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Annex M1: Proposed structure of the Communication Plan
1. Introduction / Background

This section should explain briefly the responsibilities of your organisation in terms of management of EU funds, both in general terms and in terms of information and publicity measures. Regarding the latter, you should refer to the overall agreed Communications Strategy, CFCA Communication Action Plan for the IPA Component I and Transition Facility and your role / responsibilities under that.

You should also specify what is covered by this Action Plan: the time period covered and the nature of the projects (project objective, value...) included.You should also describe the other organisations involved in managing or receiving EU funds for which your organisation is responsible (Twinning partners, contractors) and specify what their responsibilities are for information and public measures.

2. Aims and Target Groups

This section should set out the overall aim and specific objectives covered by the Action Plan.

You should also set out the main target groups to be covered by your activities. These may include a number of different audiences at whom different activities will be targeted, for example: Internal audiences (colleagues in your own organisation and in related organisations), Professional audiences, Public audiences.

3. Information and Publicity Measures

Measures and Activities

Under each Specific Objective, you should set out in detail the measures and activities you plan to achieve each objective. For each activity, you should describe its:

• Purpose (how the activity will help to achieve the objective)

• Content (what you will do, e.g. produce and distribute a publication on a particular subject)

• Quantity / Format (where appropriate, e.g. number of publications to be printed and their format 
   or number of seminars to be held)

• Tools to be used (e.g. in-house or external facilities, distribution channels)

• Target group(s) (who the activity aims to inform)

• Timescale (see Section 4 below)

• Budget (see Section 5 below)

• Responsibility for Implementation (see Section 6 below)

4. Timetable

This should set out the proposed timetable of activities over the full period covered by this Action Plan. Some activities will be for a short period only; others will be continuous over a longer period or even throughout the period covered by the Action Plan.

The timetable should be summarised in a table, with the vertical axis showing each activity planned and the horizontal axis showing the period (weeks or months) during which each activity will be carried out.

5. Indicative Budget

You should set out in a table the estimated budget for each activity (broken down if necessary by financial year or quarter), with relevant totals, and ensure that this falls within the agreed budget of your organisation.

You should also indicate where the costs of activities will be met or shared by other organisations.
6. Management and Implementation

This section should cover two aspects of managing the Information and Publicity measures:
Management: you should set out a clear, simple and effective structure for oversight of the campaign and decision-making (approval of materials, changes to the Action Plan, etc). 

Implementation: you should specify both the organisations and if necessary the departments or individuals within them responsible for each activity. 

7. Monitoring, Evaluation and Reporting

Monitoring: you should specify the measures you will use to measure the effectiveness of your activities. These may include measurements of outputs (e.g. number of leaflets distributed, number of seminars held and participants, number of newspaper articles written) and also measurements of impact (e.g. increased number of enquiries or opinion surveys showing increased awareness of EU funding and projects).

Evaluation: you should state the measures you will take to evaluate the results of the monitoring (e.g. an analysis of media coverage over a monthly / quarterly period) and explain how this will be fed into the Management and Implementation structure so that changes can be made to the Action Plan where necessary.

Reporting: you should set out the measures you will take in terms of reporting (to your own management, CFCA etc) in order to meet your reporting and other obligations under the CFCA Communication Action Plan for the IPA Component I and Transition Facility.

