Author Visit Checklist for Educators





Provide your author with:





Contact name:�Name of school or library:�Address with directions or map:�Phone number:�Emergency phone (that the author can call while in transit):�


Establish: 


�What time the author should get to the school.


Where the author should go to sign in.�How many students the author will have in each session/grade level.


Venue for the presentation (classroom, library, auditorium).�Specific topics/books you want the author to cover.�Number of presentations booked and cost per presentation.�Transportation cost.�GST?�Will the author need you to provide a lunch? (Ask about allergies/restrictions)





Resources for arranging author visits:





Authors’ Booking Service: http://authorsbooking.livejournal.com/  


newsletters: http://groups.google.com/group/authorsbooking 


email: authors.bookingservice@gmail.com  


The Writers Union of Canada: http://writersunion.ca�CANSCAIP: http://www.canscaip.org �Canadian Children’s Book Centre: http://www.bookcentre.ca  


