ANNEX A- Terms of Reference for Photography Services

A. Introduction to UNHCR

The UN Refugee Agency (UNHCR) has worked in Egypt for six decades. Egypt currently hosts 244,910 refugees as one of the largest urban refugee populations worldwide. Most refugees and asylum-seekers in Egypt are mainly settled in areas within Greater Cairo and the cities of Alexandria and Damietta, usually among other economically vulnerable members of the host community.
UNHCR works closely with international and national organizations and community groups in Egypt to increase support to refugees through different means and in a different range of areas including registration, refugee status determination, protection, education, health and livelihood support. 
In order to portray the situation and challenges of refugees in Egypt, UNHCR engages with dynamic and creative photographers to document the situation of refugees in Egypt. UNHCR would like to contract two (2) companies to provide long-term photography services for UNHCR in line with the following terms of references.
B. Scope of the services, Photo Requirements and Deliverables 

A JPEG format of ALL the edited non-resized photos [minimum resolution: 4256 pixels/ 36.03cms on the longer side; 300 dpi] to be uploaded to SmugMug (link will be provided by UNHCR to the awarded companies) with the relevant metadata, keywords and captions. 
A selection of the best photos to be uploaded to UNHCR global media portal within a maximum of 7 working days after the photo-shoot with the relevant metadata, keywords and captions. 
A minimum of 80 photos to be received per photoshoot. 
Captions shall include the names of the beneficiaries, a short story (2 – 3 lines) and contextual information followed by the copyright information (UNHCR/NAME OF PHOTOGRAPHER). 
Service Providers are expected to cater for their own transportation to cover the event(s). 
The photographer/ companies is/are responsible for providing all the relevant filled consent forms to UNHCR following the photoshoot.  
The Assigned Photographer is responsible for arranging for his/her photography equipment. 
Photography Shots to include 
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Group Shots 
Sponsor Shots 
Motion Shots  
Portrait Shots
Candid shots  
Crowd and overall Shots  
Locations Shots  

Copyrights 
All copyrights of photos are strictly attributed to UNHCR noting the name of the photographer. UNHCR retains the right to alter any final images to meet specific needs of size, resolution or crop ratio as required by specific applications and uses. The selected vendor will not add or embed photos with branding captions or watermark signature on image files provided to UNHCR. The selected vendor will be allowed to use approved images captured for UNHCR for demo purposes only after receiving approval from UNHCR.


Proposal Format

The bidder shall submit a technical proposal and a financial proposal in two separate documents. 
Technical Proposal: The technical proposal should not be longer than five pages and shall include the following information:
1. Executive Summary: Provide an overview of the proposed services, your organization and its ability to be able to provide the services proposed including proof of experience.
2. Examples/Past Projects: Include a summary describing three (3) relevant past projects/ photo-shoots. These examples should include a brief summary of each photo-shoot and a sample of images as used in the final product including captions, keywords and metadata. Should the bidder have an online portfolio, please provide the proper link to view. 
3. Provide a minimum of three (3) references including the name of person(s) who may be contacted, title of the person, email address and phone number and at least two recommendation letters from development/humanitarian organizations.
C. Evaluation and Selection Process 

All applications will be evaluated and rated based on bidder’s demonstrated capability and experience in providing professional photography services to an organization. Applicant’s qualifications will be evaluated and graded by UNHCR using the following criteria:
Technical Proposal (60%) 
1. Proven ability of the company to provide the requested services
2. Past experience working with development organizations or UN agencies in Egypt 
3. Submission of portfolio of past work in the humanitarian/development field meeting UNHCR's aforementioned criteria 
4. Proven experience of at least three years in photography and editing. 
5. Ability to provide 10 photos following an assignment that UNHCR will inform the photographer of by means of assessing the photographer's skills.
Financial Proposal (40%) 	Comment by Pablo Verdu Larrosa: 
[bookmark: _GoBack]The bidder shall fill the Annex C financial form, following table and prices shall be valid until the validity of the frame agreement (December 2020).
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