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REQUEST FOR PROPOSAL

Photography Services at Four Schools

The Pacifica School District (the “District”) is seeking a photographer to take photos of our existing
classrooms to document existing conditions at Four school sites. Interested parties are invited to submit
their proposals via email to Sisi Meng, bond project manager at the address listed below. Questions
regarding this RFP may be directed to her.

Sisi Meng, bond project manager
smeng@pacificasd.org
650-738-6686

Proposals shall be received via email no later than: May 6th, 2022, @2:00 pm. A response will serve as
a receipt. The accepted proposal will be announced on May 9.

1. Photo Location: All the school sites are in vicinity of each other, with the two sites at the north and
south end being 6.3 miles from each other, or 13 minutes’ drive. The following are the school sites,
in the sequence form north to south.

= Sunset Ridge School (340 Inverness Dr, Pacifica, CA 94044)

= Vallemar School: (377 Reina Del Mar Ave, Pacifica, CA 94044)
=  Cabrillo School: (601 Crespi Dr, Pacifica, CA 94044)

= Ortega School: (1283 Terra Nova Blvd, Pacifica, CA 94044)

2. Rooms to be photographed: Please see attached floor plan showing rooms to be photographed.

= Sunset Ridge School: 29 rooms
= Vallemar School: 13 rooms

=  Cabrillo School: 16 rooms.

=  Ortega School: 22 rooms.

3. Purpose of the photos: The District has hired moving companies to clear the furniture of an entire
room or certain area of a room in preparation for construction during school’s summer break
starting June 13™. The moving company will conduct the move on June 9. The movers are required
to place the furniture back to their original location on August 12th.

Photos shall be taken prior to the move to document the existing conditions so that the District has
reference if the movers put the furniture back at the right spot.
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4. Photo Requirement:

5.

A. Each photo shall be in jpg format, approximately 500 KB in size, shall be clear when opened to

the full size of approximately 8 15” x 11”.

The classroom typically has students desks and chairs in the middle, for which the movers are
not required to put them back into their exact space, but are required to return themin a
reasonable usable condition. There shall be one photo eyeing the entire room standing at the
door, capturing the overall layout of as much as possible the entire classroom. There shall be the
2" photo eyeing the entire room standing at the opposite corner from the door.

The perimeter of the classrooms typically has cabinetry, furniture, ie, cubbies, bookshelves,
teachers desks along the wall. The location of these shall be captured well in photos so the
furniture along the wall can be identified. It is suggested that the photographer capture one
photo of the entire wall elevation from the middle point straight on. All four walls of the
classroom shall have a photo like this. If there are furniture’s getting fully blocked by other
items in front of it when shooting at the suggested angle, the photographer shall exercise
his/her best judgement to take additional photos to show the otherwise blocked furniture.
Boxes, loose contents sitting on the floor are not considered as furniture. Photographer shall
also not worry about any stool/ chair being blocked and not captured in photo when shooting
the view of the furniture along the wall/ window wall.

Photo Organization: This is the most important part of the job. We need documentation to see
if the movers put the right furniture back to the right room. So the file name of each photo shall
be in the following format:

Cabrillo_B1_1, Cabrillo_B1 2, Cabrillo_B1_3, Cabrillo_B1_4, Cabrillo_B1_5, Cabrillo_B1 6.
It means: Cabrillo School, Room Number B1, 1% photo.

1t photo is the wall #1, 2" photo is wall #2, 3™ photo is wall #3, 4" photo is wall #4, 51" and 6%
photo is the overall room photo. There is no requirements on the sequence of the wall photos.

The photographer is highly recommended to take a picture of the room number signage upon
arriving at the room door, followed by photographing the room, so that the identity of the
pictures will not be mistaken in the roll of files — as which room are those pictures are very
critical for this job. Mistake in the picture identify will render the photo useless.

Photo Delivery: The photo can be delivered online via Dropbox or Box, or any other online
storage portal, or on a flash drive containing the jdelivered to Sisi Meng at the District Office.
The file for each school site shall be in their own folder. Printing of photos are not needed.

We are not looking for the art of photography. We are not looking for details. We are looking for
well-organized clear photos that captures the location of the existing furniture with the least
amount of pictures as required to show the furniture. Please do not bury us with too many
photos for us to go through in order to see what furniture is where in the room.

Site Access: The photographer shall sign out a school site master key at the District Office located at
375 Reina Del Mar Avenue, Pacifica, CA 94044. The key shall be returned on the same day at the
District office outdoor drop box.
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10.

11.

Work Hours: The photos shall be taken during school afterhours. The following are the hours for the
job start time:

Sites Mon, Tue, Thu, Friday Wed

Sunset Ridge After 3pm After 1:45pm
Vallemar After 3pm After 1:45pm
Cabrillo After 3pm After 1:35pm
Ortega After 3:10pm After 1:50pm

Weekends are not available.

Schedule: The required photos for all four sites shall be taken a before May 31°, 2022. The
completed digital photos shall be delivered by June 15%.

Payment: The photographer shall invoice the District after photo delivery. Invoice will be paid within
30 days after receipt.

Insurance Requirements: Photographer shall take out and maintain Commercial General Liability
Insurance, Including bodily injury, personal injury, property damage, advertising injury, and medical
payment during the term of the services, of $1,000,000 each occurrence. The insurance shall have
no exclusion for molestation or abuse throughout the course of the services. Once the contract is
awarded, the photographer is required to provide to the District certificate of liability insurance
naming the Pacifica School District as the certificate holder along with an additional insured
endorsement page naming the Pacifica School District as an additional insured.

Proposal Content: Proposal shall include the following:

a. Name of photographer, business location, telephone number, email.
Number of years in business in California

c. Business website showing work samples, yelp page with customer review, Instagram, Pixabay,
etc that containing the work samples are also acceptable.

d. Fee: Please provide the price for each school site.

Qualifications: photographer who are highly organized, easy to work with, and with good customer
service.

This Request does not commit the District to award a contract. The District expressly reserves the right
to reject any and all proposals or accept all or part of any proposals. The District reserves the right to
select the individual or company who best suit the job, in the District’s sole judgement, best meet the
needs o f the District.

PACIFICA SCHOOL DISTRICT,
STATE OF CALIFORNIA

[—o

BY:

Sisi Meng, Bond Project Manager

DATED: March 27,2022

Attachment: floor plan of the 4 sites showing rooms to be photographed.
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