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The last thing you want to do on the days leading up to your event is worry about the details. Your VA or assistant can handle the small things, so you can concentrate on more important matters. 

One month prior to the event
· Distribute press releases
· Contact local radio/television to arrange interviews
· Confirm dates with venues

One week prior to the event
· Follow-up calls to local media
· Confirm all print materials (flyers, bookmarks, postcards, posters) are on hand
· Ensure adequate quantities of books are available

Day of the event
· Confirm all event materials are packed and ready to go (see What to Bring checklist)
· On arrival, verify proper setup – table location, etc. – and work with venue personnel to change if necessary
· Help greet customers
· Keep supplies stocked (pens, flyers, books, business cards, etc.)
· Make water and snack runs as necessary
· Encourage visitors to sign in
· Help pack up

After the Event
· Mail thank-you cards
· Enter new emails in your autoresponder system
· Make detailed notes about what worked and what didn’t, so improvements can be made for next time. 




