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Communication 
Internal 

• Internal exchange server ‚Google drive´ 

o Project partner list (please update) 

o Project design guide 

o Office templates for communication 

o Logo 

o Poster 

o Postcard 

o All other documents you like to share or exchange 
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Communication 
Internal 

• Writing emails: 

• Put project coordinator in cc or bcc 

• Autoresponder: englisch version 

• Use typographie according to visibility rules(Merriweather, 

Calibri or Constantania) 

• Longer absence: let project coordinator know 
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Communication 
External 

Visibility rules of INTERREG BSR 
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Obligatory elements to comply with visibility 
rules: 
• The European Union emblem ("EU flag") 
• A reference to the EU funding source.  
• The Programme logo 
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Commiunication 
External 

Visibility rules of INTERREG BSR 
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Colours: Seagrass (RGB 69/128/47), secondary colours and construction 
of the arc s. project design guide  
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Commiunication 
External 

Logo 
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Monochrome 
inverted 

Grey scale 

Full colour 

Minimum size of the logo: s. project design guide 
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Commiunication 
External 

Logo together with other logos 
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“ […] the Union emblem shall have at least the 
same size, measured in height or width, as the 
biggest of the other logos.” Implementing 
Regulation (EU) No. 821/2014, Art. 4-5 
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Commiunication 
External 

Postcard (ready to use) 
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This area map exists in 
9 different versions 
and can be used. 
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Commiunication 
External 

Poster 
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Each  project  partner  needs 
to  place  at  least  one  poster  with  
information  about 
the  project  (minimum 
size  A3)  at  a  location  visible  to  t
he  public,  such  as  the entrance 
area of a building/office. The poster 
has to display the objective of the 
project and the amount of EU 
financial support. You can use this 
template to implement the poster, 
but you are also free to design your 
own. 

Poster template 
Replace picture or/and sentence 
depending on your target group, 
time of the year, etc. 
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Commiunication 
External 

Website http://co2mmunity.eu 
According to the visibility rules 
 
• links 
• News 
• Events 
• Press releases 
• Documents 
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http://co2mmunity.eu/
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Commiunication 
External 

Website INTERREG BSR Project library 
http://projects.interreg-baltic.eu/ 

Structure of Project Management 

 



13 

Administration 
Project management software: Trello 
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Administration 
Reporting: structure 
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Managing Authority/Joint Secretariat 

Project progress report 

Certified by first level controller of LP 

Partner report 

Certified by first level controller of PP 
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Administration 
Reporting: timeline 
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Administration 
Reporting: Partner report deadlines 
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 internal DEADLINE 

Project period 1 + 1 month 30th April 2018 

Project period 2 + 1 month 31th October 2018 

Project period 3 + 1 month 30th April 2019 

Project period 4 + 1 month 31th October 2019 

Project period 5 + 1 month 30th April 2020 

Project period 6 + 1 month 31th October 2020 



17 

Administration 
Partner report: Obligatory reporting tool for 
every project partner – editable PDF-
Document given by the MA/JS 
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Administration 
Co2mmunity WP progress report: 
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Managing Authority/Joint Secretariat 

Lead Partner/Project coordinator 

Progress report 

Co2mmunity WP2/3/4 Progress 
report 

WP Leader 

30th January, 30th April  

Per reporting period 

31th July, 31th October 
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Administration 
Co2mmunity WP progress report: 

• Activity Nr. 

• Involved PP 

• Involved others 

• Tasks  

• Outputs 

• Progress 

• Challenges 
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Gerlind Wagner-Vogel 
Project coordinator 
Communication Manager 
Dept. of Geography,  
Kiel University 
Hermann-Rodewald-Str. 9 
24098 Kiel, Germany 
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