
Deal Memo 
 

Crew Deal Memo 
Daily / Weekly Employees 

 
 
 
 Name:   Position:   
 
 Address:   SSN:   
 
    Loanout:   
 
    Fed ID#:   
 
    Phone:   
 
 
 
Type of Assignment:    Daily:_____   Weekly: _____ 
 
 Start Date:   
 
 Base Hourly Rate:   (NON-EXEMPT POSITIONS) 
 
 Weekly Rate:   (EXEMPT POSITIONS ONLY 
    PARTIAL WEEKS PAID PRO-RATA)  
 Daily Rate:   
 
 
  
 Car Allowance:   (PARTIAL WEEKS PAID PRO-RATA) 
 
 Box / Kit:   (PAID FOR PRODUCTION WEEKS ONLY 
    PARTIAL WEEKS PAID PRO-RATA) 
 Rentals:   
 
 Other Conditions:   
 
    
 
 
IN ACCORDANCE WITH THE IMMIGRATION REFORM AND CONTROL ACT OF 1986, ANY OFFER OF 
EMPLOYMENTIS CONDITIONED UPON SATISFACTORY PROOF OF APPLICANT'S IDENTITY AND LEGAL ABILITY 
TO WORK IN THE UNITED STATES. 
 
 
EMPLOYEE ACCEPTS ALL CONDITIONS OF EMPLOYMENT AS DESCRIBED ON THE REVERSE. 
 
EMPLOYEE SIGNATURE:     UNIT PRODUCTION MANAGER SIGNATURE: 
 
 
 
 
 
DATE:       DATE: 



 
 
 
 
 
 
NO IN-TOWN 6TH DAY, DISTANT LOCATION 7TH DAY, OR HOLIDAY WORK WILL BE PAID UNLESS AUTHORIZED IN ADVANCE BY PRODUCTION 
MANAGER.  NO FORCED CALLS WITHOUT PRIOR APPROVAL OF PRODUCTION MANAGER. 
 
1. Before hire, Employee must provide Company with all documents required by governmental agencies, etc. for Employee to render services, including 
INS Form I-9 and submission of original documents establishing Employee's employment eligibility. 
 
2. All purchases / rentals MUST be approved by the Production Manager before ordered. 
 
3. Petty Cash expenses not accompanied by original receipt will NOT be reimbursed.  Petty cash must be cleared PRIOR to completion of assignment to 
insure timely payment. 
 
4. Employee hereby expressly authorizes the Employer to deduct unsettled incidentals and / or petty cash advances incurred by Employee from the 
Employee's paycheck. 
 
5. Petty Cash expenses incurred prior to or after employment periods will not be reimbursed unless approved by UPM. 
 
6. Employee is responsible for all recoverable items purchased by Employee, to be collected and reconciled with accounting during wrap. 
 
7. Holidays will not be worked and will not be paid. 
 
8. Time cards must reflect hours worked, not hours guaranteed. 
 
9. Time cards must be turned in Saturday in order to insure timely payment. 
 
10. Kit / car rentals will be pro-rated for any partial week worked, and are to be paid for shoot days only. 
 
11. Employee must provide Company with a legitimate itemized list of items being rented in kit or box.  It is the responsibility of the Employee to insure 
all personal property rented by the Company.  The Company assumes no liability for loss or damage to such property. 
 
12. Employees who are driving their own vehicles for production related work are NOT covered under the Company's auto insurance.  If a car allowance 
is given, this payment includes mileage, wear and tear, gas and auto insurance.  Fines and penalties imposed for the violation of parking and traffic laws 
are to be paid by Employee and are not reimbursable. 
 
13. There is no reimbursement for cellular phone calls unless authorized IN ADVANCE by Production Manager.  If agreed to , reimbursement will be for 
actual calls only at a reimbursement rate of no more than $0.45 per minute. 
 
14. Employee is responsible for all hotel incidentals.  Company is responsible for room and tax only. 
 
15. Employees hired on a daily / hourly basis are guaranteed compensation for one day; Employees hired on a weekly basis are guaranteed 
compensation for one week, pro-rated thereafter. 
 
16. Car allowance, box or kit rentals and living allowances in excess of IRS guidelines will be reported as income on the W-2 form and appropriate taxes 
will be withheld. 
 
17. Employee shall comply with all rules and regulations of Company and shall be subject to the direction and control of Company. 
 
18. Company is under no obligation to commence principal photography as scheduled and may advance or delay Employees start date in its sole 
discretion. 
 
19. This is NOT a "Pay or Play" deal.  Company reserves the right to suspend work without compensation during all periods when Employee is unable to 
perform services by reason of physical or mental disability, Employee is in default (i.e. fails, refuses or neglects to comply with obligations thereunder), 
or if an act of God, accident, failure of facilities or other "force majure" event not within the Company's control occurs.  Company may terminate 
Employee's engagement at any time for the foregoing reasons.  Company's only obligation is to pay the unpaid balance of any compensation accrued by 
Employee prior to such termination. 
 
20. Employee shall not engage in activities that might result in conflict of interest.  With the exception of kit rentals and car allowances.  Employees may 
not rent or sell any personal items to the Company without prior approval from the Production Manager.  Employee represents and warrants that 
Employee is not subject to any obligation or disability which would interfere with or prevents the Employee from performing the functions of the job, with 
or without reasonable accommodations. 
 
21. Company is the sole exclusive and perpetual owner for use in any manner of all right, title and interest in and to the results and proceeds of 
Employee's engagement and services, which is deemed a "work made for hire" for Company under U.S. copyright laws. 
 
22. Screen credit is at Company's sole discretion.  If granted name to read as listed on deal memo. 
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