
 

 

STARS Gala Auction 2020 | Volunteer Committees Forming Now! 
 

If you are interested in volunteering for this year’s STARS Gala Auction, committees are forming 

now! This is EC’s largest fundraiser and social event. Please look over the list of committees and 

let us know how you would like to be involved. There is something for everyone, whether you 

have one hour to spare or a more flexible schedule. No prior auction volunteer experience 

necessary. We would love to have you join our team! 

 

Acknowledgements - This team acknowledges donors, sponsors and supporters by handwriting 

thank you letters for their generosity. This project can be managed either at EC or your home. 

Work begins in September or as soon as donations are received in the Events Office and can run 

until March. Chairperson: Position Open  

 

Alumni Outreach - This role is responsible for building relationships with EC alumni and 

encouraging them to attend and be involved in the auction. Chairperson: Position Open 

 

Audience Development - This committee is responsible for promoting the Crusader Club and 

general attendance at the auction with the first promotion in October and again in January and 

February. Say hello to friends in the parking lot after school during pick up with treats and good 

energy! Finally, on the morning of the gala auction, the committee will assist in setting up the 

grand ballroom to ensure proper seat placement for Crusader Club members and sponsors. 

Co-chairs: Positions Open 

 

Catalog - One or two volunteers are needed to create and help proofread the software-

generated auction catalog. Work begins in late January and ends in early March and can be 

done in the comfort of your own home. Co-chairs: Position Open 

 

Check-in and Registration - This committee is responsible for checking in registered guests on 

the night of the gala. Volunteers should plan to arrive at the venue by 3:30 p.m. for training and 

work until 7 p.m. Volunteer dinner is provided. Joining this team gives you the flexibility to work 

as a volunteer and still have plenty of time to attend the gala dinner as a guest once check-in 

has concluded. Team members will also help assemble bid packets during an afternoon (TBD) 

the week before the auction. Co-chairs: Positions Open  

 

 

 
 

 



 
 

Data Entry - This committee is responsible for processing donated items and entering 

information into the auction software database. This time commitment is flexible which means 

you can volunteer when you have time between the hours of 7:30 a.m. and 3:30 p.m., Monday 

through Friday. Work starts in September or as soon as donations are received in the Events 

Office through February. A wonderful position if you have a flexible schedule and enjoy data 

entry. Training is provided. Chairperson: Position Open 

 

Decorations - This committee is responsible for decorating the grand ballroom and the spaces 

where the silent auction and raffles are held. The co-chairs will collaborate with the director of 

special events and auction coordinators for the look and feel of the venue with an emphasis on 

centerpieces. Brainstorming sessions start in September and plans are finalized in November. 

Volunteers who sign up to help decorate on auction day should plan to arrive at the venue at 7 

a.m. and work until 1 p.m. or until the decorating tasks are completed. Continental breakfast 

and refreshments are provided throughout the day. A great position if you enjoy decorating and 

transforming an event space. Co-chairs: Positions Open  

 

Event Documents - In February, this team prepares the paperwork needed for the night of the 

auction including guest bid cards, item bid sheets, item display description sheets, Live Auction 

recording sheets, Making a Difference recording/tally sheets, guest seating and meal cards, etc. 

A great position if you enjoy working with Microsoft Word, Excel and Publisher and from the 

comforts of your own home. Chairperson: Position Open 

 

Gala Night Volunteers Recruitment and Placement - This team is responsible for organizing and 

assigning all gala night volunteers’ specific roles and areas in which to work. An established 

format is already in place and the rest of your job is making sure to place the right volunteer in 

the right spot. Busy work should start around February. Co-chairs: Positions Open 

 

Gala Night Worker Bees – Worker bees are assigned specific areas such as check-in and 

registration, raffle sales, silent auction, live auction spotters, item pick-up/check-out, etc. 

Worker bees will report to the Gala Night Volunteers Recruitment and Placement co-chairs and 

should arrive at the venue at 3:30 p.m. and plan to work until the assignment is completed. 

Volunteer dinner is provided before doors open to guests. This is perfect for those who do not 

plan to attend the gala auction as a guest but would still like to be in the center of it all. In 

addition, you will also be able to bid on any of the silent and live auction items as well as 

purchase raffle tickets. Multiple Worker Bees Needed 

 

 

 



 
 

 

 

Inventory Control - This team is responsible for reviewing initial database entries and ensuring 

accurate and appropriate information is provided to describe donations for item display. 

Flexible time commitment between 7:30 a.m. - 3:30 p.m. in the Events Office from October to 

March. A nice role if your personal schedule varies from day to day. Co-chairs: Position Open  

 

Item Display - This team is responsible for the layout of all donated items at the gala venue as 

well as organizing and merchandising items creatively. Co-chairs will manage volunteers to 

execute the task efficiently. Work for this team starts in February. Volunteers should plan to be 

at the venue from 7 a.m. until 1 p.m. Continental breakfast and refreshments are provided 

throughout the day. A wonderful position if you enjoy organizing and seeing all the amazing 

donations that will be offered at the auction firsthand. Co-Chairs: Positions Open 

 

Item Pick-Up and Checkout - This committee is responsible for ensuring an efficient and 

accurate checkout process for the guests. Volunteers will make sure that all guests receive the 

proper items purchased at the auction. Co-chairs will also gather all materials necessary for 

proper packaging of sold items starting the first week of March. Volunteers should plan to 

arrive at the venue for training at 4:15 p.m. and work until 11 p.m. This team is essential in 

providing a smooth and efficient check out process for our guests. Co-chairs: Positions Open 

 

Middle School (MS) Mentor Group Donations - This committee is ideal for a small group of 

parents or two friends who will send out a special appeal by email to the MS families by mentor 

groups to encourage making a small financial contribution to underwrite one or two large items 

to include in the live auction. The fun part of this job is coming up with ideas on how to “spend” 

the money in collaboration with the director of special events and auction co-chairs. 

Brainstorming sessions start in October with the appeal ending in January. Chairperson: 

Position Open  

 

Middle School Art Project - This committee is ideal for, but not limited to middle school 

parents. Volunteers will assist auction co-chairs in executing the chosen project and working 

and supervising middle school students in the Commons or mentor classrooms in February. The 

time commitment is about two to three hours depending on the art project. You will get a 

glimpse of the art project and witness the students create a masterpiece. Co-chairs: Positions 

Open  

 

 

 



 
 

 

 

 

Grade-Level Parties - This team’s main responsibility is recruiting participants to host the grade-

level parties. Most sign-up parties are grade level “mothers’ luncheons,” and each has become 

an annual tradition that parents look forward to attending. An initial meeting with the director 

of special events and auction coordinators is all you need to get started on your way to securing 

hosts for these fun events. Work should start in early October and can be accomplished by 

email, so you have the flexibility of working from home. Co-chairs: Positions Open  

 

Photography - Having students’ photographs on the ballroom tables reminds us why we raise 

funds at the auction. This easy, yet important task does not require you to be a professional 

photographer. All that we ask for is your time and willingness to photograph the students. The 

best times to capture them are on the school picture days (August 20-21); before school 7:15 - 

7:40 a.m.; after school 3 - 3:30 p.m.; and during mentor, community, and lunch periods. An EC 

camera can be provided. Multiple Photographers Needed 

 

Procurement - The heart and soul of the auction, the procurement team plays a key role in 

gathering and asking families, businesses, constituents and friends for donations. Procurement 

can be as easy as sending the forms by mail/email, giving them to the businesses you frequently 

patronize or simply asking friends and family to support great education. This team will also 

help promote procurement in the parking lot at dismissal handing out specially designed bottles 

of water reflecting the auction theme along with procurement forms. Co-Chairs: Positions 

Open  

 

Raffles - This team is responsible for generating raffle tickets, promoting and pre-selling “Free 

Tuition” and “Your Choice” raffles prior to the gala starting in January and ending on auction 

night, and maintaining records of pre-sold tickets. The team will also set up the Raffles item 

display the morning of the auction at the venue. Co-chairs will meet with the director of special 

events and auction coordinators periodically and should attend monthly team leader meetings. 

Co-chairs: Positions Open  

 

Special Projects - Whether assembling auction invitations, picking up supplies, donations or 

display items, printing documents and everything in between, random projects are a mainstay 

when planning a big event such as the auction. If you like a variety of projects now and then, 

sign up and we will call you as the need arises. Multiple Volunteers Needed 

 

 



 
 

 

 

 

 

Sponsorship - We rely on our sponsors to underwrite the cost of the auction and this team 

plays a major part in developing a successful auction. We have a fabulous sponsorship packet in 

place which details the benefits sponsors receive for their support. From August to January, 

members of this team will assist in identifying and approaching businesses, individuals and 

other supporters to obtain sponsorship commitments. Join Director of Special Events Mayten 

Gross and help reach our sponsorship goal.  

 

VIP Table - This team makes sure that the winner of this live auction item from the previous 

year’s gala gets the royal treatment. A beautifully decorated table with special touches awaits 

ten guests. Creativity and a flare for the fabulous are qualities we are looking for. Co-chairs: 

Positions Open  


