DRAFT COPY - FOR COMMENT - DRAFT COPY - FOR COMMENT - DRAFT COPY – FOR COMMENT
Union des Terres de Rivieres

 Communications -Thematic

Transportation, supply and production of data for the partners of the InterregIIIC UtdR project

09/11/2004

Creating the rules

To create the rules in fairest way possible, a questionnaire would need to be sent out to all partners, to collect information on computer performance, internet connection speed/type and software available/used. A set of ‘minimum specification’ rules for hardware and software will then be formulated based on the most acceptable/common methods currently used. A tight deadline would need to be applied to the questionnaire, to avoid an unnecessary delay in completion of the first issue of the guidelines.

Control/administration of Rules

One person/partner should have overall responsibility for administration and maintenance of the rules, with an agreed deputy during sickness/holiday. Suggestions for Improvement/amendments to rules would need to be submitted, via appropriate forms, to the administrator and then checked for viability/suitability. The administrator would be responsible for the production/distribution of hard copies and updating any published copies of the guidelines.

Annual review of rules

Due to the fact that modern software, hardware and connection speeds are always changing, an annual review of the guidelines would need to be carried out. This would enable the partners to discuss the ‘minimum specification’ and its continued suitability.
Virus Protection

Partners will individually be responsible for the protection and security of their own computers. Stations used to send e-mail and burn discs, should have a current and up to date virus protection program (updates should be checked for daily). A firewall would also be advantageous.
Preferred General Document Formats
Presentations 

PDF (Adobe Acrobat) / PPT (Microsoft PowerPoint)

File Sizes – E-mail (Max 1mb / CD for anything larger than 1mb)

Versions – Save as early file formats as possible

Fonts – Embed all fonts into documents, or supply with document if they cannot be embedded

Text

Formats – DOC (Microsoft Word) / TXT (Notepad and Wordpad)

Versions – Save as early file formats as possible (subject to ‘minimum specifications’)
File Sizes – E-mail (Max 1mb / CD for anything larger than 1mb)

Fonts – Embed all fonts into documents, or supply with document if they cannot be embedded

Pictures

Formats – JPEG / TIFF / GIF
Resolution – Web (RGB 72dpi – actual size) / Printed matter (CMYK 300dpi – actual size)

File Sizes – E-mail (Max 1mb / CD for anything larger than 1mb)

Symbols

Due to the amount of Partners (24) and Countries (10) involved in the Interreg project, a generic set of symbols should be produced/ agreed to facilitate easy recognition of main subjects and common keywords used throughout the project.
EU & Interreg South Zone logos must be shown in accordance with the EU guideline.
Disabled/Disadvantaged Partners or users of Interreg UTdR data

At all times, partners are requested to make all documents/files as compatible as possible with all other partners, bearing in mind the following items:

Modem Speed

Poor Vision

Computer Software

Computer Performance

Reference Table

A quick reference guide should be included with the hard copy of the guidelines giving easy access to major points.
Communications
EU Water Framework Directive 2000 60 EC:
Each partner should have a copy of the EU Water Framework Directive (WFD) 2000 60 EC in their own language from the EU website- this will be a principle guiding document in the project.

Partners should be familiar with recent EU Agricultural reforms including CAP (PAC)

Communications should use high visual content- pictures of places, issues and solutions including – Good & Bad practice and Before and After photographs.
In addition to this full use should be made diagrams, cartoons or numerical comparisons which are easy communicated in any language.  

