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Write-a-thon Check List

Before your write-a-thon:

O Ask a friend or group of friends to help you organize a write-a-thon.

Discuss the tasks listed below and decide who will be responsible for what. Remember to follow-up.

O Establish a time and date for your write-a-thon.

Look at a calendar and figure out when and for how long you would like to host a write-a-thon. The global
portion of the write-a-thon will be running around the world and around the clock on Saturday December 10
and Sunday December 11, but you should plan your write-a-thon’s date and time based on your group’s
schedule and venue availability. Try to keep your write-a-thon as close as possible to December 10,
International Human Rights Day.

O Secure a location for your write-a-thon, and arrange for tables and chairs or other seating.

Decide where your write-a-thon will be held and make arrangements now to book the venue. Write-a-thons
can be as small and simple as a cluster of friends or family sitting around a kitchen table. For write-a-thons
that are open to the public, community areas such as libraries or recreation center meeting rooms are a
possibility, but always make sure you have permission to use the facility beforehand. Coffee shops are also
popular venues, but check with a manager to ensure space is available and your group is welcome. If your
group plans to have the write-a-thon on a campus, book a room or reserve a table in a high-traffic area
through the proper channels. Since some venues may charge to use their facility, see Raise Funds for
fundraising ideas and guidelines.

O Invite more friends to the write-a-thon.

Tell them to write down the where and when of your write-a-thon on their calendars now. Invite them to help
spread the word about your write-a-thon or to take on any tasks that you may still need help with.

O Fundraise.

The cost of mailing letters, postcards, and cards can add up quickly, so figure out now how you or your group
is going to afford sending the letters you write during the write-a-thon. Letters from a group may also be sent
in one large envelope to save on postage costs. Encourage attendees to bring stamps, seek in-kind
contributions, or collect change for stamps by making a postage donations jar. Have a postage donations jar
available at tabling and local or school AIUSA events between now and your write-a-thon. Don't forget to have
the donation jar available at the write-a-thon as well. (For more fundraising ideas and guidelines see Raise
Funds.)

O Seek in-kind donations.
Encourage attendees to bring writing materials to the write-a-thon, or collect materials beforehand. You can
also solicit in-kind contributions from local businesses, such as pens, paper, stamps, envelopes, or other
necessary materials.
O Contact the media.
O Send details about your write-a-thon to your newspaper’s calendar section

O Write a letter to the editor

O Publicize
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