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[bookmark: _Toc288199557][bookmark: _GoBack]Standard Operating Procedure (SOP):   
Product Launch Photography
Objective
In-studio product photography and In-use or application photography are critical components of the product launch process here at Hach Company. A carefully thought-out photo shoot list and “photo ready” products and accessories help ensure that the photography created for the launch phase of product development is a quality component of the marketing strategy and a purchase motivator for our customers. Any component, element, feature or angle that the customer would need or like to see with their own eyes should be imaged at this time. It can be difficult to photographically revisit these products, so an all-encompassing and well-planned shot list is critical not only to the initial launch of the product, but also to the product’s long-term success.
[bookmark: _Toc288199558]Scope
[bookmark: _Toc288199559]This SOP applies to all product launch photography, whether originating with Hach or Hach Lange, or any Hach or Hach Lange brand business unit.  This SOP only applies to photography where the internal Global Photographer will be used. Photography generated by external agencies is out of scope. This SOP is valid beginning October 8, 2014.
Terms and Definitions
Studio Image – Product will be photographed inside the Photo Studio located in Loveland Colorado.
Application or In-Use Image or Location – A Technician, Operator, Chemist will be photographed using the product in a realistic situation. Examples of applications settings: Laboratory, Outdoors Field, Industrial, Manufacturing or Water Treatment Facilities.
Accessory Image – Major accessories sold in conjunction with the main product - printer, power supply, sensors, chemistry, etc.
Screen Image  - This is the graphical display screen on the instrument. Separate photography must be taken to capture the graphical screen readings from the instrument.

Roles:
· Global Photographer – Creates high quality product and application photography. 
Shoot Request Forms are available on the Hach Intranet site under “Photography”
· Vertical Market Manager (Vertical) –  the Vertical assigned to the product commercialization process. The Vertical may have input into the photography.
· BU Product Manager (PM) –  Product owner:
· Deliver product to Photo Studio in advance of scheduled photo shoot
· Product must be cleaned and assembled in advance by the Product Manager. Time is not budgeted to Clean and Assemble product in the Photo Studio
· Products for all photo shoots must be new or in new condition
· Provide part numbers and product description for each product to be photographed
· Madatory attendance for all application/location photo shoots 
· Marcom – the Marketing Communications Manager assigned to the commercialization process. Provides input and direction into the photography-Strongly encouraged to attend application/location photo shoots. Works with Global Photographer to select models for application/location photo shoots.


1. Launch Photography Level Packages:
Depending on the size of your product launch, please select from Copper, Silver or Gold photography packages. Each package represents the miminum level of photography required for the respective launch size. You should be thinking about this photography  4 – 6 weeks in advance.

We can, when necessary, increase or decrease the number of images in each package. Contact the Global Photographer well in advance of the scheduled shoot date to plan variations in the number or type of images needed.
Copper Level: Product is simple with minimal features or minimal sales potential. Lead time: 14 working days from photo shoot request submission to final file delivery and PIM placement. Required photography:
· Studio Image (Glamour Shot)-Left Facing.
· Studio Image (Glamour Shot)-Right Facing.
· Application or In-Use Image with Technician, Operator, or Chemist
Silver Level: Product is moderately complicated and/or has medium to high sales potential. Lead time: 18 working days from photo shoot request submission to final file delivery and PIM placement.
 Required photography:
· Studio Image (Glamour Shot): Left Face - Optional Blue “Key” light on right side
· Studio Image (Glamour Shot): Right Face - Optional Blue “Key” light on left side.
· Studio Image (support features): communication ports, USB ports, keyboard, power lights etc.
· Application Image #1: Products being used in facility - drinking water, power plant, brewery, etc. with Tech or Operator.
· Application Image #2: Product being used in the environment – river, lake, aeration basin, etc. with Tech or Operator.
· Accessory Image(s): Major accessories sold in conjunction with the main product - printer, power supply, sensors, chemistry, etc.
· Screen Image(s):  Shots of the screens that will be placed on the instrument photo in post-production. Includes all screen options that will match the product’s studio images and application images.
Gold Level: Product is complex with many features or has high sales potential. Lead time:  21 working days from photo shoot request submission to final file delivery and PIM placement.
 Required photography (may vary by product):
· Studio Image (Glamour Shot): Left Face - Optional Blue “Key” light on right side
· Studio Image (Glamour Shot): Right Face - Optional Blue “Key” light on left side.
· Studio Image (support features): communication ports, USB ports, keyboard,
power lights etc.
· Studio Image (support features): communication ports, USB ports, keyboard, 
power lights etc.
· Studio Image (support features): communication ports, USB ports, keyboard,
power lights etc.
· Studio Image: Human Hands/fingers interacting with key pad or screen.
· Studio Image: Grouping of most or all of the accessories that will be sold in conjunction with the main product.
· Application Image #1: Product being used in lab with Tech or Operator.
· Application Image #2: Product being used in environment with Tech or Operator.
· Application Image #3: Product in the environment it will operate in (no people).
· Application or Studio Image: Instrument being held by human hands to show scale and ease of handling.
· Screen Image(s):  Shots of the screens that will be placed on the instrument photo in post-production. Includes all screen options that will match the product’s studio images and application images.
· Application Image #1: Products being used in facility - drinking water, power plant, brewery, etc. with Tech or Operator.
· Application Image #2: Product being used in the environment – river, lake, aeration basin, etc. with Tech or Operator.
· Accessory Image(s): Major accessories sold in conjunction with the main product - printer, power supply, sensors, chemistry, etc.
[bookmark: _Toc288199561]Product Acceptability Policy for Photo Shoots 
Products not in new, clean condition will likely be rejected and the photo shoot will be re-scheduled for a later date when the product acceptability standards can be met.

Policies:

· Products for all photo shoots are to be delivered to the Photo Studio in advance of the scheduled shoot time by the Product Manager.
· Products for all photo shoots must be new or in new condition.
· Products for all photo shoots must be cleaned and assembled in advance by the Product Manager. (Please do not wait until we have begun the shoot, we do not budget studio time for product cleaning or assembly)

If there is acceptability issue or question please discuss with the Global Photographer well in advance of the shoot. Our escalating Photoshop/re-touching cost, complexities and timelines make these guidelines absolutely necessary.
Photography Permissions, Permits and Licenses
Photography shoots in natural enviroments such as rivers, lakes and ponds may require a permit or license from the Local, State or Federal Government — especially in State and National Park areas.  Hach can incur fines up to $1,000 USD if the laws are not followed. 

If the photo shoot is taken on private land, permission from the land owner will be required in advance to avoid trespassing penalties and for general safety.

In many cases, your photo shoot will require the use of a Model. Generally, Hach and Hach Lange employees are used as models for our products. In some cases, actual customers may be used as models. In all cases where models are used, a model agreement must be signed in advance of the photo shoot.The Global Photographer will seek the required approvals and agreements before the photo shoot.  This is a key reason why your photo shoot should be planned well in advance of your scheduled shoot date.
[bookmark: _Toc288199563]7  Photo Shoot Checklist
By considering and answering these 10 questions prior to the shoot request, you can streamline the photo process and feel confident that you are prepared to present your product in the most flattering and informative way possible.

1. Do we need more than one image of this Product? (There is room for many supporting images on the new web site).
2. What is this product’s selling features and how can we show them visually? What visual aspects do we want/need to de-emphasize?


3. Do we need to convey scale on this product? Do we need a standardized object ( human hand, a pen, a coke beverage can, etc.) in the shot? Size can often time be determined by product description-adding a scale objects usually requires a caption disclaimer- “Product does not come with Pen”.
4. Do we need an “Out of box” image for this product? Out of Box image is one showing everything that will be shipped with the product.   We typically do not do this type of shot because some items that ship with product are visually dull – they can detract from main product and if any shipping items change the image becomes obsolete.
5. Do we need a location/application image of this product as well? (Application image is one with the product in use in its normal working environment-Lab-Stream-Waste Water Fac.-Construction Site etc.). 
6. If it requires a location/application shot, do you have everything you need to mount and operate the instruments on the day of the shoot? Are there props that we will need on location, hardhat/safety glasses/gloves etc? I need to know this before we leave Hach for the location.
7. Do we need a “Screen” shot of this product? How difficult will that be to achieve? Do you need water or running water to bring up the proper display? If yes, we need to plan ahead. (We typically do not shoot screen shots on location-rather we wait and simulate them in the studio before/after the application shoot).
8. Are there accessories for this product? Will shooting them help the sales of this product?
9. Is your product ready to be photographed? It is the Product Managers responsibility to have all of the products for the shoot clean and in new condition.
10. How can we visually make this product/instrument more desirable?  How can we use photography to enhance sales???
8  Help
For specific questions or comments regarding this SOP, please contact the Sean Brubaker, Global Photographer: sbrubake@hach.com or dial phone ext. 2270.
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