INFORMATION ABOUT SCHOOL & LIBRARY VISITS FROM AUTHOR KIM NORMAN
(2011-2012 school year.)

http://www.kimnormanbooks.com
1. BASIC INFO

I can do up to 4 presentations in one day, up to 1 hour each. For younger students, say 1st grade and below, we’ll want to go for a shorter time, 30 to 45 minutes.
In my home state of Virginia, presentations are $225 each, plus travel (beyond 50 miles from Smithfield) & lodging expenses. (See #3 below for out-of-state fees.) So, in other words,

2 presentations (half-day) would be $450
(for a half-day, please try to allow no more than one hour between sessions.)
3 presentations 3/4-day) $675 and

4 presentations (full-day) $900.

A K-thru-5 school can often schedule everyone to see me within 3 presentations. If you’d like a 4th, it’s easily added, perhaps for afternoon kindergarten or a writing workshop for 5th-graders. Whatever works for your needs.
Four presentations per day can include an evening program, if you wish. (So, we’d only want to plan 3 presentations during school hours, if you’re planning an evening event as well.)
I’ll do any sized assembly, up to hundreds of students, although much above 250 and the room can be very loud for even the most well-mannered students. Also, above that number, the students in the back may not have as high quality an experience as those in front. Even for smallish assemblies, say 40 students in the library, I appreciate amplification equipment, preferably a wireless mic, to save my voice for a long day of talking.

I have very different presentations for younger versus older students, so please try not to mix more than 3 consecutive grades in one session. (In other words, 1st graders wouldn’t appreciate my 5th grade assembly.) Even better, try to keep it to no more than 2 grades per assembly. In an average K-5 school, this is easily accomplished in only 3 sessions, although I know morning & afternoon kindergartens can complicate the schedule.
I follow whatever schedule you can arrange, and will show up at least 30 minutes before the first assembly, to set up equipment. (See Number 4 below for more info on equipment.)
2. HALF-DAY PRESENTATIONS

I can only offer “half day” (2 presentations) to schools within a 75-mile radius of my home, in Smithfield, in southeastern VA. An exception to that is if you plan to “share” me with another school for a half day each. See Number 7, below, for more info about sharing.
Please try to allow no more than an hour between sessions for half-day bookings. Otherwise, I’m there for the whole day anyway, which kind of kills the whole “half-day concept.”
3. OUT-OF-STATE PRESENTATIONS

My honorarium for out-of-Virginia presentations is $1100 per day. (Up to 4 presentations per day, or 3 during the day and one evening program.)
Since air travel can involve so much time waiting in airports, I still prefer to drive if a school is within 350 miles of my home in Smithfield, VA. Much farther than that, and we’ll probably want to go with air travel and a car rental. (Rental cars are extraordinarily cheap when I book them at the same time as the airline ticket.) I’ve found that -- at standard allowance of 50 cents per mile in a car -- driving and airfare are often about equal.
For air travel, I do ask for a deposit in advance, to cover travel costs. That way I can book the fare as soon as I receive the deposit, before ticket prices go up. The rest of the fee (hotel, car rental and the honorarium) can wait until the day of the visit.

Out-of-state visits are perfect for “sharing” me with another nearby school. As long as I’m already there, my fee drops to $800 for the 2nd day and all subsequent days. So, for instance, for two days of out-of-state visits, combine those two fees, ($1100 plus $800) and each school saves $150 per day. And – of course – slashing in half the travel expenses, as well. See Number 7, below, for more info about sharing.
4. EQUIPMENT
Here’s what I will need:

· a microphone, preferably wireless, so I can move among students

· A media cart with laptop and projector (no audio needed for the PowerPoint.)

· A room which darkens as much as possible for viewing PowerPoint slides. (I’ll bring my PP files on flash drive to transfer to the school’s laptop.)

· a table for laying out my props; alternatively, if there is a raised stage, I can use that as a long desk to line up my props. I prefer to be on the floor so I can move among students.

· A CD-player, if I’ll be presenting to younger students, so I can close with my “Storytime Boogie” song.

· A tech person on hand, at least at first, to make sure everything is working properly. You’d be surprised all the little things that can go wrong, like the laptop locking me out if I don’t know the password.

· I can also use a SmartBoard or similar equipment, if you prefer, especially in a smaller venue, such as your library.

· At least one teacher in the room during each presentation.
5. HOW DO WE HANDLE THE PAYMENT OF THE VISIT?
Except for advance air travel deposits, payment is made on the day of the visit, although there is the occasional situation – say, Title 1 funds – where the check needs to be sent later. I understand about that.

If your PTO/PTA is covering the cost of the visit, please let them know the check needs to be ready on the day of the visit. (Since they’re often not the ones who see & sign the contract – which will likely be signed by school staff – they may not know when to have the check ready.)

I will send a contract in advance, listing the details of the visit, (date, schedule, fees, etc.), and will also supply a W9 tax form if the school needs it. PTOs never seem to need a W9, which is good. A W9 has my Social Security number on the form, so I prefer not to send that, if you can do without it. 

If it’s necessary for your bookkeeping, I can also send an advance invoice, but won’t need payment until the day of the visit.
5B. EXTRA EXPENSES such as INSURANCE & BACKGROUND CHECKS
Rarely, I’ll have a school or county ask if I have insurance. I know every county has its rules and regs, although I do think it’s strange they lump a visiting author (who will visit for a few hours, chaperoned at all times) with a contractor that’s re-shingling the roof. But, since some folks do ask about extras like that, here’s the deal:


I once satisfied the insurance requirement by showing my proof of homeowner’s insurance. If more is needed, I can purchase “single event” insurance, (million dollar coverage), from my insurance provider for about $50. Of course, I’ll need to add that to my fee. The same applies to any other request which adds to the expenses, such as requiring a background check, fingerprinting or registering with a fee-based local arts organization. (Yes, I’ve heard of that request being made of one author.) 


Sometimes the coordinator can get the administration to waive extra fees like that. I mean, honestly, we’re authors visiting for a few hours, not roofers with heavy equipment and dozens of employees. So that’s always the first line of defense against extra expenses: ask if the extra paperwork can be waived. Often, it can.
6. CAN YOU SUGGEST WAYS FOR US TO MAKE YOUR VISIT MORE AFFORDABLE?
The best way is to “share” me with another school. (See also #7, below.) This allows you to split travel costs and perhaps even hotel expenses, depending on how many nights I’ll need.

Two ways to share:

--A full day at each school

--Or a half day at each school, if they’re near each other. This is a great option if you’re a school that wants an economical half-day visit but are too far away for me to do only a half-day at your school. (Over 75 miles, I must charge a full day--$900 in-state; $1100 out-of-state--regardless of the number of presentations.)

6A. FUNDING

Another way to fund a visit is to partner with a business in your area. Many businesses, such as Walmart & Target, have grants available for local events such as author visits. Google those company names with “literacy grant” and you’ll find many options. The National Institute for Literacy has a list of corporate grants on its site:

www.nifl.gov
I once did an evening family event that was paid for by Target, and everyone was fed by a local Chick-fil-A restaurant. So DO put Google to work for you, looking for funding and partnering options.

7. IF WE ARE SHARING YOU WITH ANOTHER SCHOOL, WOULD WE GIVE YOU A SINGLE CHECK WHEN YOU COME, OR DO YOU BILL EACH SCHOOL FOR THEIR SHARE?

I can accept several checks, if that’s easier for you. Best scenario is for each school/PTO to have their check ready on the day of the visit. I can send an invoice in advance to each school, if that helps with accounting of receipts.

Sharing is a great option because – aside from lowering the out-of-state fee – schools can split the cost of travel & lodging, as well.

TRAVEL DETAILS

8. MY LOCATION:
I live in Smithfield, in southeastern Virginia. I prefer to drive to any location within 350 miles of my home.

9. MILEAGE EXPENSES:
IRS allows 50¢ per mile, so that makes it easy math: mileage will be a buck-a-mile (to allow for round trip.) So, if you’re 200 miles away, mileage expense would be $200. Use Google Maps to estimate mileage between my town (Smithfield, VA) and yours, and you’ll have a pretty close estimate of mileage expenses, if I’m close enough to drive – say, up to 350 miles.

10. ARE WE FAR ENOUGH AWAY THAT YOU’LL NEED A HOTEL?
Because I arrive 30 minutes before the 1st assembly, and I also allow extra time for traffic, I’ll probably need a hotel room the night before if your school is more than 60 miles from Smithfield, Virginia -- unless you can schedule the 1st assembly for later, say, 10:30am.

Google Maps can help you determine your distance from Smithfield, VA. Just type in your town name and then ask for “directions” from that point. Included among the directions will be the mileage.

Often, I can drive home right after the visit if you’re within 4 hours of Smithfield, so there’s often no need to pay for a 2nd night unless I’m also doing an evening program.
11. DO YOU MAKE YOUR HOTEL RESERVATION, OR DO WE?

Either way works for me. I usually book in a Country Inn Suites, Hampton Inn or similarly priced hotel since they offer a free breakfast, which saves me time on the morning of the visit. If I book the hotel, I’ll put it on my credit card and you can roll the reimbursement for hotel & mileage into my check. “Fancy” hotels are lovely, but to be honest, I prefer the type mentioned above. The really fancy ones tend to charge for everything, from parking to internet access. 

12. AIR TRAVEL
If you’re much more than 350 miles away from Smithfield, VA, I’ll need to fly the day before the visit. I prefer to book the flights myself after the school has sent a travel deposit to cover the cost of the ticket. Once I arrive, I can either rent a car or someone can pick me up, to save the cost of car rental. Most schools opt for car rental. It’s amazingly economical when I book it all at once on Orbitz. Depending on available flights, I might be able to fly home the evening of the event, (a few hours after the presentation.) If not, I’ll need a hotel room for a 2nd night, as well.

13. MEALS & WATER
If I’m driving myself, I’ll bring my own lunch. If I’m flying, I may need help gathering “sustenance.” I always appreciate a few bottles of cold water to keep my voice limber.

I don’t charge a per diem for meals. I figure I need to feed myself no matter where I am.
14. WOULD YOU BE WILLING TO LUNCH WITH STUDENTS?
That sounds like fun! I'll want to rest my voice, but will be happy to ask them questions to keep them talking. The main time I’ll decline a student lunch is if we’re also doing an evening program or are already planning 4 programs for the day. I need to conserve energy for a long day.
I do have a few important requests for lunch with students:

NOT in the cafeteria!
No more than a dozen or so students, please; perhaps a handful who have won a writing contest or something like that. How you select the students is up to you.

15. IN ADVANCE OF THE VISIT:

I will send you a few advance materials, some by mail and some by Email.

· Via USPS:

· 2 copies of a signed contract. Principal signs contract and returns one copy to me.

· A free music CD of my “Storytime Boogie” song, in case there’s time to familiarize younger students with the song before I arrive.

· A W9 form – only if absolutely necessary. PTO’s don’t usually need one.

· A few brochures, in case you’d like to share them with teachers, administration or even with other schools.

· Via EMAIL: book order form, posters, bookmarks. (The school can print as many of these as they need)
16. FREE BOOKS!

Let’s not forget the Free Books "special" I'm running for all ¾ and FULL-DAY visits booked during the 2011-2012 school year:

I'll bring an autographed set of each of my hardbacks to donate to your library!

And my extra SPECIAL special: If your school is in the Hampton Roads area of Virginia, I’ll even make that same offer for half-day (2-presentation) bookings, including to schools who share me (half-day at one school, half-day at another.)

If you’d like your library to have the books before I come – so you can familiarize the students with my books in advance – I’ll be happy to ship the books for the cost of shipping.

17. SHOULD WE HOLD A BOOK SALE?
Students are often eager to own for themselves the books they have seen me talk about during my visit. Studies show that actual OWNERSHIP of books increases the chances that students will develop a stronger read-at-home habit, and we all know that increases reading skills. So I encourage book sales, but it’s by no means required. I have a separate document with book sale info.
