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PORTRAIT CLIENT
INTERVIEW FORM

_____________________________________
CLIENT'S NAME

_____________________________________
street and number

_____________________________________
city, state, zip

_____________________________________
phone/fax

Age

Skin color ___________________

Hair color ___________________

Eye color ___________________

Date of Interview____________________

Date of Photo Session _______________

Recipient of Portrait _______________________________________________________________________

Reason For Portrait _______________________________________________________________________

Date of Presentation ______________________________________________________________________

Set ___________________________________________________________________________________

Wardrobe_______________________________________________________________________________

Studio Wardrobe   ❒ Personal Wardrobe   ❒

Client Comments _________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

How did client learn of the service? ___________________________________________________________

_______________________________________________________________________________________

Where will portrait(s) be displayed? ___________________________________________________________

_______________________________________________________________________________________

Color Scheme of display room _______________________________________________________________

_______________________________________________________________________________________
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VIDEOGRAPHY JOB CONTRACT
The undersigned (hereafter referred to as the client) agrees to contract the services of:

________________________________________________________________________________________________________
or his designee (hereinafter the videographer) according to the following terms:

Name of Job: ________________________________ Date: ____________________ Location:___________________________

Video Tapes are to be of the following type: Other tape specifications:

TYPE QUANTITY ________________________________________________________________________________________________________________

VHS ________________________________________________________________________________________________________________

VHS C/S VHS ________________________________________________________________________________________________________________

8 MM ________________________________________________________________________________________________________________

BETA ________________________________________________

In return for the contracted goods and services, the client The client agrees to compensate the Videographer
agrees to compensate the Videographer as follows: for travel time in the amount of:

COMPENSATION RATE AMOUNT TRAVEL TIME AMOUNT________________________________________________________________ ______________________________________________________________

PER JOB PER MILE________________________________________________________________ ______________________________________________________________

PER TAPE PER HOUR________________________________________________________________ ______________________________________________________________

PER HOUR PER DAY________________________________________________________________ ______________________________________________________________

PER DAY OTHER

The Client will compensate the Videographer for the
following estimated miscellaneous expenses:

EXPENSE CATEGORY AMOUNT________________________________________________________________

MODELING FEES________________________________________________________________

EQUIPMENT RENTALS________________________________________________________________

FACILITY RENTALS________________________________________________________________

TRAVEL, FOOD, LODGING

After completion of the job and delivery of the tapes as specified, the original tapes, cuttings, out-takes, and duplicates will be the property of THE
VIDEOGRAPHER____ CLIENT____. The Client’s permission in writing is required before the videographer can sell these remaining materials or
use them for publication purposes except as specified below: “Publication” refers to reproduction in the print or electronic media.

Reproduction Publication rights retained by the videographer:
❏ One-time rights ❏ Exclusive rights

❏ First rights ❏ All rights are waived by the videographer.
The Client’s permission is granted ___ not granted ___ to the Videographer to use the tapes covered under this contract for
EXHIBITION, COMPETITIONS, PORTFOLIOS, or DISPLAY purposes.

In the event the videographer fails to provide the tapes and/or services described in this contract, the Videographer is liable to the
Client only for the amount paid by the Client for deposit with no consideration for additional fees or expenses already paid by the
videographer.

_____________________________________________ ___________________________________________
Client’s name Photographer
_____________________________________________ ___________________________________________
address address
_____________________________________________ ___________________________________________
phone# phone#
_____________________________________________ ___________________________________________

Payment Terms are:

❏ Cash, Check Money Order

❏ Credit Card

Card# ___________________________________

Expires __________________________________

DEPOSIT ______________________________________
BALANCE DUE _________________________________

Videography Job Contract  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F140
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PHOTOGRAPHY JOB CONTRACT
The undersigned (hereafter referred to as the client) agrees to contract the services of:

______________________________________________________________________________________________________________
or his designee (hereinafter the photographer) according to the following terms:

Name of Job:___________________________________ Date: ______________________ Location:_____________________________

Photographs are to be of the following type: Print or transparency size specifications:

TYPE QUANTITY ________________________________________________________________________________________________________

BLACK & WHITE ________________________________________________________________________________________________________

COLOR TRANSPARENCY ________________________________________________________________________________________________________

COLOR PRINT ________________________________________________________________________________________________________

OTHER ___________________________________________________

In return for the contracted goods and services, the client The client agrees to compensate the Photographer 
agrees to compensate the Photographer as follows: for travel time in the amount of:

COMPENSATION RATE AMOUNT TRAVEL TIME AMOUNT_____________________________________________________ ___________________________________________________

PER JOB PER MILE_____________________________________________________ ___________________________________________________

PER PRINT/TRANSPARENCY PER HOUR_____________________________________________________ ___________________________________________________

PER HOUR PER DAY_____________________________________________________ ___________________________________________________

PER DAY OTHER

The Client will compensate the Photographer for the
following estimated miscellaneous expenses:

EXPENSE CATEGORY AMOUNT_____________________________________________________

MODELING FEES_____________________________________________________

EQUIPMENT RENTALS_____________________________________________________

FACILITY RENTALS_____________________________________________________

TRAVEL, FOOD, LODGING

After completion of the job and delivery of the photographs as specified, the negatives, proofs, extra photographs, and duplicates will be
the property of THE PHOTOGRAPHER____ CLIENT____. The Client s permission in writing is required before the photographer can sell
these remaining materials or use them for publication purposes except as specified below: 

Publication rights retained by the photographer:

❏ One-time rights ❏ Exclusive rights
❏ First rights ❏ All rights are waived by the photographer.

The Client s permission is granted ___ not granted ___ to the Photographer to use the photos covered under this contract for EXHIBITION,
PHOTOGRAPHY CONTESTS, PORTFOLIOS, or DISPLAY purposes.

In the event the photographer fails to provide the photographs and/or services described in this contract, the Photographer is liable to the
Client only for the amount paid by the Client for deposit with no consideration for additional fees or expenses already paid by the
Photographer.

_____________________________________________ ___________________________________________
Client s name Photographer
_____________________________________________ ___________________________________________
address address
_____________________________________________ ___________________________________________
phone# phone#
_____________________________________________ ___________________________________________
date & signature date & signature

Payment Terms are:

❏ Cash, Check Money Order

❏ Credit Card
Card# ___________________________________

Expires __________________________________

DEPOSIT ______________________________________

BALANCE DUE _________________________________
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ARTIST / PHOTOGRAPHER’S CONTRACT

___________________________________________________________________________
agent, gallery, publisher

___________________________________________________________________________
address, city, state, zip

Referred to hereafter as “the agent”, agrees to act as a representative for:
___________________________________________________________________________

artist/photographer

___________________________________________________________________________
address, city, state, zip

Referred to hereafter as “the artist”, for a period of ____________________ from this date.  This
contract may be cancelled by either party upon written notice within __________ days, or at the
end of the exhibition or publication period.  The termination date is __________.

All sales are exclusive of copyrights and reproduction rights.  Publishing or reproduction rights
require specific written permission from the artist for EACH use.

Reproduction and Publishing Rights
The agent/publisher may publish ____________________ work(s) for _____________________ times in
_________________________ (publication).  Each Published work must be credited with the name of the
artist (and copyright if applicable).  Each publication requires express permission by the artist.  The artist
shall receive $_______________ in publication fees for each work under this contract.

Sales Commissions
The agent shall receive __________ percent of sales made by the agent or made on the agent’s
premises.  The Agent shall receive___________ percent of any sales of new works commissioned or
assignments arranged for the artist during this contract period.  The agent shall receive __________
percent of cash prizes and purchase awards collected on works included in this contract.

Royalties, sale of reproduction rights and sale of copyrights are NOT included in this agreement.

Finances and Taxes
The Agent will pay the artist within __________ days after publication agreement or sale is completed.  Deferred or
partial payment requires written consent from the artist.  The (agent/artist) _______________ is responsible for all
local and state sales tax.  Copyrights are retained by the artist or photographer after the sale of the work.
Copyrights my be purchased only by special contract.

_____________________________________________________ ________________
agent signature date

_____________________________________________________ ________________

Rights, Commissions, Taxes Contract • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F121
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RIGHTS TO PUBLISH AGREEMENT
Date: ____________________________________________
Publisher/Publication: _______________________________
Editor: ___________________________________________
Address: _________________________________________
City/State: ________________________________________
Zip:______ Phone:_________ Fax: ____________________
Event ___________________________________________
Description:_______________________________________
Location: _________________________________________
Date of Event:_____________________________________
Photo Caption/Description:___________________________
Technical Data:____________________________________

________________________________________________

This photographic image is my own and has not been enhanced or
altered in any way. I hereby give permission to the publisher to
reproduce with the following rights and compensation:

❏ one time rights ❏ first time rights
❏ exclusive rights ❏ all rights
❏ photo credit line required ❏ photo credit line waived

Copyright claim date: (today's date) ____________________
Compensation:

❏ standard rate based on rights $ ________________
❏ one time project fee $ ________________________
❏ per image used
❏ per expenses
❏ fees waived (in exchange for photo credit line and/or 
____copies of publication or other compensation
agreed upon by the publisher and photographer.

signed-Photographer __________________________date _______________

Instant 
Response 

Form 5

Rights to Publish Agreement • IFPO Form F224
©American Image Press www.aipress.com (336) 945-9867
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FULL WEDDING PHOTOGRAPHY PLAN
People and Places Shooting Plan, page 1 of 4

People Plan
Bride's Name and Contact Information:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Bride's Family and Contact Information:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Maid (matron) of Honor and Party:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Groom's Name and Contact Information:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Groom's Family and Contact Information:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Best Man's Name and Contact Information:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Job# ___________ Job Name (bride/groom): _____________________________________ Billing Name: ________________________

Location Plan
Ceremony Location:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Officiating Clergy or Justice:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Pre-Wedding Shooting Location(s):
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Reception Location:
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Honeymoon Departure Location
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Coordination Services:
Limousine ______________________________________
________________________________________________
Floral __________________________________________
________________________________________________
Catering ________________________________________
________________________________________________
Other __________________________________________
________________________________________________

Full Wedding: People and Places Shooting  Plan  1 of 4  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F171
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PHOTOGRAPHY JOB INVOICE
__________________________________________ ___________________ __________________
client name invoice # date

__________________________________________ ________________________________________
address name of job

__________________________________________
city/state/zip/country

__________________________________________
phone number

Date Item & Description Quantity Price Each Price

Tax

Subtotal

Less Amt Paid

Total DueDue Date _________________

Photography Job Invoice • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F159
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QUICK STEP PROPERTY RELEASE
In consideration for promotional, publicity or other value  described: 
_____________________________________________________________

I, (property owner):______________________________________________

do hereby give (agent): __________________________________________
and parties designated by the agent, including clients, licensees, purchasers,
agents, publishers and periodicals, the irrevocable right to use the photograph
of the property described below for sale and for reproduction in any print or
electronic medium for purposes of advertising, trade, display, exhibition,
competition, or editorial use.  I have read this release and understand and
agree to its terms.  I affirm that I am more than _____ years of age.

signed_______________________  date _____________________________

witness______________________  date _____________________________

Description of Property: ________________________________________

_____________________________________________________________

_____________________________________________________________

Releases are not usually required for news photos. Releases are
required for non-news events or photos for commerical purpose
and must be included with submissions to publishers.

A property release form must be signed by the owner of
pets, cars, buildings or any other inanimate object whose photo is for resale or
commercial purpose.

Instant 
Response 

Form 3

Quick Step Property Release • IFPO Form F222
©American Image Press www.aipress.com (336) 945-9867
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PROPERTY RELEASE
In consideration for promotional, publicity or other value described:

I, (property owner)
________________________________________
do hereby give (agent):
________________________________________
and parties designated by the agent, including clients, licensees,
purchasers, agents, publishers and periodicals, the irrevocable right
to use the photograph of the property described below for sale and
for reproduction in any print or electronic medium for purposes of
advertising, trade, display, exhibition, competition, or editorial use.
I have read this release and understand and agree to its terms.  I
affirm that I am more than _____ years of age.

signed ______________________________ date ___________

witness ______________________________ date ___________

Description of Property:
___________________________
___________________________
___________________________
___________________________

Property Release • ©American Image Press www.aipress.com (336) 945-9867, IFPO Form F193
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1 _____________________________________________________________________________________________________________________

2 _____________________________________________________________________________________________________________________

3 _____________________________________________________________________________________________________________________

4 _____________________________________________________________________________________________________________________

5 _____________________________________________________________________________________________________________________

6 _____________________________________________________________________________________________________________________

7 _____________________________________________________________________________________________________________________

8 _____________________________________________________________________________________________________________________

9 _____________________________________________________________________________________________________________________

10 ____________________________________________________________________________________________________________________

11 ____________________________________________________________________________________________________________________

12 ____________________________________________________________________________________________________________________

13 ____________________________________________________________________________________________________________________

14 ____________________________________________________________________________________________________________________

15 ____________________________________________________________________________________________________________________

16 ____________________________________________________________________________________________________________________

17 ____________________________________________________________________________________________________________________

18 ____________________________________________________________________________________________________________________

19 ____________________________________________________________________________________________________________________

20 ____________________________________________________________________________________________________________________

21 ____________________________________________________________________________________________________________________

22 ____________________________________________________________________________________________________________________

23 ____________________________________________________________________________________________________________________

24 ____________________________________________________________________________________________________________________

25 ____________________________________________________________________________________________________________________

26 ____________________________________________________________________________________________________________________

27 ____________________________________________________________________________________________________________________

28 ____________________________________________________________________________________________________________________

29 ____________________________________________________________________________________________________________________

30 ____________________________________________________________________________________________________________________

31 ____________________________________________________________________________________________________________________

32 ____________________________________________________________________________________________________________________

33 ____________________________________________________________________________________________________________________

34 ____________________________________________________________________________________________________________________

35 ____________________________________________________________________________________________________________________

36 ____________________________________________________________________________________________________________________

35mm exposure log
Film ________________ From (time/date) __________________________ To (time/date) __________________________ Roll# ____________

35mm EXPOSURE LOG  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F125

exp# mode f-stop t corr. flash remarks
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Quick Response News Log

Submit to:
Publication _________________________________________________________________
Department ________________________________________________________________
Address ___________________________________________________________________
City/State _________________________________________ Zip ______________________
Phone ___________________ Fax  __________________E-Mail ______________________

What?
Overall description of the scene:_________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Where?
Location Physical address: _________________________________________________

General location: __________________________________________________

When?
Exact time of occurance:________________ Date of the occurance:____________________

How/Why?
Cause or effect of the event:____________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Who/How many involved? ______
Name:____________________________ Status: _________________________________
Name:____________________________ Status: _________________________________
Name:____________________________ Status: _________________________________
Name:____________________________ Status: _________________________________
Name:____________________________ Status: _________________________________

Other notes:
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

On the scene photos: Number of unprocessed exposures available:_________________________
(number) ___ photos can be available by:____________________________
Format: ______________________________________________________

photographer's signature ______________________________________________ date ___________________________________________________________

Action
Scene
form 4

Quick Response News Log  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F204

File # _________ Date __________ On-Scene Arrival Time__________________________________
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_________________________________________________
Model applicant’s full name:

_________________________________________________
street and number

_________________________________________________
city, state, zip

_________________________________________________
telephone area code and number

STATISTICS
Date of birth ___________________

Marital Status ___________________

Sex ___________________

Social Security # ___________________

SIZES
Hat Size ___________________

Dress Size ___________________

Glove Size ___________________

Shoe Size ___________________

Ring Size ___________________

MODELING EXPERIENCE
List modeling assignments performed using
additional space on the back of this form if
necessary:

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

I affirm that all the information I have given on
this form is true to the best of my knowledge. signature___________________________________________ date ___________________

MEASUREMENTS
Height ___________________

Weight ___________________

Bust ___________________

Waist ___________________

Hips ___________________

Thigh ___________________

COLOR
Skin color ___________________

Hair color ___________________

Eye color ___________________

AREAS OF INTEREST
❏ Glamour ❏ Video/Cinema

❏ Fashion ❏ Pageants

❏ Commercials ❏ Photographic

❏ Promotions ❏ Figure

MODEL TRAINING
List modeling schools & training using 
additional space on the back of this form if
necessary:

_______________________________________

_______________________________________

_______________________________________

_______________________________________

_______________________________________

Model Interview Form • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F164
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AMERICAN IMAGE PRESS
Today’s Photographer Magazine

Editorial and Administrative Offices
P.O. Box 777, Lewisville, NC 27023-0777 • 336-945-9867

http://www.aipress.com

Korean Division
569-3 Ho Buk Ku Bu Pyong 5 Do, Inchon City 403-015, Korea • 523-1511

Affiliate Agency: Dean Press Image
Randklove Alle 134 2th, 2770 Kastrup, Denmark • 0045-01-518775

date

Dear Sir/Madam:

American Image Press respectfully requests that permission be granted to the AIP Correspondent Press Photographer to cover the
following event(s):

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

event _____________________________________________________________date __________________time__________________

Please issue confirmation directly to the following official Correspondent Press Photographer for Today’s Photographer Magazine:

Respectfully yours,

signature

correspondent’s name ________________________________________ address _____________________________________________

Assignment Verification Code# ________________________________ city/state/country _____________________________________

phone # ___________________________________________________ zip_________________________________________________

Press Assignment Request  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F155
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News Reporter's Log & Evaluation
Complete this form to evaluate the scene and determine the type of coverage required.

Scene type:
❏ Accident scene
❏ Fire
❏ Natural disaster
❏ Catastrophic event
❏ Entertainment
❏ Other__________

Scene evaluation overall:
❏ Major
❏ Minor
❏ Usual
❏ Unusual
❏ Other__________

Are other news reporters on the
scene?

❏ Photographers

Other:
❏ Large crowds gathered
❏ Motorists re-routed
❏ Major thoroughfare blocked
❏ Neighborhoods threatened
❏ Environmental hazards
❏ Residents evacuated
❏ Hostile surroundings
❏ Other__________

EVALUATION:
❏ Not worth covering
❏ Not a newsmaker, could be worth two or 

more new clients.
❏ Might be a newsmaker - no other news 

people on the scene.
❏ Major event needs full news coverage and 

client notification.
❏ Major event news people everywhere Too

Action
Scene
form 1

File # _________ Date __________ Time __________
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darkroom: 35mm test strip log

35mm TEST STRIP LOG  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F130

Test___________________________________ Enlarger height _______________________ Frame size __________________________

Film _______________________ Negative _____________ Date _____________________
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EQUIPMENT CHECKLIST
In addition to camera bodies, lenses and film the
following items should always be a part of on
location equipment:

❏ Changing bag
❏ Extra batteries
❏ Extra film
❏ Extra Flash sync cords
❏ Extra light meter
❏ Extra power pack (for flash)
❏ Extra tripod
❏ Film x-ray bags (for air travel)
❏ Filters 
❏ Gray card
❏ Instruction Manual (Camera)
❏ Instruction Manuals (other equipment )
❏ Lens cleaning cloth
❏ Pen or pencil
❏ Photographic Reference Book
❏ Small brush for cleaning camera
❏ Shooting log

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

TOOL KIT CHECKLIST
Tools are used routinely on location but are
especially important when the unexpected
happens. Tools should be packed separately
from cameras and equipment . Tools should  be
small and lightweight yet functional.

❏ Allen wrenches (US and metric)
❏ Binoculars (optional)
❏ Chalk (two or more colors)
❏ Channel locks (medium)
❏ Compass
❏ Extra hat
❏ 50 foot extension cord 
❏ Flashlight
❏ Flashlight batteries and extra bulb
❏ Foreign adapter plug (foreign travel)
❏ Folding shovel or trowel
❏ Garbage bags (3 large)
❏ Hammer (small)
❏ Leatherman Tool
❏ Jewelers screw drivers
❏ Ladder (3 to 6 foot)
❏ Nails, bolts, brads, and screws 
❏ Pepper or tear gas (rabid animals)
❏ Rain poncho
❏ Rubber bands
❏ Rulers (12 and 6 inch)
❏ Safety Matches or Lighter
❏ Saws (small wood and a hack)
❏ Scissors

❏ Screwdrivers (Phillips and regular tips)
❏ Spring clamps (several small ones)
❏ Super glue
❏ Staple gun and staples
❏ Swiss Army Knife

( can opener, scissors, leather punch, clippers etc)
❏ Tape (masking, gaffers, electrical, duct tape)
❏ Tape measurer (25 foot) 
❏ Twine or heavy string
❏ Two three prong to two prong outlet adapters
❏ Velcro (3 or 4 feet)
❏ Vice grips (small and large)
❏ Weatherproofed map of location area
❏ Wire cutters (small)
❏ Zip-lock plastic bags (12 one gallon size)

❏ __________________________________

❏ __________________________________

❏ __________________________________

❏ __________________________________

FIRST AID KIT CHECKLIST
The following list of items make up a basic first
kit and should always be a part of "on location"
gear.  Addit ional i tems should be added
depending on the specific locale. When working
in unfamiliar areas, contact local or state health
departments for unknown hazzards.

❏ Aspirin
❏ Adhesive tape 1" x 2* yds
❏ Ammonia Inhalants
❏ Anti-diarrhea medicine 
❏ Band aids (assorted)
❏ Bottled water
❏ Burn Ointment
❏ Chapstick
❏ Cold pack
❏ Eye pads
❏ Eye irrigate (small bottle)
❏ First Aid instruction manual
❏ Gauze Bandages 2"
❏ Gauze pads 4"
❏ Hand lotion
❏ Hydrogen Peroxide (plastic bottle)
❏ Insect spray
❏ Magnifying glass
❏ Non-Apsirin Pain Reliever
❏ Prescription drugs
❏ Q-Tips 
❏ Reflective Thermal blankets
❏ Sting relief wipes
❏ Sting stick
❏ Sun block
❏ Sun glasses 
❏ Triangular bandage (1)
❏ Tube of First Aid Creme
❏ Tweezers (sharp pointed)
❏ Wound wipes

❏ __________________________________

❏ __________________________________

❏ __________________________________

MISCELLANEOUS CHECKLIST
These items are optional and might be
considered luxury items.

❏ Bottled water for soup, coffee or tea
❏ Chicken or beef bouillon
❏ Candy (hard that doesn't melt easily)
❏ Coffee (instant)
❏ Cream
❏ Sugar
❏ Soup (dehydrated)
❏ Tea bags
❏ Knife, fork, spoon combination
❏ Magazines or other reading material 
❏ Pencils and Pens
❏ Permanent marking pens (black)
❏ Small notebooks (3x5 or journalist type)
❏ Micro tape recorder
❏ Extra tapes for recorder
❏ Safety pins
❏ Small flashlight
❏ Tissues

❏ __________________________________

❏ __________________________________

❏ __________________________________

PHOTO VEST CHECKLIST
The photo vest is especially handy for
assignments on location. The vest should be
comfortable but must be properly stocked to be
functional. 

❏ Aspirin or other pain reliever
❏ Extra film
❏ Extra batteries
❏ Extra keys to car or luggage
❏ International credit card
❏ International telephone card
❏ Insect repellant
❏ Lens cleaning cloth
❏ Light meter
❏ Micro recorder
❏ Passport or ID w/ money
❏ Pen or pencil
❏ Pepper gas or tear gas
❏ Small brush for cleaning camera
❏ Small pocket knife
❏ Snacks (crackers, hard candy or jerky)
❏ Special medicines
❏ Sun block
❏ Tissue (small pkg.)
❏ Toothbrush

❏ __________________________________

❏ __________________________________

❏ __________________________________

In addition to the equipment list, suggested
preparatory routine and a follow-up routine upon
return to the studio are included. There are
several l ists depending upon what type of
photography you plan to do away from your
home or studio. 

Freelance On-Location Checklist  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F301

Freelance Photographer's On-Location Checklist
Photographic assignments on location require a range of equipment. The following checklist is intended as a guide to the pieces of equipment most often needed on location. This list should be
used as a starting point.  Individual photographers have unique needs and should add pieces of equipment items that may not be listed here and ignore those items that you do not use on
location. Only those items that absolutely necessary for your method of on location shooting should be included. 
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date name exp. dilution cap t1 t2 t3 t4 t5 usage

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

darkroom: chemical usage log

FILM DEVELOPING LOG  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F127

Chemical Type ______________________________________________________________________________________________________
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Witnesses: (bystander or law enforcement)
Name: __________________________ Name:__________________________ Investigating Officer:
Address: ________________________ Address:________________________ ________________________
Phone #: ________________________ Phone #:________________________ ________________________

Photographs of Property Damage:
(PARTY 1-car, building, other) (PARTY 2-car, building, other) (PARTY 3-car, building, other) (PARTY 4-car, building, other)

❑ Front ❑ Rear ❑ Front ❑ Rear ❑ Front ❑ Rear ❑ Front ❑ Rear
❑ Right ❑ Left Side ❑ Right ❑ Left Side ❑ Right Side ❑ Left ❑ Right Side ❑ Left 
❑ Make/Model ❑ Make/Model ❑ Make/Model ❑ Make/Model
❑ Vehicle License Plate ❑ Vehicle License Plate ❑ Vehicle License Plate ❑ Vehicle License Plate
Damaged Area: Damaged Area: Damaged Area: Damaged Area:
❑ Center ❑ Close-ups ❑ Center ❑ Close-ups ❑ Center ❑ Close-ups ❑ Center ❑ Close-ups
❑ Inside/Interior Damage ❑ Inside/Interior Damage ❑ Inside/Interior Damage ❑ Inside/Interior Damage

Accident Diagram:
Indicate direction of vehicles, direction they were traveling  and indicate from where you took your different photographs.

File # _________ Date __________ Time __________

I, the undersigned (hereafter referred to the
photographer) declare the information listed here to
be accurate and unbiased toward any of the parties
involved.

The photos are true to the scene and have not
been altered in any manner.

The photographer ______is ______is not available
as a witness to appear in court or assist in insurance
claims.

signature ____________________date _______________________

North

South

W E

ACCIDENT REPORT

Accident Report  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F202

(PARTY 1)
Name: _______________________________________
Address: _____________________________________
Phone: _______________________________________
Car Make:_____Model:_____Year:______Color:______
License Plate: _________________________________
Insurance Co.: _________________________________

persons and vehicles involved:

(PARTY 1)
Name: _______________________________________
Address: _____________________________________
Phone: _______________________________________
Car Make:_____Model:_____Year:______Color:______
License Plate: _________________________________
Insurance Co.: _________________________________

(PARTY 1)
Name: _______________________________________
Address: _____________________________________
Phone: _______________________________________
Car Make:_____Model:_____Year:______Color:______
License Plate: _________________________________
Insurance Co.: _________________________________

(PARTY 1)
Name: _______________________________________
Address: _____________________________________
Phone: _______________________________________
Car Make:_____Model:_____Year:______Color:______
License Plate: _________________________________
Insurance Co.: _________________________________

Action
Scene
form 2
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MODEL RELEASE
In consideration for value received, I (model):

__________________________
do hereby give (photographer):

__________________________
and parties designated by the photographer, including clients,
licensees, purchasers, agencies, and periodicals, the irrevocable right
to use my name (and any fictional name) and photograph for sale to
and reproduction in medium for purposes of advertising, trade,
display, exhibition, competition, or editorial use.  I have read this
release and understand and agree to its terms.  I affirm that I am
more than _____ years of age.

signed ___________________________ date __________

witness __________________________ date __________

Guardian's Consent:
I am the parent or guardian of the above named minor and hereby
approve the foregoing use subject to the foregoing terms and
conditions.

signed ___________________________ date __________

Model Release • ©American Image Press, www.aipress.com - (336) 945-9867, IFPO Form F191
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INSTANT NEWS REPORT
Date:__________________________________

TIme: _________________________________

TO

Editor: _________________________________________________

Publication: _____________________________________________

Address: _______________________________________________

Phone/fax:______________________________________________

EMail: _________________________________________________

Description of event and related photos

Date of event: __________________________________________

Time of event: __________________________________________

Description of event: ____________________________________

______________________________________________________

______________________________________________________

Location of event:_______________________________________

______________________________________________________

Number of images available now:__________________________

# of unprocessed exposures available now: ___________________

Film type:_____________ Format:_ ________________________

Photo descriptions/captions:

photo 1:________________________________________________

photo 2:________________________________________________

photo 3:________________________________________________

photo 4:________________________________________________

photo 5:________________________________________________

Camera/equipment used:_________________________________

______________________________________________________

Editor's Use Only
______Yes, I am interested in one or more of the

photos listed above. Please contact me.

_____________________________________

_____________________________________

______Not at this time, but please contact me again.

______No. Your style/quality of photos do not match
this publication.

Editor(signed) __________________Date __________

Instant 
Response 

Form 4

Instant News Report • IFPO Form F223
©American Image Press www.aipress.com (336) 945-9867

BUSINESS FORMS: Packet of 100 for $9.95 each

contracts - checklists - releases - contr
HOW TO BUY INDIVIDUAL FORMS:

$9.95 for EACH Form (packs of 100 ) (NOT-Personalized)
$24.95 for ANY 3 Forms (packs of 100 ) (NOT-Personalized)
$39.95 for ANY 5 Forms (packs of 100 ) (NOT-Personalized)

Use the Order Form on page 47

$9.95per 100 

Use the Order Form on Page 47 

61 Forms
Individual Checklists, Releases and Contracts availabe in packets of 100 each 

FREELANCE PHOTOGRAPHER’S’  CONTRACTS AND CHECKLISTS:
F120 PHOTOGRAPHER’S JOB CONTRACT
F121 PHOTOGRAPHER’S RIGHTS/COMMISSIONS CONTRACT
F159 PHOTOGRAPHER’S JOB INVOICE
F160 PHOTOGRAPHER’S JOB ESTIMATE WORKSHEET
F157 PORTRAIT PHOTOGRAPHER’S JOB CONTRACT
F158 PORTRAIT PHOTOGRAPHER’S INTERVIEW FORM 
F301 PHOTOGRAPHER’S ON-ASSIGNMENT CHECKLIST
F141 INSURANCE PHOTOGRAPHER’S INVENTORY RECORD
F169 WEDDING PHOTOGRAPHY JOB CONTRACT
F170 WEDDING PHOTOGRAPHY CHECKLIST
F171 Full Wedding: People and Places Shooting Plan (1 of 4)
F172 Full Wed.Pre-Ceremony, Ceremony Shooting Plan (2 of 4)
F173 Full Wedding: Post Ceremony Shooting Plan (3 of 4)
F174 Full Wedding: Shooting Appointments Plan (4 of 4)
F165 MODEL PORTFOLIO JOB CONTRACT
F163 MODEL PORTFOLIO SHOOTING CHECKLIST
F164 MODEL INTERVIEW FORM
F140 VIDEOGRAPHER’S JOB CONTRACT
F142 VIDEOGRAPHER’S WEDDING CHECKLIST

RELEASES AND SUBMISSION AGREEMENTS
F191 MODEL RELEASE pocketform
F192 PUBLICATION RELEASE pocketform
F193 PROPERTY RELEASE pocketform
F147 PUBLICATION SUBMISSION pocket form
F224 RIGHTS TO PUBLISH AGREEMENT

NEWS PHOTOGRAPHERS’ PLANNERS AND REPORTS
F210 HOT NEWS CHECKPOINTS
F211 DAILY ACTION PLANNER
F212 HOT CONTACTS: LOCAL PUBLICATIONS
F213 QUICK RESPONSE PROCESSING LABS
F214 FIELD DIRECTORY NOTES

F220 QUICK STEP PUBLICATION RELEASE pocketform
F221 QUICK STEP MODEL RELEASE pocketform
F222 QUICK STEP PROPERTY RELEASE pocketform
F201 NEWS REPORTER'S LOG & EVALUATION
F202 NEWS REPORTER'S ACCIDENT REPORT
F203 CLIENT NOTIFICATION FORMS pocketform
F204 QUICK RESPONSE NEWS LOG
F223 INSTANT NEWS REPORT FORM

PHOTOGRAPHERS’ LOGS
F125 35mm EXPOSURE LOG
F146 PHOTO SHOOTING LOG 
F126 DARKROOM: FILM DEVELOPING LOG
F127 DARKROOM: CHEMICAL USAGE LOG
F128 DARKROOM: ENLARGER CALIBRATION LOG
F129 DARKROOM: PRINT MAKING LOG
F130 DARKROOM: 35mmTEST STRIP LOG

MISCELLANEOUS FORMS
F101 IFPO MEMBERSHIP APPLICATION
F102.a IFPO MEMBER'S INFORMATION FORM
F102.b IFPO REFERRAL PROGRAM FORM
F103 IFPO ORDER FORM
F104 ASSIGNMENT DATA BANK REGISTRATION
F105 PHOTO CONTEST RULES AND ENTRY FORMS
F106 EDITOR'S SWEEPSTAKES & SUBMISSION INFO
F107 IFPO MEMBER'S  ADVERTISING RATES
F108.a IFPO HOME PAGE PROGRAM KIT #1
F108.b IFPO HOME PAGE PROGRAM KIT #2
F108.c IFPO HOME PAGE PROGRAM KIT #3
P109 PICTURE AWARD PROGRAM
F139 IFPO PRESS ASSIGNMENT REQUEST MEMO
F145 PHOTO CONTEST  ENTRY FORM pocketform
F155 PRESS ASSIGNMENT REQUEST FORM
F156 PRESS ASSIGNMENT RECORD

ORDER TOLL FREE  1-800-654-9557 or fax: 1-800-283-5989 7 DAYS

2 Today's Photographer International www.ifpo.net



IFPO MEMBERS ONLY!

order
PERSONALIZED

Reproducible Forms
Masters

#15PR $69.95
plus $9 shipping

Reception Shooting Plan

❏ ❏ Reception site, exterior _________________________________
_

❏ ❏ Reception site, interior _________________________________
__

❏ ❏ Wedding cake _________________________________
___________

❏ ❏ Bride’s cake_________________________________
_____________

❏ ❏ Groom’s cake _________________________________
___________

❏ ❏ Buffet/Food table _________________________________
_______

❏ ❏ Photo of Head Table_________________________________
_____

❏ ❏ Bride and Groom slicing cake ____________________________

❏ ❏ Bride feeding cake to Groom _____________________________

❏ ❏ Groom feeding cake to Bride _____________________________

❏ ❏ Couple feeding cake to each other ________________________

❏ ❏ Couple toasting each other _______________________________

❏ ❏ Witnesses signing marriage license_______________________

❏ ❏ Servers _____________________________
_____________________

❏ ❏ Reception decorations _________________________________
___

❏ ❏ The Couple’s first dance_________________________________
_

❏ ❏ Groom dancing with Mother______________________________

❏ ❏ Bride dancing with Father _______________________________

❏ ❏ Groom dancing with Mother-in-Law ______________________

❏ ❏ Bride dancing with Father-in-Law ________________________

❏ ❏ Attendants’ dancing_________________________________
_____

❏ ❏ Parents’ of Couple dancing _______________________________

❏ ❏ Misc. Guests dancing _________________________________
____

❏ ❏ Bouquet toss _________________________________
____________

❏ ❏ Catching the bouquet_______________________________
______

❏ ❏ Groom taking garter off Bride____________________________

❏ ❏ Garter toss_________________________________
______________

❏ ❏ Catching the garter _________________________________
_____

❏ ❏ Caught Garter placed on catcher _________________________

❏ ❏ Best Man’s toast _________________________________
________

❏ ❏ Other Attendants’ toasts _________________________________

❏ ❏ Toasts from Parents’ of couple ___________________________

❏ ❏ Photo of entertainment (musicians, etc.) _________________

❏ ❏ Centerpieces on Tables _________________________________
__

❏ ❏ Food being served/eaten _________________________________

❏ ❏ Bride mingling with guests _______________________________

❏ ❏ Groom mingling with guests______________________________

❏ ❏ Bride and Groom mingling with guests ___________________

❏ ❏ Bride with her Parents_________________________________
__

❏ ❏ Groom with his Parents _________________________________
_

❏ ❏ Bride and Groom with both sets of Parents ______________

❏ ❏ Groom, Father, Grandfather, Son ________________________

❏ ❏ Bride, Mother, Grandmother, Daughter __________________

❏ ❏ Bride and Groom with both sets of Grandparents ________

❏ ❏ Bride and Groom with various Guests ____________________

❏ ❏ Bride and Groom with special Guests_____________________

❏ ❏ Candid photos of Bride and Groom _______________________

❏ ❏ Candid photos of Guests_________________________________
_

❏ ❏ Apron/Money dance_______________________________
_______

❏ ❏ Release of butterflies_________________________________
____

❏ ❏ Release of birds _________________________________
_________

❏ ❏ Bubble-blowing shots _________________________________
____

❏ ❏ Petal throwing shots _________________________________
____

❏ ❏ Birdseed or Rice throwing shots__________________________

❏ ❏ College friends _________________________________
__________

❏ ❏ Work Associates _________________________________
________

❏ ❏ Close-up of Groom’s hand (ring) under Bride’s hand(ring)

❏ ❏ Outdoor Couple poses _________________________________
___

❏ ❏ Couple kissing _______________________________
____________

❏ ❏ Photo of Invitation and Bouquet__________________________

❏ ❏ Photo of bow tie, Invitation and Boutonniere ____________

❏ ❏ Gift table_________________________________
________________

❏ ❏ Couple opening gifts_________________________________
_____

Departing Reception Shooting Plan

❏ ❏ Decorating “getaway” car ________________________________

❏ ❏ Bride and Groom saying goodbye to guests _______________

❏ ❏ Couple kissing/hugging Parents __________________________

❏ ❏ Bride and Groom walking to getaway car ________________

❏ ❏ Couple waving to guests_________________________________
_

❏ ❏ Couple getting into getaway car __________________________

❏ ❏ Couple leaving in getaway car____________________________

❏ ❏ Couple getting on plane for Honeymoon __________________

❏ ❏ Reception site. cleaning up _______________________________

❏ ❏ Bride’s father with empty pockets _______________________

❏ ❏ Carrying gifts to car _________________________________
____

❏ ❏ Groom’s mother kissing photo of Groom _________________

❏ ❏ Bride’s mother kissing photo of Bride ____________________

Other Poses for Photographs

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

❏ ❏ _________________________________
_________________________

FULL WEDDING PHOTOGRAPHY PLAN
Post Ceremony Shooting Plan, page 3 of 4

Job# ___________ Job Name (bride/groom): _____________________________________ Billing Name: ________________________

Full Wedding: Post Ceremony Shooting  Plan  3 of 4  • ©American Image Press www.aipress.com - (336) 945-9867 IFPO Form F173
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Engagement Photos Shooting Plan
❏ ❏ Engagement photo for newspaper ________________________❏ ❏ Formal engagement photo________________________________❏ ❏ Casual engagement photo ________________________________Bride Shooting Plan Prior to the Ceremony❏ ❏ Bride dressing with Mother's help _______________________❏ ❏ Bride dressing with attendants help______________________❏ ❏ Bride alone, full body shot _______________________________❏ ❏ Bride alone, 3/4 view ____________________________________❏ ❏ Bride alone, head and shoulders shot ____________________❏ ❏ Bride looking into full-length mirror _____________________❏ ❏ Bride looking into mirror, head and shoulders shot ______❏ ❏ Maid/Matron of Honor placing garter on bride ___________❏ ❏ Mother adjusting Bride’s veil_____________________________❏ ❏ Bride with something new, borrowed and something blue❏ ❏ Bride with each of attendant _____________________________❏ ❏ Bride with Flower Girl(s)_________________________________❏ ❏ Bride with Maid/Matron of Honor________________________❏ ❏ Bride with mother _______________________________________❏ ❏ Bride with father ________________________________________❏ ❏ Bride with her mother and father________________________❏ ❏ Bride with grandparents _________________________________❏ ❏ Bride kissed by her father _______________________________❏ ❏ Bride pinning boutonniere on her Father_________________❏ ❏ Bride putting corsage on her Mother _____________________❏ ❏ Bride placing penny in her shoe__________________________❏ ❏ Bride giving ring to Maid/Matron of Honor ______________❏ ❏ Bride windowlight portraits ______________________________❏ ❏ Individual portrait of each person in wedding party______❏ ❏ Bride giving bouquets/boutonnieres to her attendants____❏ ❏ Bride in mirror, finishing touches________________________❏ ❏ Bride leaving for wedding ________________________________❏ ❏ Bride's parents waving __________________________________❏ ❏ Bride's parents wiping tears _____________________________❏ ❏ Bride arriving at ceremony ______________________________❏ ❏ Maid/Matron of Honor wiping Bride’s brow ______________❏ ❏ Maid/Matron of Honor pulling Bride into church/site ____❏ ❏ Picture of Bride entering church/site_____________________Groom Shooting Plan Prior to the Ceremony❏ ❏ Groom dressing with help of Father ______________________❏ ❏ Groom dressing with help of attendants__________________❏ ❏ Groom alone, full body shot ______________________________❏ ❏ Groom alone, 3/4 view___________________________________❏ ❏ Groom alone, head and shoulders shot ___________________❏ ❏ Groom looking into full-length mirror ____________________❏ ❏ Groom looking into mirror, head and shoulders shot _____❏ ❏ Groom with each of his attendants _______________________❏ ❏ Groom with Best Man ____________________________________❏ ❏ Groom with Ring-Bearer _________________________________❏ ❏ Groom with his Mother __________________________________❏ ❏ Groom with his Father ___________________________________❏ ❏ Groom with Grandparents________________________________

❏ ❏ Mother kissing Groom____________________________________❏ ❏ Groom pinning boutonniere on Father____________________❏ ❏ Groom putting corsage on Mother ________________________❏ ❏ Groom shining his shoes _________________________________❏ ❏ Groom giving ring to Best Man __________________________❏ ❏ Groom looking out the window ___________________________❏ ❏ Individual portrait of each person in wedding party______❏ ❏ Groom giving bouquets/boutonnieres to his attendants ___❏ ❏ Groom in mirror, finishing touches ______________________❏ ❏ Groom leaving for wedding_______________________________❏ ❏ Groom's parents waving at groom _______________________❏ ❏ Groom's parents wiping tears____________________________❏ ❏ Groom arriving at ceremony site_________________________❏ ❏ Best Man wiping Groom’s brow __________________________❏ ❏ Best Man pulling Groom into church/site_________________❏ ❏ Picture of Groom entering church/site ___________________
Ceremony Shooting Plan
❏ ❏ Picture of church/site ____________________________________❏ ❏ Usher/Groomsmen seating Parents of Bride______________❏ ❏ Usher/Groomsmen seating Parents of Groom_____________❏ ❏ Usher/Groomsmen seating Bride’s Grandparents_________❏ ❏ Usher/Groomsmen seating Groom’s grandparents________❏ ❏ Photo of Musicians ______________________________________❏ ❏ Photo of Officiating Clergy or Justice_____________________❏ ❏ Groom and attendants waiting for bride's aisle walk ____❏ ❏ Bride, attendants and Escort, about to enter _____________❏ ❏ Flower girl and ringbearer walk down aisle ______________❏ ❏ Bride's attendants walk down the aisle __________________❏ ❏ Maid/Matron of Honor coming down the aisle____________❏ ❏ Bride and Escort walk down the aisle (front shot) _______❏ ❏ Bride and train walking down aisle (back shot) __________❏ ❏ Moment that Bride and Groom meet at altar _____________❏ ❏ Entire wedding party at altar ____________________________❏ ❏ Bride, Groom and Official ________________________________❏ ❏ Entire interior view (wide angle)_________________________❏ ❏ Bride's and Groom's mothers lighting unity candle❏ ❏ Bride and Groom lighting unity candle ___________________❏ ❏ Medallion ceremony______________________________________❏ ❏ Hands ceremony _________________________________________❏ ❏ Religious Ceremony 1 (option) ___________________________❏ ❏ Religious Ceremony 2 (option) ___________________________❏ ❏ Groom placing ring on Bride’s finger _____________________❏ ❏ Bride placing ring on Groom’s finger _____________________❏ ❏ First kiss as man and wife _______________________________❏ ❏ Receiving line ____________________________________________❏ ❏ Guests throwing rice or birdseed _________________________❏ ❏ Guest blowing bubbles____________________________________❏ ❏ Couple leaving for reception______________________________❏ ❏ Parents of couple leaving for reception___________________❏ ❏ Grandparents of couple leaving for reception ____________❏ ❏ Special guests leaving for reception ______________________❏ ❏ Bride and Groom with entire wedding party______________
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