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A Manager's Guide to Commissioning a Corporate Video
Five easy steps

If you are considering commissioning a corporate video, it is very likely that unless you have done so before, you will want to know something about the process of producing a corporate video and the best way to go about commissioning a production company. 

These guidelines should provide you with information about the production process that will help you to make informed choices regarding your programme and in choosing a production company that will produce a professional programme fulfilling your objectives, and providing you with a valuable investment for the future.

Here are five easy steps to commissioning a successful corporate video:

1.
Setting the Objectives
2.
Writing a Brief outlining your requirements

3.
Setting your Budget 

4.
Choosing a Production Company

5.
Working with the Production Company

Each step is detailed and advise given on how to make the necessary choices whilst avoiding the known pitfalls in commissioning a corporate video.

Step 1 - Setting the Objectives

A corporate video can add value to your business, promoting your services or products, creating new business or assisting in producing an effective workforce and safe environment. It is a cost-effective means of reaching a large audience overcoming the restrictions of geographical placement.

Producing a corporate video is no longer limited to large multinational corporations but is now within the reach of the smallest companies and organisations.

What is the purpose of your corporate video?

The first question you need to consider is what you actually want to use your video for. The exact purpose of your corporate programme will influence the choice of the content, the length and overall style of the programme. Therefore it is essential to decide what you actually require before commissioning your corporate video.

Let us take you through the choices:
●
A video for Exhibitions 


A plasma screen and well-produced promotional video will get you noticed, keep potential customers 
occupied whilst waiting to see you, and overcome the constraints of limited floor 
space and an inhibitive 
environment. Products can be seen in action and skilful manufacture of products demonstrated. 


The video will need to be dynamic, with lively musical backing, titles and animated graphics, in order to 
engage the attention of the audience. It will only be short but often provided on DVD and looped. The 
programme can even be interactive if appropriate to the content.

●
A Streamed Corporate Video for your website

If you would like your corporate video to be easily accessible you can commission a production company to 
produce it specifically for putting on the Internet. It will need to be a short, dynamic programme with 
suitable content for encoding. If you would like your corporate video to be streamed, it is essential that you tell 

Peak Vision TV – Rev 07.02.08









Page 1 of 9

the production company at the beginning of your discussions as a different technique of shooting is 
required if the content is to be streamed than just for putting on a video or DVD.

●
A Promotional Video for potential or existing customers

A promotional video may consist of a range of content, from the different locations at which you are 
based, the process of producing your products, the launching of new products, or testimonials from 
existing loyal customers. The first things you have to do is to decide what message you want to present to the 
target audience and who the audience is.


The duration can vary depending on the message and nature of the content although it is 
advisable to keep it 
as concise as possible therefore making more of an impact on the viewer. The music used and imagery will 
depend on the image you want to portray.

●
A Training Video

A necessary but often time-consuming and costly task of staff training can now be carried out with 
relative ease with the use of a training video. You can ensure your staff are provided with all the necessary 
information presented in a clear, concise manner. This will reduce the time taken in training staff and the 
associated expenses in large organisations.


A training video is often a longer production in order to be able to present the quantity of 
information 
necessary. However, it still needs to be as concise as possible in order to maintain the interest of 
the 
audience and presented in a lively, engaging manner.

●
A Corporate Video of a company event

Often a company wants to capture the event of the year when the guest speaker addresses those present. By 
filming the event you can ensure the whole staff benefits, having a corporate video which can be used 
retrospectively.

What is your message?

Before embarking on the production of your corporate video you need to have a clear idea of your message as the whole production will be built on this message. Every television programme you watch has a very carefully scripted message and uses both sound and vision to communicate it to the viewer. The same applies to every successful corporate video. 

Ideally your message should consist of no more than three points - the simpler the message, the more likely the audience is to receive the message being presented and be won-over by watching your corporate video. You need to decide what objectives you want the video to meet and what exactly you want the audience to get out of watching it.

How will you present this message?

You may already have a clear idea of the content you would like including in your corporate video - for example, you may want to feature a newly developed factory site or a new product, and a number of testimonials from existing customers promoting business relationships with your company.

The production company you commission will most likely have a considerable input in this area - they are the experts in producing corporate videos and can give valuable advice on the content of your programme and the presentation of your message.

Once you have begun to consider some of the requirements for your corporate video it is advisable to write a Brief.
Step 2 - Writing a Brief

A Brief is merely an outline of what you want in terms of a video in which you address the main points that need to be considered. Although you may consider you haven’t got time to write a Brief, just working through the process can save you time and money later. It makes communicating your requirements to a production company so much easier. 
Simply attempt to write down your requirements as discussed below and any other information about your company or other requirements that you would like a production company to be aware of.
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At this stage it is not necessary to have all the answers to what you want in your corporate video - you may well change you mind later but you are merely producing some guidelines. 

When you begin to look for a production company, you may be offered advice on the presentation of the content in your video.  Be open to such advice - be willing to draw upon the expertise offered. Producing a video is an 'art' and is not merely based on technicalities and calculations. 

Here are some of the main points to address when writing a Brief:

●
What is the purpose of your corporate video?

As already discussed in ‘Step 1 - Setting the Objectives’, the first question you need to consider is what you 
actually want to 
use your video for.

●
What is your message?

As discussed already in ‘Step 1 - Setting the Objectives’, you need to have a clear idea of your message as 
the whole production will be built on this. 

●
What is your target audience?

Your target audience may be ‘captive’ as in a training video or you may have to entice them, as in the case of 
an exhibition stand. You may be wanting to promote a new product to existing customers or to widen your 
market-place by reaching prospective customers. If your audience consists of existing customers you may not 
need to provide as much background information as if you are targeting prospective customers who do not 
already have experience of your company. It is 
best to decide on just one category for your target 
audience. If you have more than one target audience you should really be looking to produce two 
programmes possibly with similar content but presented in such a way as to appeal to the different audiences.

●
What do you want the duration of your corporate video to be?

This will be closely related to the purpose of your video and the target audience. However, it is advisable to 
avoid producing a long corporate video unless perhaps it is a training video, in which case it may be 
unavoidable. For example, a video for exhibition use should only be a few minutes long but looped, as viewers 
are not likely to stand and watch for long.  Even for promotional videos are the message needs to be clear


and concise. This way the audience is more likely to sit and watch to the end and therefore more likely to get 
the message than if it is too laboured and drawn out.

●
Do you require a voice-over or presenter?

This will again relate to the purpose of your video. There is little point in having spoken narration if 
your video is for your exhibition stand as it is unlikely to be heard, but on the other hand if your video is for 
sending out to prospective customers you may want a presenter or voice-over.

●
Do you require actors?

It can be an advantage to have actors in front of the camera rather than members of the 
staff who may be 
camera-shy, although you may prefer to have your own employees in your corporate video representing your 
company. You may need to have skilled members of your workforce demonstrating techniques. It really is a 
matter of personal preference and available budget.

●
Do you have any specific music requirements?

There are three main categories of music to choose from for your corporate video:



- commercial recordings of popular or classical music 



- library music 



- music written for your corporate video according to your specifications
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Generally, library music is the most favoured option for a corporate video, the other options tending to be 
more specialist and therefore often requiring a larger budget and more production time. If you want a specific 
piece of commercially produced music you need to make the production company aware 
right from the 
beginning of the process as getting copyright can be time-consuming and costly.
●
How many locations are to be involved?

This is worth considering now from the organisational point of view and also with regard to the price of your 
corporate video which is likely to increase accordingly. Your company may be based on a number of sites and 
therefore it may be essential to the message you want to portray to have 
a number of locations.

●
What is your available budget?

You may not know how much available budget you have for your corporate video at this 
stage but if you can 
come up with a rough figure to include in your Brief you are likely to find 
that production 
companies will often 
do their best to work around that figure. Some companies have online quotation facilities to help give you 
some idea of a realistic budget
for producing a corporate video, 
others you may need to ring in order to get a 
feel of the cost of a corporate video. For more information on setting see ‘Step Three - Setting your 
budget’. 

●
When is your deadline?

Bear in mind that you will need to make allowances if duplication is to be done following the production of the 
master. Ideally you should be allowing at least three months to produce 
your corporate video from the time 
you commission a production company. Your production is likely to have to be scheduled to fit in with other 
productions already in progress and so 
you may have to be flexible when arriving at your deadline. If your 
video is for an exhibition you really ought to start planning for the production of your corporate video well in 
advance of the dates of 
the next exhibition rather than at the last minute.

Hopefully the above points will have been helpful in beginning to work on the requirements for your corporate video. If you still have any questions about writing a Brief please give us a call on 01629 55817.

Step 3 - Setting your Budget
The cost of producing a corporate video can range from as little as £700 to over £70, 000 depending on the specification and therefore if you contact a production company and ask how much a corporate video will cost they are not likely to be able to give you a figure. The cost is dependent on many variables. Before they give you any idea of cost, they are likely to start asking you a lot of questions in order to have something to work on. If you are not prepared for this it can be quite daunting. However, if you have written a Brief before contacting production companies you should be able to give them enough details to enable them to provide you with at least an estimated cost.

How to establish a realistic budget

A guide for establishing your budget for your corporate video would be to consider the value that having your own corporate video would add to your company, your services or products. However, you may feel that this is difficult to ascertain if you have not produced a corporate video before and you may still feel the need for more guidance.

The budget allocated for your corporate video will often depend on the company budget allocated to marketing and therefore you may know exactly what you can afford to spend on your corporate video.

It may save time if, on approaching a production company, you can tell them the allocated budget for the programme. If they know from the onset how much you are able to invest in the project, they will often work around that figure and advise you on how best to meet your objectives whilst remaining within your budget. 

Some companies provide online video quotations without obligation. Using such facilities can be helpful if you need a guide to setting a realistic budget and in making choices about the options available when producing a corporate video such as your music requirements, voice-overs, presenter, actors etc. 
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Keeping within your budget
Once you have decided on a budget you may need to consider carefully the factors affecting the price in order to keep 
within your budget. Some of these factors are listed below: 

●
the number of locations - in order to impress a prospective customer you may want to film most of the 
programme on your main site but also show a number of other sites. However, you may need to take into 
consideration that the more locations there are, the more expensive the production of your corporate video is 
likely to be.

●
a voice-over or presenter - this will relate to the purpose of your video. There is little point in having spoken 
narration if your video is for your exhibition stand as it is unlikely to be heard, but 
on the other hand if your 
video is for sending out to prospective customers you may want a presenter or voice -over. You may consider 
it essential to have a well-known presenter or voice-over in order to present your message but if you merely 
require a talented voice-over or artist regardless of celebrity status this will keep the cost down 
considerably.

●
actors - it can be an advantage to have actors in front of the camera rather than members of the staff who 
may be camera-shy. However, you may need to have skilled members of your workforce 
demonstrating 
techniques. It really is a case of prioritising your requirements in order that you do not compromise the quality 
of your corporate video in order to save money. 

●
titles, graphics and animations - if your video is for exhibition use you are likely to need more in the way of 
titles and graphics in order to enhance the vision often taking the place of a voice-over or 
presenter as the 
impact of your message needs to be visually-based. However, if you are having a presenter or voice-over you 
may be able to keep down the costs when it comes to titles and animations.
●
duration - this will be dependent on the purpose of your corporate video but there is often little need for a long 
corporate video which will cost more. If your production is too long the audience are likely to lose interest, 
whereas a shorter programme which clearly presents the message without losing impact is more likely to 
meet your objectives whilst remaining within your budget.

●
music - do you need a well-known pieces of music that will incur substantial copyright fees, a piece  of music 
written specifically for your production (again taking a large part of your budget) or will a piece of library music 
fulfil your objectives whilst at the same time staying well within your financial limits. This is an area in which 
you do not have to compromise on quality to ensure the overall cost of the production remains within your 
budget.

Beware - do not compromise the quality!

Although you may want to keep within the limitations of your budget and may find it necessary to consider above points carefully, there are areas of the production of your corporate video in which you should not compromise. A key area in which you should not compromise is the "script".

The script is the most important document produced by the production company as it provides the core upon which the whole production process is based. It will be used throughout the whole production being the most important source of reference. 

The most widely used form of script for corporate video is the 'two-column script' one column containing the visual elements of the video and the other column for the audio content and dialogue. This clearly shows how the programme will be developed. 

A script can also be of great importance to you as it provides you with a point of quality control. You will be able to refer to it to ensure you are getting the corporate video that you have commissioned. 

Occasionally a production company may suggest that a script is not necessary for the production of a corporate video and merely supply you with the narration. The lack of structure resulting from working without a script can add considerably to the production and editing time and therefore can actually cost you more in the long term.

Once you have a Brief and know what your Budget is you need to choose a production company to produce your corporate video. This can be a rather daunting task and so we have put together some tips for choosing a video production company.
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Step 4 - Choosing a Production Company

Hopefully, by the time you begin looking for a production company to produce your corporate video you will have set the objectives for your video, you will have written a Brief and you will have a Budget to work to. 

You now need to choose a video production company that will produce a professional production, fulfilling your objectives, and providing you with a valuable investment for the future. This can be a rather daunting task, each production company claiming to be the best, but in reality providing a vast range of services and all quoting a variety of prices. This is because producing a programme is an 'art', each production company having their own ideas on how best to meet your objectives. You may be quoted for a simple but very effective programme at a very affordable price, or an elaborate programme with lots of animated graphics, special effects, a well-known presenter, exotic locations etc. with a large price tag.
If you can provide each production company you consider with a Brief, it should ensure that you will be quoted for a video with your specified requirements. If you give the production company an idea of your budget then it may also save you time dealing with quotations that are out of your price range. Having taken these steps should make your choice easier. 

Here are some points to consider when choosing a video production company:

●
Does the production company have a set of standards to which they work? 


If you are investing in a corporate video to promote your company, services or products,
you should be 
insisting on a production of the highest quality. Therefore, it is worth considering the standards to which the 
production companies work and the Codes of Practice adhered to. Production companies that also work in 
broadcasting will be familiar with broadcasting standards and are likely to adopt them in all of their 
productions. They will used to monitoring the quality of both sound and vision throughout thus ensuring a 
programme of broadcast standard. As your video will be used on a wide range of televisions, plasma screens 
etc. you will require a programme with as much portability as possible. A video produced with such monitoring 
will be more accurately 
reproduced and result in a higher level of consistency in colours and superior sound 
quality, without 
distortion, when played on a variety of television sets and screens.
●
What sort of equipment will be used for your corporate video?

Some production companies are kitted out for broadcast work and therefore only use professional broadcast 
equipment for all of their productions. Their cameras will be of the standards required by the large 
broadcasters, and they will be used to arriving at a location and setting up lighting and audio equipment prior 
to filming. Others will arrive with a small hand-held camcorder, and no lighting or audio equipment and 
therefore will be unable to match the quality of images or sound of the broadcast production company. 


The camera - Due to sheer number of cameras available it is becoming increasingly difficult for the 
client to know the difference between a camera suitable for creating a home movie and a 
professional camera 
suitable for enhancing your corporate image. As a guide 
you should expect a suitable camera to be  
shoulder-mountable, having a removable and interchangeable lens and digital picture processing, 
recording onto either DVCAM or Digi-Beta tape. Such a 
camera will have a larger focal plain (capturing a 
higher resolution image) and a proper optical lens. The sound quality will also be far superior to that of a small 
hand-held camcorder.


Lighting - Some production companies will not bring any lighting with them or just use an on-camera light. 
They will be completely dependent on existing lighting and daylight. The quality of their work is likely to suffer - 
even if the lights in a room are bright, they are often produce the wrong colour temperature and can seriously 
effect the quality of the images filmed. Other companies will bring a range of professional lighting with them 
and will plan for the day of the Shoot allowing sufficient time to set the lighting up in order to produce much 
crisper, cleaner images, thus producing a video of a superior quality.


Widescreen 16:9 - You have a choice of aspect ratio in which your corporate video can be produced, either 
4:3 (standard television) or widescreen 16:9. Today, when investing in a 
corporate video you ought to be 
making sure it is widescreen from the onset (now demanded by 
most UK Broadcast Companies, widely used 
at exhibitions and increasingly used in the home). In order to achieve this it is necessary for widescreen to be 
supported throughout the production process, starting with the camera. The format of the camera's CCD chip 
needs to be widescreen, 16:9, in order to capture a true widescreen image. It is sadly possible to use 
letterbox formats or 'cropping' to stimulate widescreen resulting in substantial loss of picture quality and a 
drop in resolution. 
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●
What will the production process consist of ?

Check what the production company is really providing as part of their service in making 
your corporate video 
as this can vary greatly from one production company to another.


The Script - Occasionally a production company may suggest that a script is not necessary for the 
production of a corporate video and merely supply you with the narration. The script is the most important 
document produced by the production company as it provides the core upon which the whole production 
process is based. It will be used throughout the 
whole production being the most important source of 
reference. The lack of structure resulting from working without a script can add considerably to the production 
and editing time and therefore can actually cost you more in the long term. 


The most widely used form of script for corporate video is the 'two-column script' one column containing the 
visual elements of the video and the other column for the audio content and dialogue. This clearly shows how 
the programme will be developed. 


A script can also be of great importance to you as it provides you with a point of quality control. You will be 
able to refer to it to ensure you are getting the corporate video that you have commissioned. 


If the production company tries to persuade you that a script is not necessary, then it would be advisable to 
keep on looking for a production company.


 The Storyboard - this consists of a series of sketches based on the script and visually depicts where talent 
and props should be and the flow of action. 


The development of a storyboard is not essential in the production of a corporate video, and time and budget 
often prevent it - developing a storyboard is a very time-consuming task. 
However, when a storyboard is used 
it provides a working document which can be referred to 
when developing the shooting script and even when 
setting up props and organising talent on location.

●
Request a show reel or samples from the production company

As every corporate video is unique, it is advisable to ask the production company of your 
choice for a show 
reel or samples of their work. Although it is very unlikely that you will see 
anything the same as you require, it 
should give you a good idea of the competency and expertise of the production company to produce a 
professional production.


Do be careful when you request a show reel or samples of work by the production company to ensure that it is 
representational of their standard of production - a show reel is sometimes produced by freelancers and they 
may well not be working for the production company when your video is produced. Occasionally, the show 
reel may even have been brought in specifically for sending out to potential customers and therefore is not 
even produced by any one working for the production company. 


Some production companies do not send out show reels as standard procedure but once 
involved in 
discussing your requirements for a corporate video will more  than happy to provide you with samples of their 
work. 

●
Can you keep within your budget?

When considering which production company to choose, you may well be quoted a range of differing figures. 
Be careful not to go purely for the most competitive price but do make sure you know what you are getting for 
your money. 


Insist on a breakdown of the budget before signing a contract. If you are not satisfied with the figure quoted it 
is always worth trying to negotiate with the production company. There may be the possibility of some 
discount or reduction in the costs.


Shop around to find a production company that you are convinced will produce a high quality production with 
competency and expertise, even if it is not the cheapest. 
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●
Arrange to meet the producer to discuss your requirements

Not only should this meeting be very informative for you, but you also will get the 
opportunity to see if you can 
work with the production company, particularly if you meet with 
the people who will be working with you on 
your corporate video. 

●
Check on copyright awareness

You should check that the production company is familiar with the copyright law in order to avoid any risk of 
implication to your company for use of material without clearance.


Prior to commissioning a production company, you should also consider what rights you 
wish to 
retain and 
which rights you will agree with the production company retaining. If the rights are not mentioned in the 
contract, then technically the production company retains the rights to all 
footage. Sometimes the production 
company will retain rights to all unused material and pass the rights to the finished programme to you, apart 
from any library footage used. Occasionally, a production company may request to retain the rights to use 
your finished product in their show reel for promotional purposes. 

●
Is the production company insured?

Check that the production company has the necessary insurance cover before commencing work on your 
premises. They should be able to provide you with written proof. 

●
Does the production company have a Health and Safety Policy?

Check that the production company has a Health and Safety Policy and that they are prepared to 
comply with 
your company Health and Safety Policy whilst on the your premises. 

What happens when you have chosen your video production company? 

This will vary from one production company to another - some production companies will expect you to be very involved throughout the production process whilst others respect that your existing commitments may not allow this. However, it is in your interests to work with the production company where necessary.
Step 5 - Working with the Production Company

Initial meeting

During this meeting your requirements for a corporate video will be discussed in detail covering the areas discussed in Setting the objectives, Writing a Brief and Setting your Budget. The production company will most likely take this opportunity to find out as much information as possible about your company and may be interested in company logos, graphics used on literature which may be used in the video to enhance your corporate image and contact details of those who will need to be involved during the production process.

This meeting may provide you with the opportunity to meet the people who would be working on your corporate video if the company is commissioned to do so. You will be able to check that you would feel happy to work with this production company to achieve your objectives and confirm the competency of the production company to produce a quality programme to promote your company, products or services. 
Treatment and Budget

Following this meeting the production company will usually put together a 'Treatment' or 'Proposal', outlining the objectives of the programme, the means of achieving the objectives, and a Budget. (In some cases, a proposal will have been drafted as part of the quotation process.) From this initial document it should be possible to see how the programme will work. You will have the opportunity to suggest any changes and additions to ensure you are happy that it will meet your objectives. 

Signing the Contract

Once you are happy with the Treatment and Budget, the video production company should provide you with a written contract to be signed before any further progression of the project. This agreement should include copyright ownership, time-scales, details of costs, any additional costs and payment terms. Payment terms vary from one 
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Producer to another, but it is generally accepted that a third of the total budget is paid on acceptance of the Treatment, one third either prior to, or immediately after the shooting, and the final third on acceptance of the finished programme.

The Production of your Corporate Video

The degree to which you will be involved in the production of your corporate video will be dependent on how much you wish to be involved and the production company of your choice. This may be something you would want to discuss during your initial meeting with the production company. 

However, a production company usually appreciates having a contact with whom they can keep in touch regarding the progress, the scripting, scheduling of key stages in the production and the making of internal arrangements with regard to the Shoot and locations.

You will usually be shown a 'Rough Cut' for your approval (a rough version of the corporate video with music, sound effects, animation and voice-over). You will usually be invited to suggest any small changes at this stage before the 'Final Cut' is produced. 

All the best!

We wish you all the best in commissioning your corporate video. We hope this Manager's Guide has been informative and helpful and that your corporate video is a great success. 

If you still have any questions about commissioning a corporate video, please give us a call on 01629 55817 or see our website at www.peakvisiontv.co.uk.
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