FLM1310-01-U07 – Day 3
The Producer
Paul Skidmore

INSTRUCTION SHEET

FOR SCHEDULE AND BUDGET
(30-second project)

SCHEDULE

1. Read the script.

2. Read it again.

3. Line your script.

a. Make sure scenes are numbered.

b. Draw lines at the margins of action (inside scene numbers).

c. Draw lines between scenes.

d. Sometimes you may split up a long scene.

i. Does it change rooms or locations?

ii. Are there major elements that change? E.g.:

1. First half of the scene is in the party, but then they walk to the back room.

2. Bill, Jan, and Gary, then Gary leaves and Bill and Jan continue the scene.

e. Go scene by scene as you break down, rather than doing the whole thing at once.

4. Color-code script using the following key, or something similar.

a. Cast
Red

b. Stunts
Orange

c. Extras: Non-speaking bit parts
Yellow

d. Extras: Atmosphere
Green

e. Special Effects
Blue

f. Props/Set Dressing
Violet

g. Vehicles/Animals
Pink

h. Sound Effects
Brown

i. Wardrobe
Circle

j. Hair/Make-up
Asterisk

k. Special Equipment
Box

l. Production Notes and Other
Underline

5. Fill out Breakdown sheets.
a. NEVER ASSUME THAT SOMETHING IS A GIVEN.  Always assume you’ll need it.  If you don’t, then cross it off your list later.
b. Use Visible School Breakdown Sheet Template.

i. Large block at type is the Production Title
ii. Date = date you fill out the form, used to determine revisions

iii. Production Company = Visible School

iv. Production Number = will be given to you

v. Breakdown Page Number = Number in order that you do them, should mostly correspond with scene numbers

vi. Setting = Setting part of the slug line, e.g. “Lunchroom” in INT. LUNCHROOM – DAY

vii. Int./Ext. = Drop down menu.  Choose one.  I/E means a little of both, such as a scene that may happen on a screened in porch, inside a car, a scene that moves from inside to outside, etc

viii. Script Day = Every theoretical day that happens in the script is assigned a consecutive number, whether the days are consecutive or not. (Day 1, Day 2, etc.)

ix. Page Count = eighths of a page:  Make a guess on how many eights of a page your scene is.  Always list in terms of eighths, e.g. 1 4/8, not 1 1/2.

x. Location = the physical, real-world location where you will shoot the scene

xi. Sequence = defines larger sections of the script
c. Make sure to print your sheet on the correct color

i. Exterior Day
Yellow

ii. Interior Day
White

iii. Exterior Night
Green

iv. Interior Night
Blue

6. Order breakdown sheets in shooting schedule order.

7. Make a production schedule.  Include the following, using your syllabus as a guide:

a. Cast

i. Casting deadlines
ii. Rehearsals

b. Crew locking

c. Locations

i. Scouting

ii. Locking

iii. Catering

d. Equipment

i. Borrowing locking

ii. Check-Out

iii. Check-In

e. Art Department

i. Wardrobe fittings

ii. Prop gathering

f. Shoot dates and times
g. Basic Post Schedule

i. Rough Cut

ii. Fine Cut

iii. Final Cut

iv. Sound Edit

v. DVD Authoring

vi. Screening

8. Gather Paperwork

a. Cast

i. Contracts

ii. Release forms

b. Crew Contracts

c. Locations

i. Contract (Permission)

ii. Release forms

d. Equipment

i. Check-Out Forms

ii. Borrowing Agreements (if necessary)

e. Art Department Borrowing Agreements (if necessary)

BUDGET
1. Arrange everything in a certain category, adding up each category in a subtotal column.  (For later projects there will be an official budget form.)

2. Using your breakdown sheets, add all items to your budget in their proper categories.

3. Don’t forget videotapes (if necessary), snacks, expendables (tape, CD-Rs, DVDs, etc), needs specific to actors, animals, or locations.

4. Add a 10% contingency for things you may not have thought of.

5. Total everything at the bottom of the budget

DRAW-DOWN SCHEDULE

1. Take the numbers from your budget, and write down the dates that you will be spending that money according to your schedule.

2. Arrange this data into a calendarish form.

This information is subject to change.  If you have any questions about any step of the process, check with the instructor.  The key is to stay ahead of the game, and plan back-ups, especially for locations.
