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Foreword
The Studio 22 Production Handbook was created by the Studio 22 Executive Board, with additoinal 
contribution from other RTVF students. The Handbook is intended to be a resource for all, especial-
ly producers and directors. Casting directors, production designers, editors, and other crew mem-
bers will also find the Handbook useful. 

As noted throughout the Handbook, certain finance procedures, deadlines, and other regulations 
apply only to Studio 22 films. Department-wide regulations and guidelines can be found here. The 
RTVF Production Handbook includes information regarding equipment access, facility use, and 
other official RTVF policies.

The Studio 22 Production Handbook includes links to websites, shared files, and other helpful re-
sources. Use the clickable Table of Contents to easily navigate the document. 

https://advising.soc.northwestern.edu/radio-tv-film/production-guidebook-and-forms/
https://northwestern.app.box.com/s/3tde5div1oimjap4ylslfao7t2ueqwam
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PRE-PRODUCTION
PART I



Development
Script Development is a crucial part of pre-production. After a couple drafts, writers should show their work 
to some trusted friends for feedback on what’s working well and what could use improvement. Revisions 
can focus on characters, dialogue, plot, practical shooting concerns, etc. 

Studio 22 films will meet with the two Script Development Co-Chairs at least twice to ensure that their script 
is in shape for a final production draft.

Assembling Crew
Now that you’ve got a grant and a great script, the first step is to assemble your crew. While every project is 
different, here is what a typical crew might look like:

Crew Heads

• Director
• Producer(s)
• Director of Photography
• 1st Assistant Director
• Casting Director
• Locations Manager
• Gaffer
• Key Grip
• Production Designer
• Hair & Makeup Artist
• Costume Designer
• Sound Recordist
• Sound Designer
• Editor
• Composer

• Associate Producer(s)
• Production Assistant(s)
• 1st Assistant Camera
• 2nd Assistant Camera
• Script Supervisor
• Boom Op
• Digital Imaging Technician (DIT)
• Grip(s)
• Art Crew
• Photo Doc

If your project is smaller in scale with fewer locations and fairly simple setups, you’ll probably want a small-
er crew. For example, you may not need a locations manager, script supervisor, or photo doc. Your prod de-
signer may be able to double as costume designer, and one of your grips may be able to double as second 
AC. However, if your project is larger in scale, you may want to scale up your crew as well.

The first crew members you’ll want on board are your producers, if you haven’t found them already. Your 
producers are vital to the success of your project, so make sure you look for people who are motivated and 
organized. Your producers should have good time management skills, work well together, and care about 
the project as much as you do.

General Crew
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Next, you and your producer(s) will want to hold crew head petitions and general crew petitions. Who you 
define as crew heads vs. general crew is up to you, but you can use the list above as a general guideline. 
Crew head petitions should take place as soon as possible. General crew petitions should ideally be held at 
least five weeks before you start shooting.

If you’ve already held crew petitions and you’re still missing a few crew members, check out the RTVF Crew 
Directory on Studio 22’s website. The first page of the directory (“Seeking Advice?”) lists experienced crew 
members who are willing to offer advice. Feel free to reach out if you or your crew members don’t have 
much experience in a certain area and need some guidance. The second page of the directory (“Seeking 
Crew Members?”) lists people who want to work on set. Find whatever position you’re looking to fill in the 
directory and reach out.

Once petitions are over, send a final email to the listserv announcing your full crew and thanking everyone 
who petitioned. If you are unable to send a full crew announcement, make sure to directly notify the Cage of 
your film, shooting weekend(s), and Director of Photography.

On the set of “Feet,” directed by Lauren Loesberg (‘20)

Locations
Finding locations that work for your film logistically and artistically is a crucial part of pre-production. 
Choosing locations in Evanston or on campus may be most convenient, but explore other options if neces-
sary to make the best choice for your project. Websites like AirBnB, Yelp, and even Google Maps are popu-
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https://docs.google.com/spreadsheets/d/1bvyqxCX379eDA7Zs9-BhLkxKlRAtOmEhSiTPIARLYQY/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1bvyqxCX379eDA7Zs9-BhLkxKlRAtOmEhSiTPIARLYQY/edit?usp=sharing


Casting

Sending out a casting call to the Northwestern community is similar to sending out a crew call. However, 
consider making a separate email account specifically for casting. This will be especially helpful if you’re 
planning to post the casting call online. Before the casting director sends any emails, though, the director 
will need to write character descriptions and choose sides for each part. Sides are the section of the script 
that actors will use in the audition.

When you’re ready to send out the casting call, make sure to include the character descriptions, logline, 
script, sides, and shoot dates, as well as the time and place you’ll be holding auditions. You can link to an 
online signup or schedule individual auditions via email. Send your casting call to the RTVF and TWIST list-
servs. Email Twist via twist@u.northwestern.edu to be included in their weekly newsletter, which reaches 
most of the Northwestern theater community.

You can also get the word out by putting up flyers or creating a Facebook event. Make sure to reach out to 
friends and encourage them to audition.

Casting Calls: Northwestern

lar places to search for restaurants, homes, apartments, and exterior locations. Once you have acquired a 
preliminary list of potential locations, the Director, Production Designer, Locations Manager (if applicable), 
Producer, and Director of Photography should all scout each location together. This will ensure that the 
entire creative team is on the same page. 

Additionally, before principal photography begins, the DP, Gaffer, Key Grip, and Sound Recordist (if possible) 
should do a tech scout of each location. During a tech scout, the technical team assesses each location’s 
ability to support the production of the film. This includes locating power outlets, breaker boxes, parking for 
the grip truck, sun positioning, and equipment staging areas. If you find an otherwise perfect location that 
doesn’t meet your electrical needs, you may consider renting a generator.

All locations, paid or unpaid, should be contracted and included in your Risk Management Plan (RMP). 
Some locations may require a Certificate of Insurance (COI), which can be obtained through the RMP. Pro-
ducers should discuss with the property manager to determine whether a COI is necessary and agree on any 
other contract terms. More information about contracts can be found here.

When filming in public spaces, such as a park in Evanston or a street in downtown Chicago, you will likely 
need a permit. To apply for a City of Evanston filming permit, view more information here. Before applying, 
you will need to obtain the proper COI through your RMP. Evanston filming permits cost $25 for students, 
with additional hourly fees to use city property, hire police personnel, etc. City of Chicago permits also re-
quire proper COIs and cost $25 per day per location. Find the application and more information here.
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mailto:twist%40u.northwestern.edu?subject=
https://www.cityofevanston.org/residents/permits-licenses/film-movie-photo-shoot-permit
https://www.chicago.gov/city/en/depts/dca/supp_info/permits.html


Casting Calls: Outside Northwestern

If you’re looking to cast actors from outside of the Northwestern community, you have plenty of options. To 
reach actors in the greater Chicagoland area (or wherever you’ll be filming), you can post an ad on several 
websites or Facebook pages.

Casting Websites

• Breakdown Express
• Backstage.com (use discount code 

NORTHWESTERNCAST)
• Mandy.com
• CastingNetworks.com
• Indie Film Casting

• Northern Illinois Casting
• Chicago Casting
• Midwest Talent: Stage and Screen
• Chicago Actor’s Studio.

Facebook Pages

When you post a casting call on any of the sites mentioned above, make sure to specify the shooting loca-
tion. You’ll want to include a detailed synopsis of your project, shoot dates, and any other important notes. 
For each role you post, fill out all of the necessary information and include a detailed character descrip-
tion. If possible, include the estimated time commitment and any unusual requirements (e.g. stunts) in the 
description. If the role is not paid, it’s common to label the rate as “Meal/Copy/Credit,” meaning that you’ll 
provide the actor with a meal on set, a copy of the final film, and credit in the film. You can also attach the 
sides for each character (although you may want to avoid posting your script publicly, i.e. on a Facebook 
page). When casting outside of the Northwestern community, you can decide to hold in-person auditions or 
simply use video submissions.

Northwestern projects are non-union productions, and it will be easiest for you to cast non-union actors. If 
you decide to cast a SAG actor, things will get slightly more complicated. SAG requires you to fill out their 
own contracts and meet certain requirements. Their recently updated Short Project Agreement will likely 
apply to your film, but make sure to look through their website and pick the agreement that best fits your 
project. You will need to fill out all of the appropriate paperwork and get any necessary clearance or approv-
al. Make sure to read through the agreement thoroughly and follow all regulations throughout production. 
Once shooting has wrapped, you’ll need to submit additional documents.

Before bringing in any actors, it’s important to make sure that everyone in the room is on the same page. 
The casting director should talk to the director and get a good sense of what they’re looking for.

Here are some more tips to keep in mind:

Auditions
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• Check with every actor for potential conflicts during your shoot dates, especially if they are 
auditioning for a main role!

https://breakdownexpress.com/index.cfm
https://www.backstage.com/
https://www.mandy.com/
https://corp.castingnetworks.com/
https://indiefilmcasting.com/submissions/
https://www.facebook.com/groups/northernillinoiscasting/
https://www.facebook.com/chicagocasting/
https://www.facebook.com/groups/MidwestTalentGroup/
https://www.facebook.com/groups/630203717045576/
https://www.sagaftra.org/production-center/contract/886/getting-started


• Print extra copies of the sides for each role you’re auditioning so that you can read along with 
the actors. 

• Print a few copies of the whole script in case you want to try different lines. 
• If you have actors coming from outside of Northwestern, post papers with directions to your 

audition space in the building.
• Be professional and friendly!

After auditions and/or callbacks, follow up with each actor to let them know your decision. And of course, 
thank them for giving you their valuable time and for their interest in your project.

Finance
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Due to the financial systems in place at Northwestern and within the RTVF department, it can be difficult to 
manage expenses throughout the production process. If you are concerned about expenses and personal 
finances, please reach out to the Studio 22 Finance Chair as soon as possible. 

The Finance Chair can help Studio 22 films secure debit cards and check advances, or discuss other meth-
ods to avoid fronting money. The Finance Chair can also help you navigate budgeting and any other finan-
cial concerns you may have. If you are not partnered with Studio 22, be sure to reach out to whatever board 
you are partnered with or other students with producing experience.

Financial Inclusivity

When budgeting, take all grants and sources of funding into account. Make sure the budget includes 
pre-production expenses (i.e. production design), production expenses (talent, locations, food, transpor-
tation, etc.), and post-production expenses (a hard drive, festival submissions). Remember to budget for 
insurance (if renting equipment) and gas money, as these expenses can be costly.

It is best practice to withhold a 10% contingency when drafting a budget to prevent overspending and ac-
count for unforeseen purchases throughout production. For sample budgets, click here.

Budget

Contracts must be signed for any rentals, including  equipment, actors, locations, prop rentals, etc. All Stu-
dio 22 films must submit paid contracts to the Finance Chair two weeks prior to shooting and unpaid con-
tracts one week prior to shooting. Contracts are not required for unpaid services (i.e. some actors, locations), 
but they are highly recommended. 

Contracts

https://drive.google.com/open?id=1vNuupMZsqQNohrBGopLnVQDFEuXIOME-


If your production requires additional funding beyond the Studio 22 and RTVF Department grants, you can 
utilize crowdfunding platforms to raise money. Popular platforms include GoFundMe and Indiegogo. Studio 
22 films are required to fundraise, but this money must be handled independently from Studio 22.

If you're mostly planning to fundraise from close friends and family, GoFundMe is a good option. GoFund-
Me charges a 0% platform fee and allows you to withdraw funds at any time (although bank transfers will 
take 2-5 business days). Indiegogo, on the other hand, allows you to offer customized perks to your donors, 
which can help you reach a wider audience. Both platforms charge the same payment processing fees, but 
IndieGogo charges an additional 5% platform fee. 

Fundraising
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The general supplier contract from the SOFO website can be used for most purposes, such as equipment 
or prop rentals. This contract can also be used for actors and locations, but a more specific actor contract 
and location contract can be found on the Studio 22 website. Any payments to individuals also require a 
completed W-9 with a pen-to-paper signature. 

Contracts must be filled out completely (cover sheet and supplier information). Note that you should never 
personally sign for a Northwestern official. The Finance Chair will submit all complete contracts to be signed 
by an authorized Northwestern staff representative. Additionally, you may not turn in photos of a contract. 
Use a scanner or download the free CamScanner app instead.

On the set of “Water Beneath,” directed by Elliot Nick (‘18)

https://www.gofundme.com/how-it-works
https://support.indiegogo.com/hc/en-us
https://drive.google.com/open?id=1P_PqKz-E5okmAC1OTDhv1agOgA_MSgus
https://www.northwestern.edu/norris/services/sofo/sofo-forms/index.html
https://drive.google.com/open?id=1wd5fxE682-32S2aFsMk_FbCMBrh2A9Nv
https://drive.google.com/open?id=1C9eIqNiBsGgT8AKuU68eIoF4SE5e2ebd
http://www.studio22nu.com/resources
https://drive.google.com/open?id=1cEWX_biM8C-HxdYFwPphD7NxrDM9Q9T0
https://www.camscanner.com/
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Studio 22 films can also access funds via debit card. Debit cards can be signed out for use during pre-pro-
duction or production, but the production team must request a debit card two weeks in advance. Debit 
cards can also be used for one-time purchases, such as online orders. Note that sales tax cannot be charged 
on the debit card, so make sure to use tax exempt forms. If tax is charged, the production team will need to 
pay back the tax amount at the Norris Cashier's Office.

All debit card activity must be communicated with the Finance Chair. The Finance Chair will need to know 
the date of each purchase, who made the purchase, and the vendor name. If a card is signed out, all receipts 
must be given to the Finance Chair when returning the card.

Check advances are another way for Studio 22 films to avoid fronting money. A "check advance" is a check 
issued from the Studio 22 account for a specific purpose, such as equipment from Filmgear or food for set. 
The Finance Chair will write a check that can then be cashed by the producer, but make sure to give the 
Finance Chair plenty of notice if you will need a check advance. In order to reconcile a check advance, the 
Finance Chair will need the final invoice/receipt from the purchase made.

Debit Cards & Check Advances

Studio 22 films must submit receipts for reimbursement to the Finance Chair within 21 days of purchase. At 
the top of each receipt, label the name of the individual who made the purchase as well as the production 
name. Circle all subtotals, and tape each individual's receipt(s) to a blank sheet of computer paper before 
handing them over to the Finance Chair.

Producers must be diligent in tracking expenses throughout pre-production and through post-production, 
as exceptionally late receipts may not be reimbursed. You can use a spreadsheet like this one to track all 
necessary reimbursements.

Keep in mind that sales tax cannot be reimbursed. Studio 22 films may request tax exempt forms from the 
Finance Chair at least one week in advance, but you must know where the purchases will be made (e.g. 
Jewel Osco, Target), the date of purchase, and who will be making the purchase. Also note that personal 
reimbursements for directors will be processed after general crew and crew head reimbursements. 

Reimbursements

Additionally, Indiegogo does not allow you to withdraw funds. Your total funds will be transfered to your 
bank account within 15 business days after the campaign ends. Campaign deadlines can only be extended, 
not shortened, so keep this in mind when creating your campaign. Also make sure to select a flexible rather 
than fixed funding structure.

Aside from crowdfunding, consider other creative fundraising strategies. Bake sales and social events can be 
a great way to raise money, as well as profit shares with restaurants like Chipotle, Blaze, and Epic Burger.
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RMP
A Risk Management Plan (RMP) must be completed for any project using non-Northwestern equipment 
and/or off-campus locations. All Studio 22 films are also required to complete an RMP. The RMP may seem 
daunting at first, but a thorough RMP will ensure that your production is covered in the event of losses, dam-
ages, bodily injury, or property damage. The RMP also allows you to obtain Certificates of Insurance, which 
are necessary for equipment rentals, permits, and some locations.

You can find a blank RMP here or on the Office of Risk Management's website. Producers typically fill out 
the RMP, which must be signed by both the director and producer(s). A sample RMP can be found here. Stu-
dio 22 films should submit their completed RMP to the Production Coordinator at least three weeks before 
filming begins. The Production Coordinator will then provide producers with any requested Certificates of 
Insurance.

Shot List
Shot-listing will ensure an organized and efficient production. The shot list should break down each scene 
by shot and include a description of the action, angle, and camera movement. Example shot lists can be 
found here. 

The DP should put together a preliminary shot list based on the script. Then the Director and DP should 
meet to discuss any changes so that the final shot list reflects a unified vision. The 1st Assistant Director 
will use the final shot list to create a schedule for each shoot day. The DP, Director, 1st AD (and Producers if 
necessary) should meet to discuss setup time, taking times, and any other scheduling concerns based on 
the shot list.

Aside from shot-listing, creating a script breakdown can help the director solidify their vision. A script break-
down describes the cast, action, location, props, wardrobe, sound effects, and music for each scene. A blank 
template can be found here.

Conflict & Call Sheets
Conflict sheets for your crew should be sent out at least two weeks before your first shooting date. Conflict 
sheets will allow you to keep track of everyone’s contact information and crew members’ availability. A sam-
ple conflict sheet can be found here. Besides contact information and conflicts, be sure to include space for 
everyone to list their dietary restrictions and allergies. This is important information to be aware of, especial-
ly for producers when purchasing food or requesting donations.

https://drive.google.com/open?id=1zucXvGRZWuVJrAibdF0ja9qOW4wiwk71
https://www.northwestern.edu/risk/claims-insurance/student-insurance-programs/student-films.html
https://drive.google.com/open?id=1uyXvhG6xWWngQ2YtH485nrwJA7q5krtBFTvUa3muLhE
https://drive.google.com/open?id=1XMA6_HIaWjqsyrtDodEWPjqD17ItOvMW
https://drive.google.com/open?id=1qLdtWReXgKqAK3L8CITf5excG6FoFrmfaSpwLsURqxg
https://drive.google.com/open?id=1OLLdUyHiWx3cibTSQ_en-pvZz7jfY9HOzDEXZQFQTvg
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• If a crew works 16 hours or less, they must receive at least 8 hours of turnaround time. 
• If a crew works between 16 and 20 consecutive hours, they must receive a minimum of 10 

hours turnaround. 
• Crews may not work for longer than 20 consecutive hours. 
• Any Thursday or Sunday shoots must also end by 12:00 am. 
• Set hours include any travel time to location.

After your crew has filled out the conflict sheet and the Director, DP, and 1st AD have created a shooting 
schedule, the 1st AD or Unit Production Manager will create call sheets. Example call sheets can be found 
here. Call sheets should include any scheduling information that the crew will need to know. That means lo-
cations, hours, call times, wrap times, call location, etc. Make sure to take into account conflicts, necessary/
available transportation, and travel time when deciding call times. Remember, if your location is outside of 
Evanston, you must provide transportation for your crew!

All Studio 22 films must abide by the turnaround time policy laid out in the Studio 22 contract. This policy 
indicates that:

Creating call sheets can be a tedious process, so start them as early as possible. Call sheets should be sent 
out no later than the Tuesday before your shooting weekend.

On the set of “Everything's Fine,” directed by Audre Sorem Smikle ('19)

https://drive.google.com/open?id=16r6SlxvHt3vaFtvDUtXFoNR1C8Ua1rzQz7ZxrtApUF8


PRODUCTION
PART II



Production Design
A good place to begin with production design is a props list. The production designer and director should go 
through the script and make a list of any props needed for each scene. Also keep track of set dressing and 
costumes, or create a separate list for costumes altogether. Example props and costume lists can be found 
here. 

Amazon is generally a great option for buying props. Depending on the seller, you may even be able to re-
turn the items after filming. When buying anything online, though, be sure to account for shipping time and 
order well in advance.

Thrift stores and prop rental houses are also great places to look for prod. Lost Eras, located near the How-
ard stop, is sure to have any obscure prop or costume you might need. Of course, always check with friends 
and family before buying something that you could borrow for free. Ask around, post on social media, and 
check Facebook pages like Free & For Sale.

Equipment
An important consideration when choosing a Director of Photography is what level of equipment authoriza-
tion they have at the Cage. In order to check out the majority of  Lighting and Grip equipment, the DP must 
have taken RTVF 380 Lighting and Cinematography. To check out Northwestern’s Canon C300 Mk II and C500 
camera packages, the DP must have taken RTVF 479 HD Cinematography. If you choose to rent a camera, 
make sure you budget accordingly. For example, an Arri Alexa, RED Scarlet, or Canon C300 package with 
lenses and support typically costs between $400 and $1,000 per weekend.

Although the Cage has all of the necessary equipment you need to make your film, Studio 22 films often 
rent additional special equipment from rental houses in the Chicagoland area. Popular rented items include 
special diffusion rags, wireless monitor and follow focus systems, cameras, lenses, and much more. Once 
the DP has an idea of what equipment they would like to rent, they should reach out to rental houses and 
get quotes.

For grip and electric equipment, nearly all Studio 22 films rent from Filmgear. They offer a 50% discount for 
Northwestern students if the production pays in cash, and they have a long established relationship with the 
program. You can reach Jacob Menendez, the owner, at jacob@filmgearchicago.com. Additionally, other 
rental houses for G&E equipment include Atlas Lighting (co-owned by a Northwestern Alumnus), Cine-
lease, Visions of Light, and 2nd Cine. 

For camera related equipment, popular vendors include Daufenbach Camera, Camera Ambassador, and 
Eleven04. Daufenbach and Camera Ambassador also offer student discounts between 10-40% on rented 
equipment. All equipment, whether rented or from the Cage, must be included in the RMP to obtain insur-
ance. Any rented equipment will incur an insurance charge of $3 per $1,000 replacement cost value. Re-
placement value can be found on the quote from the rental house and must be listed on the RMP.
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https://drive.google.com/drive/folders/1VAZfgpGsxSN5YxLZu2wEk80WcjmV6n-9?usp=sharing
http://www.losteras.com/
http://filmgearchicago.com/
mailto:jacob%40filmgearchicago.com?subject=
https://www.atlaslightingchicago.com/
https://cinelease.com/
https://cinelease.com/
http://www.visionsoflight.com/
http://www.2ndcine.com/
https://www.daufenbachcamera.com/
https://cameraambassador.com/
https://www.eleven04.net/


Transportation
When renting a grip truck, you have two primary options: Motor Pool or U-Haul. Motor Pool is operated by 
Northwestern. Their 8-foot cargo vans cost $275 for 5 days, with no additional mileage fees. Anyone who 
plans to drive the Motor Pool van must also be certified and approved by the university (refer to Motor 
Pool’s website for more information). As stated on the website, you must submit a reservation request for 
the vehicle online, then submit a form with driver information and fleet rate breakdown to the Finance Chair.
 
U-Haul has a wide range of vehicles, including 9-foot cargo vans, 10-foot trucks, and 15-foot trucks. While 
U-Haul typically offers low base prices, they do charge mileage fees. If your locations are far from campus, 
Motor Pool may be the better option. Additionally, U-Hauls cannot be insured or contracted through North-
western, so you will need to purchase coverage through U-Haul. This also means that U-Haul rentals must 
be fronted by an individual on the production team and then reimbursed once the vehicle is returned.

If your locations are outside of Evanston, you must provide transportation for your cast and crew. If you 
don’t have enough cars to drive everyone to location, you’ll have to reimburse any train tickets or Ubers, or 
you can rent a minivan from Motor Pool (seats 7) via the same process detailed above.

On the set of “Yikes,” directed by Nick Tiffany (‘18)
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https://www.northwestern.edu/fm/services/motor-pool/make-a-reservation.html
https://www.northwestern.edu/fm/services/motor-pool/make-a-reservation.html


Safety
The 1st AD and Key Grip should be in charge of safety on set. For the majority of student films, there will be 
few dangers to the cast and crew, but safety should always be a top priority. Important safety precautions to 
remember on set include:

If your project includes any fight scenes or other stunts, consider bringing a stunt choreographer on board. 
At the very least, these stunts should be well-rehearsed before filming! 

Emotional safety is just as important as physical safety. If your film deals with sensitive subject matter, make 
sure all crew members are aware and prepared ahead of time. Take steps to create an environment on set 
where everyone feels safe and respected. If your project includes any sexual or intimate scenes, consider 
hiring an intimacy choreographer.

• Secure any cables that may be in the way of crew, actors, or others present at the location.
• Crew members should wear gloves when handling lights or hot equipment. Large or heavy 

equipment should be handled by multiple crew members.
• Any lights, stands, etc. should be sandbagged immediately. Crew heads should ensure that all 

equipment is secured and handled properly.
• All equipment should be in sight of crew at all times or locked in a safe location (i.e. the grip 

truck).
• Take any necessary precautions in the case of inclement weather to keep cast, crew, and 

equipment safe!
• Account for any allergies before filming and take care to avoid potential allergens.

Feeding your crew whole and nutritious meals is key to creating a positive set environment. Food can be 
catered or donated and is usually a mix of the two. Depending on the size and duration of the set, food bud-
gets typically range from $100-600. 

Find a list of set-friendly Evanston restaurants here. Producers typically deploy APs to obtain food dona-
tions. Keep in mind, cooking in an apartment and bringing food to set can be an inexpensive option!

For Studio 22 films, a meal must be provided to the cast and crew every 6 hours and water must always be 
available. Producers must also ensure that those with dietary restrictions or allergies have access to safe 
food. Aside from meals, coffee and snacks are great ways to keep your crew going throughout the day.

Food
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https://drive.google.com/open?id=1SYSS1tpZUdUumAmnGLakskJiec2vU17PmoAsi_mJl-A


Set Etiquette
By now, you’re probably well prepared to create a positive set environment. To make sure your set runs as 
smoothly as possible, here are a few more tips for producers:

• Bring trash bags, paper plates, utensils, and paper towels to every location.
• Producers or production designers should take pictures of every location as soon as you ar-

rive. Once you’ve wrapped, use these pictures for reference to make sure you leave the loca-
tion exactly as you found it. 

• Be generally respectful of your locations and any neighbors.
• Communicate call times, locations, costumes, and any other details clearly with all of your 

actors. Have someone available to greet actors as they arrive.
• Check in with crew members throughout filming and make sure they’re doing ok! Build in 

meal breaks when possible and be respectful of people’s time.

Debit Cards & Check Advances

For information on debit cards & check advances, refer to the previous section by clicking here.

For information on reimbursements, refer to the previous section by clicking here.

Reimbursements

Finance
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POST-PRODUCTION
PART III



Editing
The first thing to do when beginning the post-production process is to work with your editor, assistant edi-
tors, colorist, sound designer, and composer to create a timeline for completion. You should set deadlines 
for each step of the process to ensure that the final cut will be ready by premiere.

Next, the assistant editors and editor should organize all of the footage and audio on the hard drive by 
scene, shot, and take number. Make sure to backup your footage on a second hard drive or the Louis Hall 
RAID (computer drives). Only then are you ready to open Premiere.

If you shot your footage in 4k, you will need to create proxy files in order to work with the footage in Pre-
miere. These proxies will be lower resolution files that are linked to your original files and allow for a 
smoother editing process. To create proxies, follow these steps when importing your footage.

For more detailed instructions on setting up your Premiere workflow for 4k footage, click here. You can also 
reach out to David Lynch from the Fisk Lab or other IT faculty for technical support. Access the SoC IT Direc-
tory here.

Once your footage is in Premiere, your assistant editor(s) or editor can begin syncing the video clips with 
sound clips. Put the merged files in a new folder before you start editing.

The editor and director should work together on a series of rough cuts: the initial “assembly cut,” several 
rough cuts, then a “fine cut.” After the first few cuts, the editor and director will have seen many versions of 
the film, so make sure to show the cut to additional sets of eyes, such as the producers, Studio 22, or profes-
sors. You can even consider enrolling in RTVF 378, Topics in Post-Production: Finishing. During this course, 
you will show multiple cuts of your film and receive group feedback and advice from the professor.

When your cut is 100% complete, you are at “picture lock.” At this point, you can send the file to your Sound 
Designer, Composer, and Colorist. You MUST be picture locked before you do this. Your composer will give 
their sound files to the sound designer, the sound designer will create an audio file, and the colorist will 
create a new color file. If you want to add a letterbox to your film, make sure to do so during the color correc-
tion period.

Creating Proxies

• Media Browser → Ingest → Click the wrench icon to open Ingest Settings → Change the Ingest 
Setting to “Create Proxies”

• Select the clips you would like to import and click “Import from Media Browser”
• Adobe Media Encoder will automatically open and begin transcoding your proxy files. This 

process can be time consuming
• Add the “Toggle Proxies” button to your Premiere toolbox. Editing with proxies is quicker 

and easier, but always turn off the “Toggle Proxies” button when exporting
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Sound Design
Sound design is a crucial creative aspect of any film that is less often utilized. Directors and producers 
should think about sound design in the early stages of the project to take full advantage of its creative po-
tential. Here are a few tips to keep in mind:

Once you receive the color and sound file, bring them back together in Premiere. Select everything, and you 
are ready to export. Depending on where you will be sending your film, you may need to export in different 
formats.

For Directors/Producers

• When location scouting, take note of the sound in each space and relay any important infor-
mation to your recordist

• Talk to your sound designer during the pre-production process! Send them the script and 
have a meeting to discuss ideas, much like you would with your DP

• Meet with your sound designer again during post-production

For Recordists/Designers

• If possible, the Recordist and Sound Designer should communicate before production be-
gins

• Take a look at the script and shooting schedule to get a sense of what will be needed. For ex-
ample, you may need different equipment depending on the number of characters speaking 
or if the scenes are outdoors vs. indoors

• If possible, going to do a tech scout of the location with the DP and Gaffer can help you spot 
any potential issues in advance

• If you aren’t sure whether or not to record sound for a particular shot/scene, it’s better play it 
safe and record sound

• Room tone is always important, especially for noisy environments!

Scoring
When it comes to scoring your film, there are plenty of talented composers to work with on campus. Be sure 
to hold petitions and check the crew directory. For a great overview of the scoring process and a breakdown 
of musical vocabulary for directors, refer to Film Scoring 101.

21

https://drive.google.com/open?id=1j0V9eC9zKjZNweca1-b5tRXAa_aPzKR_


Your film must be picture-locked before handing it off to your composer, so it’s important to be pic-
ture-locked well in advance of your final deadline. Also note that if your score requires live recordings, your 
composer may need to hold recording sessions with performers. Consider compensating any performers for 
their time with snacks or a meal, just like you would your crew members.

Debt
If a Studio 22 film spends more money through Studio 22 than they are allocated by their grants from S22 or 
the RTVF department, the director must write a check to Studio 22 for the amount exceeded. 

Festival Submission
Each Studio 22 film receives a $200 stipend for festival submissions. This can be used via debit cards or reim-
bursement. Beware of the SOFO 85 day receipt policy if submitting to festivals over the summer, as receipts 
over 85 days old are not reimbursable. For help with festival submissions, reach out to the Studio 22 Indus-
try Chairs.

On the set of “Freehand,” directed by Adam Turkel (‘18)

22


