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Communication in the team

๏ Team meeting: find a suitable rhythm
๏ Collect items of agenda in advance
๏ Define a person for the report of the meeting and a person for moderation 
๏ Communication platforms for clear and bundled communication, e.g. Slack, 

Trello, Google Drive, Telegram
• Agreement on frequency of access to platforms

Public relations 

Where?
depending on target group 

๏ Social Media (Facebook, Twitter, Instagram, Telegram)
๏ Print (flyers, posters)
๏ Journalistic media (newspaper, radio, television)
๏ Info booth (talks and flyers)

When ?
depending on project
 ๏ The general rule is: plan for advance notice and reminders 

๏ For example: event with an audience:
Posters and flyers: at least 4 weeks before the event 
Press release: at least 2 weeks before the event
Newsletter: at least 4 weeks before the event, reminder a few days before 
the event 
Social media: at least 1 week before with a suitable rhythm

How ?
With corporate design (uniform appearance of font, logo, colors) for recognition effect

What content should not be missing:

๏ Communication of the most important data (when, what, who, where) 
๏ Appealing design, appropriate visualization
๏ When using photos:

• Mind diversity
• Don’t reproduce racist, sexist or other discriminatory content 

๏ Privacy policy and consent
๏ Copyright
๏ Image catalogs with CC licenses: Unsplah, freephotos, pixabay
๏ Logos of sponsors and cooperation partners

Project implementation




