
Clark Library Digital Lab / Video Workflow and Checklist  
 
The following is a short digital workflow guide and checklist for producing successful short films. Visit 
or contact Clark Library Digital Lab staff for more assistance. 
 
Steps:  
Think of an idea for the video.  
Consider what to include in the piece. Simple narratives, interviews or animations work well in a short 
video format. Think about the general locations for the film. Where will the film take place? How many 
actors or interviews will be needed to tell the story?  
 
Capture footage. 
Capture images and sound related to the project. Think about how much footage is necessary to 
effectively communicate the idea. For example, if the project entails an interview, ensure the subject’s 
sound is audible. If the project revolves around nature, make sure the images are properly exposed.  
 
Avoid capturing footage in difficult locations or familiar locations. For example, avoid places outside of 
town, as these might be harder to return to in the future. 
 
Consider the following:  

• Story / Theme 
Concentrate on the story or theme. What is the impetus for the film? What would compel a 
viewer to watch thirty seconds or three minutes of the piece? 

 
• Technical  

Great stories also use great technique. How does the lighting and sound affect the reading of 
the work? Technical elements enhance the viewer’s relationship to the images and sound. 
Always use the best quality images and sound possible. 

 
Edit and refine the footage.  
Use Adobe Premiere or iMovie to transform the raw footage from a set of clips to a finished work. 
Lengthen or shorten clips, add transitions and titles to add polish to the film. Refine audio and color 
correct video clips.  
 
Consider the following: 

• Video 
How long is the piece? Can it be more succinct? Are there further refinements that can be 
made to make the film more cohesive? What titles should be added? Does the piece need 
additional images or sound that support the film’s central theme? If the piece revolves around 
an interview, are more interviews necessary to create a greater cohesion? 

 
• Sound 

Is the sound quality too loud, too quiet? What kind of music or ambient sound could add 
interest for the viewer? 

 
 
 
Publish and review the finished work.  



Preview the piece before publishing. Is the work free of sound or lighting issues, spelling errors within 
titles, etc.? Publish the work and review the pacing of the film. Are there some unnecessarily long or 
short scenes? Have a friend watch the final piece and ask for suggestions. Use the checklist below 
when reviewing the work. 
 
 
Video Checklist 
Video 

• Are all video clips properly exposed, in focus and color corrected? 
 

• Are the film’s camera movements steady and smooth? 
 
Editing 

• How well does the film work as a whole piece? Is it interesting to watch? Does it have a discrete 
beginning, middle and end?  
 

• Are video clip lengths appropriate for the story? Could they be longer? Would shorter clips 
quicken the pace of the film and heighten the visual interest? 

 
• Is the story clear and focused? Does the editing need to be more refined? Are the transitions 

smooth from scene to scene?  
 
Audio 

• Is the sound level appropriate for each clip? Clips that distort will be too loud during the 
screening. Alternatively, audio clips with low levels make details hard to decipher.  

 
• How do the ambient sounds, dialog, sound effects and music work together to tell a story or 

forward the theme? 
 

Titles 
• Does the font style, size and color support the video’s central theme?  

 
• Are all titles error free? Have a friend review the titles for spelling and grammar errors. 

 


