
BOOKS FOR
EVERYONE

Getting unwanted books to people who need them

EVENT GUIDE



Hello!

Thank you for thinking about organising a book collection. If you
haven't found anyone to donate the books to yet, I know that
whoever you choose will be very happy indeed.

Hopefully, when you get your collection up and running and
when you deliver the books, you’ll enjoy meeting lots of new
people. You never know what friends you’ll make from it!

This short guide is designed to help you organise your Books for
Everyone event. Included are a couple of press release
templates that you can fill in and send to your local paper, which
(if they print it) is a great way to advertise for free.

Also, we have a few pointers on how to advertise on social media,
like Twitter and Facebook.  I can help too, so if you let me know
what you’re up to, I’ll make sure you get some publicity on the
website and on social media too.

I’ll try to keep it short and simple, but shout if you need any help!
You can email me at info@booksforeveryone.org.uk

Thank you for being an important part of Books for Everyone.

All the best

Founder
Books for Everyone
about.me/janestocks



So, you know you want to hold a Books for Everyone event, but
where do you start? You need to have a few things in place
before you begin.

Somewhere to donate the books
First up, you need to decide who you want to collect books for.
Are you collecting for a local hospice, a retirement home? Maybe
it’s the local children’s ward at the hospital. Wherever you decide,
it’s a good idea to drop them a note, or give them a call to see if
they would appreciate some books, and maybe also ask what
sort of books they’d welcome.

Somewhere to collect the books
Once you have decided who the books are going to and what
type of books they want, it’s time to think about where you want
to set up your collection point. Does your child’s local school
want to be involved? Maybe they’d be willing to put a table out
for people to drop off any unwanted books? Can you ask your
local supermarket if they will let you host a collection outside of
their store? How about your local library? When will you do it?
Over one day, or over a longer period of time?

Once you’ve sorted this out, it’s time to get promoting.

Your event - things to think about



The local press
In this pack you’ll find a press release, with the bits you need to
fill in highlighted in (BRACKETS). Fill it in as best as you can, and
either print it out and post or email it to your local newspapers,
community magazines, school newsletters and wherever you can
think of to promote your event.

Make sure you include who you are and who you are giving the
books to, when and where you’ll be collecting and the type of
books you are looking for. Put your contact details on the press
release, so if the local press want to talk to you more they can.

Don’t be disappointed if the local press doesn't print news of your
collection. There are plenty of other things you can do to let the
local community know about your collection.

There is a copy of the press release at the back of this guide, or
download the press release.

.

Before your event

http://media.wix.com/ugd/22698b_5ca36765caef46c0ae6042199514a19d.docx?dn=Advertise%20collection.docx


Posters and Flyers
They’re basic (sorry) but in this pack you’ll find templates for
flyers and posters. If you can find a printer and someone willing
to print one out of each, grab a felt-tip pen and fill in the boxes
with the collection place, date and time and who you are
donating the books to. Photocopy them if you can, and ask
around local shops, schools, community centres etc. if they’ll
display the posters for you. Feel free to do your own posters – I’m
not much of a designer I’m afraid! 

Download the posters 

Download the flyers

Social Media (Twitter, Facebook)
This is a great (free) way to let people know about the collection.
Tell your friends and followers where and where you’ll be
collecting and who you’re collecting for. Invite them along! If you,
your friends, and the recipients of the books are on Facebook
and/or Twitter, ask them to promote the event too.

Make sure you contact me through facebook/b4everyone and
twitter @books4every_one, or email me at info@booksforeveryone
and I’ll help you promote your collection.

http://media.wix.com/ugd/22698b_1a7908f42d2544aa975ebf00212c8acf.pdf
http://media.wix.com/ugd/22698b_cf1795969b0c4e0ea5524f8aa4455fe3.pdf
http://media.wix.com/ugd/22698b_9921dafc85674c89b5490a7e92354a00.pdf


On the day of the event (and the delivery)

Keep your set-up simple. All you need is to make sure that
people can see you. Maybe get some balloons, put up some
posters, so people recognise that you’re the people collecting
the books.

On the day you collect, try and take some photos. Get a few
people involved and have fun. Also, when you deliver the books
don’t forget to call the recipients in advance and see if you can
fix a date and a time. Take lots of photos – I’ll put them and your
story on the website.
Above all, have fun.



After the collection and delivery
Fill in the second press release as best you can and email it to
those same magazines and newspapers as you did before. If
you’re emailing, make sure you include a nice photo too.  Again,
don’t be too disappointed if you don’t see your story in the paper.

The post-event press release is at the end of this document, or
download it

Tell me!
Email info@booksforeveryone.org.uk with the completed press
release, or if you’d prefer, write me a note to tell me about your
event. Don’t forget to send a photo and I’ll make sure I put you
and your story on the website, and I’ll post it on Facebook and
Twitter.

Don’t forget to update everyone on your Facebook and Twitter
about what you did too!

After the event

http://media.wix.com/ugd/22698b_2d5ec03ba41547f5a53c346889b8d289.docx?dn=Advertise%20delivering%20the%20books.docx


Pre event press release

Your name
Contact details (email / phone)

PRESS RELEASE
For immediate release

DONATE YOUR UNWANTED BOOKS FOR A GOOD CAUSE

(YOUR TOWN), (DATE):  (YOUR NAME OR YOUR GROUP NAME), a group of
volunteers will be collecting your unwanted books at (LOCATION) on (DATE)
between (TIME). They are looking for books to donate to (WHERE YOU ARE
DONATING TO).

Organiser, (YOUR NAME) said, “If you are clearing out your bookshelves, or fancy
creating a little bit of space at home, please come along and donate your books to
us. We are looking for (TYPE OF BOOK) so we can pass them onto (WHERE YOU ARE
DONATING THEM TO). (WRITE A SENTENCE ABOUT WHO YOU ARE DONATING
THE BOOKS TO HERE IF YOU WANT TO.)

The collection is part of the Books for Everyone movement, which encourages
people to pass on their unwanted books to people who want or need them, for free.
To find out more visit www.booksforeveryone.org.uk

ENDS



Post event press release

Your name
Contact details (email / phone)

PRESS RELEASE
For immediate release

PEOPLE DONATE UNWANTED BOOKS FOR A GOOD CAUSE

(YOUR TOWN), (DATE):  (YOUR GROUP NAME), a group of volunteers
spent the day collecting unwanted books at (LOCATION) last (DAY OF
THE WEEK). Many people turned up to donate their unwanted books
which were then delivered to (WHERE YOU ARE DONATING TO).

Organiser, (YOUR NAME) said, “We had a great day collecting books
which we dropped off at (WHERE YOU ARE DONATING THEM TO).
(WRITE A SENTENCE ABOUT WHO YOU ARE DONATING THE BOOKS
TO HERE IF YOU WANT TO.)

(RECIPIENT QUOTE HERE)

The collection is part of the Books for Everyone movement, which
encourages people to pass on their unwanted books to people who
want or need them, for free. To find out more visit
www.booksforeveryone.org.uk

(ATTACH A COUPLE OF PHOTOS)
ENDS


