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Abstract 

This document provides a summary of the communication 

strategy among the project partners to ensure effectivity and 

quality of the outputs. The project team consists of 

representatives of 4 universities and two associated partners. 

The provided document captures the most important principles, 

rules and responsibilities of the partners. It also includes 

communication objectives, target audience, key channels, roles 

and communication activities timeline supervised by the quality 

assurance team evaluation making the cooperation smooth, 

transparent and reliable.  

 

 

Disclaimer 

The European Commission has funded this project. This 

publication reflects the author's views only, and the Commission 

cannot be held responsible for any use that may be made of the 

information contained therein. 
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1. INTRODUCTION 

The EverGreen project has started on September 2022. It focuses on the environmental data 

analysis. It will drive you through the process of collecting data, evaluating its relevance, 

consistency and usability. The main contribution of the project is related to the data analysis itself. 

There are various concepts, approaches and techniques, which will be described on multiple 

levels, based on the target audience. The project aims to bring and explain the concepts of data 

analytics to a wider range of people. First and foremost, these are the university students, like IT 

specialists, but also ordinary students of any field. Besides, we will also primarily focus on the 

NEETs. Our presentations and dissemination activities will be, however, spread wider. Namely, 

the results and outputs will be shared among business communities and secondary school 

students. The presentations, discussions and provided materials will be always adapted to the 

target audience. To do that, we will use the unique expertise of the project partners.  

To make the whole process reliable, smooth and ensure the highest quality of the outputs, it is 

necessary to set the proper communication plan.  

This Internal Communication Plan outlines the strategies and activities designed to ensure 

seamless and effective communication among all project partners. It aims to coordinate individual 

activities, to make the implementation smooth and create a platform for the communication, 

resource sharing, discussing ideas and solving problems. We consider adherence to the schedule 

to be crucial, therefore, if any problem occurs, it is necessary to inform the entire team about it 

immediately, because a time slippage can have significant impacts on other associated activities. 

Each activity and output will be evaluated by a quality-assurance team committee. Their task will 

be to critically evaluate the results and outputs, but also to advise on how to improve processes 

and achieve better results. An important task of this quality team is to identify potential risks and 

bottlenecks. 

The plan aims to facilitate the coordination of activities, promote transparency, and ensure that all 

partners are aligned with the project’s goals and timelines by establishing clear communication 
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protocols and utilizing various communication channels. The goal is to foster a collaborative 

environment where information is shared promptly, issues are addressed proactively, and project 

milestones are achieved efficiently. 

Although the project requires to organize 4 online and 4 onsite meetings, our team will meet 

monthly as a whole team, but there will be a platform for informal discussions.  

Quality assurance team will meet regularly, but also whenever a new project output is created. 

Quality team approval is critical for the overall quality of the project. Besides, the communication 

with the target group and audience will be considered, therefore an anonomous questionnair will 

be created for each event to evaluate the pros and cons. After that, quality assurance team will 

discuss the content and will present results and recommendations to the whole project team.  

The provided communication plan focuses on the regular communication between project partners 

to inform each participant about the project progress by focusing on the work packages and 

required results. This will be shaped to the activity and progress monitoring by addressing any 

challenges that may arise.  

The provided plan is aware of the diversity of the project partners, their responsibilities and other 

duties. The project consists of representatives of four universities – University of Žilina (Slovakia) 

as Consortium Leader, University of Maribor (Slovenia), University of Šibenik (Croatia) and 

University of Pardubice (Czech Republic). We will take advantage of long-term cooperation with 

associated partners – Trokut (Croatia), which is located in the same city as University of Šibenik. 

Trokut will be repsonsible for spreading the content output to the Neet community. Environmental 

data will be provided by the Knauf Insulation company located in Škofja Loka near Kranj 

(Slovenia). Technological platform will be provided by Oracle Corporation. Content will be shared 

by the Oracle Academy community platform.  

Each university, as well as Trokut, will be represented by at least two persons, one person will be 

marked as leader (coordinator) of the organization. Associated partners will be represented 

primarily by one person (coordinator). Any problem or change request will be discussed internally 

with the project coordinator (University of Žilina) and then within the whole team.  
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The provided plan ensures that communication will be clear, inclusive, and respectful, taking into 

account potential cultural and language differences. By adhering to this plan, the project aims to 

effectively achieve its objectives and make a lasting impact on environmental data collection and 

analysis in higher education, but also other target groups. 

2. COMMUNICATION OBJECTIVES 

Facilitate effective communication among project collaborators by implementing protocols 

for the regular information sharing, thereby keeping all partners informed about project progress. 

Employ consistent and dependable communication channels to prevent misunderstandings and 

guarantee that all pertinent individuals receive communications. Establish explicit guidelines for 

communication, which should encompass response time expectations, documentation criteria, 

and meeting procedures. 

Enhance the coordination of project activities and deliverables by establishing a comprehensive 

task management system that monitors the progress of diverse project tasks and guarantees 

the punctual completion of deliverables. It is essential to clearly delineate the roles and 

responsibilities of each partner to prevent redundancy and promote accountability. Additionally, 

encourage collaborative planning meetings to ensure that all activities are in harmony with the 

project's objectives and schedules. 

Encourage transparency and foster mutual understanding among partners: By cultivating a 

culture of open communication, you enable partners to express their ideas, feedback, and 

concerns, thereby enhancing their sense of involvement and accountability. To uphold 

transparency, offer consistent updates regarding project developments, obstacles, and 

achievements. Engage all partners in significant decision-making processes to promote mutual 

understanding and commitment, thereby strengthening their sense of responsibility. 

Regularly assess progress and promptly resolve issues: Implement consistent check-ins and 

progress reports to evaluate the status of project activities and detect any potential challenges at 

an early stage. Foster a feedback mechanism that allows partners to share their insights on project 

procedures and propose enhancements. Establish a clear and transparent approach for 
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addressing and resolving any issues that may emerge, ensuring they are managed swiftly to 

prevent any disruption to project advancement. 

Foster collaboration and strengthen team unity: Arrange team-building exercises and 

workshops aimed at enhancing interpersonal relationships and facilitating cooperation among 

partners. Encourage knowledge-sharing sessions that allow partners to exchange expertise, 

resources, and effective practices. Emphasize the project's shared objectives to ensure that all 

partners are aligned in their efforts and comprehend the collective vision. 

Uphold exceptional standards of professionalism and quality: By guaranteeing that all 

communications are conducted in a professional, clear, and respectful manner, you not only 

preserve the integrity and reputation of the project but also foster a sense of pride in your 

contributions. Establish quality control protocols for all communications and deliverables to ensure 

they align with the project's standards and expectations. Promote ongoing improvement by 

consistently evaluating communication practices and implementing necessary modifications, 

thereby further enhancing the sense of accomplishment.  
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3. TARGET GROUPS 

The target groups for the internal communication of the EverGreen project include the following 

key groups: 

Project partners: The project partners include the University of Žilina (Project Coordinator), 

University of Maribor, University of Šibenik, University of Pardubice and Trokut (Inkubator za nove 

tehnologije), Oracle and Knauf Insulation. Each partner has its specific role, such as experts in 

data processing and analytics, mathematics, statistics, ecology, environmental data collection, 

etc. Universities and Trokut participate on the budget, while Oracle and Knauf Insulation are 

responsible for the data and technological background, but do not take funds from the budget. 

Effective communication ensures that all partners are responsible for their activities and duties to 

align projects goals, integrate activities and incorporate diverse educational perspectives to the 

teaching and training materials.   

Core Project Team consists of representatives of the university institutions and Trokut. The Core 

Project Team is responsible for the outputs, work package and associated activities. The make 

the strategic decisions based on the project outlines, timeline reference. They are informed about 

the quality assurance team recommendations and reports. The Core Project Team is responsible 

for the project administration, financial management, formal statements and timesheets in 

complaince with Erasmus+ guidelines. They are responsible for financial transactions and 

administrative tasks to be conducted smoothly and transparently. Regular communication with 

this group ensures that high-level issues are addressed promptly and that the project remains 

aligned with its strategic objectives. 

Quality Assurance Team: This committee monitors the outputs and activities with the reference 

to the project proposal and output quality. Regular monitoring ensures that any potential risk is 

immediately identified and is adopted and limited. Besides, they provide monitoring of the outputs 

with emphasis on various target groups to provide continuous improvement.  

Project Coordinator: University of Žilina, responsible for the project flow, coordination of the 

outputs, activity planning and scheduling.  
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Work package leading organizations: The project institutions responsible for specific work 

packages need to communicate regularly to ensure coordination across different project 

components. They provide updates on progress, share challenges, and collaborate on solutions. 

Effective communication ensures that all work packages are progressing as planned and are 

integrated seamlessly. 

Member Coordinator: Person from the project partner responsible for the activities at particular 

organization. That person informs other partners about the outputs and results done by that 

organization. He/she is responsible for local task delegation and providing materials to the 

platform.  

Internal project teams: Each partner institution has its internal project team that includes 

researchers, educators, and administrative staff. Activities are supervised by the local Member 

Coordinators ensuring these teams are well-informed and engaged is crucial for day-to-day project 

activities.  

Technical support: The University of Žilina (Project Coordinator) is responsible for the 

communication platform, supporting IT infrastructure, communication platform, data management 

systems, as well as project web site. Along with Oracle providing technical support of the Oracle 

Analytics Cloud, it is ensured that the technical aspects and requirements are passed and the 

project can run smoothly without any technical issues.  

4. TARGET GROUPS FOR THE OUTPUTS 

Teachers, lecturers, professors, academic community – target group for the training and 

knowledge sharing, so the content can be widely spread. This group is also important for the 

discussions and output preparation to fit individual audience groups.  

University students – target group, which requires proper knowledge about the data analysis 

and related problems associated with the environment, pollution, human activity impacts and 

consequences. This group is primarily targeted to bring environmental aspect of the data analysis 
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into a daily life.  

Neet community – a relatively small community of individuals, who are not in education, 

employment of training. They typically represent young people, who are not currently engaged in 

formal education.   

Vocational students – students of secondary vocational schools, who should be responsible for 

the importance of the environmental data analysis study during their consecutive professional 

study and jobs. Making all students responsible for the planet is important for the future. We would 

like to bring the concepts in a specific form of presentation to the vocational students, as well.  

Business community – refers to the collective group of individuals, organizations and entities 

involved in commercial, industrial and professional activities. The outputs will be presented to the 

business community, too. There are two primary reasons - to highlight the importance of data 

analytics and effective resource consumption in any environment, irrespective of the source 

availability and to spread the results and outputs to the wider community spectrum.  

Research community – presenting the content to the research community during the conference 

and research forums. We would like to make a complex research on environmental data 

processing and complex data analysis. This group was added based on the internal discussions 

of the whole project team. Thus, the outputs and results should be not only in form of the 

popularization, but should be based on the research topics, strategy and complex data analysis 

of the real data by bringing the context to the daily lives in the whole spectrum.  

5. KEY MESSAGES 

To ensure smooth project implementation, regular internal and proactive communication between 

project partners, coordinated by the project leader, is essential. The following key messages 

should be consistently communicated among all project partners to ensure alignment and 

collaboration: 
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Timely updates and information sharing: Regular updates will be provided to keep everyone 

informed about the project's progress, challenges, and achievements. Partners will share relevant 

information promptly, including any changes in timelines, resources, or objectives. Documents, 

output materials and event declarations will be stored in a shared MS Teams channel. Individual 

partners will upload required documents without any delay.  

Roles and responsibilities: Each partner institution and individual team member will be clearly 

outlined. All partners will understand their specific tasks and how they contribute to the project's 

overall success. The importance of accountability and mutual support in achieving project 

milestones will be highlighted. Any problem will be immediately discussed with the consortium 

leader and other partners.  

Collaboration and teamwork: Each partner will get sufficient space for self-realization and 

presentation of one's own ideas and approaches. Open communication will ensure each partner 

feels comfortable, ideas are shared and discussed. Each partner has own level of expertise and 

related target group for the outputs. Such a team composition provides the prerequisite for 

expanding results and outputs into various areas of teaching, research and business. 

Proactive problem-solving: Regular discussion and presentation of partial results and goals 

provides a basis for early identification of problems. These need to be addressed proactively and 

potential risks identified in advance. A proactive approach to problem-solving will be emphasized, 

including brainstorming solutions and swiftly implementing corrective actions. 

 

Transparency and trust: All communication will be transparent, honest, and aimed at building 

confidence among partners. From each official meeting or discussion, a report will be created 

consisting of the next plans and activities, which will always be coordinated by one partner. It will 

also include an implementation schedule with subsequent quality control by the quality-assurance 

team. 

Alignment with project goals: Partners will be continuously reminded of the project’s objectives 

and how each activity contributes to these goals. All communication will reinforce the alignment of 
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individual tasks and efforts with the broader project vision. The long-term impact and benefits of 

the project will be highlighted to maintain motivation and commitment. 

Recognition and appreciation: Partners' and team members' contributions and achievements 

will be acknowledged and celebrated. Regular feedback and recognition will be provided to 

maintain morale and motivation. An environment where efforts are appreciated and successes are 

shared will be fostered. 

6. COMMUNICATION CHANNELS 

Email: Email will be used for formal communication, including the distribution of official 

documents, announcements, and updates. Partners are expected to check their email daily and 

respond to queries within 48 hours. Important emails should be marked with high priority to ensure 

prompt attention. Institutional email accounts will be used to maintain professionalism and 

security. 

Online collaboration tools: Microsoft Teams will be used for real-time communication, quick 

queries, informal discussions, and immediate feedback. All the materials will be stored in those 

channels, for each work package or activity, separate folder will be created. All documentation will 

be stored and shared through Microsoft Teams. Partners should participate in relevant channels 

and ensure that discussions remain focused on project tasks. The project manager will update the 

task status regularly, and all partners will check task boards to stay informed about ongoing 

activities. 

Video conferences will be held to discuss project progress, address challenges, and plan 

upcoming activities as needed by the project. MS Teams and Zoom platforms will be used. The 

basic date and time schedule will be discussed during the meetings, for an ad-hoc meetings, a 

Doodle platform system will be used to select the date and time of the event to fit all the 

participants. Agendas will be shared at least one week in advance. Meeting minutes and reports 

will be recorded and distributed to all partners. Participation is mandatory for at least one 

representative from each partner institution. 
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Mobile platforms: Urgent tasks will be solved by the mobile phone calls. They will be also used 

for coordination during the onsite meetings. Alternatively, other communication channels, like 

Messenger, Viber or Whatsapp can be used, if agreed by the whole team.  

Dissemination activities will be primarily done on the social networks and platforms, LinkedIn 

channel, as well as Facebook site will be coordinated by the Trokut, while web site will be handled 

by the University of Žilina. Besides, each partner is expected to share results on local platforms, 

communication channels and the organization's website. 

7. ROLES AND RESPONSIBILITIES 

Project consortium Leader will be responsible for the project flow and delivering the progress and 

outputs timely. He will plan and organize project meetings on the highest level with all partners. 

Member Coordinators will be responsible for the communication within the organization. For the 

internal local discussions, there is no necessity to create official reports, however, project team 

will be informed during each meeting about a local progress of each partner institution. Member 

Coordinators will be responsible for the task dividing and sharing and delivering required outputs 

in the highest quality within the required time.  

The work package leading organizations will provide updates on the work package. They will also 

be responsible for coordinating the efforts within their respective work packages and ensuring that 

all tasks are completed on time. Additionally, they will communicate any issues or delays to the 

Consortium leader to facilitate timely resolution.  

All partners are expected to participate actively in meetings, share information, and collaborate to 

achieve project objectives. Regular feedback and communication will be maintained to ensure 

transparency and effective problem-solving throughout the project lifecycle. 

8. CONTINGENCY PLAN 

Risk management: Each partner should be aware of common risks, which can occur, like delays 

in responding to partners, technical issues, miscommunication or misunderstandings among team 
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members or unexpected changes in partner availability. To overcome any problem, clear set or 

communication channels will be established, any change or partner unavailability will be 

immediately discussed. All the materials will be regularly backup-ed. Besides, alternative 

communication channels will be created in case any tool fails. Each partner should be familiar with 

any used platform or tool, if necessary, training using the collaboration tools will be provided. 

Regular reviews and updates will ensure that any new risks are dealt with promptly. Direct and 

regular communication provides the prerequisite for identifying and eliminating problems at their 

initial stages. 

Issue resolution protocol: This protocol outlines the steps to be taken when an issue is identified, 

including immediate actions, responsible persons, and timelines for resolution: 

• Identifying the issue and documenting it.  

• Notifying the project coordinator and relevant work package leader immediately. 

• Organizing an ad-hoc meeting with affected partners to discuss and develop a resolution 

plan. 

• Creating alternative plan along with the time-consuming nature of implementation. 

• If necessary, discussing the plan with the national agency to approve the change.  

• Implementing the agreed-upon resolution and monitoring its effectiveness. 

• Monitoring the progress and output quality.  

• Documenting the resolution process and outcomes for future reference. 

• Providing a report by the quality-assurance team.  

9. COMMUNICATION ACTIVITIES AND TIMELINE 

The following table outlines the key communication activities, the target audience for each activity, 

the responsible partner or person, and the timeline for completion: 
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Activity 
Target 
Audience 

Responsible Timeline 

Project Kick-off Meeting All Partners Project Coordinator ASAP 

Transnational Project 
Meeting 

All Partners 

Leading 
organization for 
each TPM, Project 
Coordinator 

According to the 
project activity 
timeline 

Training and teaching 
activities 

All Partners 
Leading 
organization for that 
activity 

According to the 
project activity 
timeline 

Online discussions and 
problem solving 

All Partners All Partners Anytime 

Setup of Online 
Collaboration Tools 

All Partners Project Coordinator Month 1 

Progress reports All Partners Project Coordinator Quarterly  

Book preparation and 
translation 

All Partners All Partners Checked monthly 

Quality Assurance 
Reports 

All Partners 
Quality Assurance 
Team 

After each TPM 
and before output 
publishing 

Multiplier events All Partners 
Responsible 
leading 
organization 

 
According to the 
project activity 
timeline 

Conference All Partners 
Project Coordinator, 
All Partners 

According to the 
project activity 
timeline 
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