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E A S Y  C H E C K  L I S T :  

PUT THESE DATES ON YOUR CALENDAR

B e f o r e  t h e  a u t h o r  v i s i t

Confirm that the author visit will be on: ________________________________________________

S e n d  t o  a u t h o r :  
a. signed contract 
b. schedule for the day
c. directions to the school or library
d. signed copy of this list 

Make sure all the teachers have read the book to their class. They may want to go
over possible questions they can ask the author.

Send home book order forms at least 3 weeks before the visit:_________ Order books
from me or Charlesbridge (800)225-3214 at least two weeks before visit: ___________

S e t  u p  t h e  d a y  b e f o r e : ______________________

a. Two long tables in the front of the assembly area.
b. Slide projector.
c. Microphone (preferably cordless). 

Make sure both the slide projector and microphone are in working order and have a
spare bulb on hand.

Stack the ordered books by class, with the order form in the first page of each book,
ready for me to sign.

T h e  D a y  o f  t h e  e v e n t

Make sure all the teachers and the author have a copy of the schedule.
Please have one small bottled water at the table.
If possible, have a student meet the author at the office to help direct her where to go.

A f t e r  t h e  a s s e m b l y

If your school would like to expand on what was discussed in the assembly, go to
www.differentjustlikeme.cc to download games, coloring book pages and a 5-day lesson
plan; all ready to use in the classroom. You are welcome to make copies available
for teachers.  (please don’t review the information with the class before the visit)

I have read the above and understand my responsibilities in making this the best
assembly the school has ever had!

___________________________________________________________________________________________
Name Title Date
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