Event Shot List & Photographer Notes

Date and Time of Event:
Monday, December 12, 2016
Event Time: 9:00am – 5:00pm PST
Call Time (when photographer shows up): 8:30am PST

Location with Address:

Special Instructions:  Ex: Arrive at XYZ entrance and call on-site contact for special access.



On-Site Contact:  Name, phone number, email

Shot List

What We Want to Convey:


How Photos Will Be Used: 


Notable Attendees (VIPs): 




Atmosphere Shots:
· Venue marquee and signage shots
· [bookmark: _GoBack]Wide room shots (before and during the event)
· Shot of the venue showing it as full as possible

Branding Shots:
· Any products, signs, brochures with company branding on it
· Anything with sponsor logos on it
· Sponsors Include: ____________________
Event Shots:
· Solo speakers in action on stage
· Engaged panelists on stage
· Posed speaker and panelist shots
· Attentive, engaged audience
· Networking
· Attendees interacting with each other





Run of Show (Schedule of Event):

Time	Description of the Event Taking Place (Include Location)
Ex: 9:00am	First panel starts in XYZ Ballroom. 
*Photographer to arrive at 8:55am for posed speakers shot before panel begins.

