
 

 

 

 
 

 

 
 

 
 

 
 
 

 
 

 

 

 

 

 
 
 
 
 

AUTHOR� VISIT� CHECKLIST�
❏ Select� Author�

❏ Reach� Out� to� Author�
Introduce� me/school� 
Express� Interest� 
Presentation� Format� 
Dates� Available�

❏ Secure� Date� and� Presentation� Schedule�
❏ Request� Contract� Form� from� Author� OR�
❏ Use� MCSD� Author� Agreement*� to� capture� all� needed� information�
❏ Request� W9�
❏ Receive� Author� Contract/MCSD� Author� Agreement�
❏ Receive� W9�
❏ Submit� Paperwork� for� Approval� to� Ashley Burhans

❏ BOCES� AIE� Fillable� Contract*�
❏ Use� NYS� ELA� Standards �

❏ Author� Contract/MCSD� Author� Agreement*�
❏W9�

❏ Receive� Approval�
❏ Email� teachers� (info� and� schedule)� to� alert� teachers� so� they� can� plan� accordingly�
❏ Book� Order� Form� and� Purchase� (Use� Merritt� Bookstore� when� possible)�
❏ Plan� Lesson� and� Craft�
❏ Secure� Substitute� for� the� Day�
❏ Prepare� for� Visit� - Decorations�

Water� Bottles� 
Lunch� 
Introduction�

❏ Set� Up� for� Presentation�
❏ Have� author� sign� Arts� and� Education� Claim� Form*�
❏ Submit� Claim� Form� and� Invoice*� to� Ashley Burhans
❏ Copy� and� send� C.� Morton� Arts� and� Education� Paperwork� for� Payment�
❏ Send� thank� you� card� or� email�
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