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TERMS OF REFERENCE

I. SCOPE OF WORK

The service provider shall be responsible for the following:

1. Pre-production Phase

✧ Attendance in at least three (3) pre-production meetings with the end-user.
✧ Meetings shall be conducted based on a formal written notice issued by DSWD.
✧ Coordination with DSWD on the script, concept, and timeline of production.

2. Production Phase

● Provision of necessary video recording equipment, including but not limited to:
✧ Video cameras
✧ DSLRs
✧ Action cameras
✧ Drone (if necessary for aerial shots)

● Provision of necessary video recording equipment, including but not limited to:
✧ Microphones
✧ Lapels
✧ Boom mics
✧ Access to a soundproof room/studio for high-quality voice recording

● Recording of high-definition (HD) quality video footage as per the approved script.
● Conducting interviews and voice-overs as required.

3. Post-Production Phase

● Video editing using industry-standard software.
● Provision of necessary video editing equipment, including but not limited to:

✧ Laptop and Desktop with high-performance specification for video rendering.
● Inclusion of appropriate background music, voice-overs, subtitles, and animations.
● Delivery of the raw materials and final edited videos to DSWD.

II. DELIVERABLES

1. Three (3) fully edited AVPs with a minimum duration of 5 to 10 minutes each.
2. Submission of all raw materials, including raw footage, voice recordings, and other project 

assets, to DSWD.
3. The final output shall not contain the service provider’s company name, logo, media 

platforms, and contact details.

III. OWNERSHIP AND INTELLECTUAL PROPERTY RIGHTS

● The intellectual rights of the AVPs shall remain with the producers of the video.
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● The ownership and the right to publish, air, or showcase all raw materials and final output 
shall belong to DSWD.

● The service provider shall not use or distribute any part of the produced content for their 
own marketing, portfolio, or any other purposes.

IV. PROJECT TIMELINE

● The project must be completed within thirty (30) calendar days from the date of approval 
of the final layout video.

● The end-user shall issue a formal letter informing the service provider that the final layout 
is accepted, which shall mark the start of the 30-calendar-day completion period.

V. BUDGET AND PAYMENT TERMS

● The total contract price shall be inclusive of all expenses, including but not limited to:
✧ Production and post-production costs
✧ Transportation and logistical expenses

VI. OTHER TERMS AND CONDITIONS

● The service provider shall ensure compliance with all instructions and specifications 
provided by DSWD.

● Failure to meet the agreed timeline will result in the imposition of liquidated damages 
pursuant to the Section 69 of the 2016 Revised Implementing Rules and Regulations of 
Republic Act No. 9184

● The service provider must ensure confidentiality and non-disclosure of any project-related 
materials unless otherwise authorized by DSWD.

VII. ACCEPTANCE AND APPROVAL

● The final AVPs shall be subject to review and approval by DSWD.
● The service provider must accommodate reasonable revisions and modifications as 

required by DSWD to ensure alignment with project objectives.

VIII.TERMINATION OF CONTRACT

● The contract may be subject to Termination for Convenience if it is not fully consumed by 
the End-User by November 30, 2025. The End-User may opt to partially terminate the 
project if certain components are no longer needed or for any other valid reason.

Prepared by:

MARK ANGELO C. BASILIO
Administrative Assistant II

Noted by:

ALEXINE BIANCA RDS. CASTAÑEDA
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Regional Information Officer
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