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Going … Going … Gone …  

                 Sold to the Highest Bidder!  
 

Auctions are a popular, and successful, way to raise funds – either 

as an event by itself or as part of another fundraiser. However, 

before the host or auctioneer can say “Going, going, gone!” … 

please remember to plan, plan, plan. There are two major forms of 

auctions, and in both types of auctions, the high bidder wins.  

 

Live Auctions feature an Auctioneer who calls for, and takes, bids on items. Live auctions 

encourage bidders to have a lively and entertaining exchange as they bid against each other.   

 

Silent Auctions utilize bid sheets and offer a chance for event attendees to place their own bids 

while challenging other bidders using written bids taken during a pre-determined time period.  

 

Here is how to coordinate an auction fundraiser:  

 

1. Contact local businesses and ask them to donate items for the auction. You need a wide 

range of items in order to have something that appeals to everyone. In exchange for their 

generosity, promote the businesses at the auction by including their names on display 

boards or on a banner at the venue. You can also use the public address system to 

announce the businesses’ names periodically throughout the evening. Tip: It is important 

to create and maintain a ‘sellers' market’ and avoid creating a ‘buyers' market.’ To do 

this, estimate the number of unique bidders you will have attending your event. One 

couple or one individual attendee equals one buying unit. A good balance is to have one 

silent auction item for every one to three buying units. A higher ratio of bidders to items 

will increase yields, but the lack of items will reduce total income. A lower ratio of 

bidders to items will reduce the yield, meaning items will likely sell under their potential 

value. 

 

2. Display all auction items on tables neatly and spread them out so they are easily viewed. 

For Silent Auctions, place a bid sheet that includes a description of the item, minimum 

bid, and the required bidding increments in front of the item. 

 

Details for volunteers handling this area include:  

 Set-up auction tables. 

 Design attention-getting packaging of live or silent auction items. 

 Customize and print the bid sheets with item descriptions or a note card with each 

live auction item described for the auctioneer to read as the bidding begins. Silent 

Auction bid sheet templates and auction packaging tips can be found on the 

Volunteers section of the COTA website. 

http://www.cota.org/
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 Provide a pen for each bid sheet. 

 Use receipts/note cards to record each winning bidder’s name and bid. Present this to 

the buyer to give to the cashier to make the purchase, and then to the volunteer who 

will help the buyer find the purchased item. 

 

3. Assign volunteers to work at each of the item tables to answer questions, or to hold up the 

item as the Auctioneer is ready to start the bidding. Depending on the value of the items, 

volunteers may also need to be stationed around various items for security purposes. Tip: 

COTA suggests keeping gift certificates in a safe place and simply placing a copy of the 

certificate on the display table. The buyer can receive the actual gift certificate from the 

cashier at check out.  

 

4. Designate a time during the event that bidding will end – stop all bidding exactly at the 

same time. Generally auctions are held in conjunction with another fundraiser and 

bidding goes on for a couple of hours. Have the auctioneer announce when the live 

auction starts or have volunteers make several announcements about when silent auction 

bidding ends to help build excitement and bids. 

 

5. Gather all bid sheets when the silent auction closes. During a live auction have at least 

one volunteer noting who the high bidders were and the amount of the winning bids. 

Hand the winning bidder a receipt. Keep the table volunteers at their stations so the 

winners can give them their receipts to claim their items. 

 

6. Set up a checkout line for people to pay for their items. Mark their receipt so they can 

take it back to the table to claim their merchandise. Be sure to have plenty of volunteers 

working checkout because at this point in the event timeline, guests are ready to go home. 

They may become irritable if they have to wait in a long line. 

 

Always thank your volunteers and donors. Put one or two people in charge of writing and 

sending thank you notes after the auction fundraiser. The Children’s Organ Transplant 

Association (COTA) can provide thank you cards and envelopes. To request these items, 

simply call 800.366.2682 or visit the Volunteers area of the COTA website and Order 

Supplies. 

http://www.cota.org/
http://www.ehow.com/how_2066901_conduct-silent-auction.html

