Project Portfolio

General Guidelines:

Your project portfolio is a detailed collection of information pertaining to your project.  Keep all of your important project documents in this portfolio and add to it as the semester progresses.  Bring your portfolio to class and to meetings with Dr. Bolduc.

· The portfolio should be professional in design, organization and neatness.  

· Use a three-ring binder with section dividers for each type of content (e.g., contact information, script, log sheets, talent and music release forms, shot lists, etc.).  

· Any specific document requested by Dr. Bolduc must be typed and neatly organized (e.g., contact lists, b-roll shooting summaries).  

· You are encouraged to include all additional items pertinent to your project (e.g., hand written notes, client logos and artwork, emails, photo copies of important documents).  

Items to be included in your project portfolio:

· Current project proposal
· Contact list including, but not limited to: on-camera, interviewees and potential interviewees, narrators, writers, skaters, wakeboarders, people who control access to locations and other people (band managers, bar managers, factory managers), group members, UNCW staff and faculty and anyone else you can think of whom you might need to contact.  

· It is highly recommended that you organize your contact list by categories: team members, UNCW Comm. Studies staff and contacts, interviewees, etc…

· It is also recommended that you include a short statement regarding the person’s relevance to the project (manager of the Skate Barn, potential environmental interviewee, drives the boat for wake boarders, associate athletic director at UNCW)

· Include name, phone number(s), email address, title.  DOUBLE CHECK SPELLING. Spelling errors are not permitted in the credits and accuracy begins here. 

· Production schedule for at least six weeks out.  Be as detailed as possible regarding what you plan to accomplish in the coming month and a half.   If you will be shooting soon, indicate that.  

· If your shooting will not start for a few weeks, what will you do in the interim to advance your project.  

· Some suggestions: secure music rights, conduct research into your topic, set-up your project in the computer, create and design your graphics for the program, identify, locate and secure all necessary program content, contact and schedule talent (conduct a pre-interview). 

· Some of you must gather specific schedule information that is beyond your control (e.g., band tour schedules, sports schedules)

· Location information.  

· Location list – bulleted list all possible production locations with brief descriptions and an indication of what will be filmed at that location. 

· Location diagram – a minimum of at least a rough sketch must be completed for each location.  A detailed high-quality sketch to scale is preferred once the location has been confirmed.  Add camera and talent locations once they are decided.

· Location scout – a detailed review of all key elements of the location including, but not limited: hours of availability (not the same as hours of operation – you will likely have the best chance of creating great video before or after business hours), contact person(s), ability to control the environment (phones, foot traffic, clients), power availability (grounded plugs), arrangement of furniture, location of doors and windows, lighting and noise/sound issues.  

· The location elements will be a work in progress but teams are expected to scout their location prior to shooting at the location.  

· Effective use of locations for interviews and b-roll can add professionalism to your project. 

· B-roll list.  Compile a detailed list of additional b-roll video that you will need including footage gathered on location, archival stills and ancillary video.  

· Think through the segments of your program and brainstorm all the possible images you will need to acquire to make the show as visually interesting as you imagine.  Remember that since most shots last between 3 and 8 seconds, you will very likely need a great deal of b-roll.

· Specifically indicate what you want: Willie & Me – what style and kind of video do you want from the gigs? Athletics highlight reel – what shots do you want from what sports?  

· Describe the style you seek in your b-roll.  Not all b-roll is the same and you are the producer and the director – make it very clear what you are looking for.

· Are their other visual elements you will need?  Indicate if you have access to the contact already or if you will need to gain access.  Indicate on your document what footage has already been gathered.

· The b-roll is often where the visual aspect of the story is told.  Take it seriously and consciously choose a style for your b-roll.  How will the visual aspect of your project stand out from the rest? 

· Crew responsibilities.  When we meet in our groups I want to know who will be responsible for ancillary duties other than designated production tasks such as camera operation, audio, producing and editing. That is: Who will screen and select music?  Who will contact interviewees?  Who will conduct which aspects of the research?  Who will design the graphics and titles? 

Process Notes

· As your project progresses, continue to collect and organize the materials you will need to complete a successful project. You must be conducting research at this point in time.  For some it will be fundamental research into the format of your product (e.g., What MUST be in an electronic band press kit? How long must the Athletics Highlight Reel be and what must be included?)  For others, you must learn fundamental background about your topic (e.g., the history of a recycling plant issue).  

· Make the phone calls!  Contact key people outside of the class who you will need to successfully complete your project.  Establish a rapport with them and make sure that the both of you are on the same page regarding the final project and the time line for producing it.  

· Get your music together!  Now is the time to listen to CDs, contact band representatives and management and make arrangements to use the music in project. 

· Collect archival material.  Locating, retrieving and getting the rights to use archival material can be very time consuming.  Being forced to leave such materials out of your final production simply because you run out of time at the end of the semester is a frustration for the producer that will undoubtedly detract from the final project. 

· Evaluation.  Your production cycle has begun.  You have an entire semester to complete your project.  I believe that the productions you have selected are substantial and worthy of a semester’s worth of production work.  

· The responsibility to complete the projects by mid-April now falls on the production teams.  Production teams were able to produce some quality work within a fairly narrow window during the fall semester.  The motivation and skill to create quality productions is evident in this class therefore the expectations are high for this semester.  

· Field Video I was intended as an opportunity to learn and experience production.  Field Video II is intended as an opportunity for you to excel in video production.  

· Understand that the minimal expectations for a ‘good’ (B-grade) project include fairly straightforward completion of all production elements in a quality manner: sound must be captured clearly and mixed well in the final edit, music must be legally acquired and appropriately placed and adjusted, video must be clearly focused and shots should be thoughtfully composed to enhance depth and help tell the story.  Editing of the project must be appropriate for the genre and cleanly executed.  In addition, as indicated in the syllabus, organization, good record keeping and quality written self-reflection will also be evaluated.  

· ‘Excellent’ projects (A-grade) will demonstrate application of fundamental production elements as listed immediately above and will add something extra - unique, creative and exceptional work in: videography (e.g. exceptional depth, creative composition, interesting, unique or dynamic videography), field audio, music selection and editing, effective storytelling through editing, appropriate and advanced use of special effects, professionalism in all aspects of the project (e.g., paperwork, communication with crew, management, talent and clients), organization of the project (e.g., planning, editing, production process).  Exceptional work telling an important story, enterprising reporting and evidence of excellent research and content will also contribute to a project’s excellence.

