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Announcing an AUTHOR VISIT on    (date)     ! 
Dear Teacher, 
I am pleased to announce that author, Michele Torrey, will be visiting ___(school name)_____  on ___(date)____ in the ____(location)_____. 
Student preparation is vital to ensuring an enjoyable learning experience for everyone. The more the students are familiar with the author and her books, the more they will anticipate the BIG DAY, helping to create lasting memories. I am counting on you to familiarize yourself with Ms. Torrey’s books and to use at least one of her books in your classroom.

Ms. Torrey comes highly recommended; her books have received praise from critics and fans alike. Her books are also used in educational curriculums throughout the country as valuable teaching aids for both science and history. I’ve attached a sample discussion guide from one of her books. Additional guides and enrichment ideas are available at the “Educator’s Corner” of her website (www.micheletorrey.com). The school has purchased some of her books, which you may borrow. 

Book order flyers are being sent home with students. This will give them an opportunity to order books in time for the event so they can have them autographed. Please send any orders to the library, or place them in my box no later than ____(date)________. There are limited quantities of each title; orders are filled on a first-come, first-served basis. I have attached an order form which you may use if you wish to purchase some of Ms. Torrey’s books for your classroom.
In the days immediately prior to the author visit, please educate students regarding conduct, and appropriate versus inappropriate questions to ask the author. (Appropriate: “How long does it take you to write a book?” Inappropriate: “How old are you?” “How much money do you make?”) Here is the proposed assembly/workshop schedule:

(Enter teacher names, and times of the presentation/workshops here) 
Have students seated and ready prior to the assembly/workshop start times. The assemblies/workshops must start on time to ensure ample time for questions and answers! Please assist in monitoring your students during the author visit. Thank you for helping to make this an enjoyable learning experience!
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