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1. PROJECT DESCRIPTION 

Each year RSB hosts an in-person event for members and non-members. This event is billed as 
an “Annual Meeting” and generally attracts about 90-100 participants to a location that changes 
annually or bi-annually. Recent locations have included Berlin (2018, 2019), Vancouver (2017) and 
Hanoi (2016). The meeting is usually split into two parts – one that is open to everyone and 
another that is only for RSB members – across 1.5 or 2 days. 

The event did not occur in 2020 as a result of the coronavirus pandemic. Instead, we delivered a 
short 2-hour session via Zoom to our members. This session focused on the basic requirements of 
the RSB association (approvals, governance, etc.).  

In 2021, RSB would like to host a larger scale virtual event across four days, with each day lasting 
between two and three hours in an afternoon timeslot (Central European Time). This event would 
be free for members to attend, with a small charge for non-members. 

RSB is seeking a service provider, or team of service providers, to be responsible for the 
development and delivery of this virtual event.  

2. ABOUT RSB 

The Roundtable on Sustainable Biomaterials (RSB) is a global, multi stakeholder and independent 
organisation that drives the development of a healthy bioeconomy through certification, innovation, 
advocacy and collaborative partnerships. RSB offers workable and practical solutions to ensure 
the implementation of environmental and social sustainability on the ground and is the world most 
trusted, peer reviewed global certification system for sustainable biomass production and 
conversion. 

 

  

RSB Recognition 

RSB is aligned with the United Nations’ Sustainable Development Goals (SDGs). RSB 
certification is recognised by WWF, IUCN and the Natural Resources Defence Council as the 
strongest and the most trusted of its kind. It has been endorsed by SAFUG (Sustainable 
Aviation Fuel Users Group) for its high level of sustainability assurance and it is increasingly 
being requested by airlines as an essential part of their biofuel procurement. 

Moreover, RSB has also been approved by ICAO for the certification of CORSIA eligible SAF, and 

by the European Commission for showing compliance with the sustainability requirements of the 
Renewable Energy Directive (EU RED).  

RSB enjoys the endorsement of the international NGO community, UN organisations and key 
stakeholders in the biofuel, biochemical and bioplastic industries. For more information visit   
www.rsb.org. 
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3. OBJECTIVE  

RSB requires a service provider, or team of service providers, to develop and deliver the RSB Annual 
Conference on 25-28 October 2021 on a virtual platform. 

The service provider(s) will work closely with the RSB Marketing & Communications Manager and 
Executive Director to develop and execute a successful, well-attended virtual event.  

 

4. SCOPE AND WORK OF THE CONSULTANT 

Based upon RSB’s current knowledge of our requirements, the Scope of Work is defined below. 
The service providers may include additional deliverables, based on their expertise in virtual event 
management. 

1. Select and customise an online event platform 
 

a. Find an online event platform that fulfils RSB requirements for: 
i. High levels of participation / interactivity / gamification 
ii. Multiple break out rooms 
iii. On-demand viewing after the event 
iv. Networking opportunities 
v. Resource centre 
vi. Event analytics 
vii. Registration & payment 
viii. Sponsors section 

b. Customise and manage the event platform to support the successful delivery of the 
agenda 

c. Provide virtual help desk during the event to support both the RSB team and 
attendees 

 

2. Event marketing, registration and ticketing 
 

a. Develop an event micro-site on Wordpress 
b. Develop and roll out a marketing strategy covering direct mailers (RSB members 

and non-members), LinkedIn, Twitter 
c. Manage registrations and ticketing via online platform 
d. Manage communication to registrants 
e. Event follow ups via email to all participants 

 

3. Speaker and sponsor management 
 

a. Keeping online agenda up to date 
b. Ensuring that speakers receive all technical information about registrations, pre-

recording (where applicable), event run-down, etc. 
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c. Ensuring that sponsors are acknowledged on the event platform, event micro-site 
and in communications 
 

 

 

4.1. Deliverables* 

(the order and format can be discussed between the Parties) 

 

1) Regular meeting (as required) with RSB’s Marketing & Communications Manager. 

2) Detailed planning  

3) Regular reporting on progress against pre-defined timeline and metrics. 

4) Management and delivery of a successful RSB Annual Conference 

5) Conference report. 

 

5. SCHEDULE 

A detailed schedule must be provided along with the proposal, considering starting no later than 
July 2021 and final delivery of the event on October 25-28 2021, with follow ups required in 
the following 2 weeks. Payments will be made upon a pre-defined schedule. The final schedule 
must be mutually agreed between the Parties.  

6. REQUIREMENTS 

The consultant company requirements include: 

● Located in a timezone that is amenable for regular meetings on Central European Time 

(Europe/Africa/Middle East) 

● Proven technical experience in delivering virtual events of at least 5 years (references 

required).  

● Proven experience in event marketing. 

7. APPLICATION 

Deadline: June 15th 2021 

Documents required: 1) detailed proposal in English defining the costing for each outcome (the 
budget must be inclusive of event platform technology).  2) at least three references and CVs of 
the consultants. Consultants must send the quote in Swiss Francs or US Dollars. 

The documents must be sent to info@rsb.org and Hannah.walker@rsb.org  

mailto:info@rsb.org
mailto:Hannah.walker@rsb.org
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8. EVALUATION CRITERIA 

Applications will be evaluated based on fulfilment of the above criteria (consultant requirements, 
timeline, and documents required) and budget. 

9. QUESTIONS/DOUBTS REGARDING THIS TOR 

Any question or doubt regarding this TOR must be sent to our team at least 3 working days in 
advance of the application deadline. Please note that is under Consulting company’ responsibility 
to provide a clear proposal, in accordance with this TOR. In the event of a lack of clarity in the 
proposal, RSB will not contact the consulting company to request additional information. 

10. ADDITIONAL REQUIREMENTS 

The progress of the project shall be discussed with the RSB’s team by joint video or telephone 
conference. This will typically be on a weekly or fortnightly basis, depending on the progress of 
the study.   
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11. PAYMENT 

Payments will be made upon deliveries. The Consultant shall submit an invoice to the Association 
by the 20th day of the calendar month following the completion of a deliverable and the 
Association shall make the payment by the 30th of that calendar month. 

 

Payment Payable Payment date* 

25% of the quote After kick-off meeting and upon 
presentation of the work plan. 

30th day of the deadline 
month 

25% of the quote In August 2021, conditional upon 
successful execution of the work plan. 

30th day of the deadline 
month 

50% of the quote On delivery of the final event report in 
November 2021. 

30th day of the deadline 
month 

* The Consultant shall submit an invoice to the Association by the 20th day of the calendar month 
following the completion of a deliverable and the Association shall make the payment by the 30th of 
that calendar month.  
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