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Unit 4 Learning Aim A Report Checklist
	1. Type of Production

	Digital publishing
	





	Print publishing
	





	Use of both formats
	





	2. Finance

	Why finance is important
	





	Sources of finance
	





	Private finance
	





	Public finance
	





	Joint financing
	





	What the money is spent on
	







	3. Logistics

	Organisation of production
	





	Time and deadlines
	





	Facilities
	





	Locations and limitations
	





	4. Personnel

	Editor
	





	Journalists / writers
	





	Photographers
	





	Graphic designers
	





	Creative Director
	




	Contributors
	






	5. Materials (Assets)

	Written content
	





	Images and photographs
	





	Graphics and layouts
	





	Advertisements
	





	Permissions and clearances
	





	6. Legal Issues, Regulation and Codes of Practice

	Copyright and clearances
	





	IPSO
	





	ASA
	





	A2. Formats Used in Pre-Production

	Page mock-ups / layouts
	





	Flat plans
	








	Drafts and image plans
	





	Production schedules
	





	Style guides
	





	A3. Functions of Pre-Production

	Revising and rejecting ideas
	





	Visualising content
	





	Establishing feasibility
	





	A4. Purpose of Pre-Production Documentation

	Legal and ethical compliance
	





	Administrative organisation
	





	Auditing and evidence
	







