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Write the final script for all the event, even silent 
auction announcements and program transitions. Do 
you have enough speakers to cover all the speaking 
roles you defined in the script?

As you’re writing the script, read it aloud to ensure that it flows 
smoothly to cut down on event night errors. Scripts should 
include speeches and remarks, which speaker is saying what, 
where in the timeline the script elements occur, stage direction, 
transitions, cues, lighting, props (if any), camera direction for live 
feed, speaker, video, and PowerPoint order.
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Continue to post on Facebook and be tweeting about 
your event.

Making frequent event-related posts on social media will help 
drive last minute registrations and get guests excited about the 
event. Consider sending auction package teasers, details on 
catering or signature cocktails, and giving sponsors and major 
donors special shout-outs. 

SCRIPT

SOCIAL MEDIA

VOLUNTEERS

TABLE CAPTAINS

GUEST EMAIL

Send each volunteer an event reminder, their 
assignment, and instructions.

Volunteer communication should include:

• Job
• Event location
• Parking
• Arrival time
• Attire
• Supplies to bring
• Snacks/meals
• Background on your organization
• Contact number in case of emergency

Not enough volunteers? Make a specific list of the roles you still 
need to fill and push to recruit for those roles. 

Check in with table captains or hosts and sponsors 
for status on filling their tables. 

If they haven’t filled their seats, brainstorm ways to fill seats. 
Having guests in every seat will drive bidding-and your event 
revenue. 

Send a final event night confirmation email to 
registered guests. 

Include details about parking, closing times for silent auction 
packages, and links to promote the event on their social media 
pages.

NEW TASKS

Confirm speakers—emcee, special appeal speaker/s. 
Review the event night timeline and script in detail at 
your program rehearsal. 

After rehearsal make any final edits to the event night script. Be 
sure to print numerous copies to have on event night.

PROGRAM SPEAKERS

Finalize and print your auction catalog.

Be sure to review a print version of your catalog to catch any 
small errors or typos.

CATALOG

WRITE THE FINAL SCRIPT FOR 
ALL THE EVENT, EVEN SILENT 
AUCTION ANNOUNCEMENTS 
AND PROGRAM TRANSITIONS.
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FINAL REGISTRATIONS

POST AUCTION CATALOG

GATHER SUPPLIES

APPEAL VIDEO

Post all or some of your auction catalog online. 
Email a link to the catalog to event guests and 
invitees as a final push to sell event tickets.

Develop supply checklists for audio visual, check-in 
and out, information desk, etc. 

For example, your audio visual checklist may include videos, 
script, PowerPoints, CD/iPod playlists, power cords, and carpet 
tape. 

Assemble and store checklist items so you can ‘grab and go’ the 
day of the event.

NEW TASKS

View the final video to be shown on event night.

Offer a ‘sneak preview’ to staff and volunteers if possible. It will 
energize them right before the event.

Review the guest list and conduct a final recruitment 
push.

Compile a list of individuals who haven’t registered but made a 
commitment to do so. Drive last-minute guest registration by 
conducting a call down to those on the list. 

Send a ‘last chance to register’ email to your mailing list, minus 
those who have already registered. In the communication share 
a donation link for those who aren’t able to attend.

SEATING CHART

Create a guest table seating chart. Note sponsor 
tables and give them preferred placement. Rather 
than scatter guests among tables fill every seat at 
a table before seating guests at a new table. Once 
final, print a few copies of the seating chart to give  
to key staff and volunteers.

It’s OK to eliminate tables if needed. An event space with full 
tables looks better than an event space with more tables that 
are partially empty. Full tables are more festive, with more 
interaction among guests. And at a full table bidders egg each 
other on to bid more.

Brainstorm silent auction staging including signage, 
presentation, and props. Make a list of supplies 
needed, assign a small team to obtain those items, 
and schedule a ‘staging party’ to assemble the silent 
auction. 

Schedule several hours and consider hosting the party after 
business hours and providing refreshments to make it fun.

AUCTION STAGING

SEND A ‘LAST CHANCE TO REGISTER’ 
EMAIL TO YOUR MAILING LIST. IN THE 

COMMUNICATION SHARE A DONATION LINK 
FOR THOSE WHO AREN’T ABLE TO ATTEND.
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PHOTOGRAPHER

PRINTING

Provide your photographer with a ‘shot list’ and 
on-site contact information. Make sure your venue 
knows you will have a photographer on-site.

Instruct your photographer to arrive enough in advance of the 
event start time to perform a venue walk-through. Your shot list 
should include Board members, honorees, VIPs, sponsors, key 
moments, and event elements like live auction, silent auction 
displays, and centerpieces.

Be sure the following materials are being printed  
(if needed):

• Directional signboards
• Bidder numbers
• Auction booklets
• Table numbers
• Menu cards
• Bar signs
• Silent auction bid sheets
• Raffle ticket sale recording sheets

NEW TASKS

ONGOING TASKS

PROCUREMENT

Schedule a post-event review with staff and the committee.

Finalize committee roles for event night and say ‘thank you’ for 
all their hard work.

Cut off procurement a minimum of two weeks prior to the 
event. This will allow you time to creatively package items, 
assign items to your live or silent auction, and finalize the 
auction catalog.

Package items for the silent auction and write final live and 
silent auction package descriptions.

EVENT COMMITTEE

STAGING PARTY

Conduct an item staging party. Determine how all 
items will be transported to the venue. If your venue 
permits you to deliver items prior to the day of 
event, ask how they will secure the items until  
event night.

Pack office supplies in a ‘grab and go’ kit. Bring the following:

• Scissors
• Clipboards with paper
• Stapler
• Packing tape
• Calculator
• Pens
• Printer paper
• Money box
• Swiss army knife or Leatherman
• Duct tape

PROVIDE YOUR 
PHOTOGRAPHER WITH A 
‘SHOT LIST’ AND ON-SITE 
CONTACT INFORMATION. 
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GREATER GIVING SOLUTIONS TIPS:
• Confirm Auctionpay equipment ordered with Greater Giving. To reduce wait times during registration, 

plan for one registration station for every 100 guests.

• If needed, plan for tech support for guest registration and check-out.

• Complete all data entry in your Greater Giving project. 

• Set up and test Auctionpay card readers with the system you are using for check-in. 

• Be sure that these resources are prepared for event night: passwords for computers and your 
Greater Giving Online Project (create a specific log-in for all your volunteers to use). 

VENDORS

PROGRAM

• Review event night timeline and auction packages with your 
benefit auctioneer.

• Confirm venue, including setup, AV, and catering. 
• Visit the venue for one final on-site walk-through.
• Review all vendor contracts one final time to ensure you’re in 

compliance with any contractual obligations.
• Confirm and run-through the final timeline with all vendors.
• Provide your catering company with final food and beverage 

counts.

ONGOING TASKS

Develop and finalize all program elements like videos and 
PowerPoint presentations.

BOARD OF DIRECTORS

Final Report:

• Sponsorships
• Procurement
• Ticket Sales
• Program
• Review table arrangements and guest list
• Give Board Members a specific event night task like talking 

with a VIP or sponsor, or leading a level of giving for your 
special appeal

SPONSORSHIPS

Be sure you’ve collected guest information for each sponsor 
tables. 
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