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	Below are some areas of questioning that we will require information on during our initial meeting.  Please would you go through the questionnaire below, filling in where applicable.  

	1.
	Name of project:

	

	2.
	Project lead (person who signs off work): 

	

	3.
	Project contributors:

	

	4.
	A brief description of the project:

	

	5.
	What is the purpose of the video? e.g. change perceptions, raise awareness…
	

	6.
	Who is your target audience?

	

	7.
	What do you want viewers to do/gain from the information given?
	

	8.
	How many videos are required?

	

	9.
	What is the duration of each video?

	

	10.
	Who/how many people are presenting?

	

	11.
	Video format  i.e. talking head, promo video, interviews, testimonial etc.
	

	12.
	If interviews are required, who will write the interview questions?

	

	13.
	Who will be responsible for organising shooting schedule/storyboard for project?
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	14.
	Will there be a script, if yes who is writing it?
	

	15.
	Auto cue required?

	

	16.
	Types of cutaway shots required:

	

	17.
	Will it be green screen capturing? 

	

	18.
	Are there any specific events/shots that need to be filmed?

	

	19.
	What is the deadline for the video/s?

	

	20.
	Are there any third party archive footage included in the video?
	

	21.
	How will this be supplied to us?

	

	22.
	Who is responsible for ensuring the correct copyrights are attributed to this?
	

	23.
	Location

	

	24.
	Travelling to location required?

	

	25.
	Who will organise the shoot location?

	

	26.
	How will the video be distributed?
e.g. streamed to University website, YouTube?
	


How to make an effective video presentation: 
* Choose your content carefully – focus only on the key messages 
* Keep it short and punchy – from the content you include to the way you deliver it (short, snappy sentences) 
* Practice makes perfect. If you can record yourself (webcam etc), great – but a mirror or a willing friend will do! 
* Don’t panic – speak deliberately and don’t rush. We can record multiple takes and use the best in the edit 
Looking great on camera! 
Avoid alcohol the night before the shoot and stay hydrated on the day you are filming – hydrated skin looks like healthy skin! 
Clothes: 
* Wear solid colours – stripes, checks and small patterns can strobe on camera 
* Wear pastel colours – White looks too bright and Navy and Black look too dark 
* Avoid clothes that are glossy or shiny – these can look odd on camera 
* Be smart, but be comfortable –perhaps being several options of clothing 
* If you have the option of contact lenses or glasses, try to wear contact lenses as they don’t reflect the light 
Jewellery: 
* Avoid glossy or reflective jewellery 
* Don’t wear too much – it can be distracting and make too much noise on camera (the worst offenders for this are rings clanking together and beaded necklaces rattling) 
Make-up: 
* Everybody that will be on camera should wear at least a small amount of makeup. A little bit of powder will dull any reflection from the additional lighting 
* For people that normally wear make-up (eye shadow, blusher etc), follow the lead from the clothing section – pastel colours and nothing glittery 
Body Language: 
* Remember to smile – smiling when you are presenting helps you to relax 
* Don’t slouch! Try and relax - shake out the nerves if you need to! 
* Gesture if it’s normal to you in every day conversation. 
* Move (but not too much!), make eye contact with the camera lens 
* Vary your pitch, Speak up and speak clearly and don’t rush your sentences 
Now you are equipped to face the video camera with confidence! Don’t worry, we are all here to make you feel as comfortable as possible. 
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