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Production File
• Research: into client and project
• Communication: letters and emails, transcripts of meetings and 

phone conversations
• Documentation: proposals, contracts, costing and estimates, 

licence agreements, releases, invoices etc.
• Images: contacts and work-prints
• Evidence of completed work, or process toward this
• Evidence of entry to competitions
• Short self-evaluation of each project
• Client evaluation 



COMMISSION ESTIMATE

The Agency : Photographer's Name :
Agent/Rep :

Photographer's Ref. No. :
Date :

Art order No :
The Advertiser : Product :

Job Description :

Media use/period of use/territory : Right to a Credit

Exclusivity period : Term of the licence plus ____________ years (Subject to clause 5 overleaf)

Fees :
Commission fee __________________________
Pre/post production fee __________________________
Other (specifiy) __________________________
Base Usage Rate ___________________

Total fees __________________________

Expenses :
Film, Processing & Polaroid __________________________
Prints __________________________
Location services __________________________
Travel __________________________
Subsistence __________________________
Production co-ordination/Assistants __________________________
Stylist __________________________
Make-up/Hair __________________________
Set build __________________________
Props/Wardrobe __________________________
Studio hire __________________________
Equipment hire __________________________
Models/Casting (billed direct?) __________________________
Rush charges/Overtime __________________________
Special insurance __________________________
Messenger/Delivery __________________________
Miscellaneous __________________________

__________________________
__________________________

Total Expenses __________________________

ESTIMATE TOTAL (exc. VAT) __________________________
Contingency ____________ % of ESTIMA TE TOTAL (exc. VAT) __________________________

Advance required before shoot commencement (exc. VAT) __________________________

THIS COMMISSION IS SUBJECT TO ALL TERMS AND CONDITIONS ABOVE AND OVERLEAF.
UNDER CLAUSE 4 OVERLEAF, NO USE MY BE MADE OF THE PHOTOGRAPHS UNTIL THE INVOICE IS PAID IN FULL









LICENCE TO USE

Granted to (The Agency) : Photographer's Name :
Agent/Rep :

Photographer's Ref. No. :
Date :

Art order No :
The Advertiser : Product :

Description of photograph/s covered by the licence:

Terms of the licence :

Media Use

Artist reference Packaging
Brochure Point of sale
Catalogue Poster (less than 10sq metres)
Inserts Poster (more than 10sq metres)
Magazine consumer Television/Cinema
Magazine trade Test
National press Other (specify) : _________________________

Territory :

UK English language areas
Single EC Country Worldwide
Continental Europe Other (secify) : __________________________
USA

Time Period

One year
Two years
Other (specify) : __________________________

Right to a credit   

Exclusivity Clause

I confirm that subject to clause 5 overleaf I shall not publish or supply the material to any other person for
publication during the term of the licence plus ________ years, without the express permission of the
Agency or the Advertiser.

I confirm that the Agency and the Advertiser are hereby licensed to re p roduce and publish the
Photographs, for the above purposes, territories and time period, on the terms and conditions set out 
overleaf.

Under clause 4 overleaf, no use my be made of the Photographs until the invoice has been paid in full.

Signed : ______________________________________________________ Date : _______________________



• Consider	the	type	of	photography	you	want	to	do	-	find	
appropriate	clients	

• Gain	experience	working	on	picture	desks,	in	agencies,	in	
galleries	if	those	are	potential	career	paths	

• If	you	want	to	go	into	teaching,	approach	schools	and	colleges,	
perhaps	to	undertake	workshops	and	projects	

• If	you	see	your	future	practice	as	being	gallery-based,	
experience	in	galleries	is	very	useful	but	also	consider	
organising	an	exhibition,	perhaps	with	a	group	of	like-minded	
students	

• Photographers	today	need	to	be	adaptable,	their	practice	
diverse

Options



Assessment
• Production file
• A portfolio of images that may be consonant with the client’s 

requirements or represent the photographer’s choice
• If the latter, you should present the client’s choice to a reasonable 

standard, in your portfolio or in a separate form
• External Work in your portfolio will be assessed as part of the Major 

module
• Portfolio equivalents: Installation photographs of exhibitions or 

workshops; evidence of appropriate client engagement in production 
file

• Your visual diary should include the visual research from the 
External project if appropriate, or, all necessary research may be in 
the production file. Discuss this with tutors





www.the-aop.org	

www.dacs.org.uk	

www.own-it.org	

www.epuk.org	

www.nuj.org


