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FOREWORD

T

he Southern African Development
&RPPXQLW\ 6$'&  LV DQ LQWHU
governmental body of the 16 Southern
African Countries. The region prides in its
corrective identity that is founded on diverse
beliefs, cultures and values. As a Community,
the people are united in diversity, and share
common goals, and a common future destined
on prosperity through regional integration.
It is evident that the attainment of regional
integration through a shared vision and
a common future requires a strong and
UHFRJQLVDEOH EUDQG $ EUDQG WKDW LV GH¿QHG
and communicated through core values, brand
personality and a brand positioning statement
that helps to express the values and ambitions
of the region.
Against this background, the Southern African
Development Community has developed
this Corporate Identity Manual. The Manual
provides the SADC vision, mission, and
characteristics, as well as, guidance on how
to present, describe, and brand the SADC
organisation accurately.

DQG SDUWLFXODUO\ WR 6$'&¶V NH\ DXGLHQFHV ,W
also lays out the logo, typography, colour use,
logo placement, the protocol order of SADC
DQG 0HPEHU 6WDWH¶V ÀDJV LQFOXGLQJ SURWRFROV
related to the SADC Table of Precedence, and
6$'& VWRU\WHOOLQJ WKDW ZLOO IDFLOLWDWH FRUUHFW
corporate branding and visual communication
of SADC to ensure SADC visibility.
These guidelines are meant to help SADC to
build a meaningful corporate identity, and the
RUJDQL]DWLRQ¶VFRUSRUDWHLPDJH
I therefore wish to invite you to support SADC in
carefully applying the SADC corporate identity,
in order to ensure the success of this strong
and inspiring brand. It is my hope that you will
learn, comprehend, appreciate, live and own
the SADC brand. The SADC Communications
and Public Relations Unit may be consulted
VKRXOGQHHGDULVHIRUIXUWKHUFODUL¿FDWLRQ

It is anticipated that the Corporate Identity Dr. Stergomena Lawrence Tax
Manual will help to maintain and build the identity ([HFXWLYH6HFUHWDU\RI6$'&
of SADC, and facilitate the corporate business
objectives, as well as provide guidelines, and
standards that will govern how the SADC identity
is applied. It contains approved colour palettes,
typefaces, page layouts, fonts, and branding
WRROV WKDW GH¿QH KRZ 6$'&¶V EUDQG LPDJH
and messaging is to be delivered to the public,
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INTRODUCTION

A

corporate identity is the manner which
an organisation or a collective group
or organisations present themselves
WRWKHSXEOLF,WGH¿QHVWKHKROLVWLFEHKDYLRXU
communication and visual appearance of the
organisation.
At the birth of the SADC and its executive arm,
the Secretariat, the prerequisite brand control
and management mechanisms to identify
the organisation and prominently display its
glorious history, mission, vision, and brand for
prosperity were not in place. As a result, some
of the institutional memory of SADC had been
eroded and lost over time.

appearance of SADC, and other various
tools of communications such as stationery,
advertising, conferencing material etc.
In addition, this exercise unveiled a set of value
drivers that were critical to the performance of
WKH EUDQG 7KH LGHQWL¿HG YLVXDOLVDWLRQ WRROV
ZHUHYHUL¿HGIRU¿WDQGFDQEHDSSOLHGDFURVV
different disciplines of the SADC identity,
internal and external communications or
broader stakeholder communication.

In entrenching the SADC organisational
culture, this Manual also outlines the SADC
Table of Precedence, governing the protocol
accorded by SADC to persons it is due, and
(YHU\ EUDQG QHHGV WR EH PDQDJHG DQG WR 6$'& RI¿FH EHDUHUV LQ DFFRUGDQFH ZLWK
controlled, and this is why SADC has developed internationally accepted standards.
this visual brand identity manual so as to
create a comprehensive stakeholder brand The successful application of the SADC
experience.
CIM depends on faithful adherence to the
The founding premise of this SADC CIM is to established guidelines and should be referred
provide internal and external stakeholders with to when reproducing any element of the SADC
key guiding principles in order to communicate EUDQGWRHQVXUHFRQVLVWHQF\DQG¿GHOLW\
the SADC brand faithfully without diluting the
RUJDQLVDWLRQ¶VFRUHYDOXHVLFRQLFW\SRJUDSKLF It is therefore imperative that all elements
and organisational culture integrity.
of both the internal and external corporate
communications are subject to these guidelines
The consideration of the primary elements that in order to create and establish a clear and
GH¿QH ZKDW 6$'& LV ZKDW LW VWDQGV IRU LWV consistent SADC brand.
values, culture, vision and mission were integral
WRWKLVH[HUFLVH7KLVZDVGRQHLQRUGHUWR¿QG
acceptance and meaning of core iconography,
typography, colour, brand architecture and
style imagery.
The corporate design contains key visual
5

THE BRAND (WHO WE ARE)

T

he Southern African Development Community (SADC) has been in existence since 1980,
ZKHQLWZDVIRUPHGDVDORRVHDOOLDQFHRIQLQHPDMRULW\UXOHG6WDWHVLQ6RXWKHUQ$IULFD,W
was known as the Southern African Development Coordination Conference (SADCC), with
the main aim of coordinating development projects in order to lessen economic dependence on
WKHWKHQDSDUWKHLG6RXWK$IULFD7KHIRXQGLQJ0HPEHU6WDWHVDUH$QJROD%RWVZDQD/HVRWKR
Malawi, Mozambique, Swaziland, United Republic of Tanzania, Zambia and Zimbabwe. SADCC
ZDVIRUPHGLQ/XVDND=DPELDRQ$SULOIROORZLQJWKHDGRSWLRQRIWKH/XVDND'HFODUDWLRQ
SULOIROORZLQJW
6RXWKHUQ$IULFD7RZDUGV(FRQRPLF/LEHUDWLRQ
QRPLF/LEHUDWLRQ
F
UD
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heir respective
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SADC OBJECTIVES (WHAT WE DO)

T

he main objectives of Southern African
Development Community (SADC) are to
achieve economic development, peace
and security, and growth, alleviate poverty,
enhance the standard and quality of life of
the peoples of Southern Africa, and support
the socially disadvantaged through Regional
Integration. These objectives are to be achieved
through increased Regional Integration, built
on democratic principles, and equitable and
sustainable development.

SADC Common Agenda

The objectives of SADC, as stated in Article 5
of the SADC Treaty (1992) are to:
DFKLHYHGHYHORSPHQWDQGHFRQRPLFJURZWK
alleviate poverty, enhance the standard and
quality of life of the peoples of Southern Africa
and support the socially disadvantaged through
regional integration;
HYROYHFRPPRQSROLWLFDOYDOXHVV\VWHPVDQG
institutions;
SURPRWHDQGGHIHQGSHDFHDQGVHFXULW\
SURPRWHVHOIVXVWDLQLQJGHYHORSPHQWRQWKH
EDVLV RIFROOHFWLYH VHOIUHOLDQFH DQG WKHLQWHU
dependence of Member States;
 DFKLHYH FRPSOHPHQWDULW\ EHWZHHQ QDWLRQDO
and regional strategies and programmes;
SURPRWHDQGPD[LPLVHSURGXFWLYHHPSOR\PHQW
and utilisation of resources of the region;
 DFKLHYH VXVWDLQDEOH XWLOLVDWLRQ RI QDWXUDO
resources and effective protection of the
environment;
VWUHQJWKHQDQGFRQVROLGDWHWKHORQJVWDQGLQJ
KLVWRULFDOVRFLDODQGFXOWXUDODI¿QLWLHVDQGOLQNV
among the peoples of the region;
7

/LQNHG GLUHFWO\ WR WKH 6$'& 2EMHFWLYHV LV WKH
SADC Common Agenda, which originates
in Article 5 of the SADC Treaty (1992) as
amended. The Common Agenda summarises
the key strategies and policies of the institution.
Subsequently, the SADC institutional structure
is consistent with the SADC Common Agenda
and Strategic Priorities that it encapsulates.
The same values are echoed in the Regional
Indicative Strategic Development Plan (RISDP)
and Strategic Indicative Plan for the Organ
(SIPO).
The SADC Common Agenda is underpinned
by a series of principles and policies, including:
 3URPRWLRQ RI VXVWDLQDEOH DQG HTXLWDEOH
HFRQRPLF JURZWK DQG VRFLRHFRQRPLF
development that ensures poverty alleviation
with the ultimate objective of its eradication;
 3URPRWLRQ RI FRPPRQ SROLWLFDO YDOXHV
systems, and other shared values, which
are transmitted through institutions that are
democratic, legitimate and effective; and
  3URPRWLRQ FRQVROLGDWLRQ DQG PDLQWHQDQFH
of democracy, peace and security.
The SADC Common Agenda is spelt out in
Article 5 of the Treaty (as amended, 2009), as
well as in the Review of Operations of SADC
Institutions and consists of the policies and
strategies of the organisation.

SADC Policies
3URPRWHVXVWDLQDEOHDQGHTXLWDEOHHFRQRPLF
JURZWK DQG VRFLRHFRQRPLF GHYHORSPHQW
that will ensure poverty alleviation with the
ultimate objective of its eradication, enhance
the standard and quality of life of the people
of Southern Africa and support the socially
disadvantaged through regional integration;
  3URPRWH FRPPRQ SROLWLFDO YDOXHV V\VWHPV
and other shared values which are transmitted
through institutions that are democratic,
legitimate, and effective;
&RQVROLGDWHGHIHQGDQGPDLQWDLQGHPRFUDF\
peace, security and stability;
 3URPRWH VHOIVXVWDLQLQJ GHYHORSPHQW RQ
WKH EDVLV RI FROOHFWLYH VHOIUHOLDQFH DQG WKH
interdependence of Member States;
 $FKLHYH FRPSOHPHQWDULW\ EHWZHHQ QDWLRQDO
and regional strategies and programmes;
3URPRWHDQGPD[LPLVHSURGXFWLYH
employment and utilisation of the resources of
the Region;
 $FKLHYH VXVWDLQDEOH XWLOLVDWLRQ RI QDWXUDO
resources and effective protection of the
environment;
6WUHQJWKHQDQGFRQVROLGDWHWKHORQJVWDQGLQJ
KLVWRULFDOVRFLDODQGFXOWXUDODI¿QLWLHVDQGOLQNV
among the people of the Region;
&RPEDW+,9DQG$,'6DQGRWKHUGHDGO\RU
communicable diseases;
(QVXUHWKDWSRYHUW\HUDGLFDWLRQLVDGGUHVVHG
in all SADC activities and programmes; and
 0DLQVWUHDP JHQGHU LQ WKH SURFHVV RI
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community building.
To achieve its aims, SADC shall
 +DUPRQLVH SROLWLFDO DQG VRFLRHFRQRPLF
policies and plans of Member States;
  (QFRXUDJH WKH SHRSOHV RI WKH 5HJLRQ
and their institutions to take initiatives to
develop economic, social and cultural ties
across the region, and to participate fully in
the implementation of the programmes and
projects of SADC;
&UHDWHDSSURSULDWHLQVWLWXWLRQVDQG
mechanisms for the mobilisation of requisite
resources for the implementation of
programmes and operations of SADC and its
institutions;
  'HYHORS SROLFLHV DLPHG DW WKH SURJUHVVLYH
elimination of obstacles to the free movement
of capital and labour, goods and services, and
of the peoples of the region generally, among
Member States;
 3URPRWH WKH GHYHORSPHQW WUDQVIHU DQG
mastery of technology;
 ,PSURYH HFRQRPLF PDQDJHPHQW DQG
performance through regional cooperation;
3URPRWHWKHFRRUGLQDWLRQDQGKDUPRQLVDWLRQ
of the international relations of Member States;
and
6HFXUHLQWHUQDWLRQDOXQGHUVWDQGLQJ
cooperation and support, and mobilise the
LQÀRZRISXEOLFDQGSULYDWHUHVRXUFHVLQWRWKH
region.

THE SADC TREATY

6$'&1DWLRQDO&RPPLWWHHV
The SADC Treaty was also amended with
an Agreement that established the Regional
Indicative Strategic Development Plan (RISDP)
which was revised and approved by SADC
Summit in 2015 to focus on four priority areas:
,QGXVWULDO'HYHORSPHQW 0DUNHWLQWHJUDWLRQ
,QIUDVWUXFWXUH6XSSRUWIRU5HJLRQDO,QWHJUDWLRQ
3HDFHDQG6HFXULW\&RRSHUDWLRQ
6SHFLDO3URJUDPPHVRI5HJLRQDO'LPHQVLRQ

T

he SADC Treaty was signed to establish
SADC as the successor to the Southern
African
Coordinating
Conference
(SADCC). The SADC Treaty established a
series of Institutional Mechanisms, including
the following:
6XPPLWRI+HDGVRI6WDWHRU*RYHUQPHQW
&RXQFLORI0LQLVWHUV
6WDQGLQJ&RPPLWWHHRI2I¿FLDOV
$6HFUHWDULDWDQG
$7ULEXQDO

The signatories of the SADC Treaty agreed that
Amendment of the SADC Treaty
underdevelopment, exploitation, deprivation
and backwardness in Southern Africa will only
)ROORZLQJ WKH HVWDEOLVKPHQW RI WKH 6$'& be overcome through economic cooperation
Treaty, SADC undertook an exercise to and integration. The Member States recognise
UHVWUXFWXUH LWV LQVWLWXWLRQV DQG DW DQ ([WUD that achieving regional economic integration in
ordinary Summit on March 9, 2001 in Windhoek, Southern Africa requires them to put their full
Namibia, the SADC Treaty Amendment(2001) support behind SADC to act on behalf of all
was adopted. This restructuring was part of Southern Africans for their common prosperity,
institutional reform necessitated by a number peace and unity.
RI GLI¿FXOWLHV DQG FRQVWUDLQWV HQFRXQWHUHG LQ
the transition from a coordinating Conference SADC priorities and common agenda
into a Community. These reforms established
eight (8) institutions, under the guidance of The SADC Common Agenda is based on
Article 9 of the Treaty Amendment, including various principles, such as development
the following:
orientation; subsidiarity; market integration
6XPPLWRI+HDGVRI6WDWHRU*RYHUQPHQW
and development; facilitation and promotion of
2UJDQRQ3ROLWLFV'HIHQFHDQG6HFXULW\&R trade and investment and variable geometry.
operation;
&RXQFLORI0LQLVWHUV
$6HFUHWDULDW
$7ULEXQDO
7KH7URLND
6WDQGLQJ&RPPLWWHHRI2I¿FLDOVDQG
9

THE SADC VISION AND MISSION

Vision
7KH6$'&9LVLRQLVWKDWRIDFRPPRQIXWXUHDIXWXUHZLWKLQDUHJLRQDOFRPPXQLW\WKDWZLOOHQVXUH
HFRQRPLFZHOOEHLQJLPSURYHPHQWRIWKHVWDQGDUGVRIOLYLQJDQGTXDOLW\RIOLIHIUHHGRPDQGVRFLDO
justice and peace and security for the peoples of Southern Africa. This shared vision is anchored
RQWKHFRPPRQYDOXHVDQGSULQFLSOHVDQGWKHKLVWRULFDODQGFXOWXUDODI¿QLWLHVWKDWH[LVWEHWZHHQ
the peoples of Southern Africa.
Mission
7KH6$'&0LVVLRQLVWRSURPRWHVXVWDLQDEOHDQGHTXLWDEOHHFRQRPLFJURZWKDQGVRFLRHFRQRPLF
GHYHORSPHQW WKURXJK HI¿FLHQW SURGXFWLYH V\VWHPV GHHSHU FRRSHUDWLRQ DQG LQWHJUDWLRQ JRRG
governance, and durable peace and security, so that the region emerges as a competitive and
effective player in international relations and the world economy.
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BRAND POSITIONING STATEMENT
( WHO WE DO IT FOR, AND THE VALUE WE ARE BRINGING TO THE MARKET.)
“Towards A Common Future”
7KH PDQGDWH RI WKH /XVDND 'HFODUDWLRQ ZDV WRZDUGV HFRQRPLF OLEHUDWLRQ KRZHYHU DIWHU WKH
institutional transformation in 1992, the cornerstone of the organisation was to spearhead
economic integration of Southern Africa. The SADC positioning line is therefore “Towards A
&RPPRQ)XWXUH´
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SADC ANTHEM

SADC ANTHEM - ENGLISH
6$'&6$'&'$:12)285&(57$,17<
6$'&6$'&'$:12)$%(77(5)8785(
$1'+23()255(*,21$/$1'81,9(56$/,17(*5$7,21
72:$5'62853(23/(681,7<$1'+$5021<
&5$'/(2)+80$1,7<
&5$'/(2)285$1&(67256
/(78635$,6(:,7+-2<7+(5($/,=$7,212)285+23(6
$1'5$,6(7+(%$11(52)62/,'$5,7<
6$'&6$'&6$'&6$'&'$:12)285&(57$,17<
HYMNE DE LA SADC – FRENCH
6$'&6$'&$8%('(126&(57,78'(6
6$'&6$'&$8%('¶81$9(1,50(,//(85
(632,5'¶,17(*5$7,215(*,21$/((781,9(56(//(
3285/¶81,7((7/¶+$5021,((175(1263(83/(6
%(5&($8'(/¶+80$1,7(
%(5&($8'(126$1&(75(6
&(/(%5216$9(&-2,(/$5($/,6$7,21'(126(632,56
/(9216+$87/('5$3($8'(/$62/,'$5,7(
6$'&6$'&6$'&6$'&$8%('(126&(57,78'(6
HINO DA SADC - PORTUGUESE
6$'&6$'&$8525$'$1266$&(57(=$
6$'&6$'&'(80)878520(/+25
('((63(5$1d$'(,17(*5$d25(*,21$/(81,9(56$/
5802¬+$5021,$(81,'$'('2632926
%(5d2'$+80$1,'$'(
%(5d2'26126626$17(3$66$'26
-81726&$17(026$/(*5(6$&21&5(7,=$d2'$1266$(63(5$1d$
(5*8(1'2$%$1'(,5$'$62/,'$5,('$'(
6$'&6$'&6$'&6$'&$8525$'$1266$&(57(=$
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SADC INSTITUTIONS

SADC SUMMIT OF HEADS OF STATE AND
GOVERNMENT
The SADC Summit is responsible for the overall
policy direction and control of functions of the
FRPPXQLW\ XOWLPDWHO\ PDNLQJ LW WKH SROLF\
making institution of SADC. It is made up of all
SADC Heads of States or Government and is
managed on a Troika system that comprises
of the current SADC Summit Chairperson, the
incoming Chairperson (the Deputy Chairperson
at the time), and the immediate previous
Chairperson.

RUDFFRXQWLQJIRUJRYHUQPHQWRI¿FHVPLQLVWULHV
or departments and at the level of the Organ on
Politics, Defence and Security Cooperation is
referred to as the Double Troika.
The Summit usually meets once a year around
August/September in a member State at which
a new Chairperson and Deputy are elected.
SUMMIT TROIKA OF THE ORGAN
The SADC Organ on Politics, Defence and
Security is managed on a Troika basis and is
responsible for promoting peace and security
in the SADC region. It is mandated to steer and
provide Member States with direction regarding
matters that threaten peace, security and
stability in the region. It is coordinated at the
level of Summit, consisting of a Chairperson,
Incoming
Chairperson
and
Outgoing
Chairperson, and reports to the SADC Summit
Chairperson.

The Troika System vests authority in this group
to take quick decisions on behalf of SADC
that are ordinarily taken at policy meetings
scheduled at regular intervals, as well as
providing policy direction to SADC Institutions in
between regular SADC Summits. This system
has been effective since it was established by
the Summit at its annual meeting in Maputo,
Mozambique, in August 1999. Other member
6WDWHVPD\EHFRRSWHGLQWRWKH7URLNDDVDQG The SADC Summit and Organ Troika Summit
when necessary.
are mutually exclusive; and, the Chairperson
of the Organ does not simultaneously hold
The Troika system operates at the level of the Chair of the Summit. The Organ structure,
the Summit, the Organ on Politics, Defence operations and functions are regulated by the
and Security, the Council of Ministers and Protocol on Politics, Defence and Security
WKH 6WDQGLQJ &RPPLWWHH RI 6HQLRU 2I¿FLDOV &RRSHUDWLRQ/LNHWKH6XPPLWFKDLUWKH2UJDQ
Application of two Troikas at the level of the chair rotates on an annual basis.
6WDQGLQJ&RPPLWWHHRI6HQLRU2I¿FLDOVZKLFK
comprises Permanent, or Principal Secretaries
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SADC COUNCIL OF MINISTERS
The Council of Ministers oversees the
functioning and development of the Southern
African Development Community (SADC), and
ensures that policies are properly implemented.
The Council consists of Ministers from each
Member State, usually from the Ministries of
)RUHLJQ$IIDLUV(FRQRPLF3ODQQLQJRU)LQDQFH
,W PHHWV WZLFH D \HDU LQ -DQXDU\ RU )HEUXDU\
and immediately prior to the Summit in August
or September.

1DWXUDO5HVRXUFHVDQG(QYLURQPHQW
 0LQLVWHUV UHVSRQVLEOH IRU 6RFLDO DQG +XPDQ
'HYHORSPHQW DQG 6SHFLDO 3URJUDPPHV +,9
and AIDS; education, labour; employment and
gender);
 0LQLVWHUV UHVSRQVLEOH IRU 3ROLWLFV 'HIHQFH
and Security; and
 0LQLVWHUV UHVSRQVLEOH IRU /HJDO $IIDLUV DQG
-XGLFLDOPDWWHUV
0LQLVWHULDO7DVN)RUFHRQ5HJLRQDO(FRQRPLF
Integration.

SECTORAL AND CLUSTER MINISTERIAL
COMMITTEES

STANDING
OFFICIALS

The Sectoral and Cluster Ministerial
Committees consist of ministers from each
Southern African Development Community
(SADC) Member State. These committees are
directly responsible for overseeing the activities
of the core areas of integration, monitoring and
controlling the implementation of the Regional
Indicative Strategic Development Plan in their
area of competence, as well as providing policy
advice to the Council.

7KH 6WDQGLQJ &RPPLWWHH RI 6HQLRU 2I¿FLDOV
a technical advisory committee to the Council
of Ministers, meets twice a year. It consists
of one Permanent/Principal Secretary, or an
RI¿FLDO RI HTXLYDOHQW UDQN IURP HDFK 0HPEHU
State, preferably from a ministry responsible for
HFRQRPLFSODQQLQJRU¿QDQFH7KH&KDLUSHUVRQ
DQG 9LFH&KDLUSHUVRQ RI WKH 6WDQGLQJ
Committee are appointed from the Member
6WDWHV KROGLQJ WKH &KDLUSHUVRQVKLS DQG 9LFH
Chairpersonship, of the Council.

Currently the Cluster Committees are as
follows:
 0LQLVWHUV UHVSRQVLEOH IRU 7UDGH ,QGXVWU\
)LQDQFHDQG,QYHVWPHQW
 0LQLVWHUV UHVSRQVLEOH IRU ,QIUDVWUXFWXUH DQG
Services;
 0LQLVWHUV UHVSRQVLEOH IRU )RRG $JULFXOWXUH
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COMMITTEE

OF

SENIOR

THE SECRETARIAT
The Southern African Development Community
6$'&  6HFUHWDULDW LV WKH 3ULQFLSDO ([HFXWLYH
Institution of SADC, responsible for strategic
SODQQLQJ IDFLOLWDWLRQ DQG FRRUGLQDWLRQ DQG

management of all SADC Programmes. It
LV KHDGHG E\ WKH 6$'& ([HFXWLYH 6HFUHWDU\
ZKRVKDOOEHDVVLVWHGE\WZR'HSXW\([HFXWLYH
Secretaries. The Secretariat is located in
Gaborone, Botswana.
The SADC Secretariat structure is designed
it
n of
to maximise and support the facilitation
the Member State policies and
d programmes
programm
to best contribute to the overall objectives
of
obj
SADC – achieving Regional
ional
al Integration
Int gration and
a
Poverty Alleviation.
Secretariat Mandate
The Mandate of the SADC
SAD Secretariat,
rriat
iat,
at,
t as
a
Treat
re
o provide
p ov
ovide
de
e the
th
he
outlined in the SADC Treaty,
is to
following:
QGPDQ
HQWR
RI WWK
6WUDWHJLFSODQQLQJDQGPDQDJHPHQWRIWKH
programme of SADC;
,PSOHPHQWDWLRQRIWKHGHFLVLRQVRIWKH
GHFLVLRQV
VLR RI W
Summit and council;
PHQWRI6$'&
W RI 6
2UJDQLVDWLRQDQGPDQDJHPHQWRI6$'&
Meetings;
Q
)LQDQFLDODQGJHQHUDODGPLQLVWUDWLRQ
5HSUHVHQWDWLRQDQGSURPRWLRQRI6$'&DQG
3URPRWLRQDQGKDUPRQLVDWLRQRISROLFLHVDQG
strategies of Member States.
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Secretariat Values
The SADC Secretariat subscribes to the
following values:
4XDOLW\VHUYLFHDQGFRPSHWHQF\
3URIHVVLRQDOLVP
,QWHJULW\
,QWHJULW\
&RPPLWPHQ
RPP
&RPPLWPHQWDQGSDVVLRQ
7HDPVSLULW
HDPVSLULW
0XWXDOUHVSHFWDQGWUXVW
UHVSHFWDQ
&RXUWHV\
RXUWHV\
(TXDOLW\RIRSSRUWXQLW\DQG
(
(TXDOLW\RI SSRUWXQ
RUWX
 7
7UDQVSDUHQ
QV
DQGIUD
7UDQVSDUHQF\DQGIUDQNQHVV

SADC LOGO

7KLVLVWKHRI¿FLDO6$'&/RJR,WLVDVLJQDWXUHWKDWGH¿QHV6$'&DQGVHUYHVDVDJUDSKLFLGHQWLW\
that creates effective brand recognition and recollection. It ties together all communication efforts
under a bold and powerful brand.
Logo Usage
The SADC logo SADC has to be used as it is in full colour or spot colour applications.
The SADC logo may be used by third parties only if:
SHUPLVVLRQLVUHTXHVWHGDQGJUDQWHGEHIRUHWKHORJRLVXVHG
WKHUHLVQROLNHOLKRRGRIWKHXVHURIWKHORJREHLQJFRQIXVHGZLWKWKH6$'&
LWLVQRWXVHGLQFRQQHFWLRQZLWKREMHFWLYHVRUDFWLYLWLHVZKLFKDUHLQFRPSDWLEOHZLWKWKHDLPV
and principles of the SADC
LWLVQRWXVHGWRLPSO\RUVXJJHVWXQLQWHQGHGHQGRUVHPHQWRUSURPRWLRQRIWKHREMHFWLYHVDQG
activities of the user of the logo by the SADC
Request Permission
7R UHTXHVW SHUPLVVLRQ IRU WKH XVH RI WKH 6$'&¶V ORJR SOHDVH HPDLO WKH &RPPXQLFDWLRQ DQG
3XEOLF5HODWLRQ¶V8QLWRQprinfo@sadc.int
Third parties can download, copy and store the SADC logo in all its formats and versions from the
SADC website:www.sadc.int/sadclogo
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SADC LOGO ARCHITECTURE

PANTONE
9LÅL_IS\L*=*
/;43*VKL

-VU[
/LS]L[PJH5\L\L

5HÀH[%OXH

9.)
9.)
 
*4@2
9.)
 

2

7KLVUHÀH[EOXHORJRFDQEHXVHGDVDJUDSKLF at the centre top, top right or top left sides as
element to reinforce the SADC brand identity. long as there are no other elements positioned
The SADC logo being the main symbol of directly above it or obscuring its entire visibility.
LGHQWL¿FDWLRQ ZLOO DFW DV WKH LQLWLDO YLHZ RI DOO At times the positioning of the logo will be
communications, whether it is on paper, screen dictated by the elements and characteristics of
RU RQOLQH PHGLXP 7KLV UHÀH[ EOXH ORJR FDQ the materials to be produced.
be used as a graphic element to reinforce the
SADC brand identity. The logo can be used On instances, where SADC has entered into
DV D VFUHHQ DW  VFUHHQ RI D FRORXU a partnership with other cooperation partners,
background. The logo can also be used against external stakeholders such as civil societies,
imagery in the background. The inner surface ICPs, NGOs, regional entities, e.t.c., the SADC
of the logo should always be white to maintain logo should be positioned at par; or as an
clarity of its elements and to stand out without equality in value or standing and on a level of
the composition of the logo being obscured and/ equality and prominence.
or compromised. The logo should carry a clear
white outline if used on a colour background so Note: Animation of the logo should not
DVWRFOHDUO\GH¿QHLWVHGJHVDQGSHULPHWHUVDV misrepresent or manipulate the symbol in any
way that it will depict the logo inappropriately.
well as improve its overall visibility.
The SADC logo should always be applied as a
)RU DOO 6$'& SURGXFHG PDWHULDOV WKH 6$'& unit with all its elements in proportion and clear
logo should be made prominent; the logo should visibility.
preferably be positioned at the top. It can be
17

LOGO FAMILY

5HÀH[%OXH

%ODFN

:KHQHYHUSRVVLEOHWKH6$'&UHÀH[EOXHORJRVKRXOGEHDSSOLHG+RZHYHUWKHUHPD\EHFDVHV
ZKHQLWYLVXDOO\FRQÀLFWVZLWKWKHRYHUDOOGHVLJQFRORXUVFKHPHRUW\SHRIFRPPXQLFDWLRQPHGLXP
used. Black and white is an alternate colour that can be used.
The colour corporate logo should be used on all colour based printing media such as advertising;
corporate collateral and all branding applications. The black logo will only be used on internally
generated material such as faxes; internal memos and other low resolution print.
18

LOGO PROPORTIONS

20mm

20mm

The circle should sit in a square where x = y
The SADC logo type should always be centred within the
inner circumference.
The SADC tagline should always be centred around the
blue.

40mm

40mm

LOGO MINIMUM APPLICATION SIZE
80mm

In order to maintain legibility on publications the minimum
size application of the logo should be 20 millimetres, 1.5
picas, or 18 points.

80mm
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LOGO CLEAR SPACE

MM

MM

To maintain the integrity of the logo, a clear space must be maintained around the logo. No other
elements such as text or images should be within a minimum of 10mm of the logo.
20

CORRECT USAGE OF LOGO

The logo should be blue and white even when used on other backgrounds. It is critical to maintain
the integrity of our corporate identity, through protecting the logo and intellectual property. It is
important to faithfully adhere to the prescribed guidelines set forth in this manual when applying
the logo in all printed and electronic materials.

21

PROHIBITED USAGE OF LOGO

'RQRWGLVSOD\WKHORJRZLWKDOWHUQDWLYHFRORXUVERUGHUVRUGLVWRUWHGWH[W(OHPHQWVRIWKHORJR
should not be used in isolation. The logo should not be squashed.
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COLOUR SPECIFICATIONS

The colours of the Southern African Development Community are segmented into:
2QH3ULPDU\&RORXU3DOHWWH

7ZR6HFRQGDU\&RORXU3DOHWWH 

5HÀH[%OXH
*UHHQ *ROG

These colours are also available on the Pantone Matching System. The majority of these colour
FRGLQJV\VWHPVXVHGLJLWVIROORZHGE\D&0RU87KHOHWWHUVXI¿[UHIHUVWRWKHSDSHUVWRFNRQ
\D&0RU87KHOHWW
HGRUJORVVSDSHU³8´IRUXQFRDW
J
S
IR X
ZKLFKLWLVSULQWHGD³&´IRUFRDWHGRUJORVVSDSHU³8´IRUXQFRDWHGSDSHUDQGDQ³0´IRUPDWWHRU
dull paper.
These standards are important
rtant for reproducing colours in a consistent
consist
manner and should be
HPSOR\HGWKURXJKRXW6$'&FRPPXQLFDWLRQV:KHQSULQWLQJIXOOFRORXU
FRORXUSURFHVVUHIHU
'&FRPPXQLFDWLRQV:KHQSULQWLQJIXOOFRORX
F
XQLFDWLRQ
SULQWLQJ
WRWKH&0<.YDOXHVVKRZQ
ZQ
+H[DGHFLPDO&RORXUVLQ+70/
Q+70
In this manual, Web applications of SADC
SAD
S
ADC
D logo
log
og
g have
havve
h
ve been given the RGB Web values or
uess.
Hexadecimal Web values.
HEEURZVHUV´WRGD\KDGEHHQLQYHQWHGWRWUDQVIHULQ
WWRGD
D\ K EH
HHQLQYHQ
QWHG
$FRGHVWLOOXVHGE\³:HEEURZVHUV´WRGD\KDGEHHQLQYHQWHGWRWUDQVIHULQIRUPDWLRQIURPVHUYHUV
to terminals in a way that
a much
at made the
e Internet
Int
mu
uch
h more
mo effective tool for research. That code
LVFDOOHG³+\SHU7H[W0DUNXS/DQJXDJH´
RU+70/
NXS/DQJXDJH´
/ JXDJ
XDJ
/ DQGLWVRRQLQFOXGHGDPHWKRGZKLFKFRXOG
DQGLWVRRQLQFOXG
D
Q
theoretically reproduce background
kground and text with a total of 16 777 216
21 different colours.
d be used on all electronic media such as websites; PowerPoint
The hexadecimal web values should
and any electronic presentation materials.
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SADC CORPORATE COLOUR

PRIMARY COLOUR
5HÀH[%OXHLVWKHSULPDU\FRORXU

Blue
Colour)

(Primary

PANTONE
5HÀH[EOXH&9&
HTML HEX Code

RGB
R 23 G23 B 150
171796

CMYK
&0<.

The SADC Blue
In order to maintain greater brand consistency, SADC uses the above pantones.
7KH EOXH LV HDV\ WR UHSURGXFH LQ FRORU DQG VSRW SULQWLQJ DV ZHOO DV DFURVV DOO PHGLXPV RI
communication and other online applications.
Legibility
The colour has good contrast and is easily legible against light or dark backgrounds.
,WOHQGVLWVHOIZHOOWRFRORXU¿HOGV
Concept
7KH6$'&%OXHLVFRUSRUDWHVWURQJDVWXWHDQGXQLYHUVDOFRORXUWKDWUHÀHFWVIRUZDUGWKLQNLQJ
technological advancement, and human interaction. Blue symbolises the sky and oceans which
provide water for our common survival.
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SECONDARY COLOUR

Green is a secondary colour.

Green
Colour)

(Primary

PANTONE
&9&
HTML HEX Code

RGB
R 23 G23 B 150
171796

CMYK
&0<.

The SADC Green
Natural, strong and fresh colour, universal, environmentally friendly.
7KH*UHHQLVHDV\WRUHSURGXFHLQFRORUDQGVSRWSULQWLQJDQGPDLQWDLQVDFURVVDOOPHGLXPVRI
communication and other online applications
Legibility
Works well as a complimentary colour. The contrast is easily legible against light or dark
EDFNJURXQGV*UHHQOHQGVLWVHOIZHOOWRFRORXU¿HOGV

Concept
The SADC green is timeless, taps on our day today livelihood to which we give credit to nature.
*UHHQGHSLFWVWKHUHJLRQ¶VULFKÀRUDDQGIDXQDDVZHOODVLWVDJULFXOWXUDOSRWHQWLDO
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SECONDARY COLOUR

Gold (Secondary colour)

Gold
Colour)

(Primary

PANTONE
11C
HTML HEX Code

RGB
R 196 G152 B 1
C49801

CMYK
&0<.

The SADC Gold
Natural, strong and warm, and wealth. The
6$'&*ROGLVHDV\WRUHSURGXFHLQFRORUDQGVSRWSULQWLQJDQGPDLQWDLQVDFURVVDOOPHGLXPV
of communication and other online applications
Legibility
The Gold works well as a complimentary and contrast colour is legible against light or dark
backgrounds.
7KH*ROGDOVROHQGVLWVHOIZHOOWRFRORXU¿HOGV
Concept
7KH6$'&*ROGGHSLFWVWKHUHJLRQ¶VDEXQGDQWPLQHUDOZHDOWK
)RU VSHFLDO HYHQWV VXFK DV DQQLYHUVDU\ DZDUG FHUHPRQLHV FRQIHUHQFHV RU VXPPLWV PHWDOOLF
inks should be chosen. A metallic gold or metallic silver can be used upon approval by the SADC
Secretariat.
SADC strongly upholds its corporate identity and brand personality therefore its corporate colours
should be constantly applied in all the SADC-produced materials which is in accordance with
objectives set for the organisation. All the internally produced and funded materials will bear the
SADC Blue, Green and Gold at all times for easy brand recognition, association and admiration
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COLOUR APPLICATION

In order to differentiate the different languages of the SADC publications or visibility material, it is
UHFRPPHQGHGWRXVH%OXHDVDSUHGRPLQDQWFRORXUIRUWKH(QJOLVK*UHHQDVSUHGRPLQDQWFRORXU
IRU 3RUWXJXHVH DQG *ROG DV SUHGRPLQDQW FRORXU IRU )UHQFK YHUVLRQ RI WKH VDPH SXEOLFDWLRQ RU
material.
(QJOLVK

)UHQFK

SADC SECRETARIAT

Portuguese

SECRÉTARIAT DE LA SADC

SECRETARIADO DA SADC

VISION

VISION

VISÃO

of regional integration and sustainable
development.

de l’intégration régionale et du développement
durable.

dinâmica que promova a integração e o
desenvolvimento sustentável da região.

MISSION

MISSÃO

MISSION

To provide strategic expertise and coordinate
the harmonization of policies and strategies to
accelerate regional intergration and sustainable
investment.

VALUES

ƽQuality
ƽProfessionalism
ƽIntegrity
ƽCommitment and passion
ƽTeam spirit
ƽMutual respect and trust
ƽCourtesy
ƽEquality of opportunity
ƽTransparency and frankness

Fournir les compétences stratégiques
nécessaires et coordonner l’harmonisation des
l’intégration et le développement durable de la
région.

Providenciar capacidade técnica estratégica
e coordenar a harmonização de políticas e de
estratégias com vista a acelerar a integração e o
desenvolvimento sustentável da região.

VALORES

VALUES

ƽPrestations de qualité
ƽProfessionnalisme
ƽProbité
ƽEngagement et Passion
ƽEsprit d’équipe
ƽ
ƽCourtoisie
ƽÉgalité de chances
ƽTransparence et franchise
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ƽServiço de qualidade e competência
ƽ
ƽIntegridade
ƽEmpenho e entrega
ƽEspírito de equipa
ƽ
ƽCortesia
ƽIgualdade de oportunidades
ƽTransparência e franqueza

BLACK AND WHITE PALETTE
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CORPORATE TYPEFACES

\SRJUDSK\ LV DQ LPSRUWDQW HOHPHQW RI LGHQWLW\ DQG LW KHOSV WR GH¿QH WKH SHUVRQDOLW\ RI
an organisation. To serve as a guide for all stakeholders the typefaces for SADC brand
communication tools is the Helvetica and Arial family. The two (2) fonts family will be applied
interchangeably as primary and/or secondary typefaces in all the SADC materials.

T

These fonts were chosen for being contemporary and easy legibility. The fonts read easily if
applied at any size (press, banners, billboards, and electronic applications e.g. website). Simple
stroke available from light to extra bold (guarantees impact or effect desired). The fonts are easily
DFFHVVLEOHLQPRVWFRPSXWHUVJOREDOO\EHLWIRURI¿FHRUGHVLJQFRPSXWHUV7KHIRQWVEHORQJWR
the Sans Serif group of fonts which are normally accustomed to vivid eligibility and are used
regularly because of how clean they usually look in heading, body text as well as captions and
subdivision text.
To adhere to uniformity;
7KH+HOYHWLFD)RQWLVWREHXVHGDWDOOWLPHVIRULQWHUQDOO\JHQHUDWHGPDWHULDOV
7KH$ULDODQG+HOYHWLFD)DPLO\)RQWVDUHWREHXVHGDWDOOWLPHVIRUH[WHUQDOO\JHQHUDWHG
materials.
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CORPORATE TYPEFACES CONT...

 +RZHYHU IRU LQWHUQHW DSSOLFDWLRQV WKH
UHFRPPHQGHGIRQWLV9(5'$1$
+HOYHWLFD1HXH/LJKW
$%&'()*+,-./01234567
abcdefghijklmnopqrstuvwxyz
   ³´µ¶
7RZDUGVD&RPPRQ)XWXUHLQ+HOYHWLFD1HXH
/LJKW

   ³´µ¶
7RZDUGVD&RPPRQ)XWXUH
Arial Bold
A B C D E F G H I J K LMN O P Q R S
a b c d e f g h i j k lmn o p q u r s t u v w x y z
1 2 3 4 5 6 7 8 9 1 0 $%& ( ) “ ” ‘’
Towards a Common Future

Arial Black
A B C D E F G H I J K LMN O P Q R S
a b c d e f g h i j k lmn o p q u r s t u
vwx y z
1 2 3 4 5 6 7 8 9 1 0 $%& ( ) “ ” ‘’
7RZDUGVD&RPPRQ)XWXUHLQ+HOYHWLFD1HXH Towards a Common Future
65 Medium
APPLICATION OF TYPEFACES
Helvetica Neue 75 Bold
Body Copy
A B C D E F G H I J K LMN O P Q R S
3ULQW$YHUDJHVL]HSW
a b c d e f g h i j k lmn o p q u r s t u vwx y z Headline Copy
1 2 3 4 5 6 7 8 9 1 0 $%& ( ) “ ” ‘’
3ULQW$YHUDJHVL]HSW
Subhead Copy
Towards a Common Future in Helvetica 3ULQW$YHUDJHVL]HSW
Neue 75 Bold
Callouts/Bullets/ Subheads
3ULQW$YHUDJHVL]HSW
Helvetica Neue 95 Black
:HE$YHUDJHVL]HSW
A B C D E F G H I J K LMN O P Q R S
Call to Actions
a b c d e f g h i j k lmn o p q u r s t u vwx y z 3ULQW$YHUDJHVL]HSW
1 2 3 4 5 6 7 8 9 1 0 $%& ( ) “ ” ‘ ’
:HE$YHUDJHVL]HSW
4XRWHV
Towards a Common Future in Helvetica 3ULQW$YHUDJHVL]HSW
Neue 95 Black
:HE$YHUDJHVL]HSW
Headline Copy
Arial
:HE$YHUDJHVL]HQRWVSHFL¿HG
$%&'()*+,-./01234567
a b c d e f g h i j k lmn o p q r s t u v w x y z
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Helvetica Neue 65 Medium
$%&'()*+,-./0123456
a b c d e f g h i j k lmn o p q u r s t u v w x y z
   ³´µ¶

SPECIFICATIONS FOR LETTERHEAD AND INTERNAL COMMUNICATION
DOCUMENTS
Typography
Southern African Development Community Secretariat
)RQW+HOYHWLFD$ULDO%ROG
Size: 7pt
&RORXU5HÀH[%OXH
Green strip
Size: 85mm X 1mm
&RORXU3DQWRQH&9&
SADC Address
)RQW+HOYHWLFD1HDX/LJKW
/LJKW
Size: 7 pt
&RORXU5HÀH[%OXH&9&
9&
Body Copy Field
)RQW+HOYHWLFD1HDX
Size: 10 pt
Colour: Always Black
Gold Strip
Size:20 mm X 210 mm
&RORXU&9&
Member States copy
)RQW+HOYHWLFD1HDX
Size: 6pt
Security Feature
Size (Diameter): 10mm
Paper size: 210 mm X 297 mm (A4)
Paperstock: Magno White 100gsm
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COMPLIMENTARY SLIP

BUSINESS CARD

SOUTHERN AFRICAN
DEVELOPMENT COMMUNITY

SADC Secretariat
Plot 54385 CBD
P/Bag 0095
Gaborone, Botswana

Mr Innocent Mbvundula
Communications and Relations Officer (External)

Tel: +267 395 1863 Ext 1023
Fax: +267 397 2848 / 318 1070
Cell: +267 7479 3864
Email: imbvundula@sadc.int
web:www.sadc.int
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INTERNAL MEMO

INTERNAL MEMO (Arial Bold capitals & centered 12pt)
From:

Position of staff originating memo

To:

Address (Arial 11pt)

cc:

theyudkln
tthryeropd

Ref:

SADC/….

Date:

19th September, 2012

Subject:

hngdt thein nrthaft yudioodm (Arial Bold 11pt)

Uultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim.
Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu.
In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu
pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi.
Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae,
eleifend ac, enim. Aliquam lorem ante.

Nam eget dui. Etiam rhoncus. Maecenas tempus, tellus eget condimentum rhoncus,
sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc,
blandit vel, luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt
tempus. Donec vitae sapien ut libero (Arial 11pt)
Thank you

Name of the officer in full (Arial Bold 11pt)
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LETTERHEAD

SOUTHERN AFRICAN DEVELOPMENT
COMMUNITY SECRETARIAT
Private Bag 0095
Gaborone
Botswana

(mail: registry@sadc.int
Website: www.sadc.int

Telephone:
Telefax:

(267) 3951863
(267) 3972848
(267) 3181070

Member States:
Angola
/HVRWKR
Botswana
Madagascar
Democratic République du Congo

Malawi
Mauritius
Mozambique

Namibia
Seychelles
South Africa

Swaziland
United Republic of Tanzania
Zambia
Zimbabwe

All correspondence should be addressed to the Executive Secretary
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INTERNAL REPORT COVER
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SUMMIT COMMUNIQUÉ COVER

COMMUNIQUÉ OF THE
(first line-Arial Bold capital letters14 pt centred)
37th SUMMIT SADC OF HEADS OF STATE AND GOVERNMENT
LOCATION, MEMBER STATE AND DATE/MONTH/YEAR (Arial Bold
capital letters14 pt)
1. The (Nth) Summit of the Heads of State and Government of the
Southern African Development Community (SADC) was held at
…………………………………..in (location) in the (Member State) on
(Date) (Month), (year)
2. Summit was attended by the following Heads of State and
Government and/or their representatives: list the Heads of State and
Government and their representatives present in the order as follows
a. Heads of State-Monarchy (Kings)
b. Heads of State-Troika
c. Other heads of state in alphabetical order of Member States
d. Prime Ministers in alphabetical order of Member States
e. Ministers in alphabetical order of Member States
f. Ambassadors in alphabetical order of Member States
g. Other representatives in alphabetical order of Member States
3. Summit
was
also
attended
by
Heads
of
Regional/Continental/International
bodies
e.g
H.E.
……………………………., SADC Executive Secretary, H.E.
…………….., President of the African Development Bank and H.E.
…………., Executive Secretary of the United Nations Economic
Commission for Africa etc
4.
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PRESS RELEASE

MEDIA RELEASE (Arial Bold Blue 16pt)
Title: dolor sit amet, consectetuer adipiscing elit. Aenean commodo
ligula eget dolor (Bold Black 14pt)
Date, month, year, place and country of issue: orem ipsum dolor sit amet,
consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum
sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus.
Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat
massa quis enim. Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu.
In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu
SHGH PROOLV SUHWLXP ,QWHJHU WLQFLGXQW &UDV GDSLEXV 9LYDPXV Hlementum semper nisi.
Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae,
eleifend ac, enim. Aliquam lorem ante.
1DP HJHW GXL (WLDP UKRQFXV 0DHFHQDV WHPSXV WHOOXV HJHW FRQGLPHQWXP UKRQFXV
sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc,
blandit vel, luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt
WHPSXV 'RQHF YLWDH VDSLHQ XW OLEHUR YHQHQDWLV IDXFLEXV 1XOODP TXLV DQWH (WLDP VLW
amet orci eget eros faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh.
Donec sodales sagittis magna. Sed consequat, leo eget bibendum sodales, augue velit
cursus nunc,.
(Arial regular 12pt)
Enquiries (Arial bold 12pt)
Name of contact person, position, email and telephone number (Arial bold 12pt)
About SADC (Arial Bold 10pt)

SADC is an organisation of 16 Member States established in 1980. The mission of SADC is to promote
sustainable and equitable economic growth and socioeconomic development through efficient,
productive systems, deeper cooperation and integration, good governance and durable peace and
security; so that the region emerges as a competitive and effective player in international relations and
the world economy (Arial regular 10pt)
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MEDIA ADVISORY

MEDIA ADVISORY (Arial Bold Blue 16pt)
Title: In enim justo, rhoncus ut, imperdiet (Arial Bold Black 14pt)
Context: The Southern Africa Development Community (SADC) Secretariat will in enim
justo, rhoncus ut, imperdiet &UDV GDSLEXV 9LYDPXV HOHPHQWXP VHPSHU QLVL $HQHDQ
vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac,
enim. Aliquam lorem ante, dapibus in, viverra quis. The media is invited to attend as
follows;
When: 'D\'DWH0RQWKDQG<HDUHJTuesday, 31 October 2017, 09:00AM12.30PM
(Arial regular 12pt)
Where: 9HQXHFLW\&RXQWU\HJGrand Palm Hotel, Gaborone, Botswana (Arial regular
12pt)
Who: e.g. 7KH ([HFXWLYH 6HFUHWDU\ RI 6$'&6HFUHWDULDW ZLOO SUHVLGH RYHU WKHODXQFK.
,QYLWHGJXHVWVDUH(8$PEDVVDGRUWR%RWVZDQDDQG6$'&3HUPDQHQW6HFUHWDU\LQ the
0LQLVWU\ RI -XVWLFH 'HIHQFH DQG 6HFXULW\ IRU %RWVZDQD. Also in attendance will be
SADC Secretariat, Government of Botswana officials and media representatives. (Arial
regular 12pt)

Media contacts: (Arial bold 12pt)
Name and position- Public Relations Unit at the SADC Secretariat email
aliquamloremant@sadc.int or telephone +267  ([WHQVLRQ«)
Boilerplate:
About SADC (Arial 10pt)
SADC is an organisation of 16 Member States established in 1980. The mission of SADC is to promote
sustainable and equitable economic growth and socioeconomic development through efficient,
productive systems, deeper cooperation and integration, good governance and durable peace and
security; so that the region emerges as a competitive and effective player in international relations and
the world economy (Arial regular 10pt)
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STANDARD INVITATION
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NOTE PADS

SOUTHERN AFRICAN DEVELOPMENT
COMMUNITY SECRETARIAT

SOUTHERN AFRICAN DEVELOPMENT
COMMUNITY SECRETARIAT
Private Bag 0095
Gaborone
Botswana

A4
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E-mail: registry@sadc.int
Website: www.sadc.int

Telephone:
Telefax:

(267) 3951863
(267) 3972848
(267) 3181070

A4 ENVELOPES
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CORPORATE POSTER APPLICATION

42

APPLICATION WITH OTHER PARTNERS
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APPAREL

NOTE: The list of samples provided in this manual is not exhaustive.
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PROMOTIONAL MATERIALS

NOTE: The list of samples provided in this manual is not exhaustive.
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PROMOTIONAL MATERIALS

NOTE: The list of samples provided in this manual is not exhaustive.
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CONFERENCE MATERIAL

NOTE: The list of samples provided in this manual is not exhaustive.
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LOGO APPLICATION - VARIOUS

NOTE: The list of samples provided in this manual is not exhaustive.
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PARTNER LOGOS

THE SADC PROGRAMME
OF ACTI ON.

Where there are several logos on a publication, showing the partnership with SADC, the SADC
logo should be on top and partner logos below. In case of collaboration with a Member State,
SADC logo and Member State logo should both be on the top of the publication or material.
When used with a partner logo, the SADC logo should always be above the partner logo in a
balanced and aesthetically appealing manner.
NOTE:3DUWQHU/RJRVSURYLGHGDERYHDUHQRWH[KDXVWLYH
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CORPORATE GIFTS AND SPECIAL EVENTS

NOTE: The list of samples provided in this manual is not exhaustive.

Paul Jiva
was awarded
VW3RVLWLRQLQ
WKH&RP
SHWL
at the SADC
Summit held in WLRQ
Pretoria, Sout
h Africa
on the 19th A
ugust 2017
'U6WHUJRPH
QD/7D[
([HFXWLYH6
HFUHWDU\

50

ELECTRONIC APPLICATION
All electronic communications and applications must adhere to the SADC corporate standards
and must apply the logo appropriately.
The logo should appear prominently on all electronic environments. The hex codes will help guide
the exact numbers to replicate the colours.
$OOVWDWLRQHU\DQGFRPPXQLFDWLRQPDWHULDOVKRXOGFRQWDLQWKH6$'&85/7KHZZZVDGFLQWLV
WKHRI¿FLDOLQIRUPDWLRQSRUWDORIWKHRUJDQLVDWLRQLQ(QJOLVK)UHQFKDQG3RUWXJXHVH7KH85/IRQW
should not be smaller than 10pt in any application.
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EMAIL SIGNATURE
The email signature text should appear in black, except where noted. It should contain the name
of staff, position, directorate/ unit/project and Southern African Development Community in Arial
Bold 9point.The postal address (Arial 9 regular). SADC website address, twitter, facebook and
<RX7XEHOLQNVDUHLQDFWLYHEOXHOLQNV $ULDOSWUHJXODU 
7KH6$'&ORJRVKRXOGDSSHDURQDOOHPDLODGGUHVVHV7KHWDJOLQH7RZDUGVD&RPPRQ)XWXUH
should appear on the email in green

GENERAL

Line 1: Name (Mr/Ms/Mrs) and position (Arial Bold 8 blue))
Line 2: Directorate/Uni (Arial Bold 8 blue)
Line 3: Southern African Develolment Community (Arial Bold 8 blue), Plot 54385 New CBD (Arial Regular 8pt)
/LQHPrivate Bag 0095 Gaborone, BOTSWANA| Tel: +267 3_ ([W) (Arial regular 8pt)
/LQHWebsite:www.sadc.int|Twitter: @sadc_news_)DFHERRN:@sadc.int_<RX7XEHyoutube.com/sadc.int
Space
Line 6: Towards a Common Future (Arial 8pt Green)
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POWERPOINT
PowerPoint presentations are used to disseminate information to large audiences as well as
visual support for speeches and discussions.
The following PowerPoint template should be used at all times either for internal or external
presentations. They should use Arial font for titles and the body.
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FLAG GUIDELINES
and lowered last, unless some special protocol
consideration overrides this procedure.

FLAG
$ QDWLRQDO ÀDJ FDUULHV JUHDW V\PEROLVP DQG
patriotic pride. It is a sacred element that binds
man to earth, water and humanity. It is a symbol of
solidarity, inspiration and a common belonging.
It is a visual representation of a nation's history,
personality, aspirations and future. It encodes
the DNA of a nation's sovereign existence. It
KDV WR EH VDQFWL¿HG UHVSHFWHG VDOXWHG DQG
loved.

1R FRXQWU\ ÀDJ VKRXOG EH ÀRZQ KLJKHU WKDQ
or be of a larger size than that of another
FRXQWU\ ZKHQ ÀRZQ LQ WKH VDPH LPPHGLDWH
DUHD &RUSRUDWH DQG RUJDQLVDWLRQDO ÀDJV PD\
EHÀRZQDWWKHVDPHKHLJKWDVDFRXQWU\ÀDJ
,WLVQRWJHQHUDOO\FRQVLGHUHGSURSHUWRÀ\PRUH
WKDQRQHÀDJSHUÀDJSROH
Podium

SADC FLAG PROTOCOL
:KHQ SODFHG ZLWK D SRGLXP WKH ÀDJ VKRXOG
)ODJVVKRXOGEHWUHDWHGZLWKUHVSHFWDQGDUHWR hang directly behind or on a pole to the right of
WKHVSHDNHUIURPWKHSRLQWRIYLHZRIWKHÀDJ
EHÀRZQIURPVXQULVHWRVXQVHWRQO\
On a mast or pole

Half-Mast

:KHQÀRZQKRUL]RQWDOO\RQDÀDJSROHWKHÀDJ
should be oriented so that the canton is closest
WRWKHWRSRIWKHSROH7KHÀDJLVQRWDOORZHGWR
touch the ground.

:KHQ WKH ÀDJ LV GLVSOD\HG DW KDOIVWDII WR
observe solemn occasions at the bequest of
the Head of State, it is customary to raise it all
WKHZD\XSWKHÀDJSROHDQGWKHQORZHULWWRWKH
half way mark. This is also done when lowering
WKHÀDJ

9HKLFOHÀDJ

2QDYHKLFOHRIWKH6$'&([HFXWLYH6HFUHWDU\ Flag and National Anthem
WKHÀDJVKRXOGEHDI¿[HGVHFXUHO\WRWKHIURQW
right of the chassis.
When the National Anthem is played and the
)ODJLVQRWGLVSOD\HGDOOSUHVHQWVKRXOGVWDQG
IDFLQJ WRZDUG WKH PXVLF  :KHQ WKH )ODJ LV
0XOWLSOHÀDJV
displayed, all present should stand at attention,
:KHQÀDJVRIPDQ\QDWLRQVDUHÀRZQWKHÀDJ IDFHWKHÀDJDQGUHQGHUWKHSUHVFULEHGVDOXWH
of the hosting country should be placed on the
left with the rest following in alphabetical order
LQWKHODQJXDJHRIWKHKRVWFRXQWU\7KHÀDJRI
WKH KRVW FRXQWU\ VKRXOG DOZD\V EH UDLVHG ¿UVW
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FLAG SPECIFICATIONS

SADC Flag Etiquette

Outside: )ODJV IRU 0HPEHU 6WDWHV VKRXOG EH Dimensions
hoisted outside the SADC Secretariat building
during working hours according to standard 7DEOH)ODJ[PPRQ7HDNZRRGEDVH
and pole
guidelines above.
Inside: )ODJV IRU 0HPEHU 6WDWHV
WHV VKRXOG
K
EH
EH
displayed inside the building 24 hours a day,
d
seven days a week above the front foyer.
fo
0LQLDWXUH0HPEHU6WDWHVGHVNÀDJVVKRXOGEH
GHVNÀD
VN
VVKRXOG
GLVSOD\HG LQVLGH WKH RI¿FHV
¿FHV RI
RI WKH
KH ([HFXWLYH
([HFXWLY
6HFUHWDU\ DQG WKDW RI WKH
KH 'HSXW\
' XW\ ([HFXWLYH
([HFXWLYH
XW H
Secretaries all the time.
e.

Desk
k Flag:
la 2
200 x 300mm on Teak wood base
and
d pole

Member States Delegation
gation

3ULQW6SHFL¿FDWLRQV
LLQW6S
QV
)8//FRORXU&0<.KDOIWRQHSULQWV
8//
/ FR RXU&
/FR
XU& .KDOI

When the Heads of State
ate and Government
vernm
me
m
en visit
ent
vis t
the SADC Secretariat,, use car pennants
enna
en
nna
ants on
n
WKHLUYHKLFOHVDVZHOODVKRVWFHUHPRQLDOÀDJV
VKRVWF PRQ
V
in the meeting venues.
Ministerial Meetings
0HPEHUV 6WDWHV )ODJV VKRXOG EH GLVSOD\HG
inside and outside ministerial meeting venues.
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6WDQGDUG)ODJPP[PP
QGDUG) JP
Print
Pri
int M
Materia
Material
SRO\HVWHUWH[WLOH



S
[WLOH

SADC FLAG

7KH6$'&,QVWLWXWLRQDO)ODJLVPDLQO\EOXHZLWKDFHQWUHGJUHHQFLUFOHKRVWLQJWKH6$'&ORJRW\SH
in gold.
The blue: symbolizes the sky and oceans which provide water for our common survival. Green:
UHSUHVHQWVWKHUHJLRQ VULFKÀRUDDQGIDXQDDVZHOODVLWVDJULFXOWXUDOSRWHQWLDO*ROGGHSLFWVWKH
region's abundant mineral wealth.
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SADC MEMBER STATES FLAGS

Namibia

Union of Comoros
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ANGOLA

7KH$QJROD1DWLRQDO)ODJLVGLYLGHGLQWRWZRHTXDOKRUL]RQWDOEDQGVRIUHGRQWRSDQGEODFNEHORZ
ZLWKDFDQWHUHG\HOORZHPEOHPFRQVLVWLQJRID¿YHSRLQWHGVWDUZLWKLQKDOIDFRJZKHHOFURVVHGE\
a machete (in the style of a hammer and sickle).
The red symbolises the blood shed by the Angolans during the struggles for the independence
OLEHUW\ ZKLOHWKHEODFNV\PEROLVHVWKH$IULFDQFRQWLQHQW7KHV\PERODWWKHFHQWUHLV¿YHSRLQWHG
star and a cogwheel by a style of a machete, which symbolises the workers.
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BOTSWANA

7KH%RWVZDQD1DWLRQDO)ODJFRQVLVWVWZRHTXDOEDQGVRIEOXHWZRHTXDOEDQGVRIZKLWHDQGRQH
band of black. Blue symbolises rain and the country's reliance on water. Black and white stands
for character of the society in Botswana where there is racial harmony
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THE UNION OF COMOROS

7KH ÀDJ IRU WKH 8QLRQ RI &RPRURV FRQVLVWV RI D ZKLWH FUHVFHQW ZLWK IRXU ZKLWH VWDUV LQVLGH RI
DJUHHQWULDQJOH7KHÀDJKDVIRXUVWULSHVUHSUHVHQWLQJIRXULVODQGVRIWKHQDWLRQ\HOORZLVIRU
0RKpOLZKLWHLVIRU0D\RWWH FODLPHGE\&RPRURVEXWDGPLQLVWHUHGE\)UDQFH UHGLVIRU$QMRXDQ
and blue is for Grande Comore. The star and crescent symbol stands for Islam, which is the
nation's major religion.

186 C

White

363 C

123 C
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285 C

THE DEMOCRATIC REPUBLIC OF CONGO (DRC)

7KH)ODJRIWKH'HPRFUDWLF5HSXEOLFRI&RQJR '5& LVVN\EOXH¿HOGGLYLGHGGLDJRQDOO\IURP
WKHORZHUKRLVWFRUQHUWRXSSHUÀ\FRUQHUE\DUHGVWULSHERUGHUHGE\WZRQDUURZ\HOORZVWULSHVD
\HOORZ¿YHSRLQWHGVWDUDSSHDUVLQWKHXSSHUKRLVWFRUQHU
7KHEOXHLQWKHÀDJV\PEROLVHVSHDFHUHGUHSUHVHQWVWKHEORRGRIWKHFRXQWU\¶VPDUW\UV\HOORZ
PHDQVWKHFRXQWU\¶VZHDOWKDQGWKHVWDUVLJQL¿HVDUDGLDQWIXWXUHIRUWKHFRXQWU\
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LESOTHO

7KH/HVRWKR1DWLRQDO)ODJKDVWKUHHKRUL]RQWDOVWULSHVRIEOXH WRS ZKLWHZLWKWKH%DVRWKR+DWRU
Mokorotlo (middle) and green at the bottom.
7KH FRORXU EOXH VLJQL¿HV UDLQ RU ZDWHU ZKLWH VWDQGV IRU SHDFH EODFN UHSUHVHQWV WKH $IULFDQ
%DVRWKRJUHHQVLJQL¿HVYHJHWDWLRQDQGSURVSHULW\&HQWHUHGLQWKHZKLWHVWULSHLVDEODFN%DVRWKR
hat which is the national symbol representing the indigenous people.
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MADAGASCAR

7KH 0DGDJDVFDU 1DWLRQDO )ODJ KDV WZR HTXDO KRUL]RQWDO EDQGV RI UHG WRS  DQG JUHHQ ZLWK D
vertical white band of the same width on hoist side; by tradition, red stands for sovereignty, green
for hope, and white for purity.
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MALAWI

7KH0DODZL1DWLRQDO)ODJLVPDGHXSRIWKUHHHTXDOKRUL]RQWDOEDQGVRIUHGEODFNDQGJUHHQZLWK
a red half sun on the black band. The colour black represents the native peoples; red symbolises
the bloodshed in their struggle for freedom, and green is the colour of nature.
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MAURITIUS

7KH0DXULWLXV1DWLRQDO)ODJKDVIRXUHTXDOKRUL]RQWDOEDQGVRIUHG WRS EOXH\HOORZDQGJUHHQ
5HG UHSUHVHQWV WKH EORRGVKHG GXULQJ WKH VWUXJJOH IRU ,QGHSHQGHQFH EOXH V\PEROLVHV ,QGLDQ
Ocean surrounding the Island nation, yellow has been interpreted as the new light of Independence
shining over the Island, golden sunshine, or the bright future, and green represents agriculture
and the lush green vegetation of the island that is endemic to the Island throughout the year.
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MOZAMBIQUE

7KH0R]DPELFDQ1DWLRQDO)ODJLVFRPSRVHGRIWKUHHHTXDOKRUL]RQWDOEDQGVRIJUHHQ WRS EODFN
and yellow which are separated by two thin white stripes. A red isosceles triangle based on the
KRLVWVLGHFRQWDLQVDFDQWHUHGJROGHQ¿YHSRLQWHGVWDUEHDULQJDZHDSRQDQGKRHWKDWFURVVHDFK
other in black and superimposed on an open white book.
7KHUHGV\PEROLVHVWKHUHVLVWDQFHRIIHUHGWRFRORQLDOLVPWKHQDWLRQDO¿JKWIRU,QGHSHQGHQFHDQG
GHIHQFHRIVRYHUHLJQW\EODFNUHSUHVHQWVWKH$IULFDQ&RQWLQHQWJUHHQUHÀHFWVWKHIHUWLOLW\RIWKH
soil; golden yellow symbolizes the mineral wealth of subsoil; and white symbolises peace. The
6WDUUHSUHVHQWVWKHVROLGDULW\EHWZHHQSHRSOHWKHZHDSRQ$.V\PEROL]HVWKH1DWLRQDO)LJKW
for Independence, defence and vigilance of the Mozambican territory. The open book stresses
WKHLPSRUWDQFHRIHGXFDWLRQDVWKHEDVLVIRUGHYHORSLQJWKHFRXQWU\DQG¿QDOO\WKHKRHUHSUHVHQWV
agriculture.
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NAMIBIA

7KH1DWLRQDO)ODJIRU1DPLELDLVUHFWDQJXODUZLWKWKHFRORXUVDUUDQJHGGLDJRQDOO\DFURVVLW7KH
WRSOHIWKDQGWULDQJOHLVEOXHWKHFHQWUHEDQGUHGDQGWKHERWWRPULJKWKDQGWULDQJOHLVJUHHQ7KH
colours are separated by narrow white bands. On the blue triangle is a golden sun with twelve
triangular rays. The rays are separated from the golden centre by a blue ring.
The sun symbolises life and energy. The colour gold represents warmth and the colour of our
plains and the Namib Desert. Blue symbolises the Namibian sky, the Atlantic Ocean, our marine
resources and the importance of rain and water. Red represents the Namibia people, their heroism
and determination to build a future of equal opportunities for all. White refers to peace and unity.
*UHHQV\PEROLVHV1DPLELD¶VYHJHWDWLRQDQGDJULFXOWXUDOUHVRXUFHV
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SEYCHELLES

7KH 6H\FKHOOHV 1DWLRQDO )ODJ KDV ¿YH REOLTXH EDQGV RI EOXH KRLVW VLGH  \HOORZ UHG ZKLWH
and green (bottom) radiating from the bottom of the hoist side; the oblique bands are meant to
symbolize a dynamic new country moving into the future.
Blue represents sky and sea that surrounds the islands, yellow represents the sun which gives
OLIHDQGOLJKWUHGVLJQL¿HVWKHGHWHUPLQDWLRQRIWKHSHRSOHWRZRUNIRUWKHIXWXUHLQXQLW\DQGORYH
white stands for social justice and harmony, green represents the land and natural environment.
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SOUTH AFRICA

7KHSURSRUWLRQRIWKH6RXWK$IULFDÀDJLVWUDFHGDV7ZRKRUL]RQWDOEDQGVRIFRORUVZLWKHTXDO
breadth are divided by a green middle strip which is surrounded by white and breaks into a
SDUDOOHO<7KHKRUL]RQWDOEDQGVDUHWLQJHGZLWKUHGRQWKHXSSHUVLGHZKLOHEOXHRQWKHXQGHUVLGH
RIWKH6RXWK$IULFDQ)ODJ2QWKHOHIWKDQGVLGHRIWKHÀDJWKHUHLVDEODFNV\PPHWULFDOWULDQJOH
which is sketched in yellow.
7KHFRORXUVRIWKH6RXWK$IULFDQÀDJGRQRWUHDOO\KDYHRI¿FLDOV\PEROLFPHDQLQJV7KH6RXWK
$IULFDQÀDJLVIXQGDPHQWDOO\GHULYHGRISUHYLRXV6RXWK$IULFDQÀDJVDQGWKHSDVWFRQQRWDWLRQVRI
WKHVKDGHV%ODFNJROGDQGJUHHQZKLFKZHUH¿UVWLQFRUSRUDWHGLQWR6RXWK$IULFDQQDWLRQDOÀDJV
LQWKHWKFHQWXU\DOVRIHDWXUHSURPLQHQWO\LQWKHÀDJVRIWKHOLEHUDWLRQPRYHPHQWV+RZHYHU
WKHJUHHQSDOO WKH<VKDSH LVFRPPRQO\LQWHUSUHWHGWRPHDQWKHKDUPRQ\DQGXQL¿FDWLRQRIWKH
various ethnic groups and the moving forward into a new united South Africa.
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SWAZILAND

7KH1DWLRQDO)ODJRI6ZD]LODQGFRPSULVHVWKUHHKRUL]RQWDOEDQGVRIEOXH WRS UHG WULSOHZLGWK 
and blue; the red band is edged in yellow; cantered in the red band is a large black and white
shield covering two spears and a staff decorated with feather tassels, all placed horizontally.
Blue stands for peace and stability, red represents battles of the past, and yellow the mineral
and natural resources of the country. The shield, spears, and staff symbolize protection from the
country's enemies, while shield is black and white portraying peaceful coexistence of the black
and white people in Swaziland.

Pantone
299C

Pantone
108C

Pantone
032C

Brown Pantone
463C
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Pantone
Cool Grey 10C

TANZANIA

7KH1DWLRQDO)ODJRI7DQ]DQLDLV*UHHQ*ROG%ODFNDQG%OXH7KHÀDJLVGLYLGHGGLDJRQDOO\E\
DJROGHQHGJHGEODFNEDQGIURPWKHORZHUKRLVWVLGHFRUQHUWRWKHWRSHGJHRIWKHÀ\7KHXSSHU
triangle (hoist side) is green and the lower triangle is blue.
Green represents the natural vegetation and land of the country, gold shows the rich mineral
wealth, black represents the people, and blue is the country's many lakes and rivers, as well as
the Indian Ocean.
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ZAMBIA

7KH1DWLRQDO)ODJRI=DPELDKDVDJUHHQEDFNJURXQGZLWKDFROXPQRIWKUHHYHUWLFDOVWULSHVLQ
UHGEODFNDQGRUDQJHRQWKHULJKWKDQGFRUQHURIWKHÀDJ7KHRUDQJHHDJOHZKLFKLVWKHQDWLRQDO
symbol of Zambia is located above the three columns.
The green backdrop stands for natural resources. The black represents its populace, the orange
VWULSHV\PEROL]HVWKHPLQHUDOZHDOWKDQGUHGVLJQL¿HVWKHEORRGVKHGLQWKH¿JKWIRU,QGHSHQGHQFH
7KHHDJOHRQWKHÀDJLVWKHQDWLRQDOV\PERORI=DPELD
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ZIMBABWE

7KH1DWLRQDO)ODJRI=LPEDEZHKDVVHYHQHTXDOKRUL]RQWDOEDQGVRIJUHHQ\HOORZUHGEODFN
red, yellow, and green with a white isosceles triangle edged in black with its base on the hoist side.
$\HOORZ=LPEDEZHELUGLVVXSHULPSRVHGRQDUHG¿YHSRLQWHGVWDULQWKHFHQWHURIWKHWULDQJOH
The green colour represents the country's vegetation and agriculture, as well as its boundless
HQHUJLHVDQGSRWHQWLDOIRUJURZWK<HOORZVWDQGVIRUDEXQGDQWPLQHUDOZHDOWKUHGVLJQL¿HVWKH
blood spilt for the liberation of the country. Black represents the majority indigenous people, white
symbolises peace and tranquillity that prevails in the country.
7KH6WDUVLJQL¿HVVRDULQJDPELWLRQKRSHVERXQGOHVVDVSLUDWLRQVDQGFRQ¿GHQFHLQDVHOIPDGH
IXWXUH,WVUHGFRORXUUHPLQGVWKHQDWLRQRIWKHHQRUPRXVVDFUL¿FHVPDGHWRDFKLHYHIUHHGRPDQG
independence, readiness to defend the country. The Zimbabwe Bird symbolises the proud past,
DPELWLRQDQGRXUMHDORXVJXDUGRIRXUKDUGZRQLQGHSHQGHQFH
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SADC TABLE OF PRECEDENCE

Introduction
The Table of Precedence is the description of the order of protocol to be accorded to dignitaries
in accordance with internationally accepted standards in observance of set customs, regulations,
diplomatic formality, precedence and etiquette.
Institutional Tables of Precedence outline
ine the precedence
precedenc accorded each dignitary in accordance
with a set priority as determined byy the nation
o or institution.
tio
The SADC Table of Precedence
ence
e ssets out the precedence SADC shall accord to dignitaries during all
its engagements be it at Headquarters
or SADC events elsewhere. It standardises
precedence, thus
d
st
creating common grounds
ds of accepted
pted codes
code of conduct
duct and ceremony,
ceremony thus, preventing offensive
mistakes that could be made
off set standards.
a in the
he
e absence o
sta
andards.
andards
Scope of the SADC Table o
of Precedence
eceden
cedence
The SADC Table of Precedence
and codes governing
SADC diplomatic
recedence is the basis
ba
asi
sis
is for
fo
or protocol,
pr
pro
ro ccol, rules
ru
gov
engagements, SADC policy
hierarchical
protocol.
oli meetings,
ting ceremonies
tings
cere
ere
e onies
emo
e and
nd institutional
n
ins utio
hierarch
It sets the order and precedence to
high level visits to
o be
e observed
ob rve
ed during
during
ring all SADC gatherings,
ri
gathe
SADC Headquarters and
at SADC
including
nd general protocol
roto
rotoc
ADC
DC
C Headquarters
H
Head
includin to institutional dignitaries
ERWKDWWKHRI¿FHRUZKHQWUDYHOOLQJDZD\IURP+HDGTXDUWHUVLQWKHIROORZLQJDUHDV
QWUDYHOOLQJDZD\IURP+HDGTXDUWHUVLQWKHIROORZ
JDZ
DGT
DGTX
I
$UULYDORIGLJQLWDULHVDQGWKHLUGHSDUWXUHVIURP6$'&FHUHPRQLHVHYHQWVDQGIXQFWLRQV
HLUGHSDUWXUHVIURP6$'&FHUHPRQLHVH
HSD
6HDWLQJDWDOO6$'&RI¿FLDOSXEOLFDQGSULYDWHFHUHPRQLHVJUDFHGZLWKWKHSUHFHGHQFHRIGLJQLWDULHV
DQGSULYDWHFHUHPRQLHVJUD
Y
FH
QLH
6DOXWDWLRQVGXULQJ6$'&RI¿FLDOFHUHPRQLHVDQGIXQFWLRQV
6HUYLQJPHDOVDWIRUPDOGLQQHUVDQGDWEXIIHWPHDOV
'LJQLWDULHVYLVLWLQJ6$'&+HDGTXDUWHUV
7R6$'&LQVWLWXWLRQDOGLJQLWDULHVDWWKHRI¿FHDQGRQPLVVLRQV
$FFUHGLWDWLRQRIGLJQLWDULHVIRU6$'&PHHWLQJVDQGHYHQWV
NOTE: Supportive Parameters of the SADC Table of Precedence are that, at all times take cognisance
of the local Table of Precedence of a SADC Member State hosting a SADC high level event.
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SADC ORDER OF PRECEDENCE
Generally, the SADC Precedence is observed in accordance with the hierarchy of SADC Institutions
and in recognition of hierarchies of international, continental and regional institutions such as
WKH8QLWHG1DWLRQVDQGWKH$IULFDQ8QLRQDQGLWV5HJLRQDO(FRQRPLF&RPPXQLWLHV 5(&V 7KH
application vary from one activity to another within the broader categories outlined above. The
precedence is thus as follows:
7KHFXUUHQW6$'&&KDLUSHUVRQE\YLUWXHRIEHLQJWKHKLJKHVW6$'&RI¿FHEHDUHULVDWWKHWRSRIWKH
E\YLUWXHRIEHLQJWKHKLJKHVW6$'&
6
SADC Table of Precedence.
7KHQH[WSRVLWLRQLVIRUWKHFXUUHQW&KDLUSHUVRQRIWKH6$'&2UJDQRQ3ROLWLFV'HIHQFHDQG6HFXULW\
HFXUUHQW&KDLUSHUVRQRIWKH6$'&2UJDQRQ3R
UU
KDLUSHUVR
$'&2U
Cooperation, followed by the
he Deputy Chairperson of SADC
C and the Deputy
D
y Chairperson
Ch
C
of the Organ.
7KH6$'&3UHFHGHQFHLVVHWZLWKLQWKHLQWHUQDWLRQDOO\DFFHSWHGVWDQGDUGVWKDWPRQDUFKVUXOHVVXSUHPH
LVVHWZLWKLQWKHLQWHUQDWLRQDOO\DFFHSWHGVWDQGDUGVWKDW
WKHLQWHUQDWLR
QDWLRQ
QDOO\DF
O\DFFFFH
HSWH
$VVXFKD.LQJZKRLVDOVRD+HDGRI6WDWHDQG*RYHUQPHQWLVQH[WRQWKH7DEOHRI3UHFHGHQFH
OVRD+HDGRI6WDWHDQG*RYHUQPHQWLVQH[WRQWKH7DEO
I6WDWH DQG*R
DQG*
*RYH
H P
PHQ
Q
QWL
QWLV
3UHFHGHQFHLVDFFRUGHGWRWKHUHVWRI6$'&+HDGVRI6WDWHDQG*RYHUQPHQWLQRUGHURIWKHLUDVFHQGDQFH
GWRWKHUHVWRI6$'&+HDGVRI6WDWHDQG*RYHUQPHQWLQR
'&+HD
& DGVR
&
DGVR
R D
DWHDQ
WRRI¿FHDV+HDGRI6WDWHDQG*RYHUQPHQWLQWKHLUUHVSHFWLYHFRXQWULHV,QWKLVUHJDUGWKHORQJHVWVHUYLQJ
HDQG*RYHUQPHQWLQWKHLUUHVSHFWLYHFRXQWULHV,QWKLVUHJ
WLLQWK
WK UUHVV FFWLYH
WKHLU
H
HF
deemed as the most senior.
iorr
5HSUHVHQWDWLYHVRI+HDGVRI6WDWHDQG*RYHUQPHQWQRWSUHVHQWLQSHUVRQHYHQLIWKHLU+HDGVRI6WDWH
GVRI6WDWHDQG*RYHUQPHQWQRWSUHVHQWLQSHUVRQHY
QG
G*R
*RYHU PHQ
*RYHUQ
HQWQ SUHV
S VHQW
DQG*RYHUQPHQWKDYHEHHQORQJHULQRI¿FHDUHQH[WLQOLQH
HQORQJH
I¿FH
[WLQ
LQOLQ
QH
&KDLUSHUVRQRIWKH$IULFDQ8QLRQ&RPPLVVLRQ
$8& ZKRVHRI¿FLDOSRVLWLRQLVDWWKHOHYHORID+HDGRI
8QLRQ&RPPLVVLRQ
RQ RPP
ZKRVHRI¿FLDOSRVLWLRQ
ZK
RV
State and Government when present
in person is next.
es
8QLWHG1DWLRQV8QGHU6HFUHWDU\*HQHUDOIRUWKH(FRQRPLF&RPPLVVLRQIRU$IULFD
(&$ ZKHQSUHVHQWLQ
*HQHUDOIRUWKH(FRQRPLF&RPPLVVLRQ
HUD
person.
3UHVLGHQWRIWKH$IULFDQ'HYHORSPHQW%DQN $I'% ZKHQSUHVHQWLQSHUVRQ
ZKHQ S
&KDLUSHUVRQRIWKH6$'&&RXQFLORI0LQLVWHUV
7KH([HFXWLYH6HFUHWDU\RI6$'&
&DELQHW0LQLVWHUVDW6$'&HYHQWVVXFKDVPHHWLQJVRIWKH6$'&&RXQFLORI0LQLVWHUVDQGVHFWRUDO
clusters ministerial meetings are also covered by the Table of Precedence on the basis of positions they
KROGDV6$'&RI¿FHEHDUHUV
0HPEHUVRIWKH'LSORPDWLF&RUSV
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APPLICATION OF THE SADC ORDER OF PRECEDENCE
The SADC Table of Precedence shall be applied as follows:
Arrival of dignitaries and their departures from SADC ceremonies, events and functions
YH 6HFUHWDU\
DU\ ZKR ZLOO WKHQ
WKH UHFHLYH
UHF
 )LUVW WR DUULYH LV WKH ([HFXWLYH
WKH KRVW +HDG RI 6WDWH DQG
Government.
WH DQG
DQ *RYHUQPHQW
YHUQPH
G E\ WKH
W
([HFXW
7KH KRVW +HDG RI 6WDWH
DVVLVWHG
([HFXWLYH
6HFUHWDU\ UHFHLYHV WKH
utlined above
ab
w
dignitaries in reverse order of precedence as outlined
with
the international invited
VWIROORZHGE\WKHUHSUHVHQWDWLYHVRI+HDGVRI6WD
IR
GE\WKHUHSUH
E\WKHUHSUH
HVHQWDWWLYHVRI+H
H
H
HV
GLJQLWDULHVDUULYLQJ¿UVWIROORZHGE\WKHUHSUHVHQWDWLYHVRI+HDGVRI6WDWHDQG*RYHUQPHQWZKR
rson and the
he ones
on present
presssent in person
pe
e
ers
erso
accordanc with their ascendance
are not present in person
in accordance
HZKRDVFHQGHGHDUOLHVWDUULYLQJWKLUGODVWIROORZHG
QGHGHDU
GHGHDU
HDUOLHVW
DUOLHVW
VWD
D YYLQJ
J
JWK
WRRI¿FHZLWKWKHRQHZKRDVFHQGHGHDUOLHVWDUULYLQJWKLUGODVWIROORZHGE\WKHPRQDUFKVWKH
th Organ
Org
Orga
O ga
a and
a d the
th current Chairperson
Chairp
Deputy Chairperson of SADC and off the
of the Organ as
AD Chairperson
rpe
p so
on arriving
a
arrivving
g last.
sst.
second last and the SADC
he incumbent
nt has
h s taken
take over
ov the
e SADC
SA
ADC Chairpersonship
Chairperson
C
This rule changes if the
from a predecessor
s/her country
ry or
o when the
e Head
H
Go
as Head of State in his/her
of State and Government
is represented
rson.
when not present in person.
RUGHULVUHYHUVHGZLWKWKH&KDLUSHUVRQ
U V
$WGHSDUWXUHVWKHDUULYDORUGHULVUHYHUVHGZLWKWKH&KDLUSHUVRQGHSDUWLQJ¿UVWXSXQWLOWKHRQH
ZKRDUULYHG¿UVWGHSDUWVODVW

NB: /RFDOSUHFHGHQFHLVWDNHQLQWRFRQVLGHUDWLRQWRFDWHUIRUWKHELODWHUDOKLHUDUFKLHVREWDLQLQJ
between a Member State hosting a SADC event and a particular Member State or institution from
where such a dignitary hails.
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SEATING AT SADC OFFICIAL, PUBLIC AND PRIVATE CEREMONIES GRACED WITH THE
PRESENCE OF DIGNITARIES
+HDG7DEOHVLWWLQJDWRI¿FLDOFHUHPRQLHV
'XULQJ6$'&FHUHPRQLHVVXFKDVWKHRI¿FLDORSHQLQJDQGFORVLQJRI6XPPLW6$'&+HDGVRI
State and Government sit at the Head Table from centre to periphery both to the left and right of
the current SADC Chairperson.
7KH6$'&&KDLUSHUVRQVLWVDWWKHFHQWUHDQGLVÀDQNHGE\6$'&([HFXWLYH6HFUHWDU\ (6 WR
the left and the Chairperson of the SADC Council of Ministers to the right. The Incoming SADC
&KDLUSHUVRQWKH&KDLUSHUVRQRIWKH2UJDQDQG,QFRPLQJ&KDLUSHUVRQRIWKH2UJDQÀDQNVWKH&KDLU
RQERWKVLGHVDQGWKH.LQJLVQH[WIROORZHGE\UHVWRIWKH+HDGVRI6WDWHDQG*RYHUQPHQWRQERWK
VLGHVLQRUGHURIWKHLUDVFHQGDQFHWRRI¿FHLQWKHLUUHVSHFWLYHFRXQWU\¶V6WDWHDQG*RYHUQPHQW
Presidents

King
(Head of State)

SADC
Executive
Secretary

SADC
Chairperson

Chair of
Council

Representatives
/Leader of
Delegation

Heads of
Instituations

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates

Delegates
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Heads of State and Government not present in person sit to the periphery in order of their seniority
for instance if the one representing is a vice president or a prime minister, they will sit closer to
centre while ministers will be allocated seats further from the centre in the alphabetical order of
WKH(QJOLVKQDPHVRIWKHLU0HPEHU6WDWHV
:KHQSUHVHQWLQSHUVRQWKH81(&$8QGHU6HFUHWDU\*HQHUDO&KDLUSHUVRQRIWKH$IULFDQ8QLRQ
Commission and the President of the African Development Bank occupy the periphery of the High
7DEOH7KLVLVE\YLUWXHRIWKHLUEHLQJLQYLWHGGLJQLWDULHVIURPLQWHUQDWLRQDOERGLHVDQGWKHLURI¿FHV
hold statuses of Heads of State and Government. The President of the SADC Tribunal also sits at
the Head table. This precedence is not applicable when they are not present in person.
6XPPLWFORVHGVHVVLRQ
The venue of the Summit
deliberations is set up in a U
format with all Member States
arranged in alphabetical order.
(DFK +HDG RI 6WDWH DQG
Government
or
his/her
representative occupy the front
seat while members of his/her
delegation sit behind him/her.
The number of delegates into
the closed session is one plus
ten (1+10), according to the
approved minimum standards
as shown in the diagram.
The Chairperson sits at the
Head table allocated at the
top of the U on an elevated
platform (where possible) and
LVÀDQNHGE\WKH&KDLUSHUVRQRI
the SADC Council of Ministers
DQG WKH 6$'& ([HFXWLYH
Secretary.

The above sitting plan can be used for the Closed Session
as well as the Opening and Closing Ceremonies of the SADC
Summit of Heads of State and Government considering space
and other factors as determined by the Host Member State
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6DOXWDWLRQVGXULQJ6$'&RI¿FLDOFHUHPRQLHVDQGIXQFWLRQV








9.
10.

12.




16.
17


+(6$'&&KDLUSHUVRQ
+(&KDLUSHUVRQRIWKH6$'&2UJDQRQ3ROLWLFV'HIHQFHDQG6HFXULW\&RRSHUDWLRQ
+0.LQJ
+(+HDGVRI6WDWHDQG*RYHUQPHQW
+()RUPHU+HDGVRI6WDWHDQG*RYHUQPHQW
+()LUVW6SRXVHV
+(&KDLUSHUVRQRIWKH$IULFDQ8QLRQ&RPPLVLRQ
+(81(&$8QGHU6HFUHWDU\*HQHUDO
President of the African Development Bank
Honourable Chairperson of SADC Council of Ministers
+(6$'&([HFXWLYH6HFUHWDU\
Hon. Ministers
+(&(2VRI,QWHUQDWLRQDORUJDQLVDWLRQV
+(0HPEHUVRIWKH'LSORPDWLF&RUSV
6HQLRU2I¿FLDOVIURP6$'&0HPEHU6WDWHV
6$'&6HFUHWDULDW0DQDJHPHQW 6WDII
Distinguished Delegates;
Members of the Press Corps;
/DGLHVDQG*HQWOHPHQ

/XQFKHRQVDQG%DQTXHWV
At other events such as luncheons and banquets, whether hosted by the SADC Chairperson or
WKHKRVW+HDGRI6WDWHDQG*RYHUQPHQWWKHKRVW¶VRUGHURISUHFHGHQFHDSSOLHV
At special events such as concerts or other performances, the Heads of State and Government
shall occupy the most prominent positions in the venue.
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&HUHPRQLDODQGWDEOHÀDJV
'XULQJWKHRI¿FLDORSHQLQJFHUHPRQLHVFHUHPRQLDOVL]HGÀDJVRIDOO6$'&0HPEHU6WDWHVDUH
hoisted behind the Head table in accordance with the sitting arrangement at the Head table with
WKH6$'&ÀDJULJKWEHKLQGWKH6$'&&KDLUSHUVRQDQGWKHQDWLRQDOÀDJRIWKH6$'&&KDLUSHUVRQ¶V
country more towards the Chairperson of the SADC Council of Ministers who is usually from the
0HPEHU6WDWHRIWKH,QFRPLQJ6$'&&KDLUSHUVRQ7KHVDPHDSSOLHVWRWKHWDEOHÀDJV
)RUPDOGLQQHUVDQGEXIIHW
At formal dinners and luncheons the most senior sits at the table designated as head table even
ZKHQWKHUHLVQRKLJKWDEOHDVVXFK,WLVWKLVWDEOHWKDWLVVHUYHG¿UVWVWDUWLQJZLWKWKHPRVWVHQLRU
and the others follow in the order of set precedence. The same applies at buffets, where such a
table starts eating, with the most senior serving themselves in the order of the set precedence.
The most important guest sits to the right hand side of the host/ess
COMMUNICATING OUTCOMES OF SADC MEETINGS
Outcomes of SADC meetings are summarized and made available to the public and the media
through a &RPPXQLTXHPHGLDEULH¿QJ and a Press Release.
6$'&6XPPLW2XWFRPHV
Outcomes of the SADC Summit of Heads of State and Government are disseminated to the
public and media WKURXJK D FRPPXQLTXH DQG SUHVV EULH¿QJ FDOOHG SRVWVXPPLW PHGLD
EULH¿QJ which is issued immediately after the meeting. Summit includes the Ordinary Summit,
([WUD2UGLQDU\6XPPLW7URLNDDQG'RXEOH7URLND6XPPLWV7KH6$'&&RPPXQLTXHLVGHWDLOHG
and contains the key bulleted decisions made by the Heads of State and Government at the
meeting.
2XWFRPHVRIRWKHU6$'&VWDWXWRU\PHHWLQJV
Outcome of all other SADC Statutory meetings are publicized through a Press Release which is
issued immediately at the end of the Statutory meeting such as the Council of Ministers meeting,
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Sector Ministerial Meetings and technical meetings. The Press Release contains a summary of
key decisions agreed upon at the meeting.
6$'& DOVR FRQGXFWV SUHVV EULH¿QJV DIWHU WKH &RXQFLO RI 0LQLVWHUV PHHWLQJ WKLV LV FDOOHG 3RVW
&RXQFLO3UHVV%ULH¿QJRU3UH6XPPLW3UHVV%ULH¿QJLILWLVIROORZHGE\6XPPLW 

DIGNITARIES VISITING SADC HEADQUARTERS
The Chairperson of SADC
7KH6$'&&KDLUSHUVRQXQGHUWDNHVDQRI¿FLDOYLVLWWRWKH6$'&6HFUHWDULDWRI¿FHDWOHDVWRQFH
during his/her tenure to familiarize with the operations of the SADC Secretariat. As a tradition,
during the visit the Chairperson undertakes to address staff of the Secretariat. During such a visit
the following practices apply:
7KH6HFUHWDULDWUROOVRXWDUHGFDUSHWIRUWKH6$'&&KDLUSHUVRQRQKLVKHURI¿FLDOYLVLWWRWKH
Secretariat.
0HWE\WKH([HFXWLYH6HFUHWDU\DQGWKH0DQDJHPHQW7HDPLQIURQWRIWKH6$'&+HDGTXDUWHUV
building
7KUHHDQWKHPVDUHVXQJGXULQJRI¿FLDOFHUHPRQLHVDWWKH6HFUHWDULDWLQWKLVRUGHUKRVW0HPEHU
State of the Secretariat (Botswana), the Member State of the Chairperson and lastly, the SADC
anthem.
7KUHHDQWKHPVDUHVXQJDWWKHHQGRIWKHFHUHPRQ\LQWKHUHYHUVHRUGHUDVIROORZVWKH6$'&
anthem, the Member State of the Chairperson and host Member State of the Secretariat (Botswana)

Other Heads of State and Government or International Dignitaries visiting SADC Secretariat
+HDGVRI6WDWHDQG*RYHUQPHQW)RUPHU+HDGVRI6WDWHVRU,QWHUQDWLRQDOGLJQLWDULHVDWWKHOHYHO
of Head of State and Government, such as AU Commission Chairperson, UN Secretary General
DQG3UHVLGHQWRIWKH$I'%DUHPHWE\WKH([HFXWLYH6HFUHWDU\DQGWKH0DQDJHPHQW7HDPLQIURQW
of the SADC Headquarters building.
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ICT REQUIREMENTS FOR HOSTING SADC MEETINGS

7KHGLDJUDPEHORZVXPPDULVHVRI¿FHVDQGHTXLSPHQWUHTXLUHGIRUKLJKOHYHOVWDWXWRU\
PHHWLQJV5HTXLUHPHQWVIRUWHFKQLFDOPHHWLQJVPD\EHIHZHUEXWVSHFL¿FDWLRQVUHPDLQWKH
same for selected items.
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Cabinet Ministers, Heads of Diplomatic Missions and other International dignitaries are met by the
6$'&+HDGRI3URWRFRO FXUUHQWO\SHUIRUPHGE\6HQLRU3XEOLF5HODWLRQV2I¿FHU DQGXVKHUHGWR
WKH([HFXWLYHÀRRUZKHUHWKH\DUHUHFHLYHGE\WKH([HFXWLYH6HFUHWDU\LQWKH([HFXWLYH/RXQJH
ADDRESS BY INVITED GUEST TO SADC SUMMIT
,IDKHDGRIDFRQWLQHQWDOLQVWLWXWLRQVXFKDV$IULFDQ8QLRQ$I'%DQG81(&$LVLQYLWHGWRDWWHQG
SADC Summit of Heads of State and Government, the following standard practices apply;
7KHKHDGVRIWKHLQVWLWXWLRQLVJLYHQVSDFHWRWKHOHIWRIWKH+LJK7DEOH
,IWKHKHDGLVUHTXHVWHGWRDGGUHVVWKH6$'&6XPPLWRI+HDGV6WDWHDQG*RYHUQPHQWKHVKH
is allocated a maximum of ten (10) minutes to deliver his/her speech
,IWKHKHDGLVQRWSUHVHQWLQSHUVRQDWWKH6XPPLWKLVKHUUHSUHVHQWDWLYHPD\DWWHQGEXWQRW
accorded the platform to address the Summit.
ANTHEMS AT SUMMIT
At the opening ceremony of the SADC Summit of Heads State and Government, the national
DQWKHPRIWKHKRVW0HPEHU6WDWHLVWKH¿UVWWREHVXQJIROORZHGE\WKH6$'&DQWKHP$WWKH
FORVLQJFHUHPRQ\RIWKH6XPPLWWKH6$'&DQWKHPLVWKH¿UVWWREHVXQJIROORZHGE\WKHDQWKHP
of the host Member State.
ACCREDITATION OF VVIPS FOR SADC MEETINGS AND EVENTS.
All high level dignitaries seating at the High or Head Table during SADC ceremonies and the
([HFXWLYH  6HFUHWDU\ DUH DFFUHGLWHG ZLWK D JROGHQ ODSHO EDGJH 7KLV LV GRQH E\ WKH 6$'&
Secretariat Protocol.
The badge is pinned on the dignitaries on arrival, Heads of State and Government in the Holding
5RRPEHIRUHWKH\SURFHHGLQWRWKH6XPPLWRI¿FLDORSHQLQJFHUHPRQ\
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SADC INSTITUTIONAL DIGNITARIES AT THE OFFICE AND ON MISSIONS, THUS, SADC
EXECUTIVE SECRETARY AND DEPUTY EXECUTIVE SECRETARIES
VISITORS: Protocol services to dignitaries visiting the Institutional dignitaries as well as when
they are hosting them to functions.
THE SADC EXECUTIVE SECRETARY:
When travelling:
 3URWRFRO LQFOXGLQJ FRXQVHOORU VHUYLFHV FRQFHUQLQJ LPPLJUDWLRQ DQG FXVWRPV DW HQWU\ DQG
GHSDUWXUHSRLQWVVXFKDVDLUSRUWV9,3ORXQJHVOXJJDJHVHUYLFHVDQGERUGHUSRVWV
*Welcome on the tarmac upon disembarking from the plane at the airport
* At least one vehicle with a car pennant facility appropriate for the position
$WOHDVWRQHVHFXULW\RI¿FHU
$WOHDVWRQHSURWRFRORI¿FHU
 'HSHQGLQJ RQ WKH VHFXULW\ VLWXDWLRQ RUDQG RWKHU IDFWRUV DV GHWHUPLQHG E\ WKH KRVW 0HPEHU
State, the host Member State may increase the number of security personnel.
7KH6HFUHWDULDWVWDIIWUDYHOOLQJZLWKWKH([HFXWLYH6HFUHWDU\RUKLVKHUUHSUHVHQWDWLYHHQVXUHWKDW
WKH\FDUU\WKH6$'&)ODJDWDOOWLPHV
7KH6$'&ÀDJPD\QRWEHXVHGRQWKHYHKLFOHLILWSRVHVDWKUHDWWRWKHVDIHW\DQGVHFXULW\RI
WKH([HFXWLYH6HFUHWDU\
THE DEPUTY EXECUTIVE SECRETARY
:KHQ WUDYHOOLQJ WKH 'HSXW\ ([HFXWLYH 6HFUHWDULHV DUH SURYLGHG ZLWK D YHKLFOH DQG D SURWRFRO
RI¿FHU
SADC CHAIRPERSON’S BADGE
7KH 6$'& &KDLUSHUVRQ ZHDUV WKLV V\PERO RI DXWKRULW\ RQ DOO RFFDVLRQV ZKHQ RI¿FLDWLQJ RQ
behalf of, or just wishing to be recognised as the Chairperson of SADC.It is imperative that the
SADC Chairperson wears the badge to distinguish his/her role as Head of State and as SADC
Chairperson.
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During the handover ceremony of the SADC Chairpersonship, the Outgoing Chairperson will pin
the Chairperson Badge on the Incoming Chairperson as a symbol of transfer of authority.
ACCREDITATION OF DIPLOMATIC MISSIONS TO SADC
Upon request, accreditation to SADC shall be accorded to Ambassadors, High Commissioners,
and Heads of Mission resident or not resident in Botswana or covering more than one SADC
Member State, one of which, shall be Botswana, the host of the SADC Secretariat.
$FFUHGLWHG$PEDVVDGRUV +LJK &RPPLVVLRQHUV RU +HDGV RI 0LVVLRQ DUH LQYLWHG WR WKH RI¿FLDO
opening and closing ceremonies of the SADC Summit of Heads of State and Government.
5HJLRQDO (FRQRPLF &RPPXQLWLHV 5(&V  $IULFDQ 8QLRQ &RPPLVVLRQ $8&  8QLWHG 1DWLRQV
(FRQRPLF&RPPLVVLRQIRU$IULFD 81(&$ $IULFDQ'HYHORSPHQW%DQN $I'% DUHLQYLWHGDV
REVHUYHUVWR6$'&&RXQFLORI0LQLVWHUVDQGZLWKH[FHSWLRQRI5(&VWKH\DUHDOVRLQYLWHGDV
observers to the SADC Summit of Heads of State and Government.
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PROCEDURES FOR ACCREDITATION OF AMBASSADOR/HIGH COMMISSIONER/ HEAD
OF MISSION TO SADC
7KHVHQGLQJVWDWHJRYHUQPHQWVKDOO¿UVWJHWDFFUHGLWDWLRQIRUWKH$PEDVVDGRU+LJK&RPPLVVLRQHU
Head of Mission to the SADC Secretariat host government, Botswana;
 7KH VHQGLQJ VWDWHJRYHUQPHQW VKDOO WKHQ ZULWH D OHWWHU UHTXHVWLQJ IRU DFFUHGLWDWLRQ WR 6$'&
6HFUHWDULDWWKURXJKWKH2I¿FHRIWKH([HFXWLYH6HFUHWDU\
7KLVIRUPDOOHWWHURIUHTXHVWIRUDFFUHGLWDWLRQVKDOOEHDFFRPSDQLHGE\DSUR¿OHRIWKH$PEDVVDGRU
WDWLRQVKDOOEHDFFRP
High Commissioner/ Head of Mission
to the host government
at the time of accreditation
on as supplied
p
gove
to the host government;
7KURXJKWKH2I¿FHRIWKH([HFXWLYH6HFUHWDU\6$'&6HFUHWDULDWVKDOOQRWLI\WKHRI¿FHRIWKH
H([HFXWLYH6HFUHWDU\6$'&6HFUHWDULDWVK
([
H6HF
&6HF
Ambassador/High Commissioner/
of the response
the request for
missioner/ Head of Mission
M
res
se regarding
re
accreditation;
 7KH 2I¿FH RI WKH ([HFXWLYH
GDWH DQG WLPH IRU WKH IRU
[HFXWLYH 6HFUHWDU\
FUHWDU\
UHWDU\
\ RI
R 6$'&
6$
$'
' VKDOO
VVKD
DOO FRQ¿UP WKH GDWH
DOO
SUHVHQWDWLRQRIWKH/HWWHUVRI&UHGHQFHE\WKH$PEDVVDGRU+LJK&RPPLVVLRQHU+HDGRI0LVVLRQ
WHUVRI&UHGHQFHE\WKH$PEDVVDGRU+LJK&RPPLVVL
E\ H$P
E
E\WKH
E\WKH
P VVVDGR
 2QFH FRQ¿UPHG WKH
VKDOO SUHVHQW WKHLU
H $PEDVVDGRU+LJK
GRU+
+LJK
+
JK &RPPLVVLRQHU
JK
&RPPL
P
VLRQ
VLR
QHUU +HDG
+HD RI 0LVVLRQ
0LVV
/HWWHUVRI&UHGHQFHWRWKH6$'&([HFXWLYH6HFUHWDU\DWWKH6$'&6HFUHWDULDW
WKH6$'&([HFXWLYH6HFUHWDU\DWWKH6$'&6HFUH
[H
HFXW
XWLYH HFU
FUHWD \DWW
\D
DWWWKH6
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TELLING THE STORY OF SADC
SADC is an organization of 16 Member States with a shared vision and common future. Stories
DERXW6$'&VKRXOGEHUHÀHFWLYHRIWKHVRFLDOHFRQRPLFDQGSROLWLFDOSURJUHVVWKHUHJLRQKDV
made. SADC stories should enhance the regional integration programmes that are lifting citizens
of the SADC region from poverty to prosperity. The stories should promote peace, security and
economic prosperity of Member States and their citizens. Stories that have potential to destabilize
the region or cause strained diplomatic relations between and among Member States should,
as much as possible, be avoided for the Region to remain peaceful, coherent and progressive.
Stories should promote gender equality and empowerment of women and girls.
6WRULHVDERXWSURMHFWSDUWLFLSDQWVEHQH¿FLDULHV
6$'&EHOLHYHVWKDWVWRULHVRIUHDOSHRSOHDUHSRZHUIXOLQUHÀHFWLQJWKHLPSDFWDQGVXFFHVVHVRI
different agreements, policies and protocols that Member States sign.
$JRRGVWRU\JLYHVWKHDXGLHQFHDQRSSRUWXQLW\WRVHHKHDUDQGIHHOVRPHRQHHOVH¶VH[SHULHQFH,W
should educate the audience about conditions in Member States and communities where projects
and programmes are being implemented. It is through these stories that people understand the
root causes of those conditions and how SADC protocols, projects and programmes are helping
citizens change their conditions for the better. Good stories answer the basic questions: who is
involved? what is happening? why is that happening? when did it happen? where is it happening?
and how did it happen?
Photos and videos
Photos and videos are a crucial part of telling the story of SADC. They help put a face on complex
issues and create emotional connections with the audience.
-XVWDVWKH6$'&VWRULHVSKRWRVDQGYLGHRVVKRXOGDVPXFKDVSRVVLEOHSURPRWHJHQGHUHTXDOLW\
and women empowerment. Photos and videos that perpetuate negative gender stereotypes, and
FXOWXUDOO\LQVHQVLWLYHSRUWUD\DORIZRPHQDQGJLUOVVKRXOGEHDYRLGHG
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Consent for images

C

onsent is required for photos and videos taken by SADC or its agents and associates.
Special ethical consideration should be taken when taking photos, particularly for minors,
YLFWLPV RI YLROHQFH DQG YLFWLPV RI WUDI¿FNLQJLQSHUVRQV SHRSOH OLYLQJ ZLWK GLVDELOLWLHV
witnesses and vulnerable groups. Photo subjects and parents or guardians of minors need to
¿OORXWDUHOHDVHRUFRQVHQWIRUPJLYLQJ6$'&DQGLWVUHSUHVHQWDWLYHVSHUPLVVLRQWRXVHWKHLU
images and videos.
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Template of a consent form

6287+(51$)5,&$'(9(/230(17&20081,7< 6$'&
3+272,0$*(&216(17)250
(for SADC projects and programmes)
Name of project/activity:……..………………………………………………………..
/RFDWLRQ«««««««««««««««««'DWH V «««««««««««««
In furtherance of the mission of the Southern African Development Community (SADC), an organization
comprising 16 Member States and without expectation of compensation or other remuneration, now or in
WKHIXWXUH,KHUHE\JLYHFRQVHQWWR6$'&LWVDI¿OLDWHVDQGDJHQWVIRUWKHIROORZLQJ
D WRLQWHUYLHZ¿OPSKRWRJUDSKWDSHRURWKHUZLVHPDNHDYLGHRUHSURGXFWLRQRIPH
(b) to use my name in any medium of communication including print and electronic, including website and
VRFLDOPHGLDOLNHWZLWWHUIDFHERRNDQG<RX7XEH
(d) to use my image (whether photographic, video and/or electronic), interview statements (and excerpts
of statements) from me or my child, in whole or in part, in SADC publications, in newspapers, magazines
and other print media, on television, radio and online media including social media, for example, twitter,
facebook.
By signing this document, I certify that I have read this document and fully understand it.
___________________________________
)XOOQDPHSISDUWLFLSDQW
_________________________
Signature of the participant

___________________________
Date

CONSENT FOR CHIDREN UNDER THE AGE OF 18
Parent or guardian should sign on their behalf.
,DI¿UPWKDW,DPWKHSDUHQWOHJDOJXDUGLDQRIBBBBBBBBBBBBBBBBBBBBBBBBBB QDPHRIFKLOGPLQRU DQG
that I have full authority to authorize his/her participation in your activity, knowing it is in furtherance of
6$'&¶VPLVVLRQ
,KHUHE\JLYHWRXVH««««««««««««««««««« P\ P\FKLOG¶V QDPHSLFWXUHSRUWUDLW
likeness, writings or biographical information), audiotape; or videotape recordings and sound or silent
motion pictures of him/her in any media, including but not limited to the internet for purposes of raising
DZDUHQHVVDQGDGYDQFLQJ6$'&¶VFDXVHDQGREMHFWLYHV
________________________
6LJQDWXUHRI3DUHQW/HJDO*XDUGLDQ 

___________________________

'DWH
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COMOROS
Moroni

CONTACT DETAILS

Communication and Public Relations Unit
SADC Secretariat
Plot 54385 New CBD
Private Bag 0095 Gaborone, BOTSWANA|
Tel: +267 364 1023 | +267 395 1863 (Ext 1023)
Website:www.sadc.int | Twitter: @sadc_news | Facebook:@sadc.int | YouTube:youtube.com/sadc.int
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