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Permits and Insurance 



Location Agreement 

Location Release Form 

Having full authority to do so, I hereby grant Producer’s Name permission to use the property at 

Location Address for the purposes of photographing and recording scenes for the production 

Production Title during the hours of Agreed Upon Hours on the following days: Date(s) of 

Filming. 

Permission includes, but is not limited to, the right to bring cast, crew, equipment, props and 

temporary sets onto the premises for the time specified. 

Total compensation for the specified time period will be: Total Monetary Amount. If the property 

is available beyond the specified time period, compensation will be at the rate of Monetary Rate 

per Time Period. 

I understand that all items brought onto the premises will be removed at the end of the production 

period and that the location, including buildings, landscaping and all things associated with same 

will be fully returned to their original condition, except as mutually agreed upon and indicated 

below. 

______________________________________________________________________ 

______________________________________________________________________ 

It is further understood that any damage to the property will become the responsibility of the 

production agency and any needed repair or restoration will be carried out within 14 days of the 

last specified day of production. 

Production Agent 

Signature __________________________ Printed name _______________________ 

Title ______________________________Address ___________________________ 

Phone number ______________________Date ______________________________ 

Property Agent 

Signature __________________________ Printed name _______________________ 

Title ______________________________ Address ___________________________ 

Phone number ______________________Date ______________________________  



Insurance 

ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

INSR ADDL SUBR
LTR INSD WVD

PRODUCER
CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER
POLICY EFF POLICY EXP

TYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

AUTHORIZED REPRESENTATIVE

EACH OCCURRENCE $

DAMAGE TO RENTED
$PREMISES (Ea occurrence)

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $

PRO-
POLICY LOC PRODUCTS - COMP/OP AGGJECT

OTHER: $

COMBINED SINGLE LIMIT
$(Ea accident)

ANY AUTO BODILY INJURY (Per person) $
OWNED SCHEDULED

BODILY INJURY (Per accident) $AUTOS ONLY AUTOS

HIRED NON-OWNED PROPERTY DAMAGE
$AUTOS ONLY AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE

CLAIMS-MADE AGGREGATE $

DED RETENTION $

PER OTH-
STATUTE ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMITDESCRIPTION OF OPERATIONS below

INSURER(S) AFFORDING COVERAGE NAIC #

Y / N

N / A
(Mandatory in NH)

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE

THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.

If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION.  All rights reserved.ACORD 25 (2016/03)

CERTIFICATE OF LIABILITY INSURANCE
DATE (MM/DD/YYYY)

$

$

$

$

$

The ACORD name and logo are registered marks of ACORD

TRUST-7 OP ID: JT

09/05/2018

First Insurance Group, Inc.
1405 North College
Bloomington, IN 47404
Lance Eberle

The Trustees of Indiana
University - Film Class
1229 E. 7th St. #319
Bloomington, IN 47405

A 1,000,000COMMERCIAL GENERAL LIABILITY 

CLAIMS-MADE  OCCUR 100,000

Excluded

Excluded

2,000,000

2,000,000

B

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

Equipment Floater

https://one.iu.edu/


Bloomington Contact Information 

mailto:aw183@iu.edu
mailto:diekhofm@bloomington.in.gov
mailto:wasona@bloomington.in.gov


Movie Crew Job Titles *©2018 Justin Griesinger  



Art Department 

Camera Department 



Food Department 



Lighting & Grip Department 

Location Department 



Makeup & Wardrobe Department 

Production Department 



Script & VTR Department 



Sound Department 

Stunts & FX Department 

Transportation Department 

 



Production Protocols and Procedures



Pre-Production 

Casting & Auditions 

• 

• 

• 

• 

• 

The Role of a Casting Director 



Holding a Proper Casting Session 

Recording the Audition 

Video Auditions 



 
Choosing a Location 

 
Location Scouting 

https://bloomington.in.gov/sites/default/files/2019-01/Filming%20Permit%20Application.pdf


Safety 

• 

• 

• 

• 

• 

• 

• 

The Shoot 

The Call Sheet 

Craft Services and Meals 



 
On Set 

• 

• 

• 

• 

• 

 

 

 



Script Supervisor 

Reports 

Wrap 



Working With Talent 



Working With Minors 

 

Hours Permitted on Set 

• 

• 

• 

https://www.sagaftra.org/files/minors_8.pdf


Working With Weapons 

Prop Rental 

Prop Weapons Handling 



Stunt and Intimacy Coordinators 

mailto:sjkaufman5@gmail.com
mailto:lanzaldu@indiana.edu
mailto:pkelly@indiana.edu


Animals in Film 

AHA Guidelines 

 

Animals in Campus Buildings 

 

 

 

 

 

 

 

http://www.humanehollywood.org/index.php/film-makers/test-guidelines
https://policies.iu.edu/policies/fin-ins-11-animals-on-university-property/index.html


Animal Handler 

Animals on Set 

Basic Animal Safety Guidelines 

• 

• 

• 

https://humanehollywood.org/production-guidelines/


Working With Actors 

Blocking 

 

During Filming 



Talent Release 



Post-Production 



Equipment Guides 



Basic Camera and Audio Guide 

Camera Presets 

• 

• 

• 

Formatting an SD Card 

• 

• 

o 

• 

Frame Rate 

• 

• 

• 



White Balance 

• 

• 

• 

Shutter Speed 

• 

• 

• 

Gain/ISO 

• 

• 

• 



Audio 

• 

o 

• 

• 

MixPre-3  

Presets 

• 

• 

Formatting the SD Card 

• 

Sample Rate and Bit Depth 

• 

Phantom Power 



Setting Audio Levels 

• 

• 

Transferring Audio Files 

• 

Signal Flow of a MixPre-3 



Intro to Audio 

Definitions 

Types of Microphones & Pick Up Patterns 



Which Microphone to Use 

• 

• 

• 

Proper Microphone Placement 

What We Hear & Room Tone 



Levels & Meters 

Tentacle Sync Guide 

Sound Devices MixPre-3/6 and Tentacle Sync Workflow 

To Set Up the Tentacle: 

 

 

 

 

https://support.tentaclesync.com/hc/en-us/sections/25295736304285-TENTACLE-SETUP-APP
https://sites.mediaschool.indiana.edu/learn/tentacle-sync-guide/
https://shop.tentaclesync.com/product/tentacle-to-tentacle/


To Set Up the Sound Devices MixPre-3 and 6: 
 

 

 

 

Canon C100 and Tentacle Sync Setup 

To Set Up the Tentacle: 

 

 

 

 

To Set Up the Canon C100: 

• 

• 

https://shop.tentaclesync.com/product/tentacle-to-tentacle/
https://shop.tentaclesync.com/product/tentacle-to-tentacle/
https://shop.tentaclesync.com/product/tentacle-to-xlr/
https://shop.tentaclesync.com/product/tentacle-to-xlr/
https://support.tentaclesync.com/hc/en-us/sections/25295736304285-TENTACLE-SETUP-APP


Canon C300 and Tentacle Sync Setup 

To Set Up the Tentacle: 
 

 

 

 

To Set Up the Canon C300: 

Canon C300 MKIII and Tentacle Sync Setup

To Set Up the Tentacle: 
 

 

 

 

To Set Up the Canon C300 MKIII: 

• 

• 

https://shop.tentaclesync.com/de/produkt/tentacle-zu-bnc/
https://support.tentaclesync.com/hc/en-us/sections/25295736304285-TENTACLE-SETUP-APP
https://shop.tentaclesync.com/product/tentacle-to-tentacle/
https://shop.tentaclesync.com/product/tentacle-to-tentacle/
https://shop.tentaclesync.com/product/tentacle-to-xlr/
https://shop.tentaclesync.com/product/tentacle-to-xlr/
https://support.tentaclesync.com/hc/en-us/sections/25295736304285-TENTACLE-SETUP-APP


Wireless Sync with the Tentacle Sync E 

Wireless Sync—All Tentacles: 

 

 

 

 

Wireless Sync—One Master Tentacle: 

 

 

 

Cable Sync: 

 

 

 

 

 

 

https://tentaclesync.com/downloads/firmware_sync_e_mk1
https://support.tentaclesync.com/hc/en-us/articles/115004169689-Connection-of-your-Tentacle-SYNC-E-ORIGINAL-with-the-Setup-App


How to Set a Custom Timecode and Time of Day 

Setting Custom Timecode or Phone Time 
 

 

 

 

 

 

https://support.tentaclesync.com/hc/en-us/articles/115004169689-Connection-of-your-Tentacle-SYNC-E-ORIGINAL-with-the-Setup-App
https://support.tentaclesync.com/hc/en-us/articles/115004169689-Connection-of-your-Tentacle-SYNC-E-ORIGINAL-with-the-Setup-App
https://shop.tentaclesync.com/product/tentacle-to-tentacle/
https://shop.tentaclesync.com/product/tentacle-to-tentacle/


Advanced Audio Gear Guide 

Sound Devices 702T Recorder 

▪ 

▪ 

▪ 

▪ 



702T Menu Navigation Basics 

• 

• 

• 

• 

• 

• 

• 

702T Recommended Menu Set Up 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Balancing Levels 
 

 

 



Setting Levels 
 

 

 

 

Denecke Dcode Sync Box 
 

 

 

 

 

 

 

 



C300 MKIII Guide 

Kit Components 
• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 



Tripod Setup 



Camera Setup 

Step 1: Attach the Camera to the Tripod 

Step 2: Attach the Side Handle to the Camera 



Step 3: Attach the Top Handle to the Camera 



Step 4: Attach the Monitor 



Step 5: Attach the Shotgun Microphone 



Step 6: Attach the Rails 

Step 7: Attach the Lens 



Additional Accessories 
Follow Focus 

 



Matte Box 



Secondary Monitor 





 

 

 

 

 

 

 

 

 



Ronin MX Guide 

Definitions 

 



Ronin MX Gimbal: Setup 

 

 

 



 

 



Ronin MX Gimbal: Using the App 

• 

• 

• 

• 



Ronin MX Gimbal: Using the Remote Control 

https://dl.djicdn.com/downloads/ronin-mx/en/Ronin-MX_User_Manual_V1.2_en_20160711.pdf


Ronin Mx Gimbal: Modes 



File Management for Postproduction 

Basic Folder Structure 

• 

• 

• 

• 

• 

• 



Multi-Cam/Multi Day Shoot Folder Structure 



Multi-Cam/Multi Day Shoot Folder Structure Details 

• 

o 

• 

o 

▪ 

o 

o 

• 

• 

• 

• 

• 



Appendix of Reports and Templates 



Location Scouting Report 



Breakdown Sheet 

BREAKDOWN SHEET
DATE:_______________

____________________ ______________________________ ____________________

DIRECTOR PRODUCTION TITLE BREAKDOWN PAGE NO.

____________________ ______________________________ ____________________

SCENE NO. SCENE NAME INT. OR EXT.

____________________________________________________ ____________________
DESCRIPTION DAY OR NIGHT

____________________________________________________ ____________________

LOCATION PAGE COUNT

____________________________________________________ ____________________

SEQUENCE SCRIPT DAY

CAST STUNTS EXTRAS/ATMOSPHERE

SET DRESSING

SPECIAL EFFECTS PROPS VEHICLES/ANIMALS

WARDROBE MAKE-UP/HAIR SOUND EFFECTS/MUSIC

SPECIAL EQUIPMENT PRODUCTION NOTES



Audition Sign-in Sheet  



Call Sheet  





Camera Report 



Sound Report 
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Scripty Facing 

Title of Production Page:  ____of ____        

Script Facing Page Scene: 

Slate Take Shot Description Cam Roll Sound Roll Cam Info/Setgs Comments



References 


