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Credit: Millennial Studios     Behind the Scene: Lavway (2020) 

Photos are the intellectual property and copyright of Lavway (2020).  Images are used with permission as promotion of feature film productions 
that were recipients of the Production Expenditure Rebate Programme (FilmTT Rebate) which is administrated by FilmTT. 
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Notice of request for proposals 
 
Line Producer Services for FilmTT’s 2022 Capacity Development 
Programme 
The Trinidad and Tobago Film Company (FilmTT) invites proposals from eligible businesses, to 
provide Line Producer services for a television series for the Capacity Development Programme 
from June – September, 2022. 
 
ALL tenderers must submit: 

● One (1) Technical and (1) Financial Proposal. 
The Technical and Financial Proposals MUST be submitted in SEPARATE emails.  Failure to do 
so will result in both Proposals being disqualified from consideration. (Descriptions of the 
Technical and Financial Proposals can be found at Section 3.0 of this document “Guidelines for 
Preparing Proposals”) 
 
The Email Subject Line for the Technical proposal should read: 
FilmTT - Technical Proposal – Name of Applicant 
The Email Subject Line for the Financial proposal should read: 
FilmTT (CD22) - Financial Proposal – Name of Applicant 
 

Submission Deadlines 
ALL submissions are due by May 20th, 2022 at 4pm AST and must be submitted to 
tenderproposal@creativett.gov.tt Offers sent to any other email addresses WILL BE REJECTED. 
Late submissions will NOT be considered under any circumstance. Emails are time-stamped so 
please be guided accordingly. 
 
Notes 

● Proposals should be as thorough and detailed as possible so that FilmTT & CreativeTT may 
properly evaluate the proposer’s capabilities to provide the required services.  

● Applicants are required to submit proposals in two parts: 1. Technical Proposal and 2. 
Financial Proposal. 

● The CreativeTT Tenders Committee is not legally bound to accept any proposal. 
● The CreativeTT Tenders Committee reserves the right to cancel the bidding process, 

either in its entirety or partially, without defraying any cost incurred by any individual, 
firm or company in submitting their proposal. 

● Any and all costs incurred by the Proposer associated with preparation of responses 
and/or participation in this RFP is entirely the responsibility of the proposer and shall not 
be chargeable in any manner to CreativeTT. 

● Open to Trinidad and Tobago nationals only. (Relocations costs for nationals abroad are 
not to be included in the proposal) 

● All financial items must be stated in Trinidad and Tobago Dollars (TTD). 
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Terms of reference 
Introduction and background 
 
About FilmTT 
 
The Trinidad and Tobago FilmTT Company Limited (FilmTT) is a state agency established in 2006 
to facilitate the development of the film industry in Trinidad and Tobago. As a subsidiary of the 
Trinidad and Tobago Creative Industries Company Limited (CreativeTT), FilmTT provides logistical 
support and film commission services, and acts as a liaison with industry partners, the 
community, production houses and Government agencies. 
 
FilmTT develops the local industry through strategic planning, research and industry advocacy 
and capacity development initiatives. The company also manages film production incentive 
programmes, particularly the Production Expenditure Rebate Programme, develops the local film 
and audio-visual sector for increased productivity, and offers access to services for filmmakers, 
ancillary services, investment, etc. 
 
Film Commission work is also a major part of FilmTT’s scope which includes managing and 
executing international advertising and promotion of Trinidad and Tobago as an ideal production 
location, facilitating specific needs of local and international productions, and accumulating 
revenue from film productions. 
 
For over 60 years, Trinidad and Tobago has been the backdrop of 86 Feature Films of which 73 
were local and 13 were international. Between 2005-2020 the film industry facilitated 455 one-
off episodes with an estimated spend of TT$119.5M. Additionally, from 2017-2021 over 700+ 
local crew were hired with TT$22.2M spent by incoming crews.  
 
 
Global Industry Data on Television Productions  
[Excerpt from Global Screen Production – The Impact of Film and Television Production on 
Economic Recovery from COVID-19, A Study by Olsberg•SPI, 25th June 2020 ]1 

The London based firm Olsberg SPI, “provides a range of expert consultancy and strategic 
advisory services to public and private sector clients, specialising in the worlds of film, television, 
video games and digital media.” Its recent study on the impact of the Covid-19 pandemic on the 
screen industry analysed the global contributions of screen production and its direct and indirect 
impact on the respective economies to provide a global view. Its analysis found that: 

“The total economic impact of the global Screen Production sector in 2019 is estimated to be 
$414.0 billion. This comprises $177.0 billion of direct output and $237.0 billion of indirect and 

                                                           
1 Global Screen Production – The Impact of Film and Television Production on Economic Recovery from COVID-19, A Study by Olsberg•SPI, 25th 
June 2020 
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induced output…  Of the 2019 total, $42.6 billion was spent making feature-length films, 
representing almost a quarter (24%) of last year’s global production volume. This aggregated 
number encompasses theatrical films, low-budget independent titles, animated and 
documentary features. The remaining $134.3 billion is made up of television films, drama series 
and youth programming – and also some element of light entertainment and current affairs…” 

Olsberg estimates that “...14.2 million jobs are supported by the global screen sector value chain, 
(encompassing exhibition and distribution of physical and digital media and the various forms of 
video-on-demand, in addition to Screen Production). This comprises 4.4 million direct jobs and 
9.8 million indirect and induced jobs supported by expenditure by the screen sector and by 
people employed in the screen sector value chain...” 

In short, the impact of screen production ripples way beyond creativity by monetising culture 
and talent. Its potential is often supported by state legislation and competitive administration of 
the creative sector. Trinidad and Tobago’s Production Expenditure Rebate Programme is a 
globally competitive production incentive that provides qualifying productions the opportunity 
to receive up to 55% rebate on their production costs. To date 9 productions received $6.4M in 
rebate from the Ministry of Trade and Industry.  

 

Background of FilmTT Capacity Development Programme 
 
In fiscal year 2021, FilmTT presented a virtual capacity development and content creation 
initiative for local professionals. The Business of Film: Script to Screen programme was a 3-month 
incubator that provided film professionals the opportunity to enhance their skills and capture 
business opportunities. It was a collaboration between local and international agencies: Stage 
32, exporTT and TTT Limited.  

From June to July, twenty-four (24) working professionals participated in a Short Film workshop 
facilitated by Stage 32. In August, three scripts were selected, out of fifteen (15) projects pitched 
to a panel of judges, and were provided equity development, ranging from TT$15,000 – TT$5,000. 

 

Objectives of the Capacity Development Programme 
● To support Trinidad and Tobago screen talent that demonstrates long-term potential; 
● To facilitate the exchange of industry knowledge between local and international experts 

and professionals; 
● To encourage and increase the creation of quality productions in Trinidad and Tobago; 
● To preserve and promote Trinidad and Tobago cultural and linguistic diversity through 

quality productions;  
● To develop the artistic scope of Trinidad and Tobago productions. 
● To encourage investment in marketable content for distribution 
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Project Information 
 
The Business of Film: Script to Screen Programme is a capacity development and business 
opportunity initiative that was presented in collaboration with local and international agencies.  

FilmTT is focusing its efforts on local content for television broadcast for the second cohort: a 5-
month incubator for the creation of a television sitcom series in collaboration with TTT Limited 
and exporTT. This incubator is called On Set. 

On Set is a 1-month training programme for writers (May); followed by a 4 month in-studio 
production of 5 episodes of a family-friendly television sitcom (June - September). The production 
will include public-private sector investment and involvement. 

 
Project Description 
 
On Set will occur from May-September, 2022 for screen professionals from Trinidad and Tobago. 
One story will be selected for production and premiere on TTT. From June – September, 2022, 
the Line Producer will facilitate the selection of talent and production of the family-friendly 
television sitcom series, which will include 12-hour days. 

 

Scope of Work  
 
Overview 
Trinidad and Tobago Film Company Limited (FilmTT) is seeking a local production company to be 
a Line Producer, from June to September, 2022, to manage the production of a five episode (22 
minute) in-studio television sitcom.  

Rationale: The major gaps identified within the local film value-chain have adversely affected the 
overall employment, international market access and opportunities for cultural export. The 
intent of this programme is to facilitate and encourage an improved and more ambitious local 
film sector through on-the-job training opportunities. The goal is to present an industry standard 
programme, that entices production investment of marketable content, fit for an international 
audience. 

General Timeline 
This can be adjusted and represented in the proposal except where ‘non-negotiable’ is stated. 

● Proposals: May 20th (non-negotiable) 
● Pre-Production: June (non-negotiable) 
● Production (in-studio): July (non-negotiable) 
● Post Production: August 
● Final Budget Report: September 
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Main Activities of the Line Producer  
The following are components that will be required for the position of Line Producer from June 
– September, 2022: 

● Work alongside the Executive Producers (FilmTT and TTT Limited) and Series 
Showrunner  

● Source production cast and crew for assessment by Executive Producers and 
Showrunner 

● Hire selected cast and crew 
● Manage the production timeline 
● Coordinate and manage the pre-production process 
● Coordinate and film the five (5) episodes (in studio): 5 Production days 
● Coordinate and Manage the Post production of the five episodes  
● Keep updated records on the production budget and present for review to Executive 

Producers 
● Create B-roll for Title sequence 

For in-studio production there will be access to the studio (and floor plans), green room and 
TTT Technical team.  
 
Deliverables & Reports for the Capacity Development Programme 

● Implementation Plan 
● Interim Reports to Executive Producers 
● Final Budget Report 
● Five completed 22-minute episodes digitally and on an external hard drive.  
● Digital Press Kit  

 

Guidelines for preparing proposals 
 
According to established procurement regulations, tenderers must submit two SEPARATE 
documents: The Technical Proposal and the Financial Proposal. 
 
The Technical Proposal must detail the following: 

● Methodology for conducting the Consultancy: The detailed approach to be used by the 
Consultant to execute the Scope of Works, including implementation methodologies. 

● The time frame required to complete the Consultancy: This timeframe should be in the 
form of a Project Plan. 

● Specific company experience: Detail the organization’s work experience in undertaking 
consultancies of a similar type, as well as their relevant experience in the international 
Creative Industries. 

● Names and CVs of key personnel undertaking the Consultancy: This should clearly state 
the Main consultant and the key supporting personnel. 

● List of references: Three (3) current professional references for whom the Consultants 
have performed similar types of services. Include the organization’s name, name and 

 



8 
 

Line Producer Services for FilmTT 2022 Capacity Development Programme 

 

designation of contact, e-mail address, address, telephone number and client relationship 
synopsis. 

 
Tenderers incorporated in Trinidad and Tobago must submit the following documents: 

● A valid certificate from the Chairman of the Board of Inland Revenue, not more than six 
(6) months old on the submission deadline date, showing that the tenderer has complied 
with the provisions of and has fulfilled all its obligations under the Income Tax Act of 
Trinidad and Tobago, Chapter 75:01 (as amended) to the satisfaction of the Chairman. 

● A valid Value Added Tax (VAT) Certificate or a VAT clearance certificate issued by The 
Board of Inland Revenue. 

● A valid Certificate of Compliance issued in accordance with the National Insurance Act of 
Trinidad and Tobago, Chapter 32:01 (as amended) 

OR 
● A Registered Business with verification of bank status via Bank Letter and bank statement 

(6 months) from the financial institution. 
 
ALL tenderers must submit: 

● A copy of the Certificate of Incorporation, Certificate of Continuation OR Certificate of 
Business Registration (whichever is applicable). 

● A current copy of the Notice of Directors / Notice of Partners identifying the principal 
officers of the business, if the tenderer is a lawfully incorporated limited liability company, 
or if the tenderer operates as a sole proprietorship or partnership. 

● Audited Annual Financial Statement not older than one (1) year or latest financial 
statements accompanied by signed banker’s letter. 

● A Company Profile, which must include: 
o The company’s official registered name (corporate, partnership or sole trader), its 

registered address, main telephone number, facsimile number, key contact’s 
name, key contact’s designation, address (if different from the above address), 
direct telephone number and facsimile number 

o Name of the person(s) authorized to contractually bind the organization 
o Brief history of the organization including the year of its establishment 
o Number of years the individual, partnership or corporation has been offering the 

relevant services 
 
The Financial Proposal must detail the following: 

● Estimated total cost of the project: This section should state the estimated total cost of 
the project, including a detailed breakdown of the fixed and variable costs for undertaking 
the Consultancy. This section should also indicate the number of man-hours to be 
expended on the project, with the applicable cost. 

All prices for the tender must be stated in Trinidad and Tobago currency, with the Value-Added 
Tax (VAT) identified separately (if applicable). 
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Instructions to tenderers 
 
Each tenderer is expected to: 

● Note and agree that its intellectual property rights including copyright (with all data 
supplied) are to be assigned to the Government of Trinidad and Tobago. 

● Guarantee that the proposed costs be valid for a period of at least 120 days from the date 
of submission of the proposal. 

● Note that the Tenders Committee is not bound to accept any proposal. 
● Note that it may be required to make a formal presentation of its proposal at a location 

to be selected by CreativeTT. Key members of the team assigned to the project should be 
present to make the presentation. 

● Note that if, for any reason, it becomes necessary to replace any of the Key Personnel, 
the Consultant will provide as a replacement a person of equivalent or better 
qualifications. 

 
Characteristics of the service 
 
Type of Consultancy 
This proposal requires the consulting business to deliver multiple production resources. Given 
the nature of the proposed Consultancy, consultations will be required with the Executive 
Producers (FilmTT & TTT Limited). 
 
Required Expertise 

● The Consultant team must be suitably qualified and have extensive knowledge of the local 
and international film industries. Qualifications and skills of the Consultant AND/OR its 
personnel must be included in the proposal (CVs etc). 

● At least 6 (six) years of expertise in the audio-visual industry with a proven track record. 
● Demonstrated experience in production (television or film) 
● Fluent in oral and written English. 
● Skill in summarizing and translating data findings clearly in writing and in person 
● Strong track record of organizing multiple stakeholders and delivering materials according 

to budget and timeline of contract. 
● Timely written reporting on project progress on at least a monthly basis. 

 
Reporting Relationships 
FilmTT is the lead executing agency for the Capacity Development programme. Therefore, the 
Consultant will be required to work closely with FilmTT in the execution of this project. 
 
The Consultant will submit deliverables on the agreed dates and times as decided upon by 
FilmTT’s authorized representative. The specific e-mail address will be provided by FilmTT, and 
delivery must occur within the agreed timeframe. 
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FilmTT will provide comments to the Consultant on relevant deliverables/ reports /outputs by 
4:00 p.m. within 2-3 working days of receipt of the said deliverables/ reports/ outputs. 
 
Place of Work 
The Consultant’s office and field work. 
 
Geographic Area 
The geographic area covered by this initiative is Trinidad & Tobago. 
 
Starting Date/Duration 
Proposed starting date is with immediate effect upon execution of the contract. The maximum 
expected duration of this assignment is five (5) months 
 
Language 
All deliverables/reports/outputs must be in English. 
 

Payment schedule 
 
FilmTT will disburse payment in tranches, based on successful completion, submission and 
acceptance of the identified deliverables, reports and outputs of the Consultancy, as follows: 
 
10% on signing of the contract 
10% on the timely submission and acceptance of the Implementation Plan & Budgets 
25% on the timely submission and acceptance of the Interim Report 1 
25% on the timely submission and acceptance of the Interim Report 2 
30% on the submission and acceptance of the Final Report 
 
Acceptance of each deliverable, report or output will be communicated via letter from the 
Chairman or an authorized representative of FilmTT to the Lead Consultant. 
 
Final payment will only be made when the deliverables, reports or outputs have been completed 
to the full satisfaction of and acceptance by FilmTT. 
 
NOTE: If the Consultant is found guilty of any misconduct or any breach or non-observance of 
any of the requirements of the Scope of Works and the Request for Proposal, or shall neglect or 
fail or refuse to carry out the duties assigned to it, FilmTT shall be entitled summarily to 
terminate the Agreement without notice and without payment in lieu of notice. FilmTT will also 
be entitled to receive a full refund of the fees paid to the Consultant on signing of the contract. 
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Evaluation criteria 
Proposals will be evaluated based on the following criteria: 
 

Item Criteria % 
Technical Evaluation 

1 Specific Experience 
Specific experience of the Consultants in the field of the assignment (similar 
projects in T&T or similar projects in similar countries) 

25% 

2 Methodology 
Adequacy of the proposed methodology, including quality management and an 
executable work plan with realistic achievable milestones, in responding to the 
Terms of Reference and Scope of Work presented. 

25% 

3 Key Professional Staff 
Qualification and competence of Team Leader and other key staff proposed for 
the assignment 

30% 

4 Transfer of Knowledge 
Adequacy of the proposed methodology with regard to the knowledge transfer 
during the assignment 

10% 

5 Local Participation 
Participation by nationals among proposed key staff 

10% 

 Technical Evaluation 100% 
Financial Evaluation 

6 Cost 
Adequacy of the proposed estimated total cost of the project 

100% 
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Photos are the intellectual property and copyright of Lavway (2020).  Images are used with permission as promotion of feature film productions 
that were recipients of the Production Expenditure Rebate Programme (FilmTT Rebate) which is administrated by FilmTT. 


