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Making a “How to” video: Checklist

	No.
	Step
	Ideas
	Done?

	1.
	Decide on your topic.
	
	

	2.
	Write a draft script. Do not include any student's last name in the script.
	
	

	3.
	Complete a storyboard with ComicLife or the downloadable version and email it to Mr. Billett when finished.


	
	

	4.
	Decide who your crew members will be, then complete a Project Crew List. Email your completed list to Mr. Billett (dbillett@lausd.net).


	
	

	5.
	Use the production schedule calendar to reserve equipment.
	
	

	6.
	Cast talent and begin rehearsals.
	
	

	7.
	Gather props and other materials, including permission to go to other classes, to use students from other classes.
	
	

	8.
	If you want to interview a teacher, administrator or anyone else on campus, set up an appointment ahead of time.
	
	

	9.
	Videotape
	
	

	10.
	Edit
	
	

	11.
	Compress for web streaming and notify Mr. Billett when complete. Upload the compressed video to one of the Media servers. It will then be posted on GageNet and gagems.org.


	
	

	
	
	
	

	
	
	
	


