
Video Planning Worksheet
What is the name of your video? (Don’t worry, you can always change this later).

Provide a brief description of the video.

What type of video is it?
• Promotional (1:30-2 minutes)
• Public Information and Awareness (2-3 minutes, <5)
• Educational or Training (5+ minutes)
• Documentation (5+ minutes)

Approximately how long will the video be? (How long will it take to properly relay the message?)

What is the purpose of the video?

Who is the intended audience?

What are your key messages?

What are you trying to accomplish? (What is your call to action?)

What locations will you be shooting in? (Be specific as possible)

Assign production roles.

Director (manages video production):
Writer (formulate the script):
Videographer (makes the storyboards and shoots video):
Editor (main editor of video during post-production):
Technical Expert (guides content of the video):
Assign acting roles.

Role 1:
Role 2:
Role 3:

Location 1:
Location 2:
Location 3:



Communications & Dissemination Plan

Briefly describe the ways in which the people in your target audience(s) access information.

What are some of the challenges or barriers you may face in trying to reach your target audience? How will 
you address these challenges?

Please list your communications goals for your video. These should mirror the key messages and specific 
calls to action you identified in the Pre-Planning Worksheet. (These do not need to be specific or measurable).

What are your specific communications objectives for your video? How will you measure whether or not 
your video has been successful? (Please be as specific as possible about timeframes and measurement meth-
ods. For example, “The objective is to have 10,000 views of our video on our Vimeo page by December 31, 2017,” 
works well because it is clear and concrete).

Here are a few examples of some concrete ways to measure success:
• Number of video views
• Number of shares or likes on social media
• Number of donations made as a direct result of your video
• Number of click-throughs to your website as a direct result of your video

Please refer to the Video Planning Worksheet you completed earlier in the day for the target 
audiences and the key messages.



Will you use any of these online dissemination methods? (Think about your target audience. What types of 
online platforms do they have access to and frequently use?)

Examples
• Youtube
• Vimeo
• Social Media (Facebook, Twitter, Instagram, LinkedIn, etc.)
• Websites
• Blogs
• e-Newsletters

Will you use any of these online dissemination methods? (Think about your target audience. What types of 
offline platforms do they have access to and frequently use?)

Examples
• DVDs
• TV
• Pico Projectors
• Tablets or Smartphones
• Laptops

Do you have a budget line for communications and dissemination? 

Examples
• Advertisements
• Screening Events
• Pico Projectors
• DVDs



When and how will you launch your video?

What actions will you take to ensure your video continues to be viewed after the launch? How long will you 
promote it?

Are there any other considerations or key components of your communications and dissemination strategy? 
If so, list and explain them here.


