Your Guide to Running a
‘BoF Online At Any Time’

What is a ‘BoF Online At Any Time’?

Any registered RDA member can propose a Birds of a Feather (BoF) session to assess community interest in
a topic. You can submit your BoF Online At Any Time proposal anytime throughout the year using the online
application form on the RDA website. If approved, you choose when to run your virtual session. Your BoF will
be promoted on the RDA website and highlighted in the RDA community newsletter when possible.

This option is best for: flexibility in timing.

Keep in mind: Your session will not be part of a Plenary programme and will receive more limited promotion.

BoF Session Expectations and Guidance for Applicants

Before You Submit

e Submit your proposal at least 8 weeks before your planned session date. This allows time for
Technical Advisory Board (TAB) review, online meeting setup, and session promotion.
Your BoF session must follow the RDA's Guiding Principles and Code of Conduct.
Each BoF session proposal must be led by at least two RDA members, who will also chair the session
if it is accepted.

Session Format

e BoF sessions are a maximum of 90 minutes long.

e Registration is required for all attendees.

e Be mindful of engagement best practices:

Post questions or comments in the chat to encourage participation

Share key links (notes, slides, resources) in the chat, reposting regularly for late joiners
Use two session chairs where possible to share facilitation and chat management
Avoid slide-heavy presentations and prioritise interaction

Allocate adequate time for discussion
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Your Responsibilities as the BoF Applicant

e Prepare, organise, and facilitate your BoF session content.
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https://www.rd-alliance.org/bof-online-at-any-time-application/
https://www.rd-alliance.org/bof-online-at-any-time-application/
https://www.rd-alliance.org/about/
https://www.rd-alliance.org/about/code-of-conduct/

Use an RDA PowerPoint template for your presentation (available in the RDA Communication Kit).
Join the Zoom call 20 minutes before your session starts to be made a co-host and check technical
functionalities.

Help promote your session through your professional networks.

Give timely notice of cancellation in accordance with the RDA Secretariat’s cancellation policy.

RDA Support

e The RDA Technical Advisory Board (TAB) will review your BoF session proposal within two weeks and
the RDA Secretariat will notify you of the outcome.

e [fa session slot is not available at the time of your proposal, it may be postponed to the next available
BoF event.
If approved, the Secretariat will set up the Zoom meeting and provide you with the details.
The RDA Secretariat will promote your session on the RDA website and in the newsletter.
RDA Secretariat will open the Zoom room and stay for the duration of the session to help resolve any
technical issues.

e RDA staff are not responsible for preparing, facilitating, or managing the content of your session.

Recording and Sharing

e All sessions are recorded and transcribed automatically in Zoom.
e You will receive the recording and transcript within 48 hours after your session.
e Recordings will be published on your BoF webpage on the RDA website and shared in the newsletter.

What Happens After Your Session

After running your BoF session, you can decide to re-submit with improvements based on feedback, convert
the idea into a formal Working Group or Interest Group, or retire the idea if there is not enough interest. By
default, BoFs are terminated after the related BoF event unless transitioned into a WG or IG.

If you have any questions or comments about proposing or conducting a BoF Online At Any Time, please
contact RDA Secretariat (secretariat@rda-foundation.org).
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