




TERMS OF REFERENCE (ToR) for Consultant – Video 

Documentation (CREA Project) 

Basic Information 

Post Title: Consultant – Video Documentation of CREA Project Outcomes 

Post Level: Individual Consultant Contract 

Agency/Project Name: ASHIKA Development Associates 

Project: Community-based Resilience, Women’s Empowerment and Action (CREA) 

Supported by: Manusher Jonno Foundation (MJF) and Government of Sweden 

Working Station: Home-based with field visits to Naniarchar Upazila, Rangamati Hill 

District 

Duration of Contract: 30 working days (November – December 2025) 

A. Background and Rationale 

ASHIKA Development Associates, with support from the Government of Sweden through 

Manusher Jonno Foundation (MJF), has been implementing the Community-based 

Resilience, Women’s Empowerment and Action (CREA) project since March 2023 in 

Naniarchar Upazila, Rangamati Hill District. The project aims to strengthen women’s 

leadership capacity and build resilience of the most vulnerable indigenous communities 

against the impacts of climate change. 

Over two years, CREA has achieved remarkable progress in women’s empowerment, 

community resilience, and climate adaptation through livelihood diversification, 

strengthening of Village Common Forests (VCFs), and collective social action against 

gender-based violence, child marriage, and discrimination. To document these 

outcomes, lessons, and success stories, ASHIKA intends to produce a 10-15-minute 

video documentary highlighting the voices of women and community members, field 

achievements, and project impact. The documentary will serve as a powerful 

communication tool for donor visibility, institutional learning, and public dissemination. 

B. Objective of the Assignment 

To produce an evidence-based audiovisual documentary highlighting the outcomes, 

community voices, and results of the CREA project, aligned with ASHIKA and MJF 

communication and visibility standards. 

Specific Objectives: 

• To document the impact of CREA’s interventions on women’s empowerment, 

climate-resilient livelihoods, and local governance. 

• To highlight community voices and visual stories that demonstrate behavioral and 

social change. 

• To promote donor visibility and share replicable models of community resilience 

from CHT. 



• The Consultant shall warrant the complete intellectual ownership by MJF and of all 

the materials, products and all the elements of the finished materials. 

C. Scope of Work 

The Research & Knowledge Management (R&KM) and Communications Department of 

ASHIKA will lead story development, script writing, voice-over text preparation, and 

proofreading. The Consultant will work collaboratively with them and will be 

responsible for filming, editing, and final production. 

Consultant’s Responsibilities: 

1. Review and understand CREA’s objectives, logframe, and communication plan. 

2. Conduct field documentation in Naniarchar, Rangamati. 

3. Capture interviews, community actions, and thematic visuals (livelihoods, women’s 

leadership, resilience). 

4. Film relevant B-roll footage for cutaways and context. 

5. Edit and produce a 10–15-minute documentary and 1–2-minute short version. 

6. Integrate narration, subtitles, donor logos, and music with proper licensing. 

7. Deliver final videos in Full HD (1920x1080) and social-media-optimised formats. 

8. Submit all raw footage (minimum one hour) to ASHIKA for archival purposes. 

R&KM and Communications Department Responsibilities: 

• Develop script and narration text. 

• Identify key beneficiaries and storylines for focus. 

• Coordinate with field teams for access, consent, and logistics. 

• Review drafts, provide feedback, and ensure branding compliance. 

D. Expected Outputs and Deliverables 

Deliverables / 

Outputs 

Description Timeline Review & Approval 

Work plan and shot 

list 

Includes filming schedule, 

storyline outline, and 

technical setup 

Within 3 days 

of signing 

CREA Project Coordinator, 

R&KM & Communications 

Draft video script 

and storyboard 

Proposed visuals and 

interview list (based on 

ASHIKA’s content) 

Within 5 days R&KM & Communications 

Department 

Field filming and 

submission of raw 

footage 

Minimum 1 hour of raw 

video coverage 

Within 15 

days 

Project Coordinator, 

R&KM & Communications 

Department 



First cut + short 

teaser 

10–15 min main video + 

1–2 min teaser with 

subtitles, voice-over, 

music 

Within 25 

days 

ASHIKA & MJF for 

feedback 

Final mastered 

versions + raw 

footage 

Full HD (1920x1080) + 

social media formats 

Within 30 

days 

ASHIKA and MJF approval 

Technical Requirements: 

- Resolution: 1920×1080 (Full HD) 

- Language: Bangla (with English subtitles) 

- Formats: MP4 (final) + raw files (.mov/.mp4) 

- Branding: MJF and ASHIKA visibility guidelines 

E. Institutional Arrangements 

The consultant will report directly to the Project Coordinator (CREA) and collaborate 

with the Research & Knowledge Management (R&KM) and Communications Department 

for content direction, voice-over review, and branding. ASHIKA will facilitate field 

access, permissions, and coordination, and review and approve all drafts. The consultant 

must ensure compliance with ASHIKA’s Safeguarding, PSEA, and Consent Policy. The 

consultant will work independently using their own equipment, software, and technical 

resources. 

F. Duration of Work 

The assignment will be completed within 30 working days (November–December 

2025), including pre-production, filming, and final submission. 

G. Duty Station 

Home-based with 10–12 days of fieldwork in Naniarchar Upazila, Rangamati Hill 

District. 

H. Qualifications of Consultant 

Academic Qualification: Bachelor’s degree in Film, Media, Journalism, Communications, 

or related field. 

Experience: 

• Minimum 5 years’ experience in professional videography, editing, and documentary 

production. 

• Proven record of producing at least one documentary for international 

organisations, UN agencies, INGOs, National NGOs or Local NGOs. 

• Experience working in remote or community-based settings, preferably in CHT. 

Competencies: 

• Strong visual storytelling and editing skills. 

• Knowledge of lighting, sound design, and colour grading. 

• Ability to work within deadlines and multicultural settings. 

Fluency in Bangla and working proficiency in English. 



I. Financial Proposal and Payment Schedule 

Contract Type: Lump-sum contract (inclusive of travel, logistics, and VAT/taxes). 

Milestone Deliverable Percentage 

1st Payment Submission and approval of 

work plan, shot-list and 

storyboard 

25% 

2nd Payment Submission of raw footage 

and first cut & short teaser 

65% 

Final Payment Submission and acceptance 

of final mastered versions 

of the full video and teaser. 

10% 

 

J. Evaluation Criteria 

Criteria Weight Maximum Points 

Relevant professional experience (min. 5 years) 30% 30 

Quality of previous documentary samples 10% 10 

Understanding of CHT/community context 15% 15 

Workplan 15% 15 

Financial proposal 30% 30 

 

K. APPLICATION REQUIREMENTS 

Interested individuals must submit the following: 
- Updated CV with relevant experience and references. 
- Links to at least one previous documentary work in CHT. 
- Technical and financial proposal (all-inclusive). 
- Tentative filming plan, equipment list and editing software. 
 

L. APPROVAL 

 

 

Approved by: 

Biplop Chakma 

Executive Director 

ASHIKA Development Associates 

 



TERMS OF REFERENCE (ToR) for Vendor – Publication 

(CREA Project) 

Basic Information 

Post Title: Vendor – Publication of CREA Project Outcomes 

Agency: ASHIKA Development Associates 

Project: Community-based Resilience, Women’s Empowerment and Action (CREA) 

Supported by: Manusher Jonno Foundation (MJF) and Government of Sweden 

Working Station: Home-based, with short coordination visits to Rangamati Hill District 

Duration of Contract: 30 working days (November – December 2025) 

A. Background and Rationale 

ASHIKA Development Associates, supported by the Government of Sweden through 

Manusher Jonno Foundation (MJF), has been implementing the Community-based 

Resilience, Women’s Empowerment and Action (CREA) project since March 2023 in 

Naniarchar Upazila, Rangamati Hill District. The project aims to build women’s 

leadership capacity and strengthen the resilience of the most vulnerable indigenous 

communities against climate change impacts. 

Over two years, CREA has achieved notable outcomes-empowering women and 

adolescent girls, strengthening Village Common Forest (VCF) management, promoting 

climate-resilient livelihoods (such as improved cooking stoves, livestock, poultry, 

handicrafts, and rainwater harvesting), and reducing domestic violence and child 

marriage through community awareness and collective action. 

To capture these achievements, lessons learned, and success stories, ASHIKA will 

produce a bilingual publication (Bangla-English) featuring outcomes, best practices, and 

community stories from CREA. This publication will enhance visibility, institutional 

learning, and replication potential of ASHIKA’s initiatives among donors, partners, and 

policy actors. 

B. Objective of the Assignment 

To design and produce a high-quality bilingual publication that highlights the outcomes, 

innovations, and community voices of the CREA project, in compliance with ASHIKA’s 

communication standards and donor visibility guidelines. 

Specific Objectives: 

• To develop the visual design and layout for the CREA bilingual publication (English–

Bangla). 

• To integrate content (provided by R&KM and Communications Department) into a 

cohesive and visually appealing format. 



• To ensure donor-compliant branding, formatting, and printing quality. 

• To deliver both digital and printed versions for dissemination at local, national, and 

donor levels. 

C. Scope of Work 

The Research & Knowledge Management (R&KM) and Communications Department of 

ASHIKA will be responsible for content development, story collection, translation, and 

proofreading. The Vendor will work collaboratively with these departments and will be 

responsible for design, layout, and production coordination as detailed below. 

Vendor’s Responsibilities: 

1. Review and understand CREA’s objectives, design guidelines, and communication 

strategy. 

2. Receive final edited and proofread text, photos, and graphics from R&KM and 

Communications Department. 

3. Design the layout, typography, infographics, and visual presentation for the 60-page 

bilingual publication. 

4. Integrate all visual and textual components into print-ready and digital formats. 

5. Coordinate with ASHIKA to ensure high-quality output. 

6. Submit 300-printed copies and soft copy (editable and PDF formats) for final approval 

and archiving. 

R&KM and Communications Department Responsibilities: 

• Content development and editing of the publication. 

• Story collection, translation, and proofreading. 

• Selection and provision of photographs, captions, and infographics. 

• Review of drafts and quality assurance before final printing. 

D. Expected Outputs and Deliverables 

Deliverables / 

Outputs 

Description Timeline Review & 

Approval 

Work plan and 

layout concept 

Proposed structure, 

colour palette, 

design framework 

Within 5 days Project Coordinator 

(CREA), R&KM and 

Communications 

Department 

Draft layout 

integrating bilingual 

Full draft with 

design, 

infographics, and 

Within 20 days Project Coordinator 

ASHIKA R&KM, 

Communications 



content sample pages Department and 

MJF for feedback 

Final bilingual 

publication (digital 

& print-ready) 

A4 size, 60 pages, 

full colour, English–

Bangla 

Within 25 days ASHIKA & MJF 

Visibility Focal 

300 printed copies 

+ final digital PDF 

Supervised printing 

and submission 

Within 30 days ASHIKA and MJF 

approval 

E. Institutional Arrangements 

The Vendor will report directly to the Project Coordinator (CREA) and work closely with 

the Research & Knowledge Management (R&KM) and Communications Department. 

ASHIKA will provide all finalised content, visuals, and facilitate reviews and approvals. 

F. Duration of Work 

The assignment will be completed within 30 working days (November–December 

2025). 

G. Duty Station 

Home-based with coordination visits to ASHIKA Head Office, Rangamati. 

I. Financial Proposal and Payment Schedule 

Contract Type: Lump-sum (inclusive of all taxes, translation, and printing coordination). 

Milestone Deliverable Percentage 

1st Payment Workplan and layout concept 

approval 

25% 

2nd Payment Submission of draft layout 

integrating bilingual content for 

review 

65% 

Final Payment Submission and acceptance of 

final bilingual publication (digital 

& print ready) + 300 printed 

copies. 

10% 

 

 

 

 

 



J. Evaluation Criteria 

Criteria Weight Maximum Points 

Relevant publication 

experience (minimum 5 

years) 

30% 30 

Quality of previous 

publication samples 

10% 10 

Bilingual editing and design 

capacity 

15% 15 

Workplan 15% 15 

Financial proposal 30% 30 

 

K. APPLICATION REQUIREMENTS 

Interested individuals must submit the following: 

- Updated CV with relevant publication experience and references. 

- Links or samples of at least one previous publication. 

- Technical and financial proposal (all-inclusive). 

- Brief work plan including proposed layout tools and design software. 

L. APPROVAL 

 

 

Approved by: 

Biplop Chakma 

Executive Director 

ASHIKA Development Associates 

 


