little rules

Author Checklist: Planning a Local Book Reading

1. Set Your Goals
o Decide what you want to achieve — book sales, visibility, new readers, community
engagement
o Choose your ideal audience (adults, book clubs, students, local interest groups)
. Set a realistic budget (venue, printing, promo materials, refreshments)

2. Choose the Right Venue

. Local bookstores and Friends of the Library events

. Libraries or community centers

. Coffee shops, art galleries, or museums

. Local colleges or high schools

. Faith or civic organizations (if relevant to your book’s theme)

. Check if the venue allows book sales onsite and what their policy is

3. Coordinate with the Venue

. Contact the event coordinator or manager

o Agree on date, time, setup needs, and duration

. Ask about seating capacity, sound system, and table availability
. Confirm if the venue will help promote the event

. Discuss how sales will be handled (you, venue, or consignment)

. Send a short event description and author bio for their website or flyer



4. Plan the Program

. Select short, engaging passages to read aloud (10—15 minutes total)
. Prepare an opening introduction and closing thank-you

. Include time for Q&A and book signing

. Decide if you’ll have a moderator or conversation partner

. Practice reading aloud — pacing, tone, and expression

5. Promote Your Event

. Create a digital flyer or social media post with all details (we can help with this)
. Submit event info to local newspapers, community calendars, and radio stations
. Email your mailing list and post to local Facebook or Nextdoor groups

. Ask venue to display flyers or feature event in their newsletter

. Tag venue and local partners in all social posts

. Schedule reminder posts 1 week and 1 day before the event
6. Prepare for the Day
. Bring several copies of your book to sell — be sure to place your order 3-4 weeks ahead

of any events to allow for printing and shipping time!

o Bring business cards, bookmarks, or postcards
. Have a signup sheet for email/newsletter subscribers
. Bring a cash box and card reader for payments

. Test your reading copy (tabs, lighting, water bottle, etc.)

. Arrive early to set up and greet guests

7. During the Event

. Welcome the audience and thank the venue



. Share a brief personal story or inspiration behind the book

. Read selected passages confidently and clearly
. Engage the audience — invite questions or discussion
. Sign books and chat with attendees afterward

8. After the Event

. Thank the venue publicly on social media

. Email a personal thank-you to the manager or host
. Share event photos online (with permission)
. Add new contacts to your mailing list

. Reflect on what went well and what to improve next time



