout of the auction. 

 
RECORDING THE BID Accurate recording of the winning bid and bidder is 

mandatory.  Without this information you have 
complete confusion.  There are two methods of 
identification:   

 
1. At a table situated next to the 

auctioneer's podium, individual sheets 
are completed for each winning bid 
where the paddle number, individual's 
name, item and bid are recorded.  The 
recording table should also have a 
master list of bidders and their auction 
numbers as well as a list of auction 
items. 

 
2. The second method calls for a group 

of volunteers with clipboards who 
actually obtain a written 
acknowledgment from each 
successful individual at the conclusion 
of every winning bid.  This system has 
the advantage of immediacy.  There is 
no question who has the winning bid 
and what is the total amount spent. 

 
  Re-bidding on an item is almost impossible once the 

auction has come to an end.  It is imperative to have 
100% accuracy. 

 
  Finally, the winning bids must be brought to the 

cashier’s or the computer terminal for recording. 
 

 Runners may be employed.  
 

 Portable radios linking the recording table 
with the cashier or computer table.  
 

BACKUP BIDDERS It doesn’t happen often, but every once in a while a 
winning bidder decides that he doesn’t wish to be the 
lucky recipient of an item.  It doesn’t matter what 
excuse is generated, the customer is always right.  
The fact remains that a large ticket item has been 
lost. 
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  One solution is to keep a mental record of the second 

highest bidder.  Spotters can best do this, but a good 
professional auctioneer will often remember where 
the last competitive bidder was located.  Approach 
this individual carefully and diplomatically, explain the 
situation and the sale may be saved. 

   
SYNDICATION Syndication simply means that a group of people 

agree to pool their resources to bid for an item and 
nominate one individual to make the group bid.  The 
group must decide on the maximum contribution that 
each will make and name the leader who will execute 
the bidding. The individual making the bid is 
responsible for payment.   

 
  Very often, auction items can be utilized by a group of 

bidders.  Items such as school sleepovers, tours of 
facilities, cooking classes, and special dinners involve 
the activity of many people.  Bidding for these objects 
is especially successful when there is competition.  
The organizers should encourage intense rivalry 
among the bidders for the prizes.  It is necessary in 
your pre-event publicity to explain and encourage the 
use of syndication.  In addition, committee members 
should be encouraged to organize syndicates 
involving non-committee members. 

 
REPEAT ITEMS Consider the happy possibility of wild bidding on a 

particular item.  Some objects may be seen as 
extremely desirable, resulting in incredibly 
competitive bidding contests.  This is the best 
possible scenario.  It can be made even better by 
preparing for this development prior to the event. 

 
  Scan the acquisition list; determine what items may 

spur a strong response and request that the donors 
give two of these objects if the bidding goes through 
the roof.  In other words, keep the repeat item “under 
wraps.” If the hoped-for “crazed crowd” occurs, the 
second identical object may be given to the next 
highest bidder. 

 
  Clearly identify the possible repeat items to the 

auctioneer.  Indicate the monetary amount needed for 
this process to be utilized.  If it never occurs, you 
have lost nothing.  If it does occur, you have quickly 
doubled your individual item profit. 
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  Take great care in recording and reporting a repeat 
item.  It should be clearly stated so there is no error in 
entering the new item and recording it to the 
additional winning bidder’s account. 

 
CASH CALL A captive audience has assembled to support your 

cause.  Many of these guests will not have the 
opportunity to contribute by “winning” an item.  Create 
an additional giving opportunity by having a member 
of your community deliver a short address on the 
fundraising goals or highlight some special 
organizational achievement during the past year.  
Following the heart-felt speech, request the 
auctioneer to call for “cash” bids, asking all those who 
wish to donate $50, then $100, then $500 and finally 
$1,000 to support the cause.  In this way everyone 
will have an opportunity to participate. By scheduling 
this “cash call” a new enthusiasm will develop that will 
continue through the balance of the live auction. 

 
UNUSUAL ITEMS Beauty is in the eye of the beholder! 
 
  The live auction may contain one or two truly unusual 

items that the donor feels are priceless, unique and 
breathtaking.  The committee, however, realizes that 
such objects may appeal to an extremely limited 
market and may not be the “hot” items of the event.  
For political reasons it may be necessary to retain 
placement in the live auction.  Prepare the auctioneer 
for the possibility of a “dud.”  Impress upon him or her 
to utilize professional expertise, declare a pass and 
move quickly to the next item.  Never lose the pace.  
A professional auctioneer is completely comfortable 
with this situation and will handle it with ease. 

 
RAFFLES If a raffle is part of your auction, the drawing of the 

lucky winner should be carefully planned.  Schedule 
the raffle announcement toward evening's end and 
inform all guests of the upcoming excitement.  It can 
be a useful tool in keeping the larger crowd interested 
and enthusiastic when concentration on remaining 
auction items may be on the wane.  The actual 
drawing should be quickly and efficiently handled.  
Never alter the pace of the event. 

 
AUCTION'S FINALE By scheduling the raffle toward evening's end, 

alternating large and small extremely interesting 
items and keeping the auctioneer at a lively pace, you 
can ensure that most guests remain until the grand 
finale.  Some fallout naturally occurs due to 
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Cinderella baby-sitters, long journeys home or 
conflicting schedules, but the main audience will 
remain if the momentum continues at a lively clip. 

 
CHECK-OUT It is vital that everyone is advised when their invoices 

are completed and the winnings may be collected.  
Print the pick-up time in the catalog and consider 
placing cards on each table clearly indicating the time 
that payments will be received. 

 
 

THANK-YOU 
 
 
THANK-YOU Always remember to adequately thank appropriate 

volunteers.  The chairman should be included in any 
gesture extended to the heads of large committees, 
while the group volunteers should be recognized with 
a letter expressing appreciation. Recognize 
participating individuals in a personal manner. 
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CHAPTER 20 

 

SETTING THE STAGE 

 
                   
The curtain rises on your organization's auction fantasy.  Months of planning and 
effort will create a successful affair, but you must be fully prepared for the event's 
presentation.  Proper scheduling, adequate staffing and complete interaction of 
all operating committees is vital to achieving your goal of a record-breaking, 
memorable fundraiser.  A general operations committee should be organized to 
keep all facets running smoothly and accurately.   
  

 
CHOOSING THE COMMITTEE 

 
 
CHAIRMEN This person or persons will be the major-domo for the 

auction and will be responsible for organizing the 
event's orderly flow.  They must have knowledge of 
all committees' needs and must create a logical 
format and timetable for the hours of actual operation.  
This includes all aspects of the event, including a 
realistic understanding of the auction's volunteer 
requirements.  Consider "a couple" for this slot.  It is 
important that these chairmen have the ability to 
quickly extinguish fires with minimal discussion. It is 
preferable that they have been part of the planning 
stages from the beginning and are aware and 
sensitive to all personnel involved. 

  
  These individuals are responsible for producing a 

realistic, detail-oriented timetable.  To all 
appearances, the auction must have an effortless, 
organized chain of events.  This coordinator must 
consider the fine points of "troop movement" and 
attitude development. 

 
VOLUNTEER COORDINATOR This person will organize a general volunteer crew 

and create a pool of generalists willing to "step-in" 
and fill a need at a moment's notice.  There will 
always be those who have an emergency and cannot 
perform.  The more volunteers are available, the 
better you will function. 
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VOLUNTEER STAFF Firemen!   These people will assist with developing 

needs at a moment's notice.  Under the direction of 
the volunteer coordinator, they will lend a hand during 
the auction.  This is ideal for "career" individuals who 
wish to participate without any real responsibility.  It 
requires a commitment of only an hour or two during 
the actual event. 

 
  If additional staff members are needed consider 

utilizing the faculty or the organization's personnel as 
members of the auction's work force.  This will aid in 
creating a unified feeling toward a common goal.  
These individuals can be assigned tasks during the 
evening, thereby limiting any feeling of an additional 
continuous work burden.  The executive committee 
and the institution's head must agree on tapping this 
occupational pool. 

 
SITE COORDINATOR This  individual is  responsible for coordinating the 

entire auction's timetables and material requirements 
with the maintenance supervisor if the event is 
scheduled on site.  He or she must provide the 
supervisor, manager or hotel personnel with a 
schedule of all events prior to the auction so an 
adequate staff timetable can be prepared.  This 
person must understand the added pressure placed 
on the building and grounds department and should 
make every effort to request all needs in writing and 
well in advance of the affair.  Always remember that 
the building and grounds staff has a realistic 
understanding of all aspects of the institution's logistic 
capabilities and, if treated properly, will be an 
invaluable asset to a successful performance. 

 
AUDIO VISUAL CHAIRMAN Whether it is simply a microphone and podium, a 

television screen or a complete sound and visual 
equipment system, pre-planning and careful thought 
must be given to your needs.  If your requirements 
are minimal, this could be a one or two-person 
committee; if the process is more involved, a larger 
committee should be considered. 

 
  A background in sound equipment would be 

wonderful, but in most cases this will not be a reality.  
The chairman should be organized and have the 
diplomatic tact to deal with the audio-visual company, 
the decorations committee and the staff where the 
event will be held. 
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SLIDE COORDINATOR This individual will coordinate with the photographer 
and auctioneer the event's slide show presentation 
(discussed fully later in this chapter). He or she must 
ensure that all slides are appropriately mounted and 
placed in frames.  If music is to accompany slides, 
the coordinator should direct the total effect.  Slides 
may also be utilized to better view the auction items. 

 
DECORATIONS This individual must be very knowledgeable about the 

decoration committee's requirements.  He or she 
must explain the audio-visual needs to decoration 
volunteers and ensure that the committee has taken 
those requirements into account. Last minute 
placement conflicts would be disastrous. 

 
PHOTOGRAPHER This individual will take photos for the slide 

presentation as well as publicity pictures of the event.   
If slides are not immediately available from the 
donors, the photographer must create an enticing 
picture.  For publicity, care should be taken to meet 
all the requirements of local newspapers or 
magazines.  Pictures taken during the event will make 
great mementos for committee members. 

 
TRANSPORTATION Cinderella's coach awaits!  Delight guests with an 

added detail that will alleviate hassles and headaches 
if the auction is located in a new or distant location, or 
if parking at the site is limited.  A mass method of 
transportation may be particularly welcome if liquor is 
to be part of the festivities.  Obviously, this permits all 
guests to enjoy the evening without concern 
regarding the homeward journey. 

 
  Consider an individual who has contacts or 

knowledge of various "event" transportation 
possibilities.  By this is meant a volunteer who is 
creative in considering the alternatives in shuttling 
guests from point A to point B.  Organizational ability 
and attention to detail are also important.  This is not 
a large job; it can be handled by phone and is ideal 
for the "full-time" working volunteer. 

 
VALET PARKING You may want to consider valet parking.  Individuals 

may wish to investigate hiring a parking service to 
perform this task, or may decide to utilize adult 
volunteers within the organization.  Make certain that 
there are sufficient car parker’s for both arrival and 
departure as people dislike waiting in line. Either way, 
be sure to secure appropriate insurance coverage for 
this phase of the operation. 
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VIP COORDINATOR The coordinator should be an individual who is 

attentive to details and is able to decide appropriate 
finishing touches to provide "red carpet" treatment for 
predetermined VIPs.  She or he should be able to 
anticipate the needs of individuals and have the 
organizational ability to satisfy these needs. 

 
  Many auctions have extended invitations to special 

individuals who require extra handling and attention.  
Whether it be the board of directors, trustees, 
distinguished alumni, major donors or exemplary 
volunteers, there are people who deserve an added 
pat on the back or recognition during the event.  By 
providing a few additional touches for these VIPs, you 
have acknowledged their contributions before the 
entire community.  It quickly becomes apparent that 
all work is appreciated and no kind deed goes 
unnoticed.  You attain the dual goal of acknowledging 
the honored guests while demonstrating to the 
community that the institution is grateful for all efforts 
on its behalf.  The objective of this committee is to 
devise and carry out the finishing touches that will 
make the recognized individuals feel pampered and 
respected. 

 
 

ORGANIZING THE VOLUNTEERS 
 

 
COORDINATION It takes great precision, organization and preplanning 

to create a positive, effortless environment. 
Coordination, communication and a full 
understanding of the different committees' needs will 
result in a smoothly operating event.  Orderly and 
clear directions will add to the positive cash flow.  The 
organization chart will assist you in creating a 
seemingly effortless auction.  

 
AUCTION TIMETABLE It is the function of the coordinator to create, publicize 

and execute an accurate, practical timetable for the 
auction's performance.  He or she must consider all 
operational auction divisions when devising the 
schedule.  Coordination must be administered in the 
following areas: 

 
 Parking: Volunteer drivers and space needed. 
 
 Silent auction: Timing of booth closings. 
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 Arrangements: Time required for seating of 
guests, the toast and the dinner itself. 

 
 Live auction: Time needed for auctioning of 

items; schedule a "walk through" of a selection of 
"live" items. 

 
 Raffle: When should the raffle be awarded? 
 
 Cashiering and disbursements: Designated areas 

that have sufficient space for efficient checkout.  
 
 
ORGANIZATION CHART 

TIME EVENT 
7:30-8:00 First call for closing of booths 
8:00-8:30 Call for dinner 
8:15-8:45 Opening remarks by chairman 
8:30-9:00 Dinner served 

Live auction displayed 
Raffle tickets sold 

9:15-9:30 Live auction 
 Champagne toast  
 Begin live auction with slide show 

auctioneer, spotters and recorders 
Post winning silent auction bidders 

10:00-11:00 Car raffle awarded 
Live auction continues 

10:30 Tuition raffle awarded 
10:30-12:00 Live auction ends 

Checkout available for rapid check out 
Dancing begins 

 
VOLUNTEERS Contact the head of your organization to discuss the 

possibility of including staff personnel or faculty 
members in the volunteer pool.  Explain the goal of 
creating an enthusiastic, unified spirit for the auction 
and identify areas where the volunteers will be 
utilized (e.g., as runners, cashiers, spotters, etc). If a 
general consensus develops among the executive 
management, devise a letter to all staff requesting 
their assistance in the event.  This letter should come 
from the head of the organization and explain the role 
that the staff can play in the conduct of the auction.  
Careful utilization of your advisory board may be 
instrumental in achieving a success pool of staff 
volunteers. 
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VOLUNTEER LETTER 

 

 

 
 
 
 
 
 
 
To All Faculty Members: 
 
As you are all aware, the school's first auction will be held on Sunday, April 11th.  
We have obtained a great outpouring of support and gifts from many members of 
our community including faculty, parents and friends.  With such an exciting 
variety of donations, we feel confident the event will be a huge financial success. 
 
WE NEED YOUR INVOLVEMENT TO ENSURE THAT A MEMORABLE 
EVENING WILL BE HAD BY ALL.  Please contribute your talents by 
volunteering during the auction. 
 
Volunteers are needed in a variety of areas, from cashiers to spotters.  Please 
survey the enclosed form, check the areas that interest you and return it to the 
auction office before March 15th. 
 
When a schedule is completed, we will contact you regarding the position and 
time of your commitment. 
 
We appreciate your willingness to aid in Auction’99 and with your help we are 
bound to have a record-breaking benefit. 
 
Sincerely, 
 

OPRAH OPERATIONS 
 

Darlington School for Girls 

Darlington, NN 11111 

(555) 123-4567 
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VOLUNTEER SHEET 

 
 
  
 
 
 
 
 
 

DUTIES CHECK HERE TIME RESPONSIBILITIES 
Setup  8:00 AM 

1:00 PM 
Help setup tables, audio-visual, sound system, lighting and all other details of 
the physical preparation for the auction. 

Parking  5:30 PM Ensure that adequate area is available and have umbrellas in case of rain. 
Preview 
Party 

 4:00 PM 
6:00 PM 

Assist in executing all aspects of the party including setup, games, display, 
food and beverage service, etc. 

Reception  6:00 PM 
8:00 PM 

Log in all attendees, check for payments.  Distribute catalog and give any 
instructions.  Unregistered guests must be assigned paddle number, listed on 
sheet and additions given to computer for input. 
“Express Checkout” registration. 

Silent 
auction 
Monitors 

 6:00 PM 
8:00 PM 

Make certain all bid sheets are OK, pencils available and sufficient bidding 
area. Confirm correct minimum bids and increments. Replace sheets as needed. 
Answer any questions and give guidance to bidders. 
 
Booths will be closed at staggered times based on announcements. Designated 
individuals will actually go to the area and repeat that section is “CLOSED.” 
 
Collect all bid sheets in numerical order and highlight winning bidder. Bring to 
computer for input. 

Computer 
Operation 

 6:00 PM 
10:00 PM 

Input all bids, print invoices. 

List winning 
Bidders 
 

 9:00 PM All winning bidder numbers will be displayed on master boards. Numbers may 
be written on yellow post-it notes, then posted on large boards displayed on 
easels by exit doors of live auction. 

Live auction  9:15  PM 
 
 

Display of live auction items to audience where possible. 
Audio-visual slide show. 
Spotters to assist auctioneer. 
Record winning bids from auctioneer. 
 

Runners  9:15 PM Runners to bring winning bids to computer or cashier 
 

Cashiers  9:30 PM Process payment based on invoices from computer. Invoices will be delivered 
from computer, sorted by bidder number. Review with bidder; obtain payment 
based on cash, check or Visa & MasterCard. Charge authorization. Give bidder 
“PAID” card and staple payment to invoice. Bidder takes “PAID” card to 
disbursements to pick up items. 

Disbursemen
ts and 
Bagging 

 10 PM Collate and reassemble silent auction in numerical order. 
Take invoices from computer, collect all items and certificates on invoice and 
bag all items for each bidder. Attach invoice and arrange all bags in numerical 
order. 
Bring bags to bidders upon presentation of “PAID” card. 

 

Last Name  
 

First   Telephone  

I am available to work from  
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PREPARING THE SITE 
 
 
SITE COORDINATION Close coordination is necessary. Provide a complete 

schedule of events and needs well in advance of the 
event to the personnel at the site.  It is beneficial to 
be detail-oriented and explicit; all expectations should 
be clearly defined.  A meeting should be arranged to 
review the auction needs and interact with the 
institution's operations department.  Include key 
maintenance personnel, the business office and the 
auction chairmen in the know-how.  Realize that 
maintenance personnel understand the institution's 
possibilities and limitations, the staff will be invaluable 
in assisting you in achieving the ultimate magical 
effect. 

 
COORDINATOR It is imperative that the site coordinator compile a 

complete operational schedule of events and 
volunteer needs well in advance of the auction.  This 
information must be explicit and detail-oriented, with 
all expectations clearly defined.  This schedule must 
be reviewed with the institutions’ operations 
department, maintenance personnel, and business 
office and with the auction chairman.  All facets 
should be crystal clear regarding responsibilities 
during the benefit.  Advance communication with all 
parties will ensure a smooth event flow. 

CHECKLIST 
 HOTEL ON SITE HISTORIC HALL 
STORAGE Limited availability 

prior to event. 
Items are always 
available. 

No availability. 

SECURITY Is security provided 
at what cost? 

Organization must 
provide. 

Is security provided? 
At what cost? 

EQUIPMENT All provided. Owned equipment. All to be provided. 
BATHROOM Public areas. May need to 

improve & decorate 
May need to improve 
& decorate 

ELECTRICITY 
House lights 
Special lighting 
Computers 

Usually adequate. May need to be 
enhanced. 

Needs to be checked. 

REGISTRATION 
Decorated for 
theme  

Is this a public or 
private area? 

Tables needed. Tables needed. 

DINING AREA 
Tables skirted and 
ready for silent 
auction 

Arranged by staff, 
establish timetable. 

Volunteer or 
caterer 
responsibility. 

Volunteer or caterer 
responsibility. 
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AUDIO VISUAL 
 
 
DETERMINING NEEDS During an auction, it is essential to have an excellent 

sound and visual system.  Everyone must distinctly 
understand the auctioneer. If the auctioneer cannot 
be seen or heard, the benefit will be disastrous.  The 
audio system must be appropriate powerful and clear. 

 
  Research the equipment resources of your institution.  

If you have a complete audio-visual department, 
utilize that equipment.  If supplemental pieces are 
required, inquire among group members if any 
business contacts can be used.  If professional 
assistance is needed, notify several audio-visual 
companies with your specifications; be clear and 
concise and have on-site inspections.  Remember, 
this is an area that demands the best; a live auction's 
success clearly depends on the auctioneer, and the 
auctioneer depends on the sound system. 

 
DEVELOPING THE SHOW The photographer and slide coordinator must work in 

tandem to organize the show.  If possible, obtain 
slides from donors.  Remaining slides must be 
developed and tested.  Ensure that every article in 
the live auction is clearly and cleverly displayed.  
Reconfirm with audio-visual technicians the type of 
slides and projection required. 

 
SETUP No matter who supplies the equipment; it must be 

compatible with the decorations and site limitations.  
Coordinate with the decorations consultant and the 
audio-visual company the optimal time to set up the 
equipment.  It is advantageous to accomplish this as 
early as possible to provide ample opportunity for the 
decorations committee to view the full effect.  Better 
to discover conflicts a day in advance. 

 
DRESS REHEARSAL It is essential to run through the slide show and test 

the sound equipment exactly in the manner in which it 
is to be used.  This includes the reading of all script 
involved with each auction item.  It is well worth the 
effort, for it will add a polished touch to the event. 

 
AUCTION EVENT If you have hired an audio-visual company, contract 

for a technician to be present during the auction.  
Optimally, this will be the same technician who was 
present at the dress rehearsal.  Sights and sounds 
are essential to the event's success; it is worth the 
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added expense to guarantee the auctioneer can be 
clearly heard. 

 
 
CLEAN UP The audio-visual company should be the only 

individuals to handle the technical equipment.  Be 
explicit in your contract and include the cost in your 
original bid. 

 

ORGANIZING THE CHARIOTS 
 
  
THE VEHICLES Get the benefit off to a creative, entertaining yet 

efficient beginning.  Consider an original method of 
gathering the guests and transporting them to your 
gala affair, but always remember that the objective is 
to arrive in a timely yet festive manner.  The auction 
is the focus of the evening, not the ride to the event.  
But you definitely want all the guests to feel the magic 
has just begun! 

 
  Consider the number of miles to be traveled and the 

roads and traffic involved when determining needs.  
Some examples include:  

 
 A hay wagon or a Conestoga wagon is ideal 

for a Western Night. 
 

 A country-style western bus is good if the 
distance is long and the roads are busy. 

 
 Large feudal carts may be fun for a 

Shakespearean theme, but if the distance is 
great, consider the modern London double-
decker buses. 

 
 If you have water nearby, consider a "Tom 

Sawyer" like raft or a Renaissance-type 
barge. 

 
  Always consider the guests. If comfort is the key, 

consider hiring commercial long-distance buses to 
accomplish your goal.   Keep in mind that the 
objective is fun, while achieving a safe and an 
efficient means of arrival. 

 
POINT OF ORIGIN Consider carefully the origination point of your 

benefit.  The most obvious beginning may be at your 
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school or organization, but is this most central to a 
majority of your participants?  Also factor in the 
amount of parking available, for all guests will need to 
leave their cars while attending the auction.  Scout 
the area.  If a shopping mall or commuter station is 
more convenient, use that facility as the focal point.  
Clear the use with the head of the mall or station prior 
to converging on the area.  Companies are usually 
agreeable once the charitable nature of the auction is 
explained.  Also offer a prominent "thank-you" in the 
brochure or catalog for the generous use of their 
space as a meeting center. 

 
ENTERTAINMENT Depending on the length of the ride and time of day, 

you may wish to consider refreshments and 
entertainment.  Some may feel this is "overkill" so 
canvass your population carefully.  Possibilities vary 
from sodas, fire water and barbecue bits with a 
country-western singer humming a few tunes to a 
juggler or bard with ale and game pieces (chicken 
wings, turkey bits cleverly disguised) for the 
Shakespearean theme.  If a simple elegance is 
desired, consider wine or champagne. Check 
carefully with local authorities on the legality of 
serving liquor while in a bus, barge, wagon or other 
type of transportation you have chosen. 

 
HOSTS & HOSTESSES Board buses and if lists are not used, get an accurate 

count of guests on all vehicles.  Ensure that all guests 
are comfortable and satisfied.  Make the departure 
time abundantly clear and encourage all guests to 
return promptly at the end of the evening to the same 
staging area. 

 
VALET PARKING Valet parking should be available if the auction is 

going to be "in-house" or if parking is limited at the 
off-site location.   This takes on added importance in 
inclement weather.  It certainly provides guests with 
the initial impression that every detail has been 
considered and a memorable event is about to unfold 
before them. 

 
 

VIP COMMITTEE 
 
 
DETERMINE NEEDS Consider carefully what is appropriate for the type of 

event.  Do not overdramatize the VIPs.  If there is a 
dinner with the auction, consider a special table and 
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unusual lapel identification tag or special flowers.  
Your committee is the best judge of what may be a 
proper amount of "TLC." 

 
  Acknowledging honored guests is important, for it 

tells individuals that their volunteer efforts are noticed 
and appreciated.  But all guests should feel 
enthusiastic about the auction.  There is a fine line 
between acknowledging and being solicitous.   
Understand that all members of the organization 
should feel involved and appreciated. 

 
 
AUCTION BENEFIT Since the event will span only a few hours, smaller 
RECOGNITION tributes to VIPs are appropriate.   Among those that  
POSSIBILITIES should be considered are: 
 

 Premier Tables: If it is a dinner event, 
place VIPs at central tables in easily 
identifiable locations with the best 
views of the evening's happenings. 

 
 Auctioneers' Acknowledgment: 

Request that the auctioneer identify 
VIPs and give honored guests a round 
of applause. 

 
 Special Identification Labels: Use a 

special logo, print the name in a 
different color, or give the special 
guests a flower attached to the table 
assignment card. 

 
 Flowers: Use flowers to highlight the 

VIPs' seating arrangements. 
 
 Special Parking: Cordon a section 

close to the event to provide VIP 
priority parking.  

 
 Program Listing: Give honorees 

special notation in the program by 
printing their names in a different color 
or type size. 

 

 
VIP LISTING The committee should have a complete listing of all 

the VIPs.  Crosscheck so no individual is omitted. 
 



 

201 

CREATE CHECKLIST Ensure that all VIPs receive the same treatment.  
Create a checklist of all individuals and services to be 
offered to them.  Reconfirm with the committee the 
exact needs to be provided.  Assign tasks to 
volunteers to accomplish red carpet treatment 
properly.  Do not offer anything unless it can be 
handled well. 

 
AUCTION NIGHT Inform all auction workers to be aware of VIPs and 

the special recognition to be received.  If problems 
arise with honored guests, the VIP chairman should 
be immediately available to put out any fire. 

 
VOLUNTEERS DINNER  Every effort should be made to fully incorporate all 

institutional volunteers into the evening's fabric.   
When not performing their assigned tasks, the faculty 
or staff volunteers should feel at ease to participate in 
the event as full-fledged guests.  This includes 
providing paddle numbers for all volunteers. 

 
  If your auction involves a seated dinner, make every 

effort to integrate the staff into the evening.  If room 
space and budget allow, place organizational 
members throughout the event.  Combine all 
participants at seated tables.  This will aid in the 
creation of a unified effort toward a common goal.  If 
the budget is tight, consider finding an individual 
willing to underwrite the cost of all staff dinners.  If 
that is not possible, another alternative is charging 
the staff only your cost for the meal.  This reduced 
rate should be minimal and should not create an 
undue financial burden. 

 
  If space is tight and the budget will not allow any 

margin in the main dining room, create an adjunct 
area for the staff to share a feast.  The auction 
committee would donate the linens, crystal and meal 
for the staff.  This would reduce costs while allowing 
the organization’s volunteers to feel part of the event.  
It is vital that all individuals be involved and feel 
positive toward the auction.  Consider attitude 
development carefully when weighing the meal 
alternatives.  Do not become penny-wise and pound-
foolish. 
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CHAPTER 21 

 

THE FINAL CURTAIN 

 
Months of preparation are culminating in this evening’s event.  The registration table is 
filled with table cards and manned by smiling hosts and hostesses ready to answer any 
question.  The guests enter quickly and move with surprising speed to the auction booth.  
A festive and glittering atmosphere has been achieved.  A smooth opening to your gala. 
 
The gavel is swinging; the auctioneer singing and the final items of the live auction are 
coming to bid.  Guests will begin to exit the event.  The final critical phase of the auction, 
pick-up and pay should be in full and efficient operation.  Handle this area with great 
care for this is the point where all revenues are collected and memories are created for 
all future events.  Checkout must be prompt and competent; a disastrous ending could 
influence charitable endeavors for years.  This is an area to consider professional 
assistance not only because these consultants administrate functions on a regular basis, 
because it will allow you and your committee to enjoy the show. 
 

 

CHOOSING THE COMMITTEE 
 
 
CHAIRMAN Designate one individual or a team designed as the 

coordinator of this phase of the event. These 
volunteers or paid staff, should be thoroughly familiar 
with all the planning and execution of the event.  
Consideration should be given to retaining 
professional consultants who provide checkout 
services on a regular basis.  During 1997-1998, 
Target Funding Group has closed 34 auctions 
resulting in over $4,500,000 being raised 

 
REGISTRATION This  individual is responsible for organizing the table 

containing all registration materials including place 
cards, paddle numbers, additional catalogs and an 
addendum itemizing last-minute inclusions.  In 
addition, he or she will need to register additional 
guests, receive payments, distribute new bid 
numbers, sell raffle tickets, and organize “Express 
Checkout”. The coordinator will recruit hosts and 
hostesses to staff the table. 

 



 

203 

 
HOST AND HOSTESS Hosts and hostesses, dressed theme appropriate, 

greet guests as they enter the auction.  They must be 
pleasant and enthusiastic, and should have the ability 
to help create a positive, magical atmosphere for all 
participants.  They will ensure orderly placement of all 
necessary registration materials.  They should have 
knowledge of the location of all auction booths, 
complete timetables, rules and displays so they can 
direct people to the right area. 

 
BOOTH MONITORS These volunteers' responsibilities are to facilitate the 

closing of the booths, mark all winning bidders, collect 
the bid sheets and deliver to the cashier or computer 
area. 

 
RUNNERS These individuals take the results of the auction from 

dining area to the central accounting area for 
tabulation.  This will speed up the process of final 
accounting and bill preparation.  The results of the 
silent and live auction bids are then distributed into 
folders for each bidder or entered into the computer. 

 
COMPUTER SECTION If a computer program such is being utilized you will 

need to provide staff for data entry and adequate 
computer equipment and printers, depending on the 
size and scope of the event. 

 
POST WINNING BIDS Two individuals should be assigned the task of 

posting the numbers of the winning bidders on the 
display materials provided. 

 
CERTIFICATE Individual who will supervise the handling, storage 

and awarding of certificates.  Must be detail-oriented 
and capable of working quickly and accurately.  

 
AUCTION CASHIERS These volunteers receive payment from winning 

participants and provide receipts for all items.  They 
should be calm under pressure, detail-oriented and 
have basic math skills.  Business office or accounting 
individuals are good choices. 

 
DISBURSEMENTS  This individual is responsible for the prompt exit of all 

guests at the auction's conclusion.  He or she must 
implement an efficient checkout procedure for all 
purchases.  Winners must be moved quickly through 
the payment and retrieval process.  Responsibilities 
include recruitment and supervision of all auction 
cashiers, sorters and runners. 
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  At the end of the evening, volunteers should be 
available to assist the winning bidders in obtaining 
their merchandise according to the system designed 
by the chairman. As speed, quickness and agility are 
often required, consider contacting your local high 
school for these volunteers.  Most schools require a 
certain number of community volunteer hours from all 
students, and an eager army of volunteers can easily 
be assembled and trained. 

 
TROUBLE SHOOTER It is advisable to have two people without any 

definitive job responsibility who have a thorough 
knowledge of the organization of the evening.  They 
should be instantly available to handle any 
developing crisis.  

 
 

ORGANIZING THE CHECK-IN 

 
 
MATERIALS Have available all materials necessary for 

registration, accurate tabulation and prompt payment.  
Quick execution will continue the positive 
environment and leave all guests willing to participate 
in future events.  The registration and cashiers' tables 
must be equipped with adequate supplies   

   

Auction Closing Supplies 
We strongly recommend that you purchase a large “tackle” or 
“tool” box.   Home Depot has great ones with drawers and 
compartments.  Fill with supplies, label with your organization 
name and take to the site. 
 

Two “PAID” stamps Stamp with name of organization 
Calculators Bank envelopes 
Two money boxes Cash for change 
Small accordion file  Credit Card machines and slips 
 Extra back-up disks 
Master set of software disks Cartridge for printer 
Multi-power cord with fuse Extension cord with 3-prong outlet 
Extra set of printer and power 
cables 

 

One dozen highlighters One dozen black magic markers 
200 golf pencils or pens Two boxes red and black pens 
Double-back scotch tape Regular scotch tape 
Heavy-duty scotch tape Supply of staplers 
 Two glue sticks 

Razor or knife Flashlight 
Scissors  Rubber bands 
Large and small paper clips Push pins and safety pins 
Yellow “Post-it Pads” Few pieces of foam core 
Large 10” x 12” envelopes for 
Bid cards 
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REGISTRATION TABLE Place the registration table in close proximity to the 
entrance without obstructing the orderly flow of 
guests.  Staff the area with enthusiastic, energetic 
and friendly hosts and hostesses.  Remember the 
registration table or booth is often the guest's first 
introduction to the auction.  Begin to cultivate a 
magical atmosphere.     A cheerful welcoming 
introduction will help create a positive mood.  Also 
consider having a waiter by the table offering wine, 
champagne, beer and a nonalcoholic beverage. 

 
The hosts and hostesses should be able to find 
the chairmen and treasurer at a moment's notice.  
Questions will arise regarding seating and 
payment.  Officials should be immediately 
available to respond to issues quietly and calmly.  
Never let a problem fester, it will begin to 
permeate the crowd and create a less-than-gala 
event.  Keeping everyone happy is imperative to 
a successful auction. 
  
The registration table should contain: 

 
 Duplicate list of all guests in 

alphabetical order.  List should be 
cross-indexed with table seating and 
paddle numbers. 

 
 Place cards with individual names, 

paddle numbers and table numbers. 
 

 Unassigned bid cards for unregistered 
guests. 

 
 Additional catalogs and event 

addendum’s. 
 

 Catalog with label on back with 
attendees’ name, paddle number and 
table number. 

 
EXPRESS CHECKOUT is a powerful tool for speeding up the checkout 

process.  Consider having guest’s sign a blank 
credit card slip or a signed check at registration.  
Their account will be marked “QC” in the 
computer.   These invoices will be printed first 
and available for distribution directly to the 
individual or at a designated place at 
disbursements.  These bidders never go to 
cashiering, their checks or credit card slips are 
completed at a later date when all is quiet and 
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returned to them with a stamped “paid” copy of 
their invoice. 

 
 It is desirable that sufficient advance notice be 

given of the availability of EXPRESS 
CHECKOUT, that the hostess is knowledgeable 
and that signs are posted at registration.  A 
separate table should be available next to the 
registration table with trained personnel who: 

 
1. Complete the credit card slip or check and 

include the bidder number. 
 

2. Pass slips to the computer for input. 
 

3. Arrange all slips by bidder number so that 
they are readily available later in the 
evening. 
 

  We have experienced a tremendous response to 
EXPRESS CHECKOUT at our auctions with 30-50% 
signing up and 85% of those are ultimately successful 
bidders. 
 

LIST OF RULES Have immediately available a complete listing of 
all rules, timetables and regulations.  In addition, 
these listings should be printed in the catalog.  
This will be an invaluable resource guide to 
resolve disputes. 

 
RAFFLE TICKET BOOTH Create an area near the registration table for 

additional selling of raffle tickets.  It should be 
well staffed in an extremely visible and easily 
accessible location.  Guests who get caught up in 
the fever of bidding may wish to purchase more 
tickets; the magical feeling of winning will help 
push sales upwards.  Make it simple for 
additional dollars to be spent. 

 
 While it is important to make it easy for guests to 

buy raffle tickets, consider what the alternatives 
are and their impact on checkout: 

 
 Allowing guests to purchase tickets with 

their paddle number.  It may make the 
sales process very easy but you complicate 
your checkout since all charges must be 
entered onto the bidder’s account. 
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 Guests are required to purchase raffle 
tickets with cash, check or credit card.  
Eliminates any confusion or checkout 
delays but may reduce the profits. 

 

 
 

ORGANIZING THE CHECKOUT 
 

 
CHECKOUT Many have called this the most critical time of the 

evening but often it is haphazard.  You have spent 
months preparing the show, organizing the auctions 
and the dinner and seen dollars being pledged 
everywhere in an atmosphere of joy and happiness.  
Unless you have planned your checkout with the 
same care and endless pursuit of detail, the last 
impression you will leave is long lines, chaos and 
frustration. 

 
COMPUTER AGE The computer has greatly impacted the auction 

checkout procedure.  The speed of data entry and the 
ability to quickly integrate winning paddle numbers 
with items has dramatically increased the ability to 
efficiently move participants to the exit sign.   

 
  For users of BidStation Pro this is the culmination of 

all the effort and data entry of the last months.  The 
computer creates a harmonious program to usher out 
the guests in the same style and grace that they 
arrived. 

 
CHECKOUT METHODS Because of individual situations, site considerations 

and degree of computerization, there is no single 
method for checkout.  What follows is an analysis of 
the most essential ingredients of this stage of the 
event and how they would be handled.  In each case 
we make the following assumptions: 

 
 Silent auction booths have closed at 

intervals and all bidding has ended prior to 
the beginning of the live auction. 
 

 All silent auction items have been bagged, 
numbered and boxed.  They are 
reassembled in numerical order.  

 
 Live auction winning bids have been 

brought to checkout for computer entry. 
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 Boards displaying the winners have been 

posted. 
 

CHECKOUT ANALYSIS 
 

   MANUAL CHECKOUT         COMPUTER  
        CHECKOUT 

 ALTERNATIVE 

Results of 
silent auction 

 Bid cards are sorted 
manually by bidder number 
and inserted in pre-
assembled folders. 

 Folders labeled and sorted 
by  paddle number 

 Requires 3 part bid sheet 

 Bids are entered into the 
computer system by one or 
more operatives. 

 Bid cards are stored in 
numerical order for 
reference. 

 

Results of live 
auction 

 Winning bids are placed in 
the bidder folder. 

 Bids are entered as above.  Live auction results are 
handled as a separate 
transaction. 

Prepare 
invoices 

 Cashier will calculate all 
bidder forms within a folder 
and provide invoice total. 

 Enter all bids.  Invoices are 
automatically generated by 
the computer in the desired 
order. 

 Print separate set of 
invoices from computer for 
bagging at disbursements 
for Express Checkout. 

Present 
invoices 

 Bidder obtains total from 
cashier and makes 
payment. 

 Printed invoices are sorted 
by bidder number and 
distributed among cashiers 
to be presented to bidder. 

 Invoices may be delivered 
to the table during live 
auction. 

Number of 
invoices 
required 

 No invoice. Bidder is given 
third copy of all bid sheets 
to reclaim items. 

 Two, both printed by 
computer: one for cashier, 
one to claim item. 

 One, only show proof to 
claim item. Place payment 
in separate envelope and 
mark with paddle number.  
Print invoice later. 

Payment by 
cash, check or 
credit card 

 Cashier accepts payment 
and insert in bidder folder. 

 Payment is stapled to pre-
printed invoice and placed 
in a cashier’s box. 

 Payment is placed in a 
separate envelope stamped 
with [paddle # and placed in 
cashier’s box. 

Proceed to 
disburse-ments 

 Bidder takes 3
rd

 part of bid 
sheet and redeems items. 

 Bidder takes stamped 
“Paid” copy of invoice and 
requests items at 
disbursement desk. 

 All items have already been 
assembled in bags by 
paddle number from extra 
set of invoices printed by 
computer. 

Express 
Checkout 

 Not advisable without a 
computer program 

 BidStation Pro is directly 
designed to facilitate the 
use of QC and hasten the 
checkout process. 

 Winning bidder never 
reports to cashier but 
retrieves his items directly 
at disbursement. 
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WINNING BIDDER A convenient location is advisable to post a list of the 

winning paddle numbers.  This eliminates non-
winners from clogging the cashier line and hastens 
the winners to claim their purchases.  There are 
several possibilities: 

 
 Use a large poster board and mount the 

numbers on post-it notes in numerical 
order and place on easel at exit areas.  

 
 Print lists of winning silent auction items 

and distribute or post on foam core board 
in the dining room. 
 

GREETER A great addition to the flow of the last phase of the 
evening is to have a prominent member of your 
committee act as a “traffic cop.”  Located at the main 
exit, he can direct people to the right area with a 
sense of humor and good cheer.  If necessary, he will 
control the flow of guests and prevent overcrowding 
and pushing. 

 
SETUP It is very important that a proper flow be established 

so that all winning bidders know where to proceed at 
the conclusion of the bidding.  The size and shape of 
your site will determine the exact dimensions for 
cashiering and disbursements.  Each area must be 
clearly marked and adequate space provided for each 
function.  

 
    There are three central areas that must be positioned: 
 

 Computer station: should be close to 
electric outlets and adjacent to cashier to 
provide any support that may be required.  

 Cashier: Should be immediately visible 
and have enough room to work.  Provide 
sufficient stations so that line can flow 
quickly and smoothly to the next available 
cashier. 

 Disbursements:  Silent auction items can 
be reassembled in a designated area or 
remain on bid tables.  They should be 
quickly available for distribution to the 
winning bidder.  Quick hands and feet are 
required. 
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CHECKOUT  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
INVOICE The IRS requires that the charity provide all 

purchasers with a guest statement listing all 
purchases along with the value and sale price.  The 
statement must include the official name of the 
organization, its Federal Employer Number, the 
guest’s full name and a statement of tax status. 

 
  It is recommended that some form of general 

statement be made to the purchaser saying "tax-
deductible as allowed by law" since tax deductions 
are based on personal income subject to the advice 
of individual accountants.  The organization should 
never take any responsibility for tax advice! 

 
  Such an invoice is required. If a manual system is 

being used, pre-printed forms with the required 
information should be prepared in advance of the 
evening.  At the time of payment, some procedure 
should be established for completing these invoices 
at the time of payment.  Alternatively, invoices could 
be printed after the event and mailed to each 
purchaser. 
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INVOICE Invoice produced by BidStation Pro: 
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ORGANIZING DISBURSEMENTS 
 
DISBURSEMENTS Now that the bidders have their invoices and made 

their payment you must make certain that it is 
relatively easy and painless to obtain their purchases.  
Otherwise you face the prospect of having to deal 
with all unclaimed items at a later date. 

 
RE-BOXING Very often items have been removed from their 

packing boxes.   Hopefully these boxes have been 
labeled and stored under the table.  The booth 
monitors should reassemble the items into 
appropriate boxes before placing in numerical order. 

 
FRAGILE ITEMS These must be carefully wrapped in bubble wrap or 

newspaper to prevent damage.  Items can be placed 
in large shopping bags for ease of movement. 

 
DISBURSEMENT PROCEDURE 
 

 At Silent Tables Disbursement Area Pre-Bagging 
Reassemble all 
silent auctions 
items 

 Items remain at table with 
bid sheet for identification.  

 Winners claim items directly 
from bidding area. 

 All items removed from 
tables and reassembled in 
exit area in numerical 
order 

 All items bagged by 
invoice created by 
computer.  

 Each bag is clearly 
labeled with large paddle 
number and assembled in 
numerical order. 

Certificates  All certificates are at bid 
location and booth monitors 
distribute them to winners. 

 All certificates are boxed 
securely at central 
location. 

 Claimed by winners. 

 Certificates placed in 
bags with other physical 
items. 

Invoices  Invoices are presented to 
monitors as proof of 
payment.  

 Invoices are presented to 
volunteers who obtain 
items and bag them. 

 All items pre-bagged and 
upon presentation of 
invoice, bag is delivered. 

 
 
UNSOLD ITEMS Unfortunately, all of your auction items may not be 

sold.  There are several choices open to you: 
 

 Circulate the items among the remaining 
guests and volunteers and offer them the 
opportunity to bid the minimum amount. 

 
 Box items, return to your organization 

site and hold a small auction among your 
staff. 

 
 Retain items for a future auction. 

 
 
“CLOSING BUSTERS” Carefully consider the utilization of private consultants 

to supervise this aspect of your auction.  After dozens 
of checkouts, there is little they have not experienced.  
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Due to their expertise they are able to adapt quickly 
to any situation.  Consultants may also play a vital 
role as buffers for those problem situations when 
committee people disagree.  Let the experts decide! 

 
 

THANK YOU 
 
  
THANK YOU As always, all volunteers should be appropriately 

thanked. Consider including in the committee 
chairmen luncheon those with large responsibilities; 
others should be sent an individual letter of 
appreciation. 
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CHAPTER 22 

 

THE LAST HURRAH 
 
 
The final gavel has been swung and the lights have been brightened on your land of 
enchantment.  A profitable, magical event has occurred and you and your committee are 
excited, relieved and exhausted.  The auction was a financial and spiritual success due 
to your leadership, creativity and dedication.  Give yourself a pat on the back and your 
committee heads kudos, but it is not quite time to padlock the doors and rest your weary 
bones.  A few remaining details must be considered to complete your task with finesse.  
These last acknowledgments and business formalities will leave the community with a 
positive memory and a clean slate for all future benefits. 

                                                  
The structure of this chapter differs from most of the others in that no committee is 
defined and no formal organizational strategy is delineated.  You, the auction chairmen, 
are responsible for directing all remaining duties and you will draw upon the treasurer, 
committee heads and a few die-hard volunteers to complete the circle.  The reality of the 
situation is that when the auction is over, most volunteers and participants consider the 
case closed.  You must work quietly and efficiently to manage the auction's end.                      

 

 

THE ULTIMATE MOP-UP 
 
 
UNCOLLECTED ITEMS It is difficult to imagine but every acquisition item will 

not be collected by the appropriate winner at the 
auction's conclusion.  But the reality is that some 
fortunate bidders will leave without paying or claiming 
their desired objects.  It becomes your responsibility 
to carefully collect all items, identify and contact all 
winners and ensure a timely retrieval of all objects. 

 
CENTRAL COLLECTION As pickup and pay winds down at auction's end, 

request that volunteers monitoring the silent and live 
auction areas collect all remaining items and place 
them in a secure central location.  Ensure that all 
acquisitions are clearly identified by catalog number.  
Place all unclaimed bid sheets in one folder to be 
contacted by the chairmen or designated volunteers 
during the next few days.  As soon as possible, 
contact winners and request prompt pickup.  Identify 
hours you will be available and remind these 
individuals to bring an appropriate form of payment.  
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No item should be released without full 
compensation. 

  
ITEMS REFUSED  There may be a minimum of cases in which 

participants decide against honoring their 
commitment to purchase an item.  Do not press the 
issue.  These occurrences are minimal.  Forcing the 
individual to purchase an unwanted item will create 
an undercurrent of ill will.  Simply notify the next 
person on the bid sheet of his or her good fortune and 
request timely pickup.  In the vast majority of cases, 
the next bidder is thrilled and will happily claim the 
acquisition.  In all cases, continue down the list until a 
winner is identified. 

 
UNSOLD ITEMS BidStation Pro produces a complete report of all 

unsold items so these can be easily assembled in a 
separate area.  They will therefore be available for 
sale or transportation back to the organization. 

 
PAYMENT MISSTEPS A few  financial  hiccups,  such  as  checks  written on 

insufficient funds and declined credit cards are certain 
to occur at every fundraising event.  These are details 
and should be taken in stride.  Do not lose focus of 
the larger auction picture.  Always treat the mishaps 
as temporary bookkeeping inconveniences that will 
be rectified by the responsible individuals.  
Remember, the winners are probably quite 
embarrassed about the happening. 

 
  Upon receiving notice of a "returned" check or a 

declined authorization of a credit card, privately 
contact the involved participant.  To minimize an 
uncomfortable situation, this call should be initiated 
by the auction chairmen or the treasurer. No other 
volunteers should be involved.  Suggest alternative 
payment forms such as cash or a credit card if a 
check was refused, or a check if the credit card was 
the problem.  Be extremely pleasant but firm.  If 
payment is not received within a reasonable length of 
time, request the item's return and contact the next 
bidder on the object.  We are doubtful the next call 
will be required.  When this problem occurs, people 
are quick to rectify the error. 

 
PROP STORAGE During the preparatory stages of the auction, items 

have been manufactured and acquired by the 
decorations committee to create the event's desired 
effect.  At the benefit's conclusion, these props should 
remain in the institution's possession to be recycled 
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for use in future fundraisers.  "The morning after" 
cleanup crew should gather the reusable decorative 
pieces and store them in a predetermined secure 
location.  Take an inventory of the items placed in the 
designated area and forward this listing to the 
institution's executive staff. This information should be 
included  in the “Auction Yearbook”. Storage and 
reuse of decorative pieces will obviously  reduce 
future overhead expenditures. 

 
YEARBOOK CREATED The  auction chairmen should  compile a full  book of 

auction information to be used as reference material 
by future benefit chairmen.  An attractive loose-leaf 
binder is an ideal design format for it affords effortless 
access for material input and easy dissection by the 
new auction committee heads.  This yearbook should 
include all informational mailings, flyers, newspaper 
clippings, invitations, logo design pieces, advertising 
solicitation lists, sample general solicitation letters, a 
formal "Thank-you" letter, a prop inventory sheet, 
financial guidelines and all individual committee 
reports.  This piece will become a reliable resource 
tool for all future auction chairmen.  It is an invaluable 
guide to prevent having to reinvent the wheel. 

 
BIDSTATION PRO Probably one of the most endearing results of using 

the software to manage your auction is the storage of 
all details.  Rather than keep volumes of paper on 
acquisitions and invoices, only a small backup disk 
will need to be filed.  In addition, you will have 
available for next year’s chairman a full database of 
potential donors and attendees that will greatly 
simplify their task. 

 
 

CHECKS AND BALANCES 
 
 
TREASURER'S REPORT To the victor  belongs the  spoils!   It is the treasurer's  

duty to provide the chairmen with a final financial 
report.  A preliminary tally should be available for 
general consumption within the week following the 
auction.  It should be an extremely educated estimate 
with the Treasurer taking into accounts all 
foreseeable payables and receivables.  This rapid 
reporting of the net proceeds will reinforce to all 
volunteers the importance of their efforts.  It will lay 
the groundwork for positive future endeavors.  
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  Once the applause has subsided, a detailed 
accounting of the auction's financial health must 
occur.  The exact amount of money available must be 
forwarded to the institution's management.  The 
treasurer is responsible for providing the community 
with an accurate figure in a professional manner. 

 
PROFESSIONAL AUDIT The auction committee should consider subjecting the 

treasurer's books to a professional audit.  This is 
insurance for all involved that the financial process 
has been handled in a proper manner.    It also 
provides all future benefit treasurers with an accurate 
budgetary picture.  The audit can be easily  
accomplished by transferring all financial records to 
the institution's corporate accountant.  He or she can 
include this review with the general audit of the 
organization. 

 
WISH LIST The treasurer and the auction chairmen must review 

the benefit "Wish List."  They should carefully 
consider which expenditures are possible with the 
proceeds and which must remain stardust until a 
future date.  Be prepared to give an accurate needs 
assessment and financial picture to the institution's 
executive council.  Consider strongly what you would 
like to see accomplished and verbalize your desires.  
You are the reason the money is available to the 
community.  

 
 

EVERYONE'S A CRITIC 
 
 
THE LAST HURRAH Gather all forces for a final general meeting following 

the auction.  Allow all volunteers, committee heads 
and generalists to rejoice in a job well performed.  
Express your undying gratitude to everyone who lent 
their support, and announce the total amount raised 
by the benefit.  Allow the participants a few moments 
to bask in the glory of the event's success.  
Emphasize the positive.  If the "Wish List" is defined 
at the time of the meeting, announce the exact 
disbursement of funds. 

 
  Do not close this session without allowing a frank 

discussion of the event.  Cover the organizational 
structure, the strategy, the flow of the actual auction, 
the caterer, the auctioneer and the audio-visual 
element.  Let no stone go unturned.  This is a rare 
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opportunity to discover what functioned well and what 
was disastrous.  A more objective assessment will 
result since the pressure of the auction is no longer a 
reality.  The recording secretary should take copious 
notes and include constructive suggestions in the 
yearbook for future auction volunteers.  Ask all 
committee heads to compose complete reports 
regarding their areas of concentration, to be 
completed by the "Thank-you" affair. 

 
FINAL REPORTS The announcement of the committee reports at the 

general meeting should not  be a surprise to the 
department heads.  The auction chairmen should 
forewarn the volunteers of this responsibility several 
months prior to the event.  The general meeting 
should simply serve as a gentle reminder to the 
involved participants. 

 
  Emphasize areas to be examined in the document.  

Subjects to be included may be: the group budget 
including all actual expenditures; number of 
personnel necessary to complete the task; 
organizational strategy developed; materials needed, 
such as props, lighting or paper goods; successful 
committee hints and mishaps within the group.  Be 
explicit in your directive.  Carefully explain that these 
reports will be used as foundation stones in future 
events.  Emphasize the importance of building upon 
the knowledge gained through operating the present 
auction.  Request the inclusion of the good, the bad 
and the ugly.  Consider requiring the entire report as 
admission to the committee chairmen "Thank-you" 
event.  In any case, communicate a definite 
completion date.  As previously mentioned, all final 
reports should be included in the “Auction Yearbook”.  

 
CRITIQUE FORMS Distribute critique forms to all committee chairmen at 

the final meeting. Request thoughtful, deliberate 
completion and communicate that additional 
comments are welcome.  Allow enough time for the 
forms to be finished during the group session.  Some 
people may wish to take their questionnaires with 
them from the meeting.  Record those leaving with 
the forms and contact these individuals within a week 
if the final papers have not been received.  This 
feedback is vital to other benefits.  It should be 
viewed as a stepping stone to future success. 
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SAMPLE CRITIQUE  
FORM 

 

BRAVO, BRAVO 
 
 
ONCE IS NEVER ENOUGH Your   volunteers  have accomplished a Herculean 

task. The auction is history and all personnel are 
feeling a combined sense of relief, exhaustion and 
pride.  Reinforce their feelings of pride by expressing 
gratitude to your staff.  This serves the dual purpose 
of making people feel appreciated while sowing the 
seeds of enthusiasm for the organization's next 
benefit.  The manner in which you express thanks 
depends on the feelings of the institution and the 
auction chairmen.  Please choose your methods from 
the suggestions described in this section. 

 
THANK-YOU LETTERS Every volunteer, no matter how small the effort, 

should be thanked with a note of appreciation signed 
by the auction chairmen.  This can be a personalized 
computer letter generated by the corresponding 
secretary or a handwritten note by the chairmen. 
Include effusive thanks, the auction results, where the 

To: All Committee Chairmen 
 From: Alice Wishididnt & Mary Whydidi  
         Chairmen, Auction '99 
 

Please write a short description of your committee, its 
functions and methods of operation to help guide future chairmen.  
Use those questions which  are pertinent and add any other 
individual opinions.  Samples of your work should be included as 
well as anything else that would aid future chairmen in 
conducting their committee.  Please list all volunteers and their 
areas of responsibility. 

 
 How was your committee essential to the auction? 
 Was there sufficient manpower to carry out the tasks? 
 Did you require a co-chairman? 
 Did you use all the volunteers that registered? 
 Were there other areas of the community that should have been 

utilized? 

 Did you receive sufficient support from the auction chairmen and 
the organization itself? 

 What would you do differently to improve the operation? 

 Would you be willing to volunteer again for this committee?  
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proceeds are being spent, and the significance of the 
volunteers.  Express appropriate gratitude! 

 
DEPARTMENT THANK-YOU As described  at each  chapter's  end, all the 

individual department heads should determine an 
appropriate expression of gratitude for their own 
group's volunteers.  See individual chapters for 
specific suggestions.  Much will depend on the 
dynamics of each committee.  The auction chairmen 
should request that group heads acknowledge all 
individual participation. 

  
LUNCHEON Consider a "thank-you" luncheon for all department 

heads.  These volunteers have worked long hours 
and it would be wonderful to go the "extra mile" by 
inviting them to a celebration.  A chairman's home or 
the boardroom at the institution are two possible 
locations.  Date the event to occur after the figures 
have been released and the wish list defined.  You 
may use the luncheon as a platform to announce the 
fund presentation.  This can be a casual affair with a 
low-key approach or it can be an elaborate formal 
event.  The chairmen should decide the best 
approach. 

 
COFFEE TEA  If a luncheon requires  much effort  consider a 

morning coffee or an afternoon tea.  Once again, the 
location and formality of the event are decisions for 
the chairmen.  The objective is to express gratitude, 
and this goal can be easily achieved by either of 
these activities.  Let all volunteers know they were 
valuable assets to your team. 

THANK-YOU 
 
THANK-YOU If your institution feels a "Thank-you" event is not 

appropriate, consider distributing favors with your 
notes.  This accomplishes the task of expressing 
thanks while providing a permanent reminder of the 
contribution to the auction.  Some possibilities are 
flowering bulbs or plants, aprons, notepads, tennis 
balls, golf balls or caps with the benefit logo.  The 
message is clear; we are glad you were with us. 

 
  The party's over, your goal is accomplished.  Turn out 

the lights and give thanks for a successful conclusion 
to your benefit.  You deserve to take a break, but 
keep the wheels turning for the next fundraising effort.  
Your knowledge and expertise will be invaluable to 
the next team of eager participants. 
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