Information Worksheet

This form is used for collecting information and packages selection. Please fill the form out, and mail/fax it to us with the $400 deposit to hold the date. We accept personal checks or credit cards for your initial deposits. Once we receive the form, the contract will be send to you for your approval.
	Customer name:
	 

	Customer name:
	 

	Address:
	

	E-Mail:
	

	Telephone:
	 

	Date:
	 

	Hours:
(We arrive and start working 1hour before the ceremony begins)
	 

	Package:
	 

	Price:
	 

	Location:
	 

	Ceremony time:
	

	Options:
	 

	Credit Card:

(To be used for the initial deposit, balance payment and shipping of the finished video to the customer) 
	…………………………………….      Exp. Date…..

	Comments:
	 


Deposit: $400
Second payment: 75% of the balance is paid 30 days before the day of the event. Balance is paid on delivery of the finished tapes

1. In the event of a postponement or cancellation of this contract, the deposits paid are not refundable.

2. The studio reserves the right to use the original tape and/or reproductions for display, promotional or other purposes. Original videotapes remain the exclusive property of the studio unless purchased by the client, and are only kept for sixty days after the event.
3. The studio takes utmost care with respect to the exposure, editing, duplication and delivery of the video products and services offered. However, in the event the studio fails to comply with the terms of this contract due to any event or act outside of the control of the studio, the studio's liability is limited to the refund of the deposits.

4.  The studio makes no guarantees, either expressed or implied, in regard to aesthetic qualities of the completed videotape.

5. No videotape, either in progress or completed, may be taken off the studio premises unless balance due for same is paid in full.

6.  Every attempt will be made by the agreed upon videographer to perform the services described in this contract, however, this is not guaranteed, and in the event of illness or an unexpected event beyond the control of this studio, a substitute will be provided. 

7. If the total elapsed time for this event is five hours or more all studio personnel must either be supplied food and non-alcoholic beverages by the Customer or these items be made available to them. It is suggested that arrangements be made for the serving of food to be in the same room as the event, and/or at the same time when the main course is being served. 
All materials (photos, invitation, music selection) are to be delivered 30 days before the day of the event.  Materials received after this time will delay production of your video, and a $100 setup fee will be incurred.
Client:         













Studio:
Date:














Date:

Event Worksheet

(To be returned 30 days before the event)

Name:

Name:

Please take a few minutes to answer the following questions. This will help us to produce the best video of the wedding. Send the questionnaire back to our studio at your convenience 30 days before the event.
Ceremony

1. Will there be a Mass or wedding directly before your wedding that will prevent us from going into the church one hour early?            
YES      NO

2. At the church, is it O.K. to videotape on the altar?










YES 
NO

3. Is it O.K. to bring the video camera forward for the vows in a close up view? 






YES
NO

4. Will the position of your bridesmaids and ushers permit an unobstructed view for videotaping?




YES  
NO

5. Is there anything you want us to be sure to videotape during the ceremony in addition to the procession, recession, vows, 
reading, the part of the homily when the priest talks about you, bringing up the gifts, and lighting of the candles?

 6. Will you have a Mass in addition to the wedding ceremony? 








YES 
NO

7. How many readers?

8. When seated in the pews, facing the altar, will the readers be positioned on the left or on the right?

9. Is there a balcony to be used for the video camera? 










YES 
NO

10. Is it O.K. to use a lavaliere wireless microphone? We will pin it to the groom’s lapel under the flower.



YES
 NO

11. Where is the receiving line going to take place? 

12. Name of Priest/Minister/Rabbi 

 
Reception
 

1. Person in charge of reception facility

2. Person in charge of band / DJ 

3. Photographer

4. Is it O.K. to keep the lighting at a reasonable level for videotaping and raising lights for the special events of the day? 
YES 
NO

5. Garter? 


Bouquet? 


Cake cutting?

6. Would you like us to take a few interviews from your family members and friends?






YES
NO

Anybody in particular?

 

 
VERY IMPORTANT
We do our best in anticipating and covering all the important actions and events during your special day. Still, in the course of the 7-10 hours day we need to pack and unpack the equipment, change the batteries and tapes, quick review the footage as a safety precaution etc. If you know of an impromptu special event coming up that you sure want to be videotaped (a speech, a skit, etc.) please let us know at least one minute ahead. If we are seated for meal, it is suggested that it takes place not too far from the main reception area so we can be aware of what is going on.
 

Pictures and invitation
The sharper and brighter the pictures, the better they look on video. Number them on the back to indicate chronological sequence, 1-15 in pencil, or use post-it notes. If you send pictures in frames, please remove all glass.

Music for the pictures___________________________________________________

Highlight songs________________________________________________________

 
Please provide written directions to the church and to the reception
 
 
 

