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Government of Ras Al Khaimah

ras al khaimaoh tourism development outhoril:g

PR & Communications Department

Standard Operating Procedure - Filming Projects

Date of Issue

1 July 2025

Purpose To ensure a smooth, consistent, and compliant process for managing all
filming projects, internal or external conducted under the authority or in
collaboration with RAKTDA.

Steps | Task Instructions

1 Submit filming request ¢ PR agencies must send the request at least 8 weeks in include:

— Brief about the production

— Company name and description

— Audience and reach

— Deliverables, purpose, proposed dates, and filming locations.

2 RAKTDA review and approvals | RAKTDA PR team to review the scope and align it with internal strategy
and market budget before proceeding.

3 Script Alignment The RAKTDA PR Team to coordinate a call with the producers to align on
the script.

4 Itinerary, Travel, RAKTDA PR team to identify suitable hotel according to the script/TV show

accommodation and
transportation

profile.

e RAKTDA PR team/ PR agency to contact hotel for media stay support
then share full names of all crew members (e.g., director, producer,
camera operator)

e RAKTDA PR team/ PR agency to book flights (passport copies (submitted
after attendance is confirmed).

¢ RAKTDA PR team to develop itinerary covering RAK attractions once
hotels are confirmed.

e Itinerary to be reviewed by PR agency and approved by producer.

¢ Once confirmed, RAKTDA PR Team will proceed with booking activities
and transportation.

Customs & Permits

¢ PR agency must share an email request to RAKTDA team to prepare a
customs clearance letter, based on the submitted equipment list.
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¢ RAKTDA will issue the official letter to support airport customs
procedures.

e Customs permits must be secured by the crew prior to arrival in the
UAE.

¢ All customs-related fees or charges are the responsibility of the crew or
their agency.

Welcome cards and amenities | RAKTDA PR team will prepare personalized welcome cards and gifts for

and gifts the crew and ensure they are placed in their rooms, along with welcome
amenities arranged by the hotel.
On-site support A representative from the PR agency must be present on the ground

throughout the visit to coordinate logistics and keep the RAKTDA PR team
updated. RAKTDA PR team should meet the crew at least once during their
stay.

Post visit The PR Agency is responsible for sending a media visit feedback survey to
the participants after the trip and RAKTDA team to fill in the media visit
tracking sheet for reporting purposes.

Coverage report The PR agency must prepare and share a media coverage report (or
individual emails with coverage) with RAKTDA’s PR team for stakeholder
reporting.
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