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What iS TC OutreaCh? European Bank
for Reconstruction and Develop

Consultants deliver TC outreach events as a separate TC
deliverable or as an activity under the TC deliverable.

The outreach may constitute a training, a capacity building or
awareness raising session.

The scope and objective of outreach is defined in the terms of
reference for the TC Assignment and afterwards in the Inception
Report.

An outreach proposal prepared by the Consultant, including the
event outline and all detail, is subject to the OL approval.

ment



Objectives — TC Outreach

Provide capacity building and training to government officials and key
stakeholders by addressing legal, economic, policy and technical issues
concerning TC projects

Engage the audience and build interest on the development and
implementation of different TC projects

Promote the Bank’s TC projects as well as policy papers and research analysis

based on country experiences and topical issues, e.g. SMEs, gender and
procurement, digital transformation

Provide tools, guidance and methodological support for the
development of different TC projects and assignments
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Scope of work for event planning @

European Bank

for Reconstruction and Development

Regional Seminar/Outreach
or Conference

3-4 days

Around 60-100 participants
Capital city of the hosting country
Up to 5 key speakers

Country Outreach &
TC Project Missions

2-3 days

Up to 25 participants
Meeting room at venue
location

Up to 2 key speakers

Webinar
e 1-2 days
e Up to 100 participants

* Hosted via Zoom

Training,
Capacity

Building &
Awareness

Local Event

1-2 days
As per country request
Up to 25 participants in total

Meeting room at venue location




Available Tools for ‘virtual’ and ‘face-to-face’

Outreach Events
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Huddle

¢ Internal knowledge and document repository

GlueUp

* Event management platform

Webinar for Zoom

* Webinar, streaming, and online meeting platform, integrated with the
GlueUP tool

Breeze.pm

* Project management tool to plan, track and organize assignments

Detailed information on these tools is available from slide 16




Planning, preparation, and management of the event
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CONCEPT

Confirm date and
location/ Webinar

Define goals and
objectives

Agenda

Speakers

)
&)

®
NS4

PLANNING
& PREPARATION

Logistics:

* Venue, equipment,
catering

* Flights,
accommodations, visas

Draft GlueUP page

Presentations, research
paper, case studies, etc

LAUNCH & MARKETING

Launch GlueUp page

Campaigns:
e Invitations

* Registration

* Reminders and re-

promotion

Follow-up on logistics

EVENT DELIVERY

Zoom

* Host the webinar, open
the platform on time,

promote participants,
etc.

On-site

» Check equipment,
laptops, microphone,
speakers

* Coffee breaks and
lunch

FOLLOW-UP

Thank you notes to
speakers and participants

BTOR

Reimbursement forms, if
any




Development of the event outline — Key message,

Key speakers and Target Audience
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Outreach type,

date and location

Define objectives

Audience

5

Agenda

5

Speakers

» Definition of the scope
and budget.

* Set date and location.

* Webinars should

always be scheduled on
London time (GMT+1)

* What we want to
communicate.

¢ What kind of information
needs to be conveyed

* What are the expected
results.

* |dentify and select the
audience, i.e., government
officials and key
stakeholders, who can
benefit from, contribute to,
and promote the work or

presentation being delivered.

Design sessions in
accordance with the set

objectives.
Incorporate break-out
or working workshops,
if necessary.

* |dentify, along with the

OL. speakers with
related technical and or
policy expertise, who
can deliver the
sessions in an efficient
manner.




Planning and content creation — Huddle app @
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Logistics: Logistics: Logistics: Travel: Collect
Venue and Catering- Translation and For speakers and Presentations
equipment Interpretation key participants and materials
* Book venue (Hotel) or  Welcome breakfast * Book interpreter, if + Check visa requirements * Visa support letter: * Gather presentations
meeting rooms (EBRD HQ). « Coffee breaks necessary, from the list of before bookings! available at Huddle. from speakers or
« Schedule Webinar through . Lunch approved contacts. « Book flights/train tickets « Proof of hotel booking. ~ Produce them, if
Zoom - GlueUp integration. Book venue/rooms for ~ * Request translation of and accommodation. « Travel itinerary. applicable.
* Plan for required equipment agenda and presentations, . Bookings via travel « Alsoobtained w/ the ° Share these with
) coffee breaks and OL/RM f | of
with local contact. lunches. if necessary. consultant (Orbix). travel consultant. / or approval o

the content’s quality.




Launch & Marketing — GlueUp and social media
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for

Publish
GlueUp page

¢ Publish the GlueUp page at
least 25 days before the event.

* Publish at the same time
marketing material on social
media, at least once a week,
and twice, during the week of
the event.

Promotion of the
Event and
reminders

: : Invitations:
Registration Forms :
Audience
Design registration forms (on » Design teaser invitation.  * Reminders to be sent 24

GlueUp) with required non- « Send campaigns hs before the event.

liability disclaimer for (invitations) via GlueUp.  * Last reminder 1 hr
participants. before kick-off
Provide speakers with EBRD * Social media support.
Registration Forms, either via

GlueUp or standard form.

Logistics
Follow-up

* Check that required
equipment, venue, and
catering is confirmed.

* For webinars, check
sound and mic.

* Link should be already
confirmed.

10



Event face-to-face or online delivery — GlueUp and

Zoom apps
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¢ Ahead of the Webinar,

speakers and event planner
can hold a practice session to
familiarize themselves with

the platform, e.g. share
screen, Q&A, chats, etc.

For on-location events,
check the set-up of
technical equipment.
Set-up coffee breaks and
lunch in corresponding

rooms, booked already in
advance.

* Coordinate beforehand .
material printing and copies.  are at hand and support the
delivery of the slides - always

have an USB stick at hand.

* Coordinate registration of

participants to access the
Guide the speakers throughout *
the Agenda of the day.

venue. °

* Provide badges, if applicable.

Confirm that all presentations * Record webinars and on-site «

presentations, if possible.

Webinar recording via Zoom
and transcripts via Fireflies.

Live online streaming

through YouTube or GlueUp

webpage.

Event news items or press
release, if appropriate, e.g.
for big scale events.

Photos and news items to
be included in the BTOR.

11



Feedback collection and Follow up
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Teaser for
next event and
additional material

S,

Thank you letters

Reimbursement
Forms

* If appropriate, advertise next
related event when finalising the
current one.

* Upload to the GlueUp page any
updated material provided by
speakers.

Provide participants with
questionnaires on
performance and knowledge
transfer.

The evaluation can be done *
via GlueUp.

Send thank you letters to
speakers and/or key
participants, e.g. key
government officials.
Letters to be sent via the

campaign feature of the
GlueUp page.

Collect from speakers or
funded participants the EBRD
Reimbursement Form for any
incurred expense in relation
to the event.

E.g., taxi, meals, per diem, or
speaker’s fees.

* Event final report preparation
to be submitted for approval
to the PM, RM and the OL.

* Template available in Huddle.

12



Event Planner Checklist — Online Event Checklist/Face-to-face

Event Checklist

for
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Setup provisioaal spends ed bt of pontial speakers

Share 100 &raft fr comments of T respissible possk (OL or Outresch coordiedior)
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Preparation and follow-up checklists for event planner: European Bank

for Reconstruction and Development

 Webinar_GlueUp_Zoom:
https://my.huddle.net/workspace/38641839/files/#/78929286

* Local Event_GlueUp:
https://my.huddle.net/workspace/38641839/files/#/78929280

* Regional Seminar or Conference:
https://my.huddle.net/workspace/38641839/files/#/ 78928882



https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/
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Risk management — Why Plan B is a must? European Bank

for Reconstruction and Development
Risks Action
Having not enough time for the preparation

Start preparations at least 30 days in advance,
and keep the OL informed about possible time
of a TC outreach event ) . .
issues

Unclear split of responsibility leading to .
. Allocate clear tasks from the very beginning

blame games and resource drain

Ensure that the event calendar is prepared

sufficiently in advance, so it provides enough

time buffer

Receiving late confirmation from speakers or
key participants

Contact the out-of-office travel help desk.
Possible automated travel platform to be
implemented shortly to avoid this issue

Last-minute participants’ itinerary change
requests (during out-of-office hours)

Inform project officer and OL about other
choices, following a quick consideration of other
possible options

Venue meeting rooms not in line with
expectations




Available tools for ‘virtual’ and ‘face-to-face’ @
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outreach events - Tips & Tricks o Keomeeubon i Dotlopment




Huddle

The Basics for Outreach Planning
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Internal knowledge and document repository.

Individualized folders include, among others, agenda,
invitations, logistics, thank you letters and event final
report.

Templates vary according to the type of outreach event.

For each outreach event, a separate Huddle folder is to
be created with the pre-defined structure copied from
the Huddle folder template in the corresponding
Workspace.

Only for documents that cannot be uploaded in the
GlueUp webpage and as a back-up repository of other
relevant documents, such as presentations and agenda.

Please use it when consultant project team organises
an outreach event as a separate deliverable or an
activity under the deliverable.

w my. huddie,net L Dl

Recent files v Bookmarks v

Title = i =

4 1 Agends

4_2 Invitstions - Speakars and Participants - Funded or Nat-Fundad

4_3_Logalics

4_4_Key Speakers - BIOS ang PHOTOS

4_5_Presenialiong

4_B6_Regiatration foams SIGNED

4_7_Markebng Malarials and Photos from the Event

4_B_Event Nows ltern for Projoct Website

4_9 Thank you latters - Spenkers and Parlicipants

4_10_Even! Final Repord

17



Huddle templates available for different types of

outreach event:
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* Webinar_GlueUp_Zoom:
https://my.huddle.net/workspace/38641839/files/#/folder/49566980/list

* Local Event_GlueUp:
https://my.huddle.net/workspace/38641839/files/#/folder/49566968/list

* Regional Seminar or Conference:
https://my.huddle.net/workspace/38641839/files/#/folder/49566499/list

* Country Outreach & TC Project Missions:
https://my.huddle.net/workspace/38641839/files/#/folder/49566992/list

* Regional Outreach:
https://my.huddle.net/workspace/38641839/files/#/folder/49567004/list

Please refer to How to Toolkit 3 for more information about Huddle.

18


https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/
https://my.huddle.net/workspace/38641839/files/

What is GlueUp?

0
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{ Manage

elbrd. eventbank.com )
{Em)Powered By OCDS Data - Procurement, Civil... v

(Em)powered by OCDS Data - Procurement, Civil Society and Data-driven Tools

Evont Webtite
@ UAL

Dana and tima Q Ve & Imamal comact

@ FLbIATS
Event Configuration
Set up the evant
@ Revtew i [ @ o
Add yon !
= & o Q ¢
] @ o @

An event management
platform, with the following
functionalities:

CRM - contact directory.
Design event’s webpage.
Send invitations/campaigns.
Promote event/reminders.
E-mail marketing.
Registration of participants.
Repository of documents for
the audience.

Reporting and analytics.
Feedback.

Mobile app.

Social media integration.

19



What is published on GlueUp? @
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At a minimum, a published
GlueUp webpage should contain
the fO”OWIﬂg: SMIART PUBLIC CONTRACT REGISTER-WEBINAR  LINKTO JOINWEBINAR ~ AGENDA  SPEAKERS  DOCUMENTS MORE » | . | fyY@d

« Event info, including, title,
subtitle, date, time, location, MARCH 12 613,2020

Smart Public Contract Register

and Zoom link;

* Agenda;

e Summary (Background and
Objectives);

e Speakers’ list with photos and
bios;

* Documents, namely:
* Presentations

Smart coptract register, civil society manitering, data-~drsantodis Iy p'ubﬂhc procurement and latest developments.

« Case studies 10-Step Event Planning Guide:
: Eeszarcth papers https://blog.GlueUp.com/event-planning-guide/
° anaouts

20



GlueUp: @
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Roles and Responsibilities o e ropean Banke

Who must create an ‘outreach dedicated’ GlueUp page?

» Consultants in charge of delivering an outreach event as a separate TC deliverable or as an activity under the TC
deliverable, supported by the corresponding Project Officer.

Who should do what?

* Consultants must create/prepare/procure/deliver the content of the GlueUp page and outreach event and provide it to
the PO for upload.

* Project Officers assist on logistics, namely, setting up the GlueUp page and its functionalities.

What is included under CONTENT? What is LOGISTICS?

* Providing ‘confirmed’ date and time of event. » Setting up the GlueUp page, including the Zoom Webinar

* Drafting Agenda. link and teaser design.

* Drafting ‘Background and Objectives’. * Uploading the ‘content’ provided by the Consultant.

* Reaching out and confirming speakers. * Setting up, sending, and following up with the campaigns,

* Providing speakers bio and photos, if not available in the namely, invitations, reminders, and thank you notes through
CRM. the system.

* Presentations or other materials to be delivered. * Setting up the Webinar integration, when available.

POs must coordinate with the Consultant on any missing content: at a minimum, the items mentioned in the
previous slide must be mandatorily provided!




How to set-up a GlueUp page for an outreach event? @
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A play-by-play o e ropean Banke

‘- Consultants and POs must be ‘Team Members’ of EBRD’s GlueUp account to access the tool.

New Consultants who need to make use of GlueUp must request access from GlueUp’s Manager at LTT (Julia
Shaw, ichetkij@ebrd.com)

On the Home Dashboard, choose the ‘Events’ tab and then click on “+ Create Event

Events + Lo 0 ©

11 1 23 0%

DRAFT EVENTS CURRENT & UPCOMING EVENTS PAST EVENTS AVG CHECKED IN

Draft Current & Upsoming Pas!

v
a o -

EVENT ID ¥ EVENT TITLE LOCATION START DATE » ACTIONS

21545 (Em)powered by OCDS Open Data - Business Process




How to set-up a GlueUp page for an outreach event? A @
plaY'by'play European Bank

for Reconstruction and Development

Select online event ﬁ

from this two Create a new event
options: Plasase Ml all the avent dstads

L
~/ Erglsh

* Offline event or,

e Online event

Waobinar Link @

Wabinar Typs

Fill-in the
requested details
and click:

Select a mamber or team to add 1 your event team .

8 Actvats event room @

© Open when event i publshed

Open ona week bafore avent slant

‘Create Event’

Open whan avant boging




How to set-up a GlueUp page for an outreach event? A @
play-by-play o Furopean Bank

On Event Settings, fill-in

the details related to the
outreach events,

n-dad Businassas ir 1 il Markais

—
Far frax
. . Virmen yin Public Procursma
|nCIUd|ng \ |, Setup
EBRD Open Goverrenant Lab, DCDS, wamen-sd busnaess, SMEs. gender, procursmant

'¢ Eve

Description for search
engines: short
keywords which
facilitate search
engine optimization Publish
and the event to be
found online.

anguage Options

3. Promote

Webinar link, which
will be made available
at the event’s page.

Set the contact in - G
charge of the event



https://www.wordstream.com/search-engine-optimization

How to set-up a GlueUp page for an outreach event? @
Setting-up the page and Publication European Bank

for Reconstruction and Development

On the “Publish” tab, set-up each of the
requested fields with the information already 02. Publish
available and provided in advance!

In “Layout & Designs”, choose a template that BB Content
fits the purpose of the event taking into

account: audience, size of the event, available
materials, webinar or face-to-face seminar, etc.

Please choose, for background picture and
banner, files with good resolution. Approved
pictures of the EBRD HQ can be found here.
Also, free and good quality pictures can be
found on:

r P 0 D
yDONSOTS -

e www.pexels.com

Exhibitors

* Unsplash.com

Please do not repeat, if possible,
banners/pictures from previous events!



https://ebrd.huddle.net/workspace/38641839/files/
http://www.pexels.com/

How to set-up a GlueUp page for an outreach event? @

Sendlng Campaigns European Bank

for Reconstruction and Development

» Set-up invitations following models in previous events, including, at a
minimum, a short text, teaser, background, and list of speakers.

» Set-up at least 2 automated reminders: 24 hours in advance and one-
hour before the event.

« Other communications/campaigns can be sent to showcase newly
included speakers, availability of materials, or to communicate matters
Other related to the development of the event, e.g., change of date or

_ venue.
Campaigns y

 Draft campaign in advance, so it is sent within 24 hours after the even?
took place.

Thank you * Include highlights of the event, including photos if available.
Notes » Feature or provide information/link to future or upcoming events.

J
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How to set-up campaigns through GlueUp? European Bank
for Reconstruction and Development
Where? ) How?
03. Promote
v Campaigns
Campaigns Q & + Create Campaign
INTERNAL CAMPAIGN NAME STATUS SCHEDULED/SENT DATE SCHEDULED/SENT BY CAMPAIGN TYPE RECIPIENTS ACTIONS

As a default “Guest List” invitations should be sent to the CRM list of
contacts. Please check beforehand, with RM or OL on particular issues
related to invitees.




How to set-up campaigns through GlueUp? @
The 4-Steps o R s b

01 Fecipents

02 Settings (03 Content & Desigr 04 Review & Send 1. YOU may Choose
to add as ‘default
e A Cones recipient’ all

Include Recipients : conta (?tS n the
Sentto. iace CRM list.
Please choose from the following Ests of contacts. Duplicate contacts will be removed. RECIPIENTS
2. Campaigns can
Event Invitees a |SO be se nt tO
et particular lists
' created via the
CRM tab.
R 3. Or to participants
Contacts already

registered for the
event, in case of
follow-up e-mails.

Organization Team Members




How to set-up campaigns through GlueUp? @
The 4-Steps o R e Do

Preview text allows m
. 01 Asgpiants 03 Contant & Dasigr 04 Raview 8 Send
to add a line or short

description that will
.

appear to recipients
under the subject
line. e & Language

Entar the intermal namEseyour campaign and select a campalgn language.

Follow np Cél%ﬁ@n English i .

Select a verified e- SubjectLine
mail to send the Enter the campaign's subject line and preview text to improve open rates,
campa ignS. If—nOt Far‘.‘ror;*u GenrJS( Balance? ‘A'ouﬁen-.lar; Businassas in Public Procurement Markats
verified, do it

Sender & Reply-to Emails R
th rOUEh he re. Select a verfied sender emall and enter a reply-to emall address. You can add a verified sender address in em | seniér st s ¥

Salect a verifisd sender email *

Add e-mail to receive
replies or questions.




How to set-up campaigns through GlueUp?

The 4-Steps
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Design
including at

campaign,
least the

following elements:

title,
date

Banner with
subtitle, time,
and location.

Short invitation text
Background
Speakers

Organizers

Preview the campaign to
see how it would look like

before sending it!

B Conlent

Tt

Butl

)2 Settings 03 Caontent & Design 04 R

Carmpaign Language: English

0

Voo sk

Far from Gender Balance?

Women-led Businesses in Public Procurement Markets

B I A Regular

§

Dear [gvenName, fallback=Subsonbear] |

¢ Merge Tags ©




How to set-up campaigns through GlueUp? @
The 4-Steps o ropean Bank

To finalize the campaign, Consultants may either send it directly or schedule the campaign to be sent a a later time

01 Recipients 02 Settings 03 Content & Design 04 Review & Send

Review Campaign

Be sure to review the information below before sending your campaign.

\/ Intermal Campaign Name Mock up
Recipients *

J Subject Line * Far from Gender Balance?




Z.oom Webinar —
The platform in a nutshell

0

European Bank
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___ User Name: gpafacility@ebrd.com

Subscription account for webinars:

* WWW.Z00M.us

Easy set-up and registration.
Schedule in advance.
Possibility of online streaming.
Q&A section.

Recording.

Different ‘access link’ for speakers and

participants, with the possibility of promoting

participant to speaker category.

" Password: 741852En

2 OO' l . SOLUTIONS « PLANS & PRICING CONTACT SALES

PERSONAL Upcoming Webinars

Profile

Meetings Schedule a Webinar

Recordings Samorrow

07:00 AM

Settings
09:00 AM Bucharest



http://www.zoom.us/
mailto:gpafacility@ebrd.com
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Z.oom Webinar

Set-up Integration with GlueUp

* See following slides!

ADMIN

> User Management

Set-up other webinar settings at Zoom’s webpage
* Always in UK time

> Room Management

~ Account Management

. . . Account Profile
Provide panellists' access link
*So they can share video and screen. OFHONIR SeiNes
Billing
i Recording M
Include banner/teaser for Webinar cording Hanagement
communications sent from Zoom. IM Management
Reports
Obtain Reports on Attendees and participation Webinar Settings

for BTOR.
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IntegratiOﬂ GIHGUP = ZOOI’H European Bank

for Reconstruction and Development

GlueUp’s app
Engagement Solution with
Zoom allows a full
webinar experience within Create Event

the GlueUp app. Select Event Type

@

Users are asked to
choose the event type
when creating an event. — 4 selected

Oftane Event Oniing Event

To benefit from the
integration feature Online
Event selection will need
to be chosen when
hosting a Zoom Webinar!

The following slides provide a guide to setting-up the GlueUp-Zoom integration.
Additional information on this Webinar Engagement solution add-on can be found here



https://help.eventbank.com/events/webinar-engement-solution-add-on-need-zoom/

Integration GlueUp - Zoom

0
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Select “Zoom Webinar”’
as the Webinar
type and the Zoom link
will  be automatically
created on your Zoom
account as well as
displayed in
the confirmation email.

Please always fill-in all
mandatory details, as
these will be reflected
in the Zoom platform.

Basic Event information
will be automatically
synchronized into Zoom
sidel

Events

e

Create a new event

Pleass M n 3 ha oant o3

Waebinar Link ©




Integration GlueUp - Zoom

for Reconstru

0
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Publish event

On the day of

the Webinar

After the
Webinar

* Once you ‘Publish’
your event on
GlueUp, you will
have created a
Webinar event
which will
automatically be
listed and created
on your Zoom
Account.

* The person who is

hosting the webinar
will have to log in

from the Zoom app

to host the webinar.

When clicking on
the email reminder
with the ‘Go To
Webinar’ button,
attendees will land
on a page on
GlueUp with the
video of the Zoom
call embed in it.

* Once the webinar is

ended by the host
from the Zoom
account, the
attendees will be
logged out of the
call.

Dialogue from the
chat will be
accessible to
attendees 1 hour
before the start and
1 hour after the
end of the webinar.




Integration GlueUp — Zoom
Functionalities — End-user view
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& EventBank

Webinar Engagement - New Features Webinar (APAC & EMEA)

(3]

SPONSORE & PARTNERS DOCUMENTS

. Webinar Autoemation Software fram EventBank. pd!

&? EventBank

The embed video from Zoom will be displayed
in the center.

The “Event Room” (live chat) and list
of "Attendees” will be displayed on the right
column. Users can type and post here text,
and upload files. From the attendee list,
business cards can be shared to network with
other registered users.

“Event Title” at the top, and at the bottom a

tab with “Sponsors and Partners,
Speakers, Agenda and Documents”, if
applicable.

Other  functions for attendees also

include "Q&A” and “Raise Hand”

“Leave Webinar” or Adjust "Audio settings”
appear at the two bottom corners of the video
window.




Webinar for Zoom — @

European Bank

General Tips! o rropean Bank

Set up practice or “mock-up” session at least 24 hours in
advance to check mic and cameras with speakers.

Make use of the “Waiting room”: start admitting
participants only 3-5 minutes before the event, so as to

‘ avoid them listening the pre-event conversation.

Request speakers, in case they are turning off their
cameras, to provide a profile picture, or a one page slide
with picture, position, and organization.

PO or Consultant handling logistic of the webinar, i.e. setting
up the meeting room, should keep as profile picture the
“Agenda” of the event.




Zoom Webinar @

European Bank
for Reconstruction and Development

Virtual Backgrounds

Please make use of prepared
virtual backgrounds for
Webinar and Meetings

EBRD UNCITRAL EBRD GPA TC

Public Procurement

Initiative FaCiIity

https://ebrd.huddle.net/workspace/38641839/files/#/80748874

https://lebrd.huddle.net/workspace/38641839/files/#/80748877




