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Bishop Ireton’s Annual Auction & Gala = November 6, 2010




A 3-Month Auction Timeline
Month 1:
· Auction Committee Kickoff Meeting
· Sponsors/Patrons, Acquisitions and Advertising begin work

· Formal Auction Kickoff with “Save the Date” Notice in Backpack Mail/School Webpage and Church Bulletin

· Create invitations

· Update invitee database.
· Catalog work begins

· Article in school communication/newsletter about Auction and detailing how the proceeds will be spent.
· Letter to School Families with Sponsor form, mention in Church Bulletin

· Committee Meeting

· Invitation & forms; raffle tickets (if having a raffle), flyers; class treasures/baskets; event site arrangements; database

· Raffle Ticket pre-sales begin (Weekend Masses, carpool lines)

Month 2:

· Committee Meeting 
Acquisitions/Sponsors/Advertising checkpoint

Raffle ticket status, Invitation preview
· Create address labels

·  Mail invitations

· Committee Meeting 

Checkpoint: Acquisitions/Sponsors/Advertising, Class Treasures/baskets, Reservations
Month 3:

· Catalog Cutoff

· Class Treasures/basket info to Catalog

· Acquisitions (to-date) item info to Catalog

· Sponsor (to-date) info to Catalog

· Advertising info to Catalog

· Committee Meeting
· Checkpoint: Acquisitions/Sponsors; Class Treasures/Baskets; Event Staffing & Coordination, Reservations
· Committee Meeting (Lyceum)
· Checkpoint: Acquisitions/Sponsors/Advertising, Class Treasures/Baskets; Event Staffing & Coordination
· Committee Meeting (Lyceum)
· Checkpoint: Acquisitions/Sponsors/Advertising; Class Treasures/Baskets; Event Staffing & Coordination
· Catalog goes to Printer

· Committee Meeting (Lyceum)

· Checkpoint: Acquisitions/Sponsors/Advertising; Class Treasures/Baskets; Event Staffing & Coordination
· Printed catalog distributed via Backpack Mail

· Addendum items printed

· Committee Meeting (Lyceum)
· Logistics roll call

· Staffing confirmation

· Late-breaking Acquisitions
· Event

