
PROCUREMENT TIPS, IDEAS, SCRIPT & FAQ’S  

 Bear Creek Elementary ABC Auction - May 2, 2014 

Each year, procurement of live and silent items for the ABC Auction ensures the event’s 

success. ABC Auction supports Bear Creek Elementary and 10% of the proceeds are 

donated to Northshore Schools Foundation. The purpose of the auction is to raise 

money for class enrichment, staff salary, and school equipment that is no longer 

funded.  

We hope you can join us in making this year an unforgettable auction! Here is how to 

get started… 

TIPS:  

Tip #1: Carry copies of the procurement letter and form with you. Let’s make sure everyone in the 

community and surrounding areas is aware of the ABC Auction and has an opportunity to donate!  

Tip #2: Approach businesses where you already spend money. When you are out eating, shopping, at 

classes and events with your kids, at your yoga class, haircut, spa appointment, etc., ask to talk to the 

manager or owner, and let them know how much you’ve enjoyed your experience. Then, give them a 

procurement form, tell them about BCE, and ask them if they would consider donating the same service 

or item. If they recognize you as a customer, the owner is more likely to donate.  

 Tip #3: Remember to emphasize the purpose of the auction. Prospective donors like to know where 

their donation is going and that it will have an impact. If you are able to speak candidly with a potential 

donor about BCE, you will get their attention. Perhaps you have a personal story on how ABC Auction 

funds have significantly impacted your child and your family’s life (see script for wording ideas).  

Tip #4: Make it easy: be specific! If you ask them for a specific item or service, it is often easier for them 

to say ‘yes’, than ‘no’. “Can you donate that Kindle?” “Our guests love to bid on wine – can you donate a 

bottle?” “How about a $100 gift certificate?” “Will you consider donating five hours of your professional 

expertise (architect, electrician, auto mechanic)?” “Would you consider donating your seats to a 

Seahawks game during the season?”   

Tip #5: Follow up personally. If you leave a procurement form with a potential donor but haven’t heard 

back, stop by the store or give them a quick call to see if they have any questions about the 

procurement form. We lead busy lives, and a little ‘prompt’ may return the donation to the top of their 

to-do list!  

Tip #6: Meet the deadlines. In order for an item to be included in the catalog, the procurement form 

needs to be turned in at the very latest by March 3rd.  

 Tip #7: Think creatively and have fun. Many businesses have budgets set aside for donations, as well as 

a special interest in helping the local community. Most people are more than happy to make a donation.  



This is a great opportunity to educate people in our community about the wonderful things that happen 

at BCE. Be proud of asking people to join with us to support such a worthy cause. Every donated item 

makes a difference! 

 IDEAS: Where My Family Can Start  

 Ask friends and family: Perhaps you have been singing the praises of BCE to your friends and family for a 

while and they’ve told you “That’s great! Let me know if there’s anything I can do to help!” Now is the 

time to take them up on their offer. Do you know someone with Seahawks/Mariner’s/Sounders/Storm 

season tickets? Do you know someone who owns a business? Someone who has a special talent or 

hobby (gardening, baking, floral arranging)? Someone who has specialized skills or services (house 

painting, personal trainer, piano teacher, Pilates instructor)? Ask them if they will consider making a 

donation - everyone has something to give.  

 Go shopping: You are an important patron to each merchant you support and they will respond to your 

request. Donations to auctions are an effective marketing tool for many businesses, and most are 

familiar with the process, even having a ‘standard’ donation item. If you are a business owner, you may 

want to ask for a donation from the major suppliers to your business.  

Consider those you have supported: In an age of such wide-spread fundraising, undoubtedly, you have 

donated to a neighbor’s walk-a-thon, a friend’s bake sale, or your niece’s school raffle. Now is the time 

to ask them to return the favor.  

Email your address book: Personal or telephone requests are the most effective, but if you are hesitant, 

email may be the answer. Write a personal note with information about BCE and the auction, and attach 

a procurement form and link to the auction website (bearcreekauction.org) where your contact can 

access information about the school.  

ABC Auction’s Top Sellers from Last Year:  

 Popular Live Items:  Cabins and destinations, chef dinners, group parties. 

Top 5 Silent Items:  

Donation Ideas by Category  

 Travel & Getaway:  

  Chartered boat or cruise  

 Beach or cabin getaway  

 Trip to wineries  

 Resorts, B&B’s and spa packages  

 Restaurant & Dining:  

 Certificates to restaurants  



 Cooking classes  

 Lunch with a celebrity  

 Date night packages  

 Entertainment & Technology:  

 Tickets to concerts  

 Behind the scenes at local news stations  

 Tickets to the opera or theatre  

 iPads, iPods, X-box, Kindles etc.  

 Children and Family:  

 Themed birthday parties  

 Babysitting packages  

 Sports equipment  

 Horseback riding lessons, music lessons or art classes  

Art & Jewelry:  

 Custom jewelry or watches  

 Designer apparel  

 Paintings/pottery by a local artist  

 Student artwork  

 Sports & Recreation:  

 Front row at local sporting event  

 Tickets to Sounders, Seahawks or Mariners games  

 Flight Simulator  

 Fishing, golf or ski getaways  

  

Wine & Spirits:  

 Wine tastings  

 Glassware  

 Fine wines!!!  

 Wine & chocolate baskets  

 Services & Unique Experiences:  

 Zip lining in the San Juans  

 Photo shoot with photographer  



 Experiential Party (ex. Psychic Party, Poker Night etc.)  

 Home improvement & consultation services  

 SCRIPT:  

If you’re uncertain how to start, here are ideas to help you get started on procurement. Speak from the 

heart - you all have a wonderful story to share with the community about BCE. Don’t forget to SMILE!!!! 

 Intro:  

 “Hello! Is the owner/manager available?”  

“Do you have a minute to talk about helping out an amazing local school?”  

If you’re a customer or patron: “I just wanted to let you know how much I enjoyed my experience. I look 

forward to visiting your store. I’m fundraising for my child’s school auction, which supports Bear Creek 

Elementary School and Northshore Schools Foundation, and I think XXX would be a popular item at our 

auction.”  

General:  

“My son/daughter attends Bear Creek Elementary School, a wonderful Northshore public school that 

provides EAP programs as well as strong community values to our local children.  

 “BCE is having their 14th Annual fundraising Auction May 2nd to help raise money for our school and 

Northshore Schools Foundation. Money raised at the auction will support the science program, 

extended nurse hours, grade level specific playground time and additional support to increase the 

effectiveness of learning community. 

 “I am a strong supporter of this organization because it has done XXX for my children and our family.”  

Ask:  

 “In order to raise as much money as possible for this extraordinary school, we rely on the generosity 

and support of community members and business owners. Would you consider making a donation of 

XXX?”  

“Here is a procurement form. If you have any questions on how to fill it out, please feel free to let me 

know.”  

“I can leave this with you to fill out. Once you’re finished, would you like me to come back for pick up? 

When?”  

“Thank you so much for helping Bear Creek Elementary!”  

 



Follow-Up:  

“I stopped by last week to talk to you about a donation to the ABC annual auction supporting Bear Creek 

Elementary and Northshore Schools Foundation, and I wanted to check in to see if you had any 

questions about the procurement form. Thanks again for your time and generosity - every donation 

makes a big difference!”  

 FAQ’s:  

1. What is procurement? Procurement is the solicitation of goods and services from local businesses, 

professionals and community members. Once ‘procured’ these goods and services turn into items sold 

at the ABC auction.  

2. Are donations tax deductible? YES! Northshore School Foundation is a 501(c)(3) non-profit 
organization, however only the donor’s tax accountant knows to what value one can deduct. All 
donors will receive a letter/receipt for their donations following the auction. NSF’s EIN #:  
91-1680139. 

 
3. I’ve procured something - now what?? First, remember that all procurement forms must be in to the 

Auction procurement committee by March 3rd, 2014 for inclusion in the catalog. It can be dropped off at 

the school office in the ABC Auction box or given to a member of the procurement team. Next, make 

sure the procurement form is completely filled out, including:  

 Donor info - Name, address, email/phone (required for thank you’s and tax receipts)  

 Item description - Please make detailed and concise  

 Restrictions - Make sure restrictions, expiration date and fine print is clear  

 Fair Market Value - Very important (impacts the starting price and their receipt)  

 Displayed at Auction? Make sure to note pick-up information and whether or not it is a 

certificate. If it’s a certificate, make sure to note if auction committee needs to create or if the 

donor is providing one.  

 Procurer - Your name, email & phone number. This is important so you can receive credit for 

your efforts!  

4. What about tangible items? If you have the item, please bring your items or certificate (with 

completed form) to school. You can drop these off in the main office and email Kate Gutierrez, Anne 

Lind, or Kim Roemer to let us know we need to pick the item up.  

Happy procuring and please contact us with questions! 

Kate Gutierrez: kate_gutierrez@comcast.net, Anne Lind: lindcochez@comcast.net, and  

Kim Roemer: kimberly@roemers.com 

For the full more information, please visit bearcreekauction.org. 
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