Production Company – Title of Production
Contact Person
Contact Information

(Date of Creation)

Hello Charleston Businesses & Residents, 
(Introduction of your role and the name of the production you are working on. Give an explanation or short synopsis as allowed by the production company.)
We will be filming at (location) on (date) from approximately (start time) to (end time). We will be filming (interior or exterior) scenes. 
(Also describe when you are prepping a location and striking a location. Include dates and times with this as well.)
Restricted Parking (if applicable) will be on the following streets:
(Date and Time) (Describe the restricted parking area. Include a map when possible.)
Street or sidewalk (if applicable) closures will be on the following streets:
(Date and Time) (Describe street or sidewalk closures and traffic control plan if applicable. Include a map when possible.)
Our group will consist of (number of crew and talent) people. (Explain where crew and support vehicles and base camp will be located if affecting the sidewalk or street. Nearby on private property is considered an acceptable explanation.)
We have applied for a Film and Photography Permit with the City of Charleston. In accordance with City requirements, we are notifying all impacted neighborhoods. We realize that our production company is a guest and as we work in your city we will be mindful of surrounding businesses and residences.
If you have any questions or concerns about this project please call or email us using the contact information below.
Thank you,
(PRINT NAME)
(ROLE)
(Title of Production)
(PHONE NUMBER)
(EMAIL)
