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CAREER BYTES :  PRODUCTION CHECKLISTS
To organize the project it is recommended that students maintain checklists for tasks to be done and things to be present before, during and after the interview; these checklists follow.
	Before the Interview
	Done
	Not Done

	Brainstorm and come up with a theme for the interview
	
	

	Pick someone to interview
	
	

	Research the interview subject, e.g., information about their career, their field
	
	

	Write 5 to 10 questions to be asked during the interview
	
	

	Choose the interviewer for the shoot
	
	

	Make sure all equipment is available and ready for the interview
	
	

	Have the assigned student host practice with the other students so he/she is comfortable with the questions he/she will be asking
	
	

	Set up the equipment for the shoot
	
	

	Check all batteries and equipment before the interviewee arrives
	
	

	Check the sound levels
	
	 

	Set the camera to white balance the shots
	
	


	During the Interview
	Done
	Not Done

	Make sure the camera(s) are on.  Level on the tripod
	
	

	Check audio and make sure microphones are on and working properly
	
	

	Remind the host of his/her expression while on camera
	
	

	Make a note as to which takes of each question are the best
	
	

	After the Interview
	Done
	Not Done

	Pack up equipment properly
	
	

	Label the tapes clearly so students know what is on each tape
	
	

	Take the tapes to postproduction
	
	

	Edit the video and audio
	
	

	Add the title and credit graphic and lower 1/3 titles      
	
	

	Export the video
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