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BACKGROUND
 

The Sudan Renewable Energy Project was etablished to promote
 
the application of Renewable Energy Technologies (RETs) for Sudan.
 
Project activities have focused on the dissemination and application
 
of five main areas: cookstoves, wood fuel combustion, photovoltaic
 
cells, charcoal 
 production, and fuelwood production. Dissemination
 
activities have included the publication of manuals, reports and 
promotion data. A grants program offers small stipends for appli
cations of the five RET areas. 
 Workshops for cool.:stove manu
facturers and a conference to promote agroforestry on agricultural
 
schemes have been successfully executed. In order to achieve many

of the SREP activities, short term technical assistance was 
used to
 
assist the initiation of dissemination activities, on- the- job
 
training of 
personnel, and planning of future activities.
 

The Sudan Renewable Energy Project is coordinated by its
 
national counterpart the Energy Research Council (ERC). The ERC
 
of the National Council 
 for Research (NCR) is dedicated to the
 
advancement and 
 application of renewable and conventional tech
nologies for Sudan. The Council is one of 
five Research Councils
 
under the umbrella of the National Council. which represents research
 
issues for Sudan on the National Secretariat of Ministers. The
 
Renewable Energy Research Institute operates as the action arm of
 
the Energy Research Council. Research completed in the ERC/RERI is
 
oriented toward the testing and application of Renewable Energies
 
to ser'e Sudan in its development of alternative and renewable
 
technologies.
 

Within the last few years international organizations with
 
interests in the advancement of Renewable began providing assist
ance in several ERC activities. The Sudan Renewable Energy Project
 
is one of about seven projects supported by bilateral or inter
national organizations. The majority of the other 
 projects are
 
oriented toward wind energy development, solar water heating for
 
industrial use, or photovoltaic power conversion systems. The SREP
 
is the main component for developing dissemination activities and
 
the only project with the orientation towards biomass needs such 
as
 
cookstoves and wood fuel combustion.
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The ERC/RERI is a young organizationand long range plans
have been proposed for institutional development. One example
is the site of the permanent offices set to be constructed in Soba
 
with]i the next three years. Meanwhile the ERC Ias temporarily
been .ocated on the south side 
 of Khartoum. The development of
 
l h airy/information services was 
 a part of the long term insti-

Lutional development of the organization.
 

In 1985 the Energy Research Council recognized the need
 
to organize and provide its researchers with technical inform
ation in Energy and discovered the means to accomplish that 
 object
ive. Various projects contributed to the development of such a
 
center-. The Sudan Renewable Energy Project agreed commit :
to 

funds for equipment, document purchase, and some technical assist
ance through a series of consultancy months. The Special Energy

Project of the GTZ provided for literature purchase as well. The
 
UNESCO provided computers for automating the center.
 

Before July 1985, the 
 work began to organize the Information
 
Center. Facilities were 
 set up in order that the shaping of such
 
a center could take place: rooms, air conditioners, and computer

software was ordered. The Rrenewable Energy Information Center
 
(REIC) was officially organized the end of July; 
 its purpose

being to provide technical and research information on renewable
 
energy technologies for Sudan. 
 During the first two months of
 
the Information Center consultancy, a series of activities were
 
started. These activities included cataloging, computer

organization, and training ERC staff use Osborne
to computers.

The staff of the Information Center accomplished the tasks very

well during the intervening months before the follow up
 
consul tancy. 

In January 1985. the follow up consultancy commenced the 
next phase which was to disseminate the renewable energy inform
ation. This phase is basically getting the information to the
 
people who need it. The computerization of the collection as well
 
as other activities would provide a valuable exercise
 
for the REIC staff. As it turned out the process of learning

how to reach out to users, affezted four more people in the Dissem
ination Department in addition to the two original Counterparts.
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The objectives for this consultancy are somewhat similar to those of 
1985; however the activities and outputs were a bit more involved. 

Objective 1: Maintain the Renewable Energy Information Center 

Objective 2: OfFer technical and research information to all 
people related to Renewable Energy in Sudan. 

Objective 3: Establish a Renewable Energy Network 

Objective 4: Establish contact with organizations in Africa and 
the Middle East 

Part A reviews the outputs during the consultancy, and Part B 
consists of recommendations a:Td conclusions. 
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PART A
 

Objective 1: Maintain the Renewable Energy Information Center
 

The foundation of most information centers is the documents 
collection. The REIC collection was arranged from the model of
 
the Volunteers in Technical Assistance cataloging scheme; although
 
modifications were made to tailor the collection to the needs of the
 
ERC staff. A description of the main subject areas is found in
 
Appendix I.
 

The REIC is comprised of about 1300 documents in paper copy
and 45'()0 documents on microfiche. As of January 1 1986, the 
collection number 926; by the end of April of the same year the 
number was 1300. Book e:xchanges and direct contributions from ERC 
staff were the cause of the growth. Documents ordered last year

have yet to arrive; although journals have begun to appear. A few 
activities needed to be modified to accommodate the influx of 
material. 

OUTPUTS
 

-Information Center staff has been trained on all parts of
 
cataloging.
 

-The collection has been entered on the computer.
 

-A person from the Dissemination Department was assigned to the
 
Information Center for data entry.
 

-Printouts were 
 made by author and title, used instead of a card
 
catalog.
 

-New check out cards were printed and begun to be inserted in
 
the books.
 

-policies on use and control of the REIC were written by the
 
staff. 

-more book shelves were added and the Center was rearranged to
 
accommodate the needed space.
 

-gummed labels were printed by the computer to provide easy access.
 
Each label would be placed on the document cover and
 
contained the catalog number and subject heading.
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Dissemination 	Department Staff involved in Objective 1:
 

Fethie Mohamed Salih, documentation specialist
 

Nahid Osman, data entry operator
 

Ibrahim Saad, Information Analyst
 

Objective 2: 	 Offer Technical and research information to all
 
individuals interested or involved in Renewable
 
Energy in Sudan.
 

In February the REIC staff evaluated present and potential
 
tsers of the Information Center based on the records available.
 
"he primary users it was found, are indeed the ERC staff., Also
 
.he Faculty of Engineering of the University of Khartium, has 
liscovered the Information Center via the fact that ERC researchers 
ilso are professors in the Faculty. Students have been sent many
imes to use the Center services for research in Energy related 
ubj ects. 

Potential users were tentatively identified as the follow
ng groups:
 

industries producing renewable Energy equipment and technologies
 

-governmental agencies researching and developing
 

national corporations such as agricultural schemes, and large
 
processing companies 

non-governmental agencies working in rural/urban development
 
programs
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OUTPUTS
 

The following activities were commenced to start outreach services:
 

-The user registration form was modified to identify external
 
users and their needs.
 

-staff circular was made. This circular is attached to newly
 
arrived newsletters, conference/seminar announcements. Also
 
photocopied table of contents of incoming journals are made.
 

-printouts of bioliographies were made of all areas of interest.
 
The computer software allows specialized searches for list of
 
documents from a general review to a Specific search. For example
 
a bibliography has been made of all 
documents available on biomass
 
in general but a bibliography can also be made on cookstoves
 
specifically.
 

-permission slips were made in order that 
users outside the ERC
 
may borrow books from the Center.
 

-an address list was made of all potential users. This list was
 
produced from information obtained through the Ministry of Foreign
 
Affairs, the United Nations Development Program, the National
 
Energy Administration, Save the Children LISA/Sudan office, SREP
 
contacts, ERC researchers and the National Council for Research.
 
About 130 organization names and addresses were found.
 

-20 copies of the microfiche catalogs were ordered for distribut
ion to libraries and development agencies. These catalogs may be
 
used to advertise the microfiche collection in the Center.
 

-REIC staff completed training on how to answer reference questions
 

Dissemination Department staff involved in Objective 2:
 

Fethie Mohamed Salih, Documentation Specialist
 
Awatif Mahmoud, Information Specialist
 
Gaafar El faki, Head of Dissemination Department 
Dr. El Tayeb Idris, Director of ERC
 
Dr. Mohamed Osman, Director RERI
 
Dr. Hassan Wardi., Senior Researcher
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Objective 3: Establish a Renewable Energy Network
 

A renewable Energy network indicates a group of people and
 
organizations which communicate or have a basis of 
communication.
 
At this time many governmental organizations and NGOs have commenced
 
developing and applying technologies in areas such as wells, water
 
pumping, reforestation and especially the development of cook
stoves. Efforts have been 
 made to coordinate activities through
 
quarterly meetings. The REIC has begun to participate in these
 
activities as well. 
 However to date there is no means to identify 
the projects. In order to fill the gap of information about 
research and development activities related to RETs, the REIC 
initiated the idea of producing a project index. This index would 
produce the a renewable energy project directory. The purpose of 
the directory is to provide a means for the REIC to disseminate its
 
technical information as well as to inform 
users about other research and application activities in the 
field. 

The methodology to identify such projects is via a question
naire (see appendix II) This questionnaire includes a list of all
 
probable RETs that could be 
 used. The information obtained
 
from the completed questionnaire would be inputted into the project
 
data base and the results fed back to the participants. *In this
 
manner the "potential" users of the information would receive
 
results. If satisfied, the users could continue to use the REIC for 
information needs. 

OUTPUTS 

The Information Center accomplished the following:
 

-production of the questionnaire
 

-distribution of all questionnaires to potential users
 

-contract for three months of an information anitlyst to distri
bute, collect questionnaires, collate information, and to deliver
 
the project directory back to users.
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-completion of publications list of all ERC/RERI reports,tech
nical reports, manuals, with prices for photocopying.
 

-publication of a brochure of ERC activities 

-creation of a database to manage information from questionnaire 

-recuperation of over- 50 questionnaires form various projects 

-completion of data entry of the information from questionnaires 

-creation of database 
 of governmental and private organizations
 
in conventional energy related field. 
 These organizations would
 
receive the ERC brochure and the ERC publications list and the
 
directory.
 

Dissemination Department staff involved in 
Objective 3:
 

Ali Beheiry, Information Analyst
 
Awatif Mahmoud., Information Specialist
 
Ibrahim Saad, Information Analyst
 
Nahid Osman, Data Entry Operator
 
Gaafar el Faki, Head of Dissemination Department
 

Objective V: Establish contact 
 with organizations in Africa
 
and the Middle East
 

The first week January, a letter of introduction was sent to
 
over 160 orqanizations offering exchange of documents for SREP
 
publications. By April 15, the 
 ERC received about 20 responses.
 
The response time of this letter is relatively slow, which is to
 
be expected in any exchange using international mail. In order
 
to shorten the response time from the ERC side, the REIC set up
 
a series of 
form letters to be sent out to the listed organizations.
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OUTPUTS 

-policies for exchange of documents was made by the Head of 
Di ssemi nation 

-collection and organization of all the originals of all ERC 
reports including, reports made by SREr GTZ, RERI that were of 
a technical nature 

-assignment of dissemination staff 
person to respond to letters.
 

-production of a new letter inviting organizations to participate in
 
document exchange.
 

-creation and updating database of international mailing list
 

Dissemination Department Staff involved 
in Objective 4:
 

Awatif Mahmoud, Information Specialist
 
Maha Hassan, Information Specialist
 
Nahid Osman, Data Entry Operator
 
Ibrahim Saad, Information Analyst
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Part B 

RECOMMENDAT IONS
 

1. BUDGET
 

In 1985, the means to buy documents and journals was made by

ne-tting book requests form ERC staff and ask:ing existing projects to. 
participate by ordering the materials and sending them to the ERC.
 
F o r future acquisitions, the Staff of the REIC has recommended that 
thc ERC establish an institutional policy. All future projects
 

nould provide a percentage of funds for journal and document 
purchase. The funds should be placed in a central project account
 
for document purchase, managed by the Information Center. In this
 
manner the REiC can have a more direct means of purchasing.
 

Appendix III provides information of items purchased by the
 
TransCentuhy Corporation for the Information Center.
 

Also the ERC provided a small budget to maintain the cost 
of supplies in the Information Center. I recommend that this 
amount be increased by 30% for the next budget year. 

With more users, there will be an increased use of the photo
copy machines. Also the cost of printing the Renewable Energy
 
Project Directory by photocopying it is comparable to the cost of
 
off set printing. In March, a representative of the United Nations
 
Development Program for charcoal 
 stoves network indicated interest
 
to financially support this activity. 
 It would be advisable to ERC
 
staff to follow up on this interest. The three possible contacts 
who are involved in this particular project are the following 
people: 

Dr. Timothy S. Wood, Director, Environmental Studies Program, Wright 
University, Dayton, Ohio, 45435 USA Tel. 513-P77- 542 

Dr. Joh W. Tatom, 4074 Ridge Road, Smyrna, Georgia 30050, USA 

Telex: 882 346 call back PRCATLUD 

Mr. Michael Breuning, National Energy Administrtion, Khartoum
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Also presently there are funds available for purchasing 
another computer. It is of upmost immediate importance that the 
procurement list for these funds be made and submitted to the chief 
of party. Problems have occurred in the maintenance of the funds 
in the US and the RERI could lose the funds altogether if the list 
is not made post haste. 

2. Staffing 

Since the beginning of January four people have been assigned 
or hired to complete tas:-s related to the Information Center. In 
order to avoid confusion., I recommend that these staff people have 
the tasks integrated into their job description. 

3. Training
 

Both Ibrahim Saad and F'thie Mohamed Salih, will be going 
to the VITA workshop in September. In view of Mr. Saad's knowledge 
in computers, I recommend that instead of the last week of VITA 
workshop which is about an introduction to computers, Mr Saad visit 
several place or one place where MacIntoshes have been applied in 
similar applications as the ERC. 

4. Quarterly Reports 

In order to adequately evaluate the progression of
 
activities , I recommend that the REIC made a quarterly report to
 
the Head of Dissemination Appendix III outlines a suggest
 
format for this report.
 

CONCLUSION
 

Since the July 1985, the staff of the Information Center
 
has developed their skills substantially over the last 10 months.
 
The activities have grown to warrant an increase in personnel in the
 
Center.
 

Some signs show an increase in use of the Information Center.
 
The Center has been used over 250 times this year. The number of
 
external users has increased steadily during the last three months.
 

In Appendix IV the schedule of activities has been made.
 
for the rest of 1986. I would recommend that the REIC evaluate
 
progress and accomplishments at the end of the year and based on
 
that evaluation, plan the same or new activities.
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DESCRIPTION OF SUBJECT AREAS IN THE REIC COLLECTIOh
 

RE RENEWABLE ENERGY -GENERAL REFERENCE
 

Any documents that is of the following subject areas: 

Renewable Energy Related Subject
 
Equipment Catalogs
 
Sudan Studies 
Conference Papers
 
NEA, NCR reports ( or reports of other Sudan Govtal agencies
 
Statistics of Sudan 

BT BIOMASS ENERGY
 

Biomass General
 
Charcoal Production
 
Wood Fuel Combustion 
Alcohol Fuels 
Cookstoves
 
Biogas 
Producer Gas
 

RF REFORESTATION AND FUELWOOD PRODUCTION
 

Tree Planting
 
Nurseries
 
Agroforestry
 
Desertification
 
Tree Species
 

SE SOLAR ENERGY
 

Solar Energy General
 
Photovoltaic Cells
 
Solar Thermal Technologie
 
Solar Passive Systems
 



WE WIND ENERGY
 

Windmills
 
Windpumps
 
Wind speed measurements
 

WS WATER POWER/SANITATION
 

Water pumps
 
Wells
 
Potable Water Treatment
 
Water Turbines
 

DI DISSEMINATION/INFORMATION PROCESSING
 

Surveys 
Marketing
 
Computer Manuals
 
Publishing Methods
 
Dissemination Methods
 
Bibliographies
 
Book Catalogs
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RENEWABLE ENERGY PROJECT QUESTIONNAIRE
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UHO DOES WHOT 1I REHEURBLE EHERGY 11H SUDM414?
 

That is a question being asked in many places. People who work in rerewable 
energy--be it research, comercialization or extension--sometimes wonder if 
other agencies in the Sudan are pursuing similar work. Marny agencies now have 
projects under way in such technologies as water pumping, charcoal kilns, 
charcoal stoves, reforestation and solar cells. 

Since Sudan is a very large country, it is not easy to keep abreast o tne 
numerous renewable energy projects. But, we have an idea.....
 

First things first: who are we? 

The Energy Research Council and the Renewable Energy Research Institute 
recognized the need for an information bank; therefore the Renewable Energy 
Information Center was established in 1985. 

Second: Uhat does the ERC want to do?
 

The Renewable Energy Information Center of the ERC would like to know 
which agencies are working in renewable energy projects in Sudan. 
We ask that yoj fill out the enclosed questionnaire. Please put the 
completed questionnaire in the stamped envelope which bears our 
return address. 

Third: Uhat do you get?
 

When you send the completed questionnaire to our office you will receive
 
the 	following: 

1. 	 a list of other agencies working in the some field as you or in any 
other renewable energy field of special interest to you. 

2. a short bibliography of documents available at the REIC and how 
to borrow them.
 

3. a brochure describing the activities in the Energy Research Council. 

Ue 	can only send you information if you respond, Please
 
return the questionnaire by larich 15. 

If you would like to come and visit us we are located west of Street 57 
and hohamed alagub Road (Cemetery Road) in Khartoum. Our offices are 
on the third floor. 

We 	 look forward to hearing from you. 

Energy Research Counc i l 
National Council for Research 
P.O. Box 4032 
Khcr-to. Sukan
 



_Questiormaire
 

Part I Please provide as much information as possible. 

A. Please fill in the information that identifies your project. 

Project Nme 

Addres__ 

Post Box Number 

Telephone/Telex 

Project Leader 

B. Please list the geographic areas where the project is being executed 
including the names of villages (or towns) and provinces. 

Village Province. 

C.Please write the starting date (month and year) and completion 

date of the project
 

Starting Date: Completion Date:
 



Part I Please provide as much information as possible. 

A. Please fill in the information that identifies your project. 

Project Neme 

Address_ 

Post Box Number 

Telephone/Telex 

Project Leader 

B. Please list the geographic areas where the project is being executed 
including the names of villages (or towns) and provinces. 

Village Provinc. 

C.Please write the starting date (month and year) and cornpletioir 
date of the project 

Starting Date: Completion Date_ 

tD 
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D.. Please list below the Project's three main objectives. 

I. 

2. 

3. 

E. Please name the Sudanese agencies which collaborate in this project. 

1. 

2. 

3. 

4. 

F. Please name the international agencies which collaborate in this 

project. 

1. 

2. 

3. 

4. 



i 
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6. Please check the source of funding for this project 

USAID Fmbassy of France 

r6lZ I NDP 

ILO 

UINEOS 

-..__World Bank --- other (please specify)-

H. 	 How many people work on this project? 

1-9 people - 16-25 people 51-100 people 

-
10-15 people _.. 26-50 people 101-200 people 

I. 	Please indicate the number of staff working with your project. Be sure 
to write the number of people for each group listed below. 

- engineers - technicians 

- sociologiests - laborers 

nutritionists - other personnel (please specify) 



__ 

PAPT 2. Renewable Energy Technologies 

A. 	 Mark An "X" in the boxes for the technologies in which yotir project is 
now involved 
If the technologies you apply are not mentioned, please describe ther 
in the space called "Others" 

I. 	Bicoass 

a. 	 (arcoal Prodticticn Matter: 

Wcod 	 Cotton Agri. Others 

Stalks _esid 

b. 	 Cookstoves: 

Metal 	 Ceramic Wood others
 
Metal 
 birnin_ 

c. 	 Briqoetting: 

Charcoal Wood Gin Animal Others 
Dust Waste Arabic Residue 

Charcoal 	 -
Bicmass 	 .. .... 

d. 	 Wood Rl onsLtrption: 

Bakeries Brick iime Kilns COthers 
Charcoal 
Bian-ass 

e. 	 Biogas Production 

Muncipal Animal Others
 

Sewage Waste Waste
 

Gasifiers
 

Bioigestors
 

Others I 



2. Solar: 

a. Pbotavoltaic Applications: 

ij.ghU Refrigerat-p in Electricity Battery 
ion Generati diaha 

others 
__ _ 

-

b. Thermal Technologies: 

Water solar Solar 

Heati pond1 cookers 

Stills/ Solar 

Distillatior Oven 

DryerE others 

-~ - -.. --

c. Solar Passive Applicatinns: 

Building Green Houses others . 

-

......... 

3. Win Energy Tedbnlogy: 

a. Wind Mills: 

Water Electricity Grinding 

_.. pi _ Generatio l r ng 
Others ... 

. .... . . 

.... 

....... 

. 

.... 

4. Water/Sanitation Technologies: 

a. Pumps: 

Hand Hydraulic Irrigation 

Ram. Diesel 
Water others 

Turbines __-.__ 

-_ 

.. ... 



b. Water Wheels: 

Sagiya Minto Dams & others ... ___.. 

......... _s iliwa _____ 

I V 

c. Wells; 

Bore Shallow Others 

Holes 

L 

d. Water Zreatment: 

Potable Water Waste Sewage Others
 
purification Water Water
 

e. Other Technologies: 

Water Storage Geotherml others . . 
Tanks Water Hea.in __ ___-. .. 

5. Reforestation: 

species Eucalyptu casuarin Accacia prosopis others -

Nurseries 

Others 
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B. Please indicate who are the users of the technologies listed above. 

-housewives 

-charcoal producers 
villages-communities-

farmers-

refugees 
medical personnal-hospitals/ 

businessmen (traders, transport people etc.)-

dnd teachers in secondary schouls-students 

-food industry businesses 
please specify below-others, 

Part III Extra information about Renewable Energy projects. 

YES NO 

A. Has your project written reports or publications? 

B. 	 Would your project be interested in an exchange of 
publications with the Energy Research Council? 

C. 	 If so, please include a list of your publications with this 
questionaire when you return it to our office. 
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D. 	 Please indicate renewable energy technologies that you have 
interest for future projects. 

1. 

2. 

3. 

Thank you for your time in completing this questionnaire 
When the form arrives at our office, we will sort the 
information and be in communication with you as 
soon as possible. 
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BOOK/JOURNAL PURCHASES FROM SREP
 



A@BC
AMERICAN OVERSEAS BOOK CO. INC. 

April 17, 1986
 

TransCentury Corporation

1724 Kalorama Road N.W. APR22 1W
 
Washington, DC 20009-2624
 

Attn: Mr. Richard J. Daley
 

SUBJECT: 
 STATUS ON P.O. #T/C 64000-76
 

Dear Mr. Daley:
 

Further to our 
telepLone conversation, we enclose 
a confirmation

showing the items 
 we have ordered. The status to date is as
 
follows:
 

+ 	 Items 1, 3, 4, and 5, have been invoiced to us. We are
 
tracing items 2, 6, and 7.
 

" 	 Items 8, 10-12, 14-17, 23, 
24, 27, 31, 
33-36, 38-40, 42, and

43, have been received in our warehouse and will be shipped
 
out shortly.
 

+ 	 Items out of stock and awaiting receipt are: 18, 20, 29, 

(expected 5/1/861 and 41.
 

+ 	 Items to be traced are 9, 13, and 21. 

+ 	 Items out of stock indefinitely or out of print are: 19, 22,
25, 26, 28, 32, and 37. These have all been cancelled.
 

Please let us know if the subscriptions are being received.
 
have a reservation on item 4.
 

Sincerely,
 

L.JJ. Scioli, Jr.
 
Gineral Manager
 

LJS/jrf
 
3nclosure
 

550 WALNUTSTREET NORWOOD, NEWJERSEY 07648 USA e(201)767-7600 eTELEX882384 
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TRANSL1NTJY CURFORATIUN TO BE ADVISED 
PROCUREMENT & C 4 IMERC. S'VS.DIU 
THE SCAFURO BUILDING 
24 WYCKOFF AVENUE 
VALDWICK NJ 07463
 

T/C 64000-76 REOUISITIONt .. . 
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W. FORESTRY PAPER 49t FAO 
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BK. ACTION PLAN TO ESTABLISH 
TECH6 NETWORK 
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I BK. APPROPRIATE TECH. INSTITUTIONS, A 
DIRECTORY, 1985 

I BK. HOW TO RUN A SIMPLE MULTI-DIMENSIONAL 
DOCUIMENTATION SYSTE,.... 

1 BK. ALTERNATIV PRINTING HANDBOOK 
CHRIS TREWECK 

I BK. CREATING A MAIKET, J. KAZIMIRSKI 1968 

BK. ENTREPRENEUR'S HANDBOOK 1981 O/S/I 

1 BK. SMALL BUSINESS IN THE THIRD WORLD 
GUIDELINES FOR PRACTICAL ASSISTANCE 1984 

1 BK, GUIDE TO BASIC PRINT PRODUCTION 
PLANNING THE PROJECT 1985 

BOOK 1: 

1 BK. SINGLE ENTRY BOOKKEEPING SYSTEM FOR 
SMALL SCALE MANUFACTURING BUSINESSES 

BK. 

1 BK. 

CONSULTANCY FOR SMALL BUSINESSES 

COMUNICATION WITH PICTURES IN NEPAL 
NDS/UNICEF 1976 

O/S 

1 BK. VISUAL COiIHUNICATION HANDBOOK 1979 

CONTINUED ON NEXT PAGE
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APF'ENDIX 4
 

QUARTERLY REPORT 

SUGGESTED FORMAT
 

A. 	 Documents Collection 

1. 	Number of Times REIC was used
 

2. 	 Number of users (internal)
 

3. 	 Number of users (external)
 

University Students
 

Private Companies
 

Non- govt organizations
 

Government agencies
 

others
 

4. 	 Areas of user interest (internal users) 
(subject areas)
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5. 	 Areas of user interest (external users) (subject areas) 

6. 	 Number of documents checked out 

7. 	 Number of documents returned 

8. 	 Number of documents not returned by
 

internal users
 

external users 

9. 	 Number of new permission slips completed 

10. 	 Number of documents cataloged in
 

First month of Quarter
 

Second month of Quarter
 

Third month of Quarter
 

11. 	 Are the Author., Title, and Subject Indexes up to date? 



--------------
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B Information Processing
 

. Osborne Computers
 

a. 	 Number of users on Osborne (total)
 

Internal users
 

External users
 

b. Number of diskettes in use (data analysis, no software 
program copies of diskettes) 

C. 	 Soft ware used during the quarter 
(please note in the spaces below the number of times 
the particular software is used) 

Rembrandt 

- Spread Sheet 

D Base II 

Microsoft Basic
 

other (please Specify)
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2. 	 MacIntosh 

a. 	 Book Catalog 

1. 	 Number of searches made for information (bib
liographies, author search, etc.) 

2. 	 Total number of records in data base 

3. 	 Number of new labels printedl for book:s - 

4. 	 Is author title, and subject index up to date?
 

b. 	 Project Index
 

l.How many new questionnaires have been completed?_.

2. Number of searches made by technology 

3. 	 How many total records ( e.g. completed question
naires) have been entered during the quarter?__
 

4. 	 How many directories have been distributed during
 
this quarter?
 

International Distribution
 

National Distribution
 

c. 	 Information Centers Mailing list
 

1. 	How many new addresses have been added to the
 
database?
 

2. 	 How many address labels have been completed? ...-

3. 	 Has an updated print out been made with new
 
addresses listed? 
yes 	 __ no___
 

4. 	 How many letters have arrived 
as a 	result of 
exchange offer?
 

5. 	 How many ERC publications have been requested?-

6. How many ERC publications have been sent by mail?__
 



-------------------------- --------------------------

-------------------------- --------------------------
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d. ERC Mailing List
 

1. 	 How many ERC brochures have been distributed
 
(using mail merge letters)?_
 

2. 	 How many address labels have been made?__
 

3. 	 How many new addresses have been added to the
 
listing?_
 

e. 	 ERC Staff
 

1. 	 How many ERC questionnaires ( or new staff) have
 
been completed
 

2. 	 Have the ERC researchers recieved updated
 
bibliographies from the Book Catalog? yes__ no__
 

3. 	 Are all the back ups between the two hard disks up to 
date? yes___ no___ 

4. What new data bases have been created during this time
 

Software Used Purpose of Data Base
 

i 
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SCHEDULE OF TASKS FOR 1986 

TASKS MY1JN1JL1AG1SPOT1NV!DC1JA1 STAFF RESPONSIBLE 

Objective 1 

1. Label all 
documents x------------------------- x Fethie M. S. 

2. Process all in
coming mail. 
and other 
information x------------------------- x Fethie M. S. 

a. Catalog all 
documents x------------------------- x Fethie M. S. 

Nahid 

b. Circulate 
announcements, 
new bulletins., 
table of contents 
of journals x ------------------------.. Fethie M. S. 

c. Filing memos and 
other papers x ------------------------ Fethie M. S. 

3. Return documents 
to shelves x------------------------ Fethie M. S. 

Objective 2 

1. Book loan to ERC 
staff, and external 
users x Fethie M.S. 

2. REIC Information 
Package 

a. Package for ERC 
staff x .------------------------ Ali Behiery 

Ibrahim Saad 
b. Package for par

ticipants in 
Project Index x- ------------------------x Ali Behiery 

Ibrahim Saad 
c. Fi:ll out new quest

ionnaires x Ali Behiery 

Ibrahim Saad 
Fethie M. S. 
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TASKS MY JNIJL AGISPIOTINVIDCI STAFF RESPONSI BLI 

Objective 2 

3. Promote Services 
to Libraries in 
Sudan by 
delivering micr
fiche catalogs 
to listed 
agencies 

x- ------------------------ x Fethie M. S. 

Ali Beheiry 

Ibrahim Saad 

4. Purchase new doc
uments 

a. 

b. 

evaluate budget optionsx-

get new orders from 
ERC staff ( or 
evaluate old orders) x 

------------------------

------------------

x Gaafar El Faki 
Ibrahim Saad 

Maha Hassan 
Fethie M.S. 

C. obtain lists of 
to be ordered 

books 
x ------------------------ x Fethie M. S. 

d. find jobber ( person
who orders books x Gaafar El Faki 

e. Maintain files of 
documents and journals 
on order x----------- x Fethie M. S. 

f. Create new data base 
for books on order 
and books on request xx Ibrahim Saad 

5. Fill out ERC quest
ionnaire with new 
ERC staff x ------------------------x Ibrahim Saad 

6. Register all 
visitors to the REICx ------------------------ x Fethie M. S. 

<Vt
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TASKS 	 MYIJNIJLIAGISF:OTINVIDCIJAI 
 STAFF RESPONSIBLE
 

Objective 3
 

1. 	Announce REPI to 
agencies on Ibrahim Saad
 
ERC mailing list 
 X, 	 Maha Hassan 

2. 	 Send ERC brochures 
 Ibrahim Saad
 
to all on ERC mailng x-------- x Maha Hassan
 

3. 	 Send monthly list of
 
new books to
 
libraries 
(see Ibrahim Saad 
appendix 6) X x V X x x X Fethie M. S. 

4. 	 Establish
 
Interlibrary loan 
 Fethie M. S.
 
agreement with agencies 
 Dr. El Tayeb
 
on the list x ----------------- x Gaafar El Faki
 

Objective 4
 

1. 	 Send Short Quest
ionnaire to addresses
 
on Information
 
Center list x-------x Maha Hassan
 

2. 	Respond to requests for
 
ERC publications x --------------------x Maha Hassan
 

3. 	Update publication
 
list and
 
send quarterly
 
announcements x----------------------- x Maha Hassan.,
 

Nahid,
 
Awatif Mahmoud
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TASKS 	 MY1JN1JL1AG1SP1OT1NV!DC1JA1 


Training
 

1. 	Obtain temporary 

replacement personnel xx 


2. 	 VITA training Workshop xx 


Evaluation
 

I. 	Do quarterly reports x x 


2. 	 review quarterly reports x x x x 

3. 	 establish new year of
 
activities 


MY=MAY
 
JN=JUNE
 
JL=JULY
 
AG=AUGUST
 
SP=SEPTEMBER 
OT=OCTOBER 
NV=NOVEMBER 
DC=DECEMBER 
JA=JANUARY 

STAFF RESPONSIBLI
 

Gaafar El Faki
 
Fethie M. S.
 
Ibrahim Saad
 

Ibrahim Saad
 

Fethie M. S.
 

Ibrahim Saad
 

Fethie M. S. 
Gaafar El Faki 

Gaafar El Faki
 
Ibrahim Saad
 
Fethie M. S.
 



APPENDIX 6
 

DESCRIPTION OF 1986 TASKS
 



DESCRIPTION OF ACTIVITIES FOR 1986
 

Objective 1 
(Fethie M. S.) 

1. 	 Label all books and checkout cards 

The 	 printout of the gummed labels is made for books up to 
the 	accession number of 1076. Documents cataloged after
 
that should also have labels run off. 

Fethie knows what to do in the labeling process on the book 
Remember though that a few books will have to be corrected'
 
by ink pen on the subject/catalog number. The corrections
 
on the computer were made after the original print out of
 
labels.
 

2. Process all incoming mail and other information
 

a. 	 catalog all dCZuments 

1. 	 first decide if the document should be cataloged
 
2. 	 give the document a subject code and a catalog
 

number.
 
3. 	 catalog the documents by filling in the catalog
 

form.
 
4. 	 enter the data on the computer
 
5. 	 printout labels for the document(s) 
6. 	 Duplicate labels are printed; one for the
 

document and one for the checkout card
 
7. 	 Attach the subject code/catalog number on the
 

outside of the document in a visible place 
8. 
 staple flap to insert book loan card in document
 
9. 	 insert check out card in the flap
 

10. shelve book 

b. 	 circulate all incoming information
 

1. 	 Separate information for circulation from
 
the rest of the mail.
 

2. 	 find a circular form
 
3. 	 attach the information onto the form 
4. 	 take the form to the first person on the list
 
5. 	 There is a circular form on the MACINTOSH if
 

you wish to print it out instead of photocoping
 
it.
 

6. 	 When the material is returned
 
bulletins are shelved in their appropriate boxes 
tables of contents are thrown away
 
announcements are kept in a box for one month and
 
then thrown away
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c. 	 filing memos and other paperwork. The filing system is the
 
most important documentation process in any office. To date
 
the REIC has several files for equipment purchase, budgeting,
 
official memos, etc. It is essential to maintain an accurate
 
record any transaction.
 

3. 	 Return books to shelves . A box has been provided for users 
to place returned books from research done in the center or 
returned books that were checked out. The librarian should 
always try to check the check out cards for every book on
 
the shelf.
 

Objective 2 (Ali Beheiry, Ibrahim Saad, Nahid
 

1. 	book loan to ERC staff, and external users
 

The 	checkout cards will be easier to fill 
out 	once the labels
 
that bear the author/title and catalog number have been
 
attached.
 
E>xternal users should include address on the check out card
 

2. 	 REIC Information Package
 

a. For ERC/RERI staff
 

1. The MacWrite document entitled "ERC Presents.."
 
This letter should be templated into the ERC staff
 
inde,-.. The following field should be templated for
 
mail merge
 

Name of Researcher
 
Technology
 
Other Areas of Interest
 

2. 	 The bibliographies that Ali was making up should be
 
sorted according to match bibliographies with tech
nologies and other fields of interest for each
 
researcher.
 

3. 	 Then photocopies should be made and the
 
letter with the photocopied bibliographies should be
 
delivered to each researcher.
 

Vo 
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b. 	 Information Package to participants in Project Index
 

1. 	 Collecc all the component parts of the informtion
 
package from the checklist:
 

ERC Brochure
 

ERC publication list
 
Thank You note 
Permission slip and how to borrow books 
Project Directory 

2. 	 The only part that is not finished from that
 
check list is the Project Directory
 
The following are the steps to complete that
 
directory
 

a) obtain at least 75 to 100 completed 
questionnaires 

b) renumber the records on the project database 
-delete empty numbers 
-attach new numbers on the corresponding 
yellow (or white now) questionnaires 

-any new numbers available should be added 
to the end of the accession numbers 

c) 	 Type the table of contents and make approp
riate print outs based on this table. You 
may add more possible print outs if you wish 
(table of contents page listed on the next
 
page). The following are descriptions of the
 
print outs.
 

1. 	 Print out full record text ( all field)
 
of the PROJECT index with TECHNOLOGIES
 
listed after the Project data for each
 
record. The printout should be by
 
accesion number
 

2. 	 Print out of by TECHNOLOGY LISTING 
Make a search and print out in one page 
all the organizations that work: with 
the technologies list in the table of 
contents ( I believe it is the same kind 
of search that you did for cookstoves 
before I left). Please make a separate
 
page for each technology and the name
 
address, contact person of the projects
 
which apply that particular technology
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3. 	 Print out of all projects in alphabetical
 
order with name, address, and accession
 
number
 

4. 	 Number listing of all projects by number
 
with just the name address and contact
 
person information.
 

5. 	 Print out of all funding agencies and
 
the names addresses, and accession number
 
of the project which recieves the funds
 

d) 	 Make a separate title page for each section
 
listed below in order to separate the
 
different section. It looks nicer too.
 

PROJECT LISTING
 

TECHNOLOGY LISTING
 

BIOMASS ENERGY TECHNOLOGIES
 

SOLAR ENERGY TECHNOLOGIES
 

WIND ENERGY TECHNOLOGIES
 

WATER POWER/SANITATION TECHNOLOGIES
 

REFORESTATION
 

PROJECT TITLE LISTING
 

NUMBER LISTING
 

FUNDING SOURCE LISTING
 

', (\
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e) 	 Sort a].l material in order
 

f) 	 photocopy the lists ( how many???? 200 or
 
300??)
 

g) 	 attach this directory to the information package
 

h) 	 put it in an envelope
 

i) hand deliver it to the participants
 

C. 	 Continue to fill out questionnaires for any new or
ganization that is fOUnd by the Grants program, through 
the REIC users that come in, by visitors to the ERC, or
 
contacts on the the street.
 

• Promote services to libraries in Sudan
 

a. 	 Wait until the arrival of the Appropriate Technology
 
Sourcebook ( volumes one and two) and the NTIS
 
Bibliography of Appropriate Technology. I have ordered
 
twenty copies of these catalogs to the microfiche. The
 
purpose is to distribute these books to the following
 
agencies, in order to advertise the microfiche
 
collection.
 

Suggested agencies to recieve the books: You may add,
 
or subtract as you like. 

- University of Gizera Library- Ruth Anderson
 
- University of Khartoum Library- Director 
- University of Khartoum Engineering Library- Director 
- National Council for Research, Docmentation Center.
 

Cecil Wesley, Director
 
- Ministry of Foreign Affairs Library ,Director 
- PlanSudan, Director 
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- Save the Children, USA, Ed Resor, Dirctor
 
- Care/Sudan
 
- United Nations Development Program, Abdul Ghafoor
 
- National Energy Administration, Office of Renewable
 

Energy 
- National Energy Administration, Library 
- National Energy Administration, E/DI office. 

C. 	 A letter should accompany the books outlining the following 
informati on: 

1. 	 The books listed in the free catalogs (VIA and NTIS
 
bibliographies)are available reference in
for use 

the REIC

2. 	 Limited photo copying of pages from the fiche is avail
able upon request
 

3. 	 The name address and street of address of the ERC should
 
be included. Especially important are the hours the
 
REIC is open to the public.
 

4. 	 The REIC invites the libraries to use the facilities
 
during work hours. 

d. Hand deliver the books to the addresses and people listed
 
above ( Fethie M. S.) 

4. 	 Purchase new documents 
a. Evaluate how much money is available from what sources
 

GTZ promised $100C)) for the 1986 budget year
 
SREF is in the process of forming a new project
 
UNESCO has recieved a request for money for books
 
CWD has supported the funding of books
 
UNDP has shown interest in financing certain activities
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b. get new orders from ERC staff for books ( or evaluate 
the old orders) 

C. obtain lists of books from all staff 

d. find a jobber ( person who orders books outside Sudan)
 

e. Maintain files of documents and journal on order 

f. Create a new data base for books on order 
and books on
 
request.
 

5. 	 New ERC Staff and Research should fill out the ERC quest
ionnaire and recieve a list of the bibliographies that apply
 
to his or her area of interest.
 

6. 	 Register all user on othe registration form.
 

Objective 3
 

1. 	Send anouncement out the RE Project Inde:x to agencies on the
 

ERC Mailing list
 
Information Center List
 
Participants in the Project Directory
 

a) announcement should tell about the new project directory
 
and how to order it. 

b) make labels of addresses 

c) stick labels on envelopes 

d) do mailmerge of announcement with each address 

2. Send ERC brochure to all on the ERC mailing List
 

a. 	 make a general letter announcing the brochure. The
 
letter may already be written. Check the MCWRITE
 
documents and see. (such as REIC forms folder)
 

b. 	 mailmerge the letter with the ERC mailing list
 

c. 	 print out all letters with a specific address for each
 
letter 
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d. 	 get Dr. El Tayeb to sign the letter
 

e. 	 make mailing labels for the letter
 

f. 	 send or hand deliver the brochure with the letter in a
 
nice envelope
 

3. 	 Send the monthly list of newly cataloged books to the
 
following agencies
 

a.. 	 make a print out of the cataloged books from the
 
previous month.
 

b. 	 make a short announcement in McWRITE
 

c. 	 mail merge the announcement with each address
 
listed below: ( Ibrahim might want to add them
 
to the ERC mailing list if he has not already done so)
 

University of Gizera Library, Ruth Anderson
 
University of Khartoum Library, Director
 
University of Kahartoum Faculty Engineering Library
 
Director
 
NCR Documentation center Cecile Wesley, Director
q 


Ministry of Foreign Affairs Library, Director
 
PlanSudan, Director
 
Save the Children, USA
 
AID Resource Library
 
NEA Library
 
E/DI Reference Collection
 

d. 	 write a short announcement about the accession list
 
and invite other agencies to send the REIC information
 

e. 	 mail merge the short anouncement with each address on the
 
aforementioned list
 

f. 	 make mailing labels for each address
 

g. 	 place the announcement with a photocopy of the new
 
accession list in an envelope, place the label on the
 
envelope
 

h. 	 hand deliver or mail the packages to the appropriate
 
destination
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4. 	 Establish Interlibrary loan agreements with the -following
 
institutions:
 

AID 	Resources Library
 

NEA 	library
 

NCR 	Documentation Center
 

University of Khartoum, FacUlty of Engineering Library
 

a. Send the following letter to the library with the sig

nature of Dr. El Tayeb
 

Dear:
 

Since 1985, the Energy Research Council has been est
ablishing a renewable Energy Information Center. The prupose of
 
the REIC is to collect and disseminate technical and research
 
information. The Center is now operting in the ERC offices on
 
Mohamed Nagub Road. AS a 
 part of our outread program, we are
 
attamptin to collaborate with other libraries and rsearch
 
centers dedicated to similar objectives. Attached you will find
 
an agreement which you might find interesting. If you agree to
 
loan books on an interlibrary loan basis, please sign the
 
document and return it to us. We will be happy to recipercate. 

The REIC would also like to emphasize that we are starting 
to offer other services as well. In the near future you might 
be recieving the following: 

-monthly list of new document in our documents collection 
-a brochure of ERC activities 
-free catalogs listing microfiche that is available in our 
office.
 

We look forward to recieving your answer soon.
 

Dr. 	El Tayeb Idris 

,V
 



-------------------------

-------------------------

-------------------------

EXCHANGE AGREEMENT FOR INTERLIBRARY LOAN
 
SUGGESTED FORMAT
 

IT IS AGREED THAT THE FOLLOWING TWO LIBRARIES/INFORMATION :ENTERS
 
WILL, UPON REQUEST. LOAN DOCUMENTS AS INTERLIBRARY LOANS
 

ENERGY RESEARCH COUNCIL
 
RENEWABLE ENERGY INFORMATION CENTER
 
F. 0. BOX 4032
 
KHARTOUM
 

THE TERMS OF LOAN ARE AS FOLLOWS:
 
-Said libraries agree to request specific book/documents in
 

writing
 

-borrowed books/documents shall not leave the physical ibrary
 

-said libraries named above agree, as the borrower, 
 to take the
 
responsibility to deliver and return the documents.
 

-users of the material may request the interlibrary loan
documents/books, but may not remove the items from the library
 
premises
 

-only documents may be loaned, 
no journal or issues of journals
 
or bulletins will be exchanged
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-no reference material will be exchanged
 

-the library has the right to borrow the documents for two weeks
 

-the library agree to borrow two(2)(?) document/books at a time
 

-the library takes financial responsibility to replace items if
 
not returned in the alloted two weeks
 

-each request for documents will be written.
 

Signatures of adminsitrative personnel involved
 

Dr. El Tayeb Idris Name of corresponding 

administrator and 
Director address 

Enerav Research Council
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Objective 4 ( Maha Hassan)
 

1. 	 Send short questionnaire, ERC brochure, ERC publication list.
 
exchange letter, to agencies 
which hve not responded to the
 
first letter. The letters, questionnaires, ERC publications
 
lisLs have been delivered to Maha. She should get a number
 
of the ERC brochures when they are finished.
 

2. 	 Respond to requests for publications ( after new letter is
 
sent).
 

a. 	 update and correct the address in the Information Center
 
mailing list
 

b. 	 put the accession number of the addres on the letter
 

c. 	 mark the type of letter to repond to the request 
( response 1, response 2, etc.) 

d. 	 print out the letter using mail merge 

e. 	 print out the mailing labels
 

f. 	 sign the letter and put the response with the
 
publications to be sent and mail the package.
 

7. 	 Update the ERC publications list. As new reports are
 
written, the originals of those reports should be given to
 
Maha. The title, author, publishing date, and price should
 
be added to the publications list in the MCWRITE folder
 

TRAINING
 

1. 	 Before any person leaves for training, his/her tasks should
 
be temporarily assigned to another staff person.
 

2. 	 VITA Workshop 



p. 13
 

EVALUATION 

1. 	 Periodic evalution. The quarterly reports should provide an 
idea of the progress in certain areas. The task schedule 
should be evaluated to get an idea of the progress of
 
activities during the year.
 

2. 	 At the end of the year the following questions are useful 
You may add to it or Subtract from the following list: 

-what tasks were completed
 
-what task:s were not completed
 
-what resources were needed to accomplish each task
 
-what is the state of the budget
 
-what human resources are needed to maintain the REIC
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