SPECIFICATIONS FOR ITE PHOTOGRAPHY SERVICES

1. The Institute of Technical Education (ITE) is inviting quotes for photography services for period of 1 year with option for another 2 years (exercised yearly), for:

1.1. Course and Facilities Photography  – involving students/staff at learning facilities
1.2. Campus Life Photography – involving students/staff

2. Vendors are invited to quote for ITE photography services on a ‘one plus one plus one’ basis (one-year initially with option to extend annually for 2 years, subject to performance)

3. The 3-Year contract period will be from tentatively 1 Sept 2026 to 30 Aug 2028 (Inclusive of optional years)

Important Information to Note 
4. Vendors are to take note of the following important information: 

4.1. The vendor who is awarded the ITQ must be able to fulfil the contractual obligations documented in this ITQ.
4.2. Comply with the specifications documented in this ITQ.

5. All vendors are required to comply with the following critical criteria before the proposals can be considered for further evaluation.

5.1. No debarment status;

5.2. Compliance with Part 1A Instruction for Quotation and Part 1B Quotation Condition of Contract;

5.3. Compliance with all items in Part 2 - Requirement Specifications; and

5.4. Submission via GeBIZ by ITQ closing:

5.4.1. Vendors are required to submit the Unit Price per hour. Quotations with the flexibility of full-day (8 hours) or half-day (4 hours) sessions.
5.4.2. At least 3 sample photographs of recent relevant projects. Photographs are to be submitted as attachments, web-based links will not be accepted.

6. The components of the evaluation weightage are listed in the table below.


	S/N
	Evaluation Criteria
	Weightages

	1
	Price

	50%

	2
	Quality of Portfolio of Photographer recommended for this ITQ: 

Showcase of at least 3 sample photographs of relevant completed works since Jan 2025 that highlight Art Direction, Photo Angles, Composition, Lighting and Colour.

*A score of more than 20% is required to be considered for the award 
	50%

	Total 
	100%









BRIEF

Introduction
1 The Institute of Technical Education (ITE) commissions photography of its courses periodically for marketing purposes. The photographs are intended for a wide variety of audiences, such as but not limited to corporate stakeholders, prospective learners and their influencers (parents and teachers). They should also be of suitable quality for different platforms, such as print collateral, formal reports (e.g. sustainability and annual reports), course booklets/brochures, PowerPoint slides, websites, social media, banners, and out-of-home venues. The Corporate Affairs & Development Division will appoint a vendor to provide photography for selected Pre-Employment Training (PET) and Continuing Education and Training (CET) courses.  

2 ITE will provide a schedule, facilitate access to training facilities and equipment, and provide subjects (students and staff) for the appointed vendor. 

Specifications

3 ITE invites interested vendors to submit quotations for photography services. The photography services cover: 
3.1	Up to 25 individual PET/CET courses (para 4.1) with mood boards for each course. 
3.2	4 concepts for campus life photography (para 4.2) with mood boards for each concept (e.g. aspiration, CCAs, progression, friendship, sustainability etc).
The photography services will be required annually at ITE College Central, ITE College East, and ITE College West. 

4 Interested photographers should have art direction capabilities in capturing the following:

4.1 Course Photography: Showcase of the courses and how ITE students and adult learners engage and interact with each other, with and without lecturers/trainers, in their authentic and vibrant learning environments. Each course should have a good mix of wide and close-up shots, with variety (e.g. having different combinations of students, not just the same two or three students in all the poses; and gender and ethnic diversity). 

4.2 Campus Life Photography: Showcase of the vibrant, joyful student life in ITE that focuses on proposed concepts with ITE students or lecturers, or both, across different locations.

5 ITE will notify the appointed vendor of the shoot date at least one month in advance, before each photoshoot service.

5.1	Within the one-month notification, the appointed vendor must conduct a 1-day recce trip across the three ITE Colleges, accompanied by ITE staff. 

6 The photographer assigned to carry out the work must be the same individual whose sample photographs were submitted and evaluated during the ITQ process. The appointed vendor is responsible for ensuring that the same photographer remains engaged throughout the duration of the contract.

	6.1	Any proposed change, substitution or replacement of the Photographer shall be subject to the prior written approval of ITE. The replacement personnel shall be of equivalent or higher qualifications, experience and competency, and acceptable to ITE

7	Vendors are invited to submit a quotation for weekday photography services for up to 8 days per year (equivalent to 16 half-day sessions). Photography sessions may be scheduled as either full-day (8-hour) or half-day (4-hour) assignments, depending on ITE's requirements. Vendors are required to quote a unit price per hour. The quoted rate shall be inclusive of all costs required to fulfil the services, including recce, transportation, equipment, resources for simple touch-ups of subjects, and any other expenses necessary to meet the specifications. Please note that professional make-up services are not required, and no time will be allocated for make-up. 


Deliverables
8	The appointed vendor has to provide the following services:

8.1 	Pre-shoot: A proposal comprising a concept, mood board – ensuring that all 
 	stakeholders are aligned on the vision and concept before the shoot. 

8.2 	During the Shoot: the photographer will have to capture student or adult learners 
     	interacting with each other and the trainers in their authentic learning 
     	environments. The vendor will be expected to provide art direction and 
     	production supervision on set. 

8.3 Post-shoot: Retouching and cleanup of selected images for ITE’s corporate and marketing purposes, for print and digital media use. The successful vendor must deliver: 
· Eight final, edited photos per course, per year and 
· Eight final, edited photos per concept, per year for campus life photography 
	
Photos are to be in high resolution, at least 300 DPI, JPEG format and delivered within 14 working days from the completion of each photoshoot. ITE’s agreement will be required should there be any changes.

9	Please note that all IP rights are to be transferred to the Institute of Technical Education (ITE). ITE will be providing the talent release form to all our students and staff for the photoshoot. 

10	For queries, please contact:

Ms Ng Ru Yan
Senior Executive/Engagement & Digital Marketing
Email: ng_ru_yan@ite.edu.sg
Tel: 6590 2067
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