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1. Identify the Purpose of the Production 

Why are you doing this project? Who will benefit? How will it be used? 

2. Identify the Target Audience 

Who are you trying to reach? Different audiences bring different biases and backgrounds with them and knowing who you are speaking to will be significant in the final work you produce.

3. Check Out Similar Productions 

View similar student projects if possible.

4. Determine the Basic Value of Your Production 

This may be more of a commercial television step, but it can be interpreted in terms of benefit/cost ratio. How many hours can you afford to spend on the project based on its value.

5. Develop a Treatment or a Production Proposal 

Use the Word document (fill-in) for treatments

6. Develop a Production Schedule (SAMPLE)

	Item
	When Due
	Who?
	Done

	Write Treatment 
	Aug 30 
	CB 
	X

	First Storyboards 
	Aug 31 
	CB 
	X

	Revise Storyboards 
	Sept 1 
	CB 
	X

	Get camera, sound people 
	Sept 1 
	CB 
	 

	Rehearse 
	Sept 2-5 
	CB, LH, JK 
	 

	Rehearse with camera & sound 
	Sept 5 
	CB, LH, JK 
	 

	Shooting 
	Sept 6 
	CB, LH, JK 
	 

	Editing 
	Sept 7 
	CB 
	  

	Burn to DVD 
	Sept 8 
	CB 
	  


Setting a timetable, which is part of the treatment process, and keeping to it is essential to doing a good job. When things are hurried, quality may be sacrificed for expediency.

7. Select Key Production Personnel 

Who will be the camera person? Who will take care of props? As producer, you may end up doing everything, but that isn't very efficient.

8. Decide on Locations 

Good projects begin with treatments, then storyboards. The storyboard can give you ideas on where/how you want the video to take place. Indoors, outdoors, mixed? For purposes of the class, we hope to keep these locations fairly local.

9. Decide on Talent, Wardrobe and Sets 

If you require actors and if you need specific wardrobes and props, this needs to be worked out in advance. An essential element in good video is the care that is put into thinking through the visual images that will appear in it.

10. Decide on the Remaining Production Personnel 

Do you need additional support people, background actors, etc.? Now is the time to make sure everything is in place. Before you begin shooting.

11. Obtain Permits, Insurance and Clearances 

Because our videos may be entered into contests, all actors must have signed releases. If you use someone's property as part of your video, permission should be obtained in advance. If music is going to be used, permission must be obtained in writing, too. Finally, if you use video from another source, permission must be obtained.

12. Select Video inserts, Still Photos and Graphics 

This section can be done either before or after shooting begins. What text will appear on screen? Will you use still photos rather than "live" video? Which photos? Will you use video that is not your own?

13. Moving to Rehearsals and Shooting 

Now the action begins. A video should not be shot without having at least minimal rehearsal. The more prepared people are to proceed, the better the final result. 

Shooting the video is the most fun, the completion of a large planning process. It is also the most technically challenging, as issues of lighting, camera angle, camera movement, etc. all have to be incorporated in your shooting schedule.

14. The Editing Phase 

Now you take the pieces, get them digitized into the computer, and proceed to mix and match them into a final whole. Part technical, part artistic, editing is the final step to a successful production.

15. Do Postproduction Follow-Up 

In our situation, this means getting the final video project into a final format such as DVD. It also means getting all the documentation wrapped up for the instructor so that full credit can be earned for your efforts. 

