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A Letter from the Big Event at Texas A&M University 

 

To our Big Event Affiliates: 
 

We thank you for your interest in The Big Event. As our mission statement says, ñThrough 

service-oriented activities, The Big Event promotes campus and community unity as 

students come together for one day to express their gratitude for the support from the 

surrounding community.ò The Big Event is an organization founded not only on serving 

the community through ñOne Big Dayò, but on creating a mindset to continuously serve 

our community and transform ourselves in the process. By taking the time to give back to 

those around us, we learn to be increasingly selfless individuals, to sacrifice for the benefit 

of others and to leave this world better than we once found it. We would be grateful for 

the opportunity to serve just one resident in our community, but together we are fortunate 

enough to have a much wider impact. With over 130 Big Events around the world, our 

goal is to spread the mission of The Big Event as far as possible.  
 

This packet is intended to provide you with direction as you start a Big Event in your own 

community or look to further improve a Big Event which has already established. As the 

Executive Team at Texas A&M University, together we have laid out our organizational 

structure as well as our schedule by semester. The schedule is broken up into detail 

explaining the expectations of each committee and what tasks each person in the 

organization completes leading up to ñThe Day Ofò. We have also included most of our 

forms regarding insurance, job checks and safety in the appendix.  
 

Our intention behind creating this packet is to provide you with a resource and to facilitate 

the process as you either create or further establish the foundation of your own Big Event. 

With that, we understand this document is not comprehensive. If you have questions 

about any topics we have not covered, please contact us. We have also provided a school 

directory on our website as another resource, to enable you to contact other schools 

working through similar issues. For example, as our executive team has inherited an 

organization which consistently recruits over 22,000 students, and volunteering on the 

day-of has become part of our schoolôs culture, we are not as familiar with recruiting 

students ñfrom scratchò or finding new areas to serve. Moreover, if you would like further 

in-depth knowledge on the Big Event, we host a conference in the spring of each year 

where schools from around the nation come together to learn, develop and gain insights 

from each otherôs successes and challenges. 

 

Wishing you all the very best, 

 

 

The Big Event Executive Team  



 

  
5 

ñWhat is The Big Event?ò 

History 

In 1982, Joe Nussbaum ó84, was serving as Vice President of the Student Government 
Association at Texas A&M.  During that time he noticed a disconnect between the 
students and the surrounding community. To bridge this relationship, Joe and a few 
friends came up with the initial framework for what The Big Event is today. The Big 
Event began in 1982 as a way to say ñThank Youò to the surrounding community of 
Bryan-College Station. Joe Nussbaum envisioned a one-day service project where the 
students of Texas A&M University could show their appreciation of local residents by 
completing various tasks at their homes. He believed that after years of loyal support 
from the community, the very least college students could do is give back for one day. 
 

Mission Statement 

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

The Big Event Today 

The Big Event has seen tremendous growth over the past 36 years. Participation has 
grown to 22,000 students serving more than 2,600 residents in the communities of 
Bryan and College Station. Today the mission of The Big Event has spread to over 100 
universities throughout the nation as well as several countries including Costa Rica, 
China, Germany, and Pakistan. Although The Big Event has become the largest one-
day, student-run service project in the nation, our message still remains the same: 
ñsimply saying óThank You.ôò 
 

The Purpose of The Big Event 

The Big Event is different from other service projects because it is not based on 
socioeconomic need. The Big Event is a way for an entire student body and campus to 
express their gratitude to residents who support them during their college career. Local 
residents attend athletic events, put up with traffic and everything else that comes with 
living alongside college students. Whether it is painting houses, raking yards, or working 
a carnival, the type of job is not important. The Big Event is not about the type of job, or 
the numbers, or jobs completed, or the number of students that participate. Rather, it is 
the interaction with the residents and the resulting unity in our community that makes 
The Big Event so BIG! 
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Organizational Structure 

 

 
 
 

 

Student Participants: ~23,000

Residents: ~2,600

Staff Assistants: ~300

Committee: ~45

Executive 
Team: 10

Directors: 
2

Director and 
Assistant Director

Development 
Executives

(2)

Development 
Committee

(6-7)

Staff Assistants

Operations 
Executives

(2)

Operations 
Committee

(14-15)

Staff Assistants

Outreach Executives

(2)

Outreach 
Committee

(11-12)

Staff Assistants

Programs 
Executives

(2)

Programs 
Committee

(7-8)

Staff Assistants

Recruitment 
Executives

(2)

Recruitment 
Committee

(6-7)

Staff Assistants
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Overview 
 
Directors 

Director  

¶ Drives the vision of the organization  

Assistant Director  

¶ Manages the organizationôs finances 

Executive Staff 

¶ Each Executive staff partnership oversees a different committee 

Committee Members 

Development 

¶ Internal and external Relationships 

Outreach  

¶ One Big Thanks Conference and Sponsorship 

Operations 

¶ Tool Distribution and Management, Gala 

Programs  

¶ Day of and Special Events 

Recruitment  

¶ Staff and Student Recruitment 

Staff Assistants 

Staff 

¶ Complete Job Site Evaluations with residents 

 
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 committee. 
Responsibilities of the Executives may be combined at first if there are a limited number 
of people helping you. For example, the Operations Executive might also be in charge 
of committee development for the first few years. The distribution of committee 
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 beneficial to increase the number of members on Outreach to 
help meet your goals. 
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First Steps in Establishing a Big Event 
 

1. Establish the internal structure of the organization. This can grow over time, but 
find at least 3 people to begin. Establish roles to function as Director, Finances 
and Operations. 

2. Find a mission statement. You could use the same one as us or alter it, but find a 
central idea to interwork with your organization. 

3. Establish a vision for the future. Create a 1-year, 3-year and 5-year plan for both 
internal and external relations. 

4. Recruit students to serve. Use whichever method works (social media, banner 
holding, close friends) to bring together people who want to serve the 
surrounding community. 

5. Find residents to serve. When starting off a Big Event in your area, it might be 
easiest to begin with cleaning up local facilities such as a school or courthouse. 
From there, you can publicize to the community that you want to serve residentôs 
homes. Before beginning this step, speak with your local city councils. 

6. Gain support from your university or local governing bodies. 

7. Partner with other service organizations. 

8. Start raising funds to grow in the future. 

9. File for tax-exempt 501(c)3. The earlier you do this, the easier it will be in the 
future. 

10. Establish online presence through a website, social media, emailing lists, etc. 

 

To give you insight into an established program setup, the structure of the committee 
setup at Texas A&M is given in the pages that follow. We have expanded the outline 

to cover the amount of work done by each subπcommittee throughout the year. 
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Director Expectations and Responsibilities 
 

The Big Event Director 
 

The Big Event Committee should be structured so that at least one person oversees the 
operations of the entire committee. The directorôs role in The Big Event is centered on 

organizing and planning the yearôs events. The director supervises each of the subπ
committees to ensure that work is getting done efficiently and that deadlines are being 
met. The director delegates responsibilities, acts as a problem solver and mediator, and 
supports the executives and committee members. Additionally, the director is 

responsible for the tasks that do not directly fall into the described subπcommittees, such 

as running meetings. Finally, the director should be the liaison between the committee 
and your university and/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 

¶ Provide the vision for the year and act as Chief Student leader of The Big 
Event organization 

¶ Oversee Executive and General Committee meetings 

¶ Make reservations for committee meetings/events 

¶ Plan and run committee retreats 

¶ Run major committee events 

¶ Oversee all procedures on the day of The Big Event 

¶ Communicate and 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 

¶ Be the final decision maker on any conflicts/ problems 

 
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 subπcommittees and can 

discuss important topics and 
other areas of interest regarding 
the operations of 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 the director 
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 
approval of general spending throughout the year, and any other issues relating to 
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 under control. Additionally, the assistant director helps the 
director with the training and encouragement of executive team.. The exact role of the 
assistant director should be established by the director who chooses to have this 
position. 
 

Responsibilities 

¶ Chief Financial Officer 

¶ Work with director to oversee committee business 

¶ Assist the subπcommittee executives as needed 

¶ Work to set up an endowment account 

¶ Leadership development of executive team 

 
Ultimately, the role of 
the assistant director 
lies with the directorôs 
desires as well as 
what needs must be 
filled to successfully 
oversee your 
committee and run 
your Big Event. 
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Committee Expectations and Responsibilities 
 

Development Subcommittee 
 

The Development subπcommittee is responsible for organizing committee and staff 

training, job recruitment, community relations, advertising to the school and community, 

internal events, and alumni relations.  The subπcommittee members are responsible for 

coordinating the above responsibilities into tangible projects that they will complete 
throughout the year. Internally, Development deals primarily with the application and 
interview process, committee assignments, training, and alumni events. Externally, 
Development primarily communicates with the local government and potential 

residents for The Big Event. Finally, the Development subπ committee oversees all 

aspects regarding internal improvement throughout the year and problem-solving on 

the Day-Of. Below is an example of what Development subπcommittee members might 

do during the fall and spring semesters. 
 

Fall Responsibilities 

¶ Committee/Staff Retreats and Reveals 

¶ Applications and Interview Logistics 

¶ Fall Tailgate 

¶ Staff and Committee Interval Events 

¶ Send out Newsletter to previous residents 

¶ Facilitate meetings 
 

Spring Responsibilities: 

¶ Committee/Staff Training 

¶ Job Recruitment and JRF Distribution 

¶ Organization and managing the logistics of job-checks 

¶ Spring Collaboration Meeting with the local government 

¶ Facilitate meetings 

 
Day-Of Responsibilities 

¶ Mobile Command Unit (MCU) 

¶ Headquarters Solutions (HQ) 

¶ Alumni relations and gifts 

Committee Member Roles 
Retreat Coordinator: Work with Execs to logistically plan, organize and 
design Staff and Committee Training for the Spring.  
 
Job Recruitment Coordinator: Work with Execs on spreading the word 
about the opening of Job Request Forms. Plan JRF distribution for staff 
workshop.  
 

http://bigevent.tamu.edu/wp-content/uploads/2017/12/Big-Event-JRF-Front.pdf
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Event Coordinator: Develop different events and ideas for The Big Event 
to hang out and bond. 
 
Alumni Coordinator: Work on the alumni database in conjunction with 
Texas A&M resources and sort through resident surveys in order to create 
a database of residents continually interested in The Big Event.  
 
Newsletter Coordinator: Design and create a newsletter throughout each 
month that will be sent to residents.  
 
Video Developer: Work on several videos to promote awareness on-
campus and throughout the community during the year.  

 

Development Executive Responsibilities 
¶ Oversee all work done by committee members 

¶ Delegate and provide vision of the end-goal of sub-committee projects 

¶ Maintain open line of communication with the local government 

¶ Develop the application and interview infrastructure for Staff Assistants 
and Committee 

¶ Plan/manage Staff and Committee Training 

¶ Manage the selling and distribution of resident T-shirts and yard signs 

¶ Oversee MCU and Headquarters - problem solve all conflicts and 
emergency situations during the Day-Of 

¶ Maintain open relationships with leaders of The Big Event in years past 

 
Headquarters  

After kickoff is over, student participants are instructed to go to Tool-Distribution 
in the designated lot to receive the tools for their job site. They are to take the 

supply list given to them during checkπin to Tool-Distribution and hand it to a 

committee member at the Tool-Distribution ORDER area. The member will take 
the list and tell the student to pick up the supplies from them at a designated 
LOADING area. The committee member will gather the supplies and bring it to 
the group at the specified loading area, and will return 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 loading area 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 the Mobile Command 
Unit (MCU) and 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 of all jobs and all participants at 
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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 who get lost on their 
way to the job site. Furthermore, it may help to have members that are bilingual 
to be a part of MCU and Headquarters solutions so that they may help problem 
solving with residents who only speak a foreign language. 
 

 
Ultimately, the goal of 
development is to develop and 
maintain all relationships inside 
and outside of The Big Event 
through full community 
appreciation, alumni relations, 
and staff and committee unity in 
order to foster a community 
centered on the joy found in 
serving rather than receiving and 
communicate our mission to 
simply say ñThank Youò to the 
residents of Bryan and College 
Station. 
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Operations Subcommittee 
 

The Operations subπcommittee has two primary focuses: 1.) Coordinating an annual 

fundraising event and 2.) Overseeing the storage, inventory, and distribution of tools 
and supplies. Some examples of fundraising events held by Big Event committees may 
include: raffles, silent auctions, benefit nights, and banquets. Operations works with 
local businesses to establish relationships and receive donations. At Texas A&M, these 
donations take the form of in-kind donations that support an Annual Gala and Silent 
Auction. Operations plans all aspects of the event and collects items for auction in the 

months preceding the event. Finally, the operations subπ committee oversees all 

aspects regarding tools and supplies. This includes the inventory, purchase, and 
allocation of supplies for use on the day of The Big Event. Below is an example of what 

operations subπcommittee members might do during the fall and spring semesters. 

 
Fall Responsibilities 

¶ Decide upon and coordinate a fall fundraising event 

¶ Contact local businesses to request donations supporting a fundraising 
event 

¶ Oversee the inventory of current tools and supplies 

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

 
Spring Responsibilities 

¶ Contact local hardware stores requesting tool donations or discounts 

¶ Purchase, organize, and store all necessary tools and supplies for The Big  
Event 

¶ Coordinate parking and traffic control for the day of The Big Event 

¶ Set-up and coordinate Tool Distribution on the day of The Big Event 

Committee Member Roles 
Gala Team:  Programs, Flowers/Centerpieces, Table numbers, Picture 
slideshow, Speaker gift 
 
Silent Auction Team: Silent Auction documents, Create silent auction 
baskets, Lighting/Silent auction decor, Long-distance Items, Thank you 
notes for guests night-of 
 
Tool Team: (The muscle of The Big Event!!): Lead Inventory, Tools tools 
tools, Job logistics, Working with Loweôs/Home Depot, Tool loans 

 

Operations Executive Responsibilities 

¶ Oversee all work done by Operations committee members 

¶ Find local businesses for committee members to contact 

¶ Keep accurate records of donations made and send thank you notes 

¶ Plan/manage all fundraisers 

¶ Keep an inventory of tools and supplies owned by The Big Event 
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¶ Purchase additional tools needed for the day of The Big Event 

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

¶ Oversee the distribution of tools to student participants on the day of the 
event 

 
 
Ultimately, 
operations is 
responsible for 
ensuring that the 
students and staff 
members are 
equipped for 
serving residents. 
That means they 
have the tools they 
need and a 
logistical 
foundation is laid 
out that makes The 
Big Event a 
successful and 
efficient operation. 

 
 
 
 
 

  






















































