
Video Production Checklist 

Dear [Recipient's Name], 

Please find below the checklist for our upcoming video production: 

Pre-Production 

• Define the video's purpose and target audience 

• Develop a script or storyboard 

• Secure necessary permissions and locations 

• Assemble a production team and crew 

• Schedule filming dates and times 

Production 

• Set up filming equipment 

• Conduct rehearsals with talent 

• Capture all planned video and audio footage 

• Monitor lighting and sound quality 

Post-Production 

• Edit video footage 

• Add music and sound effects 

• Include graphics and titles 

• Conduct a review and make necessary revisions 

• Finalize and export the video 

Thank you for your attention to this checklist. Looking forward to our successful project! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


