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Video production schedule template

Deep Dive Music Industry Training Programme
Developed by Music Latvia within the MI-RAP project
This detailed template helps organize daily shooting activities, crew roles, expert schedules, and logistics for smooth production days.
1. General Information
Date: ___________________________
Day of Production: ___________________________ (e.g. Day 2 of 5)
Filming Location / Studio Address: ___________________________________________
Access / Parking Instructions: ___________________________________________
Emergency Contact / Building Coordinator: ___________________________________________
2. Production Team & Contacts
	Role
	Name
	Phone / Email
	Notes

	Producer / Coordinator
	
	
	

	Director
	
	
	

	Camera Operator
	
	
	

	Assistant Camera / Focus Puller
	
	
	

	Lighting Technician
	
	
	

	Sound Engineer
	
	
	

	Make-up Artist
	
	
	

	Set Assistant / Runner
	
	
	

	Production Assistant
	
	
	

	Editor / Post-Production Lead
	
	
	


3. Daily Schedule (Detailed Timeline)
	Time
	Activity / Segment
	Expert / Speaker
	Location
	Crew / Support
	Notes

	08:00 – 08:30
	Crew Arrival / Setup
	
	Studio A
	All crew
	Unload gear, test lights, camera, and sound

	08:30 – 09:00
	Make-up prep for first speaker
	Expert 1
	Make-up Room
	Make-up artist
	Check wardrobe & hair consistency

	09:00 – 09:15
	Technical check & camera framing
	Expert 1
	Studio A
	Camera, lighting, sound
	Verify lighting levels, white balance

	09:15 – 10:30
	Filming Theme 1 
	Expert 1
	Studio A
	All crew
	Capture main shots + B-roll

	10:30 – 10:45
	Coffee break / Set reset
	
	
	
	

	10:45 – 11:00
	Make-up prep for next speaker
	Expert 2
	Make-up Room
	Make-up artist
	

	11:00 – 12:15
	Filming Theme 2 
	Expert 2
	Studio A
	All crew
	Include example visuals

	12:15 – 12:30
	Backup files + prepare next setup
	
	
	Data manager
	Transfer to external drive

	12:30 – 13:15
	Lunch Break
	All
	Crew area/ café
	
	Ensure catering & dietary needs covered

	13:15 – 13:30
	Touch-up make-up for Expert 3
	Expert 3
	Make-up Room
	Make-up artist
	

	13:30 – 14:45
	Filming Theme 3
	Expert 3
	Studio A
	All crew
	Record intro + short B-roll sequence

	14:45 – 15:00
	Short break / room ventilation
	
	
	
	

	15:00 – 15:15
	Make-up prep for next expert
	Expert 4
	Make-up Room
	Make-up artist
	

	15:15 – 16:30
	Filming Theme 4
	Expert 4
	Studio A
	All crew
	Capture wide & close shots

	16:30 – 16:45
	Wrap-up / backup footage
	
	Studio A
	Data manager
	Double-check all footage saved

	16:45 – 17:15
	Crew debrief & next-day prep
	All
	Studio
	Producer
	Discuss lessons & next steps


4. Make-up & Preparation Schedule
	Expert / Speaker
	Scheduled Make-up Time
	Filming Slot
	Make-up Artist
	Wardrobe Notes

	Expert 1
	HH:MM – HH:MM
	HH:MM – HH:MM
	Name
	

	Expert 2
	HH:MM – HH:MM
	HH:MM – HH:MM
	Name
	

	Expert 3
	HH:MM – HH:MM
	HH:MM – HH:MM
	Name
	

	Expert 4
	HH:MM – HH:MM
	HH:MM – HH:MM
	Name
	


5. Technical Details
	Equipment
	Checked by
	Status
	Notes

	Cameras
	
	☐ Ready / ☐ Issue
	

	Lenses
	
	☐ Ready / ☐ Issue
	

	Tripods/stands
	
	☐ Ready / ☐ Issue
	

	Lighting kit
	
	☐ Ready / ☐ Issue
	

	Microphones
	
	☐ Ready / ☐ Issue
	

	Audio recorder
	
	☐ Ready / ☐ Issue
	

	Memory cards
	
	☐ Ready / ☐ Issue
	

	Backup drives
	
	☐ Ready / ☐ Issue
	

	Laptop/ transfer station
	
	☐ Ready / ☐ Issue
	


6. Catering & Logistics
Catering Company / Provider: ____________________________
Lunch Time: ____________________________
Coffee Breaks: ____________________________
Dietary Restrictions: ____________________________________
Water / Snacks Provided: ☐ Yes ☐ No
7. End-of-day wrap checklist
☑ All footage backed up and verified
☑ Lighting and audio equipment packed
☑ Studio cleared and tidied
☑ Memory cards formatted and labeled
☑ Call sheet for next day confirmed with all crew
☑ Transportation arranged for experts (if needed)
8. Additional notes
__________________________________________________________
__________________________________________________________
__________________________________________________________
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