
OFFICE OF THE SUPERINTENDENT  
EASTMONT SCHOOL DISTRICT #206 

800 EASTMONT AVENUE 
EAST WENATCHEE WA 98801 

 
REQUEST FOR PROPOSAL for 

INDIVIDUAL STUDENT PHOTOGRAPHY SERVICE and/or 
ATHLETIC AND OTHER ACTIVITY PHOTOGRAPHY SERVICE 

 
 

DUE: BY 2:00 P.M. (PST), THURSDAY, FEBRUARY 28, 2019 
 

PURPOSE 
 
Eastmont School District is receiving Request for Proposals (RFP) is for two separate photography 
services.  Vendors are asked to submit RFP’s for Individual Photography Services and/or for Athletic and 
Other Activity Photography Services.  Details regarding these desired services are provided in this 
document.  Vendors are required to review and abide by all terms of the RFP. 
 

The request is for the 2019-2020 school year, which begins September 2019, with FOUR (4) one year 
renewal options. Vendors that wish to be considered for these services are required to submit their 
completed RFP no later than 2:00 pm (PST) on Thursday, February 28, 2019 at the following address: 

Eastmont School District 
Attn: Cindy Ulrich, Executive Director of Financial Services 
800 Eastmont Avenue 
East Wenatchee WA 98802 
 

All proposals will be opened and verified at the time and date listed above. A matrix of Vendor 
responses will be made available upon request fourteen (14) working days from the RFP award date. 

Each RFP is to be filed in a sealed envelope indicating “Individual Student Photography Service” or 
“Athletic and Other Activity Photography Service” proposal.  All RFPs must be at Eastmont School 
District Office on or before the time shown above or they will not be accepted. Faxed, e-mail, or 
"postage due" RFPs will be not be accepted by Eastmont School District. 

SCOPE 
This RFP contains instructions concerning proposals to be submitted and services to be provided by the 
selected vendor.  Specifications regarding the details and services/products to be provided under the 
RFP are located under the sections titled “Desired Services.” 
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BACKGROUND INFORMATION 
• Eastmont School District currently serves approximately 6100 students in 9 buildings.  The 2019-

2020 grade configuration and anticipated enrollment at each school is as follows: 
o Cascade Elementary – Grades K - 4  505 students 
o Grant Elementary – Grades K-4      495 students 
o Kenroy Elementary – Grades K-4    470 students 
o Lee Elementary   - Grades K-4       455 students 
o Rock Island Elementary – Grades K-4     215 students 
o Sterling  School – Grades 2-8      800 students 
o Clovis Point Intermediate  - Grades 5-7     705  students 
o Eastmont Junior High School  - Grades 8-9     935 students 
o Eastmont High School – Grades 10-12  1,355 students 

 
• Reconfiguration:  The District will begin reconfiguring grade levels served at our 9 buildings 

beginning in the 2020-21 school year. 
o Elementary buildings will serve grades Kindergarten through 5th beginning with the 

2020-21 school year and will increase to serve Kindergarten through 6th grade beginning 
with the 2021-22 school year. 

o Clovis Point will become a neighborhood elementary serving grades K-6 in the 2020-
2021 school year. 

o Sterling will serve 6th-8th grade students in the 2020-2021 school year and 7th – 9th grade 
students beginning in the 2021-22 school year. 

o Eastmont Junior High will serve 7th through 9th grade students beginning in the 2020-
2021 school year. 

o No grade level changes are planned for Eastmont High School. 

TYPE OF AGREEMENT 
The amount of the agreement shall be inclusive of all anticipated work and expenses.  An agreement 
shall be negotiated with the successful vendor who meets the requirements and is qualified, 
responsible, and capable of performing the work.  Cost is important, but not the sole criteria for final 
selection.  Equally important is creativity, dependability and value.  Value relates to both the Eastmont 
School District as well as our patrons, who pay for many of the photos taken of their children in the 
school setting, to include school photos by grade as well as photos to commemorate a special event 
during their school endeavors, such as participation in a musical or athletic event, or graduation.   
 
A contract shall dictate the agreement which will include the details of this RFP.  

CLARIFICATION 
Clarifying questions may be directed in writing to Cindy Ulrich, Executive Director of Financial Services at 
ulrichc@eastmont206.org or by fax at (509) 884-4210.  Questions must be submitted within 10 days of 
issuance of RFP.  Questions and related responses will be posted on the District’s solicitation web page 
at www.eastmont206.org under Accounting Department.   

mailto:ulrichc@eastmont206.org
http://www.eastmont206.org/


EASTMONT SCHOOL DISTRICT  PHOTOGRAPHY SERVICES REQUEST FOR PROPOSAL 

3 
 

 
 
PROPOSALS 
Proposals should be clearly marked “Photography Service Proposal.”  Please list and complete the name 
of your firm with address and phone number.  Provide three (3) references for which your firm currently 
provides services (see Attachment C).  An official who is authorized to bind the vendor to its proposal 
must sign the proposal.  For this RFP, the proposal must remain valid for at least sixty (60) days from the 
submission date.   
 
REJECTION OF PROPOSALS 
Eastmont School District reserves the right to reject any and all proposals received as a result of this 
request, or negotiate separately with challenging applicants.  The School District reserves the right to 
decide not to award a contract as a result of this announcement if it does not receive proposals which it 
determines to have adequately addressed the requirements. 
 
ORAL PRESENTATIONS/INTERVIEW 
Companies may be required to make an oral presentation or be interviewed by the RFP review team 
and/or the Superintendent. Such presentations or interviews provide an opportunity for the vendor to 
clarify their proposal and to ensure mutual understanding of the requirements. 
 
VENDOR RESPONSIBILITIES 
The selected vendor will be required to assume responsibility for packaged services offered in the 
proposal.  Eastmont School District reserves the right to award the entire proposal to one vendor, or 
provide the contracts in pieces.   
 
CRITERIA FOR SELECTION 
Eastmont School District will select the proposal that most closely meets the requirements of the RFP 
and satisfies the needs of the District.   
The following criteria will be used in making the decision: 

1. Company Qualifications- the extent to which the company demonstrates the ability to 
meet all requirements. 

2. Pricing- While cost is important in choosing a vendor it will not be the sole deciding 
factor in awarding this contract.  Value will be of great consideration when reviewing 
the vendor’s proposal (Attachment A): 

a) Provide detailed fee and expense estimates for all services that you will 
provide.  Include detail of fees charged. 

b) Will your company charge a separate set up fee? 
c) Are discounts available to the parents with multiple children in the 

district? 
d) What is the price range for student photo packages? 
e) What additional services that will be provided at no extra charge? 
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3. Working Relationship- The selected vendor must be flexible in order to meet challenging 

academic, athletic, and activity schedules.   
 

4. Technology- The selected vendor(s) must show abilities and willingness to work with 
digital photography technology and support the district’s efforts in this area.  
 

5. Vendor approval will be based upon the following criteria: 
• Service 
• Product Quality 
• References 
• Cost 

If any vendor fails to meet the expectations set forth above and/or the quality of the 
product is deemed to be less than satisfactory, the Eastmont School District will have 
the right to discontinue the business agreement and the contract shall be considered 
null and void. 
 

6. The following items must be included in your proposal: 
• Company Resume 
• Student Individual Photo Package Samples 
• Three (3) Trade References: Vendor must show evidence of completion within 

the last two years of at least three contracts involving work with school districts 
in the State of Washington similar to that described in the proposal documents. 
(Attachment C) 

TERMS OF THE AGREEMENT 
The successful vendor will be required to sign an Agreement Concerning Use of Data (see Attachment D 
for a sample). 
 
It is anticipated the period of the contract will be a one year agreement, with four (4) one-year renewal 
options. Termination of this agreement may occur if, through any cause, the vendor fails to fulfill in a 
timely manner, any obligation under this agreement.  The intention to terminate this agreement must 
occur at least thirty (30) days prior to the effective date of such termination.  In addition this agreement 
may be cancelled if the termination is mutually acceptable to both parties.   
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DESIRED SERVICES:  INDIVIDUAL STUDENT PHOTOGRAPHY SERVICE 
SPECIFICATIONS 

TECHNOLOGY REQUIREMENTS 
1. Photos must be submitted digitally to the District Technology Department within two (2) 

weeks of the pictures being taken.  The file submitted must be labeled with the school 
name and date that pictures were taken. These photos will be used with various District 
programs.  In addition, the vendor will supply a list of all students photographed.  

2. The successful vendor must be willing to size ALL photos for the color section of the 
yearbook and any other District program needs. 

3. All digital photos must be provided in high quality JPEG format.   Staff and student photo 
files will be named with two conventions: “ID” and “lastname_firstname”.  Student and 
employee information will be provided to the photographer before the designated 
school registration day(s) to ensure each digital file can be imported into various district 
programs. 

INDIVIDUAL SCHOOL PHOTOS 
1. The photographs covered by this quotation are for Eastmont School District students 

primarily enrolled in Kindergarten through Twelfth grades and all Eastmont employees.   
2. Pre-school students are served at the Eastmont High School and Sterling School 

campuses and would also be eligible to participate in this service. 
3. Photos of all students and all staff must be taken at the beginning of each school year 

for school records.  All student and employee photos shall be taken by October 31st.  
The dates and times will be arranged by each designated Building Administrator.  These 
photos will be used to populate a variety of District programs.  Digital photos must be 
provided in 2 separate files within 2 weeks of the date photographed.  Each photo in the 
file must be individually named by the unique student identification number or unique 
staff identification number, and by lastname_firstname.   A spreadsheet that lists this 
information must also be provided with each file.    Photographs must be labeled 
accurately in order to assure successful import to various District programs.  The District 
will provide a spreadsheet that contains the student number, last name, first name 
building number, grade and homeroom.  For staff members only the staff ID number, 
last name, first name and building number will be provided.  

4. The vendor shall work with the Building Administrator to mutually establish a schedule 
for sittings and delivery of notification flyers.  Ordering materials should be available in 
English and Spanish. 

5. Pictures should be returned to the school nor more than three (3) weeks after the 
sitting date.  Packets must be returned sorted as directed by the school (i.e. Alpha by 
grade or Alpha by teacher/class). 
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6. Vendor must submit at a minimum, four (4) student picture package selections, varying 
in price and photo selections (see Attachment A for format).   A low cost package must 
be available.  All packages should include the vendor name, address, and telephone 
number; this information will allow parents to contact the vendor with questions or 
complaints about the photo package.  Prices shall reflect photographer’s total price to 
the pupil and will be inclusive of all applicable sales taxes, service fees, etc. 

7. Vendor must submit, at a minimum four (4) additional Ala Carte student picture package 
selection items (see Attachment A for format).  

8. Payment methods must include: cash, check and money orders. An online payment 
option is required.  The vendor will be responsible for handling all transactions related 
to this service.  This includes distribution of flyers, collection of all monies, distribution 
of orders and responding to customers.  Recordkeeping and counting of monies will not 
be expected by any school employee.   The students, parents or legal guardians are 
under no obligation to buy product from the approved vendor. 

9. Commission/Revenue Sharing:  Any service fees returned to the schools for 
commission/revenue sharing must be accompanied by an account reconciliation. The 
reconciliation must include itemization of the number of all packages purchased, a 
listing of subtotals collected, a grand total, and the amount of the service fee check. Any 
funds due back to the schools must be paid in full prior to the end of the service 
contract. 

10. The proposal must contain the option to have Photo ID cards done for all students in 
Grades K-12 and employees.  The cards should contain the respective photo, ID number, 
school name and bar code.  The format for each ID card will be provided by the District 
prior to the photography date.  Employees may contact vendor for replacement of 
lost/damaged cards. 

11. The successful vendor will coordinate with the Director of Technology to insure digital 
submission is compatible with District technology and that all format requirements are 
met.  

12. The vendor will provide to the District Superintendent, at no extra cost to the district, a 
photo sheet by grade of each student photographed.  This photo sheet shall be 
submitted no later than three (3) weeks after the last school sitting scheduled. 

13. The vendor will provide, at no cost to the schools, a glossy print of each student photo 
taken. 

14. In the event that the package is not delivered, or that the parent is not satisfied, the 
vendor shall issue a full refund within a thirty (30) day calendar period. 

15. Retakes are to be allowed for non-satisfactory photos at the request of the principal or 
parent.  Student must return original package prior to the retake sitting.  Students 
absent or not available on the initial photo (registration) day or new students will also 
be photographed on retake day.  

16. The successful vendor shall make the necessary number of trips needed to 
accommodate schedules at the convenience of each school with no added expense to 
the school in order to provide full services described above. 
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DESIRED SERVICES:  ATHLETIC AND OTHER ACTIVITY PHOTOGRAPHY SERVICE 
SPECIFICATIONS 

It is the intent of the District to create a list of vendors approved for Athletic & Other Activity 
photography services.  It is expected that vendors approved for this service will work closely and 
cooperatively with the Athletic Director, Coaches, Yearbook staff, Building Administrators and/or other 
school personnel.   It is the responsibility of School District personnel and yearbook staff to notify the 
photographer of all scheduled school activities.   

Approved vendors shall provide each school yearbook advisor with digital photographs and an electronic 
list of all students and employees photographed. Digital format and naming schematic shall be approved 
by each school. 

ATHLETIC PHOTOS 
1. Photographer will be responsible for providing team photos, individual photos and 

action photos for all District Varsity athletic events.   
2. Photographer will take group shots of teams and individuals wishing to purchase photo 

packages.   The photographer will provide 8”x10” copies of team pictures to District 
coaching staff at no charge.  In addition, the photographer will provide printed copies of 
any size to the Athletic Director upon request. 

3. Photographer shall provide the following: 
a. A copy of all action shots (candids) or a digital alternative will be given to the 

athletic department. 
b. Provide the Yearbook Advisor with an electronic file of the team photos, in JPEG 

format, by the deadline set by the Yearbook advisor at no cost to the student or 
District 

c. Provide the Athletic Department “Head Shots” of all senior athletes in digital 
format suitable for media use by agreed upon date no later than one week from 
the date the photos were taken. 

d. Provide the Athletic Department with “Attitude” Team picture for display and 
promotion.  The format/layout of team photo will need to be approved by the 
Athletic Department prior to production. 

e. Provide the Athletic Department with “Posters” for each sport for display and 
promotion.  The format/layout of posters will need to be approved by the 
Athletic Department prior to production. 

4. Company must provide example of packages and pricelists for student photos (see 
Attachment B).  A low cost package must be available.  All packages should include the 
vendor name, address, and telephone number; this information will allow parents to 
contact the vendor with questions or complaints about the photo package. 
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5. The students, parents or legal guardians are under no obligation to buy product from 
the photographer. 

6. Photographer will be responsible for collecting all monies and delivering photos sold to 
students. 

OTHER ACTIVITY PHOTOS 

1. Photographer will be responsible for providing photographs at school sponsored dances 
as requested by each Building Administrator. 

2. Photographer will provide picture services for each senior receiving a diploma at the 
annual graduation ceremony as well as candid photos from throughout the ceremony 
including speeches by valedictorian, salutatorian, class president, and other dignitaries. 

3. Photographer will be responsible for providing photo services at all clubs, groups and 
activities as requested by the school district and at no cost to the school.  This is to 
include club/group events and all other requested school activities.  Activities to be 
covered include nights and weekends.  The district reserves the right, under unusual 
circumstances, to ask the photographer to cover a nonscheduled or rescheduled school 
event with 24-hour notice, provided that the request fits into the photographer’s 
schedule. 

4. Company must provide example of packages and pricelists for student photos (see 
Attachment B).  A low cost package must be available.  All packages should include the 
vendor name, address, and telephone number; this information will allow parents to 
contact the vendor with questions or complaints about the photo package. 

5. The students, parents or legal guardians are under no obligation to buy product from 
the approved vendor. 

6. Photographer will be responsible for collecting all monies and delivering photos sold to 
students. 

  



EASTMONT SCHOOL DISTRICT  PHOTOGRAPHY SERVICES REQUEST FOR PROPOSAL 

9 
 

ATTACHMENT A 
REQUEST FOR PROPOSAL PRICING INDIVIDUAL STUDENT 
PHOTOGRAPY SERVICE 
 

1. Basic Price for Individual Student Picture Packages (Minimum of 4 required) – Below is the 
required format for your pricing response.  You may add more lines to each table to include 
additional package options.  You may cut and paste the table to add more than the 4 required 
templates if you wish to add more packages. 

SAMPLE Pricing Shown for Required Formatting Purposes Only 
Picture Size Quantity of Item Listed Total Package Price 
2x3 4 $ 
3x5 4  
5x7 2  
8x10 1  
Wallets 8  
Digital Format   
   
Total Package Price  $ 

 
Package #1 

Picture Size Quantity of Item Listed Total Package Price 
   
   
   
   
   
   
Total Package Price  $ 

 
Package #2 

Picture Size Quantity of Item Listed Total Package Price 
   
   
   
   
   
   
Total Package Price  $ 

 
  



EASTMONT SCHOOL DISTRICT  PHOTOGRAPHY SERVICES REQUEST FOR PROPOSAL 

10 
 

Package #3 
Picture Size Quantity of Item Listed Total Package Price 
   
   
   
   
   
   
Total Package Price  $ 

 
Package #4 

Picture Size Quantity of Item Listed Total Package Price 
   
   
   
   
   
   
Total Package Price  $ 

 
2. Basic Price Student Picture Package Ala Carte Items (minimum of four (4) required): 

 
Ala Carte Item Quantity of Item Listed Price of Ala Carte Item 
   
   
   
   
   
   
   

 
3. Cost Increase/Decrease Contract Renewal Options: 
A. For the second 12 months, 2020-21, RFP prices quoted shall: 

o VENDOR MUST CHECK ONE OF THE BOXES BELOW 
(   ) Remain unchanged  
(   ) Be reduced by _____% from 2019-2020 
(   ) Be increased but not to exceed _____% from 2019-2020  

 
B. For the third 12 months, 2021-2022, RFP prices shall: 

o VENDOR MUST CHECK ONE OF THE BOXES BELOW 
(   ) Remain unchanged  
(   ) Be reduced by _____% from 2020-2021 
(   ) Be increased but not to exceed _____% from 2020-2021 
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C. For the fourth 12 months, 2021-22, RFP prices shall: 
o VENDOR MUST CHECK ONE OF THE BOXES BELOW 

(   ) Remain unchanged  
(   ) Be reduced by _____% from 2021-2022 
(   ) Be increased but not to exceed _____% from 2021-2022 

 
4. Revenue Sharing/Incentive: 

Please provide information on revenue sharing/incentive available to Eastmont School District: 

             
             
              
             
              

5. Please list all products and/or services that would be inclusive at no cost with the student 
picture package contract award. 

This could include but not be limited to the following items: (Staff individual pictures, staff 
group picture, student class pictures, lunch cards, hall passes, visitor passes, student mug shot, 
books for library and/or office, sports pictures, free student pictures for low income families, ASB 
and/or student ID cards, loan of an ASB card making machine inclusive with all required supplies, 
dance tickets, dance flyers, activity flyers,  student certificates, photo stickers, custom ID cards, 
spring  photos, ASB and other identifying stickers, candid photos, awards, calendars, school sports 
activities, and entire school photograph) 

Quantity Item Description 
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6. Please list all products and/or services available, which would incur an additional cost to the 
school. 
 

Additional Products and/or 
Services 

Quantity of Item Listed Price Per Unit Listed 

   
   
   
   
   
   
   
   
   

 

7. Does the Vendor provide a machine at the sitting date to make instant Student ID and/or ASB 
Cards? 

Circle One: Yes      or      No 

Approximately how long does the process take from picture taking to Student ID/ASB Card 
completion? 
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ATTACHMENT B 
REQUEST FOR PROPOSAL PRICING STUDENT ATHLETIC AND OTHER 
ACTIVITY PHOTOGRAPY SERVICE 

1. Basic Price for Student Athletic and/or Other Activity Packages– Below is the required format 
for your pricing response.  You may add more lines to each table to include additional package 
options.  You may cut and paste the table if you wish to add more packages for your pricing 
proposal. 

 

PACKAGES 
PROPOSED PRICING 

2019-2020 2020-2021 2021-2022 2022-2023 
PKG # CONTENTS 

  $ $ $ $ 

  $ $ $ $ 

  $ $ $ $ 

  $ $ $ $ 

  $ $ $ $ 

 

2. Basic Price Student Picture Package Ala Carte Items: 

Ala Carte Item Quantity of Item Listed Price of Ala Carte Item 
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3. Commission/Revenue Sharing: 

Please provide information on commission/revenue sharing available to Eastmont School District: 

             
             
             
              
             
              

 

4. Please list all products and/or services that would be inclusive at no cost with the student 
athletic and/or activity picture package contract award. 
 
This would include but not be limited to the following items: (Coach/Advisor individual pictures, 
group picture, free student pictures for low income families, dance tickets, dance flyers, activity 
flyers,  student certificates, photo stickers, custom ID cards, spring  photos, ASB and other 
identifying stickers, candid photos, awards, calendars, school sports activities, and entire school 
photograph) 
 

Quantity Item Description 
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ATTACHMENT C 
VENDOR PROFESSIONAL REFERENCES 

A minimum of 3 references is required. Vendor must show evidence of completion within the last two 
years of at least three contracts involving school district work similar to that described in this proposal.  
All references listed should be within the State of Washington. 
 
Reference #1:  

School Name: ____________________________________________________ 

District Name / City: _____________________ / ________________________ 

Term of Contract: _________________________________________________ 

Contact Name and Title: ____________________________________________ 

Phone Number: ___________________________________________________ 

Reference #2: 

School Name: ____________________________________________________ 

District Name / City: _____________________ / ________________________ 

Term of Contract: _________________________________________________ 

Contact Name and Title: ____________________________________________ 

Phone Number: ___________________________________________________ 

Reference #3: 

School Name: ____________________________________________________ 

District Name / City: _____________________ / ________________________ 

Term of Contract: _________________________________________________ 

Contact Name and Title: ____________________________________________ 

Phone Number: ___________________________________________________ 
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ATTACHMENT D 
SAMPLE AGREEMENT CONCERNING USE OF DATA 

For and in consideration of the current and continuing contract for school picture products and services 
between (vendor) _______________________________________ and Eastmont School District, 
(vendor) _____________________________________ hereby acknowledges that all data relating to 
students of the School District is confidential information and shall be at all times regarded, treated and 
protected as such.  The vendor referenced above, promises and agrees that it will not reveal, report, 
publish, disclose, or transfer to any other person, other corporation, or other organization, the data 
received from the Eastmont School District without prior authorized written permission from the School 
District. This confidentiality agreement shall survive the termination or expiration of RFP “Photography 
Services” or any resulting contract. 
 

 

__________________________________________________________________ 
Authorized Representative Signature 
 
 
___________________________________________________________________ 
Please Print Name and Title 

 
___________________________________________________________________ 
Date 
 


