Proposal for

Event Documentation for PACS district CBO conclaves through images, reports and video
Please submit the proposal in the format as provided below. 
Mark which media you are able to deliver (in line with the Scope of Work):
	Photography
	

	Event document
	

	Videography
	


1. Individual/Organisational Details
	1.1
	Name of the organisation (Lead Organisation)
	

	1.2
	Address (Regd. Office)
	

	1.3
	Address (Administrative Office)
	

	1.4
	Contact Name
	

	1.5
	Contact Telephone Number
	

	1.6
	E-Mail Address
	


2. Registration Details 
	2.1
	Type of Registration
	

	2.2
	Registration No. (if applicable)
	

	2.3
	PAN No. of the Individual/Organisation
	


3. Financial Details (for last 3 years)
Organisation’s annual turnover for the last three years: (not applicable for Individuals)
	
	Year 


 
	Annual Turnover

	3.1
	2013-14
	

	3.2
	2012-13
	

	3.3
	2011-12
	


4. Work Experience
Please provide a note stating the organisation’s/individuals experience developing reports/ photo stories/ videos/photographs, field travel, technical competence and expertise (not more than 2 pages). In addition, for each of the media ticked above, please include specifics on:
· Experience of report writing, interviewing individuals and repurposing content 

· Experience of developing properly formatted print ready documents

· Experience of taking photographs, narrating stories through photographs and captioning

· Experience of interviewing key individuals and on using of high quality filming and editing equipment and developing effective videos with proper background music, graphics and subtitling.

4.2 Evidence of similar assignments 
For each media that you have ticked (above) please provide at least two pieces of evidence of similar assignments that have been executed successfully by the organisation in the past five years providing links to online evidence where possible. The following format should be used: 
· Media Type (e.g. video, photo, event reports, case studies)
· Project Title
· Project Summary (100 words max)
· Link to evidence (where possible) 
4.3 Capability Statement 
Please attach a Capability Statement illustrating your skills and ability to provide the service under this Terms of Reference (not more than 1 pages)

4.4 Timelines and Budgets
Please provide the timelines and budgets for each of the media separately that you have ticked (above). The budget should be divided into personnel cost and detailed itemised post production cost. In case of event documentation please provide itemised designing and development cost. The budget should be provided in a detailed excel sheet.
