
Christian Brothers College High School 

43
rd

 Annual Dinner Auction 

“Christmas at the Cabin” 
∙December 5, 2015∙ 

 

Volunteer Opportunities 
 

Please check any areas you would be interested in helping with.  A Chairperson will contact you.   

Thank you for all you do to help make this night a success.  (Please print if filling out by hand.) 

 

Name: __________________________________________________________________________________ 

 

Email: __________________________________________________________________________________ 

 

Phone: ______________________________________   Cell: ______________________________________ 

 

Year your son will graduate (if applicable):  ____________ 

 

Prior to the Auction: 

☐ Acquisitions:  Duties include acquiring items and gift certificates for the auction, making follow up 

phone calls to businesses and alumni 

☐ Baskets: Creating baskets from donated items for the Silent Auction. 

☐ Catalog Ads: Acquiring ads for the ad portion of the Auction Catalog.  Included in duties are copy, 

proofing, and paginating the final ads. 

☐ Decorations:  Creating centerpieces for the tables on night of the auction.  Creating Decorations to be 

used in the school the night of the auction. 

☐ Mailings: Stuffing envelopes for mailings throughout the school year.  (Night and Day hours are both 

possible.) 

☐ Painting Furniture: Working with Chairperson to paint and refurbish donated furniture. 

☐ Raffle:  Selling raffle tickets at CBC events in the fall.  Including sporting events and parents meetings. 

(Not required to sell at every event – shared duty with other committee members.) 

 

Set up, the Week of the Auction: 

☐ Decorations: Decorating the school halls, Ross Hall, Gym, and Mezzanine. 

☐ Dinner Set-Up:  Setting the tables, decorating chairs, and centerpieces in the Gym. 

☐ Hospitality:  Preparing, delivering, serving, and cleaning up meals for volunteers during setup. 

☐ Silent Auction:  Covering tables and arranging the auction items for the Silent Auction Area in Ross Hall.   

(Day and evening help is needed.) 

 



Night of the Auction: 

☐ Bank/Cashier: Tally sheets that have been sorted into folders according to bid numbers and collect 

payment from those using Express Pay. 

☐ Back Room:  This is an area where all bid sheets come when a section closes or item is purchased in 

Blackboard or Oral on the night of the auction.  Bid sheets are entered into the computer, sorted 

(Express Pay or to Cashier) and filed.  Copies then are taken to the table of the winning bidder.  

Detail is important in this area. 

☐ Bar:  Soda, liquor, wine, and things needed for the bars.  Working and restocking during Auction Night. 

☐ Champagne Greeters:  Greet attendees with Champagne early in the evening on Auction Night.  You 

may work this area and also other areas afterward. 

☐ Hospitality:  Provide food and refreshments for the volunteers the night of the Auction. 

☐ Reservations:  Checking in guests and handing out catalogs the night of the Auction. 

☐ Closings  Close each section of the Silent Auction at the designated time.  Take or send the bid sheets to 

the back room for tallying. 

☐ Silent Auction:  Monitor the Silent Auction area during the course of the evening.  You will check bid 

sheets to make sure the bids are valid.  Assist with closings as needed.  Hand out items to people 

with valid winning bid sheet. 

☐ Specialty Details: Assist in details such as lighting candles, opening wine for tables, and picking up and 

serving late night snacks. 

☐ Express Pay:  Working as people check in at the beginning of the evening to collect credit card numbers 

for those choosing to use Express Pay. 

 

After Auction: 

☐ Clean-up:  Working Sunday morning after the auction to take down tables and clean up decorations.   

Clean up hours are 9:00am to 1:00pm and 1:00p to 5:00pm 

 

THANK YOU FOR YOUR HELP AND SUPPORT! 

For questions or additional information contact Linda Noll 

noll@cbchs.org   314-985-6094 

mailto:noll@cbchs.org

