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TERMS OF REFERENCE 

RFPS-LRPS-2021-9169442 F2F Scale-up 
 

Create a roster (signing Long Term Arrangements) of companies to support UNICEF in Romania  
Face-to-Face (F2F) donor acquisition campaign at national level 

 
 

 
Purpose Create a roster of companies to support UNICEF in 

Romania F2F donor acquisition campaign at national 
level 

Location Brașov, Bacău, Cluj, Sibiu and other cities 

Duration of contract Estimated: October 2021 – December 2022, with the 
possibility of extension up to two years 

Estimated start date October 2021 

Reporting to Fundraising Officer 

Budget Code/ PBA No Revolving fund / fundraising retention budget 

Project and Activity codes F2F  
 
 
Background 
UNICEF’s top priority in terms of private individual fundraising is to grow the house list of monthly (pledge) donors, 
who commit to donate long-term on a monthly basis. These funds are more predictable hence allowing UNICEF to 
plan its long-term programs for children. 
 
UNICEF’s experience in other markets shows that one of the best success rate in convincing a person to become a 
pledge donor is through face-to-face (F2F) fundraising. Teams of UNICEF Fundraisers work outdoors (in public 
places, squares, during various events, festivals in Bucharest and other cities) or on private sites (office buildings, 
hypermarkets, bank offices etc. in Bucharest and other cities), approaching people, presenting UNICEF work and 
convincing them to become pledge donors by signing a direct debit contract.  
 
The direct debit contract is standardized and externalized (the banks recognize the contract filled in outside their 
premises). As soon as the potential donor agrees and signs the direct debit contract and the direct debit contract is 
activated by the bank, the monthly donations are automatically transferred to UNICEF account.  
 
UNICEF Fundraisers work indoor and outdoor respecting all official regulations regarding the COVID-19 prevention 
measures. 
 
Justification 
Since 2014, the F2F donor acquisition campaign has been carried out in-house, mainly in Bucharest, using direct 
debit as a payment method for pledge donations. The only services externalized to an agency are payroll and labour 
contract management services.  
 
In the future and subject to availability on the Romanian market, other payment options might be considered for 
automatic pledge donations, besides direct debit, such as: online donations on UNICEF website, digital direct debit 
donations etc. 
 
In order to further strengthen the team of F2F fundraisers and to increase the number of pledge donors, UNICEF is 
considering scaling up the F2F donor acquisition campaign in four more cities in 2022: Brasov, Bacau, Cluj and Sibiu, 
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in the same time with the current in-house campaign implemented in Bucharest. Other cities may also be considered 
after 2022, based on the results achieved and availability of investment funds. 
 
The scale-up of the F2F campaign is to be done in partnership with external agencies by outsourcing fundraisers’ 
recruitment, team management and donor acquisition activities, with direct support from UNICEF in Romania. 
 
 
Methodology 
Considering the lessons learned from the ongoing F2F campaign, UNICEF plans to enlarge and scale up this activity 
on a national level. The estimated timeline is: 
1/ October 2021: start preparation of the F2F scale up campaign in four cities: Brasov, Bacau, Cluj and Sibiu; 
2/ January 1st 2022 – December 31st 2022: implement, optimize, evaluate, monitor the F2F campaign in four cities: 
Brasov, Bacau, Sibiu and Cluj; 
3/ End 2022 – evaluate the first year of the contract & the efficiency of the F2F campaign; 
4/ 2022 –2024: extend the contract and scale up the campaign to more cities based on the evaluation of the campaign 
efficiency and pending availability of funds.  
 
The selected agency/agencies will be responsible for designing and implementing the F2F donor-acquisition 
campaign at national level. For 2022, the targeted cities are: Brasov, Bacau, Sibiu and Cluj. 
 
The main activities will cover (but are not limited to): 
 

1. collaborating closely with UNICEF team (Fundraising Officer, FR Campaign Coordinator, Trainer, Database 
Management Associate etc.) for designing the campaign strategy, implementation, monitoring and evaluation; 

2. promoting the fundraiser job, organizing job interviews, selecting and employing the team leaders and 
fundraisers; 

3. ensuring a minimum number of 10-15 fundraisers per city working daily in the team, throughout the entire 
period of the campaign implementation, so as to reach agreed targets in terms of number of valid direct debit 
contracts signed; 

4. participating in the initial and ongoing training, in cooperation with UNICEF, in order for the fundraisers to 
have the tools to perform their job. Training will include, but is not limited to: communication and selling 
techniques, fundraising techniques, active listening, handling rejection, interpersonal skills, motivation etc.;  

5. managing the fundraisers’ team, making sure the daily schedule is observed, monitoring the fundraisers’ 
performance on a daily basis; 

6. collecting the direct debit contracts from fundraisers and sending them to UNICEF office in the same day or 
the next work day at the most;  

7. respecting all data protection rules and regulations and making sure all direct debit contracts are manipulated 
and stored safely; 

8. reporting on KPIs (e.g.: number of direct debit contracts signed, number of fundraisers in the team, average 
donation etc.) on a regular basis (daily, weekly, whenever requested); 

9. manipulating and storing safely all UNICEF equipment; 
10. ensure any logistics related to any activity needed in order to perform and/or improve the efficiency of the F2F 

campaign. 
 
Fundraisers will be employed and remunerated by the agency, which will be responsible for all the necessary steps 
and paperwork regarding employment, dismissal, holidays, and remuneration and respective taxes, with respect of the 
valid workforce legislation up to date.  
 
Fundraisers work mainly outdoors and, when weather does not permit, indoor in private sites (office buildings, 
hypermarkets, bank offices etc.). For cities other than Bucharest, the agency will be responsible for obtaining the legal 
permits from the City Halls, necessary for working outdoors on the public domain and for identifying private sites. 
UNICEF will offer the necessary support for these actions. 
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As of today, in Bucharest only, the permit from the City Hall is obtained by UNICEF. The rest of the cities are in 
agency responsibility. 
 
If donor acquisition is carried out during various public events (for example: music, theatre, film festivals etc.), it is the 
agency responsibility to obtain the necessary permits for accessing the respective events and any logistics needed. 
 
When weather is not favorable, fundraisers work in various private sites: hypermarkets, banks, shopping centers, 
underground passage, office buildings etc.  UNICEF will offer the necessary support to facilitate access in private 
sites. It is the agency responsibility to fill in all paperwork regarding fundraisers’ access to various premises, whenever 
the case may be. 
 
UNICEF will provide the necessary equipment for fundraisers: branded bags, T-shirts, blouses, jackets, direct debit 
contracts, pens, welcome packs, badges etc. 
 
UNICEF Fundraisers will work respecting all official regulations in place on the prevention of COVID-19 pandemic and 
will always wear the necessary protective equipment. It is the agency responsibility to make sure the necessary 
protective equipment is available (for e.g. masks, gloves, disinfectants etc.) to Fundraisers and that Fundraisers 
respect all rules in relation to prevention of COVID-19 pandemic. 
 
Fundraisers approach people, present UNICEF’s work to them and the possibility to become a pledge donor and sign 
a direct debit contract with the people who agree to get involved. Fundraisers will underline and clearly explain that it 
is a monthly, long-term donation. Fundraisers will not accept to sign direct debit contracts with people who clearly 
state that they agree to donate one time or only for a limited period of a few months. 
 
Under no circumstances will fundraisers request or accept donations in cash, even in cases when people specifically 
ask them to accept such donations. Not respecting this rule will lead to immediate termination of the contract between 
agency and UNICEF. 
 
The personal data needed to fill in the donation documents (direct debit contract and the sponsorship contract 
between the donor and UNICEF) are:  

- name, surname, address, zip code, e-mail, phone, IBAN, CNP in case of private individuals;  
- company details, in case of legal persons. 

 
A valid contract is a contract which satisfies all the rules below: 
 

1. all data requested on the direct debit and sponsorship contract is filled in correctly and in clear, blue ink and 
capitalized handwriting; 

2. all data is validated by UNICEF. UNICEF will contact the potential donor by telephone, SMS or e-mail, in order 
to confirm the data on the contracts. If the potential donors cannot be contacted, the contact details are 
inaccurate or no reply is received on either of the above-mentioned communication channels, the contracts 
will not be considered as valid; 

3. the potential donor agrees to donate for a long term – if the potential donor communicates to UNICEF that 
he/she intends to donate only one time or only for a limited period of a few months, the respective contract will 
not be considered as valid; 

4. the minimum average pledged donation of all valid direct debit contracts signed in one month is RON 15. 
Contracts with a smaller amount than RON 15 will not be considered valid; 

5. the contract is not rejected by the bank (usual reasons for rejection are: donor’s signature on the contract is 
not similar to the signature specimen in the bank database, bank account in EUR instead of RON etc.). 

 
 
Even though they are hired through an external agency, fundraisers represent UNICEF to the general public and their 
behavior and way of communicating with the general public have a direct impact on UNICEF image and brand. 
Therefore, the fundraisers will have a honest and ethical behavior, they will communicate honestly and transparently 
all information necessary for people to make an informed decision prior to becoming monthly donors. UNICEF will not 
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tolerate any form of misconduct, misinformation, aggressive or dishonest communication from fundraisers. 
Fundraisers will sign a Code of Conduct upon employment and will respect its provisions throughout the employment 
period. 

 
Should any negative feedback be received by UNICEF from the general public mentioning intended unethical behavior 
or misconduct from fundraisers, the contract with the agency will be terminated.  
 
Specific Tasks: 
The contractor will have to complete the following specific tasks:  

• nominate a campaign manager /account (single point of contact, senior level) for the UNICEF 
campaign to overview the entire project, coordinate the local teams of fundraisers, and work directly 
with the UNICEF FR Campaign Coordinator. The campaign manager will monitor and evaluate 
campaign KPIs, identify and propose solutions to improve campaign efficiency. The campaign 
manager must have at least 7 years of experience in managing major direct marketing/ sales 
campaigns. His/ her CV is required as part of the application. The campaign manager can be replaced 
only under exceptional circumstances, with a person with the same experience and with UNICEF prior 
approval. 

• design and implement the campaign, in cooperation with UNICEF team; 
• monitor, evaluate key performance indicators and share them with UNICEF; 
• take the necessary measures to improve campaign efficiency and teams leadership; 
• assign a dedicated space in their premises in each of the cities where the campaign is active for the 

campaign back office tasks with sufficient storage space for available equipment, a meeting and 
training space for fundraisers. 
 

Expected deliverables: 
• the number of valid direct debit contracts signed as communicated in the present offer and agreed in the 

contract; 
• daily, weekly, monthly and upon request reports on campaign key performance indicators; 
• participate in regular online or offline meetings or with fundraisers and UNICEF staff; 
• fundraisers participate in regular trainings at UNICEF office in Bucharest or in respective cities; 
• participation in campaign strategy, monitoring and evaluation meetings, as required. 

 
Key Performance Indicators (KPIs): 

• the direct debit contracts respect all quality criteria of a valid contract, as described in the present offer; 
• the number of collected direct debit contracts, as communicated by the agency in the present offer; 
• quality of fundraiser – donor interaction. During the welcome call, UNICEF will request potential donors to give 

feedback and rate their interaction with fundraisers, on various issues: quality of conversation, quality and 
completeness and information provided, correctness and clarity of information provided to potential donors 
etc.  

 
Selection Criteria: 

• For more details, please see Annex C – Evaluation Criteria; 
• Please include in your technical proposal all information relevant to the Evaluation Criteria. 

 
To award the requested contracts, the following criteria will be considered for adjudication: 
-Technical Proposal – 60points maximum 

1. proven experience in implementing field marketing and/or direct sales and/or fundraising campaigns at 
national level;  

2. clarity and comprehensiveness of the face-to-face fundraising campaign proposal; 
3. experience in working with the non-profit sector is an asset;  
4. experience in donor acquisition campaigns is an asset; 
5. experience in implementing campaigns at a national level; 
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6. professional experience of the persons that will be working on the account and time allocation for the account;  
7. demonstrated understanding of project requirements;  
8. experience in recruitment, preferably for entry level positions; 
9. professional experience of the persons that will be working on the account and time allocation for the account; 

 
-Financial Proposal (please use Annex E template) – 40 points maximum 
-Total Technical + Financial = 100 points maximum 

 
Your technical proposal must include: 

1. company presentation, including client references and information relevant for the requirements of the current 
Terms of Reference (max. 10 slides, .pdf format); 

2. the presentation of your most successful field marketing/direct sales/fundraising campaign so far; 
3. UNICEF face-to-face fundraising campaign proposal, which will include, but not be limited to the following 

information: 
a. project management: team, roles, responsibilities etc.; 
b. proposed activities and activity flow: fundraisers’ job promotion, job description, interview, recruitment 

etc.; 
c. retention, motivational plan for fundraisers; 
d. monitoring, evaluation, optimization of campaign efficiency; 
e. any other information you consider relevant. 

 
General conditions – procedures and logistics: 
The contractor will work outside UNICEF premises, with the exception of convened meetings. 
The contractor must have the capacity to work on a national level, in all cities mentioned in the current offer and in 
other cities, if the case.  
 
Standard procedures in the delivery of services:  

• all materials in support of the implementation of the task (contracts, UNICEF branded materials, welcome 
packs etc.) will be provided by UNICEF office upon assignment of the concrete tasks; 

• in case of late delivery of services and unsatisfactory performance on behalf of the Contractor, UNICEF may 
refuse to accept delivery of all or part of the services and claim liquidated damages as per UNICEF Special 
Terms and Conditions. 

 
Timeframe and duration of the assignment 
The selected company will be contracted for 15 months under UNICEF Contract for Services with the possibility of 
extension up to five years depending on results and availability of investment funds. KPIs will be reviewed quarterly.  If 
results are positive and KPIs are achieved, the contract will be followed through and if results are negative and KPIs 
are not achieved, the contract may be reduced or terminated. 
 
Remuneration (also appear in Annex E – please use template when submitting your offer): 
 
The value of the contract will depend on the number of fundraisers in team and the valid direct debit contracts 
collected. 
 
Please fill in your financial offer in the attached table (Annex E- Financial Proposal Template). 
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Please include all costs in your financial offer. No costs other than the ones in the financial 
offer will be allocated for campaign implementation. 
 
 
Each month, the agency will issue an invoice for the amount due for its services. Payment will be made by UNICEF in 
30 days upon receiving the original invoice.  
 
Monitoring and evaluation of the assignment 
The contractor will work under the supervision and guidance of the UNICEF Fundraising Officer and Fundraising 
Campaign Coordinator. 
The contractor will work in close cooperation with the UNICEF Communication and Fundraising section team 
members.  
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