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Terms of Reference for 5th Anniversary Photography, Documentary and Jingle production.   
	Organisation
	STAR Ghana Foundation

	Consultancy duration 
	July -November 2023 

	
	

	
	

	Reporting to
	Anniversary Committee 


1. Introduction
STAR Ghana Foundation is a national centre for active citizenship and philanthropy. The Foundation works towards the development of a vibrant, well-informed, and assertive civil society able to contribute to transformational national development and inclusive access to high quality, accountable public services for all Ghanaian citizens. 
The Foundation will commemorate a three-month 5th anniversary from July to October 2023. To mark the occasion, the Foundation is looking for a consultant / qualified media company to produce a series of videos and a jingle highlighting the work of the Foundation in Ghana and improving the overall active citizenship and local philanthropy outcome through a series of interview videos and achievement (documentary) video. 

      These terms of reference describe the scope of the assignment and the deliverables.
2. Project period: 
July – November 2023 

3. Objective: 

    To produce a series of interview videos with Governing Council, Subscribers, Partners, Management, Staff (current and former), and stakeholders to celebrate the Foundation’s achievements over the past five years. 

To produce a documentary on the Foundation’s journey so far. 
To produce a jingle (radio) to mark the anniversary. 
4. Scope of Work: 
The consultant should provide full-fledged videography support including pre-and post-production services. 
5. Provide the Methodology

The consultant, working under the supervision of the Communications Team must provide the approach (S)he would use in ensuring a successful accomplishment of the assigned task. Among other justifications, the methodology to execute the work should be clearly outlined. 
The consultant will produce the following creative videos:  
	Title 
	Style 
	Duration 
	Number 

	Video interview with GC
	Straight into the camera interview 
	3-5 minutes 
	1 

	Livestreaming of the anniversary launch 
	July 27, 2023, 
	
	

	Video message of the Executive Director 
	Straight into the camera interview 
	3-5 minutes 
	1 

	Video interviews with single subjects  
	Scripted video message 
	2-3 minutes 
	GC members 
Subscribers

Partners 

Current & Former staff 

Stakeholders 

	A full video documentary 
	Detailing the Foundation’s journey so far
	15-25 minutes 
	


	Video trailers and livestreaming 
	· Official anniversary launch 
· Dialogue with stakeholders 
· Stakeholder engagement 
· Launch of volunteerism programme 
· Soiree 

· AGM (pictures only) 

	5-10 minutes 
	

	Final video of all anniversary activities 
	
	Maximum 25 minutes 
	

	Technical Feedback
	
	
	

	Photography for all activities
	
	
	

	
	
	
	


Pre-production 
1. The anniversary committee will provide a list of interviewees, available file photos, videos, and documents.
2. The consultant will be responsible for setting up and recording the interviews and filming and providing supporting footages as required. This may require travelling to multiple locations.
3. The consultant will be responsible for onboarding a sign-language interpreter in the videos. 
Onsite Shoot:  
1. Ensure all equipment is available at the location and test equipment before the scheduled shoot time. 
2. Commute to the agreed location identified for the shoot. 
3. Ensure adequate crew members to support with filming, lighting, sound recording, etc. 
4. Ensure respectful behaviour and demonstrate professionalism. 
Post-Production: 
1. Ensure the videos produced are of high quality and meet the objectives outlined. 
2. You will add music, visual effects, colour correction, sound mixing and other post-production work to ensure logical sequencing and smooth flow of the end product. 

3. Ensure that brandings associated with the Foundation are present in all videos. 

4. You should share a first draft of the videos with the anniversary committee to review before finalising. 

Copyright and Intellectual Property Rights 

 The consultant may not use, reproduce, or otherwise disseminate, or authorise others to reproduce or disseminate works produced as part of this project without prior consent from the Foundation. All publishing rights are to be held with STAR-Ghana Foundation. 
Required qualifications: 
1. Minimum 3-year proven experience in producing interview and advocacy videos for development organisations. 

2. Excellent knowledge of documentary making. 
Interested and qualified consultants should send Expression of Interest to info@star-ghana.org.
Deadline for submission of EOIs is 17th July 2023

Target audience 
1. Governing council 
2. Management & Employees 
3. Subscribers 
4. Partners 
5. Stakeholders 
6. Media
7. Public  
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