Street of Dreams - Runners Instructions

MUST arrive: 4:15pm for training and to familiarize with auction item locations
Team Leader escalates issues to: Tai

BEFORE YOU START
¢ Walk around and familiarize yourself with item locations

¢ Understand layout: Physical items AND gift certificates

RUNNER PROCESS
1. Get Assighnment
e Line up on stage right side of checkout stations

o Checkout waves white and yellow receipt - front runner goes to that checkout
member

e They hand you both copies of the receipt
+ Establish meeting point with guest for item handoff
2. Find Items
Use item number prefixes:
o B =Bluetablecloth area
e G =CGreentablecloth area
e A= Art/white tablecloth area
¢ Number after letter = specific item
Live auction items:
e Getenvelope from Evelyn at checkout area
e Contains item description and details
3. Gather Items

o Double-check bid sheets - confirm correct items



e Checkunder tables for boxes/packages that go with items
e Stands/easels do NOT go with artwork
¢ Gift certificates delivered as-is (usually in envelopes)
5. Complete Run
e Double check with guest that everything is in order
e Get signature on receipt
e Give WHITE copy to guest with items
e Return YELLOW copy to file at checkout table

e Getbackinrunner line for next assignment

IMPORTANT RULES
e Runners only run - stay focused once started
e Don't get pulled into other tasks

e Can'tfind item: Check with Team Leader - Tai

QUICK REFERENCE
e Item locations: B=blue, G=green, A=art
¢ Live auction items: Get from Evelyn at checkout
¢ White copy: To customer
¢ Yellow copy: Back to checkout bin

o Bag station: Lobby area



