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	Organizational Goals 
	Task
	Task details
	Staff responsible
	Completion Date

	
	Establish Interest, Create Buy-In and Approval for Event
	· Review OLA Human Library Toolkit for ideas

· Present Human Library idea (background, goals, objectives, personnel, budget, evaluation, etc) to gauge interest / seek approval
	
	

	
	Establish a Committee
	· Recruit staff for committee and assign roles / duties
	
	

	
	Share Goals

With Committee
	· Determine theme, date, desired number of books, duration of event, location, funding, marketing/publicity, etc.
	
	

	
	Recruit Human Books
	· Brainstorm a list of desired Books and possible titles 

· Contact potential Human Books and / or local organizations for Human Book recommendations
	
	

	
	Interviews and Orientation of Human Books 
	· Interview potential Human Books for suitability

· Obtain confirmation / consent from Books

· Host orientation session for confirmed Human Books
	
	

	
	Advertise Event
	· Send out press releases

· Advertise in local media, social networks and websites

· Create posters and flyers for distribution within community

· [image: image3.png]


Contact local media 
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(TV, radio, newspapers) seeking coverage of event

· Invite local celebrities and dignitaries to attend event
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	Develop Loan System 
	· Create a system for checking out Human Books to Readers
	
	

	
	Day of Event Tasks 
	· Establish physical layout for event, consider accessibility issues

· Establish schedule for event including breaks for Human Books and staff / volunteers

· Confirm staffing needs / duties according to schedule

· Determine refreshment supplies / technology needs

· Create and post directional signage
	
	

	
	Orientation session for staff and volunteers
	· Ensure that all staff and volunteers are prepped for event
	
	

	
	Evaluation of Event from All Stakeholders
	· Write / collect evaluation forms from Human Books, Readers and organizations involved
	
	

	
	Write Final Report
	· Summarize event’s challenges, successes and suggestions for next time. Include evaluation comments and statistics

· Share with colleagues and OLA community
	[image: image5.png]



	


