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As you manage your auction, you should keep in contact with the registered users.  You can email all of them at once via the Email Registered Users tool in the administration area of your auction set-up screens.
Provided below are several sample email templates for your use.  Please feel free to copy, modify and customize with your auction specific details.
Sample Email Templates

Email #1 – Remind Registered Users to Qualify to Bid

Email #2 – Auction Price and Date Change

Email #3 – Auction Date (only) Change

Email #4 – Reminder – Day before Auction

Email #5 – Reminder – During the Auction

Email #6 – Auction Has Been Postponed (Solicitation of Pre-Auction Offers)
Email #7 – Sold Prior to Auction
Email #8 – Auction Has Been Canceled
Email #9 – Auction Ended with Bidding, but Hidden Reserve Not Met
Email #1 - Remind Registered Users to Qualify to Bid

Subject:  REMINDER - Online Auction of [ADDRESS] - [AUCTION DATE]

Dear Auction Participants,

Thank you for registering for the online auction of [ADDRESS, CITY, STATE].  As a reminder, the auction will be held ONLINE, on [AUCTION DATE], beginning at [START TIME, TIME ZONE], at the following website address: [AUCTION WEBSITE]

If you are interested in BIDDING, there is still time to get a Bidder #.  Simply register, and click on the yellow “GET A BIDDER #” button on the auction website.  You will be asked for proof of funds to cover the $__________ winner’s deposit, which can be done by authorizing a credit card or mailing a check. The winner’s deposit is 100% REFUNDABLE if you are not the winning bidder.

This is an incredible opportunity to purchase a prime [PITCH:  e.g., “BANK-OWNED ____________ at a fraction of replacement value”].  

[IF THERE IS NO HIDDEN RESERVE]  Remember that there are NO HIDDEN RESERVES.  This property will sell to the highest bidder who meets or exceeds the starting bid of $___________ ($___ psf).

[IF THERE IS A HIDDEN RESERVE] If the hidden reserve price is met, the Seller is obligated to sell.  If the reserve price is not met, we will take the highest offer to the Seller and work to get your deal done.

This opportunity will no longer be available after [AUCTION DATE].  Please call me with any questions or to arrange for a tour of the property.

Sincerely,
[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]
Email #2 - Auction Price and Date Change
Subject:  STARTING BID FOR the [ADDRESS] auction has been REDUCED to [STARTING BID]!!!
Dear Auction Participants,

Our client has just given approval for the starting bid of the auction for [ADDRESS] to be reduced to [STARTING BID]. 

[IF THERE IS NO HIDDEN RESERVE]  Remember that there are NO HIDDEN RESERVES.  This property will sell to the highest bidder who meets or exceeds the starting bid of $___________ ($___ psf).

[IF THERE IS A HIDDEN RESERVE] There is now a hidden reserve price.  If this reserve price is met, the seller is obligated to sell.  If the reserve price is not met, we will take the highest offer to our client and work to get a deal done.

[IF AUCTION DATE HAS CHANGED ALSO] To give all participants more time to prepare, the auction date has been moved to [AUCTION DATE], with bids being accepted at [START TIME, TIME ZONE].  Please visit the auction website: [AUCTION WEBSITE] for details.

In order to participate on auction day, please go to the auction website, register, then click on the yellow "GET A BIDDER #" button. You will be asked for a $[WINNER’S DEPOSIT AMOUNT] Deposit, which is FULLY-REFUNDABLE if you are not the highest bidder.

Feel  free to contact us with any questions about the auction or property. We look forward to hearing from you.

Sincerely,

[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]
Email #3 - Auction Date (only) Change

Subject:  Online Auction of [ADDRESS] – [AUCTION DATE]
Dear Auction Participants,

Thank you for your interest in the auction of [ADDRESS].  This auction has been re-scheduled to take place on [AUCTION DATE].  

To obtain a bidder # and place a bid on auction day, please register, then click on the yellow “Get a Bidder #” button on the auction website.  You will be asked for proof of funds to cover the $[WINNER’S DEPOSIT AMOUNT] winner’s deposit, which can be done by simply authorizing a credit card or mailing a check.  The winner’s deposit is 100% REFUNDABLE if you are not the winning bidder.

If you are interested in bidding, please obtain your bidder # prior to the [AUCTION DATE] auction day.  Please visit the auction website: [AUCTION WEBSITE] for details.  Feel free to contact me with any questions.

Sincerely,

[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]

Email #4 - Reminder - Day before Auction

Subject:  REMINDER - Online Auction of [ADDRESS] - TOMORROW!

Dear Auction Participant,

The online auction of [ADDRESS] will take place tomorrow, [DAY - DATE], with bids accepted beginning at [START TIME, TIME ZONE].  Please visit the auction website [AUCTION WEBSITE] for more details about the property and how to place a bid.   
If you are interested in placing a bid, you will be asked to post a Winner's Deposit of $[WINNER’S DEPOSIT AMOUNT] which is FULLY-REFUNDABLE if you are not the winning bidder.  For your convenience, you may use a credit card -- in which case the deposit will be held, but not charged, on your card.  

 

Originally offered at $[ORIGINAL ASKING PRICE ($PSF)], we have been authorized to start the bidding at $[STARTING BID ($PSF)].  This is a unique opportunity to acquire via auction a [PITCH:  e.g., “BANK-OWNED ____________ at a fraction of replacement value”].
 [IF THERE IS NO HIDDEN RESERVE]  Remember that there are NO HIDDEN RESERVES.  This property will sell to the highest bidder who meets or exceeds the starting bid of $___________ ($___ psf).

[IF THERE IS A HIDDEN RESERVE] When the reserve price is met, the Seller will be obligated to sell.  In the event the reserve price is not met, we will work EXCLUSIVELY with the high bidder, seller and seller's lender to finalize the transaction.

 We encourage those of you who have submitted pre-auction offers, as well as anyone else with an interest in this property, to participate in the bidding process tomorrow.  This opportunity will no longer be available after tomorrow.

Please feel free to contact me with any questions.  

 

Sincerely,
[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]
Email #5 - Reminder - During the Auction
Subject:  Online Auction of [ADDRESS] – LESS THAN [XX] HOURS LEFT TO BID!!!

Dear Auction Participants,

The online auction of [ADDRESS]  is currently accepting bids and is scheduled to end at [END TIME, TIME ZONE].  Please visit the auction site for details:  [AUCTION WEBSITE].

The current bid is only [CURRENT BID].  This is your opportunity to purchase this [PITCH:  e.g., “BANK-OWNED ____________ at a fraction of replacement value”].  This opportunity will no longer be available after [END TIME]. 

It is not too late to qualify to bid.   Please call me if you are interested in participating.

Thank you,
[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]
Email #6 - Auction Has Been Postponed (Solicitation of Pre-Auction Offers)
Subject:  Online Auction of [ADDRESS] – POSTPONED
Dear Auction Participants,

Thank you for your interest in the auction of [ADDRESS].  The interest level for this property has been strong and the Seller has authorized a pre-auction sale of the property.  Therefore, this auction has been postponed to allow us time to negotiate with all interested parties.  If you are interested in submitting an offer, please submit your highest and best offer by 5:00pm [CST] [Friday, March ____].  All offers must be in writing, and include a [$5,000] non-refundable deposit and acknowledgement that buyer will be responsible for the [2.25%] auction buyer's premium fee.  Please contact us with any questions.    

Sincerely,

[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]

Email #7 – Sold Prior to Auction

Subject:  Online Auction of [ADDRESS] - SOLD PRIOR TO AUCTION

All:

Thank you for your interest in the online auction of [ADDRESS] .  The seller has received and accepted a pre-auction offer.  Therefore, the auction which was originally scheduled for [AUCTION DATE], has been canceled.

Please contact me if you would like to submit a back-up offer.

Again, we appreciate your interest and look forward to working with you in the future.

Regards,

[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]

Email #8 – Auction Has Been Canceled
Subject:  Online Auction of [ADDRESS] - CANCELED
All:

Thank you for your interest in the online auction of [ADDRESS] .  The auction which was originally scheduled for [AUCTION DATE], has been canceled.

Again, we appreciate your interest and look forward to working with you in the future.  Please contact us with any questions.

Regards,

[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]

Email #9 – Auction Ended with Bidding, but Hidden Reserve Not Met
Subject:  Online Auction of [ADDRESS] - POST AUCTION SALE

Dear [ADDRESS] Auction Participants,

On behalf of the owner we'd like to thank each of you for "showing up" at the online auction held yesterday.  As you probably noticed the high bid of [$ Highest Bid] did not quite meet the seller's reserve. Currently we are dealing exclusively with the high bidder and trying to get a deal done with the seller. 

If for some reason we cannot come to terms, we will be back in touch soliciting your highest and best offer in hopes we can finalize a deal and get this property sold!


Thank You, 
[BROKER NAME]
[BROKER COMPANY]
[BROKER EMAIL]
[BROKER PHONE #]

