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Volunteer Fact Sheet and Logisitics 

PONCHO 19th Annual International Wine Auction 
Saturday, May 22nd, 2010 - Sheraton Seattle Hotel 

What you need to know about Volunteering for PONCHO:

Volunteer Orientation & set up and tear down shifts
· In addition to your commitment to volunteer for a PONCHO auction, all volunteers are required to attend the Volunteer Training & Orientation on a weekday evening preceding the event, as well as assist with one two-hour set-up, tear-down, or delivery shift the week of the auction.  If you have a scheduling conflict on the evening of the volunteer orientation, you will be responsible for contacting your Team Captain to learn about your team’s tasks & schedule.  

· Set-up and tear-down duties typically include loading and unloading trucks, labeling auction items, preparing auction materials and decor, and auction item pick up and delivery – to name a few.  

· Dress in work clothes and sneakers and be prepared to work at the PONCHO office, storage area or auction site.

· If you can not attend your assigned shift, please notify the PONCHO office ASAP.  
Dress Code
· The Invitational Wine Auction is “Black Tie Optional”.  
· Discounted tuxedo rentals are available at Brocklinds Tuxedo Rentals 206-325-8700. Call early as availability is limited, and mention you are a PONCHO volunteer. 
· Comfortable shoes are a must!

· There will be a volunteer coat check area for coats and bags.
Fees
PONCHO has historically charged a $30 fee to volunteers to cover the cost of food and beverages. This fee will not be required for the 19th Annual International Wine Auction. Instead, we ask that those who can make a donation, do so to help PONCHO’s ongoing mission to support the arts.

Food & Beverage
· There is a special room reserved for volunteer meals. Wine and beer are also available.  

· If you choose to partake, we ask that you exercise moderation in your consumption in order to reduce risk and liability. You need to remain alert throughout the event.  Volunteers who appear to be intoxicated will be asked to leave. 
· Please refrain from using patron bars when patrons are in line.
Room Rates
The Sheraton extends a discount for overnight rooms to PONCHO.  Please check with the hotel and mention you are a PONCHO volunteer.
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Volunteer Fact Sheet - cont.

Parking
PONCHO does not reimburse volunteers for parking. There are several parking lots located in the vicinity of the Sheraton that offer competitive rates. It is advisable to check with the garage or lot regarding weekend or evening

rates which are typically lower after 5:00 pm.  Carpooling is highly recommended to help defer parking costs. 
Auction Night Timing
· Your team captain will advise you of your check-in time.  Please arrive early to acquaint yourself with the venue, and please be on time for your shifts.
· Please check in at the Volunteer Check-in desk where you will receive your bid number and a badge.  Volunteer badges identify you to patrons as someone who can help answer questions as a representative of PONCHO.  If you can not answer a question, summon a Team Captain or troubleshooter.  Please return the badge at the end of the evening. 

· You may choose to bid when you are between shifts. 

We appreciate your willingness to help with other duties upon completion of your team’s responsibilities. Please ask your Team Captain or a Volunteer Services Team Captain where further help is needed.

Auction Night Troubleshooting
If an issue or problem should arise in your area, please report it to your Team Captain. If you can not locate your Team Captain, please have Volunteer Services summon a Troubleshooter by radio. Please take any questions concerning a bid immediately to your Team Captain or a Troubleshooter.
____________________________________________________________________________________________
If you have any questions or need additional information, please contact your Team Captain, or the PONCHO office:

Anastasia Kotar, 206.623.6233 ext. 205 or anastasia@poncho.org
PONCHO 

603 Stewart Street, Suite 717
Seattle, WA  98101

Tel. 206.623.6233      Fax 206.682.7838

www.poncho.org
THANK YOU FOR SUPPORTING PONCHO AND THE ARTS
