Thrill The World 2008
Tool Box File Inventory

Each chapter of the Thrill The World 2008 Leaders Manual has a list of related files.
These files can be found in the corresponding folders in the TTW Tool Box.

Please download ALL the folders so you have the complete resources. We do
recommend you browse through it, acquaint yourself with the tools. Use what you
need.

Begin by reading the documents titled “O1 How To Use... (folder name)” within each
folder. This document will give more detail about the folder contents.

Legend:
CAPS BOLD INDICATES MAIN FOLDER NAME
bold indicates sub-folder name
italics indicates file name

Some of the folders have sub-folders. If a file is in sub-folder it will be indicated in this
manual with an “ 2> ”
Ex. MAIN FOLDER
filename
—> Sub-Folder
filename

O1 THE TTW TOOL BOX
01 How To Use TTW Tool Box
01 LET’S BE CLEAR
TTW 2008 Tool Box - File Inventory - this document
TTW 2008 Leaders Manual

- Fonts
Franklin Gothic Book
Franklin Gothic Demi
Matter of Fact
Reservoir Grunge

02 MY IMPORTANT EVENT DOCS

01 How To Use My Important Event Docs

My Event Details (event ID) (resave with new date each time you make changes)
TTW Event Organizer Flowchart

TTW Letterhead - master copy



World Time Zones Map
World Thrill Times

***Save a Copy of your completed TTW 08 Event Registration Form here

03 TTW STUFF

TTW Letterhead - master copy (save this with a new file name before using)

-> TTW DOCUMENTS

01 How To Use TTW Docs

Thrill Toronto 2006 Expenses

Thrill Toronto 2006 Media Response
Thrill Toronto 2006 Testimonials

TTW 2007 Testimonials

TTW 2007 Event Participant Numbers
TTW FAQ

TTW Project History

- TTW 2007 Select Press Coverage
Includes various media articles.

-> TTW LOGOS

01 How To Use TTW Logos
TTW Logo File Inventory
Zombie Group Black & White Graphic (credit: Jona Stuart)

- TTW Dancer Icons
- TTW 2008 Logos

-> TTW PHOTOS

01 How To Use Photos From TTW
TTW Photographer Credits

Included: An assortment of photos. Labelled according to event location, and
photographer’'s name

04 STARTING MY EVENT

Creating Your Team

Finding a Venue

Sample Venue Contract

TTW Event Organizer’ Flowchart (same as in folder 02)
Venue Request Letter

05 CONTACTS & COMMUNICATIONS

01 How To Use Contacts & Communication
Communication Record template 1.0 (copy, re-title and re-save before using)
Example - Potential Venue - The Mall - Comm Rec



-1 Contacts Pre-Event
Contacts Sheets Pre-Event (excel)
Sheets: - Staff, Volunteer & Witness

- Participant Pre-Registration
- Potential Charities
- Potential Venues
- Potential Venues Questions to Ask
- Potential & Confirmed Sponsors
- Local Media Database

There is a sub-folder for Communication Records for:
- Confirmed Sponsors Comm Rec
- Media Comm Rec
- Misc Comm Rec
-> Participant Comm Rec
-> Potential Charities Comm Rec
-> Potential Sponsors Comm Rec
-> Potential Venue Comm Rec
-> Publicity & Promotion Comm Rec
-> Staff, Volunteer & Witness Comm Rec

-2 Contacts Post-Event Sheets
Sheets:- Staff, Volunteer, Witness

- Registered Participants
- Sponsors Present
- Media Present

06 REGISTRATION INFO FOR PARTICIPANTS

01 How To Use Registration Info

Registration Confirmation Email Draft (write this for yourself)
Thrill The World Participant Waiver for Display.pdf

Thrill The World Waiver & Registration Sheet for Event Sign-In

(alternate option to all people filling out participant form)
TTW Info and Invitation Letter.doc

TTW Participant Registration Form Adult.dot
TTW Participant Registration Form Adult.rtf (alternative option to .dot)
TTW Participant Registration Form Adult.doc (only use if dot & rtf not working)
TTW Participant Registration Form Underage.dot
TTW Participant Registration Form Underage.rtf (alternative option to .dot)
TTW Participant Registration Form Underage.doc (only use if dot & rtf not work)
Zombie Costume Tips.doc (you may wish to alter)
Zombie Costume Tips.pdf (to send it as is)

- Registered Participants Folder

(All complete forms you receive go here. Option: separate folder for Adult and Underage)

O7 FINANCIAL RECORDS

01 How To Use Financial Records
Invoice Template
My Financial Records



Sheets: - Budget
- Expenses
- Income
- My Financial Picture

08 CHARITY
01 How To Use Charity
Charity Cooperation Letter template
Donation Affirmation Letter Guidelines
TTW Master Fund Form - example.pdf
TTW Master Fund Form - example.xls
TTW Master Fund Form.xls (use this one to create yours)
TTW Participant Pledge Form — example.pdf
TTW Participant Pledge Form - example.xls
TTW Participant Pledge Form.xIs (use this one to create yours)

09 PUBLICITY & PROMOTION
01 How To Use Publicity & Promotion
Checklist for Media Kit Contents
Checklist of Items To Bring To Promo Events & Media Interviews
Fact Sheet for Media (use updated ones as TTW sends it)
Face Sheet Template (for you to use in conjunction with TTW sheet)
Ideas for Promo Events
Interview Preparation (also in folder 16)
Press Release example for interviews request
Press Release example to perform
Press Release example for the major event
Press Release Template
TTW World Standard Flyer - English
TTW Event Specific Flyer — English

TTW Event Poster - English

10 SPONSORSHIP

By sending in your completed TTW Event Registration Form you agreed to give
exposure to any sponsors that TTW acquires, which there is a conflict, overrides any
local sponsors, so please notify local sponsors!

01 How To Use Sponsorship

Sample Sponsor Contract dance studio
Sponsorship Request Letter

TTW Sponsorship Opportunities Package.pdf

- MY Sponsors Logos & Info (here go all logos and info for sponsors for your event)



- TTW Sponsor Logos & Info (here go all logos and info FROM TTW for worldwide
sSponsors)

11 PHOTO & VIDEO

*Use only if we do a Guinness World Record attempt, meaning if we anticipate having
close to 200,000 people participate worldwide, then all event organizers will be notified
to abide by the regulations of Guinness, detailed in these two documents.

01 How To Use My Photos & Videos

Agreement with Thrill The World Regarding Photo & Video
How To Take Guinness Photos*

How To Take Guinness Video*

Model Release Form as example

- My Photos from My Events (any photos from promo, workshop, rehearsal & the
event)

- My Video from My Events (any video from promo, workshop, rehearsal and the event)

12 LEARN THE DANCE
01 How To Use Learn The Dance
Checklist for Workshop
How To Teach a Crash Course Workshop
Philosophy on Teaching Dance
Thriller Lyrics
TTW Workshop Feedback Form
TTW Official Dance Script
TTW Official Dance Script Large Print 19pgs
TTW Official Dance Script Section Headings
TTW Workshop Sign-In

—> DVD Supporting Documents (use in conjunction with Thriller Teaching Videos/ DVD)
Letter w Thriller Teaching Videos
TTW Official Dance Script
TTW Thriller Song Variations Inventory
Thriller DVD Videos Index

- Thriller Songs (includes 3-minute Performance Track, & 5:57 Full Performance Track)

TTW Thriller Song Variations Inventory (see this doc for list of the songs
included in this folder)

13 THE BIG EVENT

01 How To Use The Big Day

Event Organizers Checklist

Event Schedule Template

HEY re-write this for your event --- Participant News - Thank You
Goodbye



HEY re-write this for your event --- Participant News - Welcome
Staff Event Timeline
Template Instructions task items
- 01 WEEK OF
HEY re-write this for your event --- Emails to send Week Of
The week of event
- 02 DAY OF
Hints and Tips for the Day of the Event
Participants who abstained from photos complete this
- 03 THE MORNING AFTER
The morning after
2> 04 NOV1-17
Feedback From Participants After Event
My Events Media Response
Nov 1 - Nov 17
- Instruction Documents — Email, Print & Copy These
Instruction Assistant Instructor
Instruction Audio
Instruction Collecting Participant Pledges
Instruction Computer Geek
Instruction Health Safety Environment
Instruction Lead Instructor
Instruction Make Up
Instruction Miscellaneous
Instruction Photo
Instruction Registration Table
Instruction Signs Banners Posters
Instruction Video
- Print & Copy
Accident Log Book
Documents to Print & Photocopy
Sign In Media
Sign In Participant
Sign In Staff
Sign In Witness & Steward
Team Captain Attendance Checks
TTW Feedback Form
TTW Master Fund Form (print YOUR version, not the example)
- Witness & Steward Package
01 How To Use Witness and Stewards
Contents of Witness and Steward Information Package
Instructions for Writing Witness Steward Letter — simultaneous
dance
Statement of Final Record Count
Verification Checklist for TTW Event Witness and Steward
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Take this from your Tool Box folder 07 Contacts & Communication:
Staff & Volunteer Contact Sheet for Event Day.pdf

14 WORLD RECORDS

*Use only if we do a Guinness World Record attempt, meaning if we anticipate having close to 200,000
people participate worldwide, then all event organizers will be notified to abide by the regulations of
Guinness, detailed in these documents.

01 How To Use World Records

TTW GWR Cover Letter template*

TTW Requirements & Supporting Materials for World Record
TTW Requirements & Supporting Materials for GUINNESS*

- Guinness Docs
Dance - largest simultaneous*
Mass Participation Guidelines*
Thriller dance - largest*

15 INTERNET & ONLINE

01 How To Use My Online Community Space
Online Sites Management Database
TTW Online Community Flowchart

16 BEING A TTW AMBASSADOR
01 How To Use Being An Ambassador
O1 LET'S BE CLEAR
Interview Preparation
TTW FAQ

17 SUPPORT & CONTRIBUTION

Conference Call Procedure
How to Send Us Your Contribution
List of Online Support Websites

18 ...THEN WHAT?!?!

*Use only if we do a Guinness World Record attempt, meaning if we anticipate having close to 200,000
people participate worldwide, then all event organizers will be notified to abide by the regulations of
Guinness, detailed in these documents.

01 How To Use Then What

Review Questionnaire

TTW Requirements & Supporting Materials for World Record
TTW Requirements & Supporting Materials for GUINNESS *

19 THE BASICS

The Basics
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20 DOCUMENT UPDATES FROM TTW

TTW will be sending updates and news to your TTWO8 gmail address. The same
information and documents for download are available on the website.
www.thrilltheworld.com/events/organizers

Check daily to see if there is news, press releases, new media coverage, sponsor
news, new documents, clarifications, etc.

This Folder is for you to save any documents that TTW sends you, or that you
download, after you register.

You may wish to COPY these docs to other folders, but we recommend saving a copy
here too, just in case.

21 MY EVENT STUFF
Create a folder for you to save any new things you make that either don’t fit in
existing folder.



