A Guide to Producing a Silent Auction

For SHRM Chapters
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Introduction

Congratulations on your decision to hold a fundraiser silent auction in your 
SHRM Chapter!  Putting on a successful auction takes some effort, but the rewards can be great.

We created this guide to assist other chapters who are interested in raising funds for either their chapter or another charitable organization.  If your chapter is like ours, you see changes in volunteer leadership.  Last year’s successful program can only be repeated if knowledge is passed on from one leader to the next.  This guide is intended to create a system that is repeatable from one year to the next.  It is designed so that you can plug your own ideas and volunteers in and free them up to have fun instead of waste a lot of time “reinventing the wheel.”  We have provided sample letters, flyer, press releases, forms and more.  Please feel free to use any of this material and duplicate as you like.  

This year we will hold our third consecutive silent auction as a fundraiser for the SHRM Foundation.  In our first year, we raised $400.  Last year we raised over $1100 and this year we hope to do even better!

We wish you much success!

Sincerely,

Jenifer Lambert, SPHR

Snohomish County Chapter

2000-2001 President

Auction Time Table

There are a lot of different steps to follow to make sure your auction is a success.  For convenience, we have listed out each step on a timeline.

6 months or more prior to the event

Set Auction Date




We have held out event in conjunction with our holiday meeting.  Our holiday meeting is held the second week of December.  At this meeting we have an entertaining speaker or performer.  We have found this date to be particularly effective because people are in the shopping mood.  Determine a date that works well for your chapter members and a date that you think you will have greatest participation.  

4 months or more prior to the event
Organize Auction committee

A successful auction requires a lot of work.  No one should do it by themselves.  We recommend dividing the committee into two different groups.  One group to focus on procurement of auction items.  The other group will focus on the actual arrangements and logistics of the auction.  See p. 6 for more information on putting together your auction committee.

3 months or more prior to the event
Send out letter to membership appealing for contributions


A well-written letter sent to your members with a contribution form can help you bring in items for your auction.  (Appendix E “Sample Procurement Letter”, Appendix F “Donation Form”)

Publicize the event 


You can’t publicize your event enough!  See page 7 for ideas for publicizing your event.

Begin Procuring items

1 month prior to the event

Promote the SHRM Foundation at a chapter meeting and/or in the chapter newsletter


Many members are not aware of what the SHRM Foundation does for the HR profession.  Heighten their awareness as the auction draws closer to drive giving upward!  Contact the Foundation or your SHRM Area Manager for ideas and information about the SHRM Foundation.

Send out invitations to the Auction

Day of the event
Set up auction

Hold event

collect payments

Within one week following the auction

Send check to SHRM Foundation and letter


See Appendix H “Letter to SHRM Foundation” 

Within one month following the auction

Send letter thanking donors and Bidders

See Appendix I “Thank You Letter to Donor”  and Appendix J “Thank You Letter to Bidder.”

Putting together an auction committee

We recommend the following structure for an auction committee:

Auction chair


This person is the leader of your committee.  The primary qualifications for the Auction Chair are a willingness to serve and the ability to lead.  The first order of business for the Auction Chair is to assemble the committee and lead that committee to set an ambitious yet realistic goal for the auction.

Procurement Team


The procurement team is a group of individuals who will be tasked with soliciting contributions to the auction.  The ideal person for procuring is someone who has both the time and willingness to contact members by phone for donations.  You need individuals who are both friendly and persuasive for this task.  Divide your membership list between each member of the procurement team for phone contacts.

Arrangements team


Depending on the size of your auction, you will need a person or team of people for each of the following:


Publicity


Publishing flyers, sending out press releases, writing articles for the newsletter, making announcements at chapter meetings, sending invitations to members.


Set up


This group is responsible for coordinating with the facility to arrange the event and make sure that tables are set up for the auction.  They will also determine which items are placed where.


Banking/cashier


These individuals are responsible for totaling up each purchaser’s bill and collecting money.  Ideally this individual has some math aptitude or at least the ability to use a calculator!  The banker will also determine which methods of payment will be accepted (i.e. will you accept credit cards?) and have cash on hand for change.  If credit cards will be accepted, you will need to arrange some method for processing credit card payments.

Publicizing your event

The following methods have proven to be successful ways of promoting an auction:

Flyers  (See Appendix A for a sample)

Press releases  (See appendix B for a sample)

Articles in chapter newsletter (See Appendix C for a sample)

Letters to members

Announcements at meetings

Invitations (See Appendix E for a sample)

Procuring items for your auction

The best ways to procure items is to contact your members.  You can also approach area businesses.

1. Send out a letter  (see Appendix D) to each of your members soliciting donations.  Be sure to mention that the money raised will benefit the SHRM Foundation.  Suggest items that they can contribute.  Some items that tend to sell well include:

· Gift baskets

· Wine

· Gift items

· Holiday décor (if your auction is held during the holidays)

· Anything for kids (parents and grandparents go crazy for these items!)

· Food of any kind

· Books

Cash contributions can also be made.

2. 2-4 weeks after sending the letter follow up with members who have not responded by calling asking for a donation.  

3. Complete a donation form (see Appendix F) for each item procured and turn in to the Set Up Team.  Make sure the form is filled out completely.  The address is important so a thank you letter can be sent following the auction.  The item value is helpful for establishing the bid amounts.

4. Arrange to pick up the item prior to the auction.  Members may offer to bring the item with them.  This works, but if possible, it is a good idea to get it from them ahead of time to minimize the possibility of the item not making it to the event. 

Setting up for the auction

One to two weeks prior to the auction:

· Make sure you’ve collected all items for the auction

· Confirm details with the facility where you will be holding the event

· Create bid forms (see Appendix G)

· Pick up any items you will need to decorate for the event

The day of the auction:

· Arrange auction tables with items.  Pay attention to the mix of items and their placement.  

· Set bid sheets out with the items.  Make sure you have a pen for each bid sheet.  Nothing slows bidding down faster than having nothing with which to write your bid down!

How do you set bid prices?


The general rule of thumb is to start the bidding at 50% of the stated value of the item.  The bidding increases from there in increments equal to 10% of the value (for convenience sake you can round).  You can offer a “guaranteed bid” price which means when someone bids the “guaranteed bid” price, the bidding stops and that bidder wins the bid.  The guaranteed bid price is typically equal to 150% of the stated value of the item.

For example:

Stated retail value=$50

Bidding starts at $25 and increases in increments of $5

Guaranteed bid price=$75

Collecting money

Before the auction:

· Determine which methods of payment you will accept.  The more methods of payment you accept, the easier you make it for people to buy. 

· Arrange for a credit card processing machine if you will be accepting credit cards.

· Arrange to have cash on hand to make change.

· Coordinate volunteers to help tally winning bids at the auction.

During the auction:

We recommend that you have some form of entertainment or a speaker after the auction tables close to allow time to calculate purchases.

After the auction tables close, gather up all bid sheets and begin tallying results.  There are many different ways of doing this.  Beforehand establish a method for doing this with your banking/cashier team.

After the auction:

· Deposit the funds immediately.

· Have a check made out the SHRM Foundation and mail out within a week of the event.  See Appendix H for a sample letter to send with the check.

Post-Auction follow up

Whew!! The auction is finished and hopefully you have met or exceeded your fundraising goals.  You’re almost done.  Here are a couple loose ends to tie up before you move on to your next project:

· Send thank you letters to everyone who contributed an item to the auction.  (See Appendix I)

· Send thank you letters to everyone who purchased something at the auction. (See Appendix J)

· Hold a wrap-up meeting with the auction committee to discuss what worked well and what could be changed for your next auction.

· Keep a record of donors for your next event.

· Submit the information on your event to SHRM for publication in the “Chapter Chatter” section of HR News.

Appendix a—sample flyer
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Appendix B—sample press release

PRESS RELEASE

FOR IMMEDIATE RELEASE

CONTACT:  Dawn Brown, 425-259-3164

LOCAL ASSOCIATION OF HR PROFESSIONALS TO HOLD BENEFIT AUCTION

Everett, WA—The Snohomish County Chapter of the Northwest Human Resource Management Association, an affiliate of the Society for Human Resource Management (SHRM) will hold their annual silent auction on December 14, 2000.  All proceeds from the auction will be donated to the SHRM Foundation, a not-for-profit organization that operates as the research and development arm of the Human Resource profession.

The silent auction raised over $1100 last year for the SHRM Foundation and the chapter hopes to increase that amount this year.

“We are so excited to be able to give back to our profession in this way and have fun at the same time.  It’s a win for all concerned,” said Jenifer Lambert, President of the Snohomish County Chapter.

The organization is currently soliciting donations for auction items.  If you would like to contribute or attend the auction, please contact Glenna Hagedorn, Auction Chair at 425-673-8850.

###

appendix c—sample newsletter article

It’s Silent Auction Time Again!!

Mark your calendar and make plans to attend the Snohomish County Chapter’s third annual silent auction to be held on December 14th at the holiday luncheon.

This is your chance to do a little holiday shopping and support your profession all at the same time.  All proceeds from the auction will go to the SHRM Foundation, the research and development arm of the HR profession.  Last year we raised over $1100 for the SHRM Foundation and with your help we can raise even more!  Plan to attend the holiday luncheon, bring a friend, and bring your checkbook!

Also, we are still collecting items for the auction.  If you or your company would like to contribute to this worthwhile event, please contact Glenna Hagedorn, Auction Chair by calling 425-673-8850 or ghagedo@attglobal.net.

Appendix D—Sample procurement letter

September 25, 2000

Tamara Barrat, PHR

Vixel Corporation

11911 North Creek Parkway S.

Bothell, WA 98011

Dear Tamara:

I would like to invite you to participate in a very special event.  For the third year in a row, our chapter will be holding a silent auction at our December meeting to benefit the SHRM Foundation and we need your help to make it a success.

The SHRM Foundation is a not-for-profit organization that operates as the research and development arm of the HR profession.  The Foundation advances the profession and enhances the knowledge and competency of HR professionals through its funding of research, publications and educational programs.  The work of the SHRM Foundation is supported by tax deductible contributions made by individuals, companies and organizations.

Here’s how you can help:

1. Please consider contributing an item to the silent auction.  The item can be donated by you, your employer, or both.  Some items that have sold well at past auctions include:  gift baskets, wine, holiday décor items, any food items and books.  I have enclosed a donation form for you to complete.

2. Please mark your calendar now and plan to attend the auction on December 14.  The auction will be held in conjunction with our regularly scheduled chapter meeting at the Holiday Inn in South Everett.  You will receive more information in the mail.  We encourage you to bring a friend or colleague and your checkbook.

Thank you in advance for your support of this important event, Tamara.  Together we can make a difference!

Sincerely,

Jenifer Lambert, SPHR

President

Appendix E—Sample invitation
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Appendix F—Donation Form

Snohomish County Chapter of NHRMA,

An affiliate of SHRm

Silent Auction to Benefit

 the SHRM Foundation

Thank you for your making a contribution to our silent auction.  Please complete this form and fax to Glenna Hagedorn, Auction Chair at 425-673-7651.

Donor Name:___________________________________________

Organization name:____________________________________

Mailing address:_______________________________________

_________________________________________________________

Phone:___________________________

E-mail:____________________________

describe the item you are donating (Please be as descriptive as possible):_______________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

Approximate retail value: $___________________

Thank you for your support!

Appendix G—Bid sheet

Snohomish County chapter of Nhrma,

An affiliate of Shrm

Silent Auction – December 14, 2000

To benefit the SHRM Foundation

Item:________________________________________

_____________________________________________

Donor:_____________________________________

Retail value:

$_________________

Minimum Bid:

$_________________

Bids increments:  Minimum increase of $_____________

Guaranteed Bid Price: $____________________

	NAME
	BID

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


APPENDIX h—Letter to SHRM Foundation

December 28, 1999

Marty Walsh

Director

SHRM Foundation

1800 Duke Street 

Alexandria, VA 22314-3499

Dear Marty:

Enclosed you will find a check in the amount of $1,119.00 payable to the SHRM Foundation.  These funds were raised at a silent auction held by the Snohomish County Chapter at our annual holiday luncheon.  This is the second year we have held this event and, thanks to the generosity of our members, we were able to nearly triple the amount of money raised last year.

On behalf of the Snohomish County Chapter, I would like to thank you and the rest of your colleagues at the SHRM Foundation for your outstanding contribution and service to our profession.  We are proud to be able to financially support such a worthwhile organization.

To your continued success,

Jenifer Neighbors Lambert, SPHR

President

Cc:  
Michael Losey, SHRM CEO



Michael Lotito, 1999 Campaign Chairman



Marilyn Hoppen, SHRM Area V Manager



Glenna Hagedorn, Auction Chair

Appendix i—Thank you letter to donor

December 13, 1999

Ms. Kristi Gillihan

Eddie Bauer

P.O. Box 97000

Redmond, WA 98073

Dear Kristi,

Thank you for your generous donation of the Santa Plate and Mug Set and the gloves and umbrella for the silent auction held at our December chapter meeting to benefit the SHRM Foundation.

Thanks to you and other donors like you, we doubled the number of items donated and nearly tripled the amount raised (from $406 to $1119) last year.  This helps in two ways:

1. The SHRM Foundation will be able to continue much needed research and support of the HR profession; and

2.  Our chapter has achieved the goal set by the Board of Directors to support the SHRM Foundation.  Our support also puts us in a good position to maintain our status as a Superior Merit Award Chapter.
We are planning to hold this silent auction again next December and again will try to increase the number of donated items and money raised for the SHRM Foundation.  We hope that we can count on your support for our next event.

Thank you again for your generosity and happy holidays!

Sincerely,

Glenna B. Hagedorn

1999 Auction Chair

appendix J—Thank you Letter to Bidder

December 19, 1999

Rochelle Crollard, SPHR

The Everett Clinic

3901 Hoyt Avenue

Everett, WA 98201

Dear Rochelle:

Thank you for attending our December meeting and participating in our silent auction.  Thanks to your participation, we were able to raise over $1100 for the SHRM Foundation.

The SHRM Foundation is a not-for-profit organization that operates as the research and development arm of the HR profession.  The Foundation advances the profession and enhances the knowledge and competency of HR professionals through its funding of research, publications and educational programs.  The work of the SHRM Foundation is supported by tax deductible contributions made by individuals, companies and organizations.

We hope you enjoyed the auction and will plan to participate again next year.  Together we can make a difference!

To your continued success,

Jenifer Lambert, SPHR

President
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