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 The purpose of implementing the info & publicity measures for projects 

 Roles in the project-related communication 

 Overview of the requirements – one-by-one 

 Examples from the very projects 

 Communication with the Communication Manager at  the JS 

 Reporting  

 Your questions  

AIMS OF THIS SESSION 



MEETING THE INFO & PUBLICITY 
REQUIREMENTS  



o Integral part of the project; 

o Support project objectives; 

o Inform about project;  

o Inform about the co-financing from the Programme/IPA Fund and 

promotes the EU; 

o Ensure transparency in the usage of public funds;  

o Improve visibility and quality of projects. 

ROLE OF COMMUNICATION ACTIVITIES IN A PROJECT 



o Regulation (EU) No 1303/2013 of the European Parliament and the Council: 
 Annex XII – Information and Communication on Support from the Funds;  
 Article 115(4) of the Regulation (EU) No 1303/2013; 

o Commission Implementing Regulation (EU) No 821/2014 of 28 July 2014: 
 Characteristics of Information and Communication Measures for Operations,  
       Chapter II – Technical; 

Programme documents available for download from www.interreg-ipa-husrb.com: 
o Guidelines for Implementation of Information and Publicity Measures for Projects 

o Visual Identity Manual of the Programme  

LEGAL REQUIREMENTS 

http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/


o Intended for the Lead Beneficiaries and Beneficiaries; 

o Before implementation serves as a guide to Beneficiaries: 
o informs about the requirements; 
o Explains usage of each obligatory and recommended elements and tools 

o During the implementation serves as a reference; 

o Explains the roles, the reporting and the archiving process; 

o View in the browser or download 

 

GUIDELINES FOR IMPLEMENTATION OF INFO AND 
PUBLICITY MEASURES FOR PROJECTS 

http://www.interreg-ipa-husrb.com/en/downloads-menu/husrb1601-and-husrb1602-guidelines-for-implementation-of-information-and-publicity-measures-for-projects-updated-guidelines/


o Chapter 2 is intended for projects;  

o Chapter 1 – explains the usage of Programme’s communication elements  
(e.g. logo); 

o Explains the rules of usage of each obligatory element; 

o Illustrates the templates for projects; 

o A reference to Beneficiaries; 

o A guide for graphic design professionals; 

o View in the browser or download 

 

 

VISUAL IDENTITY MANUAL 

http://www.interreg-ipa-husrb.com/en/downloads-menu/visual-identity-manual-of-interreg-ipa-cbc-hungary-serbia/


ROLES IN PROJECT COMMUNICATION 
ACTIVITIES 



Lead Beneficiary (LB) 

o The only one communicating with the JS; 

o Coordinates activities among the project partners 

o Ensures balanced involvement of Beneficiaries; 

o Sends regular reports to the JS managers: 

 Project event reports  to the Communication Manager 

 Progress reports to the Programme Manager. 

Beneficiaries (B) 
o Work together and implement activities,  
        as outlined in the Application Form 

 

BENEFICIARIES 



o Communicates directly with projects  
        on behalf of the Programme bodies; 

o Works together with the JS Antenna; 

o Assists the LB and supports  
       project implementation; 

o Consultations and feedback – the responsibility is on             the 
Beneficiaries; 

o Reviews and approves reports; 

o Helps the project by promoting them. 

JOINT SECRETARIAT (JS) 



REQUIREMENTS FOR PROJECTS 



To be included in all communication tools a project uses: 

 Programme logo; 

 EU emblem with the obligatory phrase about the co-financing of the 
project; 

 Disclaimer; 

o Files provided by the JS; 

o Usage as stated in the Visual Identity Manual; 

o Templates provided by the JS. 

OBLIGATORY COMMUNICATION ELEMENTS 



o Description of the Programme  
        (in the press release template) 

 

o Programme’s slogan  
       (in the templates) 

 

o Reference to the Programme website  
       (link or a web banner) 
 

Files provided by the JS. 

 

 

RECOMMENDED COMMUNICATION ELEMENTS 



 Obligatory poster – 1 type;  

 Promotional material – minimum 1 type; 

 Communication/Visibility event – minimum 1 event; 

 Media coverage – minimum 1 piece of coverage; 

 Page on a social media network – minimum 1 social media page;  

 Photography of good quality; 

 Stickers for all purchased equipment via project. 

 

                                               

OBLIGATORY COMMUNICATION TOOLS 



In addition to the Obligatory communication tools: 

 Temporary  Billboard – during the implementation of an operation; 

 Permanent Explanatory Plaque or Billboard – no later than 3 months 

after the completion of the operation. 

 

OBLIGATORY TOOLS FOR PROJECTS  WITH WORK 
COMPONENT EXCEEDING 500,000 EUR 



o Website  

o Newsletter 

o Promotional video/film 

o Infographics  

o Survey/poll 

o Blog 

RECOMMENDED COMMUNICATION TOOLS 



Programme provided the Lead Beneficiaries with: 

 Templates for: 
 Poster; 
 Roll-up banner; 
 Brochure – cover pages; 
 PowerPoint presentation; 
 Word doc; 
 Press release;  
 Temporary billboard; 
 Permanent explanatory plaque; 

 Ready-to-use stickers for purchased equipment; 

 Web banners for project website 

 

TEMPLATES & READY-TO-USE TOOLS 



OBLIGATORY COMMUNICATION TOOLS 



 Produce/implement elements exactly as stated in the Application Form! 

 Rely on the Guidelines and  the Visual Identity Manual! 

 Include the obligatory communication elements! 

 Use the templates (if applicable)!   

 If other logos used, they must not be bigger than the EU emblem  

        in height and width (if on the same page/side)! 

 Include your project logo (if applicable – not obligatory)! 

 Must own the rights of usage for photos/images used! 

A USEFUL RULE OF THUMB 



 In written publications, also make sure to: 

 

 Use the name of the Programme properly; 

 
 State that the project is co-financed by the EU through the  
        Interreg-IPA CBC Hungary-Serbia Programme; 

 

 Mention the amount of the IPA funding (and the total project’s budget). 

A USEFUL RULE OF THUMB 



 Minimum 1 type; 

 Minimum size A3; 

 Language versions and quantities – as stated in the Application Form;  

 Contains the obligatory communication elements                                                                        (                    
(the Disclaimer is not needed if no idea/opinion is stated); 

 Contains the key info about project: 
 Name 
 Duration 
 Amount of the EU (IPA) contribution  
 Lead Beneficiary and Beneficiary/Beneficiaries 

 Photo/images for which the project owns the rights of usage; 

 Placed at a visible place at the visible location at the Beneficiaries’ premises! 

OBLIGATORY POSTER – KEY ELEMENTS 



OBLIGATORY POSTER – EXAMPLE* 

*Example of a Serbian-version poster. Hungarian version is required too. 
Used only for informative purposes.  



 Minimum 1 type;  

 Language versions and quantities – as stated in the Application Form;  

 Includes obligatory communication elements; 

 The obligatory communication match the language of the contents; 

 The Disclaimer – when expressing an idea or a point of view  

 Textual material also includes the key info about project: 
 Name 
 Duration 
 Programme 
 Amount of the EU (IPA) contribution  
 Lead Beneficiary and Beneficiaries 

 Photos/images for which the project owns the rights of usage 

PROMOTIONAL MATERIAL – KEY ELEMENTS 



ROLL-UP BANNER – EXAMPLE* 

*Example of a Hungarian-version poster. Serbian version is required too. 
Used only for informative purposes.  

OBLIGATORY COMMUNICATION ELEMENTS 



ROLL-UP BANNER – EXAMPLE* 

*Example of a Hungarian-version poster. Serbian version is required too. 
Used only for informative purposes.  

OBLIGATORY COMMUNICATION ELEMENTS 

OPTIONAL 



LEAFLET – EXAMPLE* 

*Example of a Hungarian-version leaflet. Used only for informative 
purposes. 



LEAFLET – EXAMPLE* 

*Example of a Serbian-version leaflet. Used only for informative 
purposes.  



LEAFLET– EXAMPLE* 

*Example of a Serbian-version leaflet. Hungarian version is required too. Used only 
for informative purposes.  



In addition to the Obligatory communication tools: 

o Temporary  Billboard – during the implementation of an operation; 

o Permanent Plaque or Billboard – no later than 3 months after the 

completion of the operation! 

Use the provided templates! 

OBLIGATORY TOOLS FOR PROJECTS  WITH WORK 
COMPONENT EXCEEDING 500,000 EUR 



TEMPORARY BILLBOARD – EXAMPLE  

*Example of a Hungarian-version billboard of a project. Used only for informative 
purposes. 



o JS provides the Beneficiaries with ready-to use stickers 

 

o LB should send a request to the Programme Manager. 

 

STICKERS FOR PURCHASED EQUIPMENT 



 Minimum 1 event; 

 Obligatory communication elements are used and are visible; 

 The speeches and/or presentations are in the language of the audience  
        (translation to be made available, if needed); 

 PPT template used for presentations; 

 Promotional material are available in HU and SR, and if applicable, in EN; 

 Photo (and video) recording; 

 Permissions to make the photo/video recording public; 

 

EVENTS – KEY ELEMENTS  



Upload to the Back Office the following: 

 

 Before project event form – 10 business days ahead! 

 Related event material uploaded (e.g. a press release, promo material design, etc.)! 

 

Advisable: 

• Send the Invitation with the Agenda well in advance! 

• Follow up via email or phone with the journalists (for media events)! 

 

EVENTS – BEFORE THE EVENT  



Make sure to provide: 

 Registration sheet 
       + statement asking the consent to have photos/video published after the event; 

 Use the provided PPT template for presentations; 

 Promotional material in HU, SR (and EN). 

 

Advisable: 

• Roll-up banners in HU, SR (and EN) and the presentation screen to be placed next to 

the speakers; 

• Notice board/posters directing to the conference room are useful. 

 

EVENTS – AT THE EVENT 



EVENTS – EXAMPLES* 

*Example of a project’s opening conference and generated media 
coverage. Used only for informative purposes. 



*Example of a project’s opening conference and generated media 
coverage. Used only for informative purposes. 

EVENTS – EXAMPLES* 



 Distribute the press release on the day of the event – if applicable; 

 

 Upload to the Back Office: 
 Up to 5 best photos from the event – 2 days after the event; 
 After project event form  
 Include links to the online articles, radio and/or TV clips – 7  business days after 

they were published; 
 Media coverage (PDF or JPEG) – 7 business days after it was published. 

EVENTS – AFTER THE EVENT 



 Minimum 1 piece of generated media coverage 

 The tone needs to be positive or neutral; 

 Informs about: 

 the Programme 
 the EU (IPA) co-financing 
 the goals (and results) of the project and the benefits for the region 

 Ways to achieve it: 

 Media events 
 Press releases 
 Interviews 
 Paid ads / PR articles 

 Check out the posts “Projects in the media” on the Programme’s Facebook page! 

MEDIA COVERAGE – KEY ELEMENTS 

https://www.facebook.com/interreg.ipa.husrb/


A press release should include: 

 Obligatory communication elements (use the template); 

 Key project information:  
 the Programme 
 the amount of EU (IPA) co-financing 
 the full name and acronym of the project (and the ID) 
 the partnering organizations within the project 
 duration of the project 

 Description of the Programme; 

 Contact person and contact information (the template); 

 Language of the press release should match the language of the media/journalists. 

 

 

MEDIA COVERAGE – VIA PRESS RELEASES 



 Prepare to present your project briefly – the key messages; 

 Mention:  
 the Programme 
 the amount of EU (IPA) co-financing 
 the partnering organizations within the project 
 Goals of the project 
 duration of the project 

Advisable: 

o Obtain the questions in advance (if possible); 
o Allocate the spokesperson(s); 
o Dress professionally for in-person interviews; 

 

 

MEDIA COVERAGE - VIA INTERVIEWS 



 
 Include the obligatory communication elements (as in the press 

release template); 

 Mention:  
 Name of the project and the acronym 
 the Programme 
 the amount of EU (IPA) co-financing 
 the partnering organizations within the project 
 duration of the project 

 

 

MEDIA COVERAGE - VIA PAID ADS/ARTICLES 



 Generated via interviews at events and/or press releases 

 

 

MEDIA COVERAGE –EXAMPLES 

*Examples of a projects’ generated media coverage. Used only for informative purposes. 

Link to the video clip 

Link to the online article 

https://www.youtube.com/watch?time_continue=122&v=7UPdrCbZ-lI
https://www.youtube.com/watch?v=7UPdrCbZ-lI
http://ekolist.org/srbija-i-madjarska-zajedno-u-zastiti-velike-droplje-i-stepske-sarke/


 Sponsored media coverage 

 

 

MEDIA COVERAGE – EXAMPLES 

*Example of a project’s generated media coverage. Used only for informative purposes. 



 Minimum 1 social media network; 

 As stated in the Application Form/the Contract; 

 Read and comply to the Terms and Conditions; 

 Language of posts – up to the project; 

 “About” section:  
 HU and SR as a must, and EN as highly recommended; 
 Key information about the project; 

 The obligatory communication elements; 

 Posts about the project’s milestones, news, and results; 

 Connect to the Programme’s pages and share their content; 

 Launch the page in the beginning of the implementation. 

SOCIAL MEDIA PAGE – KEY ELEMENTS 



 Hungarian and Serbian as a must, and English as highly recommended 

 Make sure to mention:  
 the name of the project   
 the Programme 
 the amount of EU (IPA) co-financing 
 the partnering organizations within the project 
 duration of the project  
 the Disclaimer  
 Link to the project’s website, if applicable 

 Advisable: 
o Link to the project’s information on the Programme’s website 

SOCIAL MEDIA PAGE – “ABOUT” SECTION 



SOCIAL MEDIA PAGE – “ABOUT” SECTION – EXAMPLE* 

*Example of a project’s Facebook page . Used only for informative purpose. 

https://www.facebook.com/wateratrisk/


 Profile photo – the project logo, or the name/acronym; 

 Include the Programme logo, and  the EU emblem with the co-financing phrase (e.g. in 
a cover photo) 

 Suggestions for posts: 
 Project milestones 
 News  
 Results 
 Media coverage 
 Photo and video content 
 Shared content from the Programme’s page 

 Advisable: 
o Programme slogan  

SOCIAL MEDIA PAGE – HOME PAGE 



SOCIAL MEDIA PAGE – HOME PAGE – EXAMPLE* 

*Example of a project’s Facebook page . Used only for informative purpose. 

https://www.facebook.com/wateratrisk/


 To be used for the project- and the Programme-related purposes; 

 The main resources: 
 Project events; 
 Targeted photo shoot; 

 Other resources may be: Purchased stock photography or  
        stock photography free of copyright and costs (CC0); 

 Must be of good quality – 300 dpi; 

 Must be presenting the project and the Programme in a positive way; 

 Projects must have rights of usage; 

 Projects must have permissions from event attendees to publish photos; 

 The Programme has the right to use the photos for information & publicity purposes. 

 

 

PROJECT PHOTOGRAPHY – KEY ELEMENTS 



Includes: 

 The speakers  

 The audience  

 The Programme logo – on a roll-up banner/a poster/a Presentation/promo material; 

 EU emblem, if possible – on a roll-up banner/a poster/a Presentation/promo material; 

 The participants interacting – e.g. in a workshop/training/seminar, etc.  

 

Advisable: 

o “Storytelling element” – aiming to answer the questions: WHO? WHAT? WHERE? WHEN? 
WHY? and  HOW? (if possible)  

The same applies for videos produced within the project. 

PROJECT PHOTOGRAPHY – EVENTS  



Event photography – suitable for promotion: 

It communicates: 

WHO? – An official of BABECA, an EU-funded project 
being implemented within the Interreg-IPA CBC HUSRB. 

WHAT? – Presents the project in front of an audience. 

HOW? – In a professional manner. 

WHY? – Officially launching the project. 

WHERE? – At its opening conference.  

 

 

EVENT PHOTOGRAPHY – EXAMPLE*  

*Example of a project’s photo taken from the project-provided media coverage. Used only for informative purposes. 

http://baja.hu/index.php/aktualis-hirek/item/7094-megujul-a-ferenc-csatorna


Unless it is a gastronomy-related project, the photo is not 
suitable for promotion: 

 The composition of the photo not suitable; 

 It communicates: 

WHO? – People … 

WHAT? – helping themselves with food … 

HOW? – at a buffet … 

WHEN? – at lunch-time … 

WHERE? – at a self-service restaurant … 

WHY? – because they are hungry. 

 

 

 

 

EVENT PHOTOGRAPHY – EXAMPLE* 

*Example of a project’s photo. Persons’ faces intentionally blurred. Used only for informative purposes. 



Rights of usage: 

 Must own the rights of the photography used within the project; 

 Obtain permissions from persons on the photos to have the photos published; 

 Obtain permission from parents/legal guardians of the children in the photos to have 
the photos made public; 

Events: 
 Ask for a consent in the registration form; 
 For mass events, include information about it in the announcements and/or the 

Agenda. 

 

The same applies for videos produced within the project. 

 

PROJECT PHOTOGRAPHY – RIGHTS OF USAGE 



Example of a statement* for the event registration form: 

 

This event will be photographed (and video recorded). By signing this form, I give my permission 

to the organizer (the Beneficiary), the project (project name) and the Programme Interreg-IPA 

CBC Hungary-Serbia to make the photos public and use them to promote the project and the 

Programme. 

 

*It should be available in the language of the audience (in Hungarian, Serbian and English) 

 

The same applies for videos produced within the project. 

PROJECT PHOTOGRAPHY – RIGHTS OF USAGE 



Photos for online usage, e.g. social media and website: 

 Purchased stock photography; 

Additional option: Creative Commons 0 – “CC0” photography: 

 Free-of-charge and free-of-copyright stock photography  

 Photos may be modified, used for commercial purpose 

 No need to mention the author  

 In any case, the project/Beneficiaries have the responsibility; 

 In any case, the project/Beneficiaries must comply with the terms of usage. 

 

 

PROJECT PHOTOGRAPHY – ONLINE USAGE  



RECOMMENDED COMMUNICATION TOOLS 



 The minimum of having the key project information  
        in HU and SR on the homepage (EN highly recommended); 

 Include the obligatory communication elements 

 Include the key information about the project:  
 Name of the project   
 Amount of EU (IPA) co-financing 
 Description of the project, incl. duration and the partnering 

organizations 
 Web banner linked to the Programme’s website (web banners provided) 
 Contact information  

PROJECT WEBSITE – KEY ELEMENTS 



PROJECT WEBSITE – EXAMPLE* 

*Example of a project’s website  – Serbian version. Hungarian version available too. Used only for informative purpose. 

http://www.preventflood.net/
http://www.preventflood.net/


o If selected – all rules as for the obligatory tools apply! 

o Must be produced as stated in the Application Form/the Contract; 

o Obligatory communication tools –  used as on a brochure cover pages: 
 Programme logo and EU emblem in the opening credits 
 Disclaimer in the closing credits 

o Archive as a video file; 

o Share on the Back Office as a YouTube link; 

o The same usage rights apply as for the project photography; 

o Must have usage rights for music and images in the video clips/films. 

 

 

PROJECT VIDEOS – KEY ELEMENTS 



REPORTING AND ARCHIVING 



BACK OFFICE ACCOUNT 
 @ www.interreg-ipa-husrb.com  

 Intended for the Lead Beneficiaries of contracted projects;  

 Deliver the reports and related communication material: 
 Before project event form – 10 business days prior to event 
 Designed files for feedback (optional/recommended) 
 After project event form – 2 business days after the event 
 Photos from events – 2 business days after the event 
 Media coverage – 7 business days after it was published 
 Other project-related photos – when available 
 Video clip YouTube link – when available.  

 Saving material described in the event reporting forms and the 
Guidelines. 
 

http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/
http://www.interreg-ipa-husrb.com/en/registration/


BACK OFFICE – REGISTRATION (1)   



BACK OFFICE – REGISTRATION (2)   



BACK OFFICE – REGISTRATION (3)  



BACK OFFICE – REGISTRATION (4)   

 You will receive an email message for activation of the 
account; 
 

 Click on the link to confirm your address! 
 

 Then you may log into your project’s account! 



BACK OFFICE – REGISTRATION (5)  

 Create folder(s)! 
 

 Upload your event reports! 
 

 Upload your related material! 



 Record of documented communication activities –  
        kept for at least 5 years after the project closure; 

 Relevant also for the social media pages and for website (website is 

recommended); 

 Samples of produced material should be submitted with the Final 

report to Programme Managers. 

KEEPING THE RECORD 



WHAT TO EXPECT AS A BENEFICIARY 



 Including all obligatory  communication elements;  

 Complying to the set requirements in the Guidelines and  

        the Visual Identity Manual; 

 Fulfilling the minimum set requirements for obligatory 
communication tools (Application Form/the Contract) 

 Lead Beneficiary to timely report to the JS.  

 

 

 

PROJECTS’ OBLIGATIONS  



o Assistance and consultations during the implementation – per request; 

o Informing about and promoting projects via Programme’s channels: 

 News 

 Tender procedures 

 Media coverage and success stories 

 

 

 

JS AND JS ANTENNA’S ASSISTANCE  



o Tips for implementation; 

o Based on experience of the Programme Managers; 

o Posted on the Facebook and LinkedIn pages of the Programme;  

o Added value for Beneficiaries. 

 

PROGRAMME MANAGERS’ TIPS  

https://www.facebook.com/interreg.ipa.husrb/
https://www.linkedin.com/company/interreg-ipa-cross-border-cooperation-programme-hungary-serbia


THANK YOU. 
GOOD LUCK IMPLEMENTING  

YOUR PROJECTS! 



Note: 

This presentation contains examples of material obtained from several projects which are being implemented within the 
Interreg-IPA Cross-border Cooperation Programme Hungary-Serbia, only for informational purposes.   

 

Disclaimer:  

This presentation was produced with the financial assistance of the European Union. The content of the presentation is the 
sole responsibility of the Joint Secretariat of the Interreg-IPA Cross-border Cooperation Programme Hungary-Serbia, hosted 
by the Széchenyi Program Office Nonprofit LLC. and can under no circumstances be regarded as reflecting the position of 
the European Union. 

 
Interreg-IPA CBC Hungary-Serbia  

Joint Secretariat 
 

info@interreg-ipa-husrb.com 
interreg-ipa-husrb.com 
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