AGA Auction Coordinator Responsibilities:

Prior to the conference:

1. Assist the Conference chairperson as needed in coordinating acquisitions of donations for the auction.

2. Collect all items needed for auction/check out process;

· moving carts to transport items to/from rooms

· Documents to copy/distribute:

Silent Auction Guidelines/Auction Registration Forms (can be sent out with brochure/ reg. Confirmation)

Auction Bid Sheets

Sales Receipt Forms

· 3 calculators

· 3 staplers and extra staples

· many pens to distribute for auction use

· print out several Sales Receipt Forms to document buyer/donor info, signatures for CC purchases, document reimbursement status, etc.

· Label stickers to label each shopping bag with attendee's name

· Just before the conference, receive a copy of the attendee list to make check out process quicker.

During the conference:

1. FRIDAY 12:00pm - 6:00pm.  Assist volunteers at the registration desk to accommodate attendees who may be bringing auction items at that time.  Distribute the Silent Auction Guidelines to attendees and answer questions.  Complete Auction Registration Forms and secure these forms for auction records.  Make sure all plant donations are labeled with SCIENTIFC NAME, COMMON NAME (if known), VARIETY and DONOR'S NAME.  If the auction items cannot be received at this time, arrange another time BEFORE SUNDAY MORNING to receive them. Storage/security of all auction items is the responsibility of the Auction Coordinator.

2. SATURDAY 8:00am - 4:00pm.  Continue to be available to receive auction items, process forms and secure items in storage.

3. SUNDAY 7:30am - 10;00am.  Coordinate all aspects of the Silent Auction set up. Hopefully you will have at least 4 volunteers to assist with completing bid sheets, distributing items and labeling shopping bags.

4. SUNDAY 10:00am until?  The Auction should promptly begin at 10:00am and an assigned announcer will coordinate the auction process.  For auction rules, refer to the Silent Auction Guidelines handout.  Attendees may wish to check out before the auction is over, hence the need for several volunteers prior and during the auction.  

After all attendees are checked out, unsold items must be packed up for the AGA to remove.

After the conference:

1. Organize bid sheets and tally auction income and reimbursement to donors.  Cross-reference income with Sales Receipt Forms. Save bid sheets and registration forms.  Make a copy of the Sales Receipt Forms and submit results to both the conference chair and treasurer.  Send all checks and a cashier's check of the total cash income to the treasurer as quickly as possible to expedite reimbursement to donors.

