Donation Collection:

You know about getting donations.  The hardest part is getting possession of the donations from the liaisons and individual donors.  The sooner you can get the donations in your hands, the better chance you have of being organized on Cougar Day.  Donations delivered on the day of the event will create chaos for you.  Depending on your schedule before the event, I would suggest setting a due date of 1 week prior, so you have the weekend before the event to organize and get filler items, etc.  Most people will disregard that deadline.  Some will want to donate money, which is fine, but I never took money without a donor form to show a record how much I received from them.  I told the same thing to each liaison, but many didn't listened to me about it.  They should be collecting donor forms and then assuming they receive cash, attaching their receipts to the donor forms to show what in the basket they spent the money on.  It just protects all involved because believe me, the first thing those parents do is check their sports' basket donation for the item they donated or to see if the value matches what was collected.  I watched them do it every year.  Liaisons should turn in: donor forms, receipts, and completed basket with detailed list of contents.  Also, I was always cautious about spending a cash donation because if you are spending money already donated to buy something that may not receive an equal or better bid, then the booster club is losing money, right?  I think so.
Also, I usually made a plea around Christmas to collect the baskets from people who received gift baskets for Christmas.

Caution the liaisons not to get the content value of their baskets too high because you don’t get the money back in donations.  It’s better to have several moderately valued items, than one huge basket….the bids just don’t get that high.  

Greg Nelson (Sr Class Rep) is the person to talk to about a Prom Ticket donation (usually received 2) and current SNAP Board about SNAP Ticket donation (usually received 2).

Organizing the Donations:

Here is my "system"....haha.

Each donation gets:

Auction number
Auction item sticker
Table sticker
Bid/description sheet
One lg manilla envelope with sticker
One sm manilla envelope with sticker (goes inside lg).

Assign each collective item an auction number.

Make two stickers for each auction item with auction number to tag the item and the table where item will sit.
Bid/Description Sheet: Should include auction number, a cute name if possible, estimated total value of item, detailed list of item contents, specifics where helpful to sell basket, and 15/20 lines to write bidder name, immediate contact phone number (cell) and bid amount.
Lg Size Manilla Envelope: Will have a sticker on the outside with the auction number, auction item name, line for amount paid, paid by cash or check #, a place for the purchaser to sign, and what’s on the table and a listing of small envelope contents, i.e.
Ex 1 Lg Env Sticker:

Auction No. 2010-01

Golfing Basket

Blue Table: Basket

Envelope: Houston Open Passes – 4

Paid: Check # ________ / Cash $___________

Contents Recv’d by: _____________________

Ex 2 Lg Env Sticker:

Auction No. 2010-21
UT Spirit Bucket

White Table: Bucket

Envelope: Nothing

Paid Amount: $__________ Check # ________ / Cash ___
Contents Recv’d by: _____________________

Ex 3 Lg Env Sticker:

Auction No. 2010-43

Sr Portrait Package

Silver Table: Framed Picture with detailed Package Description (nothing for patron)
Envelope: Gift Certificate
Paid Amount: $__________ Check # ________ / Cash ___

Contents Recv’d by: _____________________

Sm Size Manilla Envelope:  Will have sticker on the outside with the auction number, auction item name and what’s on the table and a listing of envelope contents.  This will have the gift cards or tickets (items that are small with value), etc. that you don’t want in the basket.  This envelope goes inside the larger envelope.

Ex 1 Sm Env Sticker:

Auction No. 2010-01

Golfing Basket

Blue Table: Basket

Envelope: Houston Open Passes – 4

Ex 2 Sm Env Sticker:

Auction No. 2010-21
UT Spirit Bucket

White Table: Bucket

Envelope: Nothing

Ex 3 Sm Env Sticker:

Auction No. 2010-43

Sr Portrait Package

Silver Table: Framed Picture with detailed Package Description (nothing for patron)

Envelope: Gift Certificate

I usually had the auction items lined up around my house as they would be on the tables.  They got their stickers, etc. and once envelopes are together with contents and stickers applied to top corner, etc. organize by auction number so they are easy to flip through.  Then that morning they were loaded up and hauled to the school ready to go.

Have some blank sheets, stickers, etc. with auction numbers for the last minute items you will get that day, so all you have to do is handwrite the item name and description on the bid sheet and envelope stickers.
Check Out: 

Closing the tables is the hardest part.  Not necessarily the check out, but knowing when to close and how much time to put between. Doing the blue, silver and white tables was nice last year, except that the ending time never works with everything else going on.  Just do your best.

Close the auction by table, remove all the bid sheets on the closed table.  Organize the bid sheets by auction number (do your best to set up the tables in number order) and table.  NO ONE SHOULD REMOVE ANY AUCTION ITEMS FROM THE TABLE.  Volunteers should be assigned to watch the auction items and release the items on the table to patrons who show them the small envelope indicating they have paid.
When the patron comes to pay, they tell you their auction number.  You confirm they are the person last on the bid sheet and tell them the amount.  You write the amount they pay, the check no. if they pay by check or mark cash for cash on the outside of the large envelope and place the payment in the larger envelope.  Confirm whether there is content in the small envelope. and hand them the small envelope to confirm the contents, and they sign the larger envelope to indicate they received the small envelope.  They receive the small envelope whether empty or not and show that envelope to the volunteer watching the auction tables to receive the item from the table.   When they sign the large envelope they are confirming the contents, whether it is something or nothing.  Collect the large envelopes between you and the person helping you (only 2 should do this), and be set up where no one can be behind you or have someone behind you to keep people away.  At checkout, people are nuts and do things that they think are harmless, but will screw up your system.  If a person pays for more than one item with a single check, then the information about the transaction is written in full on all large envelopes paid by the check, they sign all the large envelopes, and the check is placed in the envelope with the lowest donation item number, ie. if item 01, 05 and 06 are paid by one check, write all the numbers on the outside of all the envelopes, patron signs all of them, they confirm all the small envelope contents, etc., the total amount is written on all of them and the check goes in 01.
Calls need to be made immediately to anyone who was not there at close.  They only have 24 hours to pay.  I usually have a time on Sunday to meet at the school to collect their item.  If you cannot reach the first person on the bid sheet by Sunday morning, then move to the next because the deposit needs to be made quickly.

So, the reason you have put the money/checks in the large envelope is for a check and balance since you are not the only person handling the money.  You will have a collection of paid envelopes and then those who you will still need to collect from.  All your money is directly tied to the auction item, so you will be able to find any errors right off the bat; otherwise, if you are out of balance, you won’t know why.  Afterwards and in a peaceful spot, counting the money is pulling out the check/money, confirming it is correct amount, making an itemized list of checks and cash.
This is by no means the only way to handle this.  Let me know if you have questions.

Oh, also…the wind......boy does it play havoc on everything.  Taping the sheets helps during the bidding, but stinks when you are trying to close the tables and collect the sheets.  Can’t use sheet protectors because then people can’t write on them….you get the idea.
Good luck!  I hope you double last year!
