Check-In

This is one of your only opportunities to be face to face with your donor.  All donors have to check in, but may not need to check out, so you need to be sure to collect all information at check-in that is necessary.

Pre-event Work

· It is extremely helpful to get as much information before your event as possible about your attendees.

· Build a reply card to send with your invites with this in mind.  (ATTACH EXAMPLE HERE)

At the Event

· Be sure to decorate your check-in area.  It is the first impression of your event for your guests.

· When your guests arrive, have several alphabetized (by last name) lists of attendees.

· Depending on the number of guests you expect, you’ll have to get the right number of volunteers to staff your check-in table.

· Consider making check-in lines based on the first letter of their last name (A-F, G-P, Q-Z)

· Highlight, or mark in a special way, the names of those people who you do not have accurate address/phone information for.  Have those guests fill out a form at check- in with their information.  You can input it into your database after the event is over.

Check in is a great time to communicate one on one with your guests.  Be sure to have committee members at check-in tables to welcome people and answer any last minute questions they may have.
Selling Tickets at the Door

· If you choose to sell tickets at the door, be sure to have a separate line.  Your prepaid guests shouldn’t wait any longer than necessary.

· Be sure to have those purchasing tickets at the door fill out all of their address and phone information upon purchase

· Check-in is a great time to grab guests for a raffle ticket or other opportunity.  Direct them to a nearby (but separate) area to purchase a raffle ticket, enter a contest, or other…

Bid Numbers

· If you are having a silent or live auction and planning to use bid numbers, you need to inform your guests of their bid number at check-in.

· Assign Bid Numbers (one for each couple/family) before your event in alphabetical order.

· It is important to have both their name and bid number on either a paddle or some marker so they will always have a way to reference their bid number.

· After mingling and a few drinks, many people lose their check in packet, forget their bidder number, etc…

· Have blank check-in packets available with new bid numbers for guests who purchase tickets at the door as well as any guests who would like a different/additional bid number.
Check-Out

· Check out is critical to any event.  It is the last experience you will have with your guest so it is important to leave them feeling great about your event.  

· It is also crucial to collect information and payment as quickly and accurately as possible which can be stressful.  Be sure to select volunteers who are level-headed and calm in a fast paced environment to head up your action check-out. 
· For auctions with approximately 70 items or less, you can follow the check-out instructions that follow.  If you anticipate you will have more than 70 items, please discuss your options with your Program and Events Manager).
Closing your Auction:
· When your auction closes, have many volunteers highlight the winning bid on each bid sheet as quickly as possible.

· Leave the bid sheets on the table next to the item.

· Announce that bidders can see what they have won and retrieve their winning bid sheets to take to check-out with them.

· When they arrive at checkout:

· Review their bid sheets to ensure they have indeed won each item.

· Total their donations

· Ask for payment

· We accept cash, checks, and all major credit cards.  

· Be sure to:

· Have name and address of all donors, as well as phone or email. It is important to have a way to contact them if their credit card does not go through, or if there is a mistake with items purchased. 

· Fill out all credit card information clearly 

· Itemize winning items

· Include name of item, auction number, cost of each item, and total of all items purchased. 

· Keep the winning bid sheets for each donor with their form of payment.  (Use paper clips)
· Give pink slip to donor. This is not a tax receipt and it is stated on the slip. Tax receipts (if applicable) will be mailed shortly after the event.

