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Bid invitation
TERMS OF REFERENCE

Photography, Videography and Media Services Framework Agreement — West Bank
and Gaza

Bid No: 2026 — 10186 — 01 - PHOTOGRAPHY SERVICES - WB & GAZA

This Tender Document includes the Following:

Invitation to Bid

Terms of Reference

Technical Proposal Requirements
Financial Proposal Requirements

Organization/ Freelancer Name:

Address:

Registration No:

Tel: Mobile:

Email:

Name & Signature (Stamp):

25 June 2026

transforming lives, empowering communities
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Invitation to Bid
TERMS OF REFERENCE

Photography, Videography and Media Services Framework Agreement — West Bank
and Gaza

Bid No: 2026 — 10186 — 01 — PHOTOGRAPHY SERVICES — WB & GAZA
25 June 2026

United Palestinian Appeal, Inc. (UPA), a 501(c) (3) New York-registered non-profit
organization, with headquarters in Washington, DC. Established in 1978 by Palestinian-
American professionals, UPA was conceived as a non-political, non-sectarian organization
that would help Palestinians meet their relief and development needs.

Background:

UPA implements a wide range of humanitarian and development projects throughout
Palestine. To support project visibility, communications, and documentation requirements,
UPA seeks to establish a framework agreement with qualified service providers capable of
delivering professional photography, videography, editing, and media documentation services
on an as-needed basis.

The framework agreement shall be valid for one (1) year from the date of signature. UPA
reserves the right to award the framework agreement to one or more service providers and
UPA may also create a list of approved service providers to ensure services are available
when needed, across both locations, and can respond quickly to assignment requests.

Applicants may apply for:
* West Bank only

» Gaza only

* Both locations

Applicants applying for both lots shall demonstrate their operational capacity, personnel
availability, logistical arrangements, and ability to provide timely services in both geographic
areas. UPA does not guarantee a minimum volume of assignments in any specific location.

The selected service providers will support UPA projects and communication activities
throughout the framework agreement period.

Therefore, UPA invites eligible and qualified freelance photographers, videographers, media
professionals, registered companies, and media production organizations with relevant
experience to participate in this tender process.

Notes:
Interested photographers, freelancers, companies, and organizations are encouraged to
submit:
1. Technical Offer (including but not limited to):
- Company profile or freelancer profile/CV;
- Legal documents (listed in the Technical Offer section below);

transforming lives, empowering communities
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- Portfolio and examples of previous photography, videography, editing, and media
documentation assignments;

- At least three references from similar assignments;

- Technical response to the requirements outlined in the ToR.

2. Financial Offer:
- Financial proposal in USD as per the pricing table included in the financial offer
section.

Please note: Shortlisted candidates will be required to complete a practical test/task,
and will be compensated with a fixed fee of USD (200).

Deadline for Bids Submission:
On or before Thursday, 9 July 2026, at 12:00 Mid-Day, Palestine time. Note: In any way,
late bids will not be accepted.

Means of Submission:
Email ONLY (bids@upaconnect.org), No phone calls.

transforming lives, empowering communities
Washington DC, USA - Ramallah, Palestine - Gaza City, Palestine - Amman, Jordan - Beirut, Lebanon - upaconnect.org
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TERMS OF REFERENCE (TOR)
1. BACKGROUND

United Palestinian Appeal, Inc. is a 501(c)(3) New York not-for-profit corporation, with
headquarters in Washington, D.C. and field and program staff in the West Bank, the Gaza
Strip, Jordan, and Lebanon. Established in 1978 in New York by Palestinian-American
professionals, UPA was conceived as a non-political, non-sectarian organization that would
help Palestinians meet their relief and development needs. UPA empowers Palestinians to
improve their lives and communities through socially responsible and sustainable programs in
health, education, and community and economic development.

UPA implements a wide range of humanitarian and development projects throughout
Palestine. To support project visibility, communications, and documentation requirements,
UPA seeks to establish a framework agreement with qualified service providers capable of
delivering professional photography, videography, editing, and media documentation services
on an as-needed basis.

2. OBJECTIVES

The selected service provider(s) will support UPA in documenting humanitarian and
development projects, capturing success stories, producing visual content for communication
and media purposes; ensuring timely delivery of professional media materials that meet UPA
and donor visibility requirements. Follow the brief and shooting list effectively and ensure all
required shots and guidelines are implemented during filming.

3. GEOGRAPHICAL LOCATIONS
The framework contract shall be divided into the following locations:

Location 1 — WEST BANK: Services may be required in any governorate or locality within
the West Bank including East Jerusalem.

Location 2 — GAZA: Services may be required throughout Gaza Strip.
Applicants may apply for one location or both locations.

Applicants applying for both locations shall demonstrate their operational capacity, personnel
availability, logistical arrangements, and ability to provide timely services in both geographic
areas. UPA does not guarantee a minimum volume of assignments in any specific location.

4. SCOPE OF WORK / DELIVERABLES

The selected service provider(s) may be requested to perform one or more of the following
services throughout the framework agreement period.

4.1 Photography Services:

High-quality photography following the brief and shooting list effectively and ensure all
required shots and guidelines are implemented during filming.

transforming lives, empowering communities

Washington DC, USA - Ramallah, Palestine - Gaza City, Palestine - Amman, Jordan - Beirut, Lebanon - upaconnect.org



cladll united
ool alestinian
" " angoll upa gppeal

4.2 Videography Services

¢ Organized raw video footage that is clean, reviewed, and free of technical issues,
ready for immediate submission to donors.

e Strong quality control of sound (including background noise and unwanted audio).

o Proper sequencing of footage whenever possible to clearly reflect impact and allow
quick understanding of content.

e Strong quality control of visuals.

4.3 Conduct filmed interviews:

e Experience in interviewing participants, volunteers, or staff.

e Ability to guide interviews in line with project communication objectives and extract
relevant, meaningful responses.

¢ Deliver cleaned and organized interview materials, including removal of repetitions,
mistakes, questions, and unsuccessful takes.

e Ensure correct pronunciation of project names, donor names, and organizational
names as provided in the brief.

4.4 Editing Services:

Editing skills and understanding of storytelling techniques to produce clear and engaging
impact-driven videos.

4.5 Service Delivery
The service provider shall:

e Ensure all deliverables are high-quality, clean, well-organized, and free from
technical, visual, or audio issues, and are ready for immediate use by UPA.
Use clear and consistent file naming conventions.

Deliver all materials electronically.

Maintain backup copies until final acceptance by UPA.

Deliver content within agreed timelines.

5. SERVICE QUALITY STANDARDS AND PERFORMANCE REQUIREMENTS

The selected service provider(s) shall maintain the highest professional standards throughout
the framework agreement period.

All materials shall:

Be professionally produced.

Be technically sound and properly exposed.

Be appropriately composed and edited.

Meet donor visibility requirements.

Be suitable for publication in reports, websites, social media, and printed materials.

UPA reserves the right to reject deliverables that do not meet required quality standards.
5.1 Professional Conduct
The service provider shall:

e Conduct all assignments professionally and ethically.
o Respect beneficiaries, communities, partners, and staff.
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¢ Follow UPA safeguarding and Child Protection principles and policies.
e Avoid any behavior that may negatively impact UPA's reputation.
e Ensure culturally appropriate conduct at all times.

5.2 Availability and Responsiveness
The service provider shall:

e Complete requested assignments within 2-3 working days
e Confirm availability within the timeframe specified by UPA.
e Maintain reliable communication throughout assignments.
¢ Inform UPA immediately of any delays or issues affecting delivery.

5.3 Equipment Requirements

Applicants shall include, within their technical proposal, a list of the equipment, software, and
tools that will be used to provide the requested services.

6. PAID SAMPLE ASSIGNMENT
6.1 Purpose

Following completion of technical and financial evaluation, UPA may shortlist bidders for a
practical paid assignment.

The purpose of the practical assignment is to verify the bidder's ability to deliver high-quality
outputs under actual working conditions.

6.2 Assignment Scope
The practical assignment may include one or more of the following:

Photography coverage of a project activity.
Videography coverage.

Conducting ethical interviews.

Editing Service.

6.3 Payment

UPA shall compensate shortlisted bidders selected to complete the practical assignment/test
with a fixed fee of USD 200 upon satisfactory completion and acceptance of the assignment
and submission of any required supporting documentation within 30 working days.

6.4 Evaluation and Selection

Responsiveness and timely manner.
Quality of work.

Compliance with requirements.
Professionalism.

7. QUALIFICATIONS AND ELIGIBILITY REQUIREMENTS
7.1 Eligible Applicants
Applications are open to qualified individuals, companies, and organizations with relevant

experience in photography, videography, and/or related media services.
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7.2 Minimum Requirements for Individuals

Applicants shall demonstrate:

o Relevant experience in similar assignments.
e Capacity to provide the requested services.
¢ Availability of suitable personnel and equipment, as applicable.

7.3 Minimum Requirements for Companies and Organizations
Applicants shall demonstrate:

Valid registration.

Minimum five (5) years of relevant experience.
Dedicated personnel.

Professional equipment and infrastructure.
Previous experience in similar assignments.

7.4 Preferred Qualifications

Preference may be given to applicants with experience working with NGOs, donors,
humanitarian organizations, or UN agencies.

8. ETHICAL STANDARDS, CONFIDENTIALITY, CHILD PROTECTION AND
SAFEGUARDING REQUIREMENTS

UPA shall retain full and exclusive ownership of all materials and deliverables produced, as
further detailed in the contract to be executed with the winning Service Provider.

The winning service provider shall be required to sign UPA's Intellectual Property,
Confidentiality, Child Protection, and any other relevant policies and shall and ensure the
confidentiality and security of all project-related information and materials.

9. EVALUATION PROCESS
All proposals will be reviewed to ensure they meet the requirements of this tender.

Only bidders that successfully meet the required criteria and achieve the minimum
acceptable evaluation score for both the technical and financial proposals will proceed to the
next stage of the process, including the Paid Sample Assignment where applicable.

UPA may award framework agreements to one or more qualified service providers based on
the overall evaluation results.

10. FRAMEWORK CONTRACT CONDITIONS

10.1 Contract Duration

The framework contract shall remain valid for one (1) year from the date of signature.
10.2 No Guarantee of Work

UPA does not guarantee any minimum quantity or value of assignments.
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Selection under the framework agreement does not constitute a commitment to purchase
services.

10.3 Assignment Allocation
Assignments may be allocated based on:

Availability.

Geographic location.
Technical specialization.
Previous performance.
Cost-effectiveness.
Donor requirements.

10.4 Multiple Awards

UPA reserves the right to:

e Award to one service provider.

e Award to multiple service providers. UPA may also create a list of approved service
providers to ensure services are available when needed, across both locations, and
can respond quickly to assignment requests

10.5 Payment Terms

Payment shall be made following satisfactory completion of assignments and approval of
deliverables.

Required documents may include:

¢ Invoice.
e Approved deliverables.
¢ Any additional supporting documentation requested by UPA.

For larger assignments requiring formal contracting and invoicing procedures, payment shall
be made by bank transfer within thirty (30) working days following satisfactory completion of
the assignment, acceptance of deliverables by UPA, and receipt of all required payment
documentation.

Payment amounts shall be communicated before starting the assignment.
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TECHNICAL PROPOSAL REQUIREMENTS
The Technical Proposal shall include:

a. Organization / Individual Profile
e Organization profile (for companies and organizations); or
e Curriculum Vitae (CV) (for individual photographers/freelancers).

b. Legal Documents
For West Bank Applicants (Companies and Freelancers):

Valid Registration Certificate (where applicable);

¢ Valid Deduction at Source Certificate (where applicable);

o Copy of ID (for freelancers);

o Official bank details issued by the bank, clearly showing the account name,
account number, and IBAN.

For Gaza Applicants (Companies and Freelancers):

¢ Valid Registration Certificate (where applicable);

e Copy of ID (for freelancers);

¢ Official bank details showing the account name, account number, and any
available banking information.

Applicants applying for both West Bank and Gaza locations and registered in the West
Bank must submit all West Bank legal requirements listed above.

c. Experience and Qualifications
e Summary of relevant experience.
e Description of similar assignments completed.
e Experience working with NGOs, UN agencies, donors, or humanitarian
organizations is an asset.
e For companies and organizations, a brief company profile and registration details.
e Forindividuals, a CV or professional profile.

d. Key Personnel: Names and roles of key personnel proposed for the assignment (if
applicable).

e. Equipment and Technical Capacity
e Photography equipment;
e Videography equipment;
o Editing software and technical tools used.

f. Portfolio: Portfolio, links, or samples of previous photography, videography, and
media documentation work.

g. References: Minimum of three professional references from similar assignments.

h. Geographic Coverage: Applicants shall clearly indicate the location(s) for which they
are applying: West Bank, Gaza, or for both locations.
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FINANCIAL PROPOSAL REQUIREMENTS
The Financial Proposal shall be submitted separately in USD Excluding VAT as per the

following:
Service Unit Rate ($)
Photography and/or videography One day

Services and conducting interviews
(one cameraman assignment)

Photography and/or videography One day

Services (two cameramen)

Video Editing Services Less than 2 minutes
titles / music / color correction promo

Any other related services

Transportation fees inside governorate

Transportation fees outside
governorate

The End
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