Silent Auction Tips

Before the event:

1. Create a spreadsheet to keep track of items donated and bid on, including who contributed the item and who won it.  The following information should be included:

	· Item number
	· Winning Bid

	· Item description
	· Name of Bid Winner

	· Fair Market Value
	· Address of Bid Winner

	· Minimum Bid
	· Method of Payment

	· Item Donor Name
	· Amount Paid

	· Item Donor Address
	


2. Prior to the start of the auction, type out an index card with the following information for each item.  Place the card beneath the auction item.  

	Auction #
	001

	Item Description
	Gold Necklace from Smith’s Jewelers

	Minimum Bid
	$100

	Winning Bid
	
	

	Name of Winner
	
	

	Address
	
	

	Phone
	
	

	Method of Payment 
	Cash ___   Check ___   MC/Visa ___

	Amount of Payment
	
	

	If paying by credit card:
	

	Credit Card #
	
	

	Signature
	
	

	Security Code
	
	


When the bidding has closed, have a volunteer go to each bidding station and record the winner’s information on the index card.  Have these cards available when the bidders return to find out if they have won, and be sure they are filled out before they approach you to pay for the goods.  Having each winner proceed to checkout with this information already completed will speed up the process and ensure that you have all the information you will need later to complete the spreadsheet.

3. Having the event close in timed stages (i.e.: Items available for preview from 7-9 pm, Winners posted by 10 pm, Checkout from 10-11 pm) will allow volunteers to concentrate on one project at a time.

After the event:

1. Collect information and put into spreadsheet.  Contribution receipts will be mailed 2-3 weeks after the Community Foundation receives the donations.  Contributions will be sent to:

a. Those who have donated an item

b. Those who have purchased donated goods at the auction

2. Within a week following your event, submit the following to the Community Foundation:

a. All cash, checks, and credit card charges

b. Spreadsheet of silent auction info

c. Spreadsheet of donors of auctioned items
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