[bookmark: _GoBack]Pre-Production, Production and Post-Production Checklist
Tip: Add your deadline at the top and work backwards from this end point! 
	Complete
	Task

	
	Assess any criteria which must be met (assessment criteria, client brief, deadline)

	
	Meet with any relevant team members to discuss initial plan and next steps

	
	Select interviewees and organise interviews

	
	Location, scout, assess, apply for permits and finalise.

	
	Prepare your voiceover/script, rehearse and revise

	
	Prepare your shot/sound list

	
	Prepare, charge and pack all gear ahead of recording

	
	Setup gear for recording

	
	Conduct your interview/cutaway recordings

	
	Copy all media to computer for editing

	
	Record final voiceover/script

	
	Edit your video/audio package

	
	Time for review/feedback

	
	Export final package

	
	Upload to YouTube/Vimeo if applicable

	
	Submit to assessor/client



