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TERMS OF REFERENCE (ToR)

Provision of Videography and Photography Services for GBM Staff and Tree Nursery
Groups Training Sessions

Dates: Four (4) training days in Nairobi
Location: Nairobi, Kenya
Issued by: The Green Belt Movement (GBM)

Duration of Assignment: 10 days total (inclusive of the four (4) training/event days and all pre-
and post-production work)

1. Background

The Green Belt Movement (GBM) is an environmental organization founded in 1977 by the late
Professor Wangari Maathai. GBM works at the intersection of environment, community
empowerment and climate action, focusing on tree planting, sustainable livelihoods and
advocacy for the conservation of Kenya's ecosystems.

As part of its ongoing capacity-building work, GBM will be conducting a series of four (4)
trainings in Nairobi for GBM staff and Tree Nursery Groups (TNGs). These trainings are intended
to strengthen skills, share knowledge and reinforce GBM's grassroots tree-growing and
environmental conservation efforts.

To capture the key moments and outcomes of these trainings for documentation, learning and
communication purposes, GBM seeks the services of a qualified vendor to provide professional
videography and photography coverage across all four training sessions.

2. Objectives of the Assignment

The objective of this assignment is to professionally document the key moments, activities and
outcomes of the four GBM staff and Tree Nursery Groups trainings. Specifically, the assignment
aims to:

1. Capture high-quality video footage and still photographs of all four training sessions.

2. Produce 1 to 2 short highlight reels showcasing key moments and outcomes for each
training, suitable for sharing on GBM's social media platforms.

3. Produce one edited video (5 to 7 minutes) summarizing the key moments, including
interviews and outcomes across all four trainings.

4. Deliver high-quality still photographs capturing training activities, participants, group work
and overall atmosphere.

3. Scope of Work
The service provider will be expected to undertake the following tasks:
Pre-event
+ Attend briefing meetings with GBM to understand training objectives, agenda and key

moments to prioritize.

* Visit training venues, where necessary, to assess technical and logistical requirements for
filming and photography.
* Prepare and test all equipment ahead of each training day.
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» Provide full videography coverage of training sessions, facilitator presentations, group
discussions, practical demonstrations and participant interactions.

» Capture high-quality photographs including wide shots, close-ups and candid moments of
participants and activities.

» Capture short interview clips or testimonials from participants and facilitators, where
appropriate, for use in the highlight reels and summary video.

» Ensure proper sound capture and lighting for all recorded footage.

Post-event

» Deliver a minimum of 50 edited photographs per training day within 72 hours after each

session.

« Edit and deliver 1 to 2 highlight reels (60 to 90 seconds each) drawing from across the four

trainings.

» Edit and deliver one summary video (5 to 7 minutes) capturing key moments and outcomes
of the entire training series.

» Provide all raw footage and unedited photographs on a hard drive or cloud link.

4. Expected Deliverables

Deliverable

Description

Delivery Timeline

Highlight Reels

1 to 2 short-form highlight reels (60—90
seconds each, edited for social
media/vertical format) capturing key
moments and outcomes across the four
trainings

Within 5 days after
the final training

Summary Video

One edited video, 5 to 7 minutes,
summarizing key moments and outcomes of
all four trainings

Within 10 days after
the final training

Edited Photographs

High-quality edited still photographs
(minimum 50 per training day) capturing
sessions, participants, branding and key
moments

Within 72 hours
after each training

Raw Footage and
Photos

All unedited video footage and photographs
from all four trainings

Upon completion of
the assignment

5. Duration of Assignment

The assignment will run for a total of 10 days, covering the four (4) training days in Nairobi as

well as all preparatory work and post-production (editing of photographs, highlight reels and the
summary video). The service provider is expected to propose a detailed work plan and timeline
within this 10-day period, in consultation with GBM.
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The selected vendor should demonstrate:
» At least three years of experience in professional videography and photography.

* Proven experience covering trainings, workshops, community events or similar
assignments.

* Access to professional-grade equipment including cameras, lighting and audio gear.
* A skilled technical team for shooting and post-production.
+ Ability to work under tight timelines and deliver high-quality outputs.

7. Supervision and Reporting

The service provider will work under the direct supervision of the GBM Communications and
Advocacy Team, in coordination with the relevant Training/Project Lead. All deliverables will be
submitted electronically and physically where applicable, to GBM's Secretariat in Nairobi.

8. Payment Terms

Payments will be made upon satisfactory completion and acceptance of deliverables as follows:

» 30 percent upon contract signing and submission of the work plan.
» 40 percent after delivery of edited photographs for all four training days.

» 30 percent after submission and approval of the highlight reels, summary video and all raw
materials.

9. Application Process

Interested service providers should submit the following:

1. A technical proposal outlining understanding of the assignment, methodology and
equipment to be used.

2. Afinancial proposal indicating the total cost for all four training days.
A portfolio of previous similar work, including links or attachments.
4. A company profile and contact information.

w

Submissions should be sent by email with subject “Provision of Photography and
Videography Services” to The Green Belt Movement at
procurement@greenbeltmovement.org by close of business Friday, 11" September, 2026.

10. Ownership and Usage Rights

All photographs, videos and related materials produced under this assignment will remain the
sole property of The Green Belt Movement, which reserves the right to use, reproduce and
distribute them for any official purpose.

11. Confidentiality

The service provider will treat all materials, data and communications received during this
assignment as confidential and will not share or reproduce them without prior written consent
from The Green Belt Movement.
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