
 
COUNCIL ROCK SCHOOL DISTRICT 

Administration & Business Office 
30 North Chancellor Street 

Newtown, PA 18940 
215-944-1000 

 
  
 
 
 
 
           February, 2024 
 
 
To Whom It May Concern: 
 
Attached herewith are instructions and proposal sheets covering the requirements for Graduation 
Videography Services RFP# 24-35 within the Council Rock School District, Bucks County, 
Pennsylvania during the school years 2023-2024, 2024-2025, and 2025-2026.  Please email your 
Request for Proposal documents to: donna.nelms@crsd.org and mfrederickson@crsd.org on or 
before 2:00 PM  March 19, 2024.  
 
Council Rock School District is an equal opportunity education institution and will not discriminate on 
the basis of race, color, national origin, sex or handicap in its activities, programs or employment 
practices as required by Title VI, Title IX and Section 504. 
 
For information regarding civil rights or grievance procedures, contact Dr. Andrew Sanko, Title IX and 
Section 504 Coordinator, at Council Rock Administration Offices, 30 North Chancellor Street 
Newtown, PA 18940.  For information regarding services, activities and facilities that are accessible to 
and usable by handicapped persons contact Anthony Devlin, Director of Special Services. 
 
 
 
 
Sincerely, 
   
    
  
Anthony Rapp 
Director of Business Administration 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

mailto:donna.nelms@crsd.org
mailto:mfrederickson@crsd.org


 
 

COUNCIL ROCK SCHOOL DISTRICT 
REQUEST FOR PROPOSALS 

GRADUATION VIDEOGRAPHY SERVICES 
RFP # 24-35 

 
 

 
 
 
 
 
 
      By: _______________________________ 
       Signature 
 
       ________________________________ 
       Name of Firm 
 
       ________________________________ 
       Address of Firm 
 
AFFIX CORPORATE SEAL    ________________________________ 
       City                  State      Zip Code 
_______________________ 
Attest       ________________________________ 
       Telephone                          Fax  
 
       ________________________________ 
       Email Address     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

INSTRUCTIONS FOR NON-COLLUSION AFFIDAVIT 
 
 
1. This Non-Collusion Affidavit is material to any contract awarded pursuant to this bid.  According to 

the Pennsylvania Anti Bid-Rigging Act, 73 P.S. SS 1611 et seq., governmental agencies may 
require Non-Collusion Affidavits to be submitted together with bids. 

 
2. This Non-Collusion Affidavit must be executed by the member, officer or employee of the bidder 

who makes the final decision on prices and the amount quoted in the bid. 
 
3. Bid rigging and other efforts to restrain competition, and the making of false sworn statements in 

connection with the submission of bids is unlawful and may be subject to criminal prosecution.  
The person who signed the affidavit should examine it carefully before signing and assure himself 
or herself that each statement is true and accurate, making diligent inquiry, as necessary, of all 
other persons employed by or associated with the bidder with responsibilities for the preparation, 
approval or submission of the Bid. 

 
4. In the case of a bid submitted by a joint venture, each party to the venture must be identified in the 

bid documents, and an Affidavit must be submitted separately on behalf of each party. 
 
5. The term “complementary bid” as used in the Affidavit has the meaning commonly associated with 

the term in the bidding process, and includes the knowing submission of bids higher than the bid 
of another firm, any intentionally high or noncompetitive bid, and any other form of bid submitted 
for the purpose of giving a false appearance of competition. 

 
6. Failure to file an Affidavit in compliance with these instructions will result in disqualification of the 

bid. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
NON-COLLUSION AFFIDAVIT 

 
State of ________________________________________: 
         : s.s. 
County of ______________________________________: 
 
 
 I state that I am ________________________________of _______________________________________ 
                                                                 (Title)                                                              (Name of my Firm) 
and that I am authorized to make this affidavit on behalf of my firm, and its owners, directors, and officers.  I am the person 
responsible in my firm for the price(s) and the amount of this bid. 
 
 I state that: 
 
1. The price(s) and amount of this bid have been arrived at independently and without consultation, communication or 

agreement with any other contractor, bidder or potential bidder. 
 
2. Neither the price(s) nor the amount of this bid, and neither the approximate price(s) nor approximate amount of this 

bid, have been disclosed to any other firm or person who is a bidder or potential bidder and they will not be disclosed 
before bid opening. 

 
3. No attempt has been made or will be made to induce any firm or person to refrain from bidding on this contract, or to 

submit a bid higher that this bid, or to submit any intentionally high or noncompetitive bid or other form of 
complementary bid. 

 
4. The bid of my firm is made in good faith and not pursuant to any agreement or discussion with, or inducement from, 

any firm or person to submit a complementary or other noncompetitive bid. 
 
5. _____________________________________________, its affiliates, subsidiaries, officers directors and employees 

are not currently under investigation by any governmental agency and have not in the last four years been convicted or 
found liable for any act prohibited by State or Federal law in any jurisdiction, involving conspiracy or collusion with 
respect to bidding on any public contract, except as follows: 

 
I state that _________________________________________ understands and acknowledges that the above 
   (Name of Firm)                                                                                                                                                               
representations are material and important, and will be relied on by Council Rock School District in awarding the 
contract(s) for which this bid is submitted.  I understand that my firm understands that any misstatement in this affidavit is 
and shall be treated as fraudulent concealment from Council Rock School District of the true facts relating to the 
submission for this contract. 
 
     ______________________________________________________ 
       (Names and Company Position) 
 
SWORN TO AND SUBSCRIBED 
 
BEFORE ME THIS ______DAY        ______________________________________________________ 
       Notary Public 
of ________________, 20____.  My Commission Expires __________________________________ 
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COUNCIL ROCK SCHOOL DISTRICT 
30 N. Chancellor Street 

Newtown, PA, 18940 
 

REQUEST FOR PROPOSALS 
GRADUATION VIDEOGRAPHY SERVICES 

RFP # 24-35 
 
The Council Rock School District is soliciting proposals for Graduation Videography 
Services for the 2023-2024, 2024-2025, and the 2025-2026 Graduation Ceremonies at: 
  

Council Rock High School North, 62 Swamp Road, Newtown, PA 18940 
 Council Rock High School South, 2002 Rock Way, Holland, PA 18966 
 
Contract will be awarded for one year, with two, one-year renewals.  Proposals should 
reflect costs for each year.  It is the District’s desire to select one vendor to perform the 
services for all three years.  The annual renewals will allow the District to continue the 
services without requiring a bid process.  The vendor response should reflect the cost for 
each year.  There will be no adjustments allowed should the vendor be selected to 
perform these services in year two or three. 
 
Proposals shall be delivered no later than 2:00 PM. on March 19, 2024.  Any 
questions or concerns regarding this proposal should be referred to Matthew 
Frederickson, by email only, at mfrederickson@crsd.org.  ABSOLUTELY NO PHONE 
CALLS. 
 
Proposals shall be emailed on or before the due date and time to: 
 

Donna Heverly-Nelms, donna.nelms@crsd.org AND 
Matthew Frederickson, mfrederickson@crsd.org 

 
Graduation Dates/Times: 
 
Graduation date and times are listed below: 
 
2023-2024 School Year – June 11 
 

• Council Rock High School North: 4:00 PM Stadium, Alt Gym 
• Council Rock High School South: 6:00 PM Gym 

 
2024-2025 School Year – June 12 
 

• Council Rock High School North: 4:00 PM Stadium, Alt Gym 
• Council Rock High School South: 6:00 PM Gym 

 
2025-2026 School Year – TBD 
 

• Council Rock High School North: 4:00 PM Stadium, Alt Gym 
• Council Rock High School South: 6:00 PM Gym 

mailto:mfrederickson@crsd.org
mailto:donna.nelms@crsd.org
mailto:mfrederickson@crsd.org
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It is expected that the vendor selected will provide the equipment and crew to handle both 
graduations independently. 

 
SERVICES REQUIRED 
 
Graduations are to be filmed, recorded, and streamed live to YouTube (channel and 
Internet connection provided by the District).  
 
CR NORTH 
 
Ideally, CR North graduation will be outside in the stadium.  If there is inclement weather, 
graduation will be moved inside to the gym.  The decision will be made NLT 12:00 noon 
on the day of graduation as to location of graduation at CRHS North.  This is determined 
by the weather forecast. 
 
Sound System 

• Stadium 
o The vendor will be responsible for all audio cabling, speaker equipment 

and any and all other necessary equipment to provide a quality sound 
system for graduation on the school’s football field. 

o The provided sound system must provide sound for the home football field 
stands and the visitor football field stands. 

o In addition, quality sound must be provided for the seated graduating 
students.  Typically, 5 to 7 speakers are required on each football field 
sideline and an additional 2 speakers are facing the seated graduates. 

o Microphones for three speaker podiums, the high school band and the high 
school choir are required.  The required microphone areas are dispersed 
throughout the area of the football field, including end zone areas. 

 
• Gymnasium 

o The vendor will be responsible for all audio cabling, speaker equipment 
and any and all other necessary equipment to provide a quality sound 
system for graduation in the school’s gymnasium. 

o The provided sound system must provide sound for those in the stands as 
well as the seated graduating students on the floor.  Typically, 6 speakers 
are required (3 or each side). 

o Microphones are needed for 2 podiums, 1 central stage podium, 1 
microphone for the band, and 1 microphone for the choir. 

 
Streaming 

• CR will provide an internet connection at the location of broadcast. 
• The vendor will use this connection to broadcast, from their equipment, a 

professional quality video production to the District’s YouTube channel.  The 
District will provide assistance in connecting the vendors equipment to the 
Internet and the District’s YouTube channel. 
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Video 
• Vendor will provide sufficient cameras, cables, crew, etc. to adequately film all 

aspects of the graduation. 
• At least four (possibly three) are required: 1 to capture the speakers on center 

stage, 1 to capture the graduates crossing the left-hand side of the stage, 1 camera 
to capture the students crossing the right-hand side of the stage.  Students cross 
both sides of the stage at the same time – 2 cameras are required for this. 

• An additional camera, or roving camera, may be used to capture the crowd and/or 
students in an ad-hoc situation. 

 
CR SOUTH 
 
Sound System 
 

• Gymnasium 
o The vendor will NOT need to provide a sound system for CR South.  The 

vendor will utilize the existing CR South sound system.  Connectivity to 
the system is via an XLR (male) connector or standard ¼” male stereo 
plug connector approximately 30 feet long. 

o Microphone setups are needed for 2 podiums, 1 central stage podium, 1 
microphone for the band, and 1 microphone for the choir. 

 
Streaming 

• CR will provide an internet connection at the location of broadcast. 
• The vendor will use this connection to broadcast, from their equipment, a 

professional quality video production to the District’s YouTube channel.  The 
District will provide assistance in connecting the vendors equipment to the 
Internet and the District’s YouTube channel. 

 
Video 

• Vendor will provide sufficient cameras, cables, crew, etc. to adequately film all 
aspects of the graduation. 

• At least four (possibly three) are required: 1 to capture the speakers on center 
stage, 1 to capture the graduates crossing the left-hand side of the stage, 1 camera 
to capture the students crossing the right-hand side of the stage.  Students cross 
both sides of the stage at the same time – 2 cameras are required for this. 

• An additional camera, or roving camera, may be used to capture the crowd and/or 
students in an ad-hoc situation. 

 
Other Requirements 
 
Videographer will provide a TV ready copy (DVD or USB drive), for rebroadcast on CRSD 
TV channels, edited and returned to district within 2 weeks of graduation. 
 
CRSD retains copyright and licensing rights. 

 
Vendor may provide their contact information at the end of the video only.  No other 
advertisements or identification of the vendor is permitted during the graduation ceremony. 
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Explanation of the Usual Setup Process 
 
Vendors may propose another approach but must be 100% guaranteed to work. 
 
Testing 

• A minimum of two tests will be conducted prior to the day of graduation. 
• Tests will include ALL equipment and will provide the District and vendor the 

opportunity to ensure that everything works, and a good broadcast signal is being 
provided from the vendors equipment. 

• Dates and frequency (if more than two tests are necessary) to be coordinated 
between the vendor and the District. 

 
Graduation Day 

• Vendor will have access to both South and North the day BEFORE graduation, 
and the day of graduation, as early as 8:00 AM. 

• Vendor is expected to have all equipment/personnel in place NLT 1 hour prior to 
graduation (3:00 at North, 5:00 at South) 

• Final testing will occur NLT 2:00 PM day of graduation from North, and 2:30 PM 
day of graduation from South. 

• District will provide 1 project manager for vendor to work with during this 
process. 

• On day of graduation, District will provide 1 person to be with the vendor during 
setup, graduation, and tear down to facilitate communications. 

 
 
Additional Requirements 

• Criminal history check of all employees per state law 
• Dressed professionally-business casual with identification badge 
• Contract provisions-Vendors are to submit a copy of their proposed contract. 

o Penalty provisions – no fee paid if unsuccessful production. 
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