
American Cancer Society’s Portland Hope Gala 
2019 Volunteer Registration Form 

 

Name: _______________________________________________ 

Address:  ______________________________________________ 

City: ___________________  State: ____   Zip: __________________ 

Phone: _________________  E-mail:__________________________ 
 

Returning volunteer:  ❑ Y     ❑ N     If yes, please list: _______________________________________________________ 

Please contact me regarding future volunteer opportunities through the American Cancer Society: ❑ Y     ❑ N 

If volunteer is under 15 years old, who is the accompanying adult? ____________________________________________ 

Portland Hope Gala Day-of Event Opportunities (Saturday, November 9th):  
(Please check your top 2 areas of interest. Volunteer assignments are given the day of the event and will accommodate 
preferences as much as possible.) 

❑  Set-Up Volunteers 

❑  Volunteer Room 

❑  Greeter 

❑  Registration/Check-In 

❑  Silent Auction 

❑ Silent Auction Turnover & Check-Out 

❑ Raffle Ticket Sales 

❑ Auction Spotters 

❑ Auction Runner 

❑ Tear Down (night-of and/or morning after) 

 
Volunteer Release Statement 
I wish to volunteer at the 2019 Portland Hope Gala for the American Cancer Society.  I understand that the nature of volunteer activities 
that I may perform in my capacity as a volunteer may involve physical activity, contact with unidentified or unfamiliar persons, or other 
potential risk of bodily injury or damage to property. Knowing this, I hereby assume full and complete responsibility for any personal 
injury and/or property damage that I may sustain or cause during my participation as a volunteer.  In addition, I hereby release, hold 
harmless & covenant not to file suit against the American Cancer Society and of any of their employees, volunteers, and partners from 
any and all loss, liability or claims I may have arising out of my service as a volunteer. 
 

Printed name of volunteer: ____________________________________________          Date: ________________________ 

Volunteer signature: ____________________________Parent/Guardian Signature: _________________________________ 
                       (if under 18) 

Emergency Contact 

Name: ___________________________________________ Phone(s): _________________________________________ 

Relationship to volunteer: __________________________________________________ 

Please return to American Cancer Society, Attn: Julie Russell by November 1st      

Via e-mail: julie.russell@cancer.org   Mail: Portland Hope Gala 0330 SW Curry St, Portland, OR 97239 

 

mailto:julie.russell@cancer.org
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Set-Up Volunteers (3-hour shifts between 11am and 4:30pm) 
These volunteers will assist with the set-up of event spaces such as the silent auction area, 
ballroom, volunteer room and other activity areas, etc. This will happen in the morning or early 
afternoon before the event or may take place the day before the event if the venue is available. 
Volunteers will assemble departure gift bags for guests, organize bid paddles for table 
distribution and other responsibilities as assigned.  Additional security may be needed if areas are 
set up in advance like for the silent auction.  This position requires the ability to lift boxes 
(moderate weight). Comfortable shoes and clothing are recommended. 
 
Volunteer Room (4-hour shifts between 10am and 10pm) 
A Volunteer Lead will check-in volunteers as they arrive and ensure that all areas needing 
volunteers are being managed. They will make sure all volunteers have scheduled breaks, meals 
and departure and thank you gifts.  They will also be responsible for adjusting volunteer schedules 
in the event that someone notifies the Volunteer Lead that they will be late or are no longer able 
to participate at the event. 

 
Greeter (3.5-hour shift from 4pm-7:30pm) 
Greeters will welcome guests and/or volunteers as they arrive at the event and assist in directing 
them to the appropriate event locations.  Greeters will also direct all media to the media check-in 
area. This position requires an outgoing personality and the ability to manage crowds. 

 
Registration/Check-In (4-hour shift from 3:30pm- 7:30pm) 

Volunteers assigned to Guest Registration/Check-In greet guests and officially register 
guests as they arrive at the event. These computer savvy, customer-focused volunteers will 
inform every guest of their ballroom/main event table assignment, provide bidder numbers, 
confirm the guests’ personal information (address, phone, email, credit card etc.), and 
provide them with a program book (if available). They will direct guests to the General 
Reception/Silent Auction Area or to the VIP Reception. Pre-event training for these 
volunteers is encouraged and on-site training in advance of their shift is required. They may 
also be required for data entry throughout the day/evening and at check-out.  
 
Silent Auction (4-hour shift from 3:30pm-7:30pm) 
These individuals will oversee the Silent Auction display area and will provide item details to 
guests if requested. They will also assist guests with mobile bidding and/or direct guests to a 
dedicated mobile bidding staff person if needed. These volunteers should engage with guests and 
encourage bidding participation, but should not be intrusive. Some of these volunteers may also 
shift to helping guests find their tables after the doors open to the ballroom or main event space.
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Silent Auction Turnover & Check-Out (3.5-hour shift from 7:30pm- 11pm) 
These volunteers will break down the set-up for the Silent Auction, bag and label all items and take 
everything to the Check-Out Area. They will assist with collection, organization and delivery of winning 
guests’ items at the end of the evening, sort auction items by winning bidder number, and attach 
receipts to the item(s) won by a guest. These individuals will also organize a seamless pick-up and pay 
process at the end of the event for Silent Auction items and may assist guests at the valet area with 
large or heavy auction items. With direction from the Check-Out Captains, volunteers will hand guests a 
departure gift and thank them for attending. They will ensure that only event guests (not volunteers) 
receive a guest departure gift.  Bidders who did not register at check-in with their credit cards, will need 
to provide payment before receiving any items that they may have won. 

 
Raffle Ticket Sales (3.5-hour shift from 4:30pm- 8pm) 
These individuals will circulate during the pre-event general reception and silent auction areas to 
promote and sell raffle tickets for revenue enhancer games/options. They will have a clipboard with 
balloons attached (or another identifier), so that guests can easily locate where to purchase raffle 
tickets.  Once all guests are seated in the ballroom or main event space, these individuals will make one 
sweep of the room for final raffle sales. The easiest way to manage sales is to record a guest’s name, bid 
number and the number of tickets that they are purchasing.  These sheets will then be taken to a Raffle 
Team Captain who will fill out the appropriate number of purchased tickets and drop them into the 
raffle drum for the drawing that will take place later in the evening.  
 
Auction Spotter (3-hour shift from 7pm-10pm) 
These volunteers assist by helping the auctioneer spot bidders during the Live Auction and the mission 
paddle raise/special appeal. They will have red flags or flash lights to indicate when there is a Live 
Auction bid at the tables they are overseeing. This will help the auctioneer and ensure that all bids are 
acknowledged and recorded accurately. These volunteers and mobile bidding staff will record winning 
bids numbers and note the second runner up (or under-bidder). They may also be in charge of having 
the winning bidder sign a winning bid form at their table.   

 
Auction Runner (3-hour shift from 7pm-10pm) 
This person will be in charge of providing the registration team with the list of Live Auction and mission 
paddle raise/special appeal bid numbers. They will collect all bid pages from the Auction Spotters and 
quickly take them from the Ballroom or main event space to the registration area at the end of each Live 
Auction item sale and mission paddle raise/special appeal fundraising level. 
 
Tear Down (1.5-hour shifts- DAY-OF 10:30pm- Midnight/ DAY AFTER 9:30am-11am) 
These volunteers will assist with the tear down event spaces such as the silent auction area, ballroom, 
volunteer room and other activity areas, etc. This will happen directly after the event and the morning 
following the event. Volunteers will disassemble and pack up any ACS items in designated vehicles. 
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