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PREP SCHEDULE FOR FILM & TV PRODUCTION


PREP SCHEDULE FOR FILM & TV PRODUCTION
Prep schedules for film and television production vary with the nature of the productions themselves.  This document will outline the various meetings required during the preparation of a one-hour episode.  Because of the nature of series production - that is one episode preps while the previous episode is shooting - the prep period is very compressed, seven to eight working days.   For a single project these meetings might be spread over weeks or even months.    
Comments below are in italics.  

Title of Production

Name of Production Company

Name and contact info for key production contact* – phone number and email

* Producer, Production Manager, 1st A.D.

Prep Schedule as of date of issue

Subsequent changes, like scripts, are printed in coloured paper and changes are marked with an asterisk.
Date & Time column 

Name of Meeting

Who is required to attend

Day One

Concept Meeting


Producer, Director, Writer, 








DoP, Camera Operator, 








Gaffer, P.M., 1st and 2nd 








A.D.s, Design keys, 









including Locations and 








VFX, Post Supervisor, 








Editors

Producer and director describe their overall vision for the film.  The attendees have been expanded to reflect a single, one-off production.  First A.D. goes through script, special needs are flagged for each department, questions addressed by producer, director, writer.  This also functions as the overall design meeting.  



Location Meeting #1


As above

Preliminary show and tell, photos of potential locations reviewed.

Day Two

Location Scout


Producer, Director, Writer, 








Production Designer, 1st 








A.D., Locations

Day Three

Casting



Producer, Director, Writer, 








Casting Director, Reader, 








Video Operator

Day Four

Costume Meeting


Producer, Director, Writer, 








Production Designer, 1st  & 








2nd A.D., Costume Designer, 








Assistant Costume Designer





Hair/Makeup Meeting


Producer, Director, 









Writer,  Production 









Designer, 1st & 2nd 









A.D., Key Hair and 









Key Makeup




Background Meeting


Producer, Director, 









Writer,  1st & 2nd 









A.D., Extras Casting,  








Production Designer









Costume Designer, Costume 








Assistant, Key Hair and 








Key Makeup as required

Days Five, Six

Locations and Set Review with DoP

Producer, Director, 









Production Designer, 









DoP, Gaffer, Key 









Grip, Location 









Sound Recordist, 1st 









& 2nd A.D.

Ideally this is done on the locations but that may not be practical and sets may not be ready, so photos and floor plans may have to suffice.




Props, Set Dec, SFX meeting

Producer, Director, 









Writer, Production 









Designer, 1st & 2nd 









A.D., Key Props, Key Set 








Dec., SFX 

Key props and special effects should be demonstrated at this meeting and approved.  All SFX should be demonstrated prior to the day they are required for principal photography.  If they don’t work, a new date and time for a second demonstration should be scheduled.  Do not expect a special effect to work on set if you have not seen it demonstrated beforehand.




Graphics and Still Photos

Producer, Director, 









Writer, Production 









Designer, 1st & 2nd 









A.D., Graphic Artist, Still 








Photographer

Since on a student film, the photographer doing stills to be featured on camera will probably also be the unit photographer, this meeting could also cover unit photography. 
Days Five, Six

Additional Meetings as required –
Producer, Director, 




VFX, Wranglers, Transportation 
Writer, Production 




(picture vehicles), Video and/or
Designer, 1st & 2nd 




Audio playback, Design stages
A.D.s


Day Six

Post Production Meeting 

Producer, Director, 









Writer, Production 









Designer, 1st & 2nd 









A.D., Graphic Artist, Still 








Photographer, Post 









Supervisor, Picture Editor, 








Sound Editor, VFX Artist, 








Composer, Music Supervisor

Post production concepts, preliminary VFX, production needs for post, schedules.

Day Seven

Tech Survey



Producer, Director, Writer, 








P.M., 1st and 2nd A.D.s 








All Design keys, including 








Locations, all Production 








keys.

Director explains at each location and on each set, how each scene will be shot, what he or she will require.  Answers questions.




Timeline Meeting


Director and 1st A.D.

Director and First estimate how long it will take to shoot each scene, based on schedule.



Cast Read Through


Producer, Director, Writer, 








P.M., 1st and 2nd A.D.s, 








Principal Cast, Continuity 

Day Eight

Production Meeting


Producer, Director, Writer, 








P.M., 1st and 2nd A.D.s 








All Design keys, including 








Locations, all Production 








keys, Post Supervisor and 








Editors.

First A.D. reviews the schedule and the script, scene by scene, highlights important issues, questions asked and answered.




Tone Meeting



Producer, Director, Writer

A final review of the script and shooting plan, focusing on performance, important beats of the story, theme, how these will be reflected/captured in composition and montage.

David Barlow

3-16-12

