DOCUMENTARY PRODUCTION CHECKLIST

	CREW
	Book crew & confirm dates (inform of changes as they occur)

	
	Contracts for all crew members (Company or PAYG?  Insurance/ABN/GST Registered?)

	
	Contact details: Tel, Mobile, Address, email

	
	Bank Details (preference pay by cheque or direct debit)

	
	Personal details (vegetarian, won’t shoot in the rain, etc)

	EQUIPMENT
	CAMERA, SOUND, LIGHTING, GRIP

	
	Book equipment (deposits, payment schedules)

	
	How to get equipment to location (freight deals, excess baggage)

	
	Travel cases (purchase or rent – dimensions, weight)

	
	Equipment list/Carnet: description, weight, dimensions serial #, origin, value

	
	Expendables: purchase

	
	Special shipments: (eg dustoff & other items not allowed on flights)

	
	Equipment testing (allow time to process and view)

	
	Who will pick up equipment prior to shoot?  Special Vehicle required?

	STOCK
	Order stock

	
	Get stock to location

	
	What containers will stock be transported in?  Eskies (purchase)?

	
	How will stock be stored on location?

	
	Does stock need to be sent ahead to various location?

	TRAVEL
	Passports – validity, expiry, details – make copies

	
	Crew medical details (what vaccinations do they have)

	
	Shoot location medical requirements – organise vaccinations

	
	Medical kit – purchase items required

	
	Visas – check time required for processing

	
	Air tickets – crew preferences for seating, meals, etc.  Frequent Flyer #’s

	
	How will crew get to airport in home city?  Cabs? (Do they need dockets or cash?)

	
	Accommodation – book and get details (parking, phones, room service, how far to restaurants, phones in rooms, email access etc?)

	
	Vehicles (petrol/diesel, how many drivers allowed, insurance)

	
	Perdiems: organise (do crew prefer debit in account or cash perdiems)

	
	Carnet

	
	Excess baggage / freight deals

	
	Water – consider availability & cost on remote locations

	
	Clearance company for international shooting – required?

	MISC
	Stills camera and stock

	
	Video camera & stock (for making of?)

	
	Fedex account & paperwork (waybills and commercial invoices)

	
	Telecards, mobile phones

	
	Credit cards

	
	Aerials – must helicopter be trimmed? Additional insurance required?

	
	Paperwork: Release forms, location forms, etc (who will get these signed on location?)

	LOCATIONS
	Country film permits and filming requirements (Do you need sponsor company?)

	
	Location permits & location agreements

	
	Location details (address, phone, fax, contact name, directions, map, parking)

	
	Power availability & voltage

	
	Special clothing or other requirements

	
	Food, water, toilets

	
	Security (if gear to be left overnight or gear in cars far from where shooting takes place)

	
	Communications available?

	INSURANCE
	FPI

	
	Workers comp

	
	Certificate of currency

	
	Travel insurance

	
	Local insurance – such as medical emergency & evacuation in remote areas etc

	
	Special insurances eg unscheduled flights, boats, stunts, etc

	MONEY
	Perdiems

	
	Petty cash

	
	Credit cards


