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HOW IT’S DONE
Step 1:   Choose a look: we can match existing headshots or choose a new backdrop color.

Step 2:  Schedule a day for the headshots in your office.

Step 3:  Schedule 5 to 15 minute time blocks for each person, depending on your schedule.  

Step 4:  Photo day!  Each person is photographed and coached into multiple poses and smiles.

Step 5:  Photos are delivered in an online gallery where each person can view and download their   
              own photos, and you can download a backup copy of all the photos.

Step 6:  If retouching is chosen, send the file numbers of the photos for retouching.

Step 7:  If anyone misses the photo day or you add new staff in the months and years to come,   
    they can make short, 15-minute appointments for their matching headshots in the studio.

https://www.organicheadshots.com/welcome_staff.html
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POSING AND SMILES
A professional headshot should show someone 
looking relaxed, confident, and approachable— 
which can be a bit difficult with a giant camera 
lens pointing at you. The photographer will 
never just drop someone in front of a camera 
without helping them get the best smile.
Each person is coached into different poses 
and angles to get the most flattering look from 
shoulders to hip, and is given cues, tips, and  

instructions for getting different types of 
natural-looking smiles and facial expressions. 
Everyone is different and can look more like 
themselves from different angles and in different 
poses, so the photographer will get multiple 
smiles and angles to choose from- making sure 
we get it right the first time and each person 
walks away with a photo they can be proud of.

PHOTO DELIVERY
Photos will be delivered as high-resolution  
JPGs, but let us know if your production 
department requires any specific file types or 
image dimensions and we’ll be happy to 

accommodate. We work directly with web de-
signers and graphic designers on a regular basis 
to create photos that fit into the final vision of 
marketing materials.
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PHOTO DAY: 
SCHEDULING SESSIONS & 
CHOOSING PHOTOS
There are many different options for how  
we can run the photo day, depending on your 
staff’s needs and schedules. You can schedule 
each person into short time slots, or groups of 
5 to 10 people in larger time blocks if that’s 
easier. Some small groups with flexible 
schedules can even drop in at their leisure as 
we finish the person before them.

Afterward, your office will receive all of the  
photos taken (which averages 10-20 per 
person), in an online gallery with individual 
albums.  You download all of the photos to 
have a master copy, and each person can 
download their indivdual photos themselves.  

There are also different ways you can handle 
choosing each person’s final photo. Each person 
can choose their own photo from the gallery 
and report back to you, or we can choose the 
best shot for each person and place those in a 
separate folder when they’re delivered.

Or, for executives with tight schedules and you 
know you’ll need their chosen photo sooner, we 
can have each person view their photos on a 
laptop immediately after taking them, and the 
photographer or a photo assistant will help them 
choose the best photo right away. 
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ADDITIONAL SERVICES  
TO ADD TO YOUR SHOOT

To get the best photos possible, we have some 
options you can add to your shoot, which are 
completely optional and priced separately so 
you can add them at any time. You can have a 
hair and makeup artist present at the shoot for 
light makeup and hair styling. The stylists we 
work with are specifically trained in makeup 
for photography and will lightly touch up each 
woman’s existing makeup to make sure it shows 
up well in a photo, and will powder any men or 
women who appear shiny on camera. 
After the photos are taken they can also be pro-
fessionally retouched- which you can add later if 
you want to look at them first to see if it’s nec-
essary. Our standard procedure is based on ba-
sic smoothing and optimizing: we will eliminate 

temporary flaws like blemishes, flyaway hairs, 
redness in the skin and eyes, shine, etc. Then we 
minimize some shadowing and other distract-
ing elements of the photo, while making sure 
the final image still looks like the person photo-
graphed without drastically changing their age 
or appearance. 

• Hair and makeup artist

• Photo retouching 
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ADDING STAFF LATER
Organic Headshots makes it easy to take photos 
of new staff members added after everyone else 
is photographed, or to photograph anyone who 
can’t be there for the photo day. If the photos 
are taken in front of a plain color backdrop, 
new staff can schedule a time to stop by the 
Logan Square studio for matching photos.  

The backdrop and lighting will match and their 
photo will look like it was taken on the same 
day as everyone else’s. 

Staff can make their own studio appointments 
here: https://www.organicheadshots.com/wel-
come_staff.html

GROUP PHOTOS AND  
CUSTOM STOCK IMAGES
While we’re in your office for headshots, you 
can always add group photos of your staff or 
“candid” photos of people working or interacting. 
This is a popular option for organizations that 
are redesigning their website or marketing  
materials and need images of their people to 
incorporate into the design. We can also take 

photos of anything available in the office that 
could be used as stock images, such as lobbies, 
inanimate objects, skyline views from the window, 
and more. Ask about pricing for adding any  
of these items to an existing shoot or for a 
separate shoot on another day.

https://www.organicheadshots.com/welcome_staff.html
https://www.organicheadshots.com/welcome_staff.html
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BACKDROP OPTIONS
We have several of the most common plain 
backdrop colors stocked (such as gray, white, 
and blue) and can get just about any color  
with enough time in advance to order it from 
our supplier. We can also work with your  
marketing department to choose a backdrop 
color that compliments the color scheme of 
your website and marketing materials.

An environmental background is also an excit-
ing alternative and a great way to showcase 
your office or a cityscape view. 

If you have some areas in your building where 
you’d like to shoot the photos, we can work with 
you to choose the locations, design the lighting, 
and get the best shots possible. 

Some areas of buildings (such as lobbies or 
other common spaces) require advance permis-
sion and proof of liability insurance from build-
ing management before photographing. Organ-
ic Headshots is fully insured and we can list the 
appropriate parties on a certificate of insurance. 
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FAQs
Q: Do you match existing photos?
A: Yes! If your company has existing headshots 
or photos taken by another photographer in 
one of your other national offices, show us the 
photos or your style guides and we’ll do our 
best to match the backdrop color and lighting.

Q: Where will you set up your equipment in 
our office?
A: The more open space you have, the better, 
but we can squeeze into just about any room. 
we’ll just need a space at least 8’ wide by 12’ 
long. The backdrop is about 4.5’ wide (7’ with 
the stand), and we’ll place the main light about 
7-10’ in front of that. Any conference room or 
other area of the office where we won’t be 
disturbing anyone and can move the 
tables/chairs to create an open space will work 
fine. We’ll need just one power outlet and we’ll 
bring our own extension cords.

Q: Do you outsource to other photographers?
A: No. The staff photographers featured on our 
website are the photographers for all Organic 
Headshots shoots.

Q: What type of guarantee do you have?
A: We want you to be happy with your  
photos and are committed to providing you  
with headshots that exceed your expectations. 
If the photos somehow do not match the  
standards of our portfolio and are flawed  
because of photographer error (such as focus, 
lighting, color), we will correct the mistakes.  
We always do our best to achieve your vision  
in the photos, and we will show you a test shot 

before taking all the photos to make sure we’re 
capturing what you’re looking for. Some rooms 
can create specific photographic challenges, 
especially in environmental shots such as in 
front of a lobby or window, and we will be clear 
about any and all challenges at the shoot so you 
can know what to expect and what is possible.

Q: Are you insured?
A: Organic Headshots carries full liability coverage 
for every shoot. Let us know if you’d like to see 
proof of coverage or to have a certificate of  
insurance created labeling your office or property 
as an additional insured on the policy before  
the shoot.

Q: What are my billing and payment options?
A: Organic Headshots accepts check or credit 
card and can provide an invoice after the shoot. 
We will send online galleries before payment 
but prefer full payment before photo delivery. 
We can also provide your accounting department 
with an EIN or signed W9.

Q: What is the turnaround time?
A: Your online gallery where you can view and 
download the photos will be delivered in about 
5-7 business days.  Any retouching ordered also 
takes an additional 5-7 business days.

Organic Headshots is a certified 
Woman-Owned Small Business


