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Simple Steps to a Successful Author Visit

1.  First Things First

· Key ingredients to planning a successful author visit:  

Who, What, Where, When, How, and WHY

· This session is about HOW and we need to consider some of the other key points:

· Decide what you want to do, when you want to do it and with whom you want to do it

· What?  author visit with a reading and book signing? a panel discussion? a festival?  

· When?  evening, afternoon, weekend, fall, spring

does it conflict with another event in your community?

are you able to share transportation costs with another library or organization that is also hosting the author?  

· Where?  appropriate venue is crucial; consider size, acoustics, accessibility

· Who?  sometimes the first question that is answered. 

· a FOF (Friend of a Friend) has a contact, a resident has just published a book, publisher might be looking to get some exposure for a new author

· Never lose sight of the WHY?

· The answer will be different for different libraries and different events.

· Answering WHY helps you define success.  You will likely need to justify the expense and staff time.  

· Do you want to promote the collection or an aspect of the collection?  

· Raise the profile of the library?   

· Raise funds?  

· Strengthen the link between libraries and literacy, especially in the case of children’s authors?  

· Is it speaking to the tradition of libraries and the joy of reading and libraries and the printed word?

· If you can articulate WHY and prove that your measurements are achieving your goals, you will be in the position to promote the library through author visits.

2.  Marshal your forces

· Who will be involved in the planning and execution of the event?

· Co-sponsored or co-presented programs can work very well:

· allow the library to tap into the co-sponsors membership base & contacts

· increases funding opportunities

· decrease the library’s workload

· advocacy for the library

· offers a ready-made audience  

· Potential co-sponsors:  

· local arts organizations (galleries, writers groups, etc.)

· local archives or historical society

· seniors centre

· youth centre

· school board

· local college or university, etc. 

· Committee structure:

· simple & small

· strong chair

· well-defined roles (terms of reference)

· timelines/charts/schedules to keep everyone on track
Notes:

3. Early Planning: A Checklist for Organizing the Event

· As we’ve already noted, the basic formula for a reading is really quite simple. You need one or more authors, an audience, a bookseller and a venue. That said, depending on the format, size and scope of your event you need to be aware of every possible requirement. 
· A critical path is necessary, not just for you, but for everyone on your—hopefully small—committee. Every committee person should be aware of who does what and by what deadline. If you have answered your questions from section 1. about what kind of event you want to have and what you want to accomplish you should be well on your way.  

· Use the following checklist to determine what elements you need to be aware of in the planning of your critical path:

· Date: does it conflict with other community/library events?

· Venue: on site or off? Does the venue contain all the furniture needs? Chairs, podium, tables. Is it accessible? Does it need decoration? Etc.

· Author: travel, accommodation and other needs. (This will be discussed at length in section 8.)

· Bookseller: where will they set up? Signings? Etc.

· Audio/Visual: do you need a microphone? Speakers? Etc.

· Tickets: is your event free or is there a ticket cost? Printing tickets? Who will sell the tickets?

· Refreshments: are you serving any? Liquor licenses? Etc.

· Promotional material: bookmarks, posters and programs. Who will design, print, distribute this material? Who will advertise? Etc. (This will be discussed at length in section 5.)

· Washrooms: are there enough to accommodate your numbers?

· Format: does the specific format of your event come with additional requirements? 

· Budget: can you afford all that you envision? 

· It bears repeating that smaller committees are more manageable and tend to be more effective. Have regular meetings and avoid email. 

· Continually remind yourself and your committee of why you are having the event. And above all, always be prepared for disaster.

4. Funding, Sponsorship and Support

· First and foremost, every respectable event that uses a writer’s time must compensate that writer for their time, regardless of whether you are attempting to fundraise or not. You must pay writers and while even a small honorarium is appreciated, the amount should preferably be the $250 payment that is suggested by the Canada Council.

· Be sure to investigate all government grants and support that may be available from municipal, provincial and federal sources. The Canada Council has a literary readings/literary festival grant program that is available to public libraries. For more info: www.canadacouncil.com The Ontario Arts Council also has funding available but it is not specifically available to libraries but can be accessed after a year of demonstrated success if you are partnered with another non-profit group: www.arts.on.ca Finally, the Trillium Foundation has just announced a $2 million grant program for small libraries: www.trilliumfoundation.org 

· Decide what it is that you need for your event and pinpoint potential sponsors and/or supporters before taking any active steps. Are your authors coming from out of town? Do you need transportation for them? Are they staying overnight? Where are they going to sleep? Will you be serving refreshments? These are just some of the questions to ask yourself before starting your campaign for support.

· Sponsorship and local support can vary widely, especially with respect to cities versus smaller communities. Be sure to tailor your funding/sponsorship requests according to the size and scope of your planned event, and the community you are working within. Regardless of your approach, follow up with a document in writing outlining what was discussed, the support agreed upon and your responsibilities in return for that support. (Please see the example attached).

· Don’t be afraid to ask! Take advantage of any community contacts, or support you may have whether from a bank or a local restaurant. Be sure to promote small/local business wherever possible, their return support will surprise you.

· Don’t be discouraged when you do hear the word no. And, by all means, if you are not comfortable with making the “ask” in the first place, find someone who is.

· Be sure not to forget about your responsibilities after the event is over. Every volunteer, funder, sponsor or in-kind supporter should receive a formal letter of thank-you that includes, where appropriate, copies of any promotional material that mentions them by name or logo. 

Notes:

5.  Promotion & Publicity

· In-house flyers and posters.

· Use take-away items like bookmarks and postcards.

· Check with publishers for promotional materials.

· For a festival or an annual event, professional design work may be warranted.

· Use your website or invest in a separate website with a link from your homepage.

· Use electronic newsletters and email announcements for interested individuals.

· Make your media contacts early and follow-up close to the date.  

· Seek out your audience.  

· Use your Circulation staff (often the only point of contact for many patrons).

· Proofread.  Then proofread again.  And then again.  And just to be sure:  do it again.

6.  A Few Considerations for Children’s Events:

· Make contacts with your local teacher-librarians.  They will help spread the word.

· Inviting a class or 2 for a daytime reading (guaranteed audience).

· Consider expanding the event beyond a traditional author reading.

· Use book displays with featured authors to promote the program (works for adult programs as well).  

· Juice and cookies will buy you a lot of goodwill.

· Media often more willing to cover a children’s event.

Notes:
7. Event Format

· For your first event, start small and very simple. If it is successful you can grow the event for subsequent years. The following formats are tried and true:

· A single author (or, at most 2) reading for 30 minutes followed by questions from the audience.

· Multiple authors reading for 20 minutes each in sets of two followed by questions from the audience.

· A single author reading for 30 minutes followed by a formal interview conducted by a well-known community member, (or the interview followed by reading).

· Multiple authors (at most 4) reading for 15 minutes each followed by a formal panel discussion moderated by a well-known community member or fifth author. 

· Always remember your audience’s comfort. An audience that is seated in a formal theatre or auditorium on upholstered seats has a much longer attention span than an audience sitting on plastic chairs in a local gymnasium or rented hall. You can, of course, have a longer program, but you are allowed to break it up with an intermission, encourage your audience to mingle, refresh drinks (if being served) and talk to the authors.

· Regardless that you are a library putting on the event, every reading that has a published author reading MUST have a bookseller on hand with not only their most recent work, but preferably all of their available titles for sale. Do not try to do the bookselling yourself, it is a major hassle and most small booksellers will be more than happy to oblige.

· The bookseller table should be predominantly located, preferably just by the entry/exit so that audience members have to pass the table on their way in to the event, and again, on the way out. You would be amazed at the difference placement alone can make to book sales.

· Be aware that different formats will require different staffing and that the length and time of your event should determine whether refreshments are available.

Notes:

8. How to be an Author Wrangler

· A welcome first impression is the most important element to success. It is invaluable to greet well, to thank well and to follow up, especially since it is almost impossible to undo a bad first impression.

· From the moment an author agrees to participate in your event it needs to be made clear exactly what you expect of them and when. They should know precisely what time to be where, for how long they are expected to read, whether there is anything else that is expected from their performance (interview, panel discussion, etc.) 

· If you are having more than one author to your event, you should apprise each of your writers of who they will be appearing with once your line-up is confirmed. 

· It is not overkill to provide an author with a timeline, no matter how simple and straightforward it may seem to you. A timeline is always reassuring, especially if the program is disjointed, runs for an entire day, or is particularly complicated for any reason. (See the sample author letter attached)

· Never assume anything and don’t be afraid to ask what they need. Don’t assume that they know where the venue is or that they have had dinner. Make sure that they are comfortable at all times, offer to bring them refreshments etc. Designate an office or other space as a “green room,” somewhere that the author(s) can store their things or find a little privacy if they feel the need to prepare for their reading.

· Do your research about the author, or better, be sure to have read their most recent work so that you can comment on how wonderful it was. If you have connections to anyone else who may have hosted the author at an event try to find out how they were and if there are any warnings. Be sure that you know if anyone else that the author deals with—from agent to spouse—needs to be included on your correspondence.

· If possible, provide the author(s) with souvenirs of your event, a t-shirt, book-bag, or pen can be a reminder of a successful event. Some kind of parting gift is also a very professional way to package their payment. 

· Watch how you plan your book signings, especially if you have more than one author attending your event. There is nothing worse than to have a mile long line-up for one author while the other is left twiddling their thumbs. Consider just having one author at a time signing books, or, if time is restricted and you need to have multiple authors signing at once, make sure that you have someone to make small talk with any author who might be looking a little neglected. Or be even more casual, allow time for mingling after the event and let your audience know that they can feel free to approach the authors individually for signings. 

· Make sure your doors are always open to an author’s needs before and during your event, and be sure to follow-up. Send your author(s) a letter of thanks. Consider including a questionnaire so that you can see how you fared and make adjustments for future events. Also remember that authors are a great source of contacts for other authors. Always ask if they have anyone they would like to suggest/recommend for the future.

Thursday, May 01, 2008
Dear, 

We are currently planning our 5th Anniversary Event – our fifth celebration of Canadian literary talent and our fifth opportunity to provide Durham residents, and visitors, access to exceptional writers and their stories. We are asking Scholastic Canada to consider a donation in support of Durham Region's fastest growing cultural event.  Words in Whitby is a showcase of Canadian literary talent held each April in the heart of Durham and has presented such Canadian literary giants as Pierre Berton (The Last Spike), who graciously accepted the role of Honorary Patron of the event, David Adams Richards (Mercy Among the Children) and Wayne Johnston (Navigator of New York).  And, last year, we added a children’s literature series, designed to promote and generate excitement about reading. Our children’s series was met with great enthusiasm and we are thrilled to go forward with this again this year.

Words in Whitby is a not-for-profit, volunteer-run event, jointly sponsored by the Whitby Public Library and the Writers’ Circle of Durham Region. Our 5th Anniversary event will be held April 2 to 4, 2004 at the newly renovated Centennial Building in downtown Whitby and features a gala luncheon on Saturday afternoon. 

Our fundraising goal for Words in Whitby 2004 is $25,000, and $5,000 of that is earmarked for our children’s series. We cannot reach this goal alone and invite you to be part of the excitement. Enclosed is an outline of our sponsorship program, detailing the various levels of sponsorship participation available, and the recognition you will receive in appreciation of your generous donation.  We hope you will take part in the fastest-growing cultural event in Durham Region.

Sincerely,

Nora Landry, Deb Rankine and Kim Carson,   Fundraising Committee Words in Whitby 2004

SAMPLE AUTHOR LETTER

Dear writer,

Thank you so much for agreeing to participate in our “Anytown Public Library Reading Program.” 

The event will take place at the Anytown Public Library from 7-9:30 pm on Monday, January 26, 2004. I’d like to invite you to join us for a casual dinner at the library at 6 pm. Please let me know if you wish us to arrange for transportation.

Our format was so successful last year that we are endeavouring to duplicate it this year with the emphasis on fun and informality. There will be an opportunity for each of the 4 authors to speak for 10 minutes at the beginning of the programme. This could include reading from a published work, or a work in progress. We will have a brief intermission before moving on to a panel discussion moderated by Jim Known-Around-Town, the editor of our local newspaper the Anytown Crier. The questions will be supplied before the event and any suggestions are welcome. Our moderator will help us to keep on schedule and direct the questions. Finally, there will be some time allotted for audience questions. Books will be available for sale and signing from our local bookseller, Anytown Books, during the break and at the end of the evening. A formal timeline is attached.

Could you please forward us any publicity material you may have, including a picture, for our promotional material. We have already arranged for media coverage in our local newspaper and radio station. 

Tickets will again be $10.00 for the public. Please let me know if you will be accompanied by anyone and I will be happy to arrange for a complimentary ticket. 

My sincere thanks once again for agreeing to participate in this event. I look forward to meeting you in person. 

All the best,

Anne Organizer

SAMPLE EVENT TIMELINE

Anytown Public Library Reading Series featuring

Sarah Writer, John Writer, Joe Writer and Jane Writer

Monday, January 26, 2004

6:00 pm: Gather at Anytown Public Library

6-6:45 pm: Casual meal in the staff room (we have lockers and closets available for any personal belongings)

6:45 pm: Proceed downstairs to Anytown Public Library hall

6:45-7:15 pm: Mingling while audience arrives and is seated. Refreshments available. 

7:15-7:20 pm: Moderator and host, Jim Known-Around-Town will welcome audience and introduce readers

7:20-7:30 pm: Reading by Sarah Writer

7:30-7:40 pm: Reading by John Writer

7:40-7:50 pm: Reading by Joe Writer

7:50-8:00 pm: Reading by Jane Writer

8-8:15 pm: Intermission and mingling. Books available for sale. Refreshments 

8:15-8:45 pm: Panel discussion moderated by Jim Known-Around-Town

8:45-9 pm: Audience questions

9-9:30 pm: Mingling. Books available for sale and signing. Refreshments 

Words in Whitby: A celebration of authors      www.wordsinwhitby.ca 

Pierre Berton







             Whitby Public Library
Honourary Patron








            www.whitbylibrary.on.ca

tc \l1 "Honourary PatronWords in Whitby 2003




           The Writers’ Circle of Durham Region











      
         www.wcdr.orgtc \l2 "Words in Whitby 2003
January 5, 2004

Dear ,

The volunteer organizers of Words in Whitby 2004 are delighted that you will be joining our annual celebration of authors. We trust that 8:00 p.m. on Friday, April 2 is a suitable time.

I have enclosed an information package, including some promotional material from last year’s event to give you an idea of what to expect. CBC broadcaster and writer, Ted Barris, is once more hosting the interview portion of your appearance. Ted’s warm and comfortable style is always appreciated by our guest authors.

This year, the series will be held in a recently renovated historic courthouse, Whitby’s Centennial Building, 416 Centre Street South. A brochure on the courthouse is included in your package. 

Words in Whitby is a celebration of the passion of Canadian writers and the effect they have on their readers. Indeed, many in our audience are writers from Durham Region and area, and are especially keen to hear of our guests’ personal experiences with the process of writing. 

We celebrate our 5th anniversary in 2004; since its modest beginnings, our series has become one of the top events in Durham Region. We have hosted an amazing range of authors writing in Canada today. Past guests include David Adams Richards, Sandra Birdsell, Pierre Berton, Dave Broadfoot, Joan Barfoot, Wayne Johnston, Kelley Armstrong, Rabindranath Maharaj and Peter Robinson, among many others. Last year, we held our first children's author session, and Richard Scrimger and Claire Mackay were our guests.

Words in Whitby is a volunteer-run event, organized by the Whitby Public Library and The Writers' Circle of Durham Region. Our honorarium is $250, and we have a budget for travel expenses, including one overnight stay in a B & B or area hotel, as outlined in our enclosed confirmation form. Books sales are coordinated by Blue Heron Books from Uxbridge.
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A confirmation form is enclosed for your review. Please complete and return it either by fax, or by return mail as soon as possible. We are especially keen to receive from you any promotional material, such as your most recent bio and photographs that we can post on our web site or send with our press releases.

You are most welcome to attend the opening night reception on Friday as well as our gala luncheon on Saturday, along with any of the other reading sessions. We just need to know you are coming to make sure we have tickets available for you and a guest. We look forward to meeting you in April.

For the Words in Whitby committee,

Ruth E. Walker 




Andrea Adair-Tippins

Authors subcommittee 



Chair, Organizing Committee

xxx-xxx-xxxx (days)



xxx-xxx-xxxx
xxx-xxx-xxxx 




xxx-xxx-xxxx
enclosure

c. Executive Committee
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Return to:  
Words in Whitby c/o Whitby Public Library

Honourary Patron





405 Dundas Street West, Whitby, L1N 6A1

Words in Whitby 2004





FAX: 905-668-7445







Name:




Mailing Address:
______________________________________________________________________

e-mail:___________________________Telephone: ___________________________

Reading Details:
DATE: Friday, April 2, 2004
TIME:  8:00 p.m. (*Reception 7:00 p.m.)

Reading Fee:
$250 honorarium will be provided on the day of your reading.  Please confirm if you are a member of The Writers’ Union of Canada:   YES     NO (circle one)

If yes, please confirm if Words in Whitby can apply for a reading grant and travel expenses (if any) through the Union* to offset costs?     YES     NO
*Please note: The Union will not refund reading fees and travel expenses to hosts or festival organizations. TWUC reimburses its members directly after receiving a reading report and invoice, after the event has taken place.
Travel Expenses:
What travel expenses do you anticipate in order for you to attend this event. Our current mileage budget is currently set at $.30 per km. If you will require transportation other than car, kindly let us know so that we can secure the necessary funding.


Transportation by car from ______________ will result in two-way mileage of _____ km.

Or 
Transportation by bus/train/plane from _______________(city) on ___________ (date) to return to ____________________(city) on __________________(date).
Accommodation:
Please confirm if you plan to stay overnight. We can provide one night’s accommodation; kindly confirm if you would prefer a bed and breakfast or a local hotel for your stay.


Overnight stay for ______________________ (date). Prefer B & B____   Hotel  ____

Luncheon:
Saturday, April 3 Gala Luncheon; guest speaker to be confirmed. Elegant buffet menu. We are pleased to offer all our guest authors two complimentary tickets for the luncheon. Please confirm if you wish to attend.


Will attend ____________  Will need an additional complimentary ticket _________


Special dietary needs _________________________________________________

Opening Night:
Friday, April 2 Opening Night reception and first reading session


Will attend ___Yes / No____  Will need an additional complimentary ticket _________

…/2
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Publicist:
As soon as possible, please provide us with contact information for your publicist and/or agent. Or, ask your publicist to provide Words in Whitby with your bio, photograph (digital and standard) and any additional information to help us publicize your appearance at our reading series.


_____________________________________________________________________________________________________________________________________________________________________________________________________________________
Books:
Please provide a list of all your titles, including anthologies in which your work appears (attach sheet if necessary). Include the publisher contact information if it is different from above. Please note any titles that may be more difficult for our bookseller to locate. This list will be provided to Blue Heron Books in Uxbridge to ensure an ample supply of all your titles for signing and sales.


_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional Info:
We may not have thought of everything. Please let us know anything that we can do to help make your stay with us pleasant and comfortable.


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


_____________________________________________________________________________________________________________________________________________________________________________________________________________________
I confirm that I will attend Words in Whitby as a guest author on Friday, April 2, 2004 and that I agree to the honorarium and the accommodation/travel expense as offered:

_______________________________________________       ________________________________________

Signature






Date 

Kindly return a signed copy of a completed confirmation by January 19, 2004. Fax or mail to the attention of Andrea Adair-Tippins, Whitby Public Library, 405 Dundas Street West, Whitby, Ontario.  FAX: 905-668-7445

Ruth E. Walker 





Andrea Adair-Tippins

Chair 





Coordinator

Authors subcommittee 




Organizing Committee

xxx-xxx-xxxx (days)




xxx-xxx-xxxx (library)

xxx-xxx-xxxx (home)




xxx-xxx-xxxx (home)

xxxx@sympatico.ca 



xxxx@idirect.com

Words in Whitby

An authors reading series

The Writers’ Circle of Durham Region

PO Box 323 Ajax ON L1S 3C5

www.wcdr.org

The Whitby Public Library

405 Dundas Street W. Whitby ON L1N 6A1 
www.whitbylibrary.on.ca

Dear,

On behalf of the committee members of Words in Whitby, and the governing boards of the Whitby Public Library and The Writers’ Circle of Durham Region, please accept our sincere thanks for the gift of your time and enthusiasm on April 5 and 6, 2002.

Please accept the enclosed festival t-shirt as a small token of our appreciation. We also thought you might be interested in some of the comments gathered through our survey of audience members. You were consistently rated quite high, and garnered praise for your delightful interview and reading: “Very compelling reading. Sparkling interview” and “Great explanation of how detail brings one into a story” and “Wonderful experience. This author’s expansion of a moment in time was very spellbinding.”

We were thrilled that you chose to join us, Joan. And from the response of the audience, it is clear that our event was enriched by your presence. Please accept our very best wishes in all your writing endeavours. 

For the organizing committee,

Ruth E. Walker

Authors subcommittee

Words in Whitby

www.wordsinwhitby.ca
enclosure

