
 
 

Arranging a NaNoEssex Write-In/Event 
 

The ML(s) recognise(s) that not all participants are able to get to the central (Chelmsford-

based) events. In the same way, the ML(s) are unable to get to many other areas within the 

county. For this reason, every year participants are invited to arrange additional Write-

Ins/events in separate/alternative locations across the county to provide greater event-

coverage for group members and Essex-based writers. 

 

Thank you for thinking about creating your own event(s) during November. Before you 

proceed, please read through the following information and ensure that you comply with all 

guidelines. Do please also contact the ML(s) with details of your event(s). 

 

Planning & Finding a Space 
 

Be aware of locations (and suitable event times) while you are looking for a suitable space to 

host your event(s).  

 

Do please take a moment to check other scheduled events to ensure that your events will not 

conflict with those previously arranged. 

 

Finding the right space is important. Ideally, it should be an indoor, safe, accessible space 

that is easy for participants to find and get to. It should have tables and seating for all 

participants, with enough room for laptops, tablets, and notepads, etc. A space with power 

sockets is helpful for those with computers or other electronics in need of a power supply.  

 

You may also wish to consider a venue that provides/allows drinks, refreshments, nibbles, 

etc. If your venue does not provide/allow hot drinks, consider asking participants attending 

your event(s) to bring along a bottle of water. 

 

Talk to other participants in your area via the regional forums, Facebook group, etc to find a 

suitable space to suit everyone/as many people as you can. 

 

Please bear in mind when selecting a space that some of the participants attending may be 

under the age of 18. If your venue serves alcohol, has age restrictions, charges an entrance 

fee, etc – please make this information clear when posting details of your event(s). 

 

It is also important to note that the NaNoEssex group/region is not covered by Public 

Liability Insurance. Increasingly, public spaces are asking for insurance details in order to 

allow a space/room/venue ‘booking’. They may be willing to waive this requirement on a 

one-year/month-only basis – otherwise you will need to find an alternative venue. 

 



Suggested venues: libraries, cafes/tea rooms, bookstores, your home, local businesses, public 

meeting spaces, etc. 

 

Notice & Attending Events 

 

Whilst most places are generally happy with the format of a Write-In, it’s always worth 

phoning or contacting them in advance to check their availability and space. Often, they’ll be 

able to reserve you a space – or provide additional tables, power sockets, etc. The 

management will appreciate the courtesy, and you will leave a good impression. 

 

Always take the time to introduce yourself to staff when you arrive, and to thank them after 

your event has ended. Consider buying a drink/etc, as a polite gesture, or fill in a feedback 

form for the staff after/as you leave. 

 

Do be sure to plan your time ahead of attending your events. Always aim to arrive 10-20 

minutes early to meet with the staff, set up, and greet participants as they arrive. Be the last to 

leave. 

 

Always behave in a friendly, professional manner, and ensure that you leave the venue in a 

clean and tidy condition after your event(s). 

 

Contact the ML(s) 

  

The ML(s) would love to hear from you!  

 

Participant-arranged events make the ML(s) happy, and they appreciate a heads-up on your 

event(s) as this information will be included in status posts and updates, website posts, thank 

you details, media communications, press releases, radio interviews, forum threads, 

communications with HQ, and more.  

 

The ML(s) can provide you with any information, assistance, details, etc that you may 

require. Besides answering your queries, the ML(s) can help with planning your event: from 

double-checking you have everything covered, to clarifications on insurance, legal use of the 

official logos and trademarks, contacting organisations/representatives, helping to promote 

your event to fellow participants, inclusion in regional emails and website listings, and much 

more! They will also supply you with informational postcards, official stickers, and any other 

related goodies for distribution to participants at your events. 

 

The ML(s) would appreciate direct contact/communication with your venue should they 

choose to promote your event(s) (for example – if they write a press release promoting your 

events at their venue, etc). This is to confirm all details and legal use of official logos and 

trademarks. In this event, please contact the ML(s) with details, and/or ask your venue to 

contact the ML(s) at nanoessexml@gmail.com.  

 

Use of Official Logos, Trademarks and Other Images 

 

It is preferred, where possible, if you avoid use of the official National Novel Writing Month 

logos and other trademarks (eg – names). Where a logo/image is required, use of the 

NaNoEssex regional logo is suggested. 

 

mailto:nanoessexml@gmail.com


Should you/your venue decide to make use of the official logos, please contact the ML(s) and 

ensure that the following disclaimers are included: 

 

 To caption image(s): “Image courtesy of National Novel Writing Month”. 

 

 Visible disclaimer near image(s): “This content has not been reviewed by National 

Novel Writing Month. For more information, please visit nanowrimo.org.” 

 

A further word from the National Novel Writing Month organisers: 

 

 “The logo and name are to be used on printed matter and websites only. Please do not 

put the logo on shirts, key-chains, stickers, buttons or other merchandise, even if you 

aren’t planning on selling the merchandise.” 

 

Please contact the ML(s) for further details/confirmation should you/your venue(s) require 

use of logos/images. Alternatively, you are welcome to create your own original logos and/or 

images for your event(s). 

 

Finally, should you wish to make use of photographs/other images from your events that 

include other participants – please ensure that you have their permission in advance. 

 

Posting Event Details 

 

Once you have selected a suitable venue, suitable event date(s), and updated the ML(s) with 

information on your event(s) – you will need to share this information with the NaNoEssex 

participants. 

 

Please post the details of your event(s) in the regional forum (Europe :: England :: Essex) on 

www.nanowrimo.org, and as a post on the NaNoEssex FB group 

(www.facebook.com/groups/nanoessex). You should include: the name of your event(s), the 

type (eg – Write-In), the location, the date and time, and any other details that people 

attending should be aware of. 

 

For example:  

 

Write-In – Chelmsford:  BHS Cafe, The Meadows, Chelmsford. Saturday 7
th

 November, 

2.30pm-4.30pm. Don’t forget to bring something to write on! 

 

Please do not create any Facebook Events for your event(s) - the ML(s) prefer not to 

inundate the group members with mass invitations ahead of and during November. Facebook 

Events are created for the central Kicking Off Party and central Thank God It’s Over! Party 

only. Please share details of your event(s) as a new post in the Facebook group/forum thread 

in the regional forum. 

 

Don’t forget to post in these areas after your event has ended to let everyone know how it 

went, and to pass on any messages to those who attended/couldn’t make it. 

 

Have fun! 

http://www.nanowrimo.org/
http://www.facebook.com/groups/nanoessex

