Request for Proposal: Video Production Services
Organization: [ ]
RFP number: [ ]
Issue date: [ ]
Closing date and time (with time zone): [ ]
Contact for questions: [ ]
How to use this template: replace every [ ] and grey prompt with your own details, delete sections you don’t need, and add your organization’s standard terms and conditions. Template by Tetra Films (tetrafilms.ca). Free to use and adapt.
1. About Our Organization
Who you are, what you do and who you serve.
The project lead and the team who will review the work.
Brand guidelines, and links to existing videos (ones you like and ones you don’t).
[ ]
2. Project Goals, Audience and Key Message
What must this video achieve? Make it measurable if you can (for example, reduce onboarding time, increase applications, explain a new service).
Who is the audience? What do they know already, and where will they watch?
The one message viewers should remember.
[ ]
3. Scope and Deliverables
Number of videos and target length of each.
Versions and cut-downs (for example, 2-minute main video plus three 30-second social cuts).
Formats and aspect ratios (16:9, 9:16, 1:1).
Captions, transcripts, translations, audio description.
Raw footage, stills or project files to be handed over, if any.
[ ]
4. Locations, Site Access and Safety
Filming locations and how many days you expect.
Site orientation, tickets (e.g. WHMIS, fall protection, H2S), PPE and escort requirements.
Required insurance (e.g. commercial general liability limit) and workers’ compensation coverage.
Any restrictions: active operations, patient areas, security clearance, drone permissions.
[ ]
5. Budget
Budget range, before tax: $[ ] to $[ ].
Whether travel, music, stock and translation are included in that range or paid separately.
6. Timeline and Review Rounds
Final delivery date and any fixed dates (launch, event, board meeting).
Number of review rounds at script and edit stages, and how long your team needs for each review.
Internal approvals required (communications, legal, privacy, executive).
[ ]
7. Approvals, Consent and Privacy
Who approves the script and each edit.
Release forms for people on camera; patient or client consent process, if applicable.
Privacy or confidentiality requirements for the site, data or people filmed.
[ ]
8. Accessibility and Languages
Accessibility standard required (e.g. WCAG 2.1 AA): captions, transcripts, audio description.
Language versions required (e.g. English and French).
[ ]
9. Ownership and Usage Rights
Who owns the final videos and raw footage.
Where, how and for how long the videos will be used (web, social, broadcast, internal, paid ads).
Licensing required for music, stock footage, actors and voice talent to cover that use.
[ ]
10. Proposal Requirements
Proposals must include:
Understanding of our goals and the proposed creative approach
Three to five relevant samples, ideally from our sector
The team who will do the work, and their roles
Schedule, including review rounds
Itemized price within the budget range, with inclusions and exclusions
Two or three references and proof of insurance
Format: PDF, maximum [ ] pages.
11. Submission Instructions
Submit to: [email or portal].
Questions due by: [date]. Answers will be shared with all bidders by: [date].
Closing date and time: [date, time, time zone]. Late proposals will not be accepted.
Expected decision date: [date]. Expected project start: [date].
[ ]
12. Evaluation Criteria
Mandatory (pass/fail): proposal received before closing; proof of required insurance; [add others].
	Rated criterion
	What we look for
	Weight

	Understanding and creative approach
	Grasp of our goals and audience; strength of the idea
	30%

	Relevant experience and samples
	Similar work for similar organizations
	25%

	Team and process
	Who does the work; review, safety and consent process
	15%

	Price and value
	Total cost within range; what is included
	20%

	Schedule
	Realistic plan that meets our dates
	10%


Shortlisted suppliers may be invited to a short interview before the final decision.


Scoring Sheet (internal use)
Score each criterion from 0 (not addressed) to 5 (excellent), then multiply by the weight.
	Criterion (weight)
	Supplier A
	Supplier B
	Supplier C
	Notes

	Understanding and creative approach (30%)
	
	
	
	

	Relevant experience and samples (25%)
	
	
	
	

	Team and process (15%)
	
	
	
	

	Price and value (20%)
	
	
	
	

	Schedule (10%)
	
	
	
	

	Weighted total (out of 5)
	
	
	
	



Template provided by Tetra Films, corporate video production across Canada and the USA. www.tetrafilms.ca/video-production-rfp/




