Instructions to state agencies:
When it comes to hiring a photographer for a photo shoot, you have two options -- and therefore two ways you can use this form. 
Option 1 / Master-Contracted Photographers: Submit this form to one, several, or all of the photographers currently under Master Contract with the State of Vermont. The Chief Marketing Office holds “Master Contracts” with several photographers. You have the ability to use one of those Master Contracts, and the pre-negotiated rates and service terms that go with it, instead of crafting your own set of contracting documents just for your photo shoot. This time-saving process can allow you to go from “I need some photos” to a completed photo shoot in a matter of days, depending on photographer availability. 
If you choose to use one of the Master-Contracted Photographers, please make sure to include the ‘ACCD Master Contract number’ for the photographer you choose in the header portion of this form. The ‘VISION Vendor number’ and ‘Agency or Department Generated SOW number’ are optional, and can be provided by your business office. 
For complete instructions on using Master Contracts (including Master Contract numbers), visit: http://cmo.vermont.gov/photographers
Option 2 / Pre-Qualified Photographers: Submit this form to several photographers on the state’s list of pre-qualified marketing vendors. This pre-qualified vendor list, maintained by the Chief Marketing Office, gives you more options for photographers whose work has been reviewed and vetted for state marketing projects. However, these pre-qualified photographers are not under a current contract with the state. Therefore, you will have to draw up your own contract documents once you have selected the photographer you’d like to work with. Note that the contracting process can take up to 4-6 weeks. 
For a list of pre-qualified marketing vendors and their contact information, visit: http://cmo.vermont.gov/vendors_prequal
The vast majority of state photo shoots will have budgets less than $15,000, so you’ll be following the “simplified bid process” whether you choose Option 1 or Option 2. In other words, the Statement of Work form with this Attachment A: Photography Work Request Form is all you need to complete in order to solicit proposals from photographers (no need to go through a full, formal bid process). Once you have completed this form, you can distribute it via email to the master-contracted or pre-qualified photographers you would like to invite to work on your project. 
In all cases, you must email a copy of this completed form to the Chief Marketing Office at marketing@vermont.gov before you send it to any photographers. The CMO will respond as soon as possible with approval and/or suggestions. (For example, the CMO may be aware of other state agencies needing similar photography, and may suggest a shared photo shoot under a cost-sharing arrangement.) 
If you have questions, please call Heather Pelham, Chief Marketing Officer at 477-2727.

Instructions to photographers:
Review the request on pages 2 and 3, then complete your response on the bottom of page 3.
Project:	[Enter Project Title]	Release Date: Click here to enter a date.
		Response Due: Click here to enter a date.
Agency/Department
Name:	Click here to enter text.	Contact:	Click here to enter text.
Address:	Click here to enter text.	Contact Phone:	Click here to enter text.
	Click here to enter text.	Contact E-mail:	Click here to enter text.

Project Details
Event Date: Click here to enter a date.	Event Time:	Click here to enter text.
If this shoot doesn’t need to happen on a specific date or time, leave blank.
Shoot Location: Click here to enter text.
Is this shoot weather-dependent?  Yes ☐  No ☐
If yes, what if the weather doesn’t cooperate on the event date?: Click here to enter text.
Deadline for processed images: Click here to enter a date.
Any Budget Comments/Restrictions/Incentives?
Click here to enter text.
Photo Types Requested
	
	Need
	Want
	Optional
	Don’t Need


	Models*

	☐	☐	☐	☐
	Candids*

	☐	☐	☐	☐
	Adults*

	☐	☐	☐	☐
	Children*

	☐	☐	☐	☐
	Action*

	☐	☐	☐	☐
	Scenic

	☐	☐	☐	☐
	Architecture

	☐	☐	☐	☐
	Animals / Wildlife

	☐	☐	☐	☐
	Studio Setting
(Head Shots, Products)

	☐	☐	☐	☐

*Release forms are required for any people appearing in photos.
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Statement of Work / Marketing Firm Work Request Form
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Attachment A: Photography Work Request Form

Page 3 of 3
ACCD Master Contract #: ___________
VISION Vendor #: ___________
Agency or Department Generated SOW #: ___________


[bookmark: _GoBack]Additional Notes
Detailed description of images needed: Click here to enter text.
How will these images be used? (Brochures, websites, videos, editorial requests, etc): Click here to enter text.
Any planned uses with specific resolution, layout or orientation constraints? For example:
☐ Large trade-show displays		☐ Video cutaways		☐ Web banners
☐ Other / Please specify: Click here to enter text.
Any sensitive themes, subjects or intended uses that require special treatment? Click here to enter text.

PHOTOGRAPHER RESPONSE
Firm Name:	Click here to enter text.	Contact:	Click here to enter text.
Address:	Click here to enter text.	Contact Phone:	Click here to enter text.
	Click here to enter text.	Contact E-mail:	Click here to enter text.
General response (questions/suggestions/comments/concerns): Click here to enter text.
Estimated Costs:
Shooting Time: Click here to enter text.	Rate: Click here to enter text.   	Total: Click here to enter text.
Processing Time: Click here to enter text.	Rate: Click here to enter text.  	Total: Click here to enter text.
Does this project, as described, qualify for a ☐ day rate or ☐ half-day rate? 
If not, is it feasible that this project could qualify for day rate or half-day rate with minor adjustments? 
If so, please elaborate: Click here to enter text.
Additional anticipated expenses (mileage, materials, etc): Click here to enter text.
Total Estimated Project Cost: Click here to enter text.
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