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Introduction toTheBigEvent

The History

Mr. Joe Nussbaum, then Vice President of the Student Government Association at Texas A&M,

683y ¢KS . A3 90Syd Ay mMpyH & I gle& G2 &l @

BryanCollege Station. Joe Nussbaum envisioned adayeservice project where students of
Texas A&M University could show their appreciation of local residents by completing various
tasks at their homes. He thought that after years of loyal support fieercommunity, the

very least college students could do is give back for one day.

Our Mission Statement

Through serviceriented activities, The Big Event promotes campus and community unity as
students come together for one day to express their gratitémtethe support from the
surrounding community.

What The Big Event has Become

The Big Event has seen tremendous growth over the past 27.yParsicipation has grown to
12,500 students completing more than 1,200 jobs in the communities of Bryan aegé€oll
Station. Presently,Z/Big Events occur at other universities across the nation. Although The Big
Event has become the largest eday, studenirun service project in the nation, our message
A0AfTE NBYIFIAYyA (KDank? ®z8¢ aAYLiX e alreAay3a a

The Pupose of The Big Event

The Big Event is different from other service projectsénause it is not based on

socioeconomic needlhe Big Event is a way for an entire student baxaty campugo express

their gratitude to residents who support them during thepllege career. Local residents

attend athletic eventsput up with traffic and everything else that comes wiithing alongside
college students. Whether it is painting houses, raking yards, or working a carnival, the type of
job is not important. Té Big Event is not about the typé job or the number or jobs

completed or the number of students that participate. Rather, it is the interaction with the
residents and the resulting unity in the community that makes The Big Event so BIG!

Our Goal

Ultimately, we hope to establish a single day where students at campuses across the nation
come together for one big day, one big thanks, one Big Event. Though we may not be working
side by side, the spirit of selfless service will be apparent from coast &.coa
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Committee Structure

There is a wide range of different jobs that must be completed to successfully host a Big Event.
They can be diged into four major concerns:

1 Recruitmert of students to complete job@Recruitment)

1 Recruitment of jobs to be donie the community (Outreach)
1 Fundraising for the organization (Operations)

1 Development of the event (Programs)

To efficiently and effectively accomplish these jobs it is best to break your Big Event committee
up into subcommittees, each focusing on onetbge previously meribned areas of the event.

The names of each stdommittee at Texas A&M are in parentheses following each area of
concern.

The diagram below gives a general outline around which to design your own Big Event
committee.

Director
| |
| | | | | | | |
Recruitment Operations Outreach Programs
Executives Executives Executives Executives
I_ Committee I_ Committee I_ Committee I_ Committee
Members Members Members Members

This is a basic guideline that may help you develop a structure that works for your needs and
your Big Event. The number of people you have assisting you in starting The Big Event at your
school will also aid in determining how to organize your committeesponsibilities of the
Executivesnay be combined at first if there are a limited number of people helping you. For
example, the OperationExecutivamight also be in charge of committee development for the

first few years. The distribution of comnet members will also depend on the number of
members you have and the specific needs of your committee. If student participation will not
be a big concern, but funding will be an obstacle, it may be beneticiatrease the number of
members on Operatios to help meet your goals.

5|Page



To give you insight into an established program sethp structure of the committee setup at
Texas A&M is given belowVe have expanded the outline to cover the amount of work done
by each sultommittee throughout the year.

1
Director
1
Assistant Director
(Chief Financial Officer)
| | ) | |
2 2 2 2
Recruitment Outreach Operations Programs
Executives Executives Executives Executives
(Student Recruitment) (Job Recruitment) (Fundraising) (Development)
18-20Committee 18-20 Committee 18-20 Committee 18-20 Committee
Members Members Members Members

In the spring, B8 Staff Assistants are also brought onto the committee to assist with spring
responsibilities.

Back Row:
Dave Browning, Outreach Executive
Frank Edmiston, Operations Executive
Jacob McDougal, Recruitment Executi
Matt Wayne, Prognas Executive
Middle Row:

Emma Fisher, Outreach Executive
Sarah Bett, Operations Executive
Mallory Johnson, Recruitment Executiv
Kristen Hinerman, Programs Executive
Front Row:

Mallory Myers, Director
Ryan Byrne, Assistant Director
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Committee Expectatios and Responsibilities

The Big Event Director

®

The Big Event Committee should be structured so that at least one person oversees the

2LISNF GA2ya 2F GKS SYiANB O2YYAGUuSSo ¢t KS RANXB
organizing and planningtie S NR& S @Sy i ao ¢ KS RA N&GniiteedNI & dzLIS N
to ensure that work is getting done efficiently and that deadlines are being met. The director
delegates responsibilities, acts a problem solver and mediatandsupports the executive

and committee members. Additionally, the director is responsible for the tasks that do not

directly fall into the described subommittees, such as running meetings. Finally, the director

should be the liaison between the committee and your univeraitgl/or affiliated group. At

Texas A&M, The Big Event is housed in the Student Government Office, which allows our

director to have constant interaction with Student Government executives, advisors, and other
Student Government offices.

Responsibilities 6The Big Event Director:

Oversee Executive and General Committee meetings

Make reservations for committee meetings/events

Plan and run committee retreats

Run major committee events (such as Mock Big Event)

Oversee all procedures on the day of TheBignt

Communicateand work with university officials that help put on The Big Event
Oversee the addition of staff assistants in the spring

Organize the Organizational Meetings

Handle the main finances of the committee if there is not an Assistant Director

= =4 =4 4 -4 -8 5 -5 -3

The director is ultimately responsible for the committee and its members. Through weekly
executive meetings the director is able to stay up to date with the@uhmittees and can
discuss important topics and other areas of interest regarding the operaidf The Big Event.
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The Big Event Assistant Director

®

If you choose to create the position of assistant director for your committee, we have several
suggestions of the role your assistant director should play. The assistant director should act as
the chief financial officer of your organization to allow theector to focus on the workings of
the committee. Being the CFO entails the development and maintenance of the committee
budget, the handling of member dues if applicable, the approfgeneral spending

throughout the year, and any other issues relgtito money. The assistant director works
closely with the director to ensure finances are always under control for the committee.
Outside of finances, the assistant director works alongside the director to make sure that all
committee business is undeontrol. Additionally, the assistant director helps the director with
the training and encouragement of the staff assistants in the spring. The exact role of the
assistant director should be established by the director who chooses to have this position.

Responsibilities of The Big Event Assistant Director:

Chief Financial Officer

Work with director to oversee committee business
Assist the sultommittee executives as needed

Help director to oversee staff assistants in the spring
Develop and maintain a Biyent website

Work to set up an endowment account

= =4 4 4 A 2
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needs must be filled to successfully oversee your committee and run your Big Event.

8| Page



RecruitmentSubCommitee

The main focuses of the recruitment saubmmittee are the students, staff, and faculty that will
ultimately become a part of your Big Event. This-saimmittee works yearound to promote

your event on campus and get people motivated to participat€he Big EventThe

recruitment subcommittee oversees all communication between The Big Event committee and
the student body, as it handledl oncampus awareness and advertisiBglow is an example

of what recruitment subcommittee members might dduring the fall and spring semesters.

Fall
T hNBFYATS | Clff 1 g NBySaa 28S1 (G2 LINRY2(S
f Make all necessary reservatiofor onOl Y LJdza LINRY20A2ya F2ft26AY
guidelines

1 Work tables at various locatismn-campus distributing promotional items, fliers, and
talking to students about The Big Event

1 Make banners and posters to be hung in high traffic campus areas to advertise The Big
Event and/or any fundraisers

1 Order and distribute promotional items such stgkers, buttons, pens, magnets, etc.

1 Develop a Participation Form that students will fill out in the spring in order to
participate in The Big Event

91 Develop a recruiting game plan for the spring

1 Contact student leaders across campus regarding@pation of their organization in
The Big Event

1 Distribute the Participation Form so students can sign up to participate in The Big Event

1 RECRUIT, RECRUIT, RECRUIT! Get the word out about what The Big Event is, when it is,
the impact it will have on theommunity, how to get involved, etc.

1 Organize and run a Spring Awareness Week where the committee works tables at
locations on campus to advertise the upcoming event and distribute the participation
form so students may sign up to participate.

1 Act as hospality to guests on the day of The Big Event

1 Oversee the student chegk procedures on the day of The Big Event
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RecruitmentExecutiveResponsibilities

Oversee all work done by stdtommittee members

Order promotional items

Ensure university guidelineseabeing met regarding campus advertisement
Handle the creation of the Participation Form

Handle printing of materials used for promotional reasons

Handle incoming Participation Forms

Oversee participant cheédk on the day of the event

= =4 4 4 4 A8 A

In summary, studetrecruitment is the sulcommittee that oversees all edampus operations
and is in charge of organizing events regarding student participation.
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OutreachSubCommittee

The outreach suzommittee works with the surrounding community to find jobs to be done on
the day of The Big Event. They also advertise locally for the Big Event. The main goal for this
sub-committee is to make relationships in the community that ge¢ Big Event name out and
recognized so local residents and businesses request jobs to be completed. Outreach is also
responsible for parking and trash on the day of The Big Event. Below is an example of what
outreach subcommitteemembers might do durinthe fall and spring semesters.

Fall

1
1

Design a poster to be hung at various locations in the community

Work to establish relationships with local businesses to allow the poster to be displayed
in their establishment closer to your event date

Work with a graip like the local Chamber of Commerce to obtain a city wide map to be
used by the committee

Develop a Job Request Form that residents and community agencies can fill out to have
a job done at the house or business

Contact the local newspaper about possiphnting the Job Request Form in the paper
closer to the date of your event

Develop a newsletter to be sent to former executives and/or members

Speak to university related organizations about The Big Event (at Texas A&M we often
aLISI 1 G2 | 33akrBss the2shi@a / f dzo &

GET THE WORD OUT ABAHH BIG EVENT IN THE COMMUNITY!

Develop a means of distribution of the Job Request Form to the community-{door

door, in the newspaper, on a website, etc.)

hNBFYAT S GKS O2YYAGGS&@MmDaywz2 o wSljdzSaid C2NY
Establish relationships with local television and radio stations to play commercials and

run public service announcements advertising The Big Event

Contact businesses such as banks, bookstores, etc. to run advertisements on their
marquees or tickrs

{1 +td O02YYdzyAdeé 3INRdzL) YSSGAy3Ia &adzOK | &
Clubs, etc.
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Outreach Executive Responsibilities

Oversee all work done by stdtommittee members

Work to develop community relationships and contacts

Establish relationshgpand contacts with local city government

Contact the city government to find out which areas are classified as low income so as

to target these areas for job recruitment

1 Meet with city officials to determine how trash items on the day of The Big Envidriie
handled

1 Handle incoming Job Request Forms

1 Plan a Fall Service Project so that committee has the opportunity to serve in the

community

= =4 =4 A

In summary, the outreach sutommittee is in charge of all effampus operations and events
regarding community @rticipation in The Big Event.
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Operations SulCommittee

The operations sulsommittee is responsible for gathering donations amwderingsupplies

needed for The Big Event through fundraising. Thecsuwbmittee members are responsible

for coordination of any fundraising event and also the inventory of tools and supplies
throughout the year. Some examples of fundraising events held gvBigt committees may
include: raffles, silent auctions, benefit nights, and banquets. Operations primarily deals with
local businesses to establish relationships and receive donations, but more intensive efforts
could be used to gain monetary supportrndarger corporations. Finally, the operations sub
committee oversees all aspects regarding tools and supplies, including the inventory, purchase,
and allocation of supplies for use on the day of The Big Event. Below is an example of what
operations sukcommittee members might do during the fall and spring semesters.

Fall

Decide upon and coordinate a fall fundraising event

Contact local businesses to request monetary donations

Establish relationships with businesses in the community for long term support
Oversee the inventory of already owned tools and supplies

Reserve areas on campus that will be used on the day of The Big Event

= =4 4 -4

Spring

Contact local businesses to request monetary donations

Contact local hardware stores requesting tool or supply donations
Organize and store all necessary tools and supplies for The Big Event
Coordinate parking and traffic control for the day of The Big Event
RunTool Distributioron the day of The Big Event

= =4 4 -4 A

Operations Executive Responsibilities

Oversee all work done by coniitee members

Find local businesses for committee members to contact

Keepaccuraterecords of donations madand send thank you notes

Write grant letters to receive funding from other companies

Development of documents such as Contributor Contracts and@ration Solicitation
pamphlets

1 Plan/manageall fundraisers

= =4 =4 4 A
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Keep an inventory of tools and supplies owned by The Big Event

Purchase needed tools for the day of BigEvent

Allocate tools to jobs to be done on the day of The Big Event

Oversee Headquarteend distribution of supplies to student participants on the day of
the event

= =4 =4 A

SeeAppendixXor the Contributor Gntract.

The fundraising subommittee oversees all business contacts, donations, and supply matters
regarding The Big Event.
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ProgramsSubCommittee

The first focus of the programs salbmmittee is the future of The Big Event on your campus.

This subcommittee is concerned with taking the necessary steps to perpetuate The Big Event in
terms of funding, reputation, and recognition. Atlso LINB2 ANJ Ya a SN Séciall a GKS
coordinators by deciding what activities the committee can do together throughout the year to
establish relationships. If you decide to have banquets for your Big Event, it is this sub

committee that works to mke them happen. The example below shows what the programs
sub-committee members might do during the fall and spring semesters.

Fall

Decide upon fun and creative social events for the committee
Act as committee photographers at committee events
Design shis and apparel for committee members to wear
Speak to university related organizations about The Big Event (at Texas A&M we often
aLISEFE]l G2 '33AS az2YQa /ftdzoa FONR&aa GKS adl
Work to keep in contact with former Big Event Executives and/or members
Develop a newsletter that is sent to former executives and/or members
Work on obtaining large donations from corporations
Work on developing programs to help finance future Big Events
Begin planning for the Welcoming Ceremony for the day of The Big Event
0 Select and invite a keynote speaker or a band to play
0 Begin arranging for breakfast for student participants
o Reserve all sound and audio equipment
o Arrange for any other wanted entertainment
1 Call local restaurants/caterers to get food donations for comreithetivities (i.e.
retreats, day of setip/tear down) and for participants on the morning of The Big Event
1 Create/plan a Rain Plan for the Day of The Big Event to be used in case of harsh weather
conditions

= =4 =4 A
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Spring

1 Decide upon fun and creative social evefdr the committee

1 Design and send invitations to former members, local contributors, and university
administration to be a guest on the day of The Big Event

T / NBFGS I &aONY L2211 2F GKS @SINRa FOGAGAGAS
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1 Plan the Committee Banquet (a banquet for the comaettembers to celebrate the
@SINRa S@Sydao
1 Design a-shirt to be given/sold to student parigants
91 Design a program to be used on the day of the event
1 Develop a media guide for the day of The Big Event
0 Include factual data about The Big Event
o List of meda friendlyjob sites
9 Finalize food donations for all The Big Event activities
1 Finalize keynote speaker, band, etc.

Programs Executive Responsibilities

1 Oversee all work done by stdommittee members

Organize speaking engagements

Assist members with areas@h as grant letter writing

Act as hosts to media who attend the day of The Big Event

= =4 A

In summary, the programs stdmmmittee handles the social aspects of the committee and the
perpetuation of The Big Event on your campus.
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Staff Assistants

Thisisan optional position dependent upon the amount of work your committee needs to
accomplish the semester before your event. Staff assistants are chosen in the spring to help
balance the large increase in workload for the committee. Staff assistants dneye with
committee members for purposes of checking jbb siteswhich they are assigned for the

year. They also help with the distribution of Participation Forms, Job Request Forms, and assist
with advertisement on and off campus. If you feel asuiiph the staff assistant position is
necessary to lighten the load, the following is a list of suggested tasks they can accomplish.

Spring

Assist with Job Request Distribution
Checkingob siteswith partner
Distribution of Participation Forms
Work table lours at areas across campus to recruit students/spread awareness
Work office hours
0 Zone jobs
o Answer phones
o Call organizations
1 Assist with running the day of The Big Event

= =4 4 -4 A

Assessing your student body, surrounding community, and financial situation Valttait into
determining how to set up your committee. If you have any question about this, please use us
as a resource!

17| Page



General Yearly Outline of Activities

This section is written to show you the basic activities and steps to be taken througteout th
summer, fall, and spring semesters to organize The Big Event. These points are written in an
order that would fit an event to be held during the spring semester. If your event is held during
a different part of the year, the activities should be reagad to fit your needs. A general
description of the activity will be presented first. Examples of how these activities are carried
out on campuses currently hosting a Big Event may be used to clarify certain points.

Following the conclusion of the dagf The Big Event

After The Big Event has happened for the year, it is time to select the new leadership that will
0SAAY LA FYYAY3I F2N GKS F2tt26Ay3 &SINRa S@Syi
executive staff through a selections procedurattjyour committee has deemed appropriate.

Usually, the outgoing director selects the new director through a simple application and

interview process. The new director decides upon the number of executives needed and the
procedures to select them. Againg have found that an application and interview process

work best. Once your staff is selected, planning for the event can begin.

Seeing that you may not have an event already, this point may not apply specifically to you. If
you have a group dfiends or colleagues that would like to assist you in beginning The Big

Event, then they should be your executive staff. Remember that The Big Event was started by a
cdlege student and his friendso do not feel that you must have a full staff to m#kis project

get off the ground. Interest from others in becoming a part of The Big Event will most certainly
come withtime.
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Summer

S —-Y

During the summer months it is beneficial for the new executive staff to hold at least one

planning retreat. ThisieNB I § O2dzZ R 6S R2yS Ay @&2dz2NJ a0K22f Q
NBEGNBFG F2NJ e2dzNJ adl FF o {2YS O2YYAGGSSa K2fR
hometown, others go camping, and even othhold it on campus. Most Big Event executive

staffshold their retreat over a two day period.

This retreat is especially important for events that are just getting started! This time provides
your executive team a chance to focus on and understand their objective and to set goals for
the upcoming year. He retreat is basically an opportunity for everyone to get on the same

page concerning what will happen throughout the next year. Things that are covered during
this retreat are: the committee calendar, committee selection procedures, plans for major
activities, fundraising ideas, executive responsibilities, goals for the whole committee, goals for
each subcommittee, etc. The objective of the meeting is to leave feeling comfortable with and
understand the specifics of what needs to be done during tlee.ye
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Fall

—e

Committee Selection

This factor will depend on how many people you have interested in helping you with The Big
Event. If you are just getting started, there may not be enough name recognition for people to
want to join the committee just yet Initially, it may be beneficial to accept any students who
wish to help out and not focus on selections if your application numbers are low.

It would help your selections effort to develop some type of advertising campaign, lead by the
executive stafffo get the word out about this amazing new committee. Whether it is working

table around campus talking to the students directly, talking with student groups departments

within the university (such as a Department of Student Activities or Student Govatjroe

LI daAy3d 2dzi FEASNE (G2 aLI N)] addzRSyiaQ AydiSNBa

If there is enough interest in being a part of The Big Event committee, an application and
interview selection process has worked best for most Big Event committgemally. At the
beginning of the new school year, the executive staff creates an application to be distributed to
any students interesting in becoming a part of the committee. The students fill out and return
the applications to the executives for duation and scoring. From these applications, the
executive team chooses those they wish to receive interviews. After interviewing the selected
individuals, the executive staff selects a number of people previously determined to help
organize and run ThBig Event.

After you have your committee, it is time to determine which members will be on each of the
sub-committees. You may place member in the ammittee on which you feel they would
best perform or you may decide to have the members give a peefar as to where their
strengths lie. Once you hayeur team the real fun can begin!

Fall Committee Retreat

Soonafter the committee is chosen, there should be a retreat held for all members of The Big
Event committee. Most Big Events hold their retiover an eveningn a location within the
OAGEe fTAYAGA 2F GKSANI a0Kz22fQa 2oy

The main objective of the retreat is education of the member, but almost equally it provides an
opportunity for the committee to get to know each other and start forming fdships. This is

also a time for the executive staff to go into detail about what The Big Event is and what you
hope to accomplish that year. Executives have an opportunity to give the committee focus and
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discuss the overall goals for each stdmmittee. Members should leave the retreat knowing
what The Big Event is and what is necessary to be done to make it hagparmay choose to
have a speaker, dinner or team building exercises as part of your fall retreat. The executives
and director are in chaggof planning this event.

Executive Meetings

The Big Evergxecutive staff should meet once a week to discusdeipth details of The Big

9gSyil o0dzaAySaa [yR LEXIFYYyAy3ao ¢tKS RANBOG2NI ak
to ensure topics are coved as orderly as possible. This time allows the executives to give

progress reports of thesu®2 YYA G 1SS Q& NB a LRy anilealdvingitheSa (2 K
director to make sure the subommittee goals are being met in a timely manner. This meeting

gives all executives insight into what is happening on the variousauoimittees. It also lets

0KS SESOdziA @S &GIFFF (2 LINBLINB F2N gKIFG gAtf
meeting. Length of each executive meeting will vary throughout theryaa some parts of the

year are more hectic than others.

General Committee Meetings

Meetings should be held weekly to discuss and conduct the business of The Big Event. A

general committee meeting is held first, followed by individual-satmmittee meeings. This

time should be used for committee announcements, listening to speakers, or participating in
activities that will encourage the committee to bond and stay motivated. During the general
committee meeting, questions, problems, and anything tinapacts the entire committee are

discussed. After the general committee meeting, the members break up to meet in their

individual subcommittees led by their respective executives. Eachaarbmittee handles its

specific business during this time, incluglidelegation of responsibilities, deadline checks, and
progress reports. Oncetheses@2 YYA G GSS YSSGAy3a KI @S 6SSy O2
Event meeting is finished.

Inventory

This activity will apply to those groups that already own tools and seppb be used on the

day of The Big Event. This activity should be overseen by the operaticosrsutittee, as

GKS®@ N’ Ay OKFNHS 2F ¢KS . A3 9@SyiQa Gz22ftad
committee retreat and inventory on the sanaay.
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Inventory is used to assist the committee before purchasing more supplies for use on the big
day. Itis a good idea that if you have tools and supplies you keep them in a central location
such as a storage shed. During inventory the committee checkstlad tjols and supplies to
find broken or faulty equipment to be discarded. Members count the remaining supplies and
record the exact numbers of supplies in possession of The Big.EVeals and supplies are

also marked with paint or another permanent rking to help with showing which tools belong

to The Big Event. (This helps when tools that are not property of The Big Event are returned by

students on the day of the event.) After counting is completed, the tools and supplies are
returned to the storge unit in an organized manner that will make getting them out on the day
of The Big Event run smoothlilote: It is very important to order tools based on your
projected job count.

Fall Awareness Week

Fall Awareness Week is a promotional week useabizertise and increase campusde
awareness of The Big Event. The recruitmentsuimittee should oversee all planning for
GKS 5SS o ¢KS 4SS YAIKG lfaz 06S dzaSR (2
For example, if you are having an aooton a Saturday, you could hold your Fall Awareness
Week the Monday through Friday before the auction.

Things your committee may do during Fall Aweess Week:

1 Work tables around campus to directly interact with students
o Pass out fliers with informatioabout The Big Event and/or your fundraiser

o Pass out promotional items such as stickers, buttons, etc. that advertise the date

and contact information of The Big Event
1 Hang painted banners in high traffic areas of camgueh as:
o Student centers, large camp buildingsetc.
1 Hang posters in high traffic areas of campus such as:
o Dorms, dining centersetc.

RO
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=

Have chalk board raids in classrooms across campus

=

o By developing relationships with other student leaders, it is more likely their
organization will want to participate in your Big Event

You goal with Fall Awareness Week is to get the word out and get people aaiee Big

Event. Having this event the semester before your Big Event helps people start thinking about

participating in your event the next semester.
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Fall Service Project

Should your committee choose to do so, a Big Event committee service projedtb@dbne in

the fall. As a service oriented organization, The Big Event strives to help others and make an
impact on the community by giving back throughout the year. Doing service projects as a
committee helps keep the real purpose for The Big Evestifin our minds.

One or two executive@@enerally outreach or programs executives)uld be placed in charge

of planning this activity. Projects that have been done by Big Events in the past include:
g2NJAYy3 G F22R 0 y1 aZI shdma, doing ward wdrk, hiyBwayidsh A (0 &
pickups, running an elementary school carnival and much more. Find out what sounds best to
your committee and keep in mind that the Fall Service Project is a fun time to share with your
committee.

Summary

These arehe fall activities that should be done to get The Big Egtatted on your campus.
Remember that these activities are going on in addition to all of the work being done within the
individual subcommittees.

Constantly ask yourself questions while gdimgugh this process. For example, to have a fall
inventory, you must have tools; to have tools you have to have money to buy them and a space
to store them. This may not be something you can do for a while, which is okay! You may have
to ask the commuity residents to provide supplies for their jobs or you may work only at
community agencies that can provide supplies for the first few years while you build up your
finances. These questions will orient you to figure out the best places to start angidwelp

decide how best to run your committee.
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Spring

Staff Assistants

Should you see it necessary to increase the size of your committee, you could add additional
YSYOSNR (2 GKS O2YYAGGSS Ay GKS &LINR Wao 6{SS
the Committee Expectations and Responsibilities section of this packet.) You should decide the

best way for selecting these new members to be on your committee.

An example of how selection has been done in the past follows. During the first wdaks#s

in the spring semester, an application is created and distributed to interested students.
Distribution may involve working tables, posting the application online, or using word of mouth
to get people involved. The applications are filled out agtdmed to The Big Event executive
staff who will review them and choose new members based on this review.

Spring Retreat

Within the first few weeks of the spring semester, the committee should hold its second
retreat. The spring retreat is much more educational atrdcturedthan the fall retreat.

The spring retreat works to educate the staff assistants about The Big Event, and also trains the
committee for their new jobs preparing for The Big Event. The retreat goes into detailed
explanations about items used such as the Participation Form angeglest Form, but also

about procedures done such as table hours, office hours, chekingites and speaking to
organizations.You may also find spring retreat to be a good time to distribute Job Request
Forms as explained in the following sections.

The objective of this retreat is to have members leave feeling comfortable with what they have
to do during the spring semester.

Spring General Committee Meetings

Meetings should be held weekly to discuss and conduct the business of The Big Event. A
genaal committee meeting is held first, followed by individual ssdmmittee meetings. This
time should be used for committee announcements, answering questions regarding spring
activities (such as office hours), checking progress (such as chptksiteg, and just making
sure everyone is on track for the semester. Just as in the fall, any questions, coaceins
things impacting the whole committee are discussed. If your committee has staff assistants,
the director and assistant director can lead thelaring subcommittee time. It may be useful
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to use the staff assistants with help in painting banners, cutting fliers, putting table tents
together, etc. at this time. Each sebmmittee handles its specific business during this time.

Job Request Formistribution (see Appendix for Job Request Form

One crucial element to the success of The Big Event in your area is finding jobs in the
community for students to completeYou usually want to have the forms out for abou6 4

weeks before your matchingagts. Job Request Form Distribution Day should take place around
the date that you make the forms available to the general public. There are several ways to
distribute the request form.

Committee members can be paired up or placed in groups and giveogaagdhic region of

your city to target. This could be any region of your city, or it could be a city government
determined lowincome area of your city. Depending on the city, safety might be an issue in
some neighborhoods. It is a good idea for theaestves to scout out questionable areas

before sending members to distribute forms there. The students walk through the
neighborhoods passing out Job Request Forms and informing families or individuals about The
A3 9@Syild o6SAy3a | Gity.K(You vant t2stiess thatt is @ tdhk yORtY Y dzy
the WHOLE community and not just a service for the needy. If it appears as need based, it will
discourage many people from participating.) If no one is home, the Job Request Form can be
left on the doorhandle or porch where the owner will be likely to see it. This is a very effective
way of distributing Job Request Forms because it also helps educate the community about The
Big Eventvhile passing out the forms.

Other means of distribution include:

Hawe the Job Request Form printed in the local newspaper

| I S GKS F2N¥Y | @FAflroftS 2y @2dzNJ O2YYAGGSSQ
Hold job drives at local stores

Have request forms placed in grocery bags at grocery stores

Give bundles of forms to local schools districts and diresdor distribution

Contact local agencies such as hospitals, Edakrhospice, etc. to see if they know of

any individuals in need of a service job

1 Work with your local city government to develop a means of distribution

= =4 4 4 -4 2

There are several options to usdien trying to get the Job Request Form out in the
community. A majority of these options, however, involve establishing relationships with
various community entities. This is why it is essential for the outreacitsoimittee to begin
making these rel@onships in the fall and to continually build them throughout the year.
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Office Hours

Each committee member should be required to work at least one office hour during the week.

If your committee has an office or cubical, the member serves to answer amepialls that

come in and either answer questions or take messages for the executives. This time is also
used to zone job requests that come in, a process to be described later in the section. This also
allows the executives to have members availabtaefe is work that needs to be completed in

the office.

Spring Awareness Weelsee Appendix for the Participation FQrm

Spring Awareness Week is nearly identical to Fall Awareness Week except that you are heavily
advertising the upcoming event while disiuting Participation Forms to the student bodYou

want your Participation Forms to be made available to the student body around the same time
the Job Request Forms are made available to the community. It would be a good idea to hold
your Spring Awangess Weekhree weeksprior to the due date of the Participation Formk.

may also be beneficial to post the Participation Forms on a website to be printed off by
potential participants.

Things your committee may do during Spring Awareness Week:

1 Worktables around campus to directly interact with students
o Pass out fliers with information about The Big Event
o Pass out Participation Forms
o Pass out promotional items such as stickers, buttons, etc. that advertise the date
and contact information of The Biyent
1 Hang painted banners in high traffic areas of campus such as:
o Studentcenters, large buildings, etc.
1 Hang posters in high traffic areas of campus such as:
o Dorms, dining halls, campus buildings, etc.
f Maketrit2f R adl ofS GSyddiningateds LX I OS 2y Gl of Sa
1 Have chalk board raids in classrooms around campus

y
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to participate is an essential task in the sprifgbu can usually obtain a list of all campus
organizations from a university department such as Student Government, Student Activities, a
Student Union, etc. You can use this list to call various organization l¢adstsup times to
speak at their meetings. By speaking about what The Big Event doas, why you are

hosting a Big Event, and what participating would entail, groups are more likely to become
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interested in what you are doing and therefore more likely to participate. You should also bring
a Participation Form to every meeting you sked and directly hand it to the student leader.

Your goal with Spring Awareness Week is to get the word out and get people signed up to
participate in The Big Event.

Processing Job Request Forrsee Appendix for Job Request Form dotalInformation Faon)

FFbhe¢oy CKAA ASOGA2Y gAff RAA&AOdzAA &L} NI ySNAK
members who will go out and check the various job sites assigned to them.

This section will walk you through the procedure of handling a Job RequesioRoenit is
received by your committee after being completed by a community resident. The executive
staff should handle all processing outside of the zoning of the request forms.

When the Job Request Form is received

Immediately, the form is given anumiid 6 dza dzl f £ & OKNRBy2f 23A 0O f f &
W26 wSljdzSad C2N¥Y NBOSAGSRI auné GKS aSO2yR:
the assigned number should be entered into a computer program, like Excel or Access to
create an organized Matching Fosystem for the information. (This will be explained

in the following sections.)

Zoning Job Request Forms

A simple map of the city should be obtained from your local city government or
Chamber of Commerce to use for this process. It would be benefieisgny committee
member could be given one of these maps. The map should have the street names of
the city listed alphabetically and have a grid to easily locate streets. For example, Maple
Street is located in coordinates# It would be best for theutreachexecutives to

divide this map up into a number of zones that matches the number of partnerships in
your committee. (If your committee has 10 partnerships, you should have 10 zones to
be labeled Al.) Each partnership is assigned to a partiadae. (Partnership 1 covers
Zone A, etc.)

Assigning Jobs to Partnerships

Once thgob has been zoned, executives assign it to the partnership whose is covering
that zone. (For example, Maple Street falls in Zone C and is therefore assigned to
Partnership3.)
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1 If there are not many jobs, the executives could determine which zones the jobs
fall into. If there are a large number of jobs, the committee members could find
GKS T2ySa Rd2NAYy3d GKSANI 2FFAOS K2dz2NBE 06Ol

The zone should be written dhe Job Request Form and entered into the computer
program. Two copies of the request form should be made; one copy should be filed by
job number in a large binder while the other copy is given to the partnership who was
assigned that job. The origirfarm should be filed either by job number or name of the
resident and placed in another binder or file.

Checking Job SiteseeAppendix fodob Information Forpdob Site CheckljdRisk Evaluation
Form, and Recipient Indemnification and LiabRgjlease Forjn

Checking job sites holds several key functions for your committee:

1. It makes sure the job is something that can be done on the day of The Big Event.

2. It makes sure the job site is safe for students; if not, the job is cancelled.

3. It allows youmembers to see how many supplies are needed to complete the job and
what supplies the job recipient can provide. (Starting out you may need them to
provide a majority, if not all, of the supplies for the job.)

4. It allows your members to see how many stutewill be needed to complete the job in
a fairly reasonable amount of time. (4 hours is generally a good amount of time.)

5. It allows your members to go over any rules set by your committee with the job
recipient. (i.e. Student not being required to stapre than 4 hours or no alcohol
should be given to the students.)

The actual checking of the jobs should start as soon as you begin receiving completed Job
Request Forms back from community residents. You want your members to start as early as
possible ad to stay caught up with their job checking so that everything is checked in time for
Matching Day to run smoothly.

The Process of Checking Jobs:

1. After a partnership is assigned a job to check, the first thing they should do is figure out
how to get to thejob site. This can be done by printing off a map on a website like
http://maps.google.conor http://www.mapgquest.comor can be done by finding a
route using one of the maps obtasd from the city. Two maps should be deafor each
job, one for the committee partnership and one for the students to use on the day of
The Big Event. The map that will be used by the student participants on the day of The
Big Event should be placed imiader ordered by job number.
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2. Next, the members should call the community resident to set up a time to check the job
site. Once an appointment is set up, the partnership goes to meet with the recipient
and do an evaluation of the job site. The Job Shiecklist Form should be filled out
completely, and a general risk evaluation of the job should be ddime. partnership
should also go over the rules listed on the Recipient Indemnification and Liability
Release Form and have the recipient sigriiiter the partnership has filled out the
paperwork, gone over the rules with the recipient, and explained what will happen on
the day of The Big Event, the partnership can leave.

3. The partnership should transfer the relevant information from the Job Site Géteckl
onto the Job Information Forngeverything except students assigned, organization
assigned, and tools allotted). The Job Site Checklist is then filed by job humber by the
partnership in a large binder. THeb Information Forms also filed by the johumber
in another binder.

4. The executives then go through the binders and check for risks and enter supplies
needed and number of studenteeeded into the computer program. If there are risk
concerns with a job, thdirector and/or assistant directaghoud decide how to handle
the situation at this time by either canceling the job or finding a way to reduce the risk.

This procedure is followed faachjob site.
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Executive Matching Day

Executive Matching Day is the single day when jobs, organizations, and tools are matched
together. It takes place the weekend beforbe Big Eventfter the following conditions have
been met:

1 All jobs have been checked,
1 All student participants are sigd up, and
1 All relevant information is entered into the computer program.

What you will need:

1 The completedlob Information Fornsomputer program(database)with the tools
needed to complete the job entered and the number of students needed to complete
the job

1 The completedlob InformatiorForms(organization assigned should not be filled out!)

1 The student Participation Forms

How to match tools to jobs|This is typically done only by the Operations Executives!]

1 Look at the types and numbers of tools requested for a job onltielnformation Form
and in theJob InformatiorFormcompute program
f 5SLWISYRAY3I 2y (KS GeéeLlSa FyR ydzyoSNa 2F (22f
(determined during fall inventoryy,ou can assign an appropriate amount of supplies to
the job. (For example: If a job requests 5 ladders, but you only have 10 ladders for all
your jobs, it would be appropriate to allotZ ladders to that job site.)
1 Record the type and number of toolstyallotted to a job on theob InformationForm
and in theJob InformatiorForm computer program
1 Continue like this until all jobs are supplies and all tools are allotted

Remember that starting out you may have few or no tools to allot for job complettisis

fine and expected!Over time you will gradually accumulate tools to be used on the day of The
Big Event. Utilize supplies that job recipients have at their house and work to establish
relationships with tool and hardware businesses.

LF & 2gkttddlk fgrQauBig Event due to lack of funding or time, it would be best to at

first focus on completing jobs that do not require tools. You could focus more on helping out at
nursing homes, food banks, and school carnivals and still complete jabthéhrecipient can
provide all of the tools. This plays into the idea of starting small and working your way up!
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How to match student participants to jobs:

T

Look at the number of students needed to complete a job as writtetthe Job Site
Checklist

Find a Participation Form that either has a number that is fairlyedloshe number
needed on thelob Site Checklisbr aParticipation Fornthat has enough students
signed up on it so they may be assigned multiple jobs. (For exampl@alficipaton
Formhas 25 participants, it could be assigned to a job that needs 10 students, a job that
needs 7 students, and a job needing 8 studemso, not everyone needs a tool in
order to be helping!

Numbers do not have to match perfectly, they only needf&rly close

Record the name of the organization/names of the individuals and the number of
students assigned to the job on tdeb Site Checkliahd in thedatabase (if applicable)

Special cases for matching individual participants:

T

Students who signputo participate as an individual should be grouped together with
other individual participants. (For example: If a job reqgrstudents, you could
assign 6 students who signed up by themselves.)
Assign the groups names like Individual Group 1, &tc3,
Pick one name from the group to serve as the Individual Group Leader. (For example:
JohnSmithwill be the representative for Individual Group 2.)

o You will inform the individual participants of their group number and selected

representative at the @anizational Meetings.

Completing the matching process:

T

=a

First, match any jobs requiring special skills with a qualified group. (For example: If a
job requires heavy lifting, it may not be advisable to send a sorority to complete the
job.)

Follow the ab@e procedures for assigning toolgperations Executives]

Follow the above procedure for matching students.

TheJob InformatiorFormshould be completely filled out at the end of executive
matching day.

Database Information:

Your database can be anythifrgm an Excel spreadsheet to a special computer program. You
may also choose to create a Google form that will automatically put entered information into a
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spreadsheet. Regardless, you must have a master list of all organizations and the job sites to
which they are assigned.

Committee Matching Day

Committee Matching Day is when the committee members prepare the information packet that
is given to the student participants containing everything they need to know about the job they
will be completing orthe day of The Big EvenEach member is in charge of preparing a folder
for each job they were assigned. Committee Matching Day is usually held the day after
Executive Matching Day.

Preparation

1 You should have manilafolder for each job that will beone.

1 You should have copies of all of the compledeth Information Forms(They should
KFE@gS tf 2F GKS 220 NBOALASYyGQa AYyF2NNIGAZ2
to the job, the number of students assigned to the job, and a list of tioeatied tools.)

1 You should have the binder of all of the maps to the job sites

1 You should have copies of any supplemental materials you would like to include in the
packet. This may include:

o A list of numbers to call if there are problems at the job.sitdnese can be the
numbers of the executives or numbers from phones borrowed from the school
or outside vendor

o A sheet of proper Big Event day guidelindge parking, important times, etc.

0 Some Big Events obtain dumpster sites from the city for us¢uolest
participants dumping job site trash on the day of The Big Event. A map of the
dumpster locations might be included.

o If you have a bigickoffceremony, you could have a flier advertising your
speaker and/or band.

Completing the Packets

1 Each partneship should get:
o0 Onemanila folderper job assigned
o0 Copies of the completediob InformatiorForms from the jobs they were
assigned
o The maps for each of the jobs they were assigned
0 Any supplemental materials you wish to be put in the packet
1 For each job theartnership should:
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o0 Get one folder and write the name of the group/individual assigned to the
particular job and the job number on the tab
o Place thelob InformatiorForm copy, map, and any supplemental materials into
the folder
1 After the packets are comgle the partnership members should file the packets in a bin
alphabetically by the name of the participating organization or by the last name of the
individual participant.

Organizational Meeting¢see Appendifor Organization Representative Statement of
Understanding

Organizational meetings are one of the most important things the committee does to prepare
the student participants for the day of The Big Event. The meetings should be held the
Tuesday, Wednesday, and/or Thursday before your Big EVérre should be one

organizational meeting held just for students who signed up as individuals. The dates and times
of the organizational meetings should have been listed on the front of énedipation Form.

The number of participants you have willtdemine how many meetings you need to hold

during the week. One representative from each organization must attend. Students who
signed up as individual participants should also attend the meetings.

At the organizational meetings, the students check inHgjr organization name; individuals
check in by their last name. At chedkthe participant is given their folder that was prepared
during committee matching day. During the individual participant checthe student is told
which group they are iand who their contact representative is for the group. Only the
individual group representativeill receive the information packet, but will be at the meeting
with the other members of the group. Once everyone has checked in, the meeting can begin.

During the meeting various topics should be discussed:

1 The contents of the folder should be explained

1 Explanations of important information should be given to the representatives such as
phone numbers to call, where to go if first aid is needed, wherectbsest hospital is,
etc.

1 Explanations about how the morning ®ie Big Evens going to run, how cheeak
tables will be set up, the schedule for speaker/bands, how to go about getting the tools
needed for their job site, and what to do if it rains on the day'bé Big Event
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1 Representatives are reminded about the times and fioces of the welcoming
ceremony

1 This all should be followed by a question and answer period

T CAylLftexs NBLNBaSyidliAdSa INB NBYAYRSR (2 LJ
members who are participating ifhe Big Event.

At the end of the meetig, the main contact from each organization signs a copy of the
Organization Representative Statement of Understanding, which ensures that they understand
all of the rules and expectations for the day of The Big EMdopefully student

representatives willeave these meetings knowing what they will do on the dayha Big

Eventand how things will run. Organizational meetings are meant to help things run smoothly
on the morning of fie Big Event.

Mock Big Event

The week before fie Big Event, the commitee should hold a Mock Big Event. This is a time
where your entire committee runs through the schedule for the morninghafBig Event so

that everyone knows what to expect, what they will be doing, and where they should be during
the day. Everyactivitythat occurs on the morning ofE Big Event should be simulated and

every job a committee member might have should be explained again. The Mock Big Event is
crucial because it helps the committee troubleshoot and fix problems before they occur.

Everythng is now ready for THE BIG DAY!
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The Day of The Big Event

Kickoff and ParticipanCheckin (see Appendifor KickoffDiagramn)

TheKickoff ceremony provides participating students with a place to meet with the
organization or group they will be working with that day. If possible, your committee could
arrange for small food items to be donated (such as donuts or orange juice) for thepzantgi

to be able to eat during the ceremony. This is the time when the band can play and allow
students to get pumped up about the projects they are getting ready to complete. During the
actual ceremony, there can be a variety of speakers and/or somer dtinms of entertainment.
Some Big Events have the university president say a few motivational words, the committee
director say a few words, and/or have a keynote speaker.

What you need foCheckin:

1 Master list of all participating student organizat®and individual participants
organized alphabetically (this can be obtained from ydaly InformatiorForm
computer program)

o NOTE: If you have multiple chaoktables, you need multiple copies of the
master list!

1 One three ring binder containing busirsesard holding sheet protectors and a large
stack of blank business cards (or the like)

o NOTE: Committee members should write one job number on each card and
place the cards in numerical order in the slots of the sheet protectors.

1 Index card files

1 Dotstickers and Sharpie markers

1 Stamp and stamp pad

Checkin begins prior to the time when people begin speakiiniging Kckoff. There should be
designated tables somewhere in tieekoff vicinity. It might work best to have multiple tables
ordered alphabetically by group name. When a student checks in, the committee member
takes one student ID per job that the organization is matched with (example: If an organization
is matched with 3obs, they need to bring 3 student IDs to check in). The committee member
marks on the master list that the group has checked in for each of their jobs. The student(s)
checking in gives the committee member the Job Information Form which the committee
member then stamps. (Stamping the Job Information Form lets the committee members at
Tool Distributiorknow that the student/organization has checked iffhe job number
associated with the student checking in is written on a dot sticker which is theagtatthe

ID andput in the index card file. As soon has chatkas concluded, the IRse taken from
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the index file box and placed in the slots of the sheet protectors with the corresponding job
numbers.

Headquarterg(see Appendifor Headquarters Diagm)

After kickoffis over, student participants are instructed to go to headquarters to receive the
tools for their job site. They are to take the supply list given to them during e@heok
headquarters and hand it to a committee member at the headtprarORDER area. The
member will take the list and tell the student to pick up the supplies from them at a designated
headquarters LOADING area. The committee member will gather the supplies and bring it to
the group at the specified loading area, andl weturn the supply list to the student at that

time. The student must have the supply list in order to return tools and get their ID back when
the job is completed!To clarify, the order area is where the students pass on their supply list;
the loadingarea is where they actually pick up the supplies. Please refer to Appendix H to see
how the order and loading areas are set up at headquarters.

Headquarters Solutions

While students are out doing jobs, the executives remain at headquarters solutions,
where the contact and emergency cell phones are located. Students who run into
problems at their job site can call a number that goes to headquarters solutions and one
of the executives can help find a resolution. It helps to have a master list dishjal

all participants at headquarters solutions. It also helps to have the binders containing
the Job Sit Checklists and Matching Forms at headquarters solutions, as directions to
each job site are written on these forms. This is to help students whtost on their

way to the job site. Headquarters solutions is the crisis management center for the day
of The Big Event.

Returning of Supplies

Once the students have left to complete their jobs, the boxes containing the student IDs are

brought to headagarters to prepare for tool return. Once the students have completed their

jobs, they will begin bringing the supplies back to headquarters. They will give the supplies and
supply list to a committee member who will make sure everything is returnede éverything
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to the student.

THE BIG EVENT IS OVER!
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We know this may seem like a lot of work, but it can be done! The above mentioned material
is meant for you b use as a template, so you can adjust it to what will work best for your

campus and student body. Remember that this is not about statisticsemognition; it is all
I 0 2dzii @han&YR\AH € &
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Example Schedule of Events for the Day of The Big Event

6:00 am

7:00 am

8:00 am

9:00 am

9:30 am

10:00 am

11:00 am

1:00 pm

2:00 pm

3:00-7:00 pm

TBE Committee meets for breakfast

Committee head td<ickofflocation

Operations sultommittee and designated other begin to set up headquarters
for tool distribution

Recruitment subcommittee and designated others begin to set up the
welcoming ceremony and check in areas

Checkin of student participants begins

Band begins playing (if applicable)

Committee members are working designated jobs (work check in tables, sell
t-shirts, hand out breakfast foods)

Kickoffbegns

Right beforekickoffends, committee members move to headquarters
Kickoffends
Student participantsnove to headquarters to pick up supplies

Student participants head off to job sites to begin working
Kickoffarea is cleaned

The Big Event committee members begin leaving tolreck their assigned
jobs to make sure there are no problems, that the students do not need
any more supplies, and that the recipient is happy with the work being
done

Committee members shdd return to headquarters to prepare for the return
of the participants

A majority of students begin returning from their completed jobs and return
their tools to headquarters

All student participants should have completed theins

The Big Event committee members go out and finish any jobs that remain or
jobs that did not get fully completed

Cleanup of headquarters
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Texas A&M University

{THEBIG
EVENT

TEXAS ABM UNIVERSITY?®

Ons Big Drg. Cho Big Thanks. Ons Big Eont.
CONTRIBUTOR CONTRACT Student Government

Organization/Company:

Contact Name:

Address:

City:

State: Zip Code:

Phone Number:

E-mail Address:

Signature:

Date:

Item donated: Value of ltem $

In order to show our gratitude, your organization will be publicized according to the following levels:

BRONZE: (up to $249 donation) Contributor's name will appear in The Eagle, Bryan-College
Station’s Newspaper, the Sunday following The Big Event

SILVER: ($250- $499 donation) Contributor’'s name will be on The Big Event poster which is displayed at
various local businesses . You will also enjoy those benefits of the Bronze sponsor.

GOLD: ($500-5999 donation) Contributor’'s name will appear on The Big Event t-shirt which is

purchased by student participants . You will also enjoy those benefits of the Bronze and Silver
Sponsors.

PLATINUM: ($1,000-$1,499 donation) Contributor’s name will be on The Big Event

commercial. You will also enjoy those benefits of the Bronze, Silver, and Gold Sponsors.

MAROON: ($1500-$4,999) Contributor will have a banner on the stage at The Big Event Kickoff. You
will also enjoy those benefits of the Bronze, Silver, Gold, and Platinum Sponsors.

OUR BIGGEST SPONSORS! ($5000+) Contributor will enjoy all benefits of Bronze,

Silver, Gold, Platinum, and Maroon Sponsors plus additional negotiated benefits.

STUDENT
(1()\’I—HN'\/H:.[\'£

We will return a copy of this contract to you for your records_ Thank you for your support!

Suite 127 John J. Koldus Building College Station, TX 77843-1236 Phone: (979)845-9618 Fax: (979)862-8908
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Saturday, March 28, 2009

For Office Use ONLY
Job #:

The BIG Event Job Request Form A

Zone #:

Partnership:
distribution

Recipient Name (Nombre):

Work Site Address (Direccion):

(circle one): Bryan / College Station Zip(codigo postal): 778
Email Address(correo electronico):

Best Time to Call (Mejor hora para llamarle):

Preferred Telephone Number ( Teléfono-Prefierdo):( )

Other Telephone Number ( Teléfono-Otro):( )

D Marque aqui si solamente habla espariol
Job Description

Please indicate job(s) to be performed and describe specifically in the space provided below.
(Por favor, indigue el(los) trabajo(s) a ser realizados, y de una descripcion especifica en el espacio proveido.)

Inside Jobs (Interior)
Washing Windows (Lavar ventanas). number of windows (numero ventanas)
Cleaning / Sweeping (Limpiar / Barrer)

Painting (Pintar)
Other (Otro):

Outside Jobs (Exterior)
Moving Dirt / Digging (Mover tierra / cavar)

Please submit Job Request Form
by February 20, 2009
Por favor, Submitar la solicitud
para 20 de febrero 2009

Raking Leaves (Rastrillar hojas)

Trimming Trees / Hedges (Podar arboles / arbustos)
Painting (Pintar)

Other (Otro):

Cancellation Deadline
March 11. 2009
Cancelar Trabajos Para
11 de marzo 2009

Please include a detailed description of the requested job (Por favor incluya una descripcidn detallada del trabajo

solicitado):

| certify that | am the owner or have obtained approval from the owner of the jobsite concerning the above requested
improvement. | understand this is only a job request, and all job requests must be approved by The BIG Event
Committee. Upon approval, | will be contacted by The BIG Event to schedule a meeting time for job approval.

(Certifico que soy el duefio o he obtenido aprobacion del duefio del lugar de trabajo, para realizar las mejoras
solicitadas. Entiendo qgue esto es solo una solicitud y todos los trabajos deben ser aprobados por el comité de The BIG

Event. Yo sera contactado por The BIG Event para planificar una cita.)

>

Signature (Firmacion)

Date (Fecha)

Due to limited resources, we will only be able to accept the first 1300 jobs submitted before February 20, 2009.
Por los recursos limitados, solamente se acepta los primeros 1300 trabajos submitados antes de 20 de febrero 2009.

Return completed job request forms to:

Student Government - The BIG Event 127 John J. Koldus Building College Station, TX 77843-1236

or Fax to: 979.862.8908
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