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THRILL THE WORLD - OAKLAND’S  

EVENT MANUAL
A compilation of helpful information for hosting Oakland’s Thrill The World Event.  Utilizing many instructional information guides provided by Ines Markelle. 
This is NOT a sanctioned product of Thrill The World or Inessens™.
by Kathleen Kelley, Event Manager, Thrill The World-Oakland
with assistance from Jacqui Magee and Carol Johnstone
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INTRODUCTION TC "INTRODUCTION" \f A \l "1" 
Thank you for stepping up to lead a Thrill the World  event in your city!  Are you ready for the rollercoaster ride that will be planning your Thrill Event? It will be challenging and exhilarating, frustrating and rewarding, and most importantly an opportunity to expand your skills and perception of what you thought you could do.  This manual is intended to give you the basic information to start you off.  Very detailed information and timetables are provided in our Event Managers’ Workbook.  These two documents should be a great help in lowering your stress as an Event Manager.  All team members should read these at least once.
LESSONS LEARNED TC "LESSONS LEARNED" \f B \l "2" 
What it’s About

It’s not just about getting lots of people or lots of media, both of which are great to get but are not required.  It’s about experiencing the energy of thousands of people around the world dancing together in the name of making a difference for charitable organizations and honoring a great artist. If one person dances, that one person is still counted. The minimum number of dancers at an event is one (1) - there is no maximum.

First Impressions Last  

The first thing the world sees is your graphics and then your words.  Make sure both reflect TTW’s desire to bring a wide range of people together to meet, have fun and ex

Quality Counts The materials provided by are for you to use with respect and integrity, upholding a good name for your event.
Be Dependable Across the board, be consistent and dependable.  Do what you say you will do, and do it on time.  If people get conflicting information--flyers and posters look they were made by different groups, dance instructions are inconsistent--people will be confused, frustrated and will not want to participate.  
Share
Thrill The World is all about mass collaboration and global unity we are all on the same team.  You will see that many Event Managers have already shared their work for everyone to use, so if you have a great idea, please share it. In turn, please give credit when you use other peoples’ work, be it text photos, graphic designs, etc. Our Event Manager Forum is a great vehicle for asking questions and helping others.
Double-up
Expect to double-up on everything for Thrill Day, sound equipment, dance teachers, witnesses, everything.  You never know when someone might get sick.  From the start, plan to have back-ups for everything.
Ask for Feedback
Always be open to feedback and advice from anyone .  Even if it is negative, you’ll only become better and more effective.
EVENT MANAGER FORUM TC "EVENT MANAGER FORUM" \f B \l "2"  
This will become your major information source for the majority of your questions. Use this space to ask each other questions and solve problems. You have hundreds of other Event Managers who have dealt with the same issues as you, and have found creative solutions. Help each other out.  Forum Managers will be checking in and will pass on any questions that cannot be answered through the Forum.  You can use the Forum by following the instructions for using the forum at: http://thrilltheworldoakland.com/EventRegistration.aspx. 
DATE TC "DATE" \f B \l "2" 
Here’s why we Thrill the weekend before Halloween: 
1. Halloween falls on a Saturday this year, meaning part of the world would be dancing on Sunday, November 1. People are much less likely to dress up as zombies AFTER Halloween. 
2. With Halloween being on a Saturday, there will be TONS of parties and special events that we’d have to compete with for media attention and participants. Why would people want to rehearse for 2 hours to dance for 5 minutes when they could be partying with friends elsewhere? 
3. By doing it the week BEFORE Halloween, yes, we kind of have to fight harder for attention because it’s BEFORE Halloween, BUT, people are not busy, and it gives a week of POST‐EVENT media attention, whereas if we dance on Sat. Oct. 31, no news sources will give us the time of day to talk about zombies come Monday, November 2. It’s November. I hope that makes sense. I know Halloween has its perks for us, but overall, it has more drawbacks. 

TIME TC "TIME" \f B \l "2" 
This year’s Thrill Time is set for 11 am and 11 pm GMT/UTC on Saturday, October 23, 2010.  There is a link to A Time Chart available at on the Thrill The World-Oakland (TTW-O)  website (http://thrilltheworldoakland.com/InternationalTimes.aspx
WORLD RECORD TC "WORLD RECORD" \f B \l "2" 
Before you go off saying “Guinness This” and “Guinness That,” note there are some rules to using their name and its usage.  Please DO NOT use the word “Guinness.”  There are other world record organizations that we use and we may not be using Guinness. We have more about this in the Appendix.
HOW TO GET STARTED TC "HOW TO GET STARTED" \f A \l "1" 
There are many things to do and lots of details—seems very confusing when you first get started and even more so the closer you get to the event.  A new tool we will be providing this year is a set of fill in the blanks Event Manager’s Workbook.  This includes just about everything you need to do from now through the event itself and post-event reporting:  a weekly timeline up to the event, an hourly timeline for Thrill Day, and other worksheets for managing your volunteers, costs, aftermath reporting and media contacts.  You won’t miss much if you use the Worksheets.  You will receive the Workbook when you Pre-Register at:  http://thrilltheworldoakland.com/EventRegistration.aspx  
First Steps
· Sign-up for Craigslist and other on-line networking vehicles (see appendix).
· Start a mailing list using your Gmail account (you should have this set up as part of the TTW Event Registration requirements). 
· Learn the dance and teach it to others by playing the instructional videos and following along. See: http://thrilltheworldoakland.com/ZombieGuide.aspx. 
· Get a website and/or set up a local TTW Facebook site. You can use the TTW-O website as a guide for graphics and wording
·  Start looking for a location for the Venue--Dance Location (see Dance section)  
Your Team
For the love of the undead, do NOT attempt to do it all yourself!  TRY VERY HARD TO PUT TOGETHER A TEAM .  If it doesn’t happen right away, don’t give up. If you start early and get the word out (see the Marketing section), interest will build.  Ideally, you will end up with a handful of people who can coordinate others and the Event Manager makes sure everyone stays on-track (this is where the fill in the blanks Planning Workbook will help).  Depending on your skills and personality, you might want to do some of the tasks yourself (more on that later).
Find Volunteers
Team Members may be found through your friends and family, co‐workers or even through posting online.  Many Event Managers have good luck with CraigsList but there are others out there (see Appendix Possible Contacts and Internet Resources).  Think about the different interests people have that might be attracted to TTW  such as  “dance,” “people meeting people,”  “community activities”, and professions such as party planners, media, dance schools, etc.  
When you find someone, invite them to check out TTW websites, watch the dance video talk about what their interests are and build enthusiasm. When someone wants to help, tell them what needs to be done to prepare for Thrill Day and ask them what sounds interesting to them.  If you are looking for specific skills, post some on-line listings under “volunteers” such  “videographer,” “photographer” or “make‐up artist.”  Make sure you DO NOT overwhelm new people with huge tasks.
Delegating

Both this Manual and the Workbook are structured by grouping similar activities into broad subjects, such as Marketing and Dance.  Several people can share the work in each group to make up a COMMITTEE but only ONE PERSON should be in charge and coordinates the others.  Here are some examples.
· The Marketing Coordinator  might have one volunteer maintaining the Facebook page and another researching TV, newspaper and radio contacts.
· The Dance Coordinator might have THREE people who are all equally competent at teaching the dance and can take turns. 
The Event Manager makes sure everyone is working together in the right direction.  This is a collaborative effort with lots of interaction, but the structure helps the Event Manager keep track of everything and delegate to others.
Working with Volunteers
There are three types of volunteers:  Visionaries, Organizers and Action People.  
· Visionaries can see the big picture, are enthusiastic, and can get people excited.  They are probably not good at organizing or carrying out tasks.  A good job for a visionary is to be the spokesperson for the media.  If the Event Manager is a Visionary, they need an Organizer as a Co-Manager.
· Organizers like to plan how to make a big project happen and delegate  They know how to make the vision happen but probably get bored with tasks.  Use organizers as Group Leaders.  Of course, an Organizer needs to be involved in the overall Event management.
· Action People are great at getting things done but can get overwhelmed planning big projects and bored with the visioning.  They don’t like to go to meetings but are happy to do specific actions.  An Action Person will become very frustrated as the Event Manager.
Internal Problems
People are attracted to strong, cohesive organizations.  If they hear there are internal problems--money, personalities, time management, anything--it makes the organization appear weak and people will walk away.  Problems are not fun and people come to us to have fun.  
All healthy groups have cycles of conflict from time to time, usually when there is a change in leadership.  Keep in mind, usually, people do not disagree about the major goal, like having a fantastic Thrill Day.  More often, people disagree about HOW to do it.  What do you do during these times?  
Keep it Internal—Within your core group, all of you need to freely discuss issues, if not, tension will build and you won’t be able to operate efficiently.  During these times KEEP A UNITED FRONT!  Agree to disagree but NOT IN PUBLIC!  Arguing, gossip, etc. that’s bad, but talking to others outside the group only works against your goal.  No talking about disputes to people not involved, not to dancers,  the media, friends, strangers, get the idea?  Bad publicity is the most powerful of all so don’t get started.  Fix the problem and move on.
Disruptive People—This is a tough one but we have to mention this.  Sometimes one or more people might get involved who are disruptive or even toxic.  It might be a simple problem, like a task person trying to be a coordinator.  That’s not hard to fix.  Sometimes, there might be someone who has problems that you can’t fix.  Maybe they disagree with some fundamental principles of TTW, they get too territorial, refuse to report what they are doing, mistreat volunteers, disrupt meetings- it’s a long list.  You will recognize it.  You can always go to the Event Managers’ Forum for some support and reinforcement but FIX THE PROBLEM QUICKLY!  If you don’t enthusiasm, morale, volunteers will be lost.  We don’t claim to be psychologists!  That said, sometimes just ignoring them works and they fade away from the group.  Asking people to leave is very messy so you might find a way to limit their involvement, such as giving them a project that does not involve interaction with others, be creative.  Again, the people at the Event Managers’ Forum will have ideas.
ACTIVITY GROUPS TC "ACTIVITY GROUPS" \f A \l "1" 
The best way to keep track of all the things that need to be done is to divide the work into groups of similar activities. These are major projects that usually take planning and coordination well before Thrill Day. You might want to call them Activity Groups, Committees, Teams, but if you don’t have many volunteers, one person might be coordinating more than one activity group--with no helpers so it’s not really a committee.  Either way, the person in charge of that group of activities is the Coordinator.  Ideally, the Event Manager would supervise the Coordinators, and might even need to take on one of the activity groups.  For Thrill the World—Oakland we have identified these groups:  Graphics, Marketing, Dance, Costs , Charity, Registration, Thrill Day, Post Event Reporting.  The Planning Workbook and this Manual are both organized into these groups.

Graphics TC "Graphics" \f B \l "2" 
Graphics are what you see, the photos, drawings, how the text is arranged on all you printed materials, website and internet communications links.  We cannot overemphasize how important this is when people first see your graphics.  If your graphics are bad, it will be difficult to read your materials and people will probably tune you out.  Great graphics can compel people to take a second look and find out more about your group.  This is what we want!
Think about the first impression you want to make to the public.  Everything you do needs to give the impression that this is a high quality, well organized event—something that will attract all members of the community, all ages, cultures and physical abilities.  As a result, be careful about graphics and vocabulary that might only attract one particular group.  Our TTW website is a good model.  We want you to use our text and graphics as long as you do not change them in a way that might be offensive or not in keeping with TTW’s goals.

All visual images and written materials should have be the same style and voice.  Be sure all the designs and colors, lettering styles and sizes are the same.  The “voice” or writing style must seem like it was written by just one person.  Double check spelling and grammar for accuracy.  Always have a second person read what is written—everyone needs an editor!
Do not let different people design their own graphics—you will definitely loose the consistency. Also, the content needs to be reviewed for consistency  and accuracy.  This is so important that the Event Manager should ALWAYS take a look at all printed and written material before it is distributed, even if there might be a graphic designer, communications or media person.
Using TTW-O’s Materials

You can use TTW-O’s materials as they are, make changes to the documents provided, or make your own from scratch.  We’ve created the templates and examples in this Manual for you to use.  All of these are in English, so if you will need create a translation.
Creating Your Own Materials 
If you don’t have a Graphic Designer, it’s not difficult to create graphics designs yourself.  We do encourage you to get creative! Here are a few ideas to keep in mind:
· Keep it simple and clear. Don’t clutter with too many words or images. 

· Make sure YOUR event email address and other event info is included and is CORRECT. 
· Wording is tricky when describing the event.  It’s easy to make it sound like everyone has to fly into ONE city.  Please use our standard TTW text: 
Thrill The World:  an annual worldwide simultaneous dance of “Thriller” for world records and charity. 
Fonts--Fonts are the lettering styles used for text, such as “Arial” “Helvetica” or “Franklin Gothic.” All three of these fonts are good for TTW graphics.  Rule of Thumb, do not use more than two different fonts in your graphics, otherwise, it distracts people from reading your message.  

Photos --You’ll find an assortment of photos by going to Bing.com or Google.com. However, you need to make sure the photo is available for general use and doesn’t require special permission.  Just make sure your search includes these words: “public use” or “public domain.”  ALWAYS remember to credit the photographer and the location/event below the photo 
TTW Logo--You may ADD to the TTW logo but DO NOT CHANGE THE LOGO!  You can put your event name or local event logo to the right or below the TTW logo as long as the image does not conflict with the best interests of TTW.  For example, the name of your event could be “Thrill the World Miami.  You may put the word “Miami” to the right or under the TTW logo.  You can use another image, like a palm tree, to the right of the TTW logo as long as you do not alter the TTW logo.  The Dancer Icons are extras for you. These are not TTW Logos and you can use them freely, such as bullets in your word docs, images on documents, borders on your posters, etc. 

Your Website
Creating and maintaining a website is a big job.  Have someone willing to do it?  Great.  If not, the easiest way, and something YOU CAN DO is using one of the many online website builders.  These provide templates with different designs and colors that you can customize.  If you decide to make design changes at some time in the future, you do so with a few clicks of the mouse.  The same can be done to update your content.  Some online website builders also provide your domain, or website address and can serve as the website host—all for less than $20.00 per year! There  are many website builders on the web.  The Thrill The World – Oakland website was created using Microsoft Office Live and we love it!  
There are two basic steps to getting your site online.  Registering/reserving a domain name is the first.  A domain name is the address of your site and can end in .com, .net, .org, .info, .us, .biz, and more.  Once you have registered your name, you will select a web host. The web host is the guts of any website because this is where you create and publish your pages, build order forms, and maintain your site
and “Sponsors and Donors.”  Your site should include the Thrill Day Schedule, Learning the Dance, Costumes and Makeup and links to zombie websites. Most website builders will also enable you to insert links to other websites. 
Domain Name--Make sure the name you choose is fairly short and easy to remember.  A typical name for TTW events would be:  www.ThrilltheWorldMiami.com, or www.ThrillMiami.com.  Reserving a domain name is easy and very cost friendly, especially if you use a website builder. It doesn't matter where you register your domain. Every registrar provides the same services.

Website Design--Use the same rules for of graphic designs we’ve outlined above. Most websites have a home page that introduces your visitor to your organization and additional web pages with specific information. The Homepage needs to catch peoples attention and draw them in.  It should include the basic information about the event:  a brief description, date, time, location, why people should participate and who would like this event. Web Pages on your site can have topics including “Home Page,” “Rehearsal Locations,” “Thrill Day Location,” “Email and Registration,” “Zombie Guide,” “Charities,” such as Charities, Learn the Dance, Dance Workshops, and Email Sign-ups.  A volunteer page might be good, too.  Make sure you include files for your business cards, posters and flyers so people can print their own and pass them out.  For designs, take a look at other TTW websites. for inspiration  If you do not want to get fancy, just pick a color combination your website builder provides that uses red and black.
Blogs
Blogs are another kind of website. The content is usually organized by date and category with the most recent post/content displaying first.  Blogs are also easier to setup than websites,  because it is easier, people are often lured into thinking blogs are a better option than websites. But don't be fooled.  Blogs can be somewhat limiting compared to a website (in terms of design and data manipulation).  Either way, both need to be updated often. 
Business Cards
Business cards are probably the most convenient way of giving people the essential information about your event.  It’s much easier than writing your information on a piece of paper and easier than carrying around a stack of flyers.  Keep several in your purse or pocket at all times—very handy.  TTW has a business card design or you can design your own.  If you want to see the various designs other Event Managers are using, visit the Manager Forum for suggestions.
Flyers & Posters 
Poster and Flyer Design—Be sure to answer all the questions: Who, what, where, when, why, how and the most important question… How much does it cost?!?! Your classes/events do NOT have to cost anything, though if you have costs in running the event you may want to find ways to cover the costs. If you choose to gather pledges from participants for your charity, indicate that information on the flyers and posters you hand out-  
Posters--Ask to put up posters in any space that a variety of people use:  community centers, workplaces, grocery stores, etc. Some cities have laws about putting up posters in public spaces without permission. Use your best judgment; ask someone who may know. Some privately owned places will let you put up a poster, but you should ask first. Upsetting someone for the sake of one poster is not worth it—there are plenty of other places where people won’t get mad. 
Flyers--Flyers are easier to hand out if they are printed two to a business-size sheet of paper (8 ½ ” x 11”).  They are also easier for people to put in their pocket or purse.  ONLY hand out flyers during a marketing event (see marketing).  Your volunteer time can be used much more efficiently than just standing around, passing out flyers.  You can leave flyers with people you are sure will encourage people to take them.  For example, a dance school or costume shop might keep flyers by the cash register or registration desk and remind people of the great event coming up.  If you do have a marketing event. put flyers DIRECTLY into peoples’ hands! 
MARKETING TC "MARKETING" \f B \l "2" 
Marketing, or “Promotion,” gets the word out to the public.  Keep in mind that marketing is not the same as advertising.  There are many, and much more effective, ways of marketing your event that do not involve buying advertisements.  Draw up a marketing plan from now until October.  Time a variety of ways to reach the public on a regular basis and in a variety of ways.  Find people who have connections to the people you want to reach such as the media, community organizations, and schools.  The Appendix has a list of Potential Contacts.  Take a look and start with a few.
Here is a great story about from Penny Hudspeth, about how TTW – Phoenix, Arizona marketed their event:
“We had a great response last year and have already started on this year's event. Two years ago I contacted a radio station and told them about TTW. They were very curious and they partnered with me in that they provided the sound system, set up a venue they already team with (The Arizona State Fair) and created a radio spot to advertise our event as something going on at the State Fair in conjunction with an advertisement paid for by the Az State Fair! They also provided water the day of the event.” 

“The radio station and State Fair personnel were so impressed with how organized we were (Thank you, Ines!) and because they knew what to expect that they were very excited to partner with us again last year. We doubled our dancers and now they are even more excited about next year! They have asked me to try and double our dancers again and are give us more space again.” 

“We also contacted dance studios to see if they wanted to participate with us. I sent a formal email and followed up with a phone call explaining the event and asking them to join by teaching the dance to their interested dancers and teaching one night per week for free during the month of October to people living in their community. They were also invited to bring their banner to hang the day of the event at the State Fair.” 

Here is another description from Paul Farmer, Salinas, California, who organized his event in 3 weeks and drew 258 dancing zombies!
I posted and passed out flyers.  I used my significant social network.  I went to the movie theater and performed the Thriller dance as the movie let out, and impromptu trained about 25 people.  I performed it at a local club the week before the event.  I got coverage on the local news station the night before the event.  I had Clear Channel promoting it with a remote broadcast on the day of the event.  I got the local Spirit Halloween store to sponsor (free make-up!), and got them to put handbills at the register and in bags when customers purchased things.  All of my guerrilla marketing was at no charge.  Had no clue how many people would show up, but was ecstatic to see how many did.

The most important lesson in this story is that you need to take advantage of what you have and it takes time to build momentum (most of the time!).  You may not have an enthusiastic radio station or a state fair at the same time as your event. You might not have many connections. Instead, you might have a city parks and recreation department, or social service agencies that see the value of the event for reaching out to neighborhoods.  So you need to find what that strength is. It might just take time.  A new event might not have much of a response the first year. Other ways of getting the word out are listed below.  Make sure you don’t put all your eggs in one basket.  Use several sources for building interest in your event. 
Working with the Media
It used to be called “The Press,” but today, the way people get information is so broad that it is more correct to call it “The Media.”  This includes: TV, radio, newspapers and the internet.  Each one has it’s strengths and weaknesses and you need to decide how they should be used. 

· TV—Obviously, TV is visual, but you cannot give in-depth information.  If you have a story involving action, TV is a great vehicle.
· Radio—This is the most personal way of connecting with people.  A radio interview allows people to hear your voice, get to know you, and hear you tell your story.  The problem is there are so many radio stations that not everyone will be tuned in.  You need to research what demographic groups listen to the different stations and concentrate on those stations.  For example, if you concentrate on radio stations that play Michael Jackson songs,  you have a good chance of connecting with people who might want to learn “Thriller.” 
· Newspaper—Regional or local, newspapers let you tell the most detailed and complex information.  There is nothing better for getting peoples’ attention and validating our event like having your story and photos on the front page (or anywhere else) in a newspaper! 
· Internet—The options are infinite--podcasting, webinars, facebook, Itunes You Tube, MeetUp.com. The appendix lists a number of great  Internet Resources.
· Why not a video inviting people to join you?  Make a video of your core group of volunteers, speak briefly about where what who why when, play a video of one of the dances from last year, and ask for volunteers.  Put it on YouTube, on your website and Facebook, anywhere you think people will pick it up.  People love the internet and its flexibility, just keep in mind that it still cannot replace the rest of the media.
Media Relations

Keep in mind that their job is to deliver interesting news and they are always looking for a good story.  Although working together can be mutually beneficial NEVER argue or criticize the media.  These are people you really want to make friends with.  When it comes to media relations, there should be only one person that communicates directly with the media.  Other people can help put together mailing lists, write copy, etc. but the media needs to have just one person they know to contact. 
Press Releases—There are three types of press releases:

· Save the Date—This is a press release that give a heads up that your event is coming up, with very little description. This can be sent out 6-8 weeks in advance.  Don’t expect a response.

· The Story—Make this perfect.  As succinctly as possible, tell your story. Remember, tell the most important information first and provide the details later.  The who, what, where, why and when rule is especially important here. Send out your story a month in advance and two weeks in advance.
· Last Minute Reminder—This is a final reminder that goes out one week and two days in advance.  
REMEMBER—Although the media will want your time just before the event when you are totally frazzled, you MUST be ready to respond immediately for a phone interview, photo shoot, whatever the reporter needs.  Schedule your time accordingly. This will bring out big numbers of people.. All press releases should have the same contact name and phone number for example:. Wresham, Wales, United Kingdom , Event Manager:  Lisa Richards, cellphone-122-333-444;. Photographer:  Paul Edwards.  We have included a Press Release template and example for your use in the Appendix.
Public Service Announcements—The media is not obligated to provide such announcements or “free advertising.”  The reason it is done is for their own benefit to make themselves look good in the eyes of the community.  That’s what making friends is all about.
Marketing Events 
These are intended to catch the attention of people, show them how fun it is, and get people talking.  It is also an opportunity for media exposure. Marketing events can be anything where you personally connect with people, give your message and encourage them to join your group.  These events can range from Flash Mobs at farmers’ markets and demonstrations at schools to presentations to the city council. Be aware and conscientious not to be too pushy or in peoples’ faces. Be excited! Be enthusiastic! Hey, wear your zombie costume if you want to!  
Piggy-Back Events— Think about how you can add to another organization’s event.  Maybe a charity wants some entertainment for their fundraiser. A downtown is having a festival and wants to draw in people for dance lessons. Every month in San Francisco a club holds a Prince/Michael Jackson dance off.  The local TTW group negotiated an arrangement that if they had at lease 8 people, the floor would be cleared and they could give a demonstration and talk about Thrill Day.  This type of promotion is easy because you don’t have to plan anything:  make the connection, the other group makes all the arrangements and you just show up and get great exposure.  Check our Possible Contacts list in the Appendix for starters.  
Flash Mobs—These are “spontaneous” as in a surprise to everyone but you and your dancers.  Choose a location with lots of people, set up your boom box and dance your hearts out.  Flash Mobs usually just disburse after dancing but since you have a crowd already, make sure people pass around flyers and business card afterwards  People handing out flyers can say: 
Learn the Thriller Dance! 

Be a part of a World Record! 

Thrill The World – world’s largest Thriller dance, you can be a part of it! 

Check out your potential locations. Depending on your location, you can usually have an event in public spaces but NOT on private property. Some locations are considered private property of the city and do not allow promotional efforts without permission. If at any time you are asked to leave, DO NOT ARGUE. just stop and leave and find another place.  Let’s not give TTW a bad name in any city. Also, there have been times that WE have been asked to leave but not before the security guard/ police officer asked for a flyer for himself! 
Dance Demonstrations—Contact schools, dance organizations, business associations, anyone you can think of and offer to give a demonstration and/or teach the dance for free.  If a business or a private party asks you to teach, request they donate to your charity.  Even if they cannot donate, do it anyway. You’ll recruit some zombies for the event.
Presentations—A presentation would be a more formal activity where someone would discuss TTW’s goals and successes.  This could be to a City Council, Chamber of Commerce, board of directors of an organization or a potential sponsor.  The presentation should be followed by a brief dance (up to the middle of Thriller). The presenter might wear business casual clothing and the dancers chould wear their zombie outfits.
Word Of Mouth—This is the best of all.  Nothing works better than someone bringing a friend to one of your dance workshops!  All your volunteers need to have a little 30 second description ready in their minds of what you are doing and why. A quick chat at a party or in line at the grocery store is a great way to recruit people.  When this happens, give out a TTW business card with follow-up information.  Another helpful tool in the Appendix is a list of Sound Bites for people trying to find a way to describe TTW.
Others-Please take a look at our Possible Contacts page in the Appendix for a more extensive list of activities you can tap into for making connections.
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Getting people to a dance practice is the best way to pique their enthusiasm and participation in Thrill Day.  If you don’t feel comfortable leading the dance yourself, show Ines’ instructions from YouTube. Make sure you have a sign-in form with email and Liability Waiver. The Waiver only has to be filled out once for all dance workshops and rehearsals.  (You will need people to sign different documents for Thrill Day.)
Try to have a dance coordinator to help organize the workshops, teachers and other events.  If you have several strong dancers, recruit them to take turns teaching dance workshops. Just be sure they follow the videos developed by Ines.  Ines is also a great role model for how to teach the dance.
Depending on the interest, you could have a dance workshop every weekend twice a month or once a month.  You might not get much interest until September.  In that case, try every other week in September and every week in October.  You might try to have 3-4 hour dance intensives the Saturday and Wednesday before Thrill Day. You could break up the intensives into two groups for beginners and more advanced, or the first half of the workshop could be for beginners and the second half for more advanced dancers.  . Pay special attention to the kids—they will be your stars!
Some of the events you could think about doing are:

· Private workshops/parties (hopefully with donation) 
· Demonstrations-- go to schools or businesses to teach groups of people 
Always keep in mind to conserve volunteer energy and enthusiasm and avoid burnout.  Starting in late August, they will need their strength for the big push.  Let the teachers and advanced dancers (Dance Leaders) know that for Thrill Day, they will be wearing armbands so people will know who can answer questions and follow during the dance.

Finally, DO NOT modify the dance!  The world record includes dancing the same dance!  You don’t want to disqualify your event!
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Website, printer ink, paper, name tags, it can add up fast.  Even if you try very hard to economize, you and others will want to be reimbursed. Also, after the event, you will want to know how well your fundraising was compared to your expenses  Make sure you keep all receipts and donations
Donations-- Most of your funds for costs will come from donations.  Dance workshops are a good place to ask for a small donation such as $3.00.  Just explain that the group needs funds to cover costs and the rest will go to charity.  An easier way to ask is to say “We would appreciate a small donation, such as $3.00 although it’s not necessary.  If you can give more, we will be giving to charities.  We have a flyer on our charities on the table.  You can put your donations in the box.”  Say this at the beginning and the end of the workshop.  Keep a running total of the donations and keep in a safe place, or open a checking account.
Sponsors--Donations can also come in forms other than cash.  A dance studio might offer rehearsal space, or a office supply store might provide printing services.  Get creative with this, maybe a party store can loan a fog machine, a costume store can supply makeup.  You can show appreciation for these businesses by recognizing them as sponsors on your website.  Other sponsors you will want to attract are radio stations--a major coup!  Radio publicity on a rock station that already plays Michael Jackson songs is the perfect vehicle for connecting with future zombies.   
Record Keeping—To avoid any possible criticism, keep a running total of your expenses and donations.  If someone asks to see your record, do not get defensive.  Of course you are trustworthy, that is why you are happy to tell people how the funding and expenses are going!  A simple list of your receipts and donations is all you need, no complicated bookkeeping, unless you already know from past years that you need an accountant.
Reimbursements—It might be hard to say to people but no receipts, no reimbursements.  Remember, we are using other peoples’ money.  This is a big responsibility and we must be especially careful. 
Posters—You may wish to sell posters at Workshops and during Thrill Day.  Make sure you keep these funds separate from the donation funds.
Event Store—There are several websites that provide a wide assortment of customizable goods such as t-shirts, stickers, key chains, mugs, etc.  One popular site is Zazzle.Com, which allows you to design and post your “store” on their site, your website, and other locations such as Facebook.  It costs nothing to design and post, and you can take a percentage of the cost when people make a purchase.  
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Registration is a big job.  Hopefully you will have one person who can just focus on this.  If you develop a good mailing list connected to your website and gmail, you should also set up a Pre-Registration  on the website.  Give people several options.  The easiest way is to set up a Form document in a Gmail email site.  TTW-O provides a shared document template for this. You can also give people a WORD file with the registration form. They can fill this out and email it to you.  This takes MUCH more time for you. More information will be coming on the Event Managers’ page, TTW-O website. Another reason it is better to have Pre-Registrations is that it is easier to read printed forms instead of handwriting and you do not have to manually add forms into your attendees list which is needed for the world record. 
For Thrill Day, print up sign-in pages with sequential numbering with sequential numbering on each line.  Print up enough forms to handle double the amount of pre-registrations. During Thrill Day registration, everyone needs to sign in.  Their sign-in number is placed on their registration form and their name tag.  So each zombie will have a nametag and a registration form with the same number as their sign-in number.  
Be prepared, registration will become a consuming task the closer you get to Thrill Day.  Cut off Pre-registration at least two days before the event.  Registration will be difficult if you don’t have someone who is not computer literate and you have to do everything manually.
charity TC "charity" \f B \l "2" 
You don’t have to make your event a charity event but you might find it helps in more ways than one. You already have peoples’ attention, so asking for funding to cover your expenses and help a charity is a natural connection. Not only is it a great opportunity to contribute to a good cause but it can also attract more people to your event because they know they are helping others. While there is nothing wrong with activities that are ‘just for fun’, people can sometimes be encouraged if an event has a definite purpose. They might help spread the word, or be willing to sponsor you, be it with donations, services or venues for rehearsal space. Also, it helps to reach more people.  Think of a charity that would be a good match, such as children, music, dance, neighborhood improvement, hospitals, etc.  Contact your favorite local charities and see what they think.
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Preparing for Thrill Day
Your Planning Workbook gives you a detailed list of activities that need to be done before Thrill Day, timed by the week. A check off list is included in your Planning Workbook for everything you will need to bring to the event.  The Planning Workbook also as a page for what to do on Thrill Day with detailed actions timed by the half-hour.
Health, Safety & Environment--Locate the fire exits, health and safety notices, fire extinguishers and fire meeting points. These should all be made aware to your participants. Make sure to have a first aid kit.  If you buy a decent first aid kit, you will probably have everything you need. 
Do not give any pills or over the counter drugs, even aspirin to participants!!!! They may have an allergic reaction. People can bring their own medications, but first aiders should never give them out. Make sure that you know the location of the nearest hospital. You should also advise participants, as they may not know the area.
Bottom line, if someone doesn’t look well, call 911.
Music-- For consistency, TTW created the Thriller Teaching Videos 2.1 that all events must use.. The videos are available to view on YouTube or purchase on DVD. All events must perform the 5‐minute choreography. www.thrilltheworld.com/learn/dvd . Do NOT dance any versions of Thriller other than the one provided by TTW. To be eligible for a world record, all events must dance this version of Thriller. For an explanation as to why & how the choreography is a little different from the music video.
Signs And Banners--Walk through the event space to determine what signs you’ll need and how many, such as “Thrill the World Here,”  “Start Here, Registration,” “Bathrooms,” “Please donate here,” “Make-Up.” All signs are listed in the Workbook. Print the signs you need and either print an arrow or leave space for an arrow. Some signs may need to be hand-made (e.g. large dance script banner). Make sure it is clearly, and neatly written on large paper so everyone can see it during  Thrill Day. 

Video and Photography—Hopefully, you will have many video and photographers competing for good shots.  On Dance Day, please appoint a Photo Leader and a Video Leader to let the others know that they need to keep track of the official TTW video and photography people.  Other video and photo people cannot walk in front of or in any way block the official recording of the Dance.  The TTW Videographer needs to tape off an area for the dancers to be sure they are all seen in the video. 
Sponsor Materials—Pick up any brochures or printed materials your sponsors would like to display.  Invite them to have a table at the event.

Cash—If you are selling anything, you will need to have on hand small bills to make change: ones, fives and tens.  Keep this separate from the donations monies and note it as a separate category in your financial report following the dance.
Makeup—Providing make-up for your zombies is optional but it adds to the fun of the event.  You can contact make-up artists, beauty schools, costume shops to see if they will sponsor the event.  Make-Up School students might volunteer to do make-up. Likely, they’ve been working on Special F/X make-up in the weeks leading up to Halloween and the students should be excited to get experience and something to put on their resume! Alternatively, there are many websites that provide instructions on applying zombie make up and someone in your group might be willing to work on make-up.  Try to obtain make-up from professional make-up suppliers.  Other sources might have low-quality or old, dried out make-up
Master of Ceremonies--Don’t forget to get an MC, a personality person who can have fun working a large group, leads the countdown, manages the crowd, announces breaks and other general information that come up that day.  Set up a time a few days before the dance to discuss the schedule and what needs to be said.  Event Managers, you will probably be too busy for this job. 

Roving Helper--See if you have a volunteer without a specific job or is planning to be a back-up in case someone gets sick.  They can be The Official Schmoozer.  This person can wander around and answer questions.  Her name tag could also say “ASK ME”.  

Print up sign-in pages with sequential numbering on each line ahead of time.  Print up enough forms to handle double the amount of pre-registrations or double the number of people you think will attend.  During Thrill Day registration, everyone needs to sign in.  Their sign-in number is placed on their registration form and their name tag.  So each zombie will have a nametag and a registration form with the same number as their sign-in number.
Witness:  You must have at least one witness present and fill out Witness Form after the event. If you’re a small private event you can get a community paper or bulletin but at least one media source must document that your event was real.
Arm Bands—Get enough red fabric or ribbon to make armbands for all your dance teachers and strong dancers.  Michael loved armbands and it will help people know who really knows the dance.
Be ready for after Dance reporting--Be ready to post a video on YouTube and know who will send photos out immediately after the event so you can be included in international Press Releases.
Last minute E-mail.  Two days before the dance, send out an email repeating previous emails with a detailed schedule.  Tell everyone to wear their costumes.  Say there will be SOME volunteers to help with make-up but they will not be able to do everyone (optional).  To be included in the world record, people should arrive at least one hour before the dance (this information should also be posted on your website).
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Be Prepared!  Once the zombies start coming and registering, things will get crazy. 
Try to arrive at least two hours before your dance intensive workshop begins.  The Thrill Day page of your Planning Workbook has many details about what needs to be done, and by whom, timed to the half-hour.  You should be fine if you follow that.  A set up chart for tables and chairs is also included.  
You should have at least one mobile phone onsite. It would be great if all volunteers had their cell phones with speed dial to their respective Coordinators and the Event Manager.  The Event Manager needs to have speed dial to all Coordinators, photo, video and computer tech people.
Video and Photography--Set up your official record-keeping video camera so that everyone is in the frame at all times. Tape off the dance area. Be sure your photographer knows the type of shots they need to take.
Audio-- Cue the audio and/or video to the Thriller song. DO NOT skip the beginning of the song or you will be out of sequence with the rest of the world!  Have your music ready to start exactly at the beginning of the song. 

Thrill Day Registration— Registration & Sign-In/Sign-Outs are extremely important and should be managed by someone who is organized and responsible. These are official documents.  They are needed for the world record, for photo releases and for liability protection. The Registration area should be at the entrance and will also be the first point of contact for your Witnesses & Stewards, as well as for any MEDIA attending your event. Be pleasant and welcoming when greeting them and give them the appropriate materials.
There are three groups of people that need to register:

· Media, Photographers and Videographers
· Non-Dancing Volunteers

· Dancers.
Media, Photographers and Videographers:

You will need to have a record of the Media, Photographers and Videographers that attended.  Undoubtedly, they will appear in photos and videos by others so they will need to register, sign-in and have name tags with their name and “PHOTO” “MEDIA” OR “VIDEO” on their tags. These people will not want to register with the dancers, so send them to a separate table where the whole process will be done at one table.  The table should be clearly marked “MEDIA, PHOTO, VIDEO”.
Non-Dancing Volunteer Registration: People associated with TTW such as witnesses, computer techs, registration volunteers, basically anyone who is helping out but does not want to dance.  These people also need to register, sign-in and wear name tags that identify their role. These people to through the process along with the dancers
Dancer Registration:  Hopefully, many people will have pre-registered so you will have pre-printed lists with all their info filled out.  Alphabetize these forms so when a pre-registered zombie arrives, it will be easy to find their name.  The zombies who have not pre-registered need to fill out their form on-site (have a separate table for filling out forms). All zombies need to sign the registration form, show their ID and sign in.  NOTE: everyone will need to sign two documents:  the registration form and the sign-in form.  For underage participants, the same process applies but there is a separate form for them which includes information for the parent or guardian.  Generally, if a participant LOOKS under 25, ask for photo ID, to confirm that they ARE age 18 or over.  All Underage participants that have not pre-registered must have a parent or guardian with them and sign fill out a registration form. An underage participant without a parent and without pre-registration will be turned down. The reason for this is that the Waiver on the Registration form gives us permission to use that person’s photos and protects us and our venue from liability (accidents, etc.). Minors cannot legally give that permission – only their guardian can.
The Dancer and Volunteer registration process goes like this:

A Participant approaches Registration Table #1.  If they do not have a pre-registration form give them a blank registration form and send them to Table #2 to fill it out.  If they have already pre-registered, give them their form and send them to Table 3.
Completed registration forms are reviewed at Table #3 to make sure the form is properly filled out.  Check their ID and have them sign the registration form. Next, the person takes their registration form and goes to Table 4.
A volunteer at Table 4 has them sign the SIGN IN Page  (not the same as registration), Each line on the sign in page is numbered consecutively.  The number on the line the person signs is their Sign-In Number.  Put their sign-in number on their Registration Form and Name tag. Attach category stickers (dancer, photographer, etc) to their name tags. People must wear their nametags on their upper chest, not on their pants or sleeve, etc.  Send Zombie to Table 5. Put registration form in a box face down.   
Table 5- look up the name to see if they need an arm band. All Dance Leaders get arm bands so people know they can follow them during the dance and ask questions about the dance. Also at this table is the donation volunteer who needs to ask everyone for a donation.  This person should explain that the donation covers the cost of running the event and for Charities.  They should talk about the charities, give out business cards, etc.  If people make a donation, give them another sticker with a logo of the charity or indicates that they contributed.
Donation boxes-a volunteer should at all times be focused only on the donation box and encouraging people to donate.
Sales—If you decide to sell posters or other goods, have a separate person focused on sales and do not intermingle the funds with the donations.
Rehearse the Dance—Allow at least 2 hours for a crash course for beginners.  Try to have another location nearby so the more advanced dancers can rehearse. Make sure someone concentrates on the little kids so they can stand in the front row.  Have plenty of water and power bars.
Costumes and Make-Up—Set up at least two stations each with a full collection of zombie makeup.  Your website should have several links to 
sites describing proper zombie costume and makeup tips.  Your makeup artists should practice ahead of time.  Have fun and be creative when making your Zombie costume for Thrill The World.  Try to view the original Thriller video to observe the zombies’ costumes, hair, make-up and facial expressions for more ideas.
The following tips would be good for putting on your website and a special email 2-3 weeks before the event: 
· Go to thrift shops or rummage your parents’ closets.

· Cover as much of your body as possible with clothing since this will require less zombie make-up.

· Wear dark colored, burial clothing. Unless you were killed/died somewhere where you did not receive a proper burial in a suit and coffin.

· Old fashioned, unflattering outfits are most effective. Or you can also be a dead celebrity!

· Add dirt, marks, and torn holes to your costume. Use dirt, black marker, black/brown shoe polish. Cut or tear your costume with a scissor, knife, or run over your suit with a car to leave tire tracks!!

· Appear as though you’ve risen from the dead.

· Wear comfortable, dark shoes that you can dance in for a few hours. Heels? Not so much.

· Add baby powder to your clothes and hair to appear dusty, but put it on outside—makes for slippery floors.
TIPS FOR YOUR ZOMBIE MAKE-UP & HAIR:

· Ensure that your make-up does not obstruct your vision. No masks. Watch out for fake blood dripping into your eyes, especially if you wear contact lenses.

· For your hair: hairspray it up, tease it, wear a wig, go crazy!

· Zombie drool: In a plastic cup, mix corn syrup and red/blue/green food dye. Food dye directly in your mouth looks cool, but it MAY stain dental work.
· Add baby powder to your hair to look gray or on to your clothes to look dusty. Do NOT get it on the floor because it makes the floor slippery = safety hazard.For makeup: use theatrical makeup, or regular makeup: dark eye shadows under your eyes, red lipstick for “blood”, pale foundation, eyeliners, fake blood. 
· If using a lot of makeup, make sure to moisturize well first, as this will make removal of makeup easier, and will make sure your skin isn’t damaged.
· Bring baby wipes and/or face wash, a small towel, and change of clothes, like fresh socks for after the show
Minutes Before Thrill Time
· Witnesses must count or be present while someone counts all the participants who are dancing. Make sure the witness fills out and signs the Record Holders Republic witness form and submits them to the Event Manager. Keep these documents safe.

· Once all dancers are counted and in the ‘dance area’ set up your official record-keeping video camera so that everyone is in the frame at all times. Do not pan, zoom, tilt or move the camera.

· Make sure you record the Thrill Countdown Call: put the phone on speaker phone and put a microphone up to it (if you have a microphone) so the video records Ines counting you down. You can have more videographers filming the dance from interesting angles and with camera movement, but your official recording must be a static camera that sees all. Note: Videographers and photographers must stay out of the way of dancers and outside the dance area!
· Photographers and videographers must stay out of the way of dancers and outside the dance area and do not block the official TTW camera.  Point this out several times (on your microphone if possible).  Same goes for the Media.
· Watch out for random people in the crowd joining your dance group and doing the wrong dance or intentionally confusing your participants. If your event is in a public space, with spectators, you’ll want people around the perimeter of your dance area as crowd control to prevent people from joining the dancers who have rehearsed and been counted.
Immediately After The Dance
CLEAN UP—Ask all participants and volunteers to help clean up.  Volunteers with specific jobs should clean up the areas.  Set-up volunteers need to know that they will also be cleaning up, including putting away tables, checking for things the zombies have left behind. 

Optional--People will be pretty worked up after the event and just going home will be a real letdown.  Your group can sing something like “Heal The World” and/or “We Are The World.” All events who do this should film the group singing and upload it to YouTube. Email the link with subject line: Thrill Group Singing.  
You can also invite people to go to restaurant or other location and celebrate.  Hopefully there will be a jukebox or bring a boom box and do the dance again for the unsuspecting on-lookers. 
Required—Additional instructions will be distributed to Event Managers. Do the following steps as soon as possible so the information can be included in the international press release that will be sent out 45 minutes after the dance. The forms will be available online.
1. As soon as you finish dancing, fill out the online form “How Many People Danced At My Event”. Enter your EVENT ID and the number of dancers you had. If you will not have access to internet on-site at your event, call a friend who is at home and tell them your Event ID and number of dancers. CLICK SUBMIT. SUBMIT ONE FORM! If you make an error you can re-submit the form. We will count the most recent submission - the form will be available for 30 minutes after Thrill Time. You must submit your info within 30 minutes after the dance is complete.

2. Next fill out the form “Which Charity Did My Event Support?” This form will also be available until 30 minutes after Thrill Time. Be sure to count the amount of money or food donations received before Thrill Time so you can enter that info to this form.
3. Take group photos. Don’t let people leave yet! Get lots of photos: group shots, zombie action shots, dance pose shots like the Roar Turn, Down Ha, Slide, Clap, Point, etc..

4. Pick FIVE (5) of the best photos: a group photo, a group dance pose and three other photos. Email to the address we send to you.  Do not send photos without the photographers consent. Photographers must fill out and email, as attachments, “Agreement with TTW Regarding Photo and Video” from their personal email account WITH the photos right away. Photos received in the first 15 minutes after the dance will be considered for inclusion in the international press release. Photographers will be credited.

5. Upload the video of your dance, no camera movement, to your YouTube account. Email the link with the subject: “EVENT ID _____ Video.” Label your video “Thrill The World 2009 City-State-Country” so that when someone searches “thrill the world” your video will appear. Add key words for search “thriller, dance, Michael Jackson, world record” and other relevant words. Videographers must fill out and email, as an attachment, “Agreement with TTW _______ Regarding Photo and Video” from their personal email account with the YouTube video link in the body of the email.  Please do this as soon as possible so we can download the videos and edit a WORLD Music Video of Thriller with all events!
After The Event
Send out Thank you emails and Certificates to Everyone!

1. Enter all participant contact info into the Google doc template “My Event Participants.” Save the doc to your “ttw09______” Gmail account and rename to include your Event ID. This Google doc will be made available.
2. Fill out the following forms as soon as you can. They will be available on the webpage November 7.

a. “My event Media coverage”

b. “My event finances”

c. “My event local sponsors”

The forms may require you to email some attachments. Follow the instructions we send to you. 
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Mail the following to TTW, making sure to label all items sent with your EVENT ID clearly marked:
· Data DVD of your Official Dance Video (the one with no camera movement) as well as other footage you have.

· TV & Radio Media Coverage: radio audio files with date and program name, TV video clips with date and program name, in DVD data format. 

· Newspaper Media Coverage: mail newspaper clippings including JUST the cover page of the newspaper AND the entire page that the article appears on --- do NOT cut the article out of the page and do not mail the entire newspaper. Write your event ID on a corner of each page sent.

· Mail by November 24, 2009 at the latest. Do not send packages COD (Cash On Delivery)
Mailing address will be sent to you before the event
!!! Make sure you include your Event ID at the top of ALL Supporting Materials !!!  If we can’t identify to which event it belongs we can’t use it.

Additional information on what you need to send will be sent to you before the event. 
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These are some commonly used online resources that Thrill The World events have used in previous years.  Please forgive us if some of these sites have closed. Thrill The World-Oakland is not responsible for any problems with the sites or any spam or viruses you may encounter. This is always a threat when using free resources online, so make sure your computer has up‐to‐date anti‐virus.  You may not need some or any of the links provided here. They are not mandatory to use. You may know of other online resources that are better than these, or address other problems or gaps in your event creation, in which case, please SHARE WITH US! 

Most of these sites will require you to create an account for yourself. Keep track of your login names for each and. And keep it safe! 

If you already have account for your own personal use we recommend creating a new one to be used solely for your TTW event. 
www.gmail.com. Create an email account specifically and solely for TTW registrations, information sharing and communication.  Many TTW events use this email source.
www.msn.com  MSN Messenger to chat with Event Managers 

www.skype.com To talk with other Event Managers or your Team Members using free phone service via your computer. Some extra services cost a little bit of money. 

www.ustream.tv  Record and air your Thrill Time dance performance in real time. Also great for recording videos and skipping the uploading stage in YouTube. It will upload to YouTube for you! 

www.youtube.com To upload videos about: promo shows, a long night of preparing your event, any media coverage you got, etc. 

www.flickr.com Online photo album to share your event photos with TTW and the world. 

www.myspace.com  To create a page for your event where you can post info about classes, promo events, etc. 

www.livejournal  To create a page for your event where you can post info about classes, promo events, etc. 

www.geocities.com  To create a page for your event where you can post info about classes, promo events, etc. 

www.facebook.com Create a group and/or event for all the people who are attending your event in addition to the web space you created for your event. 

www.meetup.co  Create a group for all people who are attending your event or for finding volunteers for your team, or for workshops or fundraising events you have before Thrill Day. 

www.craigslist.com Post your ads looking for Team Members/ volunteers. Beware, there have been problems recently with security.
www.kijiji.com  Post your ads looking for Team Members/ volunteers. 

www.yousendit.co Send large files, like Tool Box Folders, to your Team Members. 

www.4shared.com Share large files using a third‐party website. 

www.pbwiki.com  A wiki page for your Team Members and creating your event. 
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Before you go off saying “Guinness This” and “Guinness That,” note there are some rules to using their name and its usage.  Use of the Guinness logo in any form is strictly PROHIBITED. This is especially important to explain this to the media.  I know, CRAZY, right? Some media outlets may use the image but we’ll be better people and stick to the rules about this. You can SAY “world record attempt,” etc., just refrain from saying “Guinness World Record.” 
Different Records And Record Agencies
There are three World Records Agencies:  Guinness World Records (GWR), World Records Academy, and World Records Republic.   Guinness has much more stringent on their specifications and documentation procedures than Record Holders Republic or World Records Academy.  Ines has contacted Guinness again this year to create a new category for our event but at this time we do know the status.  Events that provide the required documentation will be included with the submission for the other world records.
How to Apply to Guinness: Each event may aim to break the Guinness World Record (GWR) for “Largest Thriller Dance (in one location).”  Although TTW has nothing to do with your individual group’s application to Guinness we do want you to break the record!  Please let us know if you decide to go for it!
Apply NOW! It takes some time to process. Your application must be completed before your dance.  If your materials have errors or are not received you cannot be counted. I know, Guinness is strict!  To apply, Go to www.guinnessworldrecords.com, click on ‘Enter site’, then click on ‘Break a World Record.’ Follow the steps for the application.  We do not recommend paying the 300£ for Fast Track Application.  With the Fast Track Application you cannot get a refund if someone else beats you--and you will have wasted a good chunk of money! 
When you get your emails from Guinness, fill out the agreement and mail it right away!!!  Keep a copy of everything you send GWR and that you receive from GWR, especially your GWR confirmation number. Keep all of your records together (and we suggest creating a “Guinness World Record” folder for your documents). 
Please remember that your application with Guinness is independent of your Event Registration. 
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Template Media Release
FOR IMMEDIATE RELEASE

FOR IMMEDIATE RELEASE:

Contact Person: 
Organization:
Telephone Number
Fax Number
Email Address
Web site address

Headline
City, State, Date — Opening Paragraph (should contain: who, what, when, where, why):

Remainder of body text - Should include any relevant information to your products or services. Include benefits, why your product or service is unique. Also include quotes from staff members, industry experts or satisfied customers.

(If there is more than 1 page use)
-more-

(The top of the next page):

Abbreviated headline (page 2)
Remainder of text.

(Restate Contact information after your last paragraph):

For additional information or a sample copy, Contact: (all Contact information)

Summarize product or service specifications one last time

Company History (try to do this in one short paragraph)

# # #
(indicates Press Release is finished)

Example Of A Media Release
FOR IMMEDIATE RELEASE:


Contact Person: y 
Telephone Number:  
Email Address:  
Web site address:  
Headline:  World Record Attempt Dance to "Thriller"

Oakland, California—Today’s Date:  September 7, 20010            Event Date:  October 23, 2010
Preparations are underway to break a world record.  Thrill the World is a worldwide attempt to break the  World Record for the Largest Simultaneous Dance to Michael Jackson’s Thriller. Thousands of people in cities around the world will learn the Thriller dance and perform it precisely at the same time.  Here in California that time is 4:00 p.m. Pacific Time, October 23, 2010 (the Saturday before Halloween).  .  All ages and physical abilities are welcome.
This is a significant event. [ Outline why such as last year we used: “Currently, there is nearly a three-fold increase in registered events from last year—206 individual dances in 31 countries in five continents around the world.”]   
Ines Markelle, international organizer of the event, explained, “ the major incentive people do this is that it’s just plain fun!”  In addition to that, we want to share the exhilarating feeling of dancing together in a group of people and knowing that others are doing the same thing all over the world.  We want to remind everyone that before you believed you COULDN’T dance, you DID!  Best of all, said Markelle, Thriller is an easy dance to learn, when taught the way Thrill the World  teaches it.” 

She added, “2007 marked the 25th anniversary of the release of the Thriller album.  It is still a popular and well-known video that crosses boundaries of language, culture, and geography.  We believe that this is largely due to the amazing choreography—do the “roar” move anywhere, at any point, and without fail, someone will yell “Thriller!”  because the movements are so iconic and easily recognizable.”
For additional information visit:  www...
###
JUST THE FACTS—HISTORY OF THRILL THE WORLD TC "JUST THE FACTS—HISTORY OF THRILL THE WORLD" \f B \l "2" 
 [Your “cheat‐sheet” when speaking about TTW to potential team members, the public and to media] 
October 29, 2006 

1st event held in Toronto, Ontario, Canada (organized in 2 weeks) 

62 dancers learned and performed the 5‐minute version of “Thriller” in only 1 day 

Set the 1st Guinness World Record for “Largest Thriller Dance” (page 8 of 2008 book) 
Over 3.2 million in media impressions including: CBC, The Globe & Mail, The National Post, The Toronto Sun, CityTV, Global and MuchMusic. 

October 27/28, 2007 

1,722 people at 55 events in 52 cities on 5 continents, all danced at exactly the same time 

Set the 1st world record for “Largest Simultaneous Thriller Dance” with the Record Holders Republic and the World Records Academy 

142 people in Ferbane, Ireland, organized by Danny Gleeson 

14 and 60+: the youngest and oldest event organizer respectively 

5 and 55+: the ages of the youngest and oldest reported dancers 

Kansas City, Missouri registered 2 days before the event with 27 dancers! 

Hundreds of dollars raised for various charities including: Red Cross, Sick Kids Foundation, ROOF (street youth shelter), Pet Helpers, and more. 

October 25/26, 2008 

4,179 people at 72 events in 71 cities in 10 nations 
Michael Jackson viewed the Los Angeles event from a helicopter!

881 zombies danced in Austin, Texas, USA!
Over 3.2 million in media impressions including: CBC, The Globe & Mail, The National Post, The Toronto Sun, CityTV, Global and MuchMusic 
11 – number of cities with over 100 participants, including: 

· Kelowna (British Columbia, Canada) 
· Isle of Sheppey (England) 
· Seattle (Washington, USA) 
· Regina (Saskatchewan, Canada) 
· Los Angeles (California, USA) 
· Corpus Christi (Texas, USA) 

· Bolton (England) 
· Gurnee (Illinois, USA) 
· Austin (Texas, USA) 

· Minehead (England) Bennington (Vermont, USA) 

2010 Please refer to www.thrilltheworld.com for the most recent updates on last year’s event.

SOUND BITES FOR INTERVIEWS TC "SOUND BITES FOR INTERVIEWS" \f B \l "2" 
Afraid your brain will turn to mush and your tongue will get tied in knots?  Don’t worry.  You don’t have to memorize these sound bites.  Just read them over a few times so when you are interviewed (by people you chat with in the store or have a formal media interview) you will be confident you have something to say.
· Thrill the World is friends, family and neighbors who will join together with thousands of other people around the globe to break the World Record for the Largest Simultaneous Dance to Michael Jackson's Thriller!  

· Every year, on the weekend before Halloween we dress up as zombies and have a great time making new friends and getting all excited knowing that thousands of people around the world will be dancing at the same time to Thriller.  

· I never thought I'd ever be a part of breaking a world record but I am!

· This is definitely a multi-generational family event. Kids, parents, grandparents, they're all there!  The youngest was probably 4 or 5 and the oldest was well into their 70s. (please don't say "Senior Citizens." maybe mature adults is better.) 

· We have a great website with a page devoted to photos and videos of our 2009 dance.  It's pretty amazing what a wide range of humans and the un-dead come to dance.  I also want to add that all the zombies understand that they are not allowed to attack the humans!

· It's a wonderful chance to learn the dance, build community, make new friends and get some exercise.  

· You don't have to wait until the fall to start having fun--we have dance workshops every week in at least one location in our area.  
· Anyone of any age and physical ability can join. We have very pregnant ladies and people with disabilities participate.  The dance can be easily modified so you can take it easy.  However, if you want, you can get a major workout.

· You can wear anything you want to, but many people have fun dressing up. A good inspiration for a costume is to think about how your zombie died. One woman decided her zombie died on the Titanic and wore blue makeup from freezing in the cold water. We have prom queens, doctors, businessmen, athletes, Bollywood, the sky’s the limit.  It’s fun just to see all the creative ideas people have for costumes.

· In 2009 22,596 zombies danced in 32 countries and topped the world record for the 4th year in a row! 

· It helps us to remember that everyone, at one time, loved to dance. 

· With Thriller, you don't have to be a good dancer.  Remember, zombies are very bad dancers!  So even if you have two left feet, you can join the fun!

· A total of nearly $100,000 was raised for charity last year world-wide. This year, our event has __ charities we are supporting  __________  (short description of each).

· Of course, getting ready, people are raring to go.  But when you’re dancing, Vincent Price starts doing his rap, the excitement is palpable.  It’s especially great when the zombies start growling and the audience is whooping it up.  It’s a wonderful feeling!

· It’s a great event where there are all types of people who are open, happy to make friends and really appreciate the importance of being silly! 

· It’s a wonderful way to bring together the whole gambit of our diverse community.  When you add the knowledge that thousands of people all over the world are doing the same thing at exactly the same time, you get a real connection on that level, too.
POSSIBLE MARKETING CONTACTS TC "POSSIBLE MARKETING CONTACTS" \f B \l "1" 
· Flea markets Demonstrations, Flash Mobs, Presentations, Dancers

· Radio.com community announcements 2-4 week lead time, PSA, other radio stations

· Develop a video of your group practicing to encourage people to participate. Set up on YouTube, have available for TV use

· Search for postings on Craigslist, social clubs, zombies, other key words, social events, special events, etc.

· Farmers’ markets

· Popular theaters, contact and see if you can work on together

· Search meetup.com

· College student Unions, usually have union managers or directors, staff people we could work with on events

· Special events, piggyback—check newspaper, web postings of local events
· Contact dance clubs

· Fundraising auctions 

· Day Camps for kids

· Haunted tours

· Your City Name.com has a free classified add

· Open houses

· Concerts

· Gay clubs,

· High school and college reunions, check listings

· Post craigslist categories for anniversaries and reunions

· Anniversaries

· Family reunions 

· Middle and high school phys end and dance departments

· University dance departments

· University drama departments

· Search web sites or listings for party events/ideas

· East Bay Regional Parks District

· Good contact: eastbaydancecenter.org, Bonnie Sita

· Parents’ groups
· Flash Mob college campuses

· List all practices and workshops as an event in newspapers etc.

· Start regular listings in media lists of what’s happening in your area local papers and specialty publications 

· Open Exchange and offer Thriller Classes.

· Adult schools and offer thriller classes.

· Physical Therapists

· Nutritionists

· Medical Centers
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