
Standard Operating Procedure: Upload 
Instructions for CP’s 

 

1) Open the upload link 
1.​ Open the Google Drive link we sent you in the “Upload Instructions” email. 

 
 

2.​ If you cannot access it, call Post-Production at (415) 275-1092 (Mon–Fri, 
9am–6pm CT). 

2) Locate the folders 
1.​ 1.Inside the main project folder you will find: 

a.​ Raw Footage and/or Raw Photos 
b.​ Screenshots 

 
 
 



2.​ If there are multiple shooting days, please create (or place content into) 
subfolders per day inside Raw Footage/Raw Photos. 

a.​ Example:​
- Raw Footage → Day 1​
- Raw Footage → Day 2​
- Raw Photos → Day 1​
- Raw Photos → Day 2 
 

 

3) Upload the files to the correct folders 

b.​ Video files → place in Raw Footage (or in Day subfolders). 
c.​ Photo files → place in Raw Photos (or in Day subfolders). 
d.​ Proof screenshot → place in Screenshots. 
e.​ Rules: 

i.​ Do not upload ZIP/RAR or compressed archives. 
ii.​ Keep original filenames (do not rename). 
iii.​ Upload in batches if your connection is unstable. 
iv.​ Screenshots are a MUST. If you are unsure how to take or upload 

them, please refer to the Screenshot Upload Instructions 
provided. 

4) Deadline 
1.​ All content must be uploaded and complete within 48 hours (2 days) after the 

event. 

5) File count verification (your responsibility) 
1.​ You must ensure no files are missing: 

a.​ Count your local files (per card/camera/day). 
b.​ Compare the count with what appears on Drive. 
c.​ Take a screenshot of your local folder showing the total file count. 
d.​ Upload this screenshot to the Screenshots folder. 
e.​ Do not delete your local copy until we confirm everything matches. 

6) Prohibited formats 
1.​ The following are not accepted for delivery (unless specifically requested by 

Post): 



 
●​ BRAW (Blackmagic RAW) 
●​ RED R3D (RED RAW) 
●​ ARRIRAW 
●​ ProRes 4444 XQ 
●​ CinemaDNG 
●​ DNxHR 444 
●​ AVI Uncompressed 
●​ QuickTime Animation 
●​ JPG (as a photo deliverable – exception: proof screenshot is allowed in 

JPG/PNG) 

7) Accepted formats 
●​ Video: MOV/MP4 (H.264/H.265), ProRes 422/422 LT/422 HQ, 

DNxHD/DNxHR 422. 
●​ Audio: WAV/BWF (48 kHz, 24-bit). 
●​ Photos: Camera RAW (CR3, NEF, ARW, DNG). 

8) Quality & integrity checks (before uploading) 
1.​ Spot-check that files open and play (no corruption). 
2.​ Ensure you are uploading the camera originals (not proxies, unless requested). 
3.​ Maintain card structure when possible (DCIM/PRIVATE/etc.) to preserve 

timecode and metadata. 

9) Optional but highly recommended: Editing Notes 
●​ Whenever possible, please include a simple Editing Notes document to help 

the post-production team understand the footage. 
●​ Format suggestion:​

- Title: Editing Notes – [Date]​
- Columns: Clip – Description – Notes (Camera/Audio/Context) 

●​ Example (shortened): 
 



 

10) Final confirmation 

Once uploaded, send a text message (not email) confirming: 

●​ Total number of files uploaded (per Raw Footage/Raw Photos/day). 
●​ That counts match your local copy. 
●​ Any issues or missing files. 
●​ Example:​

Hi! The upload process is completed. 
●​ Raw Footage: 152 files (Day 1), 97 files (Day 2) 
●​ Raw Photos: 320 files (Day 1)​

 Counts match my local copy and the screenshots (152, 97, 320).​
 No issues, all files uploaded. 

11) Support 
●​ Access/login issues or urgent questions: (415) 275-1092 (Mon–Fri, 9am–6pm 

CT). 
●​ Outside those hours, reply to the email thread and we’ll assist ASAP. 
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