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On-Site Auction Set-Up Checklist

Seller:
Contract Signed		☐
Dates Determined		☐
Inspection____________
Removal______________

Logistics: 

Signage Placement 		☐
Parking locations 		☐
Checkout location 		☐
Buyer Flow			☐
Equipment_Needed:_____________________________________________________________
[bookmark: _GoBack]Staff_Needed___________________________________________________________________

Lotting/Organization:  

High-value items identified	☐
Items organized 		☐
Keep pile established		☐
Donate/throw pile established	☐
Items cleaned 			☐
Items tagged and numbered 	☐ 


Pictures: 

Backdrop identified 		☐
Lighting quality 			☐
Picture quality check 		☐
Videos identified 		☐

Descriptions:  

Items identified with extra terms (washer/dryer in basement) 	☐	
Dimensions, serial numbers, model numbers, etc.   			☐
Items tested 								☐

Marketing: 

Promo pictures/videos taken						☐
Neighbors notified	 						☐
Seller encouraged to help share on social media 			☐
K-BID marketing needs__________________________________________________________
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