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INTERNAL COMMUNICATION RULES FOR ECO KARST
[bookmark: _GoBack]Partner meetings
Project partners meet regularly twice per year on project events, combined with Steering Committee Meetings and Quality Management Board.  Minutes of partner meetings in a form of a report are a deliverable for activity 1.2. Project steering activities with day to day operational management and financial management. (see CAR template - Communication activity report template in Communication Strategy). 
Trainings
Trainings for WP3, WP4 and WP5 will be organised by responsible partners, who prepare CAR and send it to CM one week after training event. 
Everyday communication
Main tool for every day communication among project partners (PP) is E-mail.  
E-conferences via Skype are used for discussions on project activities. Short minutes need to be drafted by the organising partner of the E-conference and sent within one week to all attendants and relevant PP as they represent a deliverable (D.1.2.) for activity 1.2 Project steering activities with day to day operational management and financial management. For minutes see template 1
Intranet 
Sharing and storing common project files and folders is organised as a Dropbox folder Eco Karst, set up by LP, communication manager Ana Bordjan. CM is the editor of intranet channel in general and needs to be contacted for changes are made in folders. Each Work Package leader (WPL) with their respective contact person is responsible for editing their respective folder as follows:
WP1: Aleksander Golob
WP2: Semra Fejzibegović
WP3: Béla Kuslitz
WP4: Aleksander Golob
WP5: Andrea Peiffer
WP6: Ljubiša Pejović

Project partners can upload files, photos to specific folders as indicated by WPL or CM. files, added to Dropbox should be at least draft documents. Dropbox is not meant for first level working documents in preparation. In such cases E-mail sending or Google Drive documents are more suitable.
[image: ]The structure of folder goes as follows:









1. PILOT AREAS: Each of the 7 pilot areas has own folder for uploading and sharing files.
2. PROJECT DOCUMENTS: Documents for implementation, reporting, basic project documents: Project partners, AF, timesheets, project budget, minor changes, DTP files
3. WP1 – WP6: folders structured as activities and deliverables in AF. Upload relevant documents into folders named by activities.
4. PICTURES (from project events and pilot areas) are in folder WP2 COMMUNICATION, as they are a part of deliverable D2.3.5 1Photo library.


image1.png
M Inbox (2) - anabordjane X { A Zimbra: Prejeto x ([} KMBT_C3642-20140828" X / $3 EcoKarst-Dropbox X \ 43 Sharing a folder that's i X fml -

<« C | & Dropbox Inc [US] | https://www.dropbox.com/home/Eco%20Karst Y| i

7 Upgrade account

g Dropbox > Eco Karst Q Search L .

Files Name « Modified Members
gaper ] Pilotareas - & 2 members Eot
Sharing ‘ @
Project documents - & 2members
Recents -
4 Upload files
File requests 53 - 5 2 members
("] WP1 Project Management ¢ 0 New oiger
Deleted files — © Show deleted files
] we2 Communication - & 2members
7] WP3Ecosystem services - & 2members
{7 w4 Pilot actions - & 2members
] W5 Pro-biodiversity business - & 2members
] wps Capacity building - & 2 members
Personal

Help Privacy oo





image2.png
\

Interreg <

Danube Transnational Programme
ECO KARST




