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Appendix Il
WITNESS Footage and Tape Description
Part 1: Summary

(NOTE: This form may be used for a single tape or for a group of related tapes.
Please use the Part 2 : Log or Transcript to shotlist or transcribe each individual
tape.

Partner / Source Name

Tape Number / Title

Date(s) video was shot

Location(s)
Number of Tapes NTSC or PAL?
Raw footage edited footage or productions

Camera Originals or copies?

Should originals or copies be returned to partner?

Is there a contact person for questions regarding permissions or
content?

Videographer(s)

Language(s)

Summary of video content: please describe the events on the tape,

the background or context, any significant events leading up to these
events, the people or groups involved; or attach or reference any relevant
documentation:
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302 Video for Change

Are there any quality problems with the tape? (e.g. damage, camera
malfunction, audio dropout, ambient noise, etc.)

Are there any security or safety concerns or restrictions, specific or
general, relating to this footage? Please describe in detail.




WITNESS Footage and Tape Description 303

Summary of Interviews Please list the names and affiliations of any
persons interviewed on the video; if there are security limitations on the
use of any interviews, please explain.

Name, Affiliation Use of Name? Use of Face?
Signed release?
and Notes




304 Video for Change

APPENDIX: WITNESS Footage and Tape Description
Part 2: Log or Transcript

Tape Number: Title:

Time-code Description

(please see shot abbreviations and examples below, and use as many pages
as necessary to complete the log.)



Appendix IlI
Sample Personal Release Form
(Short-Form)

I give my unconditional permission to , its successors,
sponsors, employees, distributors, licensees and assigns

to record and film me, my voice, and/or my appearance, and to make
unrestricted use of these recordings and films in any way the Producers see
fit in perpetuity. I understand that Producers shall own all rights in all such
recordings and films.

I understand that the Producers are relying on this permission and,
therefore, I am making it permanent. Furthermore, I give up any and all
claims against Producers in connection with their use of the recordings and
films.

Signature:

Printed Name

Date

Address

Telephone Number
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Appendix IV
Sample Personal Consent and Release
(Long-Form)

I hereby grant to , its successors, sponsors, employees,
distributors, licensees and assignees (the “Producers”), the unrestricted
permission, right and perpetual license to use my name and make still and
motion pictures of me and sound recordings of my voice (the “Materials”), and
to reproduce, exhibit, broadcast, advertise and exploit all or any part thereof,
in and by any media now known or hereinafter to come into existence,
throughout the entire world, in connection with their film, the working title
of which is (the “Film”) or any derivation thereof.

The Producers shall own the copyright and all extensions and renewals
thereof and all rights in the Film and in the Materials, which shall be deemed
a work made-for-hire for the Producers pursuant to United States copyright
laws.

I understand and acknowledge that the subject matter of the Film will
deal with issues and events of a personal nature to me and members of my
family, which may be depicted in a light favorable or unfavorable to me or
my reputation, at the sole discretion of the Producers, and I hereby waive any
claim to any moral rights or any violation of my rights to privacy, publicity
or confidentiality pursuant to statute or common law in connection with
the Film or any other use of the Materials.

As the Producers propose to act in this Consent and Release forthwith, I
hereby declare it to be irrevocable, and hereby release the Producers from
any and all claims, liability, actions or demands whatsoever in connection
with the use of the Materials of the Film.

Signature

Printed Name

Date

Address

Telephone Number

306



Appendix V
Preproduction and Production Checklist

PREPRODUCTION RESEARCH

NOTES

Key messages?

Outline of story and style

Archive footage?

Music?

Previous films/books about subject?

Contacted potential interviewees?

Organized where and when
interview filming will take place?

Any security threats to consider?

How will you/subjects travel to and
from interview and filming sites?

Will you film alone?

Fundraising?

PRODUCTION CHECKLIST

NOTES

Camera equipment

Camera

Lens cloth

Tapes

Pen to label tapes

Silica gel/desiccant for camera bag

Waterproof cover for camera (may
be an umbrella or a real cover)

Charged batteries

Charger

Batteries and extra batteries

Tripod/tripod head

Audio equipment

External microphone(s)
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308 Video for Change

Batteries for the microphone(s)

XLR cables

Headphones

Boom pole

Camera adaptor to hold external
microphone

Lighting equipment

Light kit (lights, gels, diffuser,
clothes pins, stands)

Reflector

Gloves

Forms/Lists

Producer’s list

Consent/Release forms

Location permit

Interpreter/translator confirmation

Equipment insurance

Directions, maps of area

Call-sheet (schedule)

Shooting plan

Questions for interviewees

First aid kit

All medical, passport information
on crew

Equipment list (with serial
numbers)




Appendix VI
Script Formatting for Video
Documentary

In a typical documentary script video and audio are placed in separate

columns:

VIDEO

AUDIO

WS—View of Salween valley, a
remote area near the Thai-Burma
border

MWS—Track along the shore of a
village located on the Salween river
MWS—Shots of people harvesting
crops

CU—Women sifting rice

WS—Looking downstream on the
river

MS—Village leader working with
his nets in shallows of river

MS—Village leader sitting outside
of house; with river in background

MUSIC: Karen traditional music
NARRATOR: This is the Salween
valley, located in the hills near
the border between Thailand
and Burma. It is mainly home to
villagers from the Karen ethnic
group, who live from fishing and
cultivating fields on the slopes

NARRATOR: Taw Say is a leader
of one of the villages that line the
Salween river

NAT. SOUND of river and harvest
noises

VILLAGE LEADER: (talks to
camera) My name is .... And for
many centuries my family has
lived here in the Salween valley

Usually in the script you will indicate shot size, and camera movement/

action.

In the audio column you list narration, or natural sound, or music cues.
It can contain narration or a transcript of what the people onscreen are
saying, or at least their first and last words to use as cues to begin and end

the shot.
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Appendix VI

Costing-Out Your Video
Distribution Strategy

“Project X” outreach
and distribution

Expense detail

Cost

Costs

Staff time (outreach)

Development and
printing of relevant
accompanying
documentation

Targeted screenings

Dubs (includes tape
stock and dubbing)

Post and packing

Marketing costs

Income
Volunteer time
Tape sales

Sales of T-shirts or
other items

Donations
Ticket sales

Grants

X% of producer’s time/salary; Y%
Full-time outreach coordinator

X sets of materials at $Y

Number of conferences and/or
special screenings

$X per tape x Y tapes

$X average (assuming Y domestic/Z
international distribution)

X sets of material at $Y

Total costs

X volunteers at $Y equivalent
X copies at §Y
X sales at §Y

X sales at $Y

Total income

Total surplus/loss (Total costs—Total
income)
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Costing-Out Your Video Distribution Strategy 311

Budget narrative guide

e Staff time: The budget for this proposal will include staff time to
coordinate outreach and distribution of “Project X,” including
preparing accompanying documentation, identifying appropriate
audiences, coordinating outreach, organizing and co-facilitating
broadcasts, screenings and conferences, and supporting organizers to
hold their own screenings.

e Development and printing of relevant accompanying documentation:
Includes the costs of copying/printing accompanying materials and
reports, as well as the costs to develop screening materials including
staff time.

e Targeted screenings: We are budgeting for X conferences and/or special
screenings to be conducted by our staff at relevant venues either with
key mass audiences or specific decision-making audiences. Costs
in this budget line include domestic/international transportation,
conference fees, and lodging for screening facilitators, as well as costs
for renting space for screenings where necessary.

e Dubs: We have a target list of some 150 groups/institutions who will
benefit from access to free copies of “Project X.” This distribution
list is based on a detailed breakdown of target groups and outreach
strategies.

e Post and packing: Estimated to include envelopes and mailing costs.

e Marketing costs: Including posters, flyers and paid advertisements.

e Volunteer time: Include this in your calculation, but remember that
its cash value is only relevant if they replace a role or function that
you would otherwise pay for.
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