1503 Mission Video Production SOP
Crew:
Producer

Organise and overlook the whole production. Able to draw up a schedule, organise and gather crew, liaise with pastor(s) and executives. Making sure continuity and unison of the video and related things(I.e. DVD cover design, screenings, publishing)

Director
Key person making creative decisions. Able to work with producer, cast, dp and editor, to creatively interpret the vision/aim of the project into video.

Candidates: Duffy

Director of Photography(dp)

Person with technical knowledge of camera and lights. Able to work with the director, translates/interpret directors vision into visuals.

Candidates: Jason

Editor

Person with technical knowledge of editing software. Able to work with the directo,r edit with the right rhythm according to the mood, dialogue music...etc

Candidates: Jay, Michael (Jason, Duffy)

2nd Cameraman

Have knowledge, preferably owns a camera, able to work with dp for complicated projects or projects with long interview(s)

Candidates: Annie C, Jay
Music

Composes music for the video. alternately ready made music can be used, however with the exception of Joshua, other music will have copyright complications.
Driver

Flexible with time, owns a car and able to drive large equipments to location

Other Crew

There is always room for more crew especially large projects. To help with equipments, makeup, wardrobe, sets, musicians...etc

Production stages

Preproduction

Draw up a proposal and aim for the production.

Draw up a schedule for all stages of production. Taking into account all crew members personal schedules. Allow plenty of preproduction meetings to have everyone on track.
Check with the director and dp for a detailed list of equipment and crew.
Estimated time for scheduling:

- Interview time with setup is around 3 hours.

- Short film is 1hour for every minutes of final film. However, if filmed outdoors, filming on specific time of the day with specific weather is important

- short video up to 15mins allow 1 month for editing

- allow 1 month for DVD duplication if required.

Things to look out:

1. When choosing crew, avoid students exam periods. Students during HSC year should not be involved. Also avoid people going overseas during production as it will cause major delays.
2. Watch out for church special events, as some crew might be key persons and almost every crew is involved in some ways, so avoid filming during large events. However small events (such as Cedar music) might be the best to film since everyone is at the same place, but be cautious.
3. make sure throughout the whole process the production of the video is in line with the aim of the project.

4. make sure to give plenty of extra time, as most likely meetings occur once very week, so if something delays it becomes significant.
Filming

Make sure everyone are able to make it to location on time, as setting up takes time. Key persons including director, dp and cast must be there. Producer is optional but recommended for small productions. 2nd camera man is needed for long interviews, extra crew members are always helpful.

Things to look out:
1. Weather is a big factor when filming outdoors, if weather changed most likely the shoot will have to be rescheduled.
2. During setup time, the director and cast can practice what is to be done later.
3. Best to film in a quiet location if dialogue needs to be recorded. If occasionally loud noise occurs, the filming time will be longer due to retakes.

Post Production

If filming multiple videos, editing can start once everything for one is done filming. Have the director (and occasionally the producer for overall concept, and dp for overall look) look at the edit, to make adjustments if necessary, at least once a week.

Editors does not always know how to author DVD's, another person that has the knowledge should take care of it.
The producer should liaise with art department to produced artwork for DVD, DVD cases and/or posters.
Before mass production, make sure to get a sample from the duplication company to do quality check.

Things to look out:

1. Video files are large (2g every 5mins) therefore make sure to transfer the files by high capacity USB drives or an external hard drive. Not by email.

2. Make sure to back up or make sure the editors do backup for the projects and all the files, in case anything happens.

3. If subtitles are part of the plan for DVD authoring, you will need extra person to type it out, and also a dedicated and knowledgeable person for DVD authoring(as mentioned above).
