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1 2STILLS

STILLS

Shoot horizontal
Screen size of an HD multimedia project is a 16x9 ratio, which 
doesn’t work well for vertical images.

Wide, medium, close-up, extreme close-up
Shooting these four shots from a variety of different locations 
within a scene will help you build a visual sequence.

Sequences
Think beginning, middle and end for each situation.

Details 
Hands, eyes, close-ups of personal materials that inform the 
story. Good sources to find personal materials include the 
refrigerator, walls in the subject’s home, photo albums.

Tight, clean portraits 
Great for introducing a subject, showing emotion. Remember to 
leave room in the composition for lower third titles.

Old photographs
Photograph these images in their context and on their own full 
frame. Do this to make the past visual.

CHECKLIST

Flipbook Animations
Use a burst of images to show a short change over time.

STILLS Near frames that end on the decisive moment
The frames that lead up to the decisive moment provide a lot of 
context. Be conscious that you may use these images in 
post-production.

Two picture combinations
Stay in one position, wait for something to change in the frame, 
then take another image. Shows change over time.

TIPS

Rack Focus
Stay in one position, take two pictures. The focus should change 
from background to foreground (or vice versa). Change the focus 
to reveal new information in the story.



CHECKLIST

VIDEO

NOTES

VIDEO

VIDEO

1/50 or 1/60 shutter speed
Faster shutter speeds cause choppy video. Slower shutter 
speeds cause motion blur.

Set a new white balance for each scene
Every time you change scenes with a different light source, 
change your white balance.

4-15 Rule
Shoot 4 shots (wide, medium, close-up, extreme close-up) from 
one position for 15 seconds, then do the same from a 
new location.

Sync the cameras with a hand clap
During a two camera interview, you’ll need to be able sync the 
two video clips in post. Ask the subject to clap in front of their 
face so both cameras can see. This gives the editor an audio 
and visual cue to use for sync.

Shoot video portrait while recording room tone
Once you’ve finished your interview, you’ll need to record 30 
seconds of the sound of the room. While you’re recording room 
tone, ask the subject to look directly into the camera to capture 
a video portrait.
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TIPS

VIDEO

VIDEO

VIDEO

TIPS

Use video to show action, motion and emotion 
Video is best when it is used to show these qualities.

In an interview, compose for lower thirds
Using the rule of thirds, compose with room on one side of the 
screen for type. Allows the subject to be identified with a lower 
thirds text slide.

In an interview, subject should always look into the frame 
If the subject is composed using rule of thirds, always have them 
looking into the frame during the interview, rather than outside 
of it. 

The empty frame 
Compose your shot without the subject. Allow the subject to walk 
into the frame, through the frame, and out of the frame cleanly.

Don’t zoom or pan unless there’s a reason 
The brain doesn’t see in slow zooms or pans. If you must use 
these techniques, zoom or pan to reveal new information.

One shutter speed 
Ideally, maintain one shutter speed throughout a piece to 
maintain a consistent look.

Set white balance manually 
Automatic white balance can cause unwanted color shifts in 
the video.

Shoot on tripod 
Lock in your shots, anticipate the action, let the action move 
through the frame. Shooting on tripod is advised for those just 
starting to use video.

Shoot two camera interviews 
Camera one is wide; camera two is a close-up. Using two 
cameras elevates the visuals and allows the editor to cut out 
verbal stumbles.

Use two sources of audio
Record the subject using two audio sources (e.g., wireless and 
shotgun microphone).
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CHECKLIST

AUDIO

AUDIO

AUDIO

Interview all key characters
Interview all people of whom you’ve made a really good 
picture. Interview them for at least 10-15 minutes.

Keep track of what you shoot and what you record 
If you make a nice frame of a kid kicking a soccer ball, don’t 
leave the situation until you get the sound of a kid kicking a 
soccer ball.

Capture room tone 
Record 30 seconds of the sound of the room at the end of an 
interview. Without it, editing is difficult.

Record at least 30 seconds of each ambient sound 
Get the mic close to the sound source while recording.

Give each sound an audio caption
Before or after recording ambient, describe what the sound is 
into the microphone. 

CHECKLIST

Record as a .WAV or .AIF file 
Recording in these file formats will give you a less compressed 
audio file.

Record at 48 KHz sample rate 
Recording at this sample rate will allow you to bring your audio 
files into editing software without rendering.

Always wear headphones 
Never record audio without your headphones. It’s like shooting 
stills without a viewfinder.

Record levels between -6dB to -12dB 
Levels are recorded volume. Expose for the subject’s voice, 
and set between - 6dB and -12dB for good rich sound. Better 
to underexpose audio than overexpose.
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TIPS

AUDIO

The subject’s answers need to stand on their own
Ask questions in pairs so the subject will provide context to 
their answers.

Recollect a scene 
Ask your subject to replay a scene, step by step. Tell them to be 
as detailed as possible.

Quote exact dialogue 
Having the subject quote exact dialogue from a situation can be 
an excellent way to bring the viewer into the story.

Use silence or the dumb dog 
If you want the subject to rephrase their answer, remain silent or 
tilt your head after their answer. They will very often answer the 
question again with greater clarity.

Ask the right last questions 
Is there anyone else I should talk to? Is there anything else you’d 
like to add?

Wear over-the-ear headphones 
Non-noise canceling headphones that wrap around the ears are 
your best option. Do not wear ear buds.

Mic placement 
Mic should be placed two inches below or to the side of the 
mouth. This will help eliminate audio problems like plosives.

Location is important for the sound of your interview
Look for a quiet room to do an interview. Rooms with soft 
surfaces, rooms with couches or sofas, and closets all work well.

Control the signal to noise ratio 
If controlling the interview location is not possible, get the mic 
close, expose for the subject’s voice, and reduce the noise of 
the room.

Record ambient sounds separately from interview 
Allows the interview and the ambient to be mixed together 
in post.

Focus 100% on ambient when doing sound 
You’re going to miss pictures while you’re recording sound. 
Don’t take pictures while you’re recording sound.

Don’t ride your levels 
Once your levels are set, don’t change them. If the
volume of your subject’s voice changes dramatically, adjust the 
levels after a subject has finished a response.

AUDIO

AUDIO

TIPS
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COMMON AUDIO ISSUES + SOLUTIONS

AUDIO

NOTES

AUDIO

AUDIO

Cell Phone Interference
Ask everyone to turn their phones off before an interview. Phones 
set to vibrate or silent can interfere with the audio. If the phone 
must remain on, move it as far away as possible from the 
audio equipment.

Wind noise
Move to a less windy location, use your body to shield the wind, 
and/or use a windscreen.

Handling noise
Hold the mic lightly with three fingers or use a mic handle.

Continuous noise in the background of an interview
Turn the audio source off. If that’s not possible, photograph the 
noise source.

Verbally responding to a subject during the interview
Use body language to show you’re listening. Don’t say “uh huh” 
or “mmhmm” while the subject is answering your questions.
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