Example
Communication Agreement

Partners:

This agreement provides the basic procedures to be followed by partners involved in the TNC/IBM partnership project to ensure that the realization of the project’s communication activities goes harmonious and represents the reality of the partnership.
Taking into consideration that: 
· The Project is an initiative of The Nature Conservancy (TNC), and the IBM.

· The Project has as its objective develop a computer “framework” designed to bring together existing models and datasets in order to advance our scientific understanding of the relationships between land use decisions and the health and integrity of river systems.
· The TNC/IBM Project is implemented by The Nature Conservancy (TNC) and the IBM.
· It will be considered collaborators those entities that give technical, financial and institutional support to the Project;
· Project needs to raise additional resources to those which are already available to facilitate its sustainability after the 1st stage of implementation, which has duration of one year; 

· The communication tools are fundamental to the implementation of the Project, both in external and internal fields and for future donors.

Taking into consideration that courtesy, respect and the team spirit are fundamental principles for the implementation of the Project, partners and collaborated entities undertake to follow the guidelines of this document, seeking the efficiency and effectiveness of the Project.

A. Project`s Communication Group
1) Each component institution of the Working Group (WG) of the Project, and the collaborating entities will appoint a communication representative among members of their teams to compose the Communication Group Project (CGP), which will operate permanently through a virtual forum and meetings; 

2) The Coordinator of the CGP will be chosen by its members among the representatives of the executor group of the CGP. The coordinator of the CGP will have as assignments to lead the communication initiatives, coordinating the preparation, review and approval of communication products, requested by the WG, acting as an intercommunication focal point between representatives of the group.

3)  The CGP will coordinate the drafting of the Project’s Communication Plan, which must be approved by WG for its implementation; The CGP is responsible for the implementation of the project’s strategy and communication plan, being its operation and implementation a responsibility of the project’s executor group. The CGP is also responsible for matters of relationship with the involved public, always according to the WG’s decision; 

4) The contracting collaborators should always communicate to the CGP and the WG (via CGP’s Coordination) the development of activities involving communication issues and institutional dissemination which are related to the Project; 

6) The WG and the collaborating entities should cooperate in efforts to collect and reproduction of concerted information on the Project.
7) Any news or material about project proposals by one of the collaborating WG institutions or entities must be forwarded to the CGP coordination, which will coordinate communication between other members of the CGP and WG for written prior approval (letter, email), of the content and veracity of the information and shall subsequently be forwarded to representatives of each WG institution. Changes in language style may be suggested by prior conversation with those who drafted them.

8) It is stipulated a period of 3 days for approval of matters submitted to the CGP. If there is no manifestation by the WG within the prescribed time, the material will be deemed approved to run. In exceptional cases, the Coordination of the GCP may stipulate minor deadlines in case the request has an urgency character. In cases in which requests for information or interviews with participating institutions involving the actions of the Project are raised, they can be manifested without previous contact to the coordination as long as it respects this communication rule and notify, in writing, as soon as possible its content. The Coordination of communication will the WG.

B. Representativeness
1) The integral parts of the WG will be a mouth-piece of every news referring on the whole  part of the Project. The WG can request the cooperation of CGP in activities for dissemination of results, attending to the press, public in general and others who need communication professional. 

2) The WG shall be informed by any institution that composes it or collaborator who receives a notice, call, consultation or information that could reasonably be understood as being relative to whole or part of the Project. Such information should also be shared with the CGP.

C. Credits

1) The technical, institutional and financial collaboration existing in the execution of the Project should be recognized, wherever possible, in any public statements and in disclosure materials relating to the Project. 

2) The recognition is seen as the reference to the names of the executor group institutions and member institutions of the collaborating entities group, and in case of publications, the printing of their logos, in addition to the text presented in Annex I of this rule. 

3)  In releases, publications and disclosure materials made to the project, all materials which appear in the electronic information sheet will be signed by the CGP and not by a individual communication professional.

4) The provision of logos of the entities which are part of the WG and the entities that collaborate with printed materials must follow this way (from left to right or top to bottom): Collaborators + Project + executing institutions (in this order: TNC, IBM).

Communication products resulting from activities carried out in counties, the number of signatures of the components of the project must be kept, adding to the text of Annex I the following words at the beginning of the sentence: "This initiative is part of the .....". The logos of collaborating entities, which are components of the WG and other collaborating municipal institutions should appear above the project’s signature, with the following specification " executing institutions" or "collaborating institutions." 

In printed materials that have been produced under municipal domains only by one of the collaborating institutions in the project, the signing of the Project can be put on the last sheet or 3rd cover of the publication and, in the 4th cover, where the logos of the executors must appear and the logo of the collaborating entity, with the specifications described above "executing agency".

D. Disclosure  Materials 

1) The program will have a "disclosure kit", which will contain text, information about the project and partner institutions besides pre approved banner’s, poster’s and folder’s arts, to be used with prior announcement of intentions to the CGP Coordination. Any change of text should be submitted to the CGP Coordination for validation of information at the WG. 

2) All institutions that make up the WG have autonomy to produce material for the dissemination of the project, in consultation and approval of the contents by the WG through the CGP and subsequent communication to the WG. 

3) To publicize pieces or advertising campaigns and publish results or outcomes arising from the project, the partners must obtain the prior informed consent in writing of the WG by the CGP. 

4) The logo of the project will be drawn up by the CGP and approved by the WG. 

5) The logo of the Project should be included, on the cover or on the title page of printed publications as a result of the activities of the Project.

 6) Should be conveyed to all entities components of the WG copies of all disclosure materials for dissemination on the project, whether printed, visual, auditory or virtual, that mention or relate to the Project. 

7) The entities that make up the WG will distribute, to all others, whenever available, basic kits for the dissemination of its institutions, for distribution by the other parties and, when visited, or on the occasion of his participation in events related to the Project. 

8) Must be present in printed materials, produced under the project, the electronic address and phone of the entity responsible for its implementation in the case, TNC and IBM. 
E. Events

1) The entities which are part of the WG should notify one another to their participation in events related or derived from the Project. Work meetings or technical visits are not included. 

2) In case of conferences, seminars or workshops the notification should be anticipated in three working days, so that the other parties are able provide the necessary materials.
F. General Arrangements
1) Resources values that will be employed in each component should not be disclosed at the initial moment of the project. Only the total value may be published. 

2) This set of rules for communication will be built and periodically reviewed, according to the needs of the CGP or as noted by the WG, and may also be set on a provisional basis by consensus of the CGP. 

ANEX I

Project’s Institutional paragraph which must be used as described on item C-2: The TNC/ IBM Project is an initiative of TNC and IBM, in a partnership with and has as its objective to… 
