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INTRODUCTION 

 

This guideline aims to instruct and assist grantees in properly communicating and promoting 

project/program activities supported by the Engagement for Joint Action “EJA Kosovo” 

program. 

 

This guideline is an integral part of the contract therefore grantees are obliged to respect the 

specified requirements. For any inquiry or additional information, grantees may contact the 

designated officer by Kosovar Civil Society Foundation (hereinafter referred to as KCSF) for 

questions and clarifications. For illustration of some of the requirements of this guide, refer 

to the Annex with templates.  

 

For all requests that are not regulated in these guidelines, KCSF will do all efforts to response 

as soon as possible, but not later than 15 days. In exceptional cases, KCSF reserves the right 

to extend this deadline. In such cases, KCSF will make sure to inform the grantees in due time. 

 

 

 

 

 

 

 

 

 



 

 

REQUIREMENTS 

 

Grantees are responsible for the adequate communication and promotion of activities and 

results that are part of the grant supported by the Engagement for Joint Action “EJA Kosovo”. 

 

As a general rule, activities and results should be promoted in line with the methodology for 

visibility and outreach presented at the application stage. In performing this, the 

requirements presented below should be respected.  

 

While the copyright of any produced material remains with the grantee, the Swiss Agency 

for Development and Cooperation (SDC), Swedish International Development Cooperation 

Agency (Sida) and Kosovar Civil Society Foundation (KCSF) reserve the right to use and 

promote the communication and visibility materials, and products, during and after the end 

of the supported grants timeframe. In addition, the above entities shall be entitled to use 

and reproduce all publications and audio-visual products without the need for permission or 

requirement for payment. 

Communication and promotion channels 

 

Communication and promotion occur throughout grant implementation. The general rule is 

that communication and promotion activities should be designed following the best 

practices and common sense. As such, communication and promotion actions must have a 

logical sequence, so that they correspond to the actual stage of the program/project, and 

ensure achievement of maximum visibility and outreach. While communication and 

promotion of specific activities of the grant is allowed, grantees should aim to increase the 

communication and promotion of results and success stories. The aim of the communication 

and promotion is not the mere information about the implemented activities, but goes 

beyond to ensuring transparency of work and above all inspiring others to become active 

and undertake similar actions. In doing this, grantees should carefully select the adequate 

promotion methodology and approach so that it fits the targeted audience and their 



 

 

interests.  

Press and media 

Press release 

The document should contain the supporting clause and disclaimer presented in the Visual 

Identity section. For information purposes, all press releases should be sent electronically to 

KCSF. The email address ejainfo@kcsfoundation.org should be placed in the CC field in the 

email through which each communication is sent to the media. In any case, the grantee holds 

the sole responsibility of the content of the press release. 

Press conferences 

 

Besides exceptional cases which need a fast reaction and therefore, press conference needs 

to be organized urgently, KCSF team should be notified at least three days in advance for all 

press conferences supported through the EJA Kosovo program. In any case, the email 

address ejainfo@kcsfoundation.org should be placed in the CC field in the email through 

which invitation is sent to the media. The invitations shall contain the supporting clause 

presented in the Visual Identity section.  

Printed materials (project factsheet, leaflets, brochures and newsletters, Power Point 

Presentations, banners) 

 

In general, hardcopy materials such as project factsheets, leaflets, brochures and 

newsletters, should also be provided electronically so that they could be sent via email or 

posted on websites and social media. All printed materials should contain the logo of the 

SDC, Sida, KCSF and disclaimer presented in the most adequate part enabling easy 

identification.  

Power Point Presentations (both printed and electronic) should contain the logos of the SDC, 

Sida and KCSF in the bottom of the first slide, as well as the project disclaimer in the last 

(closing) slide. 

Banners (both printed and electronic) should contain the logos of the SDC, Sida and KCSF, as 

mailto:ejainfo@kcsfoundation.org
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well as the project supporting clause, at the bottom of the banner.  

For project activities involving targeted beneficiaries and/or external participants, the 

banner should always be placed in an appropriate location.  

Grantees shall consider their environmental responsibility before printing any promotion 

and visibility material. Such materials can be printed only if no other means of non-printed 

promotion can achieve similar results. If printed materials are necessary, they should be 

printed in the minimum amount of copies needed to achieve the respective promotion goal 

 

Online communication and visibility (websites, articles, newsletters, blogs) 

 

Information to be promoted through online channels, including social media, should always 

contain the supporting clause presented in the Visual Identity section.  

The website of the grantee should include the logo of the SDC, Sida and KCSF. The SDC logo 

should be linked to the following link https://www.eda.admin.ch/sdc , the Sida logo to 

https://www.Sida.se/English/ while the logo of KCSF should be linked with the 

https://www.kcsfoundation.org/. If the design of the entire website or any sub-section is 

supported by the grant, the grantee must ensure that the supporting clause is included in 

the website or the respective link.  

When publishing articles, newsletters and blogs, besides the supporting clause, the 

disclaimer shown in section Visual Identity, should also be presented and placed in the most 

adequate part enabling easy identification.  

When information is to be produced also in hardcopy, in addition to the above, the logo of 

the SDC, Sida and KCSF should also be presented. 

 

Social media: We expect EJA Kosovo grantees to actively share newsworthy information 

with KCSF using hashtag @KCSF when promoting their activities on Facebook, Instagram, 

Twitter, LinkedIn or other social media. Launching events, conferences, inaugurations, 

important workshops, launch of studies, and in particular results and success stories – 

including those from beneficiaries - are all considered newsworthy moments. Please send a 

https://www.eda.admin.ch/sdc
https://www.sida.se/English/
https://www.kcsfoundation.org/


 

 

short text (max. 300 words) and respective photos/videos (taken along the above 

instructions) to the designated officer at KCSF at ejainfo@kcsfoundation.org 

Information campaigns and events  

 

The materials to be used in information campaigns should always contain the supporting 

clause along with the logo of the SDC, Sida and KCSF. When materials contain information 

beyond the general information of the program/project1, disclaimer should also be included.  

When organizing public events, grantees should make sure that requirements of the visual 

identity are properly addressed. Depending on the targeted outreach, grantees should make 

all efforts to ensure appropriate media coverage. When participation of donors and KCSF 

representatives is necessary, the dates of the public events should always be organized in 

coordination with KCSF.   

Audio-visual materials, pictures and other publications 

 

Audio-visual productions should contain the supporting clause, logos of the SDC, Sida and 

KCSF, and, when applicable, the disclaimer at the beginning or at the end. Grantees shall 

ensure that copies in their final format for distribution are submitted to KCSF for prior 

approval. 

Pictures of project activities, events and other, should be made whenever possible so that 

the grant activities and results could be documented and be used in every communication 

material. Grantees shall ensure that copies in their final professional format are sent to KCSF.  

Good quality pictures shall be taken on a regular basis for communication purposes, both 

for the needs of the EJA Kosovo program and its donors. Posing and pictures specially 

arranged for the camera should be avoided. The focus should be on people, while they’re 

engaged in activities (e.g. talking, protesting, woman in action, elderly in action, planting, 

                                                           
1 Applicable in cases when materials contain information, findings and / or recommendations deriving from 

analysis, research and reports. 



 

 

harvesting, drawing water, constructing something, at their work place; youth in activities, 

studying, at play, etc.) 

 

If images of persons, their voices or any other private personal attributes feature in a 

recognizable manner in the communication and visibility results, it is the sole responsibility 

of grantees to obtain statements from the persons concerned (or, in the case of minors, 

from the persons exercising parental authority) giving their consent for the specified use of 

their image, voice or other private personal attribute. Grantees must take the requisite steps 

to obtain such consent in accordance with the legal provisions applicable. 

 

Besides the supporting clause and logos of the SDC, Sida and KCSF, the disclaimer should be 

presented as follows: 

- If the publication is prepared only in the online version, the disclaimer should be 

presented in the second page of the publication.  

- If the publication is prepared in printed version also, the disclaimer should be 

presented in the last page of the publication (in the back-cover page). 

 

 

 

 

 

 

 

 



 

 

VISUAL IDENTITY 

Logo of the Swiss Agency for Development and Cooperation (SDC), Swedish 

International Development Cooperation Agency (Sida), Kosovar Civil Society 

Foundation (KCSF)  

Logo of the SDC, Sida and KCSF should be requested from KCSF. In case other logos are 

presented they should be presented in line of the percentage of their support for the grant, 

from largest to smallest. . Logos for this grant should be presented in the same place and in 

similar dimensions. 

 

Supporting clause 

Supporting clause is to be used in every presentation, announcement and/or material related 

to the activities supported by the project.  

In Albanian: 

Ky grant/aktivitet përkrahet nga programi i Fondacionit Kosovar për Shoqëri Civile 

(KCSF) ‘EJA Kosovë’, bashkëfinancuar nga Agjencia Zvicerane për Zhvillim dhe 

Bashkëpunim (SDC) dhe Agjencia Suedeze për Zhvillim dhe Bashkëpunim 

Ndërkombëtar (Sida). 

  

In English: 

This grant/activity is supported by Kosovar Civil Society Foundation (KCSF) program 

‘EJA Kosovo’, co-financed by the Swiss Agency for Development and Cooperation (SDC) 

and Swedish International Development Cooperation Agency (Sida). 

In Serbian: 

Ovaj grant/aktivitet je podržan programom Kosovske Fondacije za Civilno Društvo 

(KCSF) ‘EJA Kosovo’, koji sufinansira Švajcarska Agencija za Razvoj i Saradnju (SDC) i 

Švedska Agencija za Međunarodni Razvoj i Saradnju (Sida).  



 

 

 

 

Disclaimer 

For publications such as analysis, research and reports that contain information, findings and/ 

or recommendations, the following disclaimer should be used.  

In Albanian: 

Zhvillimi dhe publikimi i këtij dokumenti është përkrahur nga programi i Fondacionit 

Kosovar për Shoqëri Civile  (KCSF) ‘EJA Kosovë’ bashkëfinancuar nga Agjencia Zvicerane 

për Zhvillim dhe Bashkëpunim (SDC) dhe Agjencia Suedeze për Zhvillim dhe 

Bashkëpunim Ndërkombëtar (Sida).Përmbajtja e këtij dokumenti është përgjegjsi e XXX 

dhe jo domosdoshmërisht paraqet qëndrimet e KCSF, SDC apo Sida.  

In English: 

The development and publication of this document has been supported by Kosovar Civil 

Society Foundation (KCSF) program ‘EJA Kosovo’ co financed by the Swiss Agency for 

Development and Cooperation (SDC) and Swedish International Development 

Cooperation Agency (Sida). The content of this document is the sole responsibility of 

XXX and does not necessarily represent the views of KCSF, SDC and Sida.  

 

In Serbian: 

Razvoj i publikacija ovog dokumenta  je podržan  programom Kosovske Fondacije za 

Civilno Društvo (KCSF) ‘EJA Kosovo’, koji sufinansira Švajcarska Agencija za Razvoj i 

Saradnju (SDC) i Švedska Agencija za Međunarodni Razvoj i Saradnju (Sida). Sadržaj 

ovog dokumenta je odgovornorst XXX ipredstavljene preporuke ne predstavljaju  stav 

SDC-a, Sida i KCSF-a. 


