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SILENT AUCTION
November


PRE-EVENT VOLUNTEER OPPORTUNITIES: (Begins June)
· Administrative Support – Assist with preparation and stuffing of solicitation letters/brochures.  Prepare, copy and prep signage for day of event.  School copier available.  	
· Solicitors (Online) – Follow up with previous sponsors and advertisers via email or online donation portals. Script/template provided.  Identify and cultivate relationships with new sponsors.  Update Google doc tracking sheet.  Chair will provide list and target dates for completion. 
· Solicitors (Face to Face) - Follow up with previous retail and restaurant vendors face to face to secure donations/raffle items/door prizes.  Identify and collect donations from new vendors.  Update Google doc tracking sheet.  Chair will provide list and target dates for completion. 
· Runners – Pick up donations that have been committed by donors.  Support Solicitors efforts.  
· Event Signage and Program Ad Coordinator – Coordinate receipt of artwork and serve as liaison with outside printers/program designers.  Update/Create Raffle signs.  Communication via email recommended. 
· Donation Coordinators – 2 options
· Class Gifts – work with Home & School homeroom parent and teachers to collect funds and create a gift from each classroom.
· Gifts – Monitor incoming donations for potential bundling opportunities and/or areas of need (i.e.: sports tickets, restaurant gift cards, services, etc.), create bundles and signage for event tables.
· Transport – assist with transportation of materials and supplies to the venue the day of/before the event. 


DAY OF EVENT VOLUNTEER OPPORTUNITIES:  
Event Day 
· Assist with set up of raffle tables and registration area 
· Assist with set up of auction tables and other tables.
· Assist with decorations.

At Event 
· Assist with sale of raffles & tickets 
· Assist with registration 
· Assist bidders with online bidding platform.
· Assist with distribution of raffles and auction items. 
· Assist with breakdown and loading of supplies into cars at conclusion of event. 

POST EVENT VOLUNTEER OPPORTUNITIES: 
· Administrative Support – Assist with preparation and stuffing of thank you/tax letters to all donors.  School copier available. 

To learn more please contact: Advancement Department at:  pjp2auction@gmail.com 
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