Purchase Order - Photographer Services - United Kingdom Manchester
PURCHASE ORDER
Professional Photographer Services — United Kingdom Manchester
This Purchase Order constitutes a formal request for professional photography services to be delivered within the United Kingdom Manchester metropolitan area.
Purchase Order No.: PO-MAN-2025-04872
Date of Issue: 14 June 2025
Required Delivery Date: 30 June 2025
Payment Terms: Net 30 Days
Currency: British Pounds (GBP £)
Status: Pending Approval
1. Parties to This Purchase Order
Buyer (Purchasing Entity)
Company: Northbridge Media & Events Ltd.
Address: 42 Deansgate Square, Manchester, M3 4LQ, United Kingdom
VAT Registration: GB 987654321
Contact: Sarah Whitfield, Procurement Manager
Email: s.whitfield@northbridgemedia.co.uk
Telephone: +44 (0)161 496 0000
Supplier (Photographer)
Company: Apex Visual Studios (Trading as Apex Photographer Manchester)
Address: 18 Spinningfields, Manchester, M3 4ER, United Kingdom
VAT Registration: GB 123456789
Contact: James Okafor, Lead Photographer & Director
Email: j.okafor@apexvisualstudios.co.uk
Telephone: +44 (0)161 832 5500
2. Scope of Services — Photographer Engagement
This Purchase Order is issued by Northbridge Media & Events Ltd. to engage the services of a professional Photographer for a comprehensive corporate and event photography project. The Photographer shall provide all necessary equipment, post-production editing, and delivery of final image assets in accordance with the specifications outlined below. All services are to be performed within the United Kingdom Manchester area, including but not limited to the city centre, Salford Quays, and the surrounding Greater Manchester districts. The Photographer is expected to demonstrate professional competency, adherence to UK data protection regulations (UK GDPR), and compliance with all applicable photography industry standards in the United Kingdom Manchester region.
3. Line Items — Services and Deliverables
	Ref
	Description of Service
	Quantity
	Unit
	Unit Price (GBP)
	Total (GBP)

	01
	Corporate headshot photography session for 45 staff members at Northbridge Media offices, Manchester city centre. Includes on-site lighting setup, direction, and 10 retouched images per subject.
	45
	Subjects
	£120.00
	£5,400.00

	02
	Full-day event photography coverage (10 hours) for the Annual Northbridge Media Conference at the Manchester Central Convention Complex. Includes two (2) Photographer assistants, minimum 800 edited images delivered within 72 hours.
	1
	Day
	£2,800.00
	£2,800.00

	03
	Product and lifestyle photography for the Q3 marketing campaign. Studio session at Apex Visual Studios, Salford Quays, Manchester. 60 final edited images in print and digital formats.
	1
	Session
	£1,950.00
	£1,950.00

	04
	Drone aerial photography of the Manchester cityscape for promotional video background assets. Includes CAA Part 107 certified operation, 20 high-resolution stills, and 5 minutes of 4K footage.
	1
	Session
	£1,200.00
	£1,200.00

	05
	Post-production retouching, colour grading, and file preparation for all deliverables. Includes delivery in TIFF, JPEG, and CMYK formats. Unlimited revisions within 14 days of initial delivery.
	1
	Package
	£850.00
	£850.00

	06
	Travel and accommodation allowance for the Photographer and assistants within the United Kingdom Manchester metropolitan area. Covers local transport, parking, and one (1) night accommodation if required for multi-day shoots.
	1
	Allowance
	£350.00
	£350.00

	Subtotal:
	£12,550.00

	VAT (20%):
	£2,510.00

	Total Purchase Order Value:
	£15,060.00


4. Terms and Conditions
4.1 This Purchase Order is governed by the laws of England and Wales. Any disputes arising from this Purchase Order shall be subject to the exclusive jurisdiction of the courts in Manchester, United Kingdom.
4.2 The Photographer (Apex Visual Studios) warrants that all services shall be performed in a professional and workmanlike manner, in full compliance with the UK Copyright, Designs and Patents Act 1988, and all applicable data protection legislation including the UK GDPR and the Data Protection Act 2018.
4.3 All photographic assets delivered under this Purchase Order shall be the exclusive intellectual property of Northbridge Media & Events Ltd. upon full payment. The Photographer retains the right to display a limited selection of images in a professional portfolio, subject to prior written consent from the Buyer.
4.4 Payment shall be made via BACS bank transfer to the account specified by the Photographer within thirty (30) calendar days of receipt of a valid tax invoice. Late payments shall accrue interest at the rate of 4% above the Bank of England base rate per annum, in accordance with the Late Payment of Commercial Debts (Interest) Act 1998.
4.5 The Photographer shall carry adequate professional indemnity insurance (minimum £5,000,000) and public liability insurance (minimum £10,000,000) for the duration of all services rendered in the United Kingdom Manchester area. Certificates of insurance shall be provided upon request.
4.6 Cancellation by either party must be communicated in writing no fewer than fourteen (14) calendar days prior to the scheduled service date. Cancellation within fourteen days shall incur a fee of 50% of the total Purchase Order value. Cancellation within seventy-two (72) hours shall incur a fee of 100% of the total Purchase Order value.
4.7 The Photographer shall comply with all health and safety regulations applicable to photography operations in the United Kingdom Manchester area, including but not limited to the Management of Health and Safety at Work Regulations 1999 and any local authority permits required for drone operations or public space photography.
4.8 This Purchase Order shall remain valid for acceptance for a period of fourteen (14) calendar days from the date of issue. Acceptance shall be confirmed in writing by the Photographer via email to the Buyer's procurement department.
5. Delivery and Acceptance
All photographic deliverables shall be provided to the Buyer via secure cloud transfer (e.g., WeTransfer, Dropbox Business, or equivalent) and, where requested, on physical media (SD cards or USB drives) delivered to the Buyer's offices in Manchester, United Kingdom. The Buyer shall have fourteen (14) calendar days from the date of delivery to inspect and accept or reject the deliverables. Rejection must be accompanied by a written description of the specific deficiencies. The Photographer shall rectify any rejected items within seven (7) calendar days at no additional cost.
6. Authorisation
This Purchase Order is authorised and issued by the undersigned on behalf of Northbridge Media & Events Ltd. The Photographer is requested to confirm acceptance of all terms and conditions set forth in this document by signing below and returning a copy to the Buyer's procurement office in Manchester, United Kingdom.
For and on behalf of the Buyer:
Northbridge Media & Events Ltd.
Name: Sarah Whitfield
Title: Procurement Manager
Signature: ___________________________
Date: 14 June 2025
For and on behalf of the Supplier (Photographer):
Apex Visual Studios
Name: James Okafor
Title: Lead Photographer & Director
Signature: ___________________________
Date: ___________________________
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