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ZGreen Event Checklist

The City of Aspen requires that all events on City property or events requiring a Special Event permit meet the ZGreen criteria. For approval, complete this checklist and submit to zgreen@ci.aspen.co.us. Contact 429-1798 with questions.   

Event Name: ​​​​​​​​​​​​​​​_______________________________
Event Date: ________________________________
General



         
	REQUIRED
	Appoint a person to oversee all elements of the ZGreen process. 
(This person may also have other event responsibilities). 
Name and contact information:

	REQUIRED
	Establish and enforce a written environmental policy for the event. 

(This policy must include information about vendor requirements and purchasing standards. Example policies available from ZGreen here.) Insert policy here:              

	REQUIRED
	Train staff and volunteers 1) In proper greening procedures (how to sort recycling, compost, etc.), and 2) To answer questions about efforts to make the event greener. (Training documents and assistance is available from ZGreen.) 
Date and time of training:
Who will conduct the training?  
         

	REQUIRED
	Inform and educate event attendees of your greening efforts with an informational table, information in the event guide, signs or announcements at the event or in other ways approved by ZGreen staff. Sample educational sign here. Describe how you will do this:



	OPTIONAL
	Use Sunny the Solar Roller, the City’s FREE portable solar trailer, to power portions of your event. Would you like more information about Sunny? 


Vendors/ Exhibitors/Sponsors (Choose 2 Out Of 3)
This section applies to all outside organizations that will have a physical presence at your event or those organizations that will be contributing giveaways to your event. 
	                  
	Ten percent of sponsors meet or exceed the ZGreen Green Sponsor Criteria here. List your green sponsors here:    

	
	Those organizations that don’t meet the Green Sponsor Criteria contribute to your event’s environmental efforts and align their practices at the event with your event’s environmental policy. List other sponsors here and their proposed actions: 

	
	Organizations do not give out anything that is not made from recycled materials or can’t be reused, consumed, or recycled. List all items that will be given away here: 
Send a copy of your notification to ZGreen staff. 


Materials and Supplies 
	REQUIRED
	The host and event planner will only give away items that are made from recycled materials or items that can be reused, recycled, or consumed. List all items that host or event planner will give away:



	REQUIRED
	All printed materials printed specifically for this event must be on 100% post-consumer recycled paper if distributed by the host organization or event planner. Items distributed by sponsors, vendors or exhibitors must by on at least 30% post-consumer recycled paper. No neon paper is allowed. List printed items to be distributed, along with % recycled content:

 


Waste Reduction
	REQUIRED
	Set-up and clearly label recycling bins in all areas of the event for comingled container recycling. 

Recycling bins must be paired with trash cans. No single trash or recycling bins are allowed.

How many waste stations will you have? 



	REQUIRED
	No Styrofoam take-out containers, cups, or plates. Confirm that you will not have Styrofoam.

	Choose one option from below.

	Option 1
	Use reusable or recyclable decorations. No balloons, crate paper, or other disposable decorations. Table linens should be reusable or should be made from white or pastel paper that can be recycled. List decorations: 


	Option 2
	Provide recycle bins for additional items such as magazines, cardboard, office paper, plastic bags or electronic waste. List items to be recycled and number of bins provided:


	Option 3
	Create a true zero waste event by eliminating all packaging associated with giveaways and only producing waste that is either compostable or recyclable, according to City of Aspen recycling and compost guidelines. If you choose this option, please speak to a ZGreen staff member for assistance. 


Food & Beverages (Choose 2 Out Of 5. If ONLY beverages are served, choose 1. )
	
	Offer some locally grown (within 500 miles) or organic food and beverages. Describe type: 

	
	Provide at least one vegetarian meal option. Describe:

	
	Use reusable cutlery and dishes. Events meet this criterion if they use compostable materials and also provide composting. They can also meet it if they actively encourage attendees to bring reusable cups or to reuse their cup at the event.
List products:


	
	Don’t allow the sale or giveaway of bottled water.  

	
	Compost food and paper waste in appropriate areas of the event. Bins must be paired with recycling and/or trash bins. No single bins are allowed. Will waste stations be staffed? 
What will you do with the compost after the event?



	
	Provide food, drinks, sugar, condiments, etc. in bulk containers. 
Describe:


Transportation 
	REQUIRED
	Provide maps and information about local bus schedules, and actively encourage use of shuttles, carpools and public transit. Describe efforts:

	REQUIRED
	Enforce a no idling policy for staff and attendees with signs and staff training. How will you enforce this?




After the Event

	REQUIRED
	Provide data and numbers to the ZGreen team on the following:

· Energy Use: Only needed if using offsite power such as a generator, propane or natural gas.  
· Waste: Trash, recycling, and compost amounts.
How will you measure this?


The ZGreen program is brought to you by
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