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IN THIS SECTION:

· Project Info Proposal
· Production Request Form
· Contract for Trade of Goods/Services
· Production Notes

· Releases
· Shot Logs

Project Info Proposal

Checklist

· Cover Letter

· Production Request (If requesting Quote…Unquote, Inc resources to produce this project)

· Pre-Production Planning Forms: 

· Project Planner (Key Person to be assigned by staff)

· Additional pre-production planning information


· Production Budget Estimate (please submit this regardless of whether or not you have funding)

*This is to inform parties, Quote…Unquote and person/organization requesting for production, of the value of services being provided. Please refer to the price listing enclosed within the packet. If post-production (editing, green-screening, special effects, audio/voice over, dubbing, etc) needs to occur, include 8 hours of editing time per 1 hour of production. The field office technicians, Amelia or Colleen can assist with providing quotes for your estimate.

Budget Example:

Camera Rental per day………$XXX.00

Camera Crew ($15.00/hour)…$XXX.00






2 camera crew assistants @ 3hours for 


production occurring between 12:30-2:00. Location open for setup at 11am.

Director/Camera Crew ($15.00/hour) for Day of Production…$XXX.00

Editor at $15.00/hour for 12 hours…$XXX.00

____________________________________________

                   Estimated Total Budget for Production
  $XXX.00
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Production Request Form

Organization__________________________________________

Purpose of Organization:________________________________ ______________________________________________________

Proposed Project Name: ​​​​​​​​​​​​_________________________________

Purpose of Video​​​​​_______________________________________

Date of Production/Event_______________________________________

Script Included? (Y/N)_________Length of Program___________

Series or Single Program​​​​​_________________________________

Video Footage Available_________________________________

Program Air Date_____________ Completion Date____________ 

Intern Name___________________________________________

Contact Person_________________________________________

Phone Number_________________ Email__________________

Funding Options

Funding Available (Circle one)    
YES

or

NO

Underwriter/Sponsor__________________________________

Other source of funding________________________________

Publicity Options

Target Audience:

Promotional Outlets (Facebook, flyers, craigslist, newspaper ad):

Other promotional venues:

By signing this contract, you, as a representative of your organization, are giving permission to Quote…Unquote, Inc to film and air the requested programming (as stated above), on Encantada TV

Signature:___________________________________ (QUQ staff)

Signature:___________________________________(Host Site) Date:____________________
Contract for Trade of Goods/Services
This contract is for the purposes of any non-monetary goods or service(s) exchange between Quote…Unquote and the authorized organization seeking a production request. Upon approval by Quote…Unqoute Inc., an alternative to paying all or a portion of the production costs, the authorized organization (those seeking a production request) may propose the exchange of goods or services. This is another method that organizations, companies or individuals can use to support the general operation of Channel 26 & Channel 27 to cover the expenses. If this is this method you are proposing to cover the project’s expenses, please list below those goods and/or services.

List of goods/services to cover project costs:

1.______________________________________________

Exchange Value:

2.______________________________________________

Exchange Value:

3.______________________________________________

Exchange Value:

4.______________________________________________

Exchange Value:

Signature:________________________Date:_________________

(Quote…Unquote Staff)

Signature:________________________Date:_________________

(Organization-Project Seeker)

Production Notes Checklist:

· Crew List

· Equipment Reservations for Dates/Times/Locations

· Any Other Production Notes

Crew Assignment Studio

	Position
	Name
	Description
	Special Tasks

	Pre-Production Tasks

	Lighting
	
	Sets up lighting for the stage
	

	Set Designing/Building
	
	Is given the creative direction of what the stage will look like including props
	

	Production Tasks

	Producer
	Quote…Unquote
	
	

	Director (Key Person)
	
	Over sees the production & gives guidance to every position
	

	Technical Director
	
	Operates the switch board choosing what is seen on air, communicating to the floor director
	

	Character Generator
	
	Creates any text that will be on air
	

	Sound
	
	Responsible for sound checks & maintaining proper volume levels during production
	

	Camera #1
	
	Operator
	

	Camera # 2
	
	Operator
	

	Camera # 3
	
	Operator
	

	Floor Director
	
	Communication with the control room & give talent ques
	


LIVE RECORDINGS

BY ENTERING THE EVENT AREA I HEREBY CONSENT TO THE VIDEO/AUDIO RECORDINGS MADE OF MY VOICE, IMAGE, OR PERSON FOR USE BY QUOTE…UNQUOTE, INC, FOR TELEVISION, WEB, PRINT, OR ANY OTHER MEDIA.

STANDARD LOCATION RELEASE


SERIES / PROGRAM TITLE:



PRODUCTION DATE:


Permission is hereby granted to ​​​​​__________________________ (YOUR COMPANY NAME) to use the property located at_____________________________________________________________________________________

consisting of __________________________________________________________________________________
 

for the purpose of photographing and recording scenes for the above program produced by

___________________________________________________________________________________

 [YOUR COMPANY NAME].

Permission includes the right to bring personnel and equipment onto the property and to remove them after completion of the work.  The permission herein granted shall include the right, but not the obligation, to photograph the actual name connected with the premises and to use such name in the program(s).

The undersigned hereby gives to _______________________________________________________ [YOUR COMPANY NAME] its assigns, agents, licensees, affiliates, clients, principals, and representatives the absolute right and permission to copyright, use, exhibit, display, print, reproduce, televise, broadcast and distribute, for any lawful purpose, in whole or in part, through any means without limitation, any scenes containing the above described premises, all without inspection or further consent or approval by the undersigned of the finished product or of the use to which it may be applied.

__________________________________[YOUR COMPANY NAME] hereby agrees to hold the undersigned harmless of and free from any and all liability and loss which __________________________________ [YOUR COMPANY NAME],  and/or its agents, may suffer for any reason, except that directly caused by the negligent acts or deliberate misconduct of the owner of the premises or its agents.

The undersigned hereby warrants and represents that the undersigned has full right and authority to solely enter into this agreement concerning the above described premises, and that the undersigned hereby indemnifies and holds ______________________________________[YOUR COMPANY NAME], and/or its agents, harmless from and against any and all loss, liability, costs, damages or claims of any nature arising from, growing out of, or concerning the use of the above described premises except those directly caused by the negligent acts or deliberate misconduct of ______________________________________ [YOUR COMPANY NAME], or its agents. 

By:________________________________________________________ Date _________________________


Signature of Authorized Property Representative

STANDARD TALENT RELEASE

PARTICIPANT’S NAME: 

SERIES / PROGRAM TITLE:

In consideration for participating in the above-identified program produced by for entertainment, education, and/or training purposes, I agree that the program(s) and/or Public Service Announcement may be broadcast and distributed without limitation through any means, and that I shall not receive any compensation for my participation.

I confirm that any and all material furnished by me for this program is either my own or 

otherwise authorized for such use without obligation to me or any third party. I also agree to the use of my name, likeness, portrait or pictures, voice and biographical material about me for educational, program or series publicity and promotional purposes. 

I further agree that my participation in the program confers upon me no rights to use, ownership, or copyright. I release _____________________________________[Company/Producer Name], its employees and agents, and assign from all liability which may arise from any and/or all claims by me or any third party in connection with my participation in the program(s).

It is understood that ___________________________________ [Company/Producer Name] is under no obligation to broadcast the above-identified program(s) or series.

Agreed to and signed this _______day of________, 2009 by: _____________________










PRINT PARTICIPANT NAME

Participant’s Signature:_____________________________________________________

________________________________________________________________________

Street Address





City, State, Zip

STANDARD MINOR RELEASE

PARTICIPANT’S NAME: 

SERIES / PROGRAM TITLE:

In consideration of the sum of One Dollar, ($1.00), receipt for which is hereby acknowledged, and for the opportunity to participate in the above-identified video program produced by _______________________________________________ [YOUR COMPANY NAME], I agree that the program(s) may be broadcast and distributed without limitation through any means and I shall not receive any compensation for my participation.

I confirm that any and all material furnished by me for this program is either my own or 

otherwise authorized for such use without obligation to me or any third party. I also agree to the use of my name, likeness, portrait or pictures, voice and biographical material about me for educational, program or series publicity and promotional purposes. 

I further agree that my participation in the program confers upon me no rights to use, ownership, or copyright. I release _____________________________________[Company/Producer Name], its employees and agents, and assign from all liability which may arise from any and/or all claims by me or any third party in connection with my participation in the program(s).

It is understood that ___________________________________ [Company/Producer Name] is under no obligation to broadcast the above-identified program(s) or series.

Agreed to and signed this _______day of________, 2009 by:

Participant’s Signature:_____________________________________________________

________________________________________________________________________

Street Address





City, State, Zip

I, 





 am the parent or legal guardian of the above-named minor and I endorse the above statement in his/her behalf on this 
 day of 





, 2009.






/



/





Parent or Guardian

      Street Address
              City, State, Zip

Parental Permission Form

I, _______________________________________________the parent/legal guardian

of  ______________________________________________ allow him/her to participate in productions and meeting of Quote…Unquote, Inc. (QUQ) and its volunteer producers, and/or to appear on one or both QUQ operated channels, Community Cable Channel 27 and Encantada TV Channel 26. It is my responsibility to kow the location of such production and meetings. I acknowledge that I am aware of the content of the programming he/she is involved with and I will keep myself aware of the nature of all productions in which he/she participates.

_________________________________________      ______________________________

Signature of Parent/Legal Guardian                                 Date

__ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___

I, ________________________ (Parent Name) will not hold ___________________________ (Company Name) liable for any injuries and give permission for him/her to seek emergency medical attention if necessary for my child____________________________, during a field recording/production in __________________________________________ (Location) on _____/_____/______/.

_________________________________________      ______________________________

Signature of Parent/Legal Guardian                                 Date

Shot Log
Tape:______________________________

Date___________
Camera Operator_____________________

Other Staff: ___________________________

	Time Code
	Take
	Duration
	Description 
	Audio
	Notes
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