
 

2018 Bids 4 Kids  

Planning & 

Promotion Timeline 
 

Summer: 
 Pick date (look at school and 

national calendars) 

 Reserve venue 

 Let Qtego know date/venue 

for 2018 

 

November: 
 Include Save the Date info 

about B4K in EPSF Winter 

Newsletter 

 Update Logo 

 Update Donor Request Letter 

 Update Master Spreadsheets 

o Qtego 

o Donations 

 Media & Marketing Plan 

Created 

 Start requesting major 

corporation donations that 

require more time for 

processing (WOF only takes 

requests in NOV) 

 Check on Donation Forms – 

Order if need more 

 Sponsorship levels finalized 

 Sponsorship letter created 

 

 

DECEMBER: 
 Update website B4K page and 

ask for donations – include 

box on general donation form 

for auction donations 

 Mention at Goal Meeting B4K 

– Committee interest? First 

Committee meeting in 

January 

 Donation letters sent out 

 Start Planning B4K 

o Theme  

o Décor 
 

 

JANUARY: 
 Committee Meeting set up  

o Send Evite 

o Agenda 

o Prospect list? 

o Raffle ideas? 

 Clicker and 100th 

to enter gets 

free bundt cake 

o Securing donations – 

wine/gift cards 

o Decorating/setup/at 

event 

 Secure Security for the event 

 Secure credit card processing 

help (Drinks only?) 

 Save the Date/Donation 

Request for School Newsletter 

 Facebook Save the 

Date/Donation Request 

(create event) 

 Send email to coaches and 

principals (Kathy B do again?) 



 Request Food Donations 

(hyvee – veg tray, gigis –GF 

option, popperista, sam & 

louies) 

 Work on vase arrangements 

 

FEBRUARY: 
 DCPG Save the Date/Donation 

Request Ad (Elkhorn Express?) 

 Create online registration 

form with WebLink new 

WISYWIG tool 

 Update website b4k page and 

ask for donations 

o Include box on general 

donation form for 

auction donations 

 Order Yard Signs 

 Purchase Décor options 

 Start Assembling Décor 

 Sports & school experience 

packages – new signs? New 

boards? 

 Create new drink option 

 Create all signage for event 

o Door closed 

o Wifi 

o Signature drink menu 

o Wine pull 

o Raffle 

o Hyvee 

o Cupcake labels 

 Create Teacher Inbox Invites 

(1/4 page) 

 Update EPSF Board – ask for 

wine donations and their help 

securing other donations 

 Put website teaser banner up 

 Meet with venue? 

 Order Raffle Items from Toby 

Pacer (door hangers), Nothing 

Bundt Cakes (Melissa – 

donated cakes last year?) 

 Keep soliciting & tracking 

donations 

 Committee Meeting –  

o Signature drink? 

o Help for 

assembling/decorating 

packages 

 Secure MC of the vent 

 Photograph packages as 

finalized 

 Background setting for photo 

taking? 

 Save the Date/Donation 

Request for School Newsletter 

 

EARLY MARCH: 
 Omaha.com Calendar 

 WDCCC Calendar 

 DCPG Calendar 

 First Friday Folder Out  

 Order T-shirts 

 Send Media Alert out 

 Online Registration Form Live 

 Order Posters  

 Attend all PTO meetings 

 Committee Meeting 

o Committee Distribute 

Posters & Signs 

 Principal April Newsletter 

Submission 

 Invites to VIPs 

 Confirm checkout and pay at 

door process  

 Create checkout signs with 

arrows so people know where 

to go 

 Go to storage and pick up 

boxes, mason jars, and raffle 

tickets 

 Order acrylic stands if 

necessary  

 Order plates if necessary 

 Create a sports camp bid 

sheet binder again and get tri-

folds from storage for info 

display 



 Track registrations & 

donations 

 

LATE MARCH: 
 Second Friday Folder Out 

 Last call for donations  

 Finalize layout for venue 

 Finalize donations, raffles, 

door prizes, goodie bags 

 Distribute t-shirts 

 Buy wine bags & tissue 

 Buy additional décor needed 

 Buy napkins/plates 

 Ask for NHS Volunteers (can 

they wear t-shirts?) 

 Create Volunteer cards and 

have Stacey Sign 

 Save the Date/Donation 

Request for School Newsletter 

 

 

1st WEEK OF APRIL: 
 Final Friday Folder Auction 

Guide and Online Auction  

 Balloons? 

 Nametags for nhs volunteers 

 To do list complete for all 

volunteers 

 Checklist of items to take to 

Venue finalized 

 Script done for MC 

 ‘go live’ announcement done 

 Print out auction items and 

put in Plexi’s 

 
 

 

SET UP DAY (WEDNESDAY) 
 Email reminder to registrants 

 Last call District Info, GOAL 

and Constant Contact list for 

registration 

 Facebook & District Info Email 

Reminder/Bidding For Good 

(4/9 AM – last day online 

register and bid online) 

 Transfer items to venue – set 

up if possible?? 
 
 

B4K-DAY (THURSDAY): 
 Finalize RSVP list and print 

 Auction items arranged on 

table 

 Turn off Weblink form 

 Finalize 

auction/registration/check out 

 Food/drink deliveries and set 

up 

 Put out signage 

 Check AV/Microphone/Music 

 Qtego meeting 

o Text message reminder 

to registrants when 

auction is closing? 
 

 

WEEK to 2 WEEKS AFTER: 
 Collect remaining $ and 

deliver outstanding items 

 Arrange with Hy-Vee 

Shopping Winner Trip 

o Press release for this 

o Social media 

release/video 

 Finalize thank you letters 

 Debrief with EPSF Staff  

 Download Pictures 

 Write & Submit Press Release 

 Release on social media on 

same day  

 Update Budget Numbers 

 Create Binder for Next Year 

 Type up Post Event Notes 

 Create Timeline for Next years 

event including updated notes 

 Organize Materials and Take 

to Storage 

 

 



DATE 

 

 

Xyz company 

Address 

City, state 

Dear Business Owner, 

 

Elkhorn Public Schools Foundation is preparing for its 6th annual “Bids 4 Kids” 

Ladies Night Out fundraiser on April 5, 2018. The fundraiser will feature a silent 

auction, raffles, complimentary appetizers and refreshments. With our mobile 

bidding platform, you have the added benefit of company exposure through 

supporters not able to attend our event. Last year we had over 350 participants 

viewing our auction packages, bidding and winning! We would be delighted if 

you would consider making a tax-deductible contribution that will support the 

Elkhorn Public Schools Foundation’s mission and students.  

The proceeds from this event will be designated for our Before and After School Math & 

Reading Intervention Programs. At the beginning of the school year, students are identified 

and given the opportunity to participate in the Foundation funded intervention programs, with 

the goal of increasing students’ math and reading comprehension. This year over 80 teachers 

will provide additional instruction time outside of the normal school day to over 375 

elementary students! This program has proved to increase student’s test scores, boost student’s 

confidence and improve overall reading and math comprehension.  

We rely on your generosity and support. If you are interested in making a 

donation or becoming a sponsor you can contact us directly at 402-289-1727 or 

sselk1@epsne.org. Thank you for your continued commitment to nonprofit 

organizations and worthwhile causes.  Without your devotion to great causes, 

our mission would go unfulfilled. 
 

Sincerely, 

 

 

  

Stacey L. Falk 

EPSF Executive Director 
sfalk@epsne.org 

 
 

Through our Intervention programs, over 80 
teachers provide almost 4,000 hours of 
additional instruction time to 375 Elementary 
students to help increase math and reading 
comprehension. 

 

 

The Elkhorn Public Schools Foundation (Tax ID #36-3226778) is a non-profit 501(c) (3) organization 

20214 Veterans Drive, Suite 400, Elkhorn Nebraska 68022 | www.elkhornfoundation.org | 402.289.1727 

 

mailto:sfalk@epsne.org


 

 

April 1, 2018 

 

 

Business 

Attn:  Owner 

Address 

City, ST 01234 

 

Dear Owner, 

 

Thank you so much for your generous donation to the Elkhorn Public Schools 

Foundation’s Bids 4 Kids fundraiser to be held on April 5, 2018 at Noah’s Event 

Venue from 6–9 pm. Proceeds from the event will help fund the Foundation’s 

Reading & Math Intervention programs.  

 

This year we will again utilize online mobile bidding for our auction through 

Qtego which will provide more exposure for all of our generous donors and 

sponsors! Last year over 350 participants registered, and we had winning bids 

from as far away as Hawaii! Auction items will be previewed 2 days before the 

event, and ladies may now register their cell phone numbers or purchase tickets 

to attend Bids 4 Kids at www.qtego.net/qlink/eps. 

 

By donating to our auction, you have become a vital member of our team, 

helping us realize the vision of our mission to help enrich the students of Elkhorn 

Public Schools, all while exposing your business to our guests. You are making a 

difference in the lives of Elkhorn Public Schools’ students!  We thank you for 

helping make the Foundation’s Bids 4 Kids fundraiser a successful community 

event.   

 

With gratitude, 

 

 

 

 

Stacey L. Falk 

EPSF Executive Director 

402-289-1727 

 
No goods or services were provided in exchange for your donation to the Bids 4 Kids fundraiser. 

 
 

 

 

 

 

20214 VETERANS DRIVE, STE. 400 • ELKHORN, NE 68022 

(402) 289-1727 • elkhornfoundation.org

 



 



 

 

 

 

Marketing & Communications Calendar 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 



Sample Marketing/Promotion of Event 
 

 

YARD SIGN    

 

          TEACHER INBOX CARDS 

 

 

 

EVENT POSTER           

 

 

 

 

  

                                                ELEMENTARY SCHOOL FOLDERS 

 

 

 

 

 

 

OUTSIDE BANNER 

 

 

 

 

 

 



Social Media Campaign 

COVER IMAGES 

 

 

 

 

 

POSTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CONSTANT 

CONTACT 

EMAIL 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Auction Item Packaging & Presentation 
 

Spreadsheet of every auction package with pricing & descriptions 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Photos of each individual package for online bidding 

              
 

Presentation of auction packages at actual event 
                 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



ITEMS TO CONSIDER FOR YOUR EVENT: 
 

What FREE items can you utilize to promote? 

 Attend PTO meetings 

 Flyers home to the schools 

 Flyers to teachers 

 NextDoor App 

 Social Media (non-paid) 

 Media Calendars (OWH, local chamber, etc) 

 

Evaluate unique sponsorship options 

 

Auction Items 

 Ask schools for ‘experience’ items. These are NO cost to you! 

 Front row seats at musicals 

 Reserved parking 

 Sports camps 

 First day of school parking (teachers and parents) 

 5th grade graduation 

 Lunch packages 

 National/Regional Donations 

 Check timeframe – some only give to nonprofits during certain times of 

the year. 

 

Look for incentives to attend 

 Raffles 

 Giveaways (every 50th person to enter gets a free drink?) 

 Utilize Social Media (‘Share this’ for a chance for a free raffle ticket) 

 

How can you improve on next year’s event? 

 

 

 

 

 

Stacey Selk 

Marketing & Events Manager 

Elkhorn Public Schools Foundation 

Sselk1@epsne.org 

 


