
 

 
Terms of Reference 

Virtual Event Service Provider for East Asian Seas (EAS) Congress 2021 
 

GENERAL INFORMATION 
Reference: VA-2021-EASC 
Deadline of Application: 10 August 2021 
Title: Virtual Event Service Provider  

 
BACKGROUND 
Partnerships in Environmental Management for the Seas of East Asia is a regional organization whose 
mission is to foster healthy and resilient coasts and ocean, people and economies in the region. Since 
2003, the EAS Congress has served as an intellectual marketplace and forum on the sustainable 
development of the seas of the world's fastest-growing region. This triennial event provides a platform 
for ministerial and high-level technical discussions along with opportunities for knowledge sharing and 
networking between different sectors of society from international organizations, multilateral banks, 
local governments, the scientific community, youth sector, private firms, academe, nongovernment 
organizations, and other development partners. 
 
A virtual EAS Congress 2021 is hosted by the Government of Cambodia with support from the PEMSEA 
Resource Facility (PRF) in consideration of the ongoing uncertainty and risks posed by the global 
pandemic.  
 
A two-day Congress, also known as the Congress proper will be held on 1-2 December 2021. It will focus 
on the plenary, organizational meetings, and the 7th Ministerial Forum. On the other hand, collabs, 
which are technical or public-oriented discussions, workshops, and training, are spread from June to 
November.  
 
The triennial event comes in a fitting time as the EAS region goes through a new normal while nearing 
the completion of the 2018-2022 Implementation Plan of the Sustainable Development Strategy for the 
Seas of East Asia (SDS-SEA). Armed with greater public awareness on the links between ocean health 
and human health, the region is one and aligned with the global recognition to act on pressing 
socioeconomic, ecological, and climate change issues, and sustain the momentum of building 
meaningful and transformative solutions for a sustainable ocean-based economy. 
 
EAS Congress 2021, hosted by the Royal Government of Cambodia, aims to: 

 
 Share the lessons learned, track the progress made, and scale up good practices in implementing 

the SDS-SEA at the regional, national, and local levels; 
 Build on and recalibrate existing management interventions and foster new opportunities for 

regional partnerships using innovative approaches, technologies, investments, and financing 
towards the sustainable development of the coastal and marine environment; and 

 Set up a clear roadmap on transformative blue solutions for the next decade in accordance with 
the United Nations (UN) Decade of Ocean Science, 2030 Agenda for Sustainable Development, UN 



 

Framework Convention on Climate Change (UNFCCC), Post-2020 Global Biodiversity Framework, 
and other relevant international and regional commitments. 

 
 

SCOPE OF WORK, DUTIES AND RESPONSIBILITIES AND DELIVERABLES 
Scope of Work: 
Under the guidance of the Executive Director and in close cooperation with PEMSEA Resource Facility 
(PRF) personnel (Secretariat Services Coordinator, IT manager and Communications consultant), the 
service provider shall provide virtual meeting development and facilitation support for the East Asian 
Seas Congress 2021.  The service provider, with support from PRF will plan and execute all the activities 
indicated in the annexed matrix of events, notably the International Conference, Partnership Night 
and the Ministerial Forum.   
 
Duties and Responsibilities:  
 
1. Hosting, in a professional grade manner, a variety of virtual events in different formats (e.g., 

seminars; interactive workshops with or without breakout groups) by serving as the event 
producer/director (there should be a dedicated events producer/director who shall work closely 
with PRF) and by providing, in parallel, the needed technical support in the rehearsal and conduct 
of the events, such as but not limited to: 

 
a) Managing the ingress, egress, and attendance check of organizers, keynote speakers, 

moderators, resource persons and speakers; 
b) Controlling the sharing, display settings, and switching of items for presentation (e.g., PPTs, 

backdrops, recorded videos/presentations, audio files, videos of live speakers) to target 
audience; 

c) Designing and executing smooth transition effects and labels (e.g., details of the speakers) 
throughout the event proper; 

d) Providing background music options; 
e) Livestreaming the event in multiple social media and video sharing platforms simultaneously 

(e.g., Facebook, YouTube); 
f) Embedding translation services into the conduct and livestreaming of the events (translators to 

be provided by the organizers of the events); and 
g) Assisting, when possible, the organizers of the events, keynote speakers, moderators, resource 

persons, and participants in cases of glitches/errors and technical concerns during the 
rehearsals and actual conduct of events. 

 
2. Preparing and managing the event registration form, including the generation of the access link for 

each event; 
3. Coordinating with the Congress Secretariat in the development, including the faming and layout, 

of opening and closing bumpers, transition or break-bumpers, and virtual backgrounds for the 
events to ensure their consistency with the Congress/event branding/style. 

 
 
 



 

WORKING ARRANGEMENTS 
The service provider will be coordinating regularly with the EAS Congress Secretariat, as well as with 
the PRF Executive Director. 
 
Expected duration of work is from 1 September to 15 December 2021. 
 

 
REQUIREMENTS FOR EXPERIENCE AND QUALIFICATIONS 
 
 With demonstrated experience in hosting: 

- technical- or public-oriented discussions, workshops, or trainings; 
- Large-scale events such as conferences, summits and expos with at least 500 participants; and 
- High-level events involving dignitaries and senior government officials 

 Can integrate chosen video recording and live streaming platform (e.g., OBS, Streamyard) into 
Zoom; 

 Staff assigned to the organizers are: 
- Equipped with the necessary software and corresponding licenses and rights to prove the 

requested mandatory features; 
- Equipped with the necessary equipment (e.g., personal computers) and bandwidth (hosted in 

secure and fast servers) to support their role in the events; 
- Adept in communicating in the English language; 
- Able to attend regular virtual coordination/planning meetings with PRF in preparation for and 

post-processing of the event at a schedule mutually agreed upon by the PRF (and the event 
organizers) and the service provider in advance; and 

- Able to guide or provide the needed instruction/advisories to organizers, keynote speakers, 
moderators, resource persons, and participants. 

Optional but desirable: 
 Based in Metro Manila, Philippines and can meet up with PRF for the rehearsal and conduct of the 

actual events; 
 Has demonstrated experience in conducting cross-country events; 
 Can provide host/s for the events; 
 Can design and develop promotional/fillers videos for the events; 
 Can provide non-auto generated subtitles for recorded pre-made videos to be presented at the 

events 
 

SUBMISSION OF TENDER 
 
Applicants are requested to submit: 

(1) Duly accomplished Letter of Confirmation of Interest and Availability; 
(2) Detailed Curriculum Vitae of personnel/team to be deployed, indicating all past experience 

from similar projects, as well as the contact details (email and telephone number); 
(3) Brief description of why the service provider considers its firm/company as the most suitable 

for the assignment; 
(4) A description of the methodology, on how they will approach and complete the assignment; 

and 



 

(5) Financial Proposal that indicates the all-inclusive fixed total contract price, supported by a 
breakdown of costs. 

 
Applicants are requested to submit the tender and requirements via email to recruitment@pemsea.org   
 
Kindly indicate the vacancy reference number and title of requirement when applying (in the subject 
line) by email. 
 
Additional Considerations: 
Bid applications received after the closing date will not be considered. Only those candidates that are 
shortlisted will be notified for presentation and assessment of their proposals.  
 
For more information on PEMSEA and the EAS Congress 2021, please visit www.pemsea.org or 
http://www.pemsea.org/east-asian-seas-congress-2021   
 

 
 

*** 
  



 

 
 

Table 1. Line-up of events at the EAS Congress 2021 (snapshot). 
 

Date Event 
Pre-Congress events Virtual Training Workshop on Claims and Compensation for 

Oil Pollution from Ships (April 20-22)1 
 Collabs (June – November) 

 
 Transitioning towards blue economy in the EAS region 
 Fostering social inclusion 
 Managing and restoring natural capital 
 Reducing pollution and solid waste 
 Averting climate change and promoting social resilience 

 13th EAS Partnership Council (PC) Meeting (July 28-29) 
 27th EC Meeting (October – date TBD)2 
 SGOM (November 25 or 26) 
December 1 AM – Inauguration of the PNLC; and 2021 PNLG Annual 

Forum 
PM - Main Conference (Opening and Closing Ceremonies; 
Plenary; and Partnership Night/e-networking, which includes 
the launch of The PEMSEA Story) 

December 2 AM - 7th Ministerial Forum (with press conference) 
 

  

 
1 The online training was organized by PEMSEA for the benefit of states in the Gulf of Thailand (GOT). Focusing on the international 
liability and compensation regime for oil spills from tankers, the workshop aimed to raise awareness and strengthen knowledge on 
the compensation process, including the preparation and submission of claims for oil pollution damage following a spill. Participants 
include representatives from the governments of GOT states, PNLG, and PEMSEA Network of Learning Centers, among others. 
Joining the roster of speakers were experts from PEMSEA, International Tanker Owners Pollution Federation Ltd. (ITOPF), 
International Group of Protection and Indemnity Clubs (IGP&I), and International Oil Pollution Compensation (IOPC) Funds. 
2 The provisional agenda of the 27th EC Meeting can be found in PC/13/DOC/03. 



 

East Asian Seas (EAS) Congress 2021: Draft program outline of the Main Conference 
 

1 December 2021, Afternoon 
 

Master of ceremonies: TBD 
 

Duration Session Speakers 
10 min Welcome remarks from the host country H.E. Hun Sen 

Prime Minister, Royal Government of 
Cambodia 

10 min Message from the host local government H.E. Kuoch Chamroeun  
Governor, Provincial Administration of 
Preah Sihanouk (SHV), Cambodia 

10 min Message from EAS Partnership Council 
(PC) 

Mr. Arief Yuwono  
Chair, East Asian Seas Partnership Council  

1.5 hr Plenary - TEDx style presentations (25 
minutes each, including moderated Q 
and A):  

o Promoting sustainable 
coastal and ocean 
governance in the run up 
to 2030 
 
 

o Harnessing private and 
public financing and 
investment to promote 
blue economy 
 

o Empowering young 
scientists and promoting 
innovation under the 
United Nations Decade of 
Ocean Science 

 
 
 
Ms. Kanni Wignaraja (TBC) 
Assistant Administrator and Director, 
Regional Bureau for Asia and the Pacific, 
United Nations Development Programme 
(UNDP) 
 
Mr. Jin Liqun (TBC) 
President and Chair of the Board of 
Directors, Asian Infrastructure Investment 
Bank (AIIB) 
 
Dr. Gil Jacinto 
Philippine National Focal Point for 
International Oceanographic Commission 
and Professor, Marine Science Institute 
(MSI), University of the Philippines 
\Diliman (UPD) 

10 min Break   

15 min Messages from 
 Representative non-country 

partner of PEMSEA 
 Secretariat of the PEMSEA 

Network of Local Governments 
(PNLG) 

 
 



 

Duration Session Speakers 

 PEMSEA Network of Learning 
Centers (PNLC) 

 Collaborator – (GEF) 
15 min Conclusions and recommendations from 

EAS Congress 21 (including recap from 
pre-Congress activities since June 9, 
2021)  
  

Conference Chair  

10 min Turnover of EAS Congress flag to next 
country Congress host 

 

10 min Official Close of International Conference H.E. Say Samal 
Minister of Environment, Cambodia 

Post-
event 

Partnership Night (e-networking)   

 
 
  



 

7th EAS MINISTERIAL FORUM 
Virtual Event, 02 December 2021 

 
PROVISIONAL AGENDA 

 
WORKING THEME: “CHARTING A BLUE DEVELOPMENT AGENDA: HEALTHY OCEAN 
ECOSYSTEMS AND SHARED PROSPERITY” 
 
Chair: MOE Minister, Cambodia 
Country Head of Delegation or MF Representative: Minister from each PEMSEA Country 
Partner 
Observers: PEMSEA Executive Committee, Senior Government Officials from PEMSEA member 
countries, other country observers, representatives from PEMSEA Non-Country Partners, UNDP 
and other development partners, PEMSEA Network of Local Governments, PEMSEA Network of 
Learning Centers and Regional Centers of Excellence, NGOs, academe, private sector 
 

TIME/DURATION AGENDA 
15 mins Online Registration 

Link to the online registration form will be provided in advance and will 
also be posted via the Zoom chat box. 
  

1 min Announcement of Meeting Guidelines 
The Master of Ceremonies will remind all participants about the 
Meeting Guidelines (supported by PPT). Meeting Guidelines will also be 
part of the Information Document which will be provided to PEMSEA 
Focal Ministries and invited partners in advance. 
  

5 mins Agenda 1.0: Introduction 
The Master of Ceremonies will welcome all country delegates and 
partner representatives to the Forum and introduce the Opening Video. 
The 3-minute video will highlight the EAS Ministerial Forum over the 
years and how PEMSEA countries, through the MF, have led the 
strategic advancement of the SDS-SEA as the key framework for 
cooperation and sustainable development of the EAS region, as well as 
the growth of PEMSEA as the key regional governance mechanism for 
the SDS-SEA. The video will also introduce the key objectives of MF2021 
and end with the introduction of all PEMSEA member countries. 
 
  

10 mins Agenda 2.0: Opening of the 7th Ministerial Forum Proper 



 

TIME/DURATION AGENDA 
The Master of Ceremonies will introduce the Minister of the Ministry of 
Environment of Cambodia to officially open and preside over the 7th EAS 
Ministerial Forum.  
  

1 hour (5 min per 
country) 

Agenda 3.0: Ministerial Statements 
The MOE Minister of Cambodia serving as MF Chair will introduce and 
request each PEMSEA Country Partner Minister to deliver their 
respective Country Statements. Each Minister will be accorded 
maximum of 5 minutes to deliver their respective statements, which 
may be accompanied by a PPT or supporting images. The sequence for 
the Ministerial Statement will be in alphabetical order but with MOE 
Cambodia’s representative speaking last. 
 
To facilitate preparation of Country Statements and to ensure that time 
allocation will be observed, a guide will be provided by the PRF 
Secretariat months ahead as part of the Information Guide for MF. 
  

2 minutes Agenda 4.0: Signing of the Ministerial Declaration 
The Master of Ceremonies will announce the agenda and will request 
all PEMSEA Partner Countries to prepare for the signing ceremony. 
While countries are preparing, the MC will call on the PEMSEA 
Executive Director to give a short information on the key elements of 
the Ministerial Declaration (supported by PPT). 
 
To facilitate the actual signing in each country, a designated staff from 
the respective Ministries may be assigned to assist or hand the 
Declaration to the Minister. Senior Government Officials may either 
stand or sit behind the Minister to witness the signing ceremony. There 
are two options to be consulted with PEMSEA Countries: 

 Option 1: Per Country signing (1 Minister on screen at a time) 
 Option 2: All at the same time (recommended to save time).  

 
The MC will announce the start of the signing ceremony to guide the 
countries.  
 
NOTE: Copy of the final Ministerial Declaration endorsed by the SGOM 
will be provided to countries in advance for printing. (SGOM scheduled 
to meet on the last week of November for final review and 
endorsement of Final Draft of the Ministerial Declaration for signing at 
7th MF by Country Ministers) 
 



 

TIME/DURATION AGENDA 
 
  

1 minute Agenda 5.0: Group Photo 
The Master of Ceremonies will request all Ministers to hold or present 
the signed Declaration, with SGOs either standing or seated behind the 
Ministers, for the group photo.   
  

5 mins Agenda 6.0: Closing of the Ministerial Forum 
The Master of Ceremonies will turn over the floor back to the MF Chair.  
 
The MF Chair will congratulate the PEMSEA member countries for this 
milestone. The MF Chair will request the PEMSEA Council Chair to 
deliver a short closing message.  
 
The MF Chair will express his appreciation to all countries and partner 
representatives and adjourn the MF.  
 
The Master of Ceremonies will announce the Press Conference as next 
event. 

NOTE: The Provisional Agenda for the 7th MF will be discussed with PEMSEA Country Partners 
through bilateral discussions and through official PEMSEA meetings leading up to the MF. 
Regular updates will be provided to PEMSEA Country Partners on any modifications on the 
program and preparations for the 7th MF.  

*** 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
POST-7th MINISTERIAL FORUM PRESS CONFERENCE 

Virtual Event, 02 December 2021 
 

 
DRAFT AGENDA 

 
Moderated by: Master of Ceremonies 
Pre-Identified Spokespersons: MF Chair (MOE Minister); PEMSEA ED; and PEMSEA Council 
Chair  
 

TIME/DURATION AGENDA 
10 mins Transition to MF Press Conference 

After the Closing of the Ministerial Forum, the Master of Ceremonies will 
announce a 10-minute break to prepare for the Press Conference. 
  

1 min Announcement of Press Conference Guidelines 
The Master of Ceremonies will remind all participants about the Meeting 
Guidelines (supported by PPT). Meeting Guidelines will include asking the 
media to rename their Zoom profiles to identify their 
Country/Name/Media outlet. 
  

2 mins Introduction 
The Master of Ceremonies will welcome all media to the press 
conference and introduce the MF Chair, PEMSEA Executive Director, 
PEMSEA Council Chair.   
  

5 mins Welcome Remarks from PEMSEA Executive Director 
The Master of Ceremonies will call on the PEMSEA Executive Director to 
give her welcome remarks and officially open the press conference.   

20 mins Q & A with Media  
The Master of Ceremonies will call on the media in sequence for their 
questions. There will be a total of 8 media slots, with the MC advising 
each media rep to turn on their camera, identify themselves, and ask 
their question. Each journalist will be given approximately 2 minutes to 
ask their question.  
 
Alternatively, the MC can read from a filtered list of questions from the 
Chat Box, or from a set of guide questions prepared in advance.   
  

2 mins Closing and Group Photo  



 

TIME/DURATION AGENDA 
The Master of Ceremonies will announce the ending of the press 
conference, and ask all the participants to turn on their cameras for a 
group photo.   

 
*** 

 


