Col unmbi a Col | ege Chi cago
Departnent of Film & Video
Producti on Fund
| nstructions

Your adviser is a critical part of this process and shoul d approve

the application and all supporting docunentation. |f your
instructor/ adviser does not sign your application, the
application will be rejected. |If your instructor/ adviser has any

guestions about this process or the form please have themreview
t hese gui delines and contact one of the nenbers of the Production
Fund Conmitt ee.

There is no guarantee that your application will receive an award.
The Project nust have been done for credit through in Production
1 or higher.

KEY DATES AND DEADLI NES

There are three Production Fund deadlines throughout the year:
Fall Semester - 5:00 p.m on Novenber 1°%
Spring Senester - 5:00 p.m on March 1%
Spring Senmester - 5:00 p.m on My 1st.

Note: |If these dates fall on a weekend or holiday, the
deadline is the last business day prior to that weekend or
hol i day.

Your project nust have been conpleted no earlier than one
year prior to the first application.

*The application nust be returned by the due date. Late
applications will not be accepted. The application formitself
must be current.

**|f you use an old application, your subm ssion will be
rej ected.

Appl i cations should be hand-delivered to Sandy Cuprisin on the 3'°
Fl oor.

******NEW*****

APPLI CATI ON MATERI ALS — PRODUCTI ON Bl NDER

Al'l applications nust be acconpani ed by specific docunentation as
i ndi cated below. Failure to submt required elenents (marked by a
“\" below) will disqualify the application. Al Agreenents nust
be fully executed or they wll be di sm ssed.




A Option Agreenent (if
appropri ate)

B Witer Agreenent (if

writer contracted)

Li fe Ri ghts Agreenent

(as appropriate)

Screenpl ay/ Cover

Page

Dailies on DVD

No | ess than an N

Assenbly Cut on DVD

Exhi bi ti on- Ready Cut

on DVD

St or yboar ds ~

Fi nal Production

Budget

Critical Assunptions

Producti on Schedul e

Daily Call Sheets

(each day of

Pr oducti on)

M  Daily Production

Reports (each day)

Locati on Agreenent/

Pernmit (each

| ocati on)

Non- Col unbi a

I nsurance (if used)

Al'l Cast Agreenents

Al'l Crew Agreenents

Production Stills

Conposer Agreenent

(as appropriate)

Musi ¢ Licensing (as

appropri ate)

St ock Foot age License

(as appropriate)

Copyri ght - Prot ect ed/

Trademar ked | nages

(as appropriate)

Sanpl e One- Sheet

Festival Strategy

\/

Z Scri pt Notes
AA Director’s Shot List
BB Concept Art (as ~
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appropri ate)
CC Costune Design N
DD Overheads/ Lighting
EE Locati on Photos
FF Test footage
GG Final Accounting
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Det ai | ed Descriptions of these Delivery itens are described in a
d ossary at the end of this docunent.

AVWARD AMOUNT

Each project nay be awarded a maxi mumtotal amount of $3,000. It
is reconmended that applicants plan to apply throughout the pre-
producti on, production and post-producti on phases as a single
award of $3000 is not commobn. Note: it is rare for a student to
be awarded all $3000 to a filmthat only applies one tinme to the
fund.

This is a matching fund. W will only fund anounts that you can
show you have matched with your own noney. For exanple, if your
total budget is $200, the maximumwe will fund is $100- you will

have matched that with $100 of your own noney (you cannot match
the funds with noney fromother grants), bringing total budget to
$200. Another way to put this is we will supply no nore than 50%
of your budget.

Common Reason for Rejection: Applicants have already received
an award and ask for nore than $3000.

DI STRI BUTI ON OF AWARD

Awar ded nonies are distributed either through purchase orders or
rei nbursenents. If you receive an award you will be notified

wi thin four weeks after the application deadline and given
procedures for distribution. DO NOT include receipts at this tine.
| f you receive funding, you will be required to submt original
recei pts for reinbursenent.

APPL| CATI ON
The Production Fund Application nust be submtted as a hard copy
printed fromthe electronic form

No hand-witten applications will be accepted.
Al'l parts of the application nmust be conplete. Any areas |eft
blank wi ||l automatically disqualify the application.

ADVI SER/ | NSTRUCTOR

The project nmust either be produced in a Film & Video course or
have a Film & Video instructor who acted/ acts as the project’s
advi ser and approves of the application and supporting materials.
Pl ease note: the project nmust be done for credit and satisfy the




| earni ng outcones in a course of Production Il or higher. [If the
application is rejected, the Production Fund’s conments will be
conveyed to the adviser/ instructor.



PRQJIECT TYPES
Musi ¢ vi deos nust be nore than commercials for a band; they nust
have i ndependent artistic merit.

Commercials or reels are not funded by the production fund.

RETURN OF MATERI ALS
Fol l owi ng the application process, the application and supporting
materials will be available in the Advanced Production Center.

| f you want your package returned by mail, it nust have a self-
addr essed, postage-paid envel ope that can hold the entire package.

QUESTI ONS:

| f you have questions, first go to your instructor. |In the event,
your instructor/ adviser needs clarification about the application
process, the instructor/ adviser is encouraged to contact a nenber
of the Production Fund Conm tt ee.

Frequently Asked Questions — FAGs
Q Dol need the nmusic rights?

A If the music is tenp nusic on a work-in-progress cut, it is
perm ssi bl e. However, applicant applying with a | ocked cut nust
submt acceptable proof of all nmusic rights. |If an applicant’s

finished fil muses unlicensed nmusic, the application wll be
rej ect ed.

Q Can an instructor wite, direct or produce the applicant filnf
A.  No. Colunbia College Chicago instructors should remain
advisers. In the event an instructor contributes to the
production as a crewnenber, the filmw Il no |longer be eligible
for the Production Fund.

Q \Wat are the nbst common reasons why applications are denied?
A. The followi ng problenms will cause your application to be
deni ed:

- Hand-written application

- Students forget about previous Production Fund awards and
do not factor these anpbunts into the total requested anount.

- Applicants forget to get Adviser’s signature.

- Applications are not filled out properly.

Q Can | produce a filmoutside of school and get an adviser to
sign off on ny application?

A.  No, you cannot get an adviser to sign off on your project once
it’s in post-production. The adviser nust advise the film DURI NG
pr oducti on.



Q Are Gaduate Students guaranteed a Production Fund Award?

A No. No students are guaranteed an award. The conmmttee takes
into account a broad range of considerations and seeks to naxim ze
support for student fil nmaking across the departnment. Applicants

nmust satisfactorily fill out the application, include appropriate
supporting materials and have the Adviser’s signature on the
application. The commttee's decision will be based solely on its

assessnent of these el enents.

Q How can | nmaxim ze ny chances for getting an award?

A:  Students can increase |ikelihood of success by naking
character driven filnms that are highly dramatic and as short as
possi bl e.

Q Wiat is the naxi mum Production Fund award avai |l abl e?
A Up to $3,000 in matching funds can be awarded per project.

Q \What is the deadline for application?

A:  Conplete applications and supporting materials nust be
submtted as a single package/ binder to Sandy Cuprisin, room 301-
A by 5:00 PM on Novenber 1st, March 1st or May 1st.

Q What if those dates fall on a weekend or holiday?
A: Submit by 5:00 p.m on the |ast business day prior to the
weekend or hol i day.

Q Can | leave any part of the form bl ank?
A Parts of the budget that do not apply to your production yet
can be left blank. For instance, if you are still in production,

you do not need to |list budget itens for post-production.
O herwi se, any part of the formleft blank will disqualify the
appl i cation.

Q Do | need to have an adviser sign off on ny application?
A. Yes. If an application does not have a faculty adviser’s
signature, the application will be rejected.

Q Wat if I mss the deadline?

A:  Late applications will not be accepted. There are however

t hree production fund deadli nes throughout the year and students
are encouraged to apply for the next deadline.

Q Can | apply a second tine if the project is not awarded
mat ching funds, or if it is not awarded the full anmount requested?

A.  Yes, the conmittee encourages you to apply again.



Q Can nore than one student apply for the sanme project?
A: No. Only one student, either the producer or director may
apply. Each filmis eligible to receive a total of $3,000.

Q What is eligible to include in the budget?
A Al appropriate line itens listed in the budget are eligible
for Production Fund mat chi ng.



Q Can | apply for Production Fund matching on nore than one
proj ect ?
A Yes.

Q W can act as an adviser?

A G aduate Advisers, John Mossman in |Independent Project and
Production Il Instructors and above. |If you or your adviser have
any doubts about whether they' re qualified to sign off on your
application, have your adviser contact the commttee through Sandy
Cupri si n.

Q If my filmreceives an award, how do | receive the noney?
A: You will receive an award letter that will direct you to
contact Emly Reible at ereible@olumedu. Emly will ask you
submt your original receipts for reinbursenent

Q How soon will | get paid?
A: You will get a check fromthe college within three to four
weeks after submitting your receipts.

Q Wien will | be notified if I have received a Production Fund
awar d?

A: Al applicants will be notified wthin four weeks after the
application deadline by way of e-mail. Therefore, it is critical

t hat each applicant ensures the commttee receives an active enai
addr ess.

Q Do | have to use Col unbia Coll ege Chicago students as crew in
nmy project?

A: No, but the producer or director nust be a Col unbia Coll ege
Chi cago student enrolled in an advanced course such as | ndependent
Project, Directing 3, or as a Thesis film Keep in mnd that the
Production Fund is designed to help with projects that are nade by
and wi th CCC students.

Q Do | have to use Col unbia production equipnment for my project?

A.  The Production Fund will generally not match budget outl ay
spent on equi pnent that is available through the Filmand Video
Departnent. Exceptions can be made, with sufficient cause, which
nmust be docunented in a witten attachnent.

Q Do | have to use Col unbi a post-production equi pnment for ny
proj ect ?

A:  See above--the Production Fund will generally not match budget
outl ay spent on equipnent that is available through the Film&

Vi deo Depart nment.


mailto:ereible@colum.edu

Can | apply for an award after graduation?
Yes, however, only one year after graduation.

Q =0

y Can | submt ny supporting materials (such as rough-cut or
dai l i es) on VHS?

A: No. Only properly formatted DVDs are acceptable as part of
the application. Please ensure that DVD plays on a standard DVD
player. |If the DVD does not play, the application will be

rej ect ed.



GLOSSARY

A - Option Agreenent — if the director did not wite the script,
the producer/ director is required to option the material fromthe
original witer.

B- Witer Agreenment — if the director asks a witer to rewite or
polish the script, the director/ producer must contract the
witer’s services.

C- Life Rights Agreenent — if the director/ producer bases the
filmon soneone’s life and accordingly — by | aw — nust secure
those rights, the applicant nust submt a Life R ghts Agreenent.
D - Screenplay with Cover Page — proper screenplay format is key,
whi ch includes a cover page with the script’s title, author’s
name, draft date, contact information for the rights-hol der, and
copyright indicators such as WGA Regi strati on.

E - Dailies on DVD

F - No less than an Assenbly Cut on DVD

G - Exhibition-Ready Cut on DVD — this cut is an indication that
the applicant WLL NOT cut the filmany nore and believes the film
is ready to be exhibited in its intended forum

H Storyboards — storyboards give the viewer a sense of key
frames that the director envisions with particular attention to
fram ng and canera novenent.

I Producti on Budget - budgets should be submtted in EP
Budgeting (software available in 3% Floor Screenwiting Lab) and
i ncl ude a top-sheet.

J Critical Assunptions — This docunent hel ps identify key
budget ary and schedul i ng consi derations for the production

K Production Schedul e — a schedul e should be submtted in EP
Schedul i ng (software available in 3% Floor Screenwiting Lab) and
i ncl ude breakdowns.

L Daily Call Sheets (each day) — properly formatted, conplete
call -sheets are critical to professional filmuaking (Col unbia-
approved Call-Sheets are avail able fromthe Advanced Production
Center)

M Daily Production Reports (each day) — |like call sheets, daily
production reports are customary professional reports (Col unbi a-
approved DPRs are avail able fromthe Advanced Production Center)
N Location Agreenent or Permt (each |ocation) -

O Non-Col unbia Insurance (if used)

P Al Cast Agreenents — Al actors nust be contract for their
services; these contracts nust be executed by both parties.

Q Al Crew Agreenents — fromyour P.A s to your producer, we
want to professionally-acceptable crew contracts which are
executed by both parties.

R Production Stills — as part of the marketing process, a

fil mmaker needs production stills.




S Conposer Agreenent (as appropriate) — while not all filns will
exhi bit music conposed for the film |If a score is conposed for
this film the conposer agreenent nust be executed and
acconpani ed.
T Misi ¢ Licensing (as appropriate) — if 3'% part nusic is
licensed, the |license agreenent nust acconpany the application.
U Stock Footage License (as appropriate)
V  Copyright-Protected/ Tradenmarked | mages (as appropriate) — if
you use soneone’s | ogo or a photograph, you will need to |icense
the use of that inage; the agreenent nust be submtted.
W  Sanpl e One-Sheet — novies are pronoted by their posters which
is called a one-sheet. Provide a one-sheet that effectively sells
the novie and speaks to the filmis target audience.
X Festival Strategy — festivals are everywhere. This strategy
shoul d target specific festivals that are appropriate for this
film

Optional El enents
Z Scri pt Notes
AA Director’s Shot List
BB Concept Art (as appropriate)
CC Costune Design
DD Overheads/ Lighting /Gids
EE Location Photos
FF Test footage — sanple test proposals are avail abl e through
Pr oduci ng Concentrati on Coordi nat or
GG Final Accounting — as part of any viable business, the
accounting process nust be dealt with professionally. Colunbia is
currently rolling out a new accounting format, which is avail able
through DDmtri Moore at dnoore@ol um edu.



