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VIDEO PRODUCTION
REQUEST FOR PROPOSAL TEMPLATE
Enterprise & Public Sector Procurement
AI PROMPT-READY EDITION

	Issuing Organization
	[ORGANIZATION NAME]

	RFP / Solicitation No.
	[RFP NUMBER]

	Project / Campaign Name
	[PROJECT / PROGRAM NAME]

	Issue Date
	[DATE]

	Proposal Due
	[DATE / TIME / TIME ZONE]


Free professional template provided by Just Animations®
Customize with your procurement, legal, creative, communications, accessibility and risk teams before release.
If you require assistance with custom RFP writing services and preparation, Request a Quote / Submit an RFP
This template is a procurement-planning resource and should be adapted to the issuing organization’s policies, applicable law, intellectual-property requirements and contracting rules.


[bookmark: howto]How to Use This Template
This template is designed for enterprise and public-sector procurements involving professional video production, corporate video, public-information video, interviews, testimonials, training content, campaign video, event coverage, product video, documentary-style content and hybrid live-action/animation production. It is a professional starting framework—not legal advice or a substitute for the issuing organization’s approved procurement documents. Customize it to the applicable jurisdiction, procurement method, delegated authority, accessibility obligations, intellectual-property requirements, security/privacy needs and internal policies before release.
Use the document as a structured starting point. Bracketed fields should be completed with verified organizational information before release. Requirements that do not apply should be removed rather than left ambiguous.
	IMPORTANT — PROCUREMENT ADAPTATION
Public-sector and regulated organizations may be subject to entity-specific procurement rules, public-records obligations, accessibility requirements, insurance requirements, security/privacy controls, intellectual-property clauses and approval procedures. Treat this document as a professional framework and complete procurement/legal review before issuing the final solicitation.



	AI DRAFTING INSTRUCTION
Use only verified source materials supplied by the organization. Do not invent project objectives, runtime, budget, dates, filming locations, production style, crew/equipment requirements, talent, mandatory requirements, evaluation weights, legal terms, accessibility obligations, brand standards or approval authorities. Preserve unknown items in brackets and mark them REQUIRES HUMAN INPUT.



Recommended workflow:
1.  Confirm the communication problem, target audience, intended use, distribution channels, anticipated filming needs, desired runtime and available budget.
2.  Inventory existing scripts, brand guidelines, locations, footage, photography, graphics, music, releases, interview subjects, source files, references and prior videos.
3.  Decide which services are mandatory, optional, phased, or vendor-recommended.
4.  Complete the Scope of Work, creative requirements, deliverable specifications, pricing schedule and evaluation model before publishing.
5.  Conduct procurement, legal, accessibility, communications/brand, privacy/security and finance review as applicable.
6.  Release the RFP with a defined bidder question period and addenda process.
7.  Evaluate proposals only against the published criteria and documented procurement rules.
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[bookmark: s1]1. Procurement Administration
	AI DRAFTING INSTRUCTION
Insert only approved procurement contacts, dates, submission channels and solicitation rules. Never infer a deadline or procurement method.



	FIELD
	INFORMATION

	Issuing Organization
	[ORGANIZATION LEGAL NAME]

	RFP / Solicitation Number
	[RFP NUMBER]

	Project Name
	[PROJECT NAME]

	Procurement Contact
	[NAME / TITLE / EMAIL]

	Business / Creative Owner
	[NAME / TITLE]

	Issue Date
	[DATE]

	Questions Due
	[DATE / TIME / TIME ZONE]

	Proposal Due
	[DATE / TIME / TIME ZONE]

	Submission Method
	[PORTAL / EMAIL / OTHER]



1.1 Procurement Schedule
	MILESTONE
	TARGET DATE
	NOTES

	RFP issued
	[DATE]
	

	Optional bidder conference / creative briefing
	[DATE / N/A]
	[Virtual / in-person / optional / mandatory]

	Bidder questions due
	[DATE / TIME / TZ]
	

	Responses / final addendum
	[DATE]
	

	Proposals due
	[DATE / TIME / TZ]
	

	Portfolio reviews / interviews
	[DATE RANGE]
	[If applicable]

	Anticipated award
	[DATE]
	

	Target kickoff
	[DATE]
	



1.2 Procurement Rules & Communications
All communications regarding this RFP must be directed to the designated procurement contact unless otherwise stated.
Oral interpretations are non-binding unless confirmed through a written addendum.
Bidders are responsible for monitoring the designated procurement portal or distribution method for addenda.
The organization may require clarification meetings, portfolio reviews, interviews or best-and-final offers if permitted by policy.
Replace any reservation-of-rights language with wording approved by the organization’s procurement and legal teams.


[bookmark: s2]2. Organization & Project Background
	AI DRAFTING INSTRUCTION
Draft only from approved organizational background, campaign briefs, program descriptions and project source materials. Do not invent mission, audiences, current vendors or project history.



[ORGANIZATION NAME] is [brief factual description of organization, mission, industry/jurisdiction, audiences served and major programs/services]. The organization is seeking a qualified video production company, studio or production partner to create [PROJECT / VIDEO SERIES / CAMPAIGN].
2.1 Project / Program Context
The project is being initiated because [BUSINESS / COMMUNICATIONS / MARKETING / EDUCATION / TRAINING / PUBLIC-ENGAGEMENT DRIVER]. The selected vendor will be expected to collaborate with [INTERNAL TEAM / AGENCY / SUBJECT-MATTER EXPERTS / INTERVIEW SUBJECTS / OTHER STAKEHOLDERS] and produce a professional video solution aligned with approved brand, message, audience, filming and distribution requirements.
2.2 Stakeholders & User Groups
	STAKEHOLDER / GROUP
	ROLE
	PRIMARY NEEDS / CONCERNS

	Executive Sponsor
	[ROLE]
	Outcomes, budget, approvals

	Marketing / Communications
	[ROLE]
	Message, brand, distribution

	Procurement
	[ROLE]
	Fair process, pricing, compliance

	Legal / Privacy
	[ROLE]
	Rights, claims, data/consent if applicable

	Accessibility
	[ROLE]
	Captions, readability, inclusive design

	Subject-Matter Experts
	[ROLE]
	Technical / factual accuracy

	Target Audience
	Viewer
	Clarity, relevance, engagement





[bookmark: s3]3. Project Objectives & Success Measures
	AI DRAFTING INSTRUCTION
Translate approved project goals into measurable outcomes. Separate communication objectives from production deliverables. If no target metric exists, preserve a placeholder rather than inventing one.



Select, revise or add objectives that reflect the actual project. Keep objectives outcome-based and measurable wherever possible.
Explain a product, service, program, process or public-information topic clearly through live-action and/or hybrid video.
Increase audience understanding, engagement, credibility or recall.
Support marketing, sales, recruitment, training, education, public awareness, events or internal communications.
Create reusable footage and edited assets that can support multiple channels, campaigns and formats.
Deliver a consistent visual story aligned with the organization’s brand, production standards, usage rights and accessibility requirements.
3.1 Key Performance Indicators
	OBJECTIVE
	POTENTIAL KPI
	TARGET / BASELINE

	Awareness
	Reach, impressions, video views, completion rate
	[TARGET]

	Understanding
	Comprehension / survey / training outcome
	[TARGET / METHOD]

	Engagement
	Watch time, completion, clicks, interactions
	[TARGET]

	Conversion / Action
	Leads, registrations, applications, next-step actions
	[TARGET]

	Operational Use
	Reuse across channels / departments / training modules
	[TARGET]





[bookmark: s4]4. Existing Assets & Production Environment
	AI DRAFTING INSTRUCTION
Inventory only confirmed assets, locations, talent, prior footage and production constraints. Do not assume the organization has filming access, release rights, permits or rights to reuse third-party footage, music, fonts or graphics.



4.1 Existing Asset Inventory
	ASSET / SYSTEM
	CURRENT FORMAT / LOCATION
	OWNER / LICENSE STATUS
	USE IN PROJECT

	Brand guidelines
	[LOCATION / VERSION]
	[OWNER]
	[REQUIRED / REFERENCE]

	Logos / visual identity
	[FORMATS]
	[OWNER]
	[USE / UPDATE]

	Script / content draft
	[DOC / N/A]
	[OWNER]
	[USE / REWRITE]

	Existing footage / photography
	[FILES / LINKS / N/A]
	[OWNER / LICENSE / RELEASE STATUS]
	[USE / REPLACE / SUPPLEMENT]

	Locations / venue information
	[ADDRESSES / SITE INFO / N/A]
	[ACCESS / PERMIT STATUS]
	[FILM / REFERENCE / N/A]

	Interview subjects / talent / voice / music assets
	[CONTACTS / FILES / N/A]
	[RELEASE / LICENSE / OWNERSHIP STATUS]
	[USE / REPLACE / CAST]

	Prior videos / raw footage
	[LINKS / FILES]
	[OWNER]
	[REFERENCE / REUSE / ARCHIVE]



4.2 Known Constraints & Dependencies
[MANDATORY BRAND / MASTER BRAND REQUIREMENTS]
[LEGAL / REGULATORY / PUBLIC-SECTOR REVIEW REQUIREMENTS]
[ACCESSIBILITY REQUIREMENTS]
[APPROVED / PROHIBITED VISUAL STYLES, GRAPHICS, WARDROBE OR BRAND TREATMENTS]
[LANGUAGE / LOCALIZATION REQUIREMENTS]
[REQUIRED REVIEWERS, INTERVIEW SUBJECTS OR SUBJECT-MATTER EXPERTS]
[PLATFORM / BROADCAST / SOCIAL / INTERNAL DISTRIBUTION REQUIREMENTS]
[bookmark: s5]5. Scope of Work
	AI DRAFTING INSTRUCTION
Draft each workstream with specific responsibilities, deliverables and organization/vendor ownership. Keep optional services clearly separated from mandatory scope.



5.1 Scope of Work Summary
The selected vendor will provide video strategy, creative development, pre-production, filming, post-production and related services required to deliver [PROJECT OUTCOME]. The engagement may include discovery, scripting, storyboarding, interview planning, casting, location scouting, permits, crew and equipment, filming, directing, lighting, audio capture, editing, color grading, motion graphics, voiceover, music, sound design, captioning, accessibility, versioning, raw-footage and project-file handoff.
	WORKSTREAM
	INCLUDED?
	SUMMARY OF EXPECTED WORK

	Discovery & Creative Strategy
	[Y/N]
	Goals, audience, message, creative brief, treatment, references

	Script / Interview Development
	[Y/N]
	Scriptwriting, interview questions, timing and approvals

	Storyboards / Shot Lists
	[Y/N]
	Scenes, coverage, framing, B-roll, timing

	Production Design / Graphics
	[Y/N]
	Treatment, titles, graphics, set/brand assets

	Locations / Talent / Logistics
	[Y/N]
	Locations, permits, talent, releases, schedule, travel

	Filming / Principal Photography
	[Y/N]
	Crew, camera, lighting, audio, directing, B-roll

	Audio / Voiceover / Music
	[Y/N]
	Production sound, voiceover, music, SFX, mix

	Editing / Post-Production / Delivery
	[Y/N]
	Editing, color, graphics, captions, outputs, raw/project files



5.2 Discovery & Creative Strategy
Kickoff and stakeholder discovery.
Review project objectives, audiences, brand, reference material, locations, filming constraints and distribution channels.
Develop or validate the creative brief, tone, narrative approach, interview approach, production treatment and visual direction.
Identify filming, location, permit, accessibility, licensing, talent/release, travel, schedule, security and approval constraints.
Provide a production plan with pre-production, filming, post-production, approval, contingency and delivery milestones.
5.3 Script, Interview & Content Development
Review or develop scripts, interview questions and content outlines for clarity, pacing, length and audience fit.
Translate approved messaging into narration, interview prompts, on-screen text, shot requirements and visual direction.
Identify factual, technical, legal or regulatory claims that require subject-matter review.
Provide timing estimates and production implications before filming plans are locked.
Secure script/content approval before filming or material production begins unless otherwise authorized.
5.4 Storyboards, Shot Lists & Production Planning
Create storyboards, shot lists and/or visual treatments showing framing, locations, subjects, key actions, B-roll, graphics, transitions and on-screen text as appropriate.
Indicate approximate timing, narration/interview alignment and required coverage.
Identify required hero shots, B-roll, stills, reusable footage and alternate-format coverage.
Collect consolidated stakeholder feedback and secure approval of the production plan, shot list/storyboard and filming assumptions before principal photography.
5.5 Locations, Talent, Crew & Production Preparation
Confirm filming locations, interview subjects/talent, crew roles, equipment packages, art/props, wardrobe and production logistics.
Prepare production assets such as lower-third designs, title treatments, set graphics, teleprompter copy and branded materials as required.
Define the number of filming days, locations, setups, subjects, interviews, scenes and travel requirements.
Provide location references, production treatment, camera/lighting approach and any required casting/talent selections for approval before filming.
5.6 Filming & Production
Capture approved interviews, scripted scenes, B-roll, product/process footage, events and other required material.
Provide the approved camera, lighting, grip, audio, teleprompter, drone or specialty-production resources as applicable.
Maintain visual continuity, exposure, focus, sound quality, brand presentation and production safety across filming.
Coordinate direction of talent/interview subjects, continuity, releases, audio capture and production notes.
Maintain organized production media, backups and camera/audio reports through the agreed production workflow.
5.7 Post-Production, Finishing & Delivery
Ingest, organize and back up captured footage and audio; create selects and edit assemblies as required.
Edit approved content; source or create licensed music, voiceover and sound effects as required.
Complete picture editing, color correction/grading, sound edit/mix, motion graphics, compositing and final quality control.
Prepare captions/subtitles, transcripts, alternate aspect ratios, cutdowns, stills and localized versions where required.
Export and deliver approved master files plus agreed raw footage, edit/project files, graphics and documentation.

[bookmark: s6]6. Creative Direction & Video Style
	AI DRAFTING INSTRUCTION
Summarize approved visual references, brand requirements and production treatment. Do not select a cinematography style, location, talent profile or production approach on behalf of the organization unless the source brief explicitly authorizes vendor recommendation.



	REQUIREMENT AREA
	ORGANIZATION REQUIREMENT / GUIDANCE
	VENDOR RESPONSE

	Video / cinematography style
	[Documentary / cinematic / corporate / interview-led / product / event / hybrid / vendor-recommended]
	[RESPONSE]

	Tone / personality
	[DESCRIPTION]
	[RESPONSE]

	Brand standards
	[LINK / ATTACHMENT]
	[RESPONSE]

	Color grade / graphics / typography
	[REQUIREMENTS]
	[RESPONSE]

	On-camera talent / subject approach
	[EMPLOYEES / CLIENTS / ACTORS / EXECUTIVES / N/A]
	[RESPONSE]

	Production scale / complexity
	[LEAN / MODERATE / HIGH]
	[RESPONSE]

	Visual / production references
	[LINKS / ATTACHMENTS]
	[RESPONSE]

	Prohibited treatments / claims / locations
	[LIST / N/A]
	[RESPONSE]



6.1 Creative Direction Principles
Creative concepts should support the communication objective rather than production novelty alone.
Visual treatment, cinematography and pacing should be appropriate for the target audience and distribution context.
Graphics, color treatment, typography, wardrobe/set presentation and pacing should remain consistent with approved brand standards.
Casting, interview subjects and on-screen representation should support inclusive-representation requirements where applicable.
Any material departure from the approved treatment, shot plan or production assumptions should require documented approval.
[bookmark: s7]7. Script, Storyboard & Pre-Production Requirements
	AI DRAFTING INSTRUCTION
Use verified script/interview status, subject-matter inputs and approval roles. Do not assume the vendor is responsible for copywriting, interview scheduling, legal review, release collection, translation or factual validation unless stated.



	PRE-PRODUCTION ITEM
	ORGANIZATION PROVIDES
	VENDOR PROVIDES
	APPROVAL REQUIRED

	Creative brief / treatment
	[Y/N]
	[Y/N]
	[ROLE]

	Script / interview questions
	[Y/N]
	[Y/N]
	[ROLE]

	Storyboard / shot list
	[INPUTS]
	[Y/N]
	[ROLE]

	Production treatment / look references
	[INPUTS]
	[Y/N]
	[ROLE]

	Locations / talent / releases
	[INPUTS / CONTACTS]
	[Y/N]
	[ROLE]

	Voiceover / presenter / talent casting
	[INPUTS]
	[Y/N]
	[ROLE]

	Filming / production schedule
	[CONSTRAINTS]
	[Y/N]
	[ROLE]



7.1 Pre-Production Acceptance Gates
Approved creative brief / direction.
Approved script or locked content version.
Approved storyboard, shot list and/or visual treatment where required.
Approved locations, talent/interview plan, production treatment and graphics direction.
Approved filming schedule, call-sheet assumptions and list of final deliverables.

[bookmark: s8]8. Production Planning, Locations, Talent & Logistics
	AI DRAFTING INSTRUCTION
List only production resources that are actually required. Filming days, locations, crew, equipment, talent, travel and overtime materially affect cost; preserve placeholders when unknown.



	PRODUCTION AREA
	QUANTITY / DAYS
	REQUIREMENTS / NOTES
	APPROVAL / RESPONSIBILITY

	Filming locations
	[QTY / DAYS]
	[ADDRESS / ACCESS / PERMITS / SITE RULES]
	[ORG / VENDOR / JOINT]

	Interview subjects / presenters
	[QTY]
	[NAMES / ROLES / AVAILABILITY / RELEASES]
	[ORG / VENDOR / JOINT]

	Actors / extras / models
	[QTY]
	[CASTING / USAGE / COMPENSATION / RELEASES]
	[ORG / VENDOR / JOINT]

	Crew & production roles
	[QTY / CREW SIZE]
	[DIRECTOR / PRODUCER / CAMERA / LIGHTING / AUDIO / OTHER]
	[VENDOR / JOINT]

	Camera / lighting / audio / grip
	[PACKAGE / QTY]
	[CAMERAS / LENSES / LIGHTING / GRIP / AUDIO / TELEPROMPTER / DRONE]
	[VENDOR / JOINT]

	Travel / accommodation / transport
	[TRIPS / NIGHTS]
	[ORIGIN / DESTINATION / VEHICLES / LODGING / PER DIEM]
	[ORG / VENDOR / JOINT]



Define filming locations, access windows, permits, parking/load-in, security/site rules and weather/contingency requirements.
Identify interview subjects, presenters, actors, extras or other talent and who is responsible for casting, scheduling, releases and compensation.
Define crew, camera, lighting, audio, grip, teleprompter, drone, makeup/wardrobe, art/props and specialty-production requirements.
Require written approval before incurring material travel, location, talent, rental, permit, overtime or other pass-through production costs.
[bookmark: s9]9. Filming & Production Requirements
	AI DRAFTING INSTRUCTION
State only confirmed filming and technical requirements. Do not invent runtime, filming days, locations, camera package, frame rate, aspect ratio, software, resolution, travel or delivery platforms.



	TECHNICAL / PRODUCTION REQUIREMENT
	REQUIRED SPECIFICATION

	Target runtime
	[MM:SS / RANGE]

	Master capture / delivery resolution
	[1080P / 4K / OTHER]

	Capture / delivery frame rate
	[23.976 / 24 / 25 / 29.97 / 30 / OTHER]

	Aspect ratio
	[16:9 / 9:16 / 1:1 / OTHER]

	Color space / grade / alpha requirements
	[SPECIFY / N/A]

	Edit/project software / editability
	[PREMIERE / RESOLVE / AVID / AFTER EFFECTS / OTHER / NO REQUIREMENT]

	Review platform / approval method
	[FRAME.IO / VIMEO / PORTAL / OTHER]

	Required derivative versions
	[SOCIAL / VERTICAL / SHORT CUTS / BROADCAST / LANGUAGES / N/A]



9.1 Production Quality Expectations
Stable, properly exposed and focused footage appropriate to the approved camera/visual treatment.
Clean production audio where required, with controlled background noise and appropriate backup/secondary capture where specified.
Consistent framing, continuity, color/white balance, lighting and brand presentation across required setups.
Sufficient coverage, B-roll and alternate takes to support the approved edit and derivative formats.
Captured media is backed up and logged according to the approved data-management workflow before production is considered complete.

[bookmark: s10]10. Audio, Music, Releases & Accessibility
	AI DRAFTING INSTRUCTION
Identify approved production-audio, release/consent and accessibility requirements only. Do not invent voice/talent demographics, release obligations, language obligations, caption standards or audio-description requirements.



10.1 Production Audio, Voiceover & Music
Production/interview audio requirements: [LIST / N/A].
Voiceover / narrator requirements: [DESCRIPTION / VENDOR RECOMMENDATION / N/A].
Music: [ORIGINAL / LICENSED STOCK / CLIENT-PROVIDED / N/A].
Sound effects / sound design: [REQUIRED / OPTIONAL / N/A].
Final mix / loudness requirements: [STEREO / BROADCAST / OTHER].
Require disclosure of music, voice, stock-footage, sound-effect and talent/usage license terms.
10.2 Releases, Consent & Accessibility
Talent/location/model releases: [REQUIRED / RESPONSIBILITY / FORM].
Closed captions / subtitles and transcript: [REQUIRED / OPTIONAL / N/A].
Audio description: [REQUIRED / OPTIONAL / N/A].
On-screen text, titles and graphics should meet applicable readability and contrast requirements.
Editing, flashing, camera motion and rapid transitions should be designed with applicable accessibility guidance in mind.
Deliver accessible text alternatives for essential visual information where required.
[bookmark: s11]11. Post-Production, Deliverable Specifications & Source Files
	AI DRAFTING INSTRUCTION
Populate deliverable specifications from approved distribution requirements. Do not assume raw-footage, project-file or production-archive transfer unless the organization has decided it is required.



	DELIVERABLE
	QUANTITY / DURATION
	FORMAT
	NOTES / ACCEPTANCE

	Master edited video
	[QTY / RUNTIME]
	[MP4 / MOV / OTHER]
	[RESOLUTION / CODEC]

	Captioned master
	[QTY]
	[FORMAT]
	[BURNED-IN / SIDECAR]

	Vertical / social versions
	[QTY]
	[FORMAT]
	[9:16 / 1:1 / OTHER]

	Short cutdowns
	[QTY]
	[FORMAT]
	[DURATION]

	Still frames / thumbnails
	[QTY]
	[PNG / JPG]
	[SIZE]

	Edit / project files
	[Y/N]
	[PR / DRP / AAF / AE / OTHER]
	[ORGANIZATION / LICENSE TERMS]

	Raw footage / audio / graphics library
	[Y/N]
	[FOLDER STRUCTURE]
	[RAW VIDEO / AUDIO / STILLS / GRAPHICS / RELEASES]



[bookmark: s12]12. Intellectual Property, Licensing & Usage Rights
	AI DRAFTING INSTRUCTION
Use organization-approved legal positions. Do not invent ownership language, work-made-for-hire status, talent/location releases, usage rights, indemnities, synthetic-media prohibitions or license terms. Flag unresolved items for counsel.



Define ownership or license rights for final edited videos, raw footage, audio, project/edit files, scripts, storyboards, graphics, photographs and other project-specific work product.
Require disclosure of pre-existing vendor intellectual property incorporated into deliverables.
Require disclosure and approval of stock footage, photography, fonts, music, voice assets, templates, plug-ins and other third-party licensed materials.
Document geographic, term, media, channel, paid-media, broadcast, talent, union/guild or renewal restrictions for third-party assets and performances.
Require written disclosure of generative-AI or synthetic-media use where it may affect originality, provenance, confidentiality, likeness/voice rights or intellectual-property ownership.
Prohibit use of organization-confidential footage, recordings, scripts or materials for unrelated AI/model training without written authorization.
[bookmark: s13]13. Production Process, Revisions & Approval Workflow
	AI DRAFTING INSTRUCTION
Use the organization’s actual production and edit approval process. Keep revision counts, reshoot assumptions and filming-day changes as placeholders unless approved. Define that consolidated feedback should come from the authorized project lead.



	STAGE
	ORGANIZATION INPUT / APPROVAL
	VENDOR OUTPUT
	INCLUDED REVIEW / REVISION

	Creative brief / treatment
	Objectives, audience, constraints
	Approved brief / direction
	[DEFINE]

	Script / interview plan
	Content / SME / legal review
	Draft and revised script
	[DEFINE]

	Storyboard / shot list
	Coverage / message / production feedback
	Storyboard / shot list / production planning
	[DEFINE]

	Locations / talent / production prep
	Logistics / brand / filming feedback
	Approved production plan
	[DEFINE]

	Edit rough cut
	Consolidated edit feedback
	Revised edit
	[DEFINE]

	Fine cut / graphics / audio
	Final corrections
	Final master candidate
	[DEFINE]

	Final approval
	Authorized signoff
	Delivery package
	Final corrections only



13.1 Revision Principles
Bidders should state the number and scope of included revision rounds by production stage.
Organization feedback should be consolidated through the named project lead.
Changes to an already approved script, filming plan, locations, talent, production schedule or edit direction may constitute a scope change.
Vendor should identify the hourly or fixed-fee method used for approved out-of-scope revisions.
[bookmark: s14]14. Deliverables & Acceptance Criteria
	AI DRAFTING INSTRUCTION
Tie acceptance criteria to the approved scope and measurable technical/creative requirements. Do not create subjective criteria that were not disclosed to bidders.



	DELIVERABLE
	MINIMUM CONTENT
	ACCEPTANCE BASIS

	Creative brief / production plan
	Objectives, audience, treatment, filming plan, schedule, deliverables
	Stakeholder approval

	Script / interview plan
	Approved script, interview questions, on-screen copy and timing
	Content / SME approval

	Storyboard / shot list
	Approved scenes, coverage, framing, B-roll and timing
	Approved flow / message

	Production prep package
	Locations, talent, releases, call-sheet assumptions, graphics look
	Production / creative approval

	Edit review cuts
	Progressive edit versions
	Meets approved script/shot plan/treatment and required coverage

	Final master video
	Approved picture, color, graphics, audio, captions and technical output
	Technical + creative acceptance

	Handoff / archive package
	Final exports, raw footage/project files as required, releases, licenses and documentation
	Complete transfer




[bookmark: s15]15. Project Schedule & Governance
	AI DRAFTING INSTRUCTION
Use only approved pre-production, filming and post-production dates and turnaround assumptions. Do not promise production windows, reshoots or delivery timelines on the organization’s behalf.



15.1 Anticipated Timeline
	PHASE
	TARGET TIMING
	APPROVAL / DEPENDENCY

	Kickoff / discovery
	[DATE / WEEK]
	[OWNER]

	Script approval
	[DATE / WEEK]
	[OWNER]

	Storyboard approval
	[DATE / WEEK]
	[OWNER]

	Location / talent / production-plan approval
	[DATE / WEEK]
	[OWNER]

	Rough-cut review
	[DATE / WEEK]
	[OWNER]

	Fine cut / color / audio / graphics
	[DATE / WEEK]
	[OWNER]

	Final delivery
	[DATE]
	[OWNER]



15.2 Governance Cadence
	MEETING / CONTROL
	CADENCE
	PARTICIPANTS
	PURPOSE

	Production status
	Weekly / as needed
	Vendor + project lead
	Schedule, blockers, approvals

	Creative review
	By milestone
	Creative / brand / SMEs
	Review deliverables

	Executive escalation
	As needed
	Sponsor + vendor lead
	Resolve major issues

	Change control
	As needed
	Authorized leads
	Scope / budget / schedule changes




[bookmark: s16]16. Bidder Qualifications & Key Personnel
	AI DRAFTING INSTRUCTION
Summarize minimum qualifications based on actual production risk, site complexity and distribution needs. Do not create arbitrary years-of-experience thresholds, equipment mandates or crew minimums unless procurement has approved them.



16.1 Organizational Qualifications
Demonstrated experience delivering professional video productions of comparable scope, filming complexity, distribution and audience.
Relevant portfolio examples showing pre-production, cinematography, interviewing/directing, editing, audio, graphics and final polish.
Experience operating within enterprise, regulated or public-sector approval, filming and site-access environments where applicable.
Documented production safety, media-management, quality assurance, project management and continuity approach.
Ability to manage permits, releases, licensing, accessibility, raw-footage/project-file handoff and confidential information as required.
16.2 Proposed Team
	ROLE
	EXPECTED RESPONSIBILITY
	NAME / EXPERIENCE

	Executive / Creative Sponsor
	Senior oversight / escalation
	[NAME / BIO]

	Producer / Project Manager
	Schedule, approvals, coordination
	[NAME / BIO]

	Director / Creative Director
	Concept, visual direction, quality
	[NAME / BIO]

	Writer / Interview Producer
	Narrative / message development
	[NAME / BIO]

	Storyboard Artist / Shot Planner
	Scene planning / visual flow
	[NAME / BIO]

	Director of Photography / Camera Lead
	Camera, lighting and visual capture
	[NAME / BIO]

	Editor / Motion Graphics
	Editing, graphics and post-production
	[NAME / BIO]

	Production Sound / Audio Post / Color
	Location sound, mix, grade, final delivery
	[NAME / BIO]



16.3 References & Case Studies
Provide [3] references or case studies for engagements comparable in scope, complexity and/or sector. Include organization, project summary, period of performance, approximate budget or production scale where permissible, contact information and measurable outcomes where available.
[bookmark: s17]17. Proposal Response Instructions
	AI DRAFTING INSTRUCTION
Require responses in the exact order approved by procurement. Do not add certifications or forms that are not part of the solicitation.



1.  Executive summary and understanding of the project.
2.  Creative and production approach.
3.  Proposed video treatment / cinematography references and rationale.
4.  Script, storyboard/shot-list, location, talent and pre-production methodology.
5.  Filming, audio, post-production, accessibility and quality-assurance approach.
6.  Project schedule and milestone plan.
7.  Proposed team and availability.
8.  Relevant portfolio, case studies and references.
9.  Completed requirements / compliance matrix.
10.  Completed pricing schedule.
11.  Assumptions, exclusions, exceptions and value-added recommendations.
17.1 Proposal Format
	REQUIREMENT
	INSTRUCTION

	File format
	[PDF / PORTAL FORM / OTHER]

	Page limit
	[LIMIT / N/A]

	Portfolio
	[LINK / ATTACHMENT / LIMITS]

	Required forms
	[LIST]

	File naming
	[CONVENTION]

	Submission method
	[PORTAL / EMAIL]

	Deadline
	[DATE / TIME / TIME ZONE]





[bookmark: s18]18. Pricing Schedule
	AI DRAFTING INSTRUCTION
Do not calculate or suggest fees. Preserve blank pricing fields for bidders and ensure crew, equipment, locations, talent, travel, overtime, post-production, licensing and optional costs are disclosed separately.



Bidders should price in the currency specified by the issuing organization and separate professional fees, crew/equipment, locations/permits, talent, travel, post-production, third-party licensing, music, optional services and applicable taxes. State all assumptions, overtime rules and recurring/license costs.
18.1 Professional Fees
	WORKSTREAM / DELIVERABLE
	PRICING BASIS
	FEE
	NOTES

	Discovery / creative strategy
	Fixed / hourly
	[$]
	

	Script / interview development
	Fixed / per deliverable / hourly
	[$]
	

	Storyboard / shot list / production planning
	Fixed / per day / milestone
	[$]
	

	Location scouting / pre-production
	Fixed / per location / day
	[$]
	

	Production crew & equipment
	Per filming day / package
	[$]
	

	Principal photography / filming
	Per day / half-day / milestone
	[$]
	

	Voiceover / music / audio post
	Fixed / pass-through
	[$]
	

	Captioning / transcription / localization
	Per version / language
	[$]
	

	Raw-footage / project-file handoff
	Included / separate
	[$]
	

	Project management
	Included / separate
	[$]
	



18.2 Optional / Pass-Through Costs
	COST CATEGORY
	ESTIMATED AMOUNT
	MARKUP / FEE
	NOTES

	On-camera / voice talent
	[$]
	[% / None]
	[USAGE / TERM / MEDIA / TERRITORY]

	Stock footage / music / SFX
	[$]
	[% / None]
	[LICENSE]

	Locations / permits / rentals
	[$]
	[% / None]
	[LOCATION / PERMIT / RENTAL TERMS]

	Translation / localization / captioning
	[$]
	[% / None]
	[LANGUAGES]

	Travel / accommodation / transport
	[$]
	[% / None]
	[IF APPLICABLE / ESTIMATE BASIS]

	Other
	[$]
	[% / None]
	[DESCRIBE]



18.3 Hourly / Out-of-Scope Rates
	ROLE / SERVICE
	HOURLY RATE
	WHEN APPLICABLE

	Director / Creative Director
	[$]
	[DESCRIBE]

	Producer / Project Manager
	[$]
	[DESCRIBE]

	Writer / Interview Producer
	[$]
	[DESCRIBE]

	Director of Photography / Camera
	[$]
	[DESCRIBE]

	Editor / Motion Graphics
	[$]
	[DESCRIBE]

	Audio / Color / Post
	[$]
	[DESCRIBE]



[bookmark: s19]19. Evaluation Methodology
	AI DRAFTING INSTRUCTION
Use only procurement-approved scoring criteria and weights. The AI may draft evaluator guidance, but authorized human evaluators must score proposals.



The organization should finalize evaluation weights before proposals are reviewed. The sample model below is illustrative and should be adapted to the procurement’s actual risk and priorities.
	EVALUATION CATEGORY
	POINTS
	WHAT EVALUATORS SHOULD ASSESS

	Understanding & Creative / Production Approach
	15
	Understanding of objectives, audience, message, visual treatment and filming requirements

	Video Production / Technical Capability
	20
	Directing, cinematography, lighting, sound, production logistics and post-production depth

	Portfolio & Relevant Experience
	15
	Comparable quality, complexity and sector experience

	Pre-Production / Filming / Post Method
	10
	Pre-production rigor, filming methodology, media management and milestone controls

	Proposed Team & Project Management
	10
	Expertise, availability, governance and continuity

	Accessibility / Releases / Rights / Risk Management
	10
	Accessibility, releases/consent, licensing/usage rights, synthetic-media disclosure and quality controls

	Pricing & Total Value
	20
	Transparency, completeness, total cost and value

	TOTAL
	100
	



19.1 Scoring Guidance
	SCORE BAND
	GENERAL INTERPRETATION

	90–100% of available points
	Exceptional / clearly exceeds requirements with low material risk

	75–89%
	Strong / fully meets requirements with minor gaps

	60–74%
	Acceptable / meets core requirements but contains notable gaps or risk

	Below 60%
	Weak / material deficiencies, risk or insufficient evidence





[bookmark: s20]20. Commercial, Insurance & Contract Requirements
	AI DRAFTING INSTRUCTION
Use entity-approved contract requirements only. Flag insurance limits, permits, releases, indemnities, warranties, ownership, usage rights, confidentiality and publicity terms for legal review.



20.1 Illustrative Insurance Categories
	COVERAGE
	REQUIREMENT / LIMIT
	NOTES

	Commercial General Liability
	[REQUIRED LIMIT / N/A]
	Confirm with risk/legal

	Professional Liability / E&O
	[REQUIRED LIMIT / N/A]
	Consider for professional creative services

	Cyber / Media Liability
	[REQUIRED LIMIT / N/A]
	If vendor handles sensitive media, personal information or systems

	Workers’ Compensation
	As required by applicable law
	Confirm jurisdiction

	Automobile / Hired & Non-Owned Auto
	[IF APPLICABLE]
	For production travel / on-site activity



20.2 Ownership, Source Files & Licensing
Final ownership, license rights and source-file transfer must be stated explicitly in the contract.
Vendor must identify pre-existing IP and third-party materials before use.
Editable files must be delivered in the agreed formats and organized for future use where required.
The organization should receive applicable third-party license information for approved assets.
Use of organization-confidential information or unpublished creative for portfolio/publicity requires written approval.
20.3 Warranties & Representations
Vendor should represent that it has the right to provide the contracted work and disclose third-party restrictions.
Vendor-caused technical defects and file errors should be corrected within the agreed remediation period.
Any originality, non-infringement or AI-use representations must be reviewed by counsel and tailored to project risk.
No vendor should guarantee business outcomes beyond its reasonable control.
[bookmark: s21]21. Submission, Questions & Addenda
	AI DRAFTING INSTRUCTION
Insert only approved procurement dates, contacts and submission rules. Never infer a deadline or late-submission policy.



	ITEM
	REQUIREMENT

	Questions
	Submit to [CONTACT / PORTAL] by [DATE / TIME / TIME ZONE].

	Addenda
	Written addenda will be issued through [METHOD].

	Proposal submission
	Submit through [METHOD] by [DATE / TIME / TIME ZONE].

	Late proposals
	[ENTITY-SPECIFIC POLICY].

	Proposal validity
	[NUMBER] days or [ENTITY-SPECIFIC REQUIREMENT].

	Confidentiality / public records
	[ENTITY-SPECIFIC LANGUAGE].



[bookmark: s22]22. Appendices & Response Forms
	AI DRAFTING INSTRUCTION
Keep response forms consistent with the published evaluation method. Do not add hidden criteria or ask the AI to score bidders autonomously.



Appendix A — Bidder Response Checklist
Executive summary
Creative / production approach
Relevant portfolio and case studies
Proposed team
Schedule / capacity
Accessibility and licensing approach
Completed pricing schedule
References
Exceptions / assumptions
Required forms / certifications
Appendix B — Requirements Compliance Matrix
	REQUIREMENT ID
	REQUIREMENT
	MANDATORY / RATED
	COMPLY?
	BIDDER NOTES

	VP-001
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	

	VP-002
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	

	VP-003
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	



Appendix C — Reference Form
	FIELD
	RESPONSE

	Client / Organization
	

	Project / Scope
	

	Contract Value / Range
	

	Reference Contact
	

	Email / Phone
	

	Dates of Engagement
	

	Comparable Video Production Work
	



Appendix D — Exceptions & Assumptions
	RFP SECTION
	EXCEPTION / ASSUMPTION
	IMPACT ON SCOPE / PRICE / SCHEDULE

	[ID]
	
	

	[ID]
	
	

	[ID]
	
	



Appendix E — Vendor Questions Log (Internal Use)
	#
	VENDOR QUESTION
	ORGANIZATION RESPONSE
	ADDENDUM REF.

	1
	
	
	

	2
	
	
	

	3
	
	
	



Appendix F — Final Pre-Issue Quality Check
Scope, objectives, deliverables and acceptance criteria align.
Filming scope, locations, runtime/aspect ratios and technical specifications are clear.
Script, shot-list, production and edit approval gates are defined.
Revision/reshoot and change-control assumptions are clear.
Evaluation weights total 100 and match proposal instructions.
Mandatory requirements are necessary and testable.
Accessibility, IP, usage rights, releases/consent and synthetic-media requirements are reviewed.
Dates and submission instructions are consistent.
Insurance and contract terms are approved.
Submission deadline and time zone are unambiguous.
All bracketed placeholders are completed or intentionally retained.
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