
Author’s Luncheon and Author’s Tea—Barbara Weber and Rose Marie Ricci

The committee meets in January or February to decide on the food for the tea and luncheon.

Each member of the committee has a specific responsibility and the dates for taking care of them 
varies as follows:

Publicity
Starts in February  with save the date for the tea, then June for the luncheon.  Publicity continues 
until event.  
Newspapers, Patch, web page all are notified, and follow ups continue.

Author
This is an ongoing job starting immediately after the Author’s Luncheon until we have the next 
author with a contract.  Search for the local author for the tea is done at the beginning of the year.  
It is important to keep in touch with the author or his/her representative.

Tickets
About 2 months prior to affair, gather information to be printed and take to printer.  Proof 
reading should be done prior to going ahead with full order.

Programs
A month prior to event go over information to be lincluded in program with Becky.  Proof read 
before final printing.

Ticket Sales
The dates to sell tickets for the tea and luncheon are about a month prior to event.  The library is 
informed of the dates selected and will check on availability of the atrium.  This committee 
member is responsible for getting volunteers to help that day and also providing supplies such as 
pencils, pens, form, cash and a cash box.  When sale is over the money collected should be 
deposited in the bank.  If our treasurer is around the money could be given to her.  Money is not 
left in the room

Gifts
Gather a week or so prior to tea or luncheon, and place in bags.  Bring to event.

Flowers
Go to 34th Street Market a month before event, and advise owner how many plants will be 
needed.  Flowers for the tea must be picked up that dat and brought to the Flanders.  The 
luncheon is so much larger an order they will deliver to the Flanders.  Remind them to foil the 
pots.

Members should expect to be asked to help the days of events.  This includes ticket taking, 
ushering, placing programs at seats and other things that come up.  Most of the duties are around 
the time of the tea and luncheon.  With all doing their job, no one is too burdened. 



The chairman’s job is to make sure other responsibilities are carried out as well as doing the 
seating for the tea and luncheon.  Also, a record or timeline should be kept to keep things moving 
along.  Another important part of the job is to make sure the speakers are set prior to the program 
is printed. For example, the president of the F&V’s, The president of the library board and 
someone for the invocation.  The chairman asks for certain helpers the day of the event.


