
PEACE III and INTERREG IVA Project/Operations

[image: image1.jpg]European Union
European Regional
Development Fund
Investing in your future





Communications Plan Template
Please complete all sections of this plan. Any plan which does not fulfil the requirements will not be approved by the Special EU Programmes Body and projects/operations will be requested to submit an amended plan.
Section 1:

Please provide a brief overview of the aims and objectives of your communications plan.

Section 2:

Please use the template below as an overview of your communications plan; indicating how you will communicate to particular stakeholders/target groups and how you will evaluate all activities. 
	Target group/ audience/ stakeholder

(Complete only where applicable)
	Why

(The aim)
	What

(The product/ results/

good practices)
	When

(When do plan your activity? Is this a one-off activity at launch of project or an ongoing activity?
	How
	Who

(Who is responsible for implementing this part of the plan?)
	Costs
	Evaluation
(tell us how you will measure whether or not it has worked)

	INTERNAL 

e.g. own staff
	To keep operational staff up to date with the progress of the project
	article on project in internal Newsletter, 
	Weekly/monthly,/quarterly 
at the start/end of the project?
	Do it in-house, sub-contract out. Hard copy or e-zine format?
	Is it a part of someone’s role to oversee internal communications within the different organisations?
	Will it incur costs? If so, how much and has this been budgeted for? 
	Establish a feedback mechanism for staff, such as a questionnaire of their thoughts on any internal communication they have received. 

	PARTNERSHIP LEVEL
project workers
	To inform the project workers about the different communication activities
	collecting /updating different communication activities/ideas

(also newsletter, website,…)
	start of project and during key milestone events etc 
	e-mail and discussion at project steering group meetings
	Is it part of someone’s role to oversee the project communication activities 
	Internal project staffing costs
	Define how you are going to determine that project workers are well informed about the different activities. 100% error free claims for EU funds; No complaints etc 

	REGIONAL LEVEL (  Local Authorities, County Councils, Local politicians, community groups, regional media, …)
Local/ regional press to reach a broad public on a regional level 
  Local county councillors
	To make people aware of the intermediate project results
	Press release
	At the

launch/completion of the project as well as during key milestones 
	Issue of press release and associated photography 
	 Communication officer of one of the partners
	Staff costs associated with activity and/or costs associated with external consultant  
	Set target for number of articles appear in local newspaper?

	
	  To get the advice of local county councillors
	  briefing
	  5 months after the start of the project
	  personal invitation and  agenda
	  project manager
	5 days internal staffing costs
	Set target for providing response to Councillor advice 

	NATIONAL LEVEL 

(Government, NGOs, national media, trade unions, charities)
national decision makers
	To present project results
	Final project completion event 
	End of the project
	invitation
	all the partners
	internal staffing costs and cost of event
	Number of key stakeholders attending the event and feedback from all participants 

	EU LEVEL

(European Commission, international suppliers, tourists, potential clients/customers)
relevant  European Commission staff
	To inform them about project results 
	presentation of end report to European Commission 
	End of the project
	report accompanied by supporting letter
	Lead partner
	internal staffing costs
	Set target for providing Managing Authority with details of outstanding media-friendly projects for submission the European Commission.  

	SECTOR (Influencers within the sector you are operating, can be regional, national or at EU Level i.e. if  you are a visitors centre. These could be other local tourism venues, the tourist board, trade and travel press, overseas travel agencies etc) 

	To inform possible interested parties about the possible outcome of your project
	Participation at a sector fair or other exhibition etc 
	9 months after the start of the project
	Sub-contracting
	all the partners
	expenses and exhibition costs 
	Define the number of contacts you will make at the sector fair/exhibition and the number of follow up enquiries you want to generate.


Section 3:

What are your project/operation’s publicity and information milestones? What activities will you be undertaking to promote them? 
	Project/operation’s milestones
	Promotional activity 

	e.g. Award of funding 
	e.g. press release/launch event 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 4:

How do you plan to recognise the contribution of the EU through the European Regional Development Fund in your publicity and information activities? Please list all planned activities.
	Activity 
	EU recognition 

	e.g, press release
	EU, fund, award received referred to accurately in first paragraph in press release

	e.g. staff training
	Staff is briefed on the fact that the operation is being funded through the ERDF programme, recognition plaque is erected in visible place.

	
	

	
	

	
	


Section 5:

Please indicate your acknowledgement of the following specific communication requirements. Where applicable please detail how you would fulfil these requirements.   
	Specific requirements
	Acknowledgment of requirements.
How will this be fulfilled?

	All projects must identify at least one member of staff with responsibility for all publicity and information activities. (Please include title/name of the communications lead)

	

	On at least three separate occasions, press releases must be issued by each project over the life of the project. Please note that projects/operations may issue more than three press releases.

	

	At least one regularly updated webpage per project, ideally hosted on the website of the Lead Partner or equivalent, must be developed. Websites/pages must include the correct use of logos as stipulated by the Managing Authority (SEUPB). There must also be a link to the SEUPB website on these pages: www.seupb.eu. Please contact the SEUPB Communications Team if you have queries about hosting this communications@seupb.eu. 

	Please provide details of any web related activity you intend to undertake. 

	A proportionate and appropriate media event/publicity opportunity to mark both the commencement and closure of all projects must be arranged.


	Please outline the nature of this event.

	Each Lead Partner’s Communications Lead must attend all Communication Network meetings/Information workshops held by the Special EU Programmes Body.


	

	The Lead Partner must distribute a newsletter/e-zine with updates of the progress of projects and key events at least twice a year to identified stakeholders.


	

	Communications Lead must regularly submit to the SEUPB a report which demonstrates and evaluates all publicity and information undertaken. This would indicate how projects have met eligibility criteria with specific reference to the acknowledgment of EU contributions the range of information and publicity measures undertaken to communicate with all identified stakeholders groups.
	

	(if applicable) Any infrastructure or construction project with total contributions from ERDF exceeding €500,000 must erect a billboard during the implementation of the project. The requirements for the billboard will be stipulated by the Special EU Programmes Body to comply with regulation1828/2006.


	

	(if applicable) Any project with total ERDF contributions exceeding €500,000 and involving infrastructure, construction or the purchase of a physical object a must also erect a permanent explanatory plaque within six months of completion of the project. The requirements for this plaque will be stipulated by the Special EU Programmes Body to comply with regulation1828/2006.
	


Section 6:

Please indicate how you would react to changing circumstance or capitalise on opportunities to promote your project.


e.g. The overall aim of the communication plan for the x project is to  promote the successful implementation of the project and its achievements whilst ensuring all audiences are aware of the contribution of the EU through the European Regional Development Fund.





e.g. Objectives:





To ensure widespread support and recognition of the project.





That all participants involved in the project/operation are aware of the assistance of the EU through the European Regional Development Fund.





e.g.





The X project’s communication plan will be monitored continuously by the project team.  The team will where and when possible capitalise on opportunities as they arise to further promote the project/operation and the assistance received from the EU through the European Regional Development Fund. 





In cases where negative publicity may threaten the integrity of the project/operation we will take corrective action to safeguard its reputation. 








