VOLUNTEER SIGN-UP SHEET

NAME:

PHONE:
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Procurement
Ticket Sales &
Marketing

Venue Decorating
Auctioneer/
entertainment
Food & Beverages
Database Manager
Classroom project
coordinator
Auction Night
Finance

Storage &
Distribution
Clean-up

Thank you notes

Follow up

Secure donations for auction

Ticket design, printing, distribution, advertising, sponsorship options,
ticket payment details

Purchase/Make decorations for tables, set up day of event,
dinnerware, glassware, napkins, cutlery

Auctioneer, DJ/Music, evening MC

Arrange caterer, choose dinner menu, wine/beer

Track incoming donations, assign items to auction tables, reporting,
create gift certificates for each item

Facilitate class project with teachers, have project made/created
(like plates from last year)

Arrange someone to track all live bids, runner for live auction &
silent items, table closers, trouble shooter, check in table
Purchase auction software, arrange ability to accept credit cards,
create file for each bidder

Hold auction items prior to event, create baskets and display items
for event, bring items to auction location

Post event clean up

Write thank you notes for all donations as they come in, create
follow-up thank you letter describing how event went

Tie up post auction items, make sure all items have been picked up
by winner

CHECK MARK THE COMMITTEE FOR WHICH YOU WISH TO VOLUNTEER.
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I CANNOT VOLUNTEER FOR ANY OF THE ABOVE COMMITTEES BUT PLEASE HAVE SOMEONE CONTACT
ME ABOUT ANY OF THE FOLLOWING:!:

| WILL DONATE TO THE AUCTION

I WOULD CONSIDER AN UNDERWRITING DONATION OF $ FOR

| HAVE A FRIEND OR BUSINESS ASSOCIATE WHO MIGHT ASSIST IN




