
 

 

Terms of Reference for a Professional Photographer      

 

A. Preamble: 

Erasmus+ is the new EU programme for Education, Training, Youth and Sport for the programming 

period 2014-2020.  

This new programme spans over seven years, during which it will seek to tackle unemployment by 

reducing the skills gap, empower young people to actively participate in democratic life, systematic 

reforms leading to cooperation through various instruments, and the potential of Europe’s human 

and social capital through lifelong learning. Moreover the Programme shall support the EU in 

reaching its Europe 2020 Strategy and its flagship initiatives, namely Youth on the Move and the 

Agenda for New Skills and Jobs, the ET2020 Strategy along with the European Youth Strategy and the 

EU external action.  

Erasmus+ main objective is that of providing opportunities in the fields of education, training and 
youth.  

General description and aim: 

To further assist the European Union Programmes Agency (EUPA) in its Erasmus+ promotional 
activities, the Agency is seeking the services of a professional photographer to develop a portfolio of 
images which will include: 

- Learners: students, trainees, apprentices, pupils, adult learners, young people, volunteers,  

- Staff: professors, teachers, trainers, youth workers, professionals in the field of education, 
youth and sport. 

 The photography will then be used for the Agency’s promotional material which it will be producing 
throughout the Erasmus+ lifecycle.  

The aim is that of producing high-resolution photographs that can reflect the individuals or group of 
individuals, in their study/work place, as per above. 

 

B. Process and related tasks:  

The service provider will be responsible for the overall coordination of the production process 
(arranging shooting: locations, persons to be photographed, light, logistics etc), shooting and post-
production.   

 



C.  Delivery format: 

TIF, PSD (high resolution for printing) as well as in jpg (low resolution for website use). 

A set of 50 photos depicting images of individuals/groups of individuals as mentioned in Section A 
are required.   

 

D.  Profile of service provider: 

- Should be able to take over the shooting of relevant photographs;  

- Should give creative input to the overall photo shooting; 

- Provide the technical equipment needed for the shooting and editing including cameras, etc; 

- Provide adequate lightening systems including camera light as well as any additional light 
equipment deemed necessary 

 

E.  Costs: 

The contract to be awarded to the selected service provider shall be concluded on the basis of a 
lump sum for the photo production as described above. VAT should be included. 

Maximum allocation: €2,000 + VAT 

 

F.  Conditions to be respected during the contracting period: 

The service provider will work in permanent contact with the EUPA Communications Unit. 

The information collected and analysed is subject to a data privacy clause. Upon delivery of the 
photo materials, all records shall pass into the exclusive ownership of the EUPA, including all use and 
distribution rights connected to this. 

 

G. Deadline for submission of expression of interest: 

Date:  Not later than noon of 28th March 2013  

Expression of interest together with the photographer/company’s CV, digital examples of work and 
list of technical materials to be used by the service provider is to be sent to 
procurement.eupa@gov.mt 

The price proposal should indicate the total amount, taking into account all relevant expenditure 
necessary for the delivery of requested services. 

Prices shall be quoted in Euro and shall be inclusive of duty, VAT, delivery and all other charges and 
taxes. 
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In submitting quotation, interested service providers will be submitting their best and final offer. 
Bidders are deemed to have taken into account all that is required for the submission, including its 
correctness and completeness and that they have included all charges in their rates and prices. 

An acknowledgment or receipt of quotations will be sent to bidders within two working days by 
email. Clarification queries, duly posted in writing by electronic mail will be received up to 2 days 
before the deadline of receipt of the proposals as per date stipulated above. 

 

H. Evaluation of Quotations: 

The entire evaluation procedure is confidential. The Evaluation Committee’s decisions are collective 
and its deliberations are held in closed session. The members of the Evaluation Committee are 
bound to secrecy. 

The Evaluation Committee will verify that the bids are in compliance with the requirements and will 
then rank the bids based on lowest cost.  

Bidders have to include all requirements mentioned in the sections above. Non compliance to 
requirements will automatically result in ineligibility of bid.  

In the interest of transparency and equal treatment and without being able to modify the submitted 
quotation, the bidder may be required, at the sole written request of the Agency to provide 
clarifications. 

EUPA reserves the right to conduct an interview with the bidder to assess the bidder’s experience 
and approach to the delivery of the requirements. 

If the quotation submitted by the first ranked bidder complies with the requirements, the bidder will 
be recommended to be awarded the contract. 

I. Award: 

This Call for Quotations shall be awarded on the basis of the lowest price offered compliant with all 
the requirements. Notification of award will be disseminated by e-mail. 


