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7 – 10 Months Out

-Establish committees

-Develop team captain and team member contact list

-Develop donation forms

-Detail theme and marketing plan

-Develop save-the-date postcards

-Develop promotional emails

-Develop & send solicitation letters

-Explore invitation list

-Conduct Acquisition Party

-Actively solicit and track donations 

-Begin work on underwriting and soliciting sponsorships

-Hire professional audio/visual company

-Secure auction software
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5 – 7 Months Out

-Meet with Committee Team Captains to develop 

committee plans

-Interview caterers and entertainment

-Continue soliciting underwriting and sponsorship

-Continue to track acquisitions

-Begin auction and event promotion

-Begin to brainstorm the mission for the Special Appeal

-Establish firm acquisition deadline for auction items

-Select a master of ceremonies

-Begin invitation design

-Mail Save-the-Date announcements
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3 – 5 Months Out

-Continue to solicit auction items

-Continue to solicit underwriting and sponsorship

-Solidify the focus of the Special Appeal

-Develop the Special Appeal levels

-Begin securing donations for Special Appeal

-Consult with Auctioneer on check in/check out 

process

-Consult with Auctioneer on floor plan

-Mail invitations
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1 – 3 Months Out

-Begin to develop Silent Auction bid sheets

-Distribute email, newsletter, or advertise on your 

website

-Begin to secure Table Captains

-Begin to establish catalog

-Begin layout of catalog

-Continue soliciting underwriting and sponsorship

-Finalize sponsorships

-Continue to secure donations for Special Appeal

-Create display boards for Silent Auctions items

-Prepare or order bid numbers
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1 – 3 Months Out (Continued)

-Begin preparing bid packets

-Package items for silent and live auctions

-Establish catalog print deadline

-Select volunteers for auction night

-Secure table sponsors

-Encourage attendance

-Consult with speakers

-Begin advertising

-Continue tracking acquisitions

-Finalize time lines
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1 – 4 Weeks Out

-Continue to encourage attendance

-Continue soliciting donations for Special Appeal

-Continue working to acquire silent and live 

auction items and package them attractively

-Finalize silent and live auction packages

-Finalize catalog

-Create PowerPoint presentation

-Mail catalog to guests

-Finalize pre-committed Special Appeal 

donations
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-Finalize live auction bid sheets

-Finalize Special Appeal recording sheet

-Encourage attendance

-Enter last minute registrants

-Train volunteers

-Create roster of live auction items

-Prepare Auctioneer cards

-Prepare Emcee cards

One Year Time Line:

1 – 4 Weeks Out (Continued)


