
TERMS OF REFERENCE (ToR)

Engagement of Documentary Production Agency
Production of 4-Minute Documentary Film
Title: Resilient Hills, Responsible Tourism
Location: Kalimpong District, West Bengal
Duration: 4 Minutes

1. Background

The documentary “Resilient Hills, Responsible Tourism” will highlight Sustainable Rural Tourism initiatives under the River Right & Resilience Project in the Teesta Sub-Basin.

The film will showcase:

· Capacity building of homestay owners
· Women-led enterprises
· Cross-learning exchanges
· Environmental sustainability practices
· Socio-economic transformation in Kalimpong

The documentary will be used for dissemination among government departments, development partners, donor agencies, civil society, and digital platforms.

2. Objective

To engage a professional documentary production agency to:

· Produce a high-quality 4-minute documentary
· Conduct 5 days of field shooting in Kalimpong
· Complete full post-production including editing, animation, graphics, voiceover, and subtitles
· Deliver a finished film ready for screening and digital distribution

3. Scope of Work

The agency will undertake complete end-to-end production including pre-production, production, and post-production.

A. Pre-Production

· Review approved script and storyboard
· Prepare detailed shooting schedule (5 days)
· Conduct location scouting (homestays, villages, river basin, markets, training venues, etc.)
· Coordinate interviews and logistics
· Prepare shot list and equipment plan


B. Production (5 Days Field Shoot in Kalimpong)

The agency shall deploy a professional team including:

· Director / Creative Lead
· Cinematographer
· Drone Operator
· Sound Recordist
· Production Assistant(s)
· Field Coordinator

Coverage Requirements:

· Drone shots (Teesta basin, landscapes, farms)
· Interviews (beneficiaries, women entrepreneurs, officials, project team)
· Training sessions and exposure visits
· Village life, homestays, cultural elements
· Contextual and infrastructure shots

Technical Standards:

· High-definition filming (4K preferred)
· Professional sound recording
· Stabilised footage
· Proper lighting setup

C. Post - Production

The agency will complete:

Editing & Finishing

· Narrative editing aligned with script
· Colour correction and grading
· Sound balancing and mastering

Voiceover

· Professional English voiceover (neutral accent)
· Studio recording and synchronisation

Graphics & Animation

· 2D/3D map animation (Teesta basin and linkage areas)
· Motion graphics, titles, transitions
· Lower-thirds and name captions

Subtitles

· English subtitles in the English version

Music & Sound Design

· Licensed background music
· Ambient sound design
· Final audio mixing

4. Deliverables

The agency shall submit:

1. Final 4-minute documentary (Full HD and 4K formats)
2. Web-optimised compressed version
3. One teaser version
4. Minimum 40 high-resolution still photographs
5. All raw footage (external hard drive)
6. Editable project files
7. All graphics and animation files
8. Copyright declaration and transfer of usage rights

All outputs must be approved by the commissioning organisation before final acceptance.

5. Duration

· Field Shoot: 5 days
· Post-Production: 3–4 weeks
· Final Delivery: Within 6 weeks of contract signing

6. Budget

The financial proposal must be comprehensive and include item-wise breakdown under:

A. Production Costs

· Professional fees
· Field shooting (5 days)
· Travel, boarding, and lodging
· Equipment rental (camera, drone, lighting, audio)
· Local transport and logistics
· Insurance (if applicable)

B. Post-Production Costs

· Editing
· Studio rental
· Voiceover fees
· Animation and graphics
· Music licensing
· Sound design
· Minimum 2 rounds of revisions
C. Miscellaneous

· Hard drive for footage
· GST (clearly specified)

Total available budget is INR 450,000 (Four lakh fifty thousand only) including GST.

7. Eligibility Criteria

The agency must:

· Have minimum 5 years of documentary/film production experience
· Demonstrate experience in development sector storytelling
· Preferably have experience in rural/environmental films
· Provide at least 3 similar work samples
· Have in-house animation and graphics capability

8. Ownership

All footage, raw materials, edited outputs, and graphics will be the sole property of the commissioning organisation. Full copyright and usage rights will be transferred upon final payment.

9. Payment Terms

· 30% upon contract signing
· 20% after completion of field shooting
· 50% upon final approval and submission of all deliverables

10. Coordination

The agency will work closely with the designated project focal person. All scripts, edits, and animation drafts must be approved before finalisation.

Deadline for Proposal Submission:

26/02/2026, 11:59 P.M.


