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LETTER OF INTENT 
 

All of us here at Lifetouch are excited about the opportunity to partner with NCPA Members during the upcoming 

school year. We are confident that Lifetouch can fulfill all requirements outlined in this RFP, as we have the 

background and qualifications to meet your district photography standards and provide greater value to your school 

community. 

 

Lifetouch is not your ordinary photography vendor. Our mission is to be a partner in providing solutions for your 

needs at NCPA Members; boost teacher engagement, institute safety and security best practices, cultivate successful 

students, and engage school communities with our positive recognition programs and branding solutions. We also 

specialize in the development and production of school yearbooks. With tools and support from Lifetouch, your 

yearbook staff will have everything they need to create a quality yearbook and capture the memories that made 

their school year special. 

 

We are excited that Lifetouch is now a part of the Shutterfly family of brands. Shutterfly, Inc. is the leading digital 

retailer and manufacturer of high-quality personalized products and services. Our shared mission is to help 

customers capture, preserve and share life’s most important moments. Our team is very excited to share more 

Shutterfly updates and incentives that will not only benefit your families but will also enhance our partnership with 

each school that we service. 

  
As a leading partner in the education industry, Lifetouch recognizes how vital it is that we do everything with the 

utmost care to ensure a safe and smooth photography experience.  Our business is built entirely on your trust and 

for over 84 years we’ve done everything in our power to earn it. We photograph 30 million students each year and 

operate out of each of the United States and Canadian provinces. Your local Lifetouch team is equipped with a 

professional support staff that is readily available to meet the specific needs of your school and/or district.  

 
We are frequently developing new programs, services, and technologies designed to enhance your staff and 

students’ experience on Picture Day. If you should have any questions or would like to learn more about our 

offerings, do not hesitate to call or email us. We welcome the opportunity to serve NCPA Members as your school 

photography and yearbook provider of choice! 

 
Respectfully submitted,  

 
 
Jason Schafer       
National Sales Executive     
919-818-0381  
jschafer@lifetouch.com      
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TAB 1  
MASTER AGREEMENT / SIGNATURE FORM 
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TAB 2 
NCPA ADMINISTRATION AGREEMENT 

Shutterfly Lifetouch
July 1, 2020

July 1, 2020
11-40
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TAB 3  
VENDOR QUESTIONNAIRE 
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TAB 4 
VENDOR PROFILE 

 

Please provide the following information about your company: 

Company’s official registered name. 

Shutterfly Lifetouch LLC.  
 

Brief history of your company, including the year it was established. 

Established in 1936 and as a leading partner in the education industry, Lifetouch recognizes 

how vital it is that we do everything with the utmost care to ensure a safe and smooth 

photography experience.  Our business is built entirely on your trust and for over 84 years 

we’ve done everything in our power to earn it. We photograph 30 million students each year 

and operate out of each of the United States and Canadian provinces. Your local Lifetouch team 

is equipped with a professional support staff that is readily available to meet the specific needs 

of your school and/or district.  

 

Company’s Dun & Bradstreet (D&B) number. 

10-604-5680 

Company’s organizational chart of those individuals that would be involved in the contract. 
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Corporate office location. 

11000 Viking Drive, Eden Prairie, MN 55344 

List the number of sales and services offices for states being bid in solicitation. 

Lifetouch has 206 Offices and satellite offices all over the 50 United States. 

List the names of key contacts at each with title, address, phone and e-mail address. 

Jason Schafer, National Sales Executive 

919-818-0381 – jschafer@lifetouch.com 

11000 Viking Drive, Eden Prairie, MN 55344 

Define your standard terms of payment. 

Net 45 

Who is your competition in the marketplace? 

While we are the only national photography company, our competitors vary greatly by local 
market. There are approximately 1,100 competitors in the marketplace. 

Provide Annual Sales for last 3 years broken out into the following categories: 

Cities / Counties 

K-12 

Higher Education 

Other government agencies or nonprofit organizations 

Shutterfly Lifetouch, LLC (“Lifetouch”) is the nation’s most trusted name in school portraiture 
and yearbooks.  Lifetouch photographs students and records student activities from 
preschool all the way through high school graduation.  As the largest producer of school 
portraits in the country, Lifetouch photographs millions of students and preschoolers and 
produces yearbooks each year in thousands of schools in all fifty states and Canada. 
 
Lifetouch National School Studios Inc. was founded in 1936 and became the largest 
employee-owned photography and yearbook company in the world.  As of April 2, 2018, 
Lifetouch became a wholly-owned subsidiary of Shutterfly Inc., the leading digital retailer and 
manufacturer of high-quality personalized photo products and services founded in 1999, and 
is now known as Shutterfly Lifetouch, LLC.   As a NASDAQ-listed public company, Shutterfly’s 
comprehensive financial information is available to the public; its most recent audited 
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financial statements are available at: 
https://www.sec.gov/ix?doc=/Archives/edgar/data/1125920/000112592019000008/sfly-
20181231.htm 
 
Lifetouch’s financial officer is: 
Stanley Chae 
Vice President Finance 
2800 Bridge Parkway 
Redwood City, CA 94065 
Office: 646-331-3473 
 
Effective September 25, 2019, Shutterfly and Lifetouch became part of a portfolio group of 
companies managed by Apollo Global Management, Inc.  
 
There are no pending bankruptcy proceedings, bankruptcies, receiverships, mergers, 
acquisitions, stock acquisitions or spin offs or any material pending or threatened litigation 
that would interfere with Lifetouch’s ability to meet its obligations under the proposed 
contract.  By submitting this bid, Shutterfly Lifetouch, LLC hereby certifies that it is financially 
stable and has all the necessary resources, human and financial, to provide the services at the 
level required by NCPA. 
 

What differentiates your company from competitors? 

Lifetouch has a national reach with 206 offices, 9 manufacturing facilities that are 
strategically placed around the country so we can continue delivering our products. We are 
an industry leader in safety and security as we are PCI Compliant at the highest level, we have 
signed the data privacy pledge, and background check every employee. We are training our 
photographers and sales professionals with new COVID practices and procedures. As a 
Shutterfly company, our customers have access to Shutterfly exclusive offers such as the 
Shutterfly Storefront, for more information please see page 42. 

 

Describe how your company will market this contract if awarded. 

We will activate our national school district procurement team and our national sales team to 
leverage this contract to our 500+ sales staff nationally.  
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Describe how you intend to introduce NCPA to your company. 

This will be introduced like any other sales or marketing campaign to our field sales 
organization via internal communications and other internal company communication 
platforms.  

Describe your firm’s capabilities and functionality of your on-line catalog / ordering website. 

Mylifetouch.com makes ordering school pictures faster, easier and more fun for everyone. 

Users register with a unique Picture Day code found on their proof order sheet or Picture Day 

flyer. The Passcode, Record Number and Security Key are unique for each student and allow 

for a single individual to claim the image(s). Once claimed, registered users can invite others 

to view and order. With our expansive product catalog, customers can order prints and 

products. 

Describe your company’s Customer Service Department (hours of operation, number of service 

centers, etc.) 

Lifetouch’s support team is ready to assist with any requests or questions regarding your 
school pictures you or your families may have. We offer separate toll-free lines for parents 
and school administrators to best assist you. We have 5 locations that support the US:  

x Muncie, IN 
x Montego Bay, Jamaica 
x Kingston, Jamaica 
x Guatemala City, Guatemala - Spanish support 
x Chennai, India - off phone support 

EXTENDED HOURS - 8:00am - 8:00pm EST M-F 
Parent Customer Service Number | 1-800-736-4753 
8:00 am to 10:00 pm EST Monday-Friday | Saturday 8:00 am - 6:00 pm EST (during peak) 
School Customer Service Number | number may vary by state 
8:00 am to 4:30 pm Monday-Friday 
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Green Initiatives 
As our business grows, we want to make sure we minimize our impact on the Earth’s 

climate. We are taking every step we can to implement innovative and responsible 
environmental practices throughout NCPA to reduce our carbon footprint, reduce waste, energy 
conservation, ensure efficient computing and much more. To that effort we ask 
respondents to provide their companies environmental policy and/or green initiative. 
 
We are continuously making efforts to reduce our carbon footprint and reduce waste. That 
why picture day is going paperless and eliminating our “subject cards” that has student 
information that is scanned at the camera to ensure the image matches with the correct 
student. We have moved this image matching process to a digital platform.  
 
Vendor Certifications (if applicable) 

Provide a copy of all current licenses, registrations and certifications issued by federal, 
state and local agencies, and any other licenses, registrations or certifications from any 
other governmental entity with jurisdiction, allowing respondent to perform the covered 
services including, but not limited to, licenses, registrations, or certifications. Certifications 
can include M/WBE, HUB, and manufacturer certifications for sales and service. 
 
N/A. We can provide business licenses upon request. 
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TAB 5 
PRODUCTS AND SERVICES / SCOPE 

Lifetouch will respond to and offer all services listed. We will work with each district and 
school to determine specific service needs.  
 
 
ID Cards 
 
We can provide bar coded, non-bar coded, onsite, and lab produced IDs. Please refer to page 
35 for more ID Card Information.   
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Directories 
We will provide directories with photos of each student upon request.  
 
Yearbook Images 
It is standard that our yearbook images are in a PSPA approved format, we are also able to 
format based on school needs. 
 
Your Ability to deliver student images formatted for school and district administration 
programs such as library systems, cafeteria software and other administrative tools.  
Images can be downloaded for lunch systems and library systems; this process is streamlined 
and easy to do via our Lifetouch Portal. For more information on the Lifetouch Portal please 
see page 41. 
 
Other services provided at the school level 
Please see page 33-34 for a list of additional services. 
 
Any services provided for the district level for exclusive business acceptance  
Please see page 32-33 for exclusive partnership incentives. 
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LIFETOUCH YEARBOOK PROGRAM 
 

A school yearbook is comprised almost entirely of photographs that chronicle the interest, potential, and 

achievement of your students and staff each year.  As the industry leader in school photography, Lifetouch 

is best-equipped to capture and preserve your school year memories. We provide the tools and support 

your yearbook staff needs to create an unforgettable yearbook that parents and students will love.  

 

SUPPORT FROM DAY ONE 

Rest assured, you’ll have everything you need to support your 

students, teach them the in’s and out’s and inspire them to 

greatness. Experienced local representatives are right behind you 

every step of the way and can provide one-on-one guidance. 

 

EASY ONLINE TOOLS  

Create great story-telling pages with our online book building tool. 

Plus, Lifetouch pictures automatically upload to your site for easy 

flow onto picture pages. No CDs, no jump drives. Unsurpassed quality 

from cover to cover and page enhancements including embossing 

and debossing, matte lamination and more make your yearbook a 

real standout. Expert designers help take your cover design from 

vision to reality. This dedicated team will also be on-hand for 

webinars and workshops.  

 

EDUCATIONAL RESOURCES  

x Class curriculum with lesson plans on all things yearbook 

x Yearbook blog filled with ideas and inspiration 

x Monthly emails to support you throughout the project 

x Student workshops led by industry recognized yearbook experts 
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VALUE FOR FAMILIES 
 

ONLINE ORDERING 

Mylifetouch.com makes ordering school pictures 

faster, easier and more fun for everyone. Users 

register with a unique Picture Day code found on 

their proof order sheet or Picture Day flyer. The 

Passcode, Record Number and Security Key are 

unique for each student and allow for a single 

individual to claim the image(s). Once claimed, 

registered users can invite others to view and order. 

With our expansive product catalog, customers can 

order prints and products. 

 
 

SATISFACTION GUARANTEE 

If families are not satisfied with their photos for any reason, they may return them on Retake Day and 

we will re-photograph at no additional charge. If they are still not pleased, they may return retake 

photos and we will refund their entire purchase price. 

 

LIFETOUCH REWARDS 

We make sure your all families receive the best value when  

making picture purchases. Each family receives: 

 

x A Shutterfly gift valued at $29.99 or more upon enrollment 

x 10% off discount on additional purchases for every $65 spent 

x Stacking options on coupons for even greater value 

x Exclusive offers and benefits throughout the year 



Lifetouch is leading the photography industry in providing comprehensive 
photography session safety protocols. These protocols follow the 

guidelines and recommendations of the Center for Disease Control (CDC), 
U.S. Department of Health & Human Services (HHS), and Occupational 

Safety and Health Administration (OSHA) standards related to COVID-19. 

Our new photography safety protocols include

While photography sessions may look different this year, as a trusted 
partner, our goal remains the same; to ensure you receive this essential 

photography service and families can continue to capture life’s memories.

Contact your Lifetouch Representative for more details.

74612 © 2020 Shutterfly Lifetouch. LLC

A New Photography Experience

SAFETY TRAINING

Lifetouch employees are required 
to complete comprehensive safety 

and cleaning protocol training

CUSTOMIZED PLAN

Most importantly, we’ll work  
with you to establish a plan  

that fits your needs

PRE-SESSION  
HEALTH CHECK

Photographers are provided a 
thermometer for their daily  

self-health assessment before 
reporting to a photography event 

NO-CONTACT POSING  
& SOCIAL DISTANCING

Photographers are required  
to maintain six feet between 

themselves and subjects while 
being photographed

ENHANCED  
CLEANING 

Photographers are 
provided sanitizing wipes  
and spray to clean camera  

stations and equipment

MASKS 

Photographers are required  
to wear masks during the entire 

photography session

Lifetouch.com
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TAB 8 
VALUE ADDED PRODUCTS AND SERVICES 

 
EXCLUSIVE PARTNERSHIP INCENTIVES 

 

All resources outlined below are available at no additional cost upon award. 
 

FOR SCHOOLS:  
 

NEW!  SHUTTERFLY STOREFRONT | VALUE MAY VARY BY SCHOOL/DISTRICT 

Shutterfly Storefront will provide an 8% commission back to the district on Shutterfly sales from your 
unique URL code that you advertise to your community. Value may vary at each school. See page 42 for 
more information.  
 

SCHOOL BRANDING GRANT | VALUE MAY VARY BY SCHOOL/DISTRICT  
Lifetouch may provide a Lifetouch PrintShop branding voucher for each year of the agreement. This 
voucher can be used to create customized banners, posters, signage, decals, wall/floor graphics and more 
for each school! See page 38 for more information. 
 

LEADERSHIP ASSEMBLY GRANT | VALUE MAY VARY BY SCHOOL/DISTRICT 
Teen Truth™ is regarded as one of North America’s premier student assembly experiences. Through our 
partnership, Lifetouch will offer an annual student leadership grant, or a 20% off assemblies. See page 38 
to learn more about the Teen Truth™. 
 

STUDENT REWARD & RECOGNITION PROGRAM| VALUE MAY VARY BY SCHOOL/DISTRICT 
Lifetouch may provide a Student Recognition credit to each school for your staff to customize a wide 
variety of recognition materials. These materials can be used to honor and reward your students, staff, 
and administration. See page 41 for more information. 
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ADDITIONAL PRODUCTS & SERVICES 
CONSULT YOUR LOCAL REPRESENTATIVE FOR DETAILS 

 
 

NEW! DIGITAL IMAGES 

As a part of the Shutterfly family of brands, staff members can now 

claim, view and download their Lifetouch digital image on Shutterfly. 

 

STUDENT & STAFF ID CARDS 

Lifetouch knows that ID Cards are a critical part of your school’s day-to-

day operations, so we have developed a program that puts your needs 

first. Our ID technology guarantees:  

• Barcode compatibility with your software 

• A long-lasting, tamper-resistant photo and bar code 

• Delivered to your school, sorted to your specifications 

 

DISCOUNTED ID PRINTERS & SUPPLIES 

Lifetouch will provide staff ID badges for all district administrators, staff 

and employees. In addition, Lifetouch can help your district secure a 

Fargo PVC ID printer, through our partnership pricing, that can be used 

at the district office for creating high quality ID replacement badges.  

Please discuss options with your Lifetouch Representative.  

 

I-DEPOT INSTANT ID CARD SYSTEM 

On Picture Day, Lifetouch will have this instant ID card printing system 

on site so that IDs can be distributed on the same day. The ID design 

can be customized for each school’s needs with various features.  
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ADDITIONAL PRODUCTS & SERVICES 
CONSULT YOUR LOCAL REPRESENTATIVE FOR DETAILS 

 

 

MONTAGE POSTERS 

The Montage Poster is a 24” x 32” poster that uses all the students and 

staff photographed by Lifetouch on Picture Day to form an image.  

Lifetouch will provide one complimentary framed montage poster to 

each school that photographs a Spring photography program. 

 

 

 

 

PRINCIPAL’S ALBUM 

Lifetouch will provide one complimentary Principal’s Album 

containing class composites to each preschool – 5th grade school.  One 

directory will be provided to each secondary school. 

 

 

 

 

YEARBOOK IMAGES 

Lifetouch will supply yearbook images formatted to PSPA specifications 

to all school producing a yearbook.  For schools publishing with 

Lifetouch, the images will simply be deposited in their yearbook 

website three weeks after retake day.  For non-Lifetouch publishing 

schools, we will provide images electronically via a shared drive. 

 

 

 

 



  
 

37 

ADDITIONAL PRODUCTS & SERVICES 
CONSULT YOUR LOCAL REPRESENTATIVE FOR DETAILS 

 
 

COLOR IMAGE STRIPS 

Lifetouch will provide a strip of images with adhesive on the back for 

each student photographed.  Should any school require more than 

four per student, we are happy to order another set at no cost. 

 

 

 

 

 

WALL COMPOSITES 

Lifetouch Wall Composites are available for a graduating class, 

specific group of students or an entire student body. 

 

 

 

 

 

FACULTY CALENDARS 

Complimentary school calendars are available in a variety of sizes, 

formats and lengths. 12-month and 18-month calendars are available 

in desktop and booklet format. 
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ADDITIONAL BENEFITS 
 

TEEN TRUTH 
TEEN TRUTH is regarded as one of North America’s premier student assembly experiences. With Lifetouch’s unique 

partnership with TEEN TRUTH, we can work with your school or district to coordinate a school culture workshop for 

the counseling staff, faculty or student leadership groups. Lifetouch schools receive a 20% discount on TEEN TRUTH 

assemblies. Learn more at teentruthlive.com.  

 

 

 

 

 

 
 

 

 

 
 

 

LIFETOUCH PRINTSHOP  

Enhance your school’s brand and bring your message to 

students and the larger community with products from the 

Lifetouch PrintShop.  The Lifetouch PrintShop is designed to 

professionally convey your schools’ positive behavior, 

character building, recognition, school messaging and 

branding initiatives.  
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COMMUNITY ENGAGEMENT 
 
EXCLUSIVE EDUCATION PARTNERSHIPS 

Lifetouch is honored to be the official photographer for the educational associations you know and trust. 

It’s a partnership we value and we’re happy to provide them with value-added benefits and services. 

 

 

 

 

 

 

LIFETOUCH MEMORY MISSION 

Since the inception of the Lifetouch Memory Mission® in 2000, Lifetouch employees have traveled to 

destinations around the world to spend a week in intensive volunteer service. Lifetouch hands have 

helped rebuild a village in war-ravaged Kosovo, establish a children’s center in Jamaica, construct a bridge 

in the land of the Navajo in Arizona build a school in in the Dominican Republic and repair a school 

damaged by Hurricane Maria in Puerto Rico.  
 

Since 2011, we have invited and encouraged participation from 

superintendents, principals, educators and members of the 

American Association of School Administrators (AASA), the National 

Association of Elementary School Principals (NAESP), the National 

Association of Secondary School Principals (NASSP), the National 

School Boards Association (NSBA) and the National PTA to apply to 

volunteer with the Lifetouch Memory Mission®.  

 

Learn more at lifetouchmemorymission.com 
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LIFETOUCH PORTAL 
 

The Lifetouch Portal gives both district level and school level access to all your 

Lifetouch services in one convenient and secure location. 

 
 
9 Access Picture Day images and data  

9 Choose a specific Student Information System (SIS) format or 

create a custom format for image and data download  

9 Safely and securely upload your school’s student information 

into formats for library and cafeteria information systems 

9 Download a variety of templates to create directories, 

seating charts, student IDs and other administrative tools 

9 Setup automated Picture Day reminder emails to parents 

with Parent Notify 

9 Create and print reward & recognition certificates  

 
 

PARENT NOTIFY 

Parent Notify is an optional tool that automatically reminds 

parents about Picture Day on behalf of your school, reducing  

questions and saving you time.  

 

 

REWARD &  

RECOGNITON PROGRAM 

Create custom recognition materials to honor and 

reward your students, staff and administration. 
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SAFETY:  OUR TOP PRIORITY 
 

As a leading partner in the education industry, Lifetouch recognizes how vital it is that we do everything 

with the utmost care to ensure a safe experience on Picture Day and beyond.  

 

LIFETOUCH SMILESAFE PROGRAM 

For more than 10 years, Lifetouch has partnered with the National 

Center for Missing & Exploited Children™ to help provide law 

enforcement with the most valuable tool when a child goes 

missing—a current photograph. A rapid response team from 

Lifetouch is available 24/7 to provide the student’s most current 

picture to law enforcement authorities. Every student 

photographed by Lifetouch receives a complimentary SmileSafe 

photo ID card and parents will also receive a free digital download 

of this card for easy access.  We are the only photography 

company partnered with the National Center for Missing and Exploited Children. 

 

DEPENDABLE DATA SECURITY 

We know how precious your students’ photos are and how even more precious their privacy is. Our 

platforms use encrypted technology to ensure a seamless, convenient and safe experience every time you 

and your families interact with Lifetouch online.  

 

ADA COMPLIANT FLOOR PLANS 

Lifetouch camera sets are compliant with the American with 

Disabilities Act (ADA). Our setup prevents cords from 

obstructing traffic areas of students. We also avoid bulky 

props or stools to allow for a safe and secure open floor plan. 
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RECRUITMENT & TRAINING 
 

Lifetouch has been in the photography industry for more than 84 years and we have the experience and 

qualifications to ensure a smooth running picture day with minimal time out of class for students and 

staff. Annually we hire more than 20,000 employees nationwide and we are prepared to provide the 

services required by your district and each school. 

 

EMPLOYEE BACKGROUND CHECKS 

The Lifetouch “We Care Enough to Check®” program requires each new and rehired field employee to 

pass an extensive background check which is conducted through Accurate Background, Inc. The check 

includes a search of criminal records in all counties across the United States where the individual lived 

during the previous seven years or additional addresses found through the social security number trace, 

a search of sex offender registries in states where available, and a driving record search. In addition, 

Lifetouch complies with all state and local required screening of employees and contractors working in 

your school. We take great pride that our team has passed the required background checks and are 

authorized to work in your school/facility   

       

PHOTOGRAPHER RECRUITMENT  

In 2017, Lifetouch created a talent acquisition center for hiring photographers called the SmileHire 

Photographer Recruitment Program. This team of Human Resource professionals have hired more than 

2,700 qualified photographers nationwide since the program began. This initiative helps support and 

reinforce our mission to hire and retain quality photographers that will help capture and preserve 

memories in all schools that partner with Lifetouch. 

 

FRASER PHOTOGRAPHER TRAINING 

Lifetouch has partnered with Fraser, a nationally-recognized 

authority on autism, to produce a training video intended to educate 

Lifetouch photographers when photographing children with special 

needs. 
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TAB 9 
REQUIRED DOCUMENTS 
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