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BASIC PRODUCTION GUIDELINES

Helen MacKinnon

So you’ve got a great idea for a film, and you’ve maybe even written your script, but where do you go from here? It’s all very tempting to just charge straight into the filming, but before you even consider getting your camera out, you should be considering and covering the following points in your planning.

These are all the less exciting aspects of making a short film, but none the less important for that!

Production can basically be separated into three areas –
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Pre-production

[image: image4.jpg]



Filming
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Post-production

PRE-PRODUCTION

Pre-production equals prep! This is when you prepare and arrange everything that you’re going to need for your filming, and possibly for your post-production too. It’s important that you are organised and don’t forget anything as it could have a big impact on your filming day, so make a plan and write a list of everything you’re going to need so you can check it off as you go. As well as organising actors, props, costumes, crew, kit, etc. here are some things that you might not necessarily think of, but that you should definitely consider.

Release Forms

· Adult & Child Release Forms
Even if you’re not paying anyone who will appear in front of the camera in your film, it is good practise to ask them all to sign a release form, giving consent for their performance to be used. It should be signed by all adults, that is anyone over the age of 16, and by the parent or guardian of anyone under the age of 16. You must always get the consent of a parent of guardian before filming with anyone under 16, and you should avoid filming with anyone under the age of 16 during schools time as this will require special permission and a license from the local authority and can take 28 days to process. You should however ensure that any under 16’s are always accompanied by a parent/guardian or chaperone at all times.

You do not need to ask passers-by for permission to feature their faces. Under UK law, the copyright of film shot in a public place resides with the filmmaker.
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You will find a draft release form at the end of this document which you can amend for your purposes.

· Location Release Form
You should get consent to use any private location in which you are planning to film. Remember however that you are not a big budget production and nor are you making a film for transmission, so proceed with caution and use common sense to avoid incurring costs. Explain that you are making a short-film for your own use and for entry into a competition, and that you have no budget, but don’t expect to be able to film at Edinburgh Castle for free! Many privately owned locations will have flat fees for filming which are often non-negotiable. However, if you really need Edinburgh Castle in your film, it’s always worth a try before you start to think creatively about how else you can do that shot!

You will find a draft location release form at the end of this document which you can amend for your purposes

If you intend to film on a public road then we advise you contact both the police and the Public Highways department. We would also advise you to contact the local police if you are going to be doing anything which might cause them or a member of the public concern ie. filming fight scenes or using fake blood, using special effects or explosives. If you have any intention of using firearms on your shoot, then not only MUST you inform the police, but you must also employ an armourer to supervise the actor or individual who will be using it. Even if you hold a licence for the weapon or if the weapon does not require a licence, such as a decommissioned weapon, you still need to employ an armourer.

If you intend to use a prop weapon then you must still inform the police, and, for both live & prop weapons, supply them with a shooting schedule and times of when and where the firearms are to be used. It is an offence if you do not inform the police.

You must also inform the police if you intend to portray uniformed police officers or marked police vehicles.

Filming Breakdown

No matter how many people are involved in your shoot, even it is just yourself, a filming schedule will allow you to detail where and when you are going to shoot each scene or interview, and ensure that you don’t forget to film anything!

· Once you have your finished script, assign a number to each scene and measure the length of each scene by dividing the page into eighths.
· You should then highlight the important parts of each scene, such as location, whether it is interior or exterior, the characters which appear in it, costume, make-up & props requirements, and any special equipment required.
· All this information should then be transferred to a breakdown sheet, to help keep you organised and ensure nothing is missed on the day of filming.
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· You should group scenes together, first by location and then according to cast and equipment requirements, with any other factors coming third, and schedule your filming accordingly.
· It should then be much simpler for you to see how much time you will require in each location, as well as which cast, props etc. are required in each.
· As a general rule of thumb, you should hope to shoot around 6 to 8 pages of dialogue a day, depending on location moves and other factors, such as actors knowing their lines or having to do complicated choreography, or the cameraman (you!) having to do difficult set-ups.
A filming breakdown is just a relevant to documentary filming and should include all of the interviews you hope to cover and where each interviewee is located, along with all the other locations in which you wish to film for general shots. That way you will ensure you don’t miss anyone or anywhere in your busy filming days. It will also allow you to schedule your filming to minimise the time you spend travelling between locations, by filming those locations closest together on the same day.

Filming Schedule

As well as including your filming breakdown, your filming schedule should also include the following important information and be handed out to each and every person

· Contact details for everyone involved in the filming
· Contact details for each of the locations, including full addresses, location maps and directions
· Contact details and addresses for nearest hospitals, doctors surgeries, police stations
· Contact details for local taxis & cafes, takeaways etc.
Risk Assessment

As a small, low budget, non-broadcast production, it is not a requirement for you to complete a Risk Assessment, but it is very good practise to do so. Completing this will make you think about the possible dangers involved in your filming and allow you to manage or eliminate them. It will also mean that you will have made your production much safer for all those who will be working with you.

Once you have chosen your locations, you should consider each of them and the filming you will be doing in each to assess whether each of the Hazards in the draft form you’ll find at the end of this document relate to your production. For any which do relate to your production, you should consider the level of risk that is posed and how likely it is to be a hazard on the day. You should then consider a suitable control or precaution to either eliminate or control that risk.

You should take this document with you on the day of filming to show that you have taken these risks into consideration.
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Copyright

Always considered dull, but also really, really important, so please read this!

Copyright is a property right. Copyright protects original literary, dramatic, musical and artistic works, allowing for an original work to be considered as property that is owned by somebody. If you intent do use or shoot anything in your films which could artistically belong to someone else, then you must consider copyright before you do so. Copyrighted works include music, computer games, works of art, sculpture, architecture, photography, written prose and poetry, songs, works of film or television, plays, musicals etc. etc. etc. the list is virtually endless.

Here is some general information about using copyrighted material in your film:

If you wish to use somebody else’s material in your film, you’ll need permission from the copyright owner, and you may need to pay for the use. The copyright owner is the person who creates the work. This could be the writer of a script, play or novel, the artist who creates an artistic work or the composer of music. However for music, this isn’t always the composer or artist, it is often the record company or producer, so be sure you are contacting the correct person. For a sound recording it will be the producer, and for a film it will be the producer and the principal director jointly.

Copyright lasts for 70 years from the death of the copyright owner in the case of musical, literary, dramatic and artistic works. Quite a lot of classical music therefore falls into this category, but be careful, new arrangements of old music can fall under new copyright, so do your homework.

For films the duration of copyright is 70 years from the end of the year of death of the last survivor out of the principal director, the screenplay author and the composer of any specially written music.

For other works the duration of copyright is a term of 50 years. For broadcasts this will begin from the year of the broadcast, and for computer generated works, from the year of the making of the work.

Copyright can be very costly, so be aware of this when you are choosing music for your film. Often there can be more than one fee involved - you may need to pay a fee to both the publisher and the record company, and the cost may be determined by how much music you wish to use.

Remember that an unsigned artist or band will be cheaper than very famous artists, so shop around. Even if you are using music composed by a friend or family member it is ALWAYS important to adhere to the rules of copyright.

If you fail to obtain clearance for your use of copyrighted material, you could face legal action for copyright infringement and may become liable to pay damages and costs.

If you are concerned about your use of copyrighted material in your film, please check out MCPS-PRS Alliance http://www.prsformusic.com/users/Pages/default.aspx for more information on music copyright, and The Intellectual Property Office http://www.ipo.gov.uk/copy.htm for more information on copyright in general.
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FILMING

So now you’ve organised everything, you’re ready to get out & make your film happen!

You’ve most likely got a crew made up of people who’re doing you favours, and actors or interviewees who’re not getting paid, so the most important thing you can do is to look after them and treat them all with respect.

If you can afford to, offer to at least pay people for travel expenses, and make sure you have access to hot and cold drinks and some snacks – just the sight of a flask and a packet of biscuits will perk up any crew! You should also make sure you allow time in your busy schedule for meal breaks - a hungry crew is never a happy crew!

If possible, try and arrange some kind of wet weather cover if you are planning to film outside for long periods. Remember this is Scotland, and the chances of rain are very high! It’s also a good idea to find out where the nearest public toilets are located, or ask the local pub or cafe if they’d be good enough to let you use their toilets.

POST-PRODUCTION

You’ve now got everything on tape / memory card and are ready to move on to the final step in the making of your film, the post-production.

Post production includes not only editing the pictures together, but also adding any sound effects or music, any special effects, computer generated images or copyright material, and any grading of the pictures that needs to be done, along with the production of the final version of the film, whether this is on a hard copy or in a file format.

Be sure you leave sufficient time for post production, as the process can often take far longer than people realise, and any technical issues can easily throw your schedule off course.
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EXAMPLE ADULT RELEASE FORM

TO:
[NAME & ADDRESS]

DATE:
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Dear [NAME]

Re: NAME OF YOUR FILM (“THE FILM”)

I agree to the recording and broadcasting of the contribution given by me to [DATE] to be used in connection for the film; [NAME OF FILM], and all related media.
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I give you all the permissions you need from me, including the waiver of my moral rights, to copy, exhibit, transmit, and broadcast my contribution including my image without time limit in all countries in world by all means and in all media.

I accept that you may cut and edit my contribution as you wish and use it in the film (including using it to publicise the film and related online and offline projects and related publicity organised). This editing will be in accordance with current broadcasting regulations in the United Kingdom.

Yours faithfully,

Signature
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IMPORTANT (please print)

NAME:
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ADDRESS:
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PHONE:
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EMAIL:
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EXAMPLE PARENT/GUARDIAN RELEASE FORM

TO:
(PARENT / GUARDIAN NAME & ADDRESS)

DATE:


Dear (PARENT / GUARDIAN NAME)

Re: (CONTRIBUTOR NAME) Recorded Contribution (“THE FILM”)

I agree to the recording and broadcasting of the contribution given by my child to you on [DATE] to be used in connections with (FILM) the nature of which has been fully explained to me through your brief on the reverse of this letter, and all related media (YOU MUST INCLUDE AN EXPLANATION OF THE FILM).


I give you all the permissions you need from me including the waiver of their moral rights, to copy, exhibit, transmit, and broadcast the contribution and their image without time limit in all countries in the world by all means and in all media.

I accept that you may cut and edit the contribution as you wish and use it in the film (including using it to publicise the film and related online and offline projects and related publicity). This editing will be in accordance with current broadcasting regulations in the United Kingdom.

	Yours faithfully,
	

	Signature
	
	

	Parent/Guardian
	

	Of
	
	(Print name of child)

	IMPORTANT (please print)
	

	NAME:
	
	

	ADDRESS:
	
	

	
	
	

	
	
	


PHONE:


EMAIL:
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EXAMPLE LOCATION RELEASE FORM

[NAME AND ADDRESS OF PROPERTY OWNER]

Date:

Dear Sirs

("the Property")


We write to confirm our agreement that,

1. You will allow [YOUR NAME] and those authorised by us the right to use [LOCATION ADDRESS] during on the agreed date(s) to film, photograph and record all of the property, and to bring any equipment needed to do so.

2. We will be filming at the location from [start date] until [end date] as mutually agreed.

3. All rights in the films, photographs and recordings made and/or taken by us at the property will be ours and we will be entitled to use the footage as we choose. You have given us permission to refer to the Property by its real name or by a fictitious name or not to refer to the Property by name and have no obligation to you to use the footage.

4. You agree that we have the right to make temporary changes, additions and alterations in and to the Property. We will restore the Property to its original condition immediately after filming has finished.

5. We will endeavour to take care of the property while we are filming, however we do not have insurance and have made you aware of this.

6. This agreement shall be freely assignable by us and shall be interpreted in accordance with the laws of England and Wales.

Kindly indicate your acceptance of the above by signing and returning to us a copy of this agreement.

Yours faithfully
Read and agreed by


for and on behalf of [YOUR NAME]



Owner of the property or person authorised to give permission
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EXAMPLE COPYRIGHT RELEASE FORM

Address: (COPYRIGHT OWNER)

Date:

Dear Sirs,

“Material" means the photograph/ music/ moving footage/ video recording taken/ provided by you

__________________________________________________________________________________

__________________________________________________________________________________

______

We write to confirm our agreement as follows:-

1 You give us the non-exclusive right to record, copy, reproduce, broadcast, transmit and perform all or part of the Material for and/or in connection with the production of the agreed film and the film’s promotion throughout the world for the entire period of copyright in the Material.

2 By signing this you agree that you are entitled to give us the rights referred to above and that

(a) giving us these permissions does not (i) infringe the copyright or any other personal or property rights of any person or (ii) to the best of your knowledge and belief be in breach of any laws or regulations or (iii) entitle anyone to claim any payment from us and (b) that anyone appearing in the Material has given you their consent, enabling you to let us use the material.

3 We agree that we will only use the Material as agreed in this document and we will compensate you for all and any costs, claims, expenses and liabilities (including, without limitation, legal fees and any sums paid on the advice of Counsel) resulting from breach by us of any of the agreements and/or warranties and/or undertakings on our part contained in this agreement and you hereby indemnify us against all and any costs, claims, expenses and liabilities (including, without limitation, legal fees and any sums paid on the advice of Counsel) resulting from breach by you of any of the agreements and/or warranties and/or undertakings on your part contained in this agreement.

4 You will make available to us on request (INSERT FORMAT i.e. DVD) of the Material.

5 You may terminate this agreement at any time by giving us notice in writing at the above address and we will endeavour to remove the material from all websites, and to cease the use of the Material.

6 This agreement is in accordance of the laws governing England and Wales.

	Yours faithfully
	Read and agreed by

	for and on behalf of
	authorised for and

	
	
	
	

	[YOUR NAME]
	
	on behalf of

	
	
	

	
	
	[
	COPYRIGHT OWNER
	]
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Example Risk Assessment Form and Instructions

The attached forms should be completed by a suitably trained ‘Competent Person’ for each different each location / situation.

The area should be checked against the Hazard Check-List on page 2 and any hazards present noted.

The risks associated with each hazard identified should be assessed on pages 3 & 4.

The severity of the risk should be assessed as:

High if it could result in death or as threshold, three consecutive or more days off work Medium if it would mean administering first aid and disrupting proceedings

Low if it would mean administering minor first aid without disrupting proceedings Remember: It is important not to assume – always check.

Likelihood should also be assessed as:
High if it is likely or probable

Medium if it is possible

Low if it is remote or improbable.

If the risk is high or medium, then control measures should be put in place to minimise the risk.

Remember the hierarchy of control measures:

Elimination – Do not use the location where the hazard exists.

Substitution or Simulation – Can a different location be used or a mock up be substituted?

Distance – Be as far away from the hazard as possible?

Enclosure – Can the hazard be enclosed to eliminate the risk?

Guarding – Can someone be posted to ensure that people do not come into contact with the hazard?

Safe Systems of Work – Can procedures be put in place and rehearsals done to ensure that the risk is minimised?

Written Procedures – Can published instructions be used to alert people of appropriate actions?

Monitoring – Can the hazard be monitored to ensure that we are aware of its risk status?

Information / Instructions – can training be given to improve awareness?

Personal Protective Equipment - (This should not be used as a stand-alone measure).

Once the control measures have been decided upon the risk should be re-assessed and the residual risk noted.

If the residual risk falls within the low category then all parties involved should be formally made aware of the control measures that have been put in place and the action can proceed.

If it still falls in the medium or high category then the action should not proceed and specialist advice should be sought if the action causing the risk is still deemed necessary.

Remember, you have a legal and moral duty to do everything that is ‘Reasonably Practicable’ to ensure a safe and healthy working environment for everyone involved in the proceedings. You may be liable for any criminal and civil proceedings should you fail to observe this duty or if you fail to control risks acceptably.
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	Location Risk Assessment Form
	
	

	
	
	Production:
	
	
	
	

	
	
	Production Office:
	
	
	
	

	
	
	
	
	
	
	

	
	
	Location Dates:
	
	
	
	

	
	
	Location Address:
	
	
	
	

	
	
	Producer/Director:
	
	
	Mobile
	

	
	
	Head of Production:
	
	
	Mobile
	

	
	
	Production
	
	
	Mobile
	

	
	
	Manager:
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Description of shoot/production: A short film production about

Crew:[list all crew attending location including phone numbers]


please type or write clearly – an illegible form is null and void
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HAZARD CHECKLIST

	
	
	
	
	
	

	
	
	Tick
	
	
	Tick

	1
	Access/egress blocked/restricted (work place)
	
	27
	Manual handling / heavy or awkward shape
	

	
	
	
	
	loads
	

	2
	Alcohol / food / drinks / supplies
	
	28
	Mines / Excavations / Caves / Tunnels / Quarries
	

	3
	Animals/insects: wild, performing etc.
	
	29
	Night operations (filming / camping / recces)
	

	4
	Crowds / Public (filming and control)
	
	30
	Noise / high sound levels
	

	5
	Cryogenics / compressed gas / low temperatures
	
	31
	Practical flame / fires / flares /
	

	
	(also refer number34-dry ice)
	
	
	
	

	6
	Confined space / tanks / caves / tunnels
	
	32
	Scenic / set materials - not fire retardant /
	

	
	
	
	
	toxicity tested / glass / polystyrene /
	

	7
	Dangerous activities / hazardous props etc.
	
	33
	Scaffolds / rostra / decking / platforms
	

	8
	Derelict buildings / dangerous structures /
	
	34
	Scenery / props secure storage on location
	

	
	isolation of gas/electric supplies
	
	
	
	

	9
	Diving operations / under water filming
	
	35
	Sources of radiation - / equipment / radio
	

	
	
	
	
	frequency / microwave, etc.
	

	10
	Driving/Vehicles
	
	36
	Second unit filming /
	

	11
	Environmental conditions - hot / cold / wet /dry
	
	37
	Special effects: rain / snow / fire / physical /
	

	
	(swamps / volcanoes / desert / jungle)
	
	
	smoke / steam / dry ice / heat
	

	12
	Explosives / pyrotechnics / fireworks
	
	38
	Special ‘flying’ / technical rigs
	

	13
	Electricity / Lighting feeds / Practicals / Generators /
	
	39
	Special needs persons / children / elderly /
	

	
	3-phase / cables near water
	
	
	language barriers /
	

	14
	Evacuation Procedures /casualty evacuation/
	
	40
	Special prop, tool etc., under the direct control
	

	
	communication/ ETA’s etc / Fire procedures
	
	
	of artist contributor, front of camera personnel
	

	
	
	
	
	/
	

	15
	Fatigue / long hours / physical exertion / adrenaline
	
	41
	Stunts
	

	
	flow / stress / early starts
	
	
	
	

	16
	Filming from aircraft / balloon / helicopter
	
	42
	Travelling by plane / boat / helicopter / unusual
	

	
	
	
	
	travel methods /
	

	17
	First Aid / Medical Requirements/Specialist Rescue
	
	43
	Water / close to water / tanks / aqua parks /
	

	
	
	
	
	canals
	

	18
	Flammable materials, e.g. paint / film
	
	44
	Weather - extreme climate / weather changes /
	

	
	
	
	
	wind
	

	19
	Freelance crews/contractors / guides/ porters
	
	45
	Work place fire prevention, e.g. smoking / waste
	

	20
	Hazardous substances:- chemicals / dust (sand) /
	
	46
	Work with technical facilities (visual), e.g. ‘hand
	

	
	fumes / poisons / asbestos / battery acid / waste
	
	
	helds’ / DVC / camera cables / camera
	

	
	disposal / animal waste / fuel
	
	
	movement / special cable runs / scanners / PSC
	

	
	
	
	
	/ OB’s etc
	

	21
	Hostile environments: political unrest / war / mines
	
	47
	Work at height: ladders / camera towers / ropes
	

	
	/ local crime /
	
	
	/ climbing equipment etc.
	

	22
	Infra-red / ultra-violet exposure
	
	48
	Working on roofs / cliff tops / mountains etc.
	

	23
	Infectious diseases, e.g. Malaria
	
	49
	Work areas / security / storage / welfare
	

	
	
	
	
	facilities
	

	24
	Lifting equipment, e.g. forklift / cranes
	
	50
	Work in public places / highways / airports /
	

	
	
	
	
	docks
	

	
	
	
	
	
	

	25
	Lasers and strobes
	
	51
	Weapons / knives / firearms
	

	
	
	
	
	
	

	26
	LPG / bottled gases / welding equipment
	
	52
	Others
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[PRODUCTION NAME]: Location Risk Assessment Form

	
	
	Production
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Tel:
	
	
	
	Fax:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Office:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Likelihood
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	High
	
	
	Medium
	
	
	Low
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	High
	
	
	High
	
	
	High
	
	
	Med
	

	
	
	Location
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Tel:
	
	
	
	Fax:
	
	
	
	
	
	Medi
	
	
	High
	
	
	High
	
	
	Med
	

	
	
	Address:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Severity
	
	um
	
	
	
	
	
	/Med
	
	
	/Low
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Low
	
	
	Med
	
	
	Low
	
	
	Low
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	/Low
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	Initial
	
	
	Controls / Precautions / Emergency Procedures
	
	
	
	
	
	
	
	
	
	
	
	Residual
	

	
	
	Hazard
	
	
	
	Severity
	
	
	Likelihood
	
	
	Level
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	To Reduce Risks
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Risk
	

	
	
	
	
	
	
	
	
	
	
	
	
	of Risk
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


13


	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Producer / Director:
	
	
	Signature:
	
	Date:
	
	

	
	
	
	
	
	
	
	
	
	

	Production Manager:
	
	
	Signature:
	
	Date:
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