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On-site Auction Checklist 
1. Confirm Auctioneer (date & time) and provide auctioneer’s instructions

2. Original and counterpart contract (checked)

3. Authority to exchange at auction document

4. Reserve letter signed by vendor

5. Any legal correspondence regarding changes to contract
6. Bidding authorities already completed with copies of associated ID

7. Receipt book

8. Reduced deposit clause

9. Bidding cards

10. iPad for registering bidders in AuctionNow
11. Office of Fair Trading Bidders Guide + Cooley Auctions Guide to  Bidding

12. Terms and Conditions of Auction

13. Brochures of property

14. Office brochures or magazines

15. Water for attendees – company   branded
16. Auction flag

17. Auction directional signboard

18. Business cards

19. Sold sticker

20. Gifts for purchaser, seller and opening  bidder

Checked by: Date: 




