Annex G02
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Contents

1. Introduction
2. The requirements of Decision No 503/2001 of the European Commission and Regulation No 621/2004 of the European Commission
2.1. Main messages

2.2. Information carriers

3. Reproduction of the official emblem of the European Union

4. Distribution of the responsibilities in the communication process
4.1. Stage 1

4.2. Stage 2

5. Interdepartmental coordination

6. The communication plan

6.1. Aims of the campaign

6.2. Determining the target groups
6.3. Action plan
6.3. Communication channels

6.4. Means of Communication 

6.5. Media plan

6.6. Budget

6.7. Monitoring, assessment and report

7. Partnership and communication with the representatives of the mass media

8. Work and communication with the social-economic partners and non-governmental organizations

9. Applications

9.1. APPLICATION I – Decision No 503/2001 of the European Commission

9.2. APPLICATION II – Regulation No 621/2004 of the European Commission

9.3. APPLICATION III – Checklist for organizing the public event
1.  INTRODUCTION

In the present Guidelines, the requirements included in Decision No 503/2001 of the European Commission1 (EC or Commission), which regulate the main frameworks of the process of transparency and publicity of the projects financed by the program ISPA, are observed. After the date of accession of the Republic of Bulgaria to the EC, the Regulations of the Cohesion Fund /CF/ will be applied for the projects of ISPA. In this connection, the measures for information and publicity determined in Regulation 621/2004 of the EC2 concerning the Cohesion Fund are presented in the Guidelines.

The implementation of the required measures for information and publicity must contribute to the public acknowledgement and transparency of the policy and actions of the European Union and must present a real picture of the aid offered by the Union to a specific country or region.

The measures for information and publicity must be planned and undertaken promptly after the decision for aid by ISPA is made. The Commission has the right to initiate the procedure to decrease or terminate the aid by ISPA if the beneficiary country does not fulfill its obligations for implementing the measures for information and publicity in accordance with the Financial Memorandum of ISPA signed with each beneficiary country.

Bulgaria as a beneficiary country must also implement the respective measures for publicity of information and must secure at the necessary level of transparency in the implementation of the projects financed by the EU. In view of the changes in the Cohesion Policy of the EU, it can be expected that in the following two years the European Commission will issue with new regulations also related to information and publicity. Due to this fact, the present leadership allows the eventual updated requirements of the Commission to be observed by processing an additional annex.

The Guidelines are prepared on the grounds of the requirements of the European Commission, but account for the specific conditions in Bulgaria related to public communications. The specific media environment, as well as the level of competency of the different kinds of public, is accounted for.

1 See Application 1

2 See Application 2

The main documents of the European Commission related to the implementation of the measures for publicity for the program ISPA and the Cohesion Fund are presented more precisely: Decision No 503/2001 and Regulation 621/2004. Accounting for the fact that experts from other districts must coordinate, observe or assess the measures undertaken for information and publicity of the projects of the program ISPA and the Cohesion Fund of the European Union, different kinds of indicators for measuring media coverage are presented in the Guidelines, and also for assessing the implementation of the measures for information and publicity. The obligatory requirements which every campaign for popularizing the policies and programs should observe generally, and in the separate projects, are examined.

In the Guidelines the stages and the minimally required elements for preparing the Communication Plan are presented. It must be clearly underlined that the preparation of the Communication Plan or even only the effective carrying out of the information event cannot be successful without sufficient information and clarity for the purposes of the project.

The Guidelines contain useful advice and some recommended measures, which can be applied in case of projects with great public response, or projects which are sensitive from a social or economic point of view.

The practical Guidelines for planning, preparation and implementation of the measurements for information and publicity reflect the system for internal exchange of the information and coordination between the separate administrative units. These rules for internal communication must help the administrative structures and most of all the experts in them to work jointly for the popularization and transparency of the projects and in this way to be mutually useful. Good coordination between the administrative units will contribute to the adequacy of the messages, to the precise addressee and finally to the full transparency of the whole process.

The Guidelines are directed to and intended for experts in the executive agencies and all units which work for the mastering of the pre-accession instruments of the European Union, as well as for those who will work in future on the projects of the Cohesion Fund.

One of the main aims of the present Guidelines is that the National ISPA Coordinator, the Executive Agencies of ISPA and, at the start of the work, the Central Coordination Unit, the Managing Departments the Intermediate Units and the Executive Agencies of the Operative Programs, as well as representatives of the district administrations of the six regions of planning whose work will be connected with the Structural Funds and the Cohesion Fund, should plan and implement the measures observing the requirements of the EC and should offer united criteria for work and assessment of the communication activity.

Another group of consumers is the final beneficiary of the resources of ISPA and the Cohesion Fund and the executors of the projects, as their obligations also include the implementation of the measures for publicity.

In view of the fact that the practical Guidelines are intended also for use by non-specialists in the area of public relations and advertisement, the main concept and kinds of activity are formulated in the process of public communication.

2. Requirements of Decision No 503/2001 and Regulation 621/2004 of the EC

The present Guidelines are prepared on the grounds of the requirements included in Decision No 503/2001 and Regulation 621/2004 of the European Commission for the measures, which must be applied by the beneficiary countries related to the aid by the Instrument for Structural Policies for Pre-accession (ISPA) and the Cohesion Fund. According to this legal regulation, the beneficiary countries of the financial aid are obliged to secure adequate publicity in view of familiarizing the whole public with the role of the community and informing the potential beneficiary and the professional organizations of the opportunities offered by the European Union.

The requirement of the European Commission is that the beneficiary countries should place information boards showing that the measures are co-financed by the Community or jointly with the Community, containing the logo and text indicating that representatives of the institutions of the Community duly participate in the most important public activities connected with the aid offered by ISPA and the CF. The organizing of press conferences presenting the projects of the CF whose financial value is over EURO 50 million is obligatory.

The obligation of the beneficiary countries is to inform the Commission annually about the initiatives undertaken in implementing the measures for information and publicity. 

The representatives of the Commission in the Monitoring Committees, in cooperation with the national ISPA coordinator, secure the observation of the approved conditions for publicity, especially those related to billboards and referring boards (see page 9). The Executive Agency must present to the chairman of the monitoring committee and to the national ISPA coordinator information about the measures for publicity and suitable evidence for them no later than 10 days before the beginning of the Monitoring Committee. Copies of these materials must be presented to the Commission. The chairman of the committee sends the Commission the whole necessary information, which should be taken into consideration for its annual report. Each monitoring committee informs the media about the advance of the projects for which it is responsible as often as it considers necessary. The Chairman is responsible for contacts with the media and the representative of the commission must support him. The respective measures should be undertaken in cooperation with the Commission and the Delegation and in Bulgaria for carrying out important events like meetings at high level, official openings of units, etc.

2.1. Main messages

When popularizing the projects co-financed by ISPA and the Cohesion Fund the main messages of the two financial instruments must be used. 

When preparing information materials, press-announcements, organizing public events, etc. the following expressions for the projects co-financed by the Program ISPA must be used:

“This project is co-financed by the European Union”.

For projects co-financed by the Cohesion Fund the following two messages should be borne in mind:

“This project contributes to the decrease of the economic and social discrepancies between the citizens of the European Union”.

“This project is accomplished thanks to the financial aid by the Cohesion Fund”

The quotations presented above do not have to be used literally: it is important that the meaning should be preserved and the respective suggestion be achieved. The messages can be expressed with other words through which the presenters could easily reach the respective audience. The recommendation is that the expression should not be complicated and that simple, attractive and effective expressions should be used.

The inclusion of information about the value of the financial aid from the EU and national co-financing is obligatory.

In addition to the main messages which are obligatory, in the Communication Plans of the administrative units and in the Communication Plan for each specific project the specific messages should be preliminarily defined in view of the particular circumstances of the different target groups of each specific project or event. The messages must be clear and unambiguous and must be subjected to the main purposes of the measures for information and publicity – increase of the level of information and popularization of the program ISPA and the Cohesion Fund of the European Union. These messages must be used in all means of communication and activities. The repetition of the messages increases the chance of them being remembered by the public for which they are intended.

2.2. Information carriers

(a) Printed materials
All, printed materials (like brochures and folders) for the projects must contain on the title page the symbol of the European Union, as well as the national, regional or local symbol. In the printed materials of the Cohesion Fund which contain an introduction they must also be signed by the responsible person in the beneficiary country and, on behalf of Commission, by the respective responsible Member of the Commission or by an authorized representative, in order that the clarification of the participation of the European Union be guaranteed. These printed materials should be offered to the interested parties and should be distributed among the general public.

The above-stated principles are valid also for audio-visual and web site materials.

(b) Billboards

Billboards must be raised at the place of all projects aided by ISPA and the Cohesion Fund. These billboards must contain space for mentioning the participation of the European Community. The size of the billboards must respond to the scope of the activities. The sections of the billboard reserved for the European Community must meet the following criteria:

· to cover at least 50% of the total area of the billboard

· to contain the standard symbol of the European Union

Example of a billboard of the program ISPA:


[image: image1.wmf]European symbol

Financed by:

European Union (guarantor)

EURO

Local currency

IFI (loan)

EURO

Local currency

Executive agency

Ministry of …

Agency of…

Owner

Name of the owner

Supervision and management:

Name of the company

Executor:

Name of the executor:

Name of the project

Location


Example of a billboard of the Cohesion Fund:

	(flag of the European Union)
	“This project, partially financed by the European Union aids for decrease of the economic and social discrepancies between the citizens of the Union”.


If the executor of the agency does not place a billboard representing their private participation in the financing of the project, the aid by the European Union must be announced on special billboard. In this case the above-stated conditions related to the European Union are partially applied in a similar manner.

The billboards must be dismantled not later than six months after the conclusion of the work of the projects and be replaced by referring boards.

The permanent referring boards must be placed in visible places for the general public. In addition to the symbol of the European Union, these boards must indicate the participation of the European Community in the project.

The following text can be used as an example of the required content:

“This project is co-financed by the European Union. At its conclusion (indicated year), the total value of the project amounts to … (national currency), and the total financing by the European Community amounts to … (national currency).”

3. Reproduction of the official emblem of the European Union

The official colors of the emblem of the European Union are Pantone Reflex blue for the background and Pantone Yellow 2C for the stars.

Following the determined principles, the emblem can be used in the following different methods:

3.1. Reproduction on color background

[image: image2.jpg]



If possible the logo must be placed on a white background. Other colors should be avoided, especially these which do not complement the blue. If it is impossible to avoid color background, the rectangle must be bordered with a white edge, the width of which should be equal to one twenty fifth of the height of the rectangle.

3.2. Reproduction in white and blue

[image: image3.jpg]



Reflex blue should be used for background of the stars.

3.3. Reproduction of documents in black and white
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In this case the flag must be presented as black stars on a white background. 

The emblems can be downloaded for use in .eps and .jpg format at Internet address:
http://europa.eu.int/comm/regional_policy/sources/graph/embleme_en.htm 
4. Distribution of the responsibilities in the communication process

4.1. Stage 1

The first stage includes the measures for information and publicity from the moment of receiving the approval from the commission for partial financing of the projects to the actual implementation of the project. The responsibilities for their implementation are distributed between the National ISPA Coordinator and the Executive Agencies.

4.1.1. Responsibilities of the National ISPA Coordinator

· NIC informs the media (press, radio, television) in the most suitable way after the Commission makes the decision to finance partially a given project. This takes place at the meetings with representatives of the media, but also by press-announcements. Information must be offered about the value of the aid from the EU, the main stages of implementation and the conclusion of the project.

· NIC organizes the official ceremonies of signing the Financial Memoranda                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           results. This general information must be distributed at least once a year and be offered to the Commission for its annual report. This information should be in the form of brochures of general interest, professional audio-visual materials (i.e. video clips) and press conferences at a suitable level. The information should group the projects according to their nature and should be directed towards projects of identical interest. It must be presented on national and regional television channels and radio stations, to the commission  and, on demand, to other interested persons.

· NIC prepares an annual communication plan for the implementation of the measures for information and publicity

A recommended information activity is the organizing of seminars and other suitable forms of training for the representatives of the mass media with the purpose of clarifying the principles and rules of ISPA, as well as presenting generalized information about the projects.

4.1.2. Responsibility of the Executive Agency

· The EA informs the interested parties and the general public about the start of the auction procedure for the choice of executor of the respective ISPA measure. Obligatory information activities are:

Publishing the announcement in the Official Printed Publication of the EU /Official Journal/.
Publishing the announcement in the State Gazette

Publishing the announcement on the Internet page of the EA 

· The EA organizes informational-explanatory meetings with the potential candidates.

· The EA organizes the public opening of the auction documents.

· The EA prepares the announcement for the mass media informing about the winner in the auction and the main parameters of the contract.

· The EA organizes the official signing of the contract with the winner in the auction at which representatives of the mass media are present.

· The EA publishes all the press-announcements on its internet site.

· The EA prepares an annual communication plan for the implementation of the measures for information and publicity.

4.2. Stage 2.

The second stage of the communication process covers the very period of implementation of the project from its start – the signing of the contract for implementation, up to six months after the start of the exploitation of the unit. The main responsibility at this stage of implementation of the communication measures is borne by the Executor and the Executive Agency.

4.2.1. Responsibilities of the Executive Agency

· The Executive Agency must publish its content in the most suitable form and must secure the necessary documents for the distribution among the national and regional media and keep them at the disposal of the other interested parties during the period of implementation of the project.

· The EA directs and controls the implementation of the Communication Plans of the Executors of the Projects of ISPA. The executor must apply a detailed Communication Plan to the documents for applying. After the actualization of the plan is approved as of the date of starting the actual works of the project, the executor starts to apply the included measures.

4.2.2. Responsibility of the Executor

At this stage the Executor must fulfill the measures of information and publicity, which must be coordinated and controlled by the Executive Agencies. The communication plan of the specific projects is prepared by the executor and is approved by the Executive Agency. During the second stage of the communication process the following main activities must be present:

· The executor organizes an official ceremony for the effective start of the project /“First Hole”/, coordinated with the EA, the National ISPA Coordinator and the Delegation of the European Commission in Bulgaria. At the event the minister of the respective competent ministry, as well as the official representatives of the NIC, DEC and the local authorities must be invited. The representatives of the media must be invited to report on the ceremony.

· The executor organizes the official ceremony for the opening of the unit applying the same requirements as with the “First Hole”.

· The executor raises billboards on the place of the unit during the construction repair works.

· The executor raises permanent referring boards after the conclusion of the construction repair works in coordination with the EA and DEC.

The billboards and the permanent referring boards must be installed in accordance with the special regulations about the information on the spot indicated in the Guidelines /see page 9/.

The distribution of the responsibilities in the communication process related to the measures of the Cohesion Fund must be structured according to the functions which must be designated to the separate units. For the implementation of the measures for information and publicity on the spot, the beneficiary and executors of the project will be responsible. The intermediate units are obliged to inform the beneficiary and the general public about the opportunities offered by the specific projects. The managing bodies will communicate in order to present the opportunities offered by the specific program.

5. Interdepartmental coordination

NIC bears the responsibility for the coordination and implementation of the measures for information and publicity of the program ISPA. In this connection the NIC:

· Coordinates its activities of the Communication Plan with the DEC

· NIC coordinates the preparation and organization of the official ceremony of signing the Financial Memorandum with the DEC as well as the announcement in the mass media

· NIC coordinates the preparation and organization of the ISPA - the monitoring committee with EC and DEC, as well as the announcement in the mass media

· NIC is responsible for the coordination in the implementation of the business of the communication plan of the EA in order to prevent the activities overlapping and the time schedules coinciding.

The responsibilities of the Executive Agencies are as follows:

· The EA coordinates its Communication Plans and activities of their implementation with the NIC

· The EA works out and offers to the NIC an annual Communication Plan up to  January 10th of the respective year

· The EA directs and controls the implementation of the measures for information and publicity by the Executor

· The EA requires the Executor to present a report on the measures for information and publicity with attached material evidence no later than 20 days before the monitoring committee of ISPA

· The EA offers a report on the measures for information and publicity of the NIC no later than 16 days before the monitoring committee of ISPA 

The authority responsible for the implementation of the project of ISPA controls all measures for publicity on the spot. The measures must take place in cooperation with the Delegation of the EC in Bulgaria and Department “Management of the Resources from the EU” in the Ministry of Finance, which should be informed about the measures undertaken in this respect.

The EA has the opportunity to transfer its obligations of the measures on the spot to the executor by including the respective clause in the contract.

The National ISPA Coordinator and the separate Executive Agencies appoint one expert from each department responsible for the planning, coordination, implementation and control of the measures for information and publicity.

· The experts in the measures for information and publicity undergo specialized training if they do not have suitable education or professional experience.

· The experts in the measures for information and publicity maintain regular contact and exchange information

· The experts in the measures for information and publicity are responsible for the preparation of the reports for the implementation of the measures for information and publicity.

6. The communication plan

The communication plan contains the whole process of public communication connected with the implementation of each project financed by the program ISPA or the Cohesion Fund of the EU, as well as with the presentation of the essence and targets of the programs. The main purpose of the document is to organize the communication process in a way that guarantees the effective achievement of the targets set:  increasing the information level of the society about the projects partially financed by the Program or the Fund and demonstrating the role of the Community. It is strongly recommended that the Communication Plan be prepared by a PR consultant and that it be approved by the Executive Agency, the NIC or other authorized authority.

The Communication Plan clearly defines the targets of the communication process, the different stages and terms for their implementation, the methods and resources necessary for the implementation of effective communication as well as for implementation of the requirements included in Decision No503/2001 and Regulation 621/2004 of the European Commission.

The Communication Plan identifies the people who are engaged and directly interested in the project, the communication needs and the methods of communication. The planning of the communication process guarantees to a high degree that everyone who needs to be informed of the activities and the results of the project will receive the necessary information.

In summary the Communication Plan must contain as a minimum the following elements:

6.1. Targets of the campaign

The measures for information and publicity of the aid by ISPA and the CF aim:

· To increase the knowledge of the public and the transparency of the activities of the European Community

· To inform the potential beneficiary and professional organizations about the capabilities of the ISPA and the CF as well as to increase the information for society about the projects partially financed by the Community

· To demonstrate the role of the Community through the Fund.

The target of the measures for information and publicity is to inform the whole community, as well as the potential and final beneficiary, including:

· regional, local and other public authorities;

· economic and social partners;

· nongovernmental organizations;

· persons and organizations carrying out and popularizing the projects;

· other interested persons in relation to the opportunities offered by ISPA and the Cohesion Fund of the EU.

The measures are directed towards the public in the beneficiary member countries of the Program and Fund and aim at emanating a united image of the role of the Community.

Where necessary the measures can include activities connected to the programs and projects partially financed by the structural funds according to Regulation (EC) No. 1159/2000.

6.2. Determining the target groups

In the Communication Plan the separate target groups must be defined on the grounds of which the messages will be formulated. The correct determination of the target groups will contribute to better communication and will guarantee better coverage of information. As general examples for the main target groups, the following areas of the public can be paid attention to:

· potential beneficiary

· potential executors

· regional and local authorities

· social-economic partners

· non-governmental organizations

· the mass media

· the general public

6.3. Plan for action

The plan for action of each separate communication plan includes the main messages connected to the activity of the financial instruments, as well as the messages for achieving the specific targets within the framework of the project. In it the methods for achieving the specific targets and tasks connected to the communication process are determined – communication channels for reaching the target audience, as well as the specific means, such as announcements in the media, press conferences, special events, printed materials /projects/, billboards /projects/, boards /projects/, etc.

6.4. Communication channels
The choice of communication channel is determined by the particular features of the target groups and the size of the budget. It is very important for these channels to be used which provide the greatest guarantee that the message reaches the desired audience.

The traditional communication channels are:

· Television channels

· Radio stations

· Daily newspapers 

· Weekly newspapers

· Magazines

· External advertising /billboards, posters/

· Information brochures /newssheets, folders/ 

· Internet

Experience shows that in the cases when the target group is the “general public”, the best communication channels are the daily newspapers with a wide circulation and the television and radio broadcasts with high ratings.

If the audience is specific, for example companies of the construction branch, the suitable channels are specialized newspapers and magazines, as well as internet-portals in the area of construction.

6.5. Means of Communication
(a) Press announcements 

The main means of reaching the target groups with regard to popularization is announcement in the mass media. It is obligatory for the press announcement to contain information about the value of the aid offered by the EU and the national co-financing, the targets of the measures and for the CF – the target of the community it is aimed at.

Specialists in the area of contacts are engaged in the obligatory preparation and sending of messages to the mass media intended for the public and communications. They assess the form and content, as well as the methods of sending as well as the time and the precise addressee of the respective media.

In the preparation of the press announcement the following main principles must be followed:

· The announcement must contain the answer to the questions: Who? Why? What? Where? How? If possible the most important elements must be included in one or two sentences in the first paragraph.

·  More details with grading the facts according to their importance

· Avoid complex and specialized terminology. “Translate” the text into every-day Bulgarian language.

· Use short sentences. The volume of the announcement should not exceed two pages.

· If possible, include a suitable quotation from official statement.

· Do not forget to choose a short title bearing the news.

· Do not forget to mark the date of the announcement.

· Include the name and data of the person for contact, who will be obliged to respond to the additional questions related to the information included in the announcement.

· If the announcement is related to a project co-financed by the Cohesion Fund and it bears the graphic sign of the organization which prepared it, the placing of the logo of the EU is obligatory.

(b) Press folders

All information materials prepared by the media such as information brochures, press announcements, statements of official persons or the presentations on paper or electronic carrier can be placed in press folders. This is made to facilitate the journalists when they submit their materials. The press folders are prepared for public events.

(c) Information on the Internet

The new media Internet provides an opportunity for the desired information to reach the potential consumers quickly and cheaply. For the purpose of the full value use of this communication channel it is necessary for:

· NIK and EA to publish all announcements to the media on the internet pages of the respective departments

· NIK to publish general information for the opportunities provided by ISPA and the contracted resources

· EA to publish information on the opportunities for applying and the development of the projects which are in the process of implementation.

After the date of accession the Central Coordination Unit  /CCU/ must prepare and maintain a current specialized internet page with full information about the CF including translation of the official documents of the community related to the CF, a list of the projects proposed by Bulgaria for financing by the Cohesion Fund, information on the forthcoming and concluded auctions, handbooks and Guidelines, current news, links to the pages of the EC, as well as to the pages of the EC on OP “Transport” and OP “Environmental Protection”, etc.

After the date of accession to the EC, OP “Transport” and OP “Environmental Protection” must also prepare specialized internet pages and present there the opportunities provided by the respective program and the whole necessary information about the potential beneficiary and executors of the projects of the CF.

(d) Public events

The organizers of information events like conferences, seminars, round tables and discussions, as well as official ceremonies connected with the implementation of the projects partially financed by ISPA or the Cohesion Fund, must explicitly mention the participation of the European Community. All opportunities for placing the flag of the European Community in the halls and placing its sign on the documents must be used. If possible, transparent or temporary boards should be assembled. 

(e) Press conferences

Press conference are summoned if there is news. If you do not have anything to say, if you do not have information of interest to the general public, it is recommended that you send a press announcement.

Journalists are especially burdened and for them it is important who will present the news in addition to the fact that there is news for them.

The representatives of the mass media should be informed of the forthcoming press conference at least 24 hours earlier. Higher activity of the journalists is achieved by making a written invitation combined with a personal telephone call.

In order to avoid misunderstanding and journalist’s mistakes in the material, sending an announcement to the media, which includes a summary of information from the press conference that has been carried out, is recommended.

(f) Speeches

Public statements are one of the most important methods used in the process of public communication because they represent the most direct and convincing form of communication. In this way the Community, as well as the participants in the implementation of the project are personalized.

The public statements related to the program ISPA, or the CF, or specific project must cover the following information:

· The purpose of the program;

· The purpose of the project;

· The value of the resources offered by the EU and the national co-financing;

· The expected social and economic effect;

· The messages included in Decision No 503/2001 and Regulation 621/2004 of the EC;

· The main parameters of the project;

· The basic information for the participants in the project;

· Information for the partners and for the organizations connected to its implementation, etc.

In order that the role of the speech as an effective method for communication be implemented, the following criteria should be observed.

· The continuation must be in conformity with the form of the event.

· The stylistics and terminology must respond to the level of the expert knowledge of the audience and the criteria for quality of the rhetoric.

· The messages should be formulated clearly and in a way that can be remembered.

· Additional information must be included in response to the possible questions which the representatives of the mass media could ask.

6.6. Media plan

The media plan represents a time schedule of the specific activities for implementation of the strategy – a schedule for sending the announcements for the media, carrying out the public events, publishing the interviews, participation in radio and television broadcasts, etc., as well as schemes for placing billboards and information boards. If the preparation and broadcast of radio and television spots is included in the communication plan, time is included in the media plan schedule for their broadcast, as well as the electronic media, which will broadcast them.

EXAMPLE

	Communication activities
	No
	Feb.
	Mar.
	Apr.
	May
	June
	July
	Aug.

	Announcements in the media
	3
	1
	3
	
	1
	
	1
	2

	Press conferences 
	2
	
	1
	
	
	
	
	1

	First Hole
	1
	
	1
	
	
	
	
	

	Official opening
	1
	
	
	
	
	
	
	1

	Seminar with journalists
	1
	
	
	1
	
	
	
	

	Expert rubrics in n. Х 
	4
	1
	
	1
	
	1
	1
	

	Squares in newspaper А
	15
	
	5
	
	
	
	5
	5

	Squares in newspaper Х
	15
	
	5
	
	
	
	5
	5

	Audio clip on Radio А
	40
	
	
	
	
	
	20
	20

	Audio clip on Radio Х
	40
	
	
	
	
	
	20
	20

	Information sheets 
	900
	
	
	
	
	
	
	

	Interview in newspaper В
	2
	
	1
	
	
	
	
	1

	Interview in newspaper А
	2
	
	1
	
	
	
	
	1

	Interview in magazine Х
	1
	
	
	
	
	
	1
	

	Information brochure
	500
	
	
	
	
	
	
	


6.7. Budget
The Communication Plan must be document of practical value and must be applicable. In it attainable targets must be placed and in order that they be realized, real plans for the necessary financial and human resources must be made for each included activity. Table 1 represents an example of a budget variant of the communication plan. Table 2 represents an example of the main expenses for the organization of an information event.

Table 1 
	Activity
	Expenses

	Preparation and printing of information materials
	Ххх

	Conferences and seminars
	Ххх

	Preparation and maintaining of internet page
	Ххх

	Publishing announcements
	Ххх

	Organizing special events
	Ххх

	Total
	BGN Хххх 


Table 2
	SERVICE/PRODUCT
	M.Units
	QUANTITY
	SINGLE PRICE
	TOTAL

	Lease of hall
	Hours
	5
	Ххх
	Ххх

	Apparatus: 

simultaneous translation
	Hours
	3
	Ххх
	Ххх

	Video wall 
	Hours
	3
	Ххх
	Ххх

	Sound 
	Hours
	3
	Ххх
	Ххх

	Filming
	Hours
	3
	Ххх
	Ххх

	Translation 
	Hours
	3
	Ххх
	Ххх

	Leader
	Hours
	3
	Ххх
	Ххх

	Net amount
	BGN
	
	Хххх
	Хххх

	VAT 20 %
	
	
	
	Ххх

	TOTAL
	BGN
	
	
	Хххх


6.8. Monitoring, assessment and report

The monitoring of the fulfillment of the measures for information and publicity is an obligatory requirement of ISPA and the CF. Through it a report is made before the Monitoring Committee of the EC for the implementation of the measures for information and publicity.

The executive agencies of ISPA must send to the Commission the whole information necessary for the preparation of the annual report according to the Regulation of the (EC) No 1164/94, Art. 14(1).

At the meetings of the respective monitoring commission the chairman reports on the advance of the measures for publicity and information and supplies the members with copies of the produced materials or evidence of the measures undertaken for publicity and means of dissemination, for example, pictures of the billboards and events.

The monitoring and assessment of the activity for information and publicity are requirements of the EC included in the regulations for information and publicity.

There it is recorded that every communication plan must include “criteria for assessment of the measures undertaken” /concerning only the Cohesion Fund/. The analysis is necessary not only for the implementation of the requirements of the commission, but is useful also for private needs, in order to assess the efficiency of the implemented measures. As result the necessary corrections and actualizations must be made and good practices must be propagated.

One of the methods to make objective assessment is to give answers to the following questions:

· Are the two main targets achieved in accordance with the regulations of the EC, namely: transparency and visibility?

· What is the contribution of the measures for publicity and communication for the success of the program as a whole? Is there a shortage of information activities leading to problems with the presentation of the program?

· Which are the most effective ways in order for the activities for publicity and communication to contribute to the success of the program? Are there more effective methods than the ones applied? What should the effect from this approach on the different target groups be?

· Are there more effective ways for applying the measures for information and publicity? How effective are the financial and human resources used in the implementation of the activities? Is the amount of the resources sufficient for the achievement of the targets included in the Communication Plan?

Other variants exist which can be applied for preparing the assessment. The moral indicators for assessment given below are recommended to be included in the reports for the implementation of the measures for information and publicity.

Indicators for assessment of the measures for information and publicity3 
A/Indicators for efficiency:

Indicators for direct result – Assessment of the direct effect on the target group from the applying the means of communication and activities

· Number of visits to the internet page

· Number of participants in the event compared to the number of invited

· Number of received questions for the capabilities for financing compared to the number of informed potential beneficiaries

· Number of publications and radio and television broadcasts reflecting the event

Indicators for implementation – Number of applied measures/means of communication connected to the planned measures/means of communication 

Financial indicators – Actually incurred expenses compared to planned expenses

B/ Indicators for quality
	Information materials
	Events

	· Attractiveness
· Clear and understandable language
· Balance between the text and the visual material
· Convenience for use
· Easy access

	· Quality of the organization (observing the time schedule, functionality of the services, etc.)
· Level of activity of the participants in the debate.
· Professionalism, clarity and continuity of the statements.
· Quality of the distributed documents


3 The offered list of exemplary indicators is not exhaustive and is partially derived from the Practical Guide to Communication on Structural Funds 2000-2006 (Draft version), European Commission, DG Regional Policy
After making an assessment of the utilization of the separate instruments for accomplishing the communication targets, it is necessary for an overall assessment of the implementation of the communication plan to be made. For this purpose the following main mechanisms for assessment of the implementation of the communication plan can be used:

· Research and analysis of the correspondence between the targets included in the communication plan and the implementation of the campaign

· Review of the communication channels and assessment of the information coverage of the target audience

· Report /monitoring/ of the quantity sent and published announcements /media coverage/

· Content analysis – of the publications in the newspapers, magazines, radio, television, internet, electronic information agencies

· Schedule of the favorable, unfavorable and neutral publications for the whole period of implementation of the communication plan

· Assessment of the quality of the translated announcements

· Assessment of the number of the “irradiated” audience

· Quality analysis of the “exposed” audience

· Assessment of the effect – knowledge, acceptance and interpretation by the audience of the messages broadcast

7. Partnership and communication with the representatives of the mass media

The mass media are the main communication channel for effective information coverage and an important means for fulfilling the measures for information and publicity. According to the requirements included in Decision No. 503/2001 and Regulation 621/2004 of the European Commission, NIC, the Executive Agency and the Executor inform the mass media in the most suitable way about the activities for implementation of all projects co-financed by the program ISPA and the Cohesion Fund of the EU.

The official start of the projects and the important stages of the implementation must become subjects of the information measures and events, especially related to the regional media (press, radio and television). The participation of the European Community must be respectively reflected in the information submitted. The overall process of communication with the media must be coordinated with the Delegation of the European Commission in Bulgaria.

All participants in the implementation of the projects communicate with the representatives of the mass media in close coordination with the PR specialists. The experts in the sphere of public relations make the communication process easier, improve its efficiency and minimize the possible conflict situations, because:

· they know the editorial and program policy of most mass media and therefore their direction, audience, etc.;

· they are informed about the specificity of the work with the mass media – their terms, information format, technical capacity and standards, etc.;

· they know most of the journalists concerned and editors personally and this makes the communication easier;

· they use checked procedures and mechanisms which ensure that the communication works and is satisfactory for all participants.

In the process of communication special attention should be paid to the connections with the mass media and precisely with the journalists concerned. They must be trained in all aspects of mastering the European funds, in the specific case, the program ISPA, as well as after the full value membership of Bulgaria in the EU – the Cohesion Fund. The high level of information about the process of financing of and the specific projects by the mass media will guarantee better presentation of the projects among the general public. Due to the complex subject, the journalists concerned should be informed in detail about the projects and must be systematically trained, which will guarantee better understanding and adequate presentation before the public.

8. Work and communication with the social-economic partners and non-governmental organizations
The principle of partnership is essential for the functioning of the European Funds. The principle “partnership” is a widely used concept with an opportunity for flexibility in its interpretation. Regulation from 1988 determined the partnership in the following way “includes close cooperation between the European Commission and all the other authorities at national, regional or local level specified by each  member state of the Program”. The principle of partnership was developed further in 1993 and included “economic and social partners, specified by the member state” within the framework of the competent institutions and authorities.

The partnership increases the capacity for development and the effective implementation of the projects and for better information about the target groups. The expansion of the partnership by including regional, local, etc. public authorities, NGOs and other social-economic partners increases the efficiency of the programs.

Two main mechanisms for applying the principle of partnership exist:

1. Direct participation in the communication process

2. Indirect introduction of social and economic partners through their inclusion in the target audience

The two mechanisms must be synchronized in order to achieve a multiplication effect.

NIC specifies the representatives of the social-economic partners who have the opportunity to participate as observers in the monitoring committees of the program ISPA.

9. APPLICATIONS

APPLICATION III

Check list for organizing public events

	№
	Activity
	Term
	Responsible person/section

	1. 
	Determining the targets of the event /information, official, educational, etc./
	
	

	2
	Formulation of the announcements and the messages for communication through the event
	
	

	3
	Determining the participants in the event /representatives in the Delegation of the EC, the executive Agency, the Final Beneficiary, the social-economic partners, non-governmental organizations, etc./
	
	

	4
	Appointing the team which will organize the event 
	
	

	5
	Preparing list of the guests and representatives of the media who will be present
	
	

	6
	Determining the place for carrying out the event
	
	

	7
	Determining a suitable date for carrying out the event
	
	

	8
	Preparing and sending out invitations
	
	

	9
	Determining the leader of the event
	
	

	10
	Preparing the scenario of the event
	
	

	11
	Planning of the location of those present at the event 
	
	

	12
	Securing transport and places for parking
	
	

	13
	Securing photos, and a video and audio record of the event
	
	

	14
	Securing sound-screen and light at the place of the event
	
	

	15
	Securing presentation equipment
	
	

	16
	Musical setting of the event
	
	

	17
	Securing press presentation, containing announcement to the media, printed materials, etc.
	
	

	18
	Securing catering
	
	

	19
	Securing visualization on the place of the event with billboards, boards, flags, banners, etc., according to Decision No 503/2001 and Regulation 621/2004 of the EC;
	
	

	20
	Preparation of indicative boards
	
	

	21
	Preparing the budget of the event
	
	

	22
	Training the main participants in the event
	
	

	23
	Securing the reception of the guests
	
	

	24
	Distribution of the tasks and responsibilities of the organization team during the event 
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