NCO AUCTION
INSTRUCTIONSFOR FILLING OUT RETAILERS FORM

Thisformiscrucial to the success of the auction
so please take the time to fill it out carefully.

The amount of the donation istheretail value of theitem or ceatificate.

It is critical to get the complete name and address of the donor in order that we can
display their name with the item as well as maili ng out thank you letters after the auction.

The item shoud be li sted with a complete description {brand, size wlour, etc.}

It isvery helpful to knaw if the dorationis acertificate or not when setting up the silent
auction.

Other important information could be for example mndtions on cetificaes, for
example:

* must be used before acertain date
» whether item can be exchanged for adifferent size or color, etc.

Give the upper half of the form back to the donor/retail er for their records.

Kee the lower half of the form with the donated item.

Kee the Auction Coordinator up to date with auction items coll eded by emaili ng your
list of itemsonaregular basis. Thiswill enable ustoinclude & many itemslisted, as
ealy aspossble, in ou Auction catalogue.

Thanks for your help ...



