3/22/2007

Pre-General Auction Check List

1. Donations

Manufacture’s  to contact
MJC will pick up from Diane Elliot



Store Donations


Thank You letters:
Susan or Rick


Suggest businesses attach their business cards to their donations


Create and maintain a list of business donors



Liems




Susan_?____________



King’s Discus



Susan_?_________________



Puget Sound Fisheries
?

______________________



Fish Gallery and Pets
Renton

___Steve?___________



Midway Tropical Fish


__Steve?_______________



Snubber’s Fish and Friends??

______________________



Little Amazon



_____________________




The Fish Store



Paul___________________



A Place for Pets


Susan or Steve?



Blue Sierra
ISSAQ&Factoria    
Meredith



Denny’s Pet World  


Paul

B&O Fish Store?    


Steve_____________
______________________



______________________
______________________



______________________
______________________



______________________
______________________

2. Supplies needed
Dots and Sharpie markers
Meredith_________________________

Pens



_ Meredith ________________________

Tape for hanging up signs
Meredith_________________________

Bidding numbers

__Erik?_______________________

Split sheets


_________________________

Bags



__Susan?_______________________

3. Computing Supplies    Ask Erik?  
Laptops

_________________________

Bar code readers
_________________________


Printer


_________________________


Server and access point  _______________________

Wireless network cards
___________________


Training

_________________________

4. New member handouts

Membership forms
_________________________

Old newsletters
_________________________

New Member packets
_________________________

5.  Advertising

Web notice

Susan and Meredith

Auction Check List

6. Manufacturer’s handouts need to be laid out on a table

7. Sign in and bidding number handout

8. Input Split items 

9. Hospitality table

10. Lay out of supplies on tables

11. Arrange cash-out and book keeping tables

12. Arrange computers and printer

13. Order and deliver pizza
Book Keeper Names

Auctioneers

We need to recruit volunteers!!!   Paul is out of town, Erik ? Matt? Susan? others

Runners
Check Out         Susan
Change etc

Print receipts

Verify receipts / Collect cash

Distribute items from back room as they are paid for

Clean Up Volunteers


Stack chairs                      MJC will recruit people in advance

Clean up garbage

Reposition tables

__________________________________________________________________
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