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Ambassador and Family Auction Expectations

Welcome new ambassador families, and welcome back to all our returning ambassador families and volunteers!  It is that time again, time to prepare for our annual fundraiser.  Below is a guide to help you prepare for this exciting and important annual event.

What do I need to do for the auction?

· Participate / volunteer in a minimum of two consecutive annual auctions

· Attend and help out at monthly KAT meetings, as well as additional events like the basket making parties.

· Sign up for at least one auction sub-committee (examples of these are decorations, data entry, item management, etc.)

· Assist in organizing, planning, set up / take down, and running of the auction
· Help mentor and train new families in auction responsibilities during the second auction year with the program.

What do I need to get for the auction?

· Sponsor a table at the fundraiser (8-10 guests).  Families will pay KAT the full amount for their table, but may ask their guests to reimburse them personally for their individual ticket prices.  

· Contribute 3 bottles of wine for the wine/ beverage auction

· Contribute a 6-pack of beer or similar items for the Wheel Beer-Oh! Auction item

· Supply a minimum of 5 “Baskets” or items for the fundraiser ($40 - $50 minimum value per basket)

How do I get started?

· Visit http://www.katsistercities.org/kat-auction-resource-page for regular auction updates and auction forms.

· Download auction forms from the website and make copies (a complete packet consists of a copy of the mayor letter and an auction procurement form).  NOTE: save yourself some time by pre-filling out the family contact portion of the form BEFORE you print copies.

· Call everyone you know to invite them to attend the auction and while you have them on the phone, see if they have any items they’d like to donate.

· Visit local business to solicit donations.  Drop off a packet to local managers and then follow up with an in person visit or a phone call.

I got stuff!  Now what?
· Thank the donor and invite them to attend the auction

· Fill out the item procurement form.  Please make sure all fields are completed (there will be an example of a completed form posted on the website to help you).
· Take a picture of the item.

· Email the completed procurement form (scans are okay) and picture to donations@katsistercities.org
· You will receive an email back from the data entry committee with an auction number.  Please write that number on the procurement form, and on a sticker which you can place on the item.  If you don’t have any stickers, keep record of the number and bring the item to one of our basket making parties.  We will have stickers available so you can write your number down, tape your form to the basket, and then add it to the completed items to be taken to the storage unit.
