
Hosting Photo Shoots
It is important to have quality photos of your hotel on hand to use for media purposes, as well as for sales presentations, future collateral materials and more.  When possible, secure a professional photographer/videographer who is experienced in producing the types of photographs/video coverage you want.  Professional shots of people at events take a slightly different approach than shots of amenities, hotel features, etc.

Finding Photographers/Videographers
· Ask for recommendations from business colleagues in your market.  If new to the market, consider asking a chamber of commerce representative or doing an online search.

· For media events, contact the photo desk at your local newspaper and see if they could recommend a freelancer.  Often times, newspaper photographers do freelance work and are very qualified.  If not, they can offer you a recommendation.  For videographers, consider contacting your local TV station.
· Review the photographer/videographer’s portfolio and terms of photo copyrighting before hiring him/her.  
Organizing the Photo/Video Shoot

· Determine a primary date/time and back-up date/time for shoot.  Any outdoor shots should be taken as early in the morning or as late in the afternoon (before dark) as possible.  Anything mid-day will result in harsh sun overhead and poor quality photos.


· Secure photographer, talent, etc.  Sign contract and negotiate payment.  Be very clear with the photographer that all usage rights are to be included in the contracted payment amount.
· Outline all of the items you want photographed/videotaped in and around the hotel at least one week prior to the shoot.  Forward this list on to your secured photographer/videographer. 
· Host an on-site meeting prior to the shoot so the photographer/videographer can see the list of items personally and determine if he/she needs to bring any additional lighting or equipment.

· On the day of the shoot:

· Have a printed list of all the items that need to be photographed/videotaped.  

· Escort the photographer/videographer around the hotel during the entire shoot.

· Check off the items as each one is photographed/videotaped.

· Following the shoot:

· Confirm with photographer/videographer when you will see proof sheets or footage.

· Review proof sheets and footage.  Determine what images/footage you want reproduced.  In some cases, an event photographer may turn over a disk with all of the photos as part of the overall fee.
· Place your order with the photographer/videographer.

· Upon receipt of the photos, draft appropriate cutlines (if needed).  If using for media purposes, upload them to an FTP site with the cutlines.  Send e-mails to media with the link to the FTP site so they can access photos to accompany various press releases and/or story pitches you may be pursuing.
Staging Your Own Photo Shoot
When staging photos at events that are to be used later for media purposes, and NOT working with a professional photographer, please note the following:

· Use a digital camera (when possible) and set it for high-resolution photos (the best/highest quality photo setting on the camera).
· Try not to have more than five people in the photo.  Select high-profile individuals that the media will recognize (at least by company name) and always have a company representative in the shot.
· If you are taking a photo for a specific publication, be aware of what types of photos it prefers.  Try to have the people pictured doing something active (i.e. digging with shovels, cutting a giant ribbon, etc.).  Avoid the traditional “grip and grin” photo with people shaking hands.  Most media want “action” in the photo rather than people simply smiling for the camera.  
· Make sure the background is clear of extraneous people and objects.  Avoid using a traditional white background or anything of which the people being pictured will blend in.

· After taking the photo, make sure to get correct identifications of all photographed individuals.  Beginning from left to right, please obtain the following:  name, title, company name.  
· Review all of your photos and pick the top choices for media to consider.  

· Upload the pictures to an FTP site.
· Draft appropriate cutlines and obtain Starwood approval (if necessary).  

· Send media an e-mail with a link to the FTP site where they can download your photos and cutlines.  
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