Auction Chairman’s Duties
From document originally submitted by Ralph Wilhelm in June of 1992
Items in BLUE are added by me to adjust to our current operation, items in RED are those we no longer do
I should note that the Auction Chairman doesn’t have to do all of these things him/herself, but the Auction Chairman DOES need to be sure they are all done for every auction. 
The duties of the Auction Chairman include, but are not limited to: 
- booking the room at least 8 – 12 months or more in advance (moving it around from North to South so we are exposed to different local audiences throughout the year)
- advertising the auction (making sure shop fliers and postcards are made and distributed in a timely fashion at least 4 – 6 weeks before the auction, making sure the advertizing is in the paper [now on the web, etc.]) 
- repairing auction signs and numbers as needed 
- assigning seller numbers as they are requested 
- making sure there is a raffle prize, tickets, and someone to sell them 
- contacting the auctioneers and making sure they will be present 
- making sure enough workers (runners, front and back table, etc.) will be there the day of the auction 

- making sure the treasurer and computer staff will be there and have what they need – does the room have enough outlets or do we need extension cords?
- coordinating room layout with hotel event staff (have list of hotel staff contacts for problems on day of auction)
- making sure there is a group of trained people checking in items – checking labels and comparing items to seller’s sheets and making changes as appropriate 

- making sure someone is running the silent auction, that they have the forms needed, and that they understand what they are doing 
- customer service the day of the auction 
- making sure fish are re-bagged if needed and making sure the fees for this service are charged to the appropriate seller 
- making sure ALL of the workers get rotated so everyone gets a break (not just the auctioneers) 
- making sure all of the workers are recorded and assigning points for their work and relaying this information to the Points Tabulator 
- handling ALL questions/problems at the auction 
- supervising and maintaining the operation and flow of the auction itself [the entire room, front and back!]
- supervising setup, teardown and cleanup 
- providing feedback to hotel staff on auction room 

- supervising reconciliation 
- mailing the seller’s checks as quickly as possible (within 2 – 3 weeks)
- presenting a complete report to the Council at the next Council meeting  
