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Global Certificate in Film and TV Project Management

Introduction to Film and TV Project Management

Above the Line – Refers to the major creative roles (director, producer, writer, principal cast) whose fees are
negotiated before production begins. Related terms: Below the line, budget. Example: In a feature film, the
director’s salary is accounted for in the above‑the‑line budget. Practical application: Early negotiation
secures talent and aligns creative vision. Challenge: High above‑the‑line costs can limit resources for
production design.

Below the Line – Encompasses all crew, equipment, locations, post‑production and ancillary costs not
covered by above‑the‑line fees. Related terms: Above the line, cost breakdown. Example: Hiring the grip
department falls under below‑the‑line. Practical application: Detailed tracking prevents overruns. Challenge:
Unexpected expenses (e.G., Weather delays) can inflate below‑the‑line costs quickly.

Call Sheet – Daily document distributed to cast and crew outlining shooting schedule, locations, call times,
and contact information. Related terms: Production schedule, crew call. Example: The call sheet for Day 3
lists a 6 am call for the art department at the warehouse set. Practical application: Keeps everyone informed
and punctual. Challenge: Last‑minute script changes require rapid updates to avoid confusion.

Call Time – The specific time a cast or crew member must report to set. Related terms: Call sheet, crew call.
Example: The lead actor’s call time is 7:30 Am for a sunrise shoot. Practical application: Aligns personnel with
shooting windows. Challenge: Delays in call times can cascade, affecting location rentals and daylight usage.

Cash Flow Forecast – Projection of incoming and outgoing cash over the production period to ensure
liquidity. Related terms: Budget, financing. Example: A cash flow forecast shows a peak outflow during
principal photography when equipment rentals peak. Practical application: Guides timing of financing
draws. Challenge: Inaccurate forecasts can lead to cash shortages mid‑production.

Cliffhanger – Narrative device ending an episode or segment with unresolved tension, encouraging
audience return. Related terms: Episode structure, serialization. Example: A TV drama ends Season 1 with the
protagonist’s car plunging off a bridge. Practical application: Boosts viewership and advertising revenue.
Challenge: Overuse may frustrate audiences and dilute story impact.

Co‑Production – Partnership between two or more production entities sharing resources, risk, and revenue.
Related terms: Financing, distribution. Example: A UK‑based company co‑produces a series with an
Australian broadcaster, splitting costs 50/50. Practical application: Access to multiple markets and
incentives. Challenge: Complex legal agreements and cultural differences can impede decision‑making.

Completion Guarantee – Insurance policy ensuring a project is finished on time and within budget, often
required by financiers. Related terms: Bond, risk management. Example: A film’s completion guarantee
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obliges the producer to deliver a final cut by the agreed date. Practical application: Provides confidence to
investors. Challenge: High premiums and strict compliance requirements.

Creative Brief – Document outlining the artistic and narrative goals, target audience, and tone of a project.
Related terms: Treatment, pitch deck. Example: The brief for a teen sitcom specifies a humorous, fast‑paced
style targeting 15‑24‑year‑olds. Practical application: Aligns writers, directors, and marketing. Challenge:
Vague briefs can lead to divergent interpretations.

Crew Call – The collective group of crew members required on set at a specific time; often listed on the call
sheet. Related terms: Call sheet, call time. Example: The lighting crew call is at 5 am for a night shoot.
Practical application: Ensures technical departments are ready. Challenge: Coordinating large crews across
multiple locations.

Deal MemoRelated terms: Contract, talent agreement. Example: The lead actor’s deal memo outlines a 5%
net profit participation. Practical application: Quick reference for legal and accounting teams. Challenge:
Must be consistent with full contracts to avoid disputes.

Delivery Schedule – Timeline specifying when final deliverables (e.G., Masters, subtitles, marketing assets)
must be provided to distributors. Related terms: Post‑production, milestones. Example: The delivery
schedule requires a 4K master two weeks before the festival premiere. Practical application: Coordinates
post‑production workflows. Challenge: Tight deadlines increase risk of quality compromise.

Development Phase – Early stage where concepts, scripts, budgets, and financing are explored before
green‑lighting. Related terms: Pre‑production, pitch. Example: A writer’s room drafts three pilot scripts
during development. Practical application: Identifies viable projects and secures initial funding. Challenge:
High sunk costs with no guarantee of production.

Director of Photography (DP) – Head of the camera and lighting departments, responsible for visual style
and image quality. Related terms: Cinematography, lighting crew. Example: The DP selects a 35 mm lens to
achieve a shallow depth of field. Practical application: Translates the director’s vision into visual language.
Challenge: Balancing artistic intent with budget and schedule constraints.

Distribution Agreement – Contract outlining how a film or series will be sold, licensed, and marketed across
territories and platforms. Related terms: Rights, revenue split. Example: The agreement grants a streaming
service exclusive rights in North America for five years. Practical application: Secures revenue streams
post‑production. Challenge: Negotiating favorable terms while preserving future exploitation potential.

Draft Budget – Preliminary estimate of all costs, used to assess feasibility and attract financing. Related
terms: Budget, cost estimate. Example: The draft budget projects $5 million for principal photography.
Practical application: Guides early decision‑making. Challenge: Inaccurate line items can mislead investors.

Editor (Post‑Production) – Professional who assembles raw footage into a coherent narrative, working
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closely with the director. Related terms: Editing suite, rough cut. Example: The editor creates a rough cut by
synchronizing dialogue with visual continuity. Practical application: Shapes pacing and story clarity.
Challenge: Tight delivery windows may limit creative revisions.

Equipment Rental – Procurement of cameras, lenses, lighting, sound gear, and support equipment from
third‑party vendors. Related terms: Below the line, asset management. Example: The production rents a
RED Monstro 8K camera for high‑resolution capture. Practical practical: Allows access to high‑end gear
without purchase. Challenge: Rental costs can spike with extended shoot days.

Executive Producer (EP) – Senior figure often responsible for financing, high‑level oversight, and key
business decisions. Related terms: Producer, financing. Example: The EP secures a $2 million equity
investment from a private fund. Practical application: Provides strategic direction and capital. Challenge:
Balancing creative input with financial responsibilities.

Financing Structure – Arrangement of equity, debt, tax incentives, and pre‑sales that fund a production.
Related terms: Cash flow forecast, co‑production. Example: A film’s financing mix includes 40% equity, 30%
gap financing, and 30% tax credit rebates. Practical application: Optimizes cost of capital. Challenge:
Complex structures increase legal and accounting workload.

Film Permit – Official authorization from local authorities to shoot in public locations, often requiring
insurance and fees. Related terms: Location scout, production insurance. Example: The crew obtains a permit
to film on a downtown street for two days. Practical application: Ensures legal compliance and public safety.
Challenge: Permit delays can disrupt shooting schedules.

First‑Look Deal – Contract granting a studio or network the right of first refusal on a producer’s future
projects. Related terms: Development, distribution agreement. Example: A production company signs a
first‑look deal with a streaming platform for all new series. Practical application: Provides a pipeline for
project sales. Challenge: Limits flexibility to pitch to alternative buyers.

Focus Group – Test audience used to gauge reactions to a pilot, trailer, or concept before full production.
Related terms: Market research, test screening. Example: A focus group of 30 viewers rates the pilot’s humor
at 8/10. Practical application: Informs creative tweaks and marketing strategy. Challenge: Small sample sizes
may not reflect broader audience preferences.

Gantt Chart – Visual timeline showing tasks, durations, dependencies, and milestones across the production
lifecycle. Related terms: Production schedule, critical path. Example: The Gantt chart highlights that set
construction must finish before the first shooting day. Practical application: Helps managers identify
bottlenecks. Challenge: Updating the chart in real‑time can be labor‑intensive.

Green Light (Approval) – Formal authorization to proceed from development to production, often after
budget and script sign‑off. Related terms: Development phase, budget. Example: The studio green‑lights
the series after approving the pilot script and budget. Practical application: Triggers resource allocation and
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hiring. Challenge: Delays in green‑lighting can increase pre‑production costs.

Key Talent – Principal actors, directors, or creators whose involvement significantly impacts financing and
marketability. Related terms: Above the line, talent agreements. Example: Casting a well‑known lead boosts
the project’s attractiveness to investors. Practical application: Leverages star power for pre‑sales. Challenge:
High talent fees may strain the budget.

Location Scout – Professional who identifies and recommends filming sites that meet creative and logistical
criteria. Related terms: Film permit, production design. Example: The scout finds a historic mansion that
matches the script’s 1920s setting. Practical application: Provides visual references and cost estimates.
Challenge: Securing locations within budget and schedule constraints.

Logline – One‑sentence summary capturing the core conflict and hook of a film or series. Related terms:
Treatment, pitch. Example: “A disgraced detective must solve a series of murders to clear his name.”
Practical application: Used in pitches and marketing. Challenge: Condensing complex stories without losing
intrigue.

Marketing Collateral – Promotional assets such as posters, trailers, social media graphics, and press kits.
Related terms: Distribution agreement, brand strategy. Example: The trailer teaser is released three months
before premiere to build buzz. Practical application: Drives audience awareness and ticket sales. Challenge:
Coordinating release timing with distribution windows.

Master File – Final, high‑quality version of the completed picture and sound, used for duplication and
distribution. Related terms: Delivery schedule, post‑production. Example: The 4K master file is uploaded to
the distributor’s secure portal. Practical application: Serves as the source for all downstream formats.
Challenge: Ensuring proper codecs and metadata to avoid re‑encoding errors.

Mezzanine Funding – Supplemental financing, often from private investors or gap financiers, used to fill
budget shortfalls. Related terms: Financing structure, cash flow forecast. Example: A mezzanine loan covers
10% of the post‑production budget. Practical application: Enables completion when primary financing is
insufficient. Challenge: Higher interest rates and tighter covenants increase risk.

Milestone Payments – Scheduled payments tied to the achievement of specific production phases (e.G.,
Pre‑production, shoot, post‑production). Related terms: Contract, cash flow forecast. Example: The producer
receives 30% of the budget upon completion of principal photography. Practical application: Aligns cash
inflow with expense outlays. Challenge: Delays in milestones can stall subsequent work.

Music Cue Sheet – Document listing every piece of music used, its duration, and rights holder, required for
royalty reporting. Related terms: Licensing, post‑production. Example: The cue sheet shows a 45‑second
excerpt of a licensed pop song. Practical application: Ensures proper royalty payments to composers and
publishers. Challenge: Accurate time‑coding is essential to avoid disputes.
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Negotiated Deal – Contract terms reached through discussion rather than standard template agreements,
often customized for high‑profile talent. Related terms: Deal memo, talent agreement. Example: A star actor
negotiates a profit‑participation clause instead of a flat fee. Practical application: Aligns incentives between
talent and producers. Challenge: Complex profit calculations can cause future disagreements.

On‑Set Safety Protocol – Set of procedures and guidelines to protect cast, crew, and equipment during
production. Related terms: Production insurance, risk management. Example: All crew members must attend
a safety briefing before entering a stunt zone. Practical application: Reduces accidents and liability.
Challenge: Enforcing compliance on fast‑paced shoots.

Package Deal – Comprehensive agreement that bundles multiple rights (e.G., Distribution, ancillary,
merchandising) for a single price. Related terms: Distribution agreement, licensing. Example: A studio
purchases a package deal that includes theatrical, streaming, and TV rights. Practical application: Simplifies
negotiations and revenue tracking. Challenge: Valuing each component accurately can be difficult.

Post‑Production Schedule – Timeline detailing editing, visual effects, sound design, color grading, and final
delivery milestones. Related terms: Gantt chart, delivery schedule. Example: The schedule allocates six weeks
for VFX work on key action sequences. Practical application: Keeps post‑team on track for release dates.
Challenge: Scope creep in VFX can jeopardize deadlines.

Pre‑Production – Phase preceding principal photography that includes script finalization, casting,
budgeting, scheduling, and location preparation. Related terms: Development phase, production schedule.
Example: During pre‑production, the art department builds sets while the casting director secures actors.
Practical application: Lays groundwork for an efficient shoot. Challenge: Over‑run in pre‑production can eat
into shooting days.

Production Designer – Leads visual development, overseeing set construction, props, costumes, and overall
aesthetic. Related terms: Art department, set construction. Example: The production designer creates
concept art for a futuristic cityscape. Practical application: Ensures visual cohesion across all departments.
Challenge: Balancing creative ambition with budget constraints.

Production Insurance – Coverage protecting against losses due to accidents, equipment damage, or
interruptions. Related terms: On‑set safety protocol, film permit. Example: A “all‑risk” policy covers a set fire
that destroys a built set. Practical application: Mitigates financial exposure. Challenge: Premiums rise with
high‑risk elements like stunts or pyrotechnics.

Production Schedule – Detailed plan outlining daily shooting order, locations, cast, crew, and equipment
needs. Related terms: Gantt chart, call sheet. Example: The schedule shows Day 5 shooting interior scenes at
Studio A from 8 am to 6 pm. Practical application: Optimizes resource allocation and daylight use. Challenge:
Script changes can force rapid re‑sequencing.

Production Team – Collective of all individuals involved in creating the film or series, from executives to
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interns. Related terms: Crew call, hierarchy. Example: The production team includes producers, department
heads, and support staff. Practical application: Collaboration across specialties drives project success.
Challenge: Managing communication across large, dispersed teams.

Production Union – Labor organization representing specific crafts (e.G., SAG‑AFA, IATSE) that sets wage
standards and working conditions. Related terms: Collective bargaining, contract. Example: The DGA
(Directors Guild of America) sets minimum director fees. Practical application: Guarantees fair pay and safety
standards. Challenge: Union rules can add complexity to scheduling and budgeting.

Production Wrap – Final day of shooting when all principal photography is completed and equipment is
returned. Related terms: Wrap party, post‑production. Example: The crew celebrates with a wrap party after
shooting the last scene. Practical application: Signals transition to post‑production. Challenge: Ensuring all
assets are accounted for before departure.

Publicity Stunt – Coordinated event designed to generate media attention and buzz for a project. Related
terms: Marketing collateral, press kit. Example: Actors appear on a popular talk show to discuss the
upcoming series. Practical application: Drives audience awareness. Challenge: Must align with brand image
and not distract from the core message.

Push‑In/Push‑Out Schedule – Adjustments that move shooting days earlier (push‑in) or later (push‑out) to
accommodate constraints. Example: A weather forecast prompts a push‑out of outdoor scenes by two days.
Practical application: Provides flexibility to mitigate risks. Challenge: May increase costs due to extended
rentals or overtime.

Re‑Shoot – Additional filming undertaken after principal photography to address issues or add new
material. Related terms: Post‑production, budget. Example: Test screenings reveal a confusing climax,
leading to a re‑shoot of the final act. Practical application: Improves narrative clarity. Challenge: Consumes
extra budget and can disrupt release timelines.

Rights Clearance – Process of obtaining legal permission to use copyrighted material (music, footage,
trademarks) in a production. Related terms: Licensing, music cue sheet. Example: The team clears a vintage
song for use in a montage. Practical application: Avoids infringement lawsuits. Challenge: Negotiating fees
and obtaining approvals can be time‑consuming.

Revenue Share – Agreement allocating profits among investors, talent, and producers based on predefined
percentages. Related terms: Profit participation, financing structure. Example: The lead actor receives 3% of
net profits after recoupment. Practical application: Aligns incentives across stakeholders. Challenge:
Complex accounting can lead to disputes over “net” definitions.

Risk Management Plan – Strategy identifying potential hazards and outlining mitigation measures
throughout production. Related terms: Production insurance, on‑set safety protocol. Example: A risk matrix
rates location shooting as high risk and assigns a dedicated safety officer. Practical application: Reduces
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likelihood of accidents and delays. Challenge: Requires continuous monitoring and adaptation.

Script Breakdown – Detailed analysis of the script to list all required elements (cast, props, locations, special
effects) for budgeting and scheduling. Related terms: Production schedule, cost estimate. Example: The
breakdown notes that Scene 12 requires a vintage car and a stunt driver. Practical application: Informs
resource planning. Challenge: Inaccurate breakdowns can cause cost overruns.

Script Supervisor – Crew member responsible for continuity, noting changes, and maintaining daily reports
of what was filmed. Related terms: Continuity, call sheet. Example: The script supervisor flags a continuity
error when a character’s shirt changes between shots. Practical application: Ensures narrative consistency.
Challenge: Tight shooting schedules can limit ability to correct errors.

Second Unit – Separate crew tasked with shooting supplementary footage (stunts, establishing shots,
inserts) while the main unit focuses on principal scenes. Related terms: Re‑shoot, production schedule.
Example: The second unit captures high‑speed car chase sequences. Practical application: Increases
efficiency and allows simultaneous shooting. Challenge: Maintaining visual consistency with the primary
unit.

Series Bible – Comprehensive reference guide for a TV series covering characters, tone, story arcs, and
world‑building details. Example: The bible outlines the protagonist’s backstory and future plotlines for
Season 2. Practical application: Provides writers and producers with a unified vision. Challenge: Keeping the
bible updated as the series evolves.

Set Construction – Building physical environments on sound stages or locations based on production
design. Related terms: Production designer, art department. Example: The art department constructs a
medieval tavern set from scratch. Practical application: Creates tangible spaces for actors and camera work.
Challenge: Time‑intensive and subject to budget limits.

Set Dressings – Decorative items placed on a set to enhance realism and convey story details. Related terms:
Set construction, prop master. Example: Vintage posters are hung on the wall to establish period
authenticity. Practical application: Adds depth and context to scenes. Challenge: Over‑dressing can clutter
the frame and distract focus.

Shot List – Detailed enumeration of each shot to be captured, including angle, movement, and equipment
needed. Related terms: Storyboard, production schedule. Example: The shot list for a dialogue scene
specifies a two‑shot, a close‑up, and a reaction shot. Practical application: Guides the director and DP
during filming. Challenge: Changes on set require rapid updates to avoid confusion.

Sound Mixing – Process of balancing dialogue, music, and effects to create a cohesive audio track. Related
terms: Post‑production, music cue sheet. Example: The re‑recording mixer adjusts the level of background
ambience to ensure dialogue clarity. Practical application: Enhances audience immersion. Challenge: Limited
time before delivery can constrain fine‑tuning.
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Storyboard – Visual representation of each shot, drawn sequentially to convey composition and movement.
Related terms: Shot list, pre‑visualization. Example: The storyboard shows a tracking shot that moves from a
street to a rooftop. Practical application: Assists in planning camera setups and helps communicate the
director’s vision. Challenge: Time spent drawing can delay pre‑production if not managed.

Strategic Partnership – Collaboration between production companies and external entities (e.G., Brands,
platforms) to leverage resources and audiences. Related terms: Co‑production, marketing collateral.
Example: A streaming service partners with a fashion brand for product placement in a series. Practical
application: Generates additional revenue and cross‑promotion. Challenge: Aligning brand requirements
with creative integrity.

Story Arc – Narrative trajectory that spans episodes or a season, showing character development and plot
progression. Related terms: Series bible, cliffhanger. Example: The protagonist’s redemption arc unfolds over
three seasons. Practical application: Guides writers in maintaining continuity. Challenge: Maintaining
audience interest while delivering satisfying resolutions.

Storyboarding Software – Digital tools that allow creators to generate and share visual shot plans efficiently.
Related terms: Storyboard, pre‑visualization. Example: Using Storyboard Pro, the director uploads annotated
frames for the DP. Practical application: Streamlines revisions and collaboration. Challenge: Learning curve
for teams accustomed to hand‑drawn sketches.

Style Guide – Document defining visual and tonal standards for a project, ensuring consistency across all
assets. Related terms: Brand strategy, marketing collateral. Example: The guide specifies a muted color
palette for the series’ promotional materials. Practical application: Aligns design teams and external
vendors. Challenge: Rigid guidelines may limit creative flexibility.

Sub‑Distribution – Secondary licensing of rights to territories or platforms not covered in the primary
distribution agreement. Related terms: Distribution agreement, rights clearance. Example: A regional
broadcaster obtains sub‑distribution rights for Southeast Asia. Practical application: Extends revenue
streams. Challenge: Tracking royalties across multiple sub‑distributors.

Talent Agreement – Contract outlining compensation, credit, schedule, and obligations for actors, directors,
and other key creatives. Related terms: Deal memo, negotiated deal. Example: The talent agreement
includes a clause for a promotional tour. Practical application: Formalizes expectations and protects both
parties. Challenge: Negotiating profit participation can be complex.

Technical Rider – List of technical requirements (e.G., Power, lighting, sound) requested by talent or crew for
a shoot. Related terms: Call sheet, equipment rental. Example: The lead actor’s rider requests a specific
brand of headphones for monitoring. Practical application: Ensures comfort and performance standards.
Challenge: Accommodating diverse rider requests within budget.

Third‑Party Vendor – External supplier providing specialized services such as VFX, post‑production, or
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catering. Related terms: Co‑production, equipment rental. Example: A VFX studio is hired to create realistic
water simulations. Practical application: Accesses expertise not available in‑house. Challenge: Managing
communication and quality control across time zones.

Timeline Buffer – Reserved time added to schedules to accommodate unforeseen delays or overruns.
Related terms: Gantt chart, risk management plan. Example: A two‑day buffer is built into the shooting
schedule for weather disruptions. Practical application: Reduces pressure on crew and protects deadlines.
Challenge: Buffers increase overall project duration and cost.

Title Sequence – Opening visual and auditory segment that introduces the series or film’s name, cast, and
creative team. Related terms: Branding, marketing collateral. Example: The animated title sequence uses
kinetic typography to set a futuristic tone. Practical application: Establishes brand identity and mood.
Challenge: Balancing creativity with tight runtime constraints.

Turnaround Time – Period required to complete a specific production task, such as editing a scene or
delivering a VFX shot. Related terms: Post‑production schedule, milestone payments. Example: The VFX
house promises a 48‑hour turnaround for a minor explosion. Practical application: Helps schedule
downstream activities. Challenge: Short turnarounds can compromise quality if resources are stretched.

U‑Screening – Private viewing of a rough cut for stakeholders to gather feedback before final edit. Related
terms: Test screening, re‑shoot. Example: The producer hosts a U‑screening for investors to showcase
progress. Practical application: Builds confidence and secures additional funding. Challenge: Feedback may
lead to costly changes.

VFX (Visual Effects) – Digital processes that enhance or create imagery not captured during filming. Related
terms: Post‑production, turnaround time. Example: A CGI dragon is composited into a live‑action battle
scene. Practical application: Enables storytelling beyond practical limitations. Challenge: Requires precise
planning to avoid budget overruns.

Voice‑Over (VO) – Recorded narration or character speech added in post‑production, often over visual
footage. Related terms: Sound mixing, script supervisor. Example: The protagonist’s internal monologue is
recorded as VO during editing. Practical application: Provides exposition or emotional depth. Challenge:
Matching tone and timing with on‑screen action.

Wardrobe Budget – Allocation of funds for costumes, fittings, and laundering throughout production.
Related terms: Production designer, set dressings. Example: The period drama allocates $150,000 for
authentic 1940s attire. Practical application: Ensures appropriate costuming for characters. Challenge:
Sourcing period‑accurate garments can be costly.

Wrap Report – Document summarizing production expenses, days shot, and any variances from the original
budget. Related terms: Budget, milestone payments. Example: The wrap report shows a 5% overspend due
to overtime. Practical application: Provides closure and informs future budgeting. Challenge: Accurate data
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collection during hectic wrap periods.

Wrap Party – Celebration held after principal photography concludes, recognizing the cast and crew’s effort.
Related terms: Production wrap, morale. Example: The team enjoys a catered dinner and awards at the wrap
party. Practical application: Boosts morale and fosters networking. Challenge: Must be scheduled before
equipment returns and locations close.

Yield Management – Strategy of allocating limited resources (e.G., Shooting days, budget) to maximize
return on investment. Related terms: Budgeting, risk management plan. Example: The producer prioritizes
high‑impact scenes to yield the greatest audience appeal. Practical application: Optimizes resource use.
Challenge: Requires accurate forecasting and disciplined decision‑making.

Zone Blocking – Technique of planning actor movement within a defined area to maintain continuity and
efficient shooting. Related terms: Script supervisor, shot list. Example: The director rehearses zone blocking
for a crowded marketplace scene to avoid collisions. Practical application: Streamlines choreography and
camera work. Challenge: Limited space can restrict creative staging.
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