2007 Boots & Boas Committees


TICKET SALES

· Get donations

· Distribute Ticket Forms to all students

· Keep collected ticket forms organized in binder

· Input ticket data into Auction! Software program

· Table sponsors – additional names and contact info

· Check-in procedures

· Print tickets

· Distribute tickets sold

· Ticket Sales at Boots & Boas
· Etc.

DONATIONS

· Get donations! ( 

· Divide business into categories

· Send out letters to 2006 donors

· Visit businesses/ Phone calls

· Keep Donation Forms organized in binder

· Categorize items for auction

· Determine live/silent 

· Pick up auction items from businesses

· Send pink copy to donors

· Verify form completion

· Cash donations

· Etc.

ORGANIZE IT!

· Get donations! ( 

· Input donation data into Auction! Software

· List of Item Donors

· List of Friends of Stewart Creek

· List of Underwriters

· Run copies as needed

· Proof/Edit all entries

· Write descriptions for live auction

· Prepare Auction Catalog for print

· Setup individual numbered folders for each item (gift certificates, promo material)

· Create silent auction item catalog names

· “Fake” display certificates

· Print tent placards 

· Print bid sheets

· Etc.

SETUP 

· Get donations! ( 

· Table centerpieces

· Reserved table signs

· Live Item Displays, Props, etc

· Silent Item Displays

· Class Projects/Baskets display

· Class Outings/VIP’s display

· Item #s for each item

· Decorations

· Table settings

· Balloon arches

· Auction props

· Create auction baskets

· Etc.

ENTERTAINMENT

· Get donations! ( 

· PowerPoint for live auction

· Heads or Tales game sales

· Art Contest for catalog cover

· Video/Slide Show

· DJ/Auctioneer Communication

· Etc.

VOLUNTEERS

· Get donations! ( 

· Check-in class projects/baskets

· Check-in grade level projects

· Schedule for setup on Friday, Feb. 23

· Schedule item pickups

· Schedule ticket pre-sales

· Schedule cleanup 

· Schedule shifts actual auction (customer pick-up)

· Etc.

CHECK-IN/CHECK-OUT

· Get donations! ( 

· Bidding paddles

· Print receipts

· Gift certificates/promos with receipt at checkout

· Process payments

· Process credit cards

· Mail out thank you letters

· Etc.
