
The following is a General Event Checklist to begin preparing for your Big Green Help Event! 

Please review and start planning your event now. The next Green Team activity will include specific 

planning needs for each event, but it’s important to start “big picture” planning now with this list:

GENERAL EVENT CHECKLIST

 Select a DATE AND TIME for your event. 

 Select a LOCATION for the event. 

 Obtain APPROVAL for selected date, time and location from school board,  
 program director, administration, etc., if  required. 

 Collect and create a list of  EMERGENCY CONTACT names and phone numbers. 

 Obtain any necessary city or park PERMITS. 

 Create evites, flyers and/or other promotional materials including event information and  
 details to be sent home to parents, posted around the school, parks, churches, local  
 community, etc. Also post event information on the school website and/or school marquee.  

 Create, distribute and collect PERMISSION SLIPS from students and parents. 

 Organize VOLUNTEER SIGN-UPS for the day of  the event through the school  
 office, PTA, booster clubs, etc. 

 Print BIG GREEN HELP CERTIFICATES, included in the Toolkit. 

 NOTIFY NICKELODEON about your event (publicaffairs@nick.com). 
 
 SUBMIT EVENT DETAILS and information to local press. 

 CONTACT LOCAL ORGANIZATIONS that might wish promote, advertise or take part 
 in the event, host a booth or activity, etc. 

 SEEK A PROCLAMATION/sanction and promotion from the mayor’s office, city hall 
 or other local government. 
 
 CREATE A SCHEDULE and/or program of  activities for the day of  the event. 

 Organize the purchase or donation of  refreshments and snacks for the day 
 of  the event. 

 VISIT www.BigGreenHelp.com for more information, ideas, and resources.
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