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Checklist
Ten Weeks or More before the Move & Crunch Event Week

· Convene an event planning committee or use an existing committee such as the school wellness policy committee. 
· Select dates for the Move & Crunch Challenge event week.
· Collaborate with school staff to plan activities during the event week (or month leading up to the event week) that promote fruit and vegetable consumption and an active lifestyle. See the Tips for Success Section and Move & Crunch Challenge informational flyer for principals in the Event Planning Guide for ideas.
Eight Weeks or More before the Move & Crunch Event Week

· Prepare a letter or email for parents and staff that provides information about the Challenge week and the importance of being a wellness role model for students/children. A template is available in the Event Planning Guide.
· Share pertinent information with school staff as you finalize plans for the Challenge event and activities.
Six Weeks or More before the Move & Crunch Event Week
· Prepare a publicity contact list with fax numbers of anyone and everyone who would have an opportunity to publicize the Move & Crunch Challenge. This includes administrators, school board members and district personnel as well as radio stations, local newspapers and TV stations. Don’t forget the school newsletter.
· Prepare a promotional flyer encouraging everyone’s participation in the Move & Crunch Challenge including parents, students, school staff and community. A Game On! - promotional flyer template is available in the Event Planning Guide.
· Finalize all activities for the Move & Crunch Challenge.
Four Weeks or More before the Move & Crunch Event Week

· Send or email the Game On! - promotional flyer to parents and school staff as well as post it on the school website.
· Prepare an event press release. A template is available in the Event Planning Guide. 
· Provide information on your event to local media that have community calendars at least one month in advance. 
Two Weeks or More before the Move & Crunch Event Week
· Send the letter or email to parents and school staff with the Log for Participants and How Many Fruits and Vegetables Do You Need document. 
· Fax the press release to the local media and individuals on your publicity contact list.
One Week or More before the Move & Crunch Event Week

· Provide instruction to students on how to participate in the Move & Crunch Challenge. (Either have them fill out their own Log for Participants or use the Classroom Log to record participation.)
Post Event Activities 
· Provide recognition to individual participants, classrooms and/or staff teams with certificates of recognition, awards, PA announcements and/or a school assembly. A sample Certificate of Recognition is available in the Event Planning Guide.
· Plan to make the Move & Crunch Challenge an annual event to support wellness in your school community.
You can download the Checklist at

 http://kidseatwell.org/MoveandCrunchChallenge.html. 
