
	

EC3 Board Meeting Minutes 

March 18, 2014 

Present: Betsy Clinton, Lauren Gewirtz, Meghan Groen, Lisa Parker, Steve Purchase, Matt 
Resch, Kerry Roberts, Marney Turner, Lis Weston,  

Absent: Bryan VanDorn, Stephanie Winslow 

Call to Order: 6:16 p.m. 

Public Comments:  
 Katie Barron was in attendance, considering applying to be on the Board; she is the 

mother of an infant in the Ladybug room and has been affiliated with EC3 since last 
summer. Board members introduced themselves all around. 

 There were no other public comments. 

Directors’ Report 
 The Director’s Report is attached to these minutes. 
 Betsy and Marney presented the Program Update portion of the report; Lis presented the 

Finance & Facilities Update and Development & Marketing Update portions of the 
report. 

 Lauren inquired about the Great Start to Quality rating requirements, whether the 24 
training hours has to be completed in the calendar year; Marney responded that they seem 
to be counting them based on a center’s assessment year. 

 There were no other questions or comments. 

Committee Reports: 

Executive Committee 

 The Executive Committee Report is attached to these minutes. 
 Matt presented the committee’s report. 
 There was brief discussion about the Secretarial duties (minute-taking, record-keeping) 

being taken on by the Executive Director in order to remove that burden from any Board 
member who might consider taking on the Secretary position. Lis said it was a logical 
move, since records should be kept by someone with regular EC3 affiliation, and the 
Board would benefit from continuity in minute-taking. There was general consensus that 
if the Executive Director could reasonably add it to her duties, it was a good idea. The 
Board Secretary would still be responsible for reviewing the minutes once the Executive 
Director has prepared them, and for sending them to the full Board for approval. No vote 
was necessary because the change is a management operation. 

 Matt reviewed the current list of Board member terms and asked that anyone who wants 
to leave the Board when his/her term ends let him know in advance. 



	

 Marney’s term officially ended after December 2013, but she volunteered to remain 
on the Board through August 2014. 

 Kerry’s term officially ends after April 2014, but she volunteered to remain on the 
Board for another term. Her new term will end after April 2016. 

 
 Lis has updated the Board Member Documents Binders, which are used primarily to 

familiarize new Board members with EC3’s governing body. New binder will be 
delivered to Kerry, Lisa, and Matt, who do not have binders. 

Program Committee 

 The Program Committee did not meet in March. 

Finance & Facilities Committee 

 The Finance & Facilities Committee Report is attached to these minutes. 
 Steve presented the committee’s report. 
 There were no questions or comments. 

Development & Marketing Committee 

 The Development & Marketing Committee Report is attached to these minutes. 
 Kerry delivered the committee’s report. 
 Kerry encouraged Board members to support the silent auction by requesting gift 

certificates from places they enjoy; she also said that Board members would be asked to 
help “build” gift packages by seeking donations of items to embellish a particular gift. 

 Matt inquired why each Board member is required to donate two bottles of wine for the 
auction when, in years past, it has only been one. Lis recognized this as an error, but she 
encouraged Board members to provide two bottles each anyway so that the extras might 
be used to embellish other silent auction gifts as needed (e.g., one could be included in 
the “love flight” item donated by GrandAir Aviation). 

 Lis offered options for EC3 staff members to give services (i.e., babysitting, gardening, 
preparing lunch for their EC3 student, etc.) as silent auction items. She encouraged Board 
members to consider donating this way as well. 

 Lis will send an e-mail message to enrolled families next week, introducing the auction 
and providing answers to frequently-asked questions. The message will include links to 
the auction information on EC3’s website and will provide numerous methods of support 
that families can employ. 

 Lisa asked what kind of assistance would be needed the day of the auction, or in the days 
prior. Lis will prepare the task list as soon as the timing of logistics is finalized. 

 Kerry reviewed the promotion plan, which will make use of essays from “auction 
veteran” families as well as numerous social media efforts. Promotion begins in earnest 
next week. 



	

Old Business 
 There was no old business to discuss. 

New Business 
 There was no new business to discuss. 

Announcements 
 Matt announced that Lina Chapman had resigned from the Board, effective immediately, 

because her family is leaving EC3 to become involved with a child care facility/home 
closer to her home. Lis noted that Lina volunteered to keep her commitment to re-paint 
the “stop” signs in EC3’s parking lot once the snow was gone. 

Closed Session 
 There was no closed session. 

Adjourn: 7:18 p.m. 
 

Addendum 
 These minutes were approved by e-mail vote on 3/20/14. 
 EC3’s IRS Form 990 was reviewed by Board members on 3/26/14 and was approved by 

e-mail vote on 3/27/14. 



 

DIRECTORS’ REPORT: MARCH 2014 

Program Update 

 Tours: There have been eight tours given since the last board meeting. Two of them resulted 

in an enrollment. We currently have only one full-time opening in the whole center.  

 New staff: After over 15 interviews, we have hired a new Bee teacher—Katie England has a 

Bachelor’s degree in Family and Child Development from Liberty University in Lynchburg, 

Virginia. She has experience working with at-risk children at Youth Haven Ranch near 

Jackson, plus early childhood teaching experience. She began working Monday, March 17, 

2014. We additionally hope to hire several support staffers out of the interview pool. 

 Summer Camp: Angie Mendenhall has developed the themes, field trips, and in-school visits 

for the summer camp program. With support from Marney, she is in the process of 

confirming dates and times, and filling in the lesson plan gaps; Betsy will use Angie’s 

counsel in getting staff hired for the summer. Registration packets are being created and 

should be ready to distribute by the end of the month.  

 Great Start to Quality Update: Recently we reported that the Great Start to Quality validation 

gave us a 3-star rating. We didn't believe this was an accurate assessment, and our colleagues 

at the Office for Young Children agreed. They went to bat for us and submitted an appeal, 

which was accepted on Friday, March 14
th

; this puts us at a 4-star.  

 Next steps: Because we are a NAEYC center, we can elect to be evaluated on an 

“alternate path” that allows us to forego the PQA verification visit and stay at a 4-star. IF 

we were given the 5-star that we self-assessed, we would need to have the PQA 

verification visit in order to keep it. But we have decided to stay at a 4-star for now and 

NOT have the PQA visit this year so we can work on the two things that will guarantee 

us a 5-star: 

 More lead teaching staff need to complete their CDAs and/or Associates Degrees 

 ALL staff need to complete 24 hours of training annually 

 

Since we’re not doing the PQA verification visit this year, we have time to accomplish both 

those things. Betsy and Marney will continue to refine our knowledge of the PQA in the 

classrooms and out. 

Finance & Facilities Update 

 The financial audit report is complete and will be distributed next week. The IRS Form 990 

will also be ready for final review next week. 

 We had the building assessed for lead paint and lead dust, as required by new licensing rules. 

We should get the report back in the next couple weeks, but the assessor said that his initial 

tests were coming in under the acceptable thresholds.  

 Painting: The Bee room was painted in early March. A schedule was developed to focus on 

one or two classrooms per month, starting with those that need it most or have safety issues. 

A parent volunteer letter has been developed to encourage participation on these work 

weekends. 



 

Development & Marketing Update 

 All efforts are currently focused on the auction; see the Development & Marketing 

Committee report. 



	

Executive Committee Meeting Report 

March 4, 2014 
Present: Lauren Gewirtz, Lisa Parker, Matt Resch, Lis Weston 

Absent:  

1. Board Secretary position 

a. Lis will assume secretarial duties until a Board member is assigned to the 
position. 

b. Once a new Secretary is named, the standard duties will be permanently shifted to 
the Executive Director so the Secretary will function as reviewer and distributor 
only (similar to how the Treasurer reviews the financial statements prepared by 
the E.D.). 

2. Review of current Board members/schedule of vacancies: 

 
Begin  End  Ofc‐Begin Ofc‐End Name 

Oct‐12  Sep‐14  Oct‐13 Sep‐14 Lisa  Parker 

Dec‐12  Nov‐14  Oct‐13 Sep‐14 Lauren  Gewirtz 

Oct‐13 Sep‐14 Matt  Resch 

Jan‐12  Dec‐13  Marney  Turner 

May‐12  Apr‐14  Kerry  Roberts 

Oct‐13  Sep‐15  Bryan  Van Dorn 

Oct‐13  Sep‐15  Lina  Chapman 

Oct‐13  Sep‐15  Megan  Groen 

Oct‐13  Sep‐15  Stephanie Winslow 

Mar‐14  Feb‐16  Stephen  Purchase 

 

3. Review of Board Member Handbook for possible updates: Lis will draft revisions of the 
following sections for review at April’s ExCom meeting. 

a. EC3 Operational Plan 

b. Committee descriptions 



	

Finance & Facilities Committee Meeting Report 

March 10, 2014 
Present: Lina Chapman, Stephen Purchase, Lis Weston 

Absent: Lisa Parker 

Summary of Financial Position for February 2014 
 Income Statement: Negligible net revenue, good trends 
 Tuition YTD only 8% less than budgeted (compared to 10% last month) 
 Total expenses YTD 4% less than budgeted (compared to 3% last month) 
 Discussion about merchant services (credit card) fees, which average $1,200 per month; 

consider future change in policy to offer discounted rate to those who pay cash? Lis will 
include a question about it in an upcoming parent survey. 

 Balance Sheet: 
 Current ratio: 0.85 (equivalent to last month) 
 We were able to make payroll liability reserve payments for one of two payrolls 

 Statement of Cash Flows: 
 Negative cash flow from operations: compensating for January’s larger imbalance (due to 

three payroll periods) 

Other Finance Matters 
 Enrollment is still expected to be 88% this month, 89% in April, and 90% in May. June 

enrollment is forecast for 92% not including summer camp, but there may be some 
withdrawals for the summer. 

 Audit report: good 
 Insurance payments will now be recognized as a prepaid expense, which is an asset; this 

will help to improve our current ratio but is otherwise a simple accounting technique. 

 Stephen offered to review EC3’s mortgage documents to identify opportunities for a reduced 
interest rate at or before the renewal in 2016. 

Facility Matters 
 We are planning a schedule to repaint most rooms in the building, focusing on one room or 

section per month in order to get parent participation. Once the schedule is finalized, the 
Board will receive it so they can plan to participate. 

 We paid to move snow in the parking lot in order to recover several parking spots. We are 
over our budget for snow removal this year, but not significantly. 

 Discussion about parking lot congestion: 
 Plans for reconfiguring and expanding the parking lot were investigated roughly six years 

ago, but they were scratched because of prohibitive expense and the desire to keep the 
current amount of green space available to EC3 families as well as the neighborhood. 

 This summer Lis will consult with EC3’s asphalt/striping vendor about possibly 
redrawing lines to maximize parking spaces. 



	

 Lina volunteered to repaint the parking lot “stop” signs once the weather gets nicer; Lis will 
provide specifics on what they should say (caution, stop, etc.). 



Feb 14 Budget Oct '13 - Feb 14 YTD Budget Annual Budget

Ordinary Income/Expense
Income

Donations 797.84 2,083.33 3,881.65 10,416.67 25,000.00
Fundraising Income 3,642.00 7,083.33 70,030.11 35,416.67 85,000.00
Interest 2.55 1.25 7.44 6.25 15.00
Other Income 231.00 266.67 919.08 1,333.33 3,200.00
Tuition and Fees 88,508.13 92,509.75 422,595.69 462,548.75 1,155,477.00

Total Income 93,181.52 101,944.33 497,433.97 509,721.67 1,268,692.00

Expense
Banking 1,519.04 1,125.00 7,540.48 5,625.00 13,500.00
Cleaning 1,249.24 1,250.00 2,051.43 6,250.00 15,000.00
Depreciation Expense 2,075.00 2,075.00 10,375.00 10,375.00 24,900.00
Fundraising Expense 148.57 500.00 697.49 2,500.00 6,000.00
Information Technology 475.96 833.33 4,733.45 4,166.67 10,000.00
Insurance 1,425.94 1,250.00 5,364.98 6,250.00 15,000.00
Marketing and Advertising 19.95 500.00 1,037.12 2,500.00 6,000.00
Medical Insurance Premiums 5,356.48 5,894.58 24,825.69 29,472.92 70,735.00
Occupancy 1,727.32 1,583.33 8,592.34 7,916.67 19,000.00
Office Supplies 627.36 625.00 3,780.74 3,125.00 7,500.00
Payroll Expenses 306.50 300.00 2,023.20 1,500.00 3,600.00
Payroll Taxes 7,895.76 7,543.75 35,685.77 37,718.75 90,525.00
Professional Fees 0.00 500.00 -6.00 2,500.00 6,000.00
Program Equipment and Supplies 2,013.40 3,166.67 12,734.84 15,833.33 38,000.00
Program Food 1,959.47 2,500.00 10,277.10 12,500.00 30,000.00
Property Maintenance & Repair 2,299.00 2,083.33 11,596.05 10,416.67 25,000.00
PTO Expense 1,027.09 1,000.00 3,864.27 5,000.00 12,000.00
Reconciliation Discrepancies -3.32 0.00 -54.44 0.00 0.00
Regulatory Fees and Expenses 0.00 41.67 60.00 208.33 500.00
Staff Development 547.00 627.50 6,578.90 3,137.50 7,530.00
Uncategorized Expenses 0.00 0.00 0.00 0.00 0.00
Utilities 4,829.45 3,333.33 20,182.37 16,666.67 40,000.00
Wages - Directors 11,786.05 10,666.67 60,598.23 53,333.33 128,000.00
Wages - Teachers and Support 45,890.34 52,083.33 245,990.62 260,416.67 625,000.00

Total Expense 93,175.60 99,482.49 478,529.63 497,412.51 1,193,790.00

Net Ordinary Income 5.92 2,461.84 18,904.34 12,309.16 74,902.00

Net Income 5.92 2,461.84 18,904.34 12,309.16 74,902.00

9:52 AM Educational Child Care Center

03/10/14 Profit & Loss Budget Performance
Accrual Basis February 2014
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Feb 28, 14

ASSETS
Current Assets

Checking/Savings
BBC Funds Savings 82,366.82
Checking 1,496.72
Payroll Liabilities Checking 600.69
Payroll Liabilities Savings 1,578.19
Petty Cash 54.85

Total Checking/Savings 86,097.27

Accounts Receivable
Accounts Receivable -4,137.64

Total Accounts Receivable -4,137.64

Other Current Assets
*Undeposited Funds -75.00
Accounts Receivable - Auditors 18,279.81
Allowance for Doubtful Accounts -2,140.62
Payroll Service Customer Asset -0.03

Total Other Current Assets 16,064.16

Total Current Assets 98,023.79

Fixed Assets
Acc. Dep. - Bldg. Improvements 29,431.77
Accumulated Depr-Furniture -80,576.66
Accumulated Depr - Building -61,039.05
Building and Grounds 341,021.60
Building Improvements 5,845.00
Furniture and Equipment 171,152.33

Total Fixed Assets 405,834.99

TOTAL ASSETS 503,858.78

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Accounts Payable

Accounts Payable 18,408.57

Total Accounts Payable 18,408.57

Credit Cards
Home Depot 13.61
Line of Credit 47,501.82
Staples 179.54

Total Credit Cards 47,694.97

Other Current Liabilities
Accounts Payable - Auditors -38.98
Accrued PTO 10,848.89
Deferred Revenue 17,903.28
Direct Deposit Liabilities -521.15
Payment -575.11
Payroll Liabilities 21,282.10
Tuition Refund 941.00

Total Other Current Liabilities 49,840.03

Total Current Liabilities 115,943.57

Long Term Liabilities
Building Mortgage 266,403.96
DHS Liability 2,894.42
Lighting Equipment Lease 9,985.80

Total Long Term Liabilities 279,284.18

Total Liabilities 395,227.75

9:54 AM Educational Child Care Center

03/10/14 Balance Sheet
Accrual Basis As of February 28, 2014
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Feb 28, 14

Equity
Opening Balance Equity 115,905.93
Unrestricted Net Assets -26,179.24
Net Income 18,904.34

Total Equity 108,631.03

TOTAL LIABILITIES & EQUITY 503,858.78

9:54 AM Educational Child Care Center

03/10/14 Balance Sheet
Accrual Basis As of February 28, 2014
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Feb 14

OPERATING ACTIVITIES
Net Income 5.92
Adjustments to reconcile Net Income
to net cash provided by operations:

Payroll Expenses 306.50
Accounts Receivable -3,231.95
Accounts Payable 1,873.32
Home Depot 13.61
Line of Credit 295.67
Staples -43.20
Payroll Liabilities -2,733.36
Payment -500.00

Net cash provided by Operating Activities -4,013.49

INVESTING ACTIVITIES
Acc. Dep. - Bldg. Improvements 16.67
Accumulated Depr-Furniture 1,200.00
Accumulated Depr - Building 858.33

Net cash provided by Investing Activities 2,075.00

FINANCING ACTIVITIES
Building Mortgage -1,052.06
DHS Liability -367.90
Lighting Equipment Lease -283.28

Net cash provided by Financing Activities -1,703.24

Net cash increase for period -3,641.73

Cash at beginning of period 89,664.00

Cash at end of period 86,022.27

10:00 AM Educational Child Care Center

03/10/14 Statement of Cash Flows
February 2014

Page 1



 

Development & Marketing Committee Meeting 
Report 

March 11, 2014 

Present: Meghan Groen, Matt Resch, Kerry Roberts, Lis Weston, Stephanie Winslow 

Absent:  

Auction Planning 

 Lis briefed the committee members on financial sponsorships to date and available contacts 

from previous years’ sponsors. 

 Meghan will pursue a sponsorship from Miller Canfield. 

 Lis will follow up with the other potential sponsors, including some new ones based on 

employers of current parents (BCBSM, Emergent Biosolutions, Message Makers). 

 The committee reviewed the silent auction item list (attached) and brainstormed on additional 

items for the live auction. 

 Members signed up to obtain items where they have connections, and to think of how 

items might be “packaged” to increase their value. 

 Lis will begin making “assignments” for packaging as items come in, so most of that 

work will be done prior to the end of April. 

 Lis will work with Marney to build a “weekend on Mackinac Island” prize to be one of 

the big-ticket items for the live auction. 

 Lis will contact Justin Winslow and Kris Caswell, both of whom have contacts with 

lodging on the island. 

 Marney will check with one of the ferry operations for complimentary services, and 

will check into several other activities that would increase the value of such a prize. 

 All Board members must bring in at least two (2) bottles of wine to be included in the 

annual wine basket that we auction off. 

 The committee reviewed the detailed auction plan (attached) to finalize some details. The 

following matters were decided: 

 The auction will begin at 5:45 p.m. instead of 5:30 (in years past). 

 The silent auction will begin at 7:00 a.m. on the morning of the auction and will close at 

6:15 p.m., prior to the start of the live auction. 

 Food service will begin at 6:00 p.m. to allow time for people to continue bidding on silent 

auction items. 

 Kelly Rossman-McKinney has accepted our invitation to open the live auction with a few 

remarks about EC3’s importance in the community (Matt will provide her with talking 

points). She will set the stage for high-bidding on the EC-Plea. 

 Tickets for the cash raffle will go on sale at the end of March (pending receipt of the 

raffle license) and sales will end on April 23
rd

, the day before the raffle. Winners will be 

drawn before the opening of the live auction, selected and announced by Kelly Rossman-

McKinney during her opening remarks. Winners need not be present to win. 

 The grand prize 30
th

 Birthday Raffle will begin at 5:45 p.m. on the night of the auction, 

selling tickets or tokens for $30 each (limit two tickets per enrolled family). Winner will 



 

be drawn at the close of the live auction, approximately 7:45 p.m., and recipient must be 

present to win. Lis will contact Bob Howe/auctioneer to discuss options for how the 

drawing will be conducted (i.e., heads-or-tails raffle, ticket drawing, etc.). 

 Board members still need to identify at least two $1,000-bidders to “seed” the audience 

and build momentum for the EC-Plea. 

 In order to accomplish these logistics, the gym will be emptied the day before and all 

equipment will be delivered and set up in advance. 

 Review of promotion plan (attached) 

 Redhead Design Studio is developing complimentary flyers that can be distributed and 

displayed around EC3; they will be ready by the end of March. 

 All promotions will feature the 30
th

 birthday logo (below). 

 Beginning the first week of promotion (March 24-28), the “grand prize” will be featured 

heavily (one week’s vacation from tuition). 

 Cubby stories from last year will be used again, to the greatest extent possible. 

 

 



2014 Item Donors

1
2

3
4
5
6
7

8

9

10
11

12

13

14

15

16

17

18

19
20

21
22
23

24
25

26

27

28

29
30
31

32

33

34

35

I Q
Business/Group Item Title
EC3 Board of Directors Wine Basket

GrandAir Aviation Love Flight
GrandAir Aviation Low-Level, 2-G High-Performance River Tour Flight
GrandAir Aviation Lake Michigan Sunset Flight
Saper Galleries Gift Certificate for Framing Services
The Petalist Floral Design Floral Arrangement

Creative Wellness Gift Certificate for Massage
Culver's of Lansing Gift Certificates
Douglas J/Aveda Institute East 
Lansing Stress Relieving Treatment
Eastwood Towne Center $25 Gift Certificate

Fenner Conservancy President's Club Membership

Hawk Hollow 2 Rounds of Golf (18 holes w/cart)

Holistic Butterfly Studio Gift Certificate for 30 min. Massage

Impression 5 Family (4) Admission Passes X 2

Ingham County Parks & Recreation
Annual Parks Parking Pass, McNamara Canoe/Kayak 
Trip @ Burchfield Park, One-hour Pedal Boat Rental

Jessica Yorko, Lansing City Council Lansing Lugnuts Tickets: 4 Tickets, Choose a Day!

Jessica Yorko, Lansing City Council Common Ground Tickets: 2 Tickets, Choose a Day!

Lansing Symphony Orchestra Concert Tickets for 2
Meridian Entertainment Group 2 Common Ground General Admission Passes

MSU Community Music School MSU Community Music School Gift Certificate
Paramount Coffee Gift Box of Coffee
Paramount Coffee Gift Box of Coffee

Potter Park Zoo One Year Family Membership
Preuss Pets Preuss Pets Birthday Party

R.E. Olds Transportation Museum 1-year Family Membership

Riverwalk Theatre 2 $10 Gift Certificates 

Sault Ste. Marie Bridge Authority One Guided Tour of Sault Ste. Marie Bridge

Sea Glass Fine Art 12-inch Fine Art Print
Shipwreck Tours Gift Certificate for 1 adult & 1 child
The Broughan Family Autographed Wilson Basketball

University Club Gift Certificate for Dining

Vitek Family Dentistry Gift basket with teeth whitening kit

Westside YMCA One-month Family Pass

Zap Zone & Gourmet Gifts by Kerry Birthday Party at Zap Zone with Gourmet Cupcakes

3/17/2014, 2:37 PM



 

 

2014 Auction Plan: Celebrating EC3’s 30 Years 

Date: Thursday, April 24, 2014 
Time: 5:45 – 8:00 p.m. 

Location: EC3 Gym 

PROGRAM COMPONENTS ($30K REVENUE GOAL) 

Cash Raffle 
 200 tickets available; three prizes: 

 First prize: $500 cash 
 Second prize: $250 cash 
 Third prize: $100 cash 

 Pricing: $20 each/Two for $30. 
 Sale begins March 24th. 
 Sale ends April 23rd. 
 Winners selected and announced at opening of Live Auction (need not be present to 

win): 6:30 p.m. on April 24th. 

30th Birthday Raffle 
 100 tickets available 
 Prize: “Family Tuition Vacation”—one week free tuition for all children in the winning 

family. 
 Pricing: $30 each 
 Rules: 

 Ticket sales begin at event registration (5:45 p.m. on April 24th). 
 Must be present at drawing to win. 
 Limit two (2) tickets per enrolled family. 
 Prize must be redeemed prior to September 30, 2014 
 If there are multiple children in family, prize must be redeemed in same week. 
 Value equal to prevailing rate for that child’s schedule (e.g., part-time students 

receive credit for part-time rate, full-time students receive credit for full-time rate). 
 Winners selected and announced at close of Live Auction (7:45 p.m. on April 24th). 

“EC-Plea” (formerly known as the Reverse Auction) 
 The “live” program will begin at 6:30 p.m. with a special introduction from Kelly 

Rossman-McKinney, who will comment on EC3’s impact within her family and on the 
greater Lansing community in order to encourage robust donations throughout the rest of 
the evening. (Matt Resch will request Kelly’s participation.) 

 Bob Howe, Auctioneer from Epic Auctions & Estate Sales, will take over the microphone 
and explain how the bidding will proceed for this EC-Plea. 

 Board members will identify and “seed” the audience with at least two $1,000-bidders in 
order to build excitement and momentum. 



 

 

Live Auction 
 Immediately following the EC-Plea, the Auctioneer will launch the live auction. 
 Each classroom creates an “artwork” to be auctioned off to parents bidding against one 

another (Note: Bear room is making three different pieces this year). 
 The Bear room items will be auctioned off first so that parents who are new to EC3 can 

“see how it’s done.” The Ladybug and Bumblebee rooms will follow shortly thereafter. 
 Several “big-ticket,” highly-promoted items will also be sold during the live auction (e.g., 

vacation weekends, Tim-the-Music-Man birthday party, one year of cupcakes/treats each 
month, etc.). 

Silent Auction 
 As silent auction items are collected, promotion of them will begin on EC3’s website and 

social media outlets (no later than mid-March). 
 Beginning Monday, April 21st, one table will be displayed in EC3’s main entrance to 

feature the variety of silent auction offerings in order to provide a preview. Items will be 
rotated daily to feature different things. 

 On the morning of the auction, the silent auction will formally “open” for bids. All items 
will be displayed in the gym on tables aligned against the walls adjacent to the northeast 
corner. 

 Throughout the day, promotional teasers will be sent using social media in order to 
stimulate bidding on silent auction items. 

 The silent auction will close at 6:15 p.m. to allow time to get everything cleared out 
before the beginning of the live auction. 

Other Logistics and Considerations 
 The gym will need to be emptied of items the day before; tables, chairs, and stage should 

be delivered the day before (April 23rd). 
 Checkout should open at 6:45 p.m. to allow for silent auction items to be tallied. 
 A running tally of proceeds from the EC-Plea and the live auction should be provided to 

the Auctioneer; silent auction total should also be announced. 
 Food service should begin at 6:00 p.m. and continue throughout the evening. 



Educational Child Care Center 

2014 Learn. Laugh. Grow. Auction 
 

Pre‐Event Promotion Plan 
 

Week 1 – March 24‐28 

 Monday ‐ EC3 Page Facebook Timeline Cover Updated with teaser post on annual fundraiser 

 Wednesday ‐ Cubby Story Insert 1 & Cubby Story teaser Post on EC3 FB page 

 Friday – EC3 Newsletter Pitch referencing Cubby Story 1 and an ask to Like us on FB with direct link 

 Sunday – FB post with quote from past auction winner and ask for auction sponsorship 

 

 Week 2 – March 31 ‐ April 4 

 Wednesday ‐ Cubby Story Insert 2 & Facebook Sponsor Logo Photo Album created with recognition 

 Friday – EC3 Newsletter Update with teaser of silent/live auction items and sponsor recognition & FB auction 

item teaser post with donor recognition 
 

 Week 3 – April 7‐11 

 Tuesday – Teaser FB Post of great silent/live auction item with thank you recognition to donor 

 Wednesday – Formal Invite to Families with RSVP ask & Facebook Event Created with FB invite sent 

 Friday – EC3 Newsletter Update with teaser of silent/live auction items and ‘where does the money go?’ 

comment 
 

 Week 4 – April 14‐18 

 Tuesday – FB Post quote from past auction item winner 

 Wednesday – Cubby Story Insert 3 & Facebook Sponsor Logo Photo Album Update  

 Friday – EC3 Newsletter Update with teaser of silent/live auction items and ‘where does the money go?’ 

comment 
 

 Week 5 – April 21‐25 

 Monday – Cubby Story Insert 4 & Cubby Story Teaser Post 

 Tuesday – Countdown is On Facebook Post 

 Wednesday – FB Teaser Post and FB Event message asking for last minute RSVP’s  

 Friday – EC3 Newsletter Update with Thank You message, evening highlights and it’s still not too late to donate 

 

Promotion Needs: 

 Cubby Stories  

 Sponsor Logo Images 

 Formal Invite  

 Facebook Posts (can be scheduled) 

 Facebook Event Thumbnail Image 

 Facebook Timeline Cover for EC3 Page 




