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Checklist for Author Visits
Before the Visit
· Send home flyers with students and teachers 4 to 5 days prior to the visit, to save time in the book signing process.

· Announce the visit in your school newsletters, on your website calendar, and place the colorful sign provided in the usual places for reminders.

· Invite all teachers to use the web site teaching resources for classroom activities before and after the author and illustrator visit, which are linked to the standards in eight different areas of curriculum, and feature arts integration. www.monarchpublishers.com
· Please email crystal@monarchpublishers.com  the times that you have selected for presentations during your school day, as far ahead as possible.
Day of the Visit

· Arrange the presentation room so that the audience may have two aisles.
· Check the acoustics in the presentation room.  Media centers often work best.  If the presentation is in a cafeteria or gym, please provide a lapel microphone. 
·  Set up a separate table for the book signing.  The author will personalize each book with the pre-order form completed.  This may be done with or without the students, parents, or teachers present during the signing period.  (Form is attached at the end of this file)
· Please provide Diet Coke, or water for the author during the break times.  Butterflies have a long migratory trip to make during each performance!  The author will arrive at least 30 minutes prior to the first presentation to set up the stage area.
After the Visit

· Orders for additional books may be requested by email to crystal@monarchpublishers.com .   Copies may be personalized if requested.  Shipping charges are $2.50 for the first copy and $1.00 each for each additional copy.  
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