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Preface:  

Welcome to ON-NET; the Overbrook-Nippon Network on Educational Technology.  We are most grateful to The Nippon Foundation for establishing The Nippon International Blind and Visually Impaired Persons Leadership Program Fund which makes this program possible.

We hope that the information contained in this Handbook will answer many of your questions about ON-NET.  If you have questions after reviewing the material on the following pages please do not hesitate to contact us.

Lawrence F. Campbell

Project Director


1) Purpose of this Handbook: 

This handbook is designed to assist those organizations wanting to  participate in The Overbrook-Nippon Network on Educational Technology (ON-NET) to understand the objectives of this project and the procedures that have been established to assure that the funds provided by The Nippon Foundation through the Overbrook School for the Blind are used in the most effective manner possible.


2) Background Information - ON-NET:

Recently, developments in the field of information technology have resulted in many positive changes and many new challenges for persons who are blind or visually impaired.  The Overbrook School for the Blind has been a leader in utilizing these new technologies in preparing its students to lead  more productive and satisfying lives.  

In 1985 Overbrook developed an International Program to train young blind students and teachers of the blind from throughout the world in the area of access technology.  Over the past thirteen (13) years this program has trained two hundred ninty-five (295) individuals who are now using these new technologies in higher education and employment.  A number of these individuals have returned home to establish technology training programs for blind children and adults.  Today, there is a growing network of individuals in Southeast Asia who are trained and working hard to make the benefits of these new technologies available to blind children and adults throughout the region. 

In 1998, The Nippon Foundation (Japan) created the Nippon International Blind and Visually Impaired Persons Leadership Program Fund (hereafter referred to as the Fund) at the Overbrook School for the Blind (hereafter referred to as Overbrook) to assist in making the benefits of new developments in access technology more widely available to blind and visually impaired persons, worldwide. Southeast Asia has been selected as the first region in which this new initiative will be implemented.

ON-NET will promote these efforts through an organized program of training, technical assistance and material support. 

ON-NET will promote efforts within participating countries in Southeast Asia and foster regional collaboration between countries that share areas of mutual interest and concern related to information technology for blind and visually impaired persons.  Over the next several years we hope that ON-NET will benefit blind and visually impaired persons in Thailand, the Philippines, Malaysia, Indonesia, Cambodia, Laos, Vietnam and Myanmar through country specific and regional efforts.


3) Answers to Frequently Asked Questions:

We hope that answers to the following frequently asked questions will help you to better understand the Fund and ON-NET.

3.1 What is the Fund?  The Nippon Foundation has provided an endowment 

grant to Overbrook.  These funds are invested and each year the returns gained from this investment are utilized to support projects designed to assist blind and visually impaired persons to have greater access to the skills and knowledge required to effectively use new technologies in education and employment.

3.2 What are the objectives of ON-NET?  The broad objectives of ON-NET are to improve access to education and employment opportunities for blind and visually impaired persons.

3.3 How is ON-NET administered?  Overbrook has administrative responsibility for the implementation of the project in each of the countries where the project operates.  In each country there is a coordinator and an advisory committee, composed of representatives of organizations that actively support the use of access technologies for blind and visually impaired persons. This committee meets semi-annually and guides the projects work, evaluates outcomes and makes adjustments in the annual work plan.  At a regional level ON-NET will establish a Regional Advisory Committee (RAC) consisting of the Project Director and two representatives of each of the countries involved in ON-NET at that time.  One of the two country representatives must be from an organization whose governing board is made up of a majority of individuals who are blind or visually impaired.  The RAC is chaired by the Project Director.

3.4 What types of activities does ON-NET support?   ON-NET supports

activities at the local, national and regional levels.  The advisory group in each country collects baseline data, reviews needs and makes recommendations regarding the type of project activities that are most needed in that country.  Individual organizations then apply for funding to carry out discrete projects following an outline provided in Section 5 of this handbook.  In addition to local and national level activities, one of the main objectives of ON-NET is to promote regional collaboration to address those challenges that are shared by two or more countries involved in this initiative.

3.5 How do I make use of the opportunities that ON-NET provides?

ON-NET distributes a general information brochure in each country involved in the project to all those organizations that are interested in taking advantage of the project.  This information brochure, along with this handbook is designed to provide organizations with instructions on how they may apply for support from ON-NET.  All requests are then forwarded to the country coordinator who serves as the principal liaison with the Project Director at Overbrook.  If you are not aware of the mechanism in your country that handles such requests you may write directly to the Project Director, Lawrence F. Campbell, Overbrook School for the Blind, 6333 Malvern Avenue, Philadelphia, PA 19151-2597 USA Tel: 215-877-7713,  Fax: 215-878-8886 or E-mail: larry@obs.org.  You may also find information on ON-NET on the Overbrook website http://www.obs.org.

3.6 What are the application and reporting requirements?  Specific

guidelines have been established and must be followed in applying for support and in reporting on the use of project funds.  The deadline for submitting project applications will vary from country-to-country. Therefore you are advised to seek the advice of the country coordinator or the Project Director for further details.  The key elements in the application process include: 

· Reviewing the Guiding Principles (see Section 4) to determine whether your application meets these criteria.

· Following the project proposal development outline (Section 5).

· Reviewing narrative and financial reporting requirements which you will find in Section 6 of this Handbook to be sure that you fully understand and agree to these reporting requirements. 


4. Guiding Principles of ON-NET:

The following “guiding principles” should be reviewed carefully before developing any proposed activities.  All project activities will be screened to determine whether they comply with the following “guiding principles”.  

1. All activities carried out by the project must respond to one of the broad objectives of the project:

· expanding educational opportunities for blind and visually impaired persons

· expanding employment opportunities for blind and visually impaired persons

2. The project will not support activities that, in any way, diminish government or private sector contributions to the area of education and rehabilitation of blind and visually impaired persons

3. To the greatest extent possible, project resources will be used to leverage other private and public sector resources.

4. All project activities will be designed to maximize, to the greatest extent possible, what is left behind at the end of the project, in terms of trained personnel, materials developed and questions answered.

5. Project activities will, whenever possible, foster collaboration with other organizations and other countries in the Southeast Asia region.

6. All project funds will be segregated into special accounts that may be audited.

7. The project will make every effort to secure secondary benefits from project funds by purchasing goods and services, whenever feasible, from organizations which represent the interests of blind and other disabled and marginalized groups.


5. Project Development Guidelines:

The following outline should be used in preparing requests for support for project activities through ON-NET. Proposals need not be lengthy, however, they must be complete and include all of the information listed below. In preparing a project proposal please remember to carefully review the seven guiding principles that are listed on the previous page to be sure your project(s) comply with these guidelines.

1. Statement of Need: Describe the need that will be addressed by this project activity and how it will contribute to either improving educational opportunity for blind and visually impaired persons or help them prepare for or secure employment.

2. Objectives: State the specific project objectives that will be accomplished in measurable terms so that it is possible to effectively evaluate whether these objectives have been achieved at the end of the project period.

3. Methodology: Describe in clear terms, activities that will be carried out by the project to achieve the stated objectives and who is responsible for developing and carrying out these activities.

4. Timeframe:  Define the timeframe in which project activities will take place i.e. when will activities begin and when will they be completed.

5. Evaluation: Describe how you will measure whether project objectives have been attained.

6. Budget:  The project budget should be described in two sections: 1) a financial summary and 2) a narrative description of the budget request.

6.1Budget Summary: Describe in detail the costs associated with carrying out project activities.  Remember, when all other factors are equal, projects which demonstrate that funds from other sources have been secured will receive priority. Therefore where shared costs are involved breakdown your budget (using the categories listed in the “chart of accounts” on page 13) by the following sources:

· funds requested of ON-NET (column A)

· funding from Government sources (column B)

· funding from other non-government sources (columns C, D, etc.)

Total project costs should be described in detail by providing both funding sources and expense categories as outlined below:





      A

   B                 C

Funding Sources:

ON-NET 
Govt. 
  
Other

Total





Funding
Funding
Funding
Funding

Expense Categories:

(see Chart of Accounts

for a listing)

-

-

- 

The budget should show the total cost of the project; including funds from all sources. Costs that are being requested from ON-NET should be listed in column A.

6.2 Budget Narrative:  On a separate page(s) provide a written explanation of all major costs associated with each of the expense categories.  For example if there are personnel costs associated with the project you should explain the type of work that will be done, the number of hours required and hourly or daily rate(s) you have used to arrive at the amount of funding you have requested for that item. If a government or non-government source is contributing the time of a person the project, the  salary costs of that individual would be listed in column B or C of the budget and explained in the budget narrative.

6. Narrative and Financial Reporting Requirements

6.1 Narrative Reporting: Organizations receiving support from ON-NET must provide the Project Director’s office with a narrative report which describes the accomplishments that have been made toward the stated project objectives.  These reports must be completed semi-annually for the duration of the project. In the case of projects that are less than six months in duration; narrative reports must be submitted within thirty days of the completion of project activities.

6.2 Financial Reporting: Financial reports must be filed semi-annually or within 30 days of completing work on projects that are less than six months in duration.  

· All project expenses are recorded in chronological order using Form F-1 and receipts must be attached for all items that exceed US$10 in cost. 

· All costs associated with travel that exceed $25 must be recorded on a separate travel expense report - Form F-2.  

· Form F-3 is used to summarize costs by expense codes for a six-month period or for the full project period in the case of projects that are less than six months in duration. 

6.3 Inventory Control: All equipment purchased with project funds remains the property of the ON-NET until the project is completed.  At the completion of the project the Regional Advisory Committee will recommend the permanent disposition of all equipment.  Upon receipt of equipment it is the responsibility of the receiving organization to affix an inventory control tag to the equipment and to complete the appropriate inventory control form.  Inventory control tags and forms will be provided by the country coordinator or Project Director.

ON-NET CHART OF ACCOUNTS

In preparing and reporting on Project budgets, the following expense categories and corresponding code numbers should be used:


Personnel





101


Travel





102


Telephone/Fax/E-Mail/Postage


103


Office Supplies/Photo copying


104


Training Materials




105









106









107


Equipment/Upgrade



108


Software Purchases/Upgrade


109


Rental/Contracted Service


110


Other (describe)




111


FORM F-1

OVERBROOK SCHOOL FOR THE BLIND

ON-NET: CHRONOLOGICAL EXPENSE LISTING

Country:  ________________________

Project #:  _________________

Period Covered:  From: ____________

To:  _______________________

Person Completing Report:  _____________________________________________

	 Item #
	 Date
	 Code #
	Nature of Expense
	Local

Currency
	 US$
	Exchange

Rate

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Form F-2

Overbrook School for the Blind

International Program

ON-NET 

Country: _____________ 
Person Completing Report: _______________________

Date: ____/____/____
Exchange Rate: US$1.00 = ________________________


Mo.  Day  Yr

*************************************************

TRAVEL EXPENSE REPORT

Date of Travel:
From: _______________
To: ___________________

Purpose of Travel: _______________________________________________________

________________________________________________________________________




Local Currency




US$



Transportation:

(air/train/bus/auto:
______________



_____________

Meals:


______________



_____________

Housing:

______________



_____________

Local Travel:

(bus/taxi)

______________



_____________

Other:


______________



_____________

Total Travel:

______________



_____________

Signature:
_________________________

Note:
Please attach receipts for each trip in a separate envelope listing expenses by date. A separate travel expense report must be completed for each trip.

THIS REPORT IS REFERRED TO ON CHRONOLOGICAL EXPENSE LISTING REPORT AS ITEM_______________________



FORM F-3

ON-NET: Semi-Annual Expense Summary

Country:  _______________

Reporting Organization:  ___________________

Reporting Period: From: _______/_______/_______   Project #: ________________

                                            Month      Day       Year

Person Completing Report:  ________________________  Date:  ________________

	
	
	TOTAL FOR REPORTING
	  PERIOD:

	Expense Code
	          Category
	           Local Currency
	      US$

	101
	Personnel
	
	

	102
	Travel
	
	

	103
	Telephone/Fax/

E-mail/Postage
	
	

	104
	Office Supplies/Photo copying
	
	

	105
	Training Materials
	
	

	108
	Equipment/Upgrade
	
	

	109
	Software Purchase/

Upgrade
	
	

	110
	Rental/Contracted

Service
	
	

	111
	Other (Describe)
	
	

	Total US$

Expense for

Reporting

Period
	
	
	


	
	Local Currency
	US$

	Balance on Hand at Start of this Reporting Period
	
	

	$ Received during this Reporting Period
	
	

	Total US$ Expense for this Reporting Period
	
	

	Balance on Hand at End of this Reporting Period
	
	

	Amount of Next Transfer Requested
	
	


Signature:  _______________________________________________

FORM F-4PRIVATE 

ON-NET: Inventory Control

Country: ________________
Reporting Organization:  _________________________

Project #: _______________
Person Completing Report: _______________________

Date:       ________________

Description of Equipment or Software:

                               _____________________________________________________________________      

Purchased on ______________/_______________/_________________

                                   Day                     Month                     Year
Purchased from:  

_____________________________________________________________________

Cost: ___________________ (Local currency)     ______________________ (US$)

Serial or Other Identification #: __________________________

Current Location of Equipment or Software:

_____________________________________________________________________

Name of Person Responsible for This Equipment or Software:

_____________________________________________________________________

Tag Number: ON-NET ____________

Note: 

Use a separate Form for each item purchased
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1

