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Equality Commission for 

Northern Ireland

Request for Tender Document
Photography services 
February 2011

Project Objectives

The Equality Commission for Northern Ireland wishes to appoint photographer(s)/ photographic agency (s)  to supply photographic services for its press, publications and web work. It is anticipated that the appointment(s) will operate, subject to satisfactory performance, for three years, with provision to extend on an annual basis for a further two years.  The Commission intends to make the appointments based on the three lots detailed below.  

The purpose of this exercise is to seek information which will be used by the Commission to make an assessment of the technical abilities and suitability of applicants for the purposes of identifying suitable contractor(s).  

The work is being offered in three separate lots, you may apply for one, two or all three. 
· Lot 1: Photography of individuals, events, project  launches and creative editorial shots to illustrate the work of the Commission.  These photo-shoots will be co-ordinated by ECNI Officers and we would expect the photographers to work with the ECNI Officer to produce creative shots that make the best out of the photographic opportunities.  We may be giving you less than 24 hours notice and will often need a selection of images from these events in electronic format on the same day.  Photographers should demonstrate within their submission a proven track record of comparable work. In addition, please supply evidence of publication of images supplied in the national, local and weekly press or other media and your knowledge of and contact with a range of picture desks. 

· Lot 2 – Portrait and other photography for publications.  We will need close-ups and distance shots of faces, full-length body shots and action shots of people.  Please outline your experience and submit some individual portraits and group shots in your photography samples. Photographers should demonstrate within their submission a proven track record of comparable work. In addition, please supply evidence of the publication of the images you supply.

· Lot 3 – Portrait photography and photography of events, launches and creative ‘PR’ shots to accompany its news stories as above in areas outside Belfast. We intend to appoint a contractor in the North West, North East, South West and South East.  Tenderers should make it clear which area they cover and provide evidence that they have local knowledge of this particular area.  In addition please supply evidence of publication of the images supplied in the national, local and weekly press or other media and your knowledge of and contact with a range of picture desks.

The Tender Process
For ease of evaluation process, tenderers should submit proposals using the attached forms.  You should present a total cost for each element (including VAT).  In addition you should submit a portfolio, digitally, online, or in hard copy, of your work which you believe would be relevant or similar to the Commission’s work and will support the evidential requirements of the Lot applied for. 
The Commission reserves the right to invite selected contractors to attend interview after submission of tenders.  

We expect to be in the position to make appointments by 31 March 2011.
Requirements




Use requirements forms to show how you meet the following 

A key element of the photography contract will involve working closely with the picture desks in the local press.  Photographers should therefore demonstrate their previous experience in this area.  

Photographers tendering for the above lots must be willing to distribute captions / press releases, supplied by the Commission, along with photographs, to the media. In their portfolio, photographers should provide examples of similar previous work with captions / press releases, photo enhancement work and web-based photography.

Photographers tendering should also be able to demonstrate that they have the technology to save and send images in a variety of formats, including jpgs, for example, from the location of an outside event direct to picture desks.

We are seeking photographers to cover all areas of NI, please show your work/office base.

Use the Information Form to show that the relevant staff meet the following requirements

Photographers should have experience of working successfully with a wide range of people, from visiting VIPs to vulnerable adults, children and people with disabilities.  Confidentiality is also a requirement and photographers will need to show experience of working with sensitive subjects or situations.
Portfolio should demonstrate creativity

The portfolio you submit should reflect the creativity you bring to your work as well as the breadth of your experience. It should also reflect your versatility and ability to provide a range of images suitable for print press, magazines, promotional materials and websites. 
Invitation to Tender

This Invitation is being circulated to a range of photographers and will be placed on the Commission’s website. 

Submission of Response to Tender Documentation

Tender documentation must be received by the specified deadline, 12 noon on Friday 4 March 2011. No late proposal will be accepted.  Proposals may be emailed to communications@equalityni.org or sent via post to 

RESPONSE TO TENDER (Photography)
Communications and Communications Unit
Equality House

7-9 Shaftesbury Square

Belfast

BT2 7DP





Please check that you are returning to us

· the completed requirements form/s
· the rates list/s for one, two or three lots

· information on relevant staff members

· portfolio showing relevant experience

· Tenders may be rejected if incomplete information is given at the time of tendering

· The Commission does not undertake to accept the lowest tender or to pay expenses incurred in the preparation or submission of tenders.

· Once commissioned, all photographs will become the property of the Equality Commission

· The Commission reserves the right to remove selected photographer/s from the list in the event of any serious or persistent problems that cannot be resolved between the photographer/s and the Commission.
Evaluation Criteria 
Tenders will be evaluated using the following criteria:-

· Demonstrable creativity





· Relevant professional expertise and experience as outlined in the Project Objectives and Requirements above.

· Delivery to a creative brief 

· Ability to work effectively with a wide range of people to include similar organisations/picture desks.

· Ability to work to tight deadlines


· Cost 
Freedom of Information Act
Under the Freedom of Information Act, the Commission as a public authority may be obliged to disclose information given by you in this exercise if requested.  

Requirements Form lot 1

Company name:
Contact name:


(for the person/s to be contacted in relation to this tender)

Address:
Telephone number:
Mobile number:
Email:
Website address:

	Requirement
	How you will fulfil this requirement

	Able to provide contact sheets if requested within 4 hours of the job.  
	

	Able to provide images for press, publications and the website.


	

	Able to cover jobs across NI


	

	Can be contacted at all reasonable times


	

	Must have access to courier/delivery service


	

	Must be able to transmit captions/stories with pictures to press


	

	Must have suitable archiving/storage, allowing quick recall of images


	


Other services available for example picture library
	


Requirements Form lot 2

Company name:
Contact name:


(for the person/s to be contacted in relation to this tender)

Address:
Telephone number:
Mobile number:
Email:
Website address:

	Requirement
	How you will fulfil this requirement

	Able to provide contact sheets if requested within 4 hours of the job.  
	

	Able to provide images for press, publications and the website.


	

	Able to cover jobs across NI


	

	Can be contacted at all reasonable times


	

	Must have access to courier/delivery service


	

	Must be able to transmit captions/stories with pictures to press


	

	Must have suitable archiving/storage, allowing quick recall of images


	


Other services available for example picture library
	


Requirements Form lot 3

Company name:
Contact name:



(for the person/s to be contacted in relation to this tender)

Address:
Telephone number:
Mobile number:
Email:
Website address:

	Requirement
	How you will fulfil this requirement

	Able to provide contact sheets if requested within 4 hours of the job.  
	

	Able to provide images for press, publications and  web
	

	 Nominated ‘local’ areas covered  


	

	Can be contacted at all reasonable times
	

	Must have access to courier/delivery service
	

	Must be able to transmit captions/stories with pictures to press
	

	Must have suitable archiving/storage, 
	


Lot 3 –  please include VAT

	Service or item
	Price £ including VAT

	Job fee – per hour: weekdays


	

	Job fee – per hour: weekends/evenings


	

	Mileage charge: weekdays


	

	Mileage charge: weekends, evenings


	

	Cost per jpeg/image file emailed


	

	Digital manipulation/enhancement (per hour)


	

	Re-sizing of image for web use


	

	Courier service


	

	Cost per digital contact sheet (36 images)


	

	Print 8” x 6” 


	

	Print 11.5” x 7.5”


	


Other services available for example picture library
	


Information on relevant staff members

Please copy and complete this form for each staff member who will be working on Commission jobs.
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Please briefly outline relevant experience for each staff member who would be used on Commission work:








Name:						





Experience of working/relationships with picture desks/journalists




















Photographing a range of people























Any formal qualifications/membership of professional or trade organisations
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