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Checklist for an Author Visit
Prior to the Week of the Visit
· Please call 964-979-8554 or email crystal@monarchpublishers.com to discuss presentation options and to set the presentation schedule as far ahead as possible.

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

· Encourage all teachers to use the web site teaching resources for classroom activities before and after the author visit www.monarchpublishers.com.
The Week of the Visit

· Send home flyers with students and teachers 4 to 5 days prior to the visit.  Feel free to use the enclosed flyer or access it on the www.monarchpublishers.com website, or to create your own.

Day of the Visit

· Please identify someone who can help set up the stage area. The author will arrive at least 30 minutes prior to the first presentation.
· 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. 

·  Please provide a portable CD player near the stage.
· Arrange the presentation room so that the audience may have two aisles.
·  Set up a separate table for the book signing.  
· Please arrange for someone to take a few photographs of the children interacting with the author during the performance.  Immediately following the visit, please email to crystal@monarchpublishers.com so the students may enjoy seeing photos of their school on the web site after the visit.

· Please provide Diet Coke or water for the author during the break times.  It’s a long way to fly.
After the Visit

· Orders for additional books may be requested by emailing crystal@monarchpublishers.com.  Shipping charges are $2.50 for the first copy and $1.00 each for each additional copy.  
· Please visit www.monarchpublishers.com to view pictures from the author visit and to find many more wonderful ways to learn about the monarch butterfly.
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