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	Summary
	This pamphlet provides procedural guidance for managing the conversion of The Army Training System Courses (TATS-C) and courseware for distributed learning (DL).  It also provides guidance for implementing courseware for quota-managed and self-motivated instruction by DL means.

   

	Applicability
	This pamphlet applies to the U.S. Army Training and Doctrine Command (TRADOC) activities and The Army School System (TASS) Training Battalions responsible for managing or performing training development (TD) or TD-related functions, including evaluation/quality control of the training, products, and institutions that present the training.  It also applies to non-TRADOC agencies/organizations having Memorandums of Understanding, Memorandums of Agreement, and contracts for developing training or training products for TRADOC and TASS agencies/organizations.



	Forms
	The form prescribed by this pamphlet is found at the back of this pamphlet, and also on-line (http://www.atsc.army.mil/itsd/olcatform.asp).



	Suggested

Improvements
	The proponent for this pamphlet is the Deputy Chief of Staff for Operations and Training (DCSOPS&T).  Send comments and suggested improvements on DA Form 2028 (Recommended Changes to Publications and Blank Forms) through channels to Commander, TRADOC, ATTG-CF, 5 Fenwick Road, Fort Monroe, VA 23651-1049.  Suggested improvements may also be submitted using DA Form 1045 (Army Ideas for Excellence Program (AIEP) Proposal).


	Availability
	This publication is distributed through the TRADOC Homepage at http://www.tradoc.army.mil/tpubs/regndx.htm.  It is also available on the Training Development and Analysis Directorate (TDAD) homepage at http://www-dcst.monroe.army.mil/tdaa.
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	Chapter 1

Introduction



	1-1.
	Purpose.

	
	The purpose of this pamphlet is to provide managerial guidance on the following areas of the production of distributed learning (DL) courses and courseware and their subsequent implementation:



	
	    a.  Courseware production pre-award phase.

    b.  Courseware production development phase.

    c.  Courseware production fielding phase. 

    d.  Standalone DL.

    e.  Managing students in Headquarters, Department of the Army (HQDA)/quota-managed DL.

    f.  Managing students in self-development DL.



	1-2.
	References.  The references for this pamphlet appear in appendix A.



	1-3.
	Explanations of abbreviations and terms.  Abbreviations and terms appear in the glossary of this publication.  



	1-4.
	Systems Approach to Training (SAT) overview.  In accordance with Army Regulation (AR) 350-1, the Army's training development (TD) process is the SAT process.  The SAT process is a systematic, iterative, spiral approach to making collective, individual, and self-development education/training decisions for the Army.  It determines whether or not training is needed; what is trained; who needs the training; how, how well, and where the training is presented; and the


	
	training support/resources required to produce, distribute, implement, and evaluate the required education/training products.  Training development is a vital component of TRADOC’s mission to prepare the Army for war.  As such, it is the responsibility of every civilian and soldier in management and training-related roles in the TRADOC HQ, schools, field units, and supporting contractor offices.  Management at all levels needs both to have a working knowledge of the process and to ensure its efficient implementation.  Doing so will save scarce resources:  personnel, time, process, and unnecessary product development dollars.  The overview in TRADOC Pam 350-70-4 provides the context for producing successful TD projects.


	1-5.
	Regulation, pamphlet, and job aid relationships.  This pamphlet supports and provides managerial guidance on the policy established in TRADOC Reg 350-70, chapter II-9.  The regulation directs the use of this pamphlet in planning and producing DL courses and courseware.  This pamphlet is printable as a single document.



	Organization


	    a.  Figure 1-1 shows how this pamphlet is organized.  Guidance provided in some chapters supports other chapters.  Refer to each of these to manage the production and implementation of DL courses and courseware. 



	TRADOC Reg 350-70
	    b.  Figure 1-2 illustrates the relationship of this pamphlet with TRADOC Reg 350-70.


	1-6.
	How to use this pamphlet.  The guidelines in this pamphlet are applicable to all individuals and organizations managing, or involved in, developing and/or implementing DL courses and courseware, to include:



	
	    a.  Training developers in proponent schools during the production of DL courses and courseware.



	
	    b.  Support contractors producing DL courseware under the DL XXI training development support contract.



	
	    c.  Support contractors producing DL courses outside the DL XXI contract.



	
	    d.  Contractors producing new equipment training (NET) courses for system acquisitions, using DL methods and technologies.



	1-7.
	The Army Distributed Learning Program.  The Army Distributed Learning Program (TADLP) is a HQDA-funded Chief of Staff, Army (CSA)-approved program.  It—



	
	    a.  Provides near-term and long-range planning and funding for infrastructure and hardware the Program Manager (PM) Distributed Learning System (DLS) acquired.



	
	    b.  Provides near-term and long-range planning and funding for the production of courses and courseware for delivery to soldiers and Department of the Army Civilians (DAC) anytime, anywhere, using DL means.



	
	    c.  Delivers standardized training to soldiers, DACs, and units anywhere, at anytime, using multiple delivery means and technologies, which provides the capability to enhance and sustain Army readiness.



	
	    d.  Leverages technology and training design efficiencies to provide cost-effective and efficient training.



	
	    e.  Fully supports individual training (including leadership and self-development), Army Modernization Training (AMT), and unit training.



	1-8.


	Distributed learning description.  Distributed learning provides the means to leverage proven training design principles and technology and deliver structured progressive and sequential training anytime, anyplace.  The TADLP includes training provided for completion at home, in a Digital Training Facility (DTF), at a post or Reserve Center, or in a unit deployed at an operational site.



	1-9.
	Distributed learning training design.  A fundamental principle in the design of DL training is that individuals learn most effectively on their own when following a structured, guided training program.  Effective DL training designs include branching (that is, basing the student’s next step on the last response or pattern of responses), to account for differences in student learning abilities and the lack of immediate access to an instructor, and use of diagnostic pretests to reduce or eliminate instruction the learner does not require.  TRADOC Reg 350-70, chapters VI-6, VI-7, and VI-8 and TRADOC Pam 350-70-2 provide minimum design requirements.
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	Figure 1-1.  TRADOC Pam 350-70-12 organization



	1-10.
	Distributed learning delivery media.  Media used for delivering DL enable the course designer to provide structured and sequenced training.  Distributed learning delivers instruction via a variety of media.  This offers learners opportunities to apply their personal learning skills to master the required training.  Delivery media technologies include—



	
	    a.  Interactive Multimedia Instruction (IMI) delivered on the Internet via the World Wide Web (WWW), that is, web-based training (WBT), as asynchronous or synchronous instruction.



	
	    b.  Interactive Multimedia Instruction delivered via compact disk-read only memory (CD-ROM) as asynchronous instruction.



	
	    c.  Synchronous instruction delivered via video teletraining (VTT) courses, modules, and lessons.

    d.  Networked simulations (for example, virtual and constructive simulations).

    e.  Legacy Army Correspondence Courses Program (ACCP), courses, phases, and subcourses (modules) delivered as paper-based materials or digitized for delivery via WBT or CD-ROM.  



	1-11.
	Distributed learning policy guidance.  The HQDA Deputy Chief of Staff for Operations and Plans (DCSOPS) provided initial DL policy guidance in a DAMO-TRI E-mail message, subject:  Implementation of the Army Distance Learning Program, December 2000.  This message assigned TRADOC the responsibility for providing regulatory guidance for the design, development, and implementation of DL courseware and appropriate delivery methods.  The following paragraphs restate DL policy guidance letters and messages promulgated by HQDA and Headquarters (HQ) TRADOC. 



	1-12.
	Department of the Army-directed/quota-managed training policies.

	Place of duty
	    a.  Commanders establish the DL facility as the soldier’s place of duty during DL training for Department of Army (DA)-directed/quota-managed training.  A DL facility is any location where the capability exists for the soldier to receive the course as designed.



	Student availability
	    b.  Commanders ensure students are available for DL training and have no command-directed conflicts that will interfere with their scheduled training for DA-directed/quota-managed training.

 

	Duty day
	    c.  Commanders adjust the duty day, as required, for individuals participating in DA-directed/quota-managed training.  For example, students participating in synchronous classes via VTT may adjust their duty hours to harmonize with students and instructors located in other time zones.



	Training at home station 
	    d.  When the required training is available at a DL facility at the soldier’s home station, schedule the soldier for training at that facility.  Note:  The home station includes the geographical area within 50 miles radius, or 90 minutes commute, from the soldier’s unit of assignment.
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	Figure 1-2.  Training development policy and guidance


	Exceptions 
	    e.  Consider exceptions to home station training on a case-by-case basis (for example, if the requirement cannot be satisfied due to the nonavailability of DL training at home station, or if the mandated training is not available to satisfy a time-critical requirement for reassignment or promotion).  Exemption authority rests with the major Army command (MACOM) commander.



	MTSA funds
	    f.  The use of the Military Training Specific Allotment (MTSA) to fund temporary duty (TDY) at a DL facility other than home station is authorized only if—

        (1) The course is identified as an MTSA-funded course in the Army Training Requirements and Resource System (ATRRS).

        (2) The soldier is unable to satisfy the course/phase training requirement at home station and requires travel outside a 50-mile radius.

        (3) The cost of attending all phases of the course does not exceed the cost of sending the soldier to the proponent school to complete the resident course.   



	Scheduling
	    g.  The MACOMs determine the most efficient scheduling, given the availability of TDY and travel funds and available training seats, especially in cases where there is minimum capacity for a given class/location combination.



	Multiple phases
	    h.  The ATRRS may schedule soldiers for multiple phases at different locations, provided costs of this option do not exceed the costs of sending soldiers to the proponent school for the full resident course.  The Learning Management System (LMS) schedules smaller instructional units (for example, modules, lessons). 
Note:  See phasing guidance in paragraph 2-7. 



	Soldier duty status
	    i.  Schedule soldier participation in DA-directed training, delivered via DL, during the soldier’s normal duty day, or in accordance with (IAW) the published class schedule for the course.  To help commanders gauge the number of duty hours required to complete a specific DL course within a specified time, the course administrative data (CAD) for DL courses include the number of academic hours and the maximum allowable time to complete the instructional unit (see para 2-6). 


	1-13.
	Self-development training.

	Duty time
	    a.  Allotting duty time for completion of self-development training is at the commander’s discretion.  Commanders are encouraged, but currently not required, to provide soldiers the opportunity during the duty day to complete self-development training. 



	Location
	    b.  Soldiers may complete self-development courses in a DL facility.



	1-14.
	Course priority at DL facilities.

	Priority one
	    a.  Priority one is mission-immediate training required for mobilization, activation, deployment, or other critical time-sensitive requirements for all components.



	Priority two
	    b.  Priority two is HQDA-directed/quota-managed training.  
Table 1-1 shows the priority within components. 



	Priority three
	    c.  Priority three is additional skill identifier (ASI)/special qualifications identifier (SQI) Reserve Component (RC) courses and Department of Defense (DOD) civilian employee training.



	Priority four
	    d.  Priority four is functional training courses for all components. 



	Priority five
	    e.  Priority five is self-development courses for all components.



	Priority six
	    f.  Priority six is training courses provided to civilian communities in Army National Guard (ARNG) facilities under the National Guard Bureau’s (NGB) concept of shared use.

	
	Table 1-1

Course priorities within components

Component

Courses

Active Component (AC)

1.  Noncommissioned Officer Educational System (NCOES)/Warrant Officer Education System (WOES)/Officer Education System (OES) courses.

2.  Additional skill identifier and SQI courses.

3.  Military Occupational Specialty (MOS) reclassification courses.

Reserve Components

1.  MOS reclassification courses.

2.  NCOES/WOES/OES courses.




	1-15.
	Course information, requirements, completion, and credit.

	ATRRS
	    a.  The ATRRS is the DA system of record for individual training.  Distributed learning course information is available in ATRRS.

	Timing
	    b.  Total training time to complete all phases of DL training generally does not exceed 12 months for AC soldiers and 24 months for RC soldiers.



	Student requirements
	    c.  Commanders, school commandants, and quota managers ensure that soldiers scheduled for training—

        (1) Meet all course prerequisites.

        (2) Comply with Army height and weight standards.

        (3) Are informed of individual equipment and materials required for course attendance.



	Course completion
	    d.  Graduation or course completion requirements for training certification purposes should comply with the student evaluation plan prepared for each course.  Students complete all training requirements to satisfactorily complete the course.

	Course credit
	    e.  Individuals from all components who satisfactorily complete courses, as described in paragraph 1-15d, are granted credit for successfully completing training provided through The Army School System (TASS) training battalions, proponent resident schools, or DL facilities.



	Diplomas
	    f.  Documentation in soldiers’ military personnel records will not differentiate between instruction modes.  Successful completion of a DL course carries the same credit as training completed in resident schools.  Promotion and evaluation boards will not discriminate against soldiers that complete their required professional military training through DL means.  Diplomas, certificates of completion, or DA Form 1059 (Service School Academic Evaluation Report) will not reflect “nonresident”, “DL”, “Reserve Component”, or other similar remarks.

 

	Records
	    g.  Successful completion of DL training is officially recorded in ATRRS as part of the individual’s permanent training history.  Enter/update all training mandated IAW AR 350-1 in the official personnel file.  Issue school-generated certificates of completion and ATRRS-generated DA Forms 1059 to soldiers through the mail or the DL facility facsimile (FAX) capability.  These documents are used as source documents for promotion points. 




	1-16.
	Management and tracking of DL courseware and products.

	Courseware development, status, and

disposition
	    a.  The U.S. Army Training Support Center (ATSC) manages the development and tracks the tasks, status, and disposition of all Army DL courseware and products.  This includes DL courseware and products TRADOC schools and other MACOMs produce and/or distribute.  See appendix B for development tasks.



	Funds
	    b.  Direct funds identified for DL courseware development to ATSC for disposition.  

	Development
	    c.  Produce all TADLP-funded DL courseware either within the proponent school training development cell or under the DL XXI contract.  The TRADOC Assistant Deputy Chief of Staff for Operations and Training (ADCSOPS&T) approves exceptions to this policy IAW paragraph 2-13.

  

	Notification and product disposition
	    d.  Commanders and school commandants:

        (1) Notify ATSC (ATIC-ITSC-CM) of the date production of a DL product begins and subsequent milestone dates.

        (2) Provide copies of final DL products to ATSC (ATIC-ITSC-CM) IAW TRADOC Pamphlet 350-70-2, paragraph 7-8.



	Products
	    e.  Include the following products in this requirement:



	
	        (1) The Army Training System (TATS) courseware including supporting administrative materials; training support package phases, lessons, modules, subcourses, and any prerequisite/integrated DL components (that is, WBT, CD-ROM, VTT, simulations) developed, configured, and compiled IAW TRADOC 350-70, chapter VI-8.  



	
	        (2) Distributed learning courseware and products supporting TRADOC Common Leader and Common Core training.



	
	        (3) Distributed learning products supporting individual and unit-based sustainment training, not included in formal courses.



	
	        (4) Military and civilian employee professional development and any other special purpose DL training products.



	
	        (5) Army Correspondence Course Program courses and subcourses:

               (a) Designed to support specific critical tasks, and their supporting skills and knowledge, required for completion before, during, or after a resident instructional unit of a TATS course. 

               (b) Made available for self-development to support career model recommendations.  See TRADOC Reg 350-70, chapter VI-9.



	
	        (6) Legacy DL courseware and products (for example, non web-based DL products developed prior to 2001, that do not meet Sharable Content Object Reference Model (SCORM) and current standards, and are not superseded).  


	1-17.
	Courseware testing.

	Contract support
	    a.  The requirement exists for all courseware developed for DL to run on DLS student workstations.  This requirement applies to contractor and proponent school-produced courseware using in-house resources.  Statements of work (SOW) for contract support include this requirement.  Information concerning the basic configuration of DLS workstations is available on-line (http://www.tadlp.monroe.army.mil/DTF%20Configuration.htm).

  

	
	    b.  Proponents conduct early prototype tests of courseware in DTFs to verify technical playability.  They may validate courseware in DTFs, TRADOC Classroom XXI classrooms, and National Guard Distributive Training Technology Project (DTTP) classrooms, to verify educational sufficiency.



	Certification
	    c.  When the final product is sent for replication/distribution, proponent schools provide ATSC with written certification that the courseware tested successfully in a DTF.



	DTF unavailability or problems
	    d.  If no DTF is available to support courseware testing, proponent schools may contact the DLS PM for assistance (757-728-3863/
DSN 826-3863).  Proponents may also contact the DLS PM when encountering problems that may require modifications to DTF configuration.  Modifications are allowed within certain parameters, and with sufficient justification.  

 

	1-18.
	Implementation of Army-directed and quota-managed courses.



	Course documents
	    a.  In order for HQ TRADOC Training Operations Management Activity (TOMA) analysts to completely and accurately document courses that are DL or contain DL, schools submit comprehensive course-design data and supplemental information stated in paragraph 2-6 with the CAD; an updated individual training plan (ITP), if

	
	applicable (see paragraph 2-5); and a program of instruction (POI) for all DL courses.  Schools ensure that the course documents are submitted and accepted prior to implementing training courses.

	Release of funds
	    b.  Schools submit the CAD, supplemental information, and updated ITP to TOMA prior to the ATSC releasing funds to the school for courseware production under contract.  In addition, ATSC reviews and certifies the availability of suitable government-furnished information (GFI) and government-furnished materials (GFM) for contractor use, prior to releasing funds.  TOMA analysts use the CAD to ensure the ATRRS identifies the proponent’s course strategy and plan for utilizing the courseware to support Army training requirements.

 

	1-19.
	The DL courseware production process.  The process for producing courseware under the DL XXI contract is adaptable for proponent school in-house developers and contractors outside that contract vehicle to use.  This process promotes standardization among all DL developers and ensures all Army DL courses are compatible with DLS software and hardware.  The process consists of a series of activities grouped into four phases:  Pre-award, Development, Fielding, and Sustainment.  These phases are described below and addressed in the chapters that follow.  The tasks and procedures ATSC uses to oversee and support the production process are in appendix B.



	Pre-award Phase
	    a.  The Pre-award Phase precedes the awarding of a delivery order (DO) for the production of a DL course or courseware.  During the Pre-award Phase, proponent schools, ATSC, and HQ TRADOC perform administrative and coordinating activities to ensure that funds are available, a viable production strategy exists, and the DL instructional unit is entered in the ATRRS.  Pre-award contractual activities include the delivery and approval of an updated ITP and CAD or POI, providing the supplemental information in paragraph 2-6, developing a course-specific SOW, and assembling required GFI/GFM.  Based on the accomplishment of pre-award activities and ATSC’s review of GFI/GFM and other pertinent information (for example, CAD and ITP), the ATSC advises the HQ TRADOC Office of the Deputy Chief of Staff for Operations and Training (ODCSOPS&T) on the readiness of the school to proceed to contract award.

   

	Development Phase
	    b.  The Development Phase of the process begins following the selection of a TD contractor and the award of a production DO.  This phase requires continuous communication and cooperation between the Government (that is, proponent school and ATSC) and the contractor.  Close coordination during a series of meetings helps ensure that the contractor understands completely the Government’s requirements and expectations concerning the DL courseware.  An ATSC review team certifies that GFI/GFM is sufficient to enable the contractor to perform the task successfully.  The contractor prepares, and submits to the Government for approval, a milestone schedule, a validation plan, a test and evaluation plan, a student evaluation plan, an Instructional Multimedia Design Package (IMDP), and a prototype lesson, demonstrating understanding of the educational and technical requirements.  Once these deliverables are approved and the technical approach agreed upon, the contractor proceeds to produce the courseware.  The contractor delivers lessons to the Government as they are completed.  The lessons receive quality assurance (QA), technical reviews, and corrections as required.  After passing these reviews, the DL course is validated for educational sufficiency and tested in a DTF to ensure courseware compatibility with DLS equipment.  The Fielding Phase may include operational tryouts during the first iteration of training.  Upon satisfactory completion of all reviews and tests, the Government accepts and prepares the courseware for release to the field.   



	Fielding Phase 
	    c.  The Fielding Phase involves entering the completed DL course or module into the LMS, the ATRRS, and completing TRADOC Form 350-70-12-1 (Input Form for the On-line Card Catalog) to register the course/module with the Reimer Digital Library (RDL).  Schools submit the Universal Resource Locator (URL) address for web-based courses.  The RDL uses the URL to point to the location where the courseware resides.  Determine packaging requirements from a school-furnished Basis of Issue Plan (BOIP) and student enrollment applications.  Replicate the CD-ROMs and supporting paper products, when required, to meet these requirements.  



	Sustainment Phase
	    d.  Proponent schools maintain courses to reflect current doctrine, procedures, and equipment.  The Sustainment Phase follows the SAT process of analysis, design, development, implementation, and evaluation.  The proponent schools review and update training materials periodically IAW their Training Development Plan, or whenever a significant change to doctrine, procedures, or equipment occurs, to ensure they remain up-to-date and relevant to Army missions, functions, and skills.  Proponent schools identify requirements to revise courseware, as soon as possible. They include these requirements in their planning, programming, budgeting, and execution process.  Figure 1-3 illustrates the sequencing of the course production process. 



	1-20.
	Quality control (QC) checks.  Each chapter in this pamphlet includes QC checks for the courseware production and implementation in the form of performance measures.  Meeting these checks assures all levels of management of the successful implementation of DL training. 
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	Figure 1-3.  Distributed learning course production sequence


	Chapter 2

Distributed Learning Courseware Production, Pre-Award Phase



	2-1.
	Distributed learning course production priorities.  TRADOC Reg 350-70, chapter II-9 provides DL course production policy.  The overarching requirement to improve the readiness of the force requires that the DL production effort focus on individual training courses that support the Military Occupational Specialty Qualification (MOSQ) levels of active and RC units.  The MACOMs, including the Chief, NGB, and the Chief, Army Reserve, report specific training needs to the TRADOC Program Integration Officer (TPIO) for TADLP.  The TADLP Campaign Plan, Annex B, paragraph B.6.3, describes the procedure for nominating courses for production.  The TPIO TADLP reviews nominations, establishes priorities, and incorporates them into the Master DL Priority List.  The Priority List also includes the following CSA-designated requirements:



	
	    a.  Courses that support Army transformation, to include the Stryker Brigade Combat Teams and the Stryker Armored Vehicle.

    b.  Courses that reduce MTSA and Trainees, Transients, Holdees, and Students accounts.

    c.  Courses that support transformation of the institutional Army.

    d.  Courses that support the Army National Guard Division Redesign Study.

    e.  Courses that support leader development.

    f.  Officer Education System courses.



	2-2.
	Requests to cancel or remove courses.  When a proponent school requests cancellation or removal of a course from the Master DL Priority List, the school commandant, or designated representative, signs and forwards the request to the TRADOC TPIO with supporting rationale that justifies removal.  The TPIO forwards the request to the DSCOPS&T or ADCSOPS&T, with a recommendation to approve or disapprove the request.  The TPIO adjusts the Priority List, if appropriate.

	2-3.
	Estimate DL production costs.  The TPIO TADLP coordinates with the proponent schools to determine how to produce courses on the DL Master Priority List for DL.  The schools identify the approximate number of hours DL will deliver, and estimate how to allocate these hours among the available delivery media.  The TPIO TADLP develops the annual production resource requirement by calculating the estimated cost to produce DL courseware for each course on the list, based on the percentage of hours allocated to each medium and the hourly cost per medium.  The ATSC prepares an Independent Government Cost Estimate as part of the acquisition package for each course contracted for production. 


	2-4.
	Develop annual DL production plan.  The annual target goal of DL courseware production progressed from 31 courses per year, in the fiscal year (FY) 98 – 02 timeframe, to 47 courses per year beginning in FY03.  Annually, the TPIO TADLP develops a proposed DL courseware production list following command guidance and Army needs in selecting the courses.  The TPIO applies the estimated per-course production costs against the resources the Army Program Objective Memorandum provides for this purpose.  The list includes courses to the extent that available funds permit.  The TPIO submits the proposed list to the DCSOPS&T/ADCSOPS&T for approval, and notifies the appropriate schools and ATSC of the approved courses. 




	2-5.  
	Submit Training Requirements Analysis System (TRAS) documents.  The TRADOC TOMA documents quota-managed courses in the ATRRS using course design data the schools provide via the CAD.  Upon notification by the TPIO TADLP of courses selected for DL production, TOMA directs the proponent schools to submit the appropriate CAD and supplemental information.  The schools prepare, coordinate, and submit to TOMA a separate CAD for each DL course and course phase, IAW TRADOC Reg 350-70, chapter II-8-4d.  If the CAD generates the need, the school updates and submits the related ITP with the CAD.  In order to ensure the availability of resources at the start of training, TRADOC Reg 350-70, chapter II-8-3e requires submitting CAD at least 36 months prior to the FY in which a new or revised course is implemented.  Therefore, schools begin CAD preparation as soon as they are notified that their courses are on the approved DL production list.  The CAD identifies coordinated training start dates, optimum class sizes, course or phase lengths, estimated instructor contact hours (ICH), and equipment and ammunition requirements, if any.



	2-6.
	Supplemental information.  TRADOC Pam 350-70-8 requires proponent schools and centers to submit supplemental information (formerly known as “the 14 questions”) along with the CAD, for courses or phases scheduled for DL partial or total delivery.  Proponents review the DL models illustrated in figures 2-1 through 2-3 to help determine training paths, sequences, and DL strategies.  They provide answers to the following questions, for each DL course or phase, in the ‘Remarks’ section of the CAD, or in a separate document—


	
	    a.  Does a phase require completion before attending the next phase?  (That is, does Phase 1 require completion before attending Phase 2, or is sequencing immaterial?)



	
	    b.  Can the student take/enroll in more than one phase at a time?  (Is one phase a prerequisite for another, or may learners enroll in both phases simultaneously?)



	
	    c.  How is each course/phase delivered?  (For example, WBT, hybrid WBT/CD-ROM, simulation, VTT, paper/book.) 



	
	    d.  Does the course/phase require courseware distribution to the student?  If so, does it include read-ahead materials?  Are they tested before the learner enters the course or phase?



	
	    e.  Is the training synchronous, asynchronous, or both?



	
	  f.  Is the training conducted in a DTF or in the learner’s home or unit?



	
	    g.  What is the maximum allowable time, in days, for the learner to complete the course or phase in order to schedule follow-on phases?



	
	    h.  How many academic hours are in the course or phase?



	
	    i.  How many total hours (academic hours plus administrative hours)?  (See Job Aid Compute “Academic Time” and “Maximum Time for Completion” for Self-paced Instruction.)  

 

	
	    j.  What is the maximum delay time (in days) allowable between completing one phase and starting the next, to prevent skill decay?

	
	    k.  If this is a quota-managed or HQDA-directed training course, can students take it as self-motivated stand-alone training, that is, for sustainment, refresher, or self-development training?  If yes, how many promotion and RC retirement points are awarded?



	
	    l.  Does this course or phase replace a course or phase taught in residence?  If yes, identify the course or phase and state if both courses or phases must remain in the ATRRS, and for how long.



	
	    m.  Is this course or phase exempt from the provisions of Section 508 of the Rehabilitation Act of 1973 (Public Law 93-112) as amended in 1998?  If so, state the category that makes it exempt.  If not, describe the strategy to make the training accessible to learners with disabilities.



	
	    n.  Does the DL course/phase require any special equipment, such as a wide-mouth FAX machine required for the Battle Staff Noncommissioned Officer (NCO) Course?  If so, state the requirements.
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Figure 2-1.  Synchronous instruction
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	Figure 2-2.  Asynchronous instruction model 1
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	Figure 2-3.  Asynchronous instruction model 2


	2-7.
	Training strategy – phasing.  The management of requirements, quotas, enrollments, courseware distribution, and student progression through multiple instructional units (that is, modules and phases) is resource intensive for managers at all levels.  Additionally, as the number of phases in a course increases, the likelihood of timely completion of the course decreases.  Therefore, insofar as effective design permits, schools limit courses to no more than three phases.  Base exceptions to this policy, as well as exceptions to the requirement of completing training within the timelines in paragraph 1-15b, on the school’s specific determination that learners cannot accomplish effective training in three or fewer phases.  A phase requires a determination that the learner has mastered course materials and is ready to progress to the next phase.  Consider the models in figures 2-1 through 2-3 when designing course phases and flow.  Also, see sample TATS course structures in TRADOC Reg 350-70, chapter VI-6-7.


	2-8.
	Actions upon CAD receipt and acceptance.  Once the CAD is received and accepted, perform the following actions:



	Funding
	    a.  Fund DL courseware production (see para 2-11e, below).



	Course data
	    b.  The TOMA provides ATSC Individual Training Support Directorate (ITSD) the CAD, supplemental information, and the training strategy/phase map.  



	Identify distribution requirements
	    c.  The ATSC uses this information and the milestone schedule agreed to at the Post Award Meeting (see table 2-4) to monitor progress of the DL courseware production process and identify read-ahead materials or other training support materials that are reproduced, assembled, packaged, and mailed to learners enrolled in the DL course or phase.  



	Enter course data in ATRRS
	    d.  The TOMA analysts enter course or phase data, and supplemental information, into the ATRRS, and identify the appropriate select codes for DL:



	
	        (1)  DL -  Shown as (DL) behind the course number, for cataloging and administrative purposes, to identify DL courses and/or phases. (This code does not appear on student completion certificates or records of training.)



	
	        (2)  BK - DL course/phase with ATSC-distributed and managed courseware.



	
	        (3)  BH – Prerequisite DL courseware, with a test, which ATSC distributes.


	
	        (4)  BR - Read ahead DL courseware, without a test, which ATSC distributes.



	
	        (5)  BS - DL courseware that the proponent school distributes and manages.  



	
	Examples:

· DL prerequisite course or phase, tested:  (DL) + BK + BH (ATSC distributes courseware and prerequisite materials).



	
	· DL read ahead, not tested:  (DL) + BK + BR (ATSC distributes courseware and read-ahead materials).

· DL course/phase without read ahead:  (DL) + BS (school distributes courseware).



	Reporting instructions
	    e.  The TOMA analysts also enter reporting instructions into the ATRRS to provide information for units use in preparing orders that assign soldiers to training:

        (1)  The locations where training is delivered. 

        (2)  Logistical information (that is, billeting arrangements, per diem allowances, and rental car authorizations).

        (3)  The DTF locations, including addresses or building numbers, and facility manager telephone numbers.  (Note:  See http://www.dls.army.mil/ (click on ‘Installations,’ then ‘DTFs & DL POCs’) for DTF addresses and managers’ numbers.)

        (4)  The URL for the DL course or phase.



	2-9.
	Submit programs of instruction.  In accordance with TRADOC Reg 350-70, chapter II-8-3e, proponent schools prepare, or update, and submit the POI to TOMA for each DL course, at least 6 months prior to its planned implementation date.  The proponents coordinate with TOMA to establish:



	
	    a.  The training starting date. 
    b.  The optimum class size.



	
	    c.  The course length, in weeks.

    d.  Training time (average training hours), that is, the amount of time expected for the majority of students to complete each phase. 

	
	    e.  The maximum time (days) allowed for completing training.



	
	    f.  Instructor contact hours, for example, synchronous training or subject matter expert (SME) mentoring.


	
	    g.  Equipment and/or training device requirements.

    h.  Ammunition requirements (if applicable).



	2-10.
	Actions upon POI receipt.  When TOMA analysts receive POIs, they code the course or phase as a valid DL instructional unit in the ATRRS.  The TOMA also provides a copy of the approved POI to ATSC to inform them of the final course configuration and requirements for training support and read-ahead materials.



	2-11.
	Process TRAS documents.

	Submit TRAS documents
	    a.  The TD staffers perform the following activities:



	
	        (1)  Update and assemble the TRAS documents required to support DL course/courseware production, develop supplemental information, and submit documents to HQ TRADOC (TOMA) as soon as possible.



	
	        (2)  Ensure that the CAD and ITP reflect the latest information.  Provide the supplemental information described in paragraph 2-6, above.  Update the POI to establish the requirements in paragraph 2-8, above.



	
	    b.  The TD staffer follows the steps below (performed in any order):



	
	        (1)  Locate and retrieve the original ITP, CAD, and POI for the course produced for DL.



	
	        (2)  Review the DL course models illustrated in figures 2-1 through 2-3, and TRADOC Reg 350-70, chapter VI-6-7.



	
	        (3)  Select the appropriate model for the course at hand.



	
	        (4)  Revise the CAD to support the course model selected.



	
	        (5)  If appropriate, revise the ITP to reflect changes in the CAD.



	
	        (6)  Submit the ITP, CAD, and supplemental information to HQ 

TRADOC (TOMA) at least 36 months prior to the FY in which the new DL course is implemented. 

	
	        (7)  Coordinate with TOMA to establish the requirements shown in paragraph 2-8, above, and revise POI.



	
	        (8)  Submit the revised POI to TOMA at least 6 months prior to the planned implementation date for the new DL course.



	QC checks:  Submit TRAS documents
	    c.  The TD staffer performs all of the QC checks in table 2-1 (in any order).

	
	Table 2-1

Submit TRAS documents, QC checks

No.

QC Check

GO   

NO/GO

1.

Appropriate course model selected.

2.

CAD revised to support course model.

3.

ITP revised to reflect CAD changes.

4.

Questions in paragraph 2-6 answered in full.

5.

CAD and ITP submitted to TOMA on time.

6.

Coordinated with TOMA, and POI revised.

7.

POI submitted to TOMA on time.



	Perform activities upon document acceptance
	    d.  The TOMA analysts perform the following activities:

        (1)  Upon receipt and acceptance of the CAD, with supplemental information, and the POI, provide course data to ATSC (ITSD).



	
	        (2)  Enter complete course or phase data and supplemental information in the ATRRS and identify appropriate select codes for DL.



	Perform steps
	    e.  The TOMA analysts perform the steps below (in any order):



	
	        (1)  Review the updated ITP, CAD, and supplemental information received from the proponent school, to ensure the documents contain all of the required elements.  Accept the documents when all elements are satisfactory.



	
	        (2)  When the training strategy documentation is complete, recommend to the ODCSOPS&T Program Management Directorate (PMD) and ATSC (ITSD) to release DL funds.



	
	        (3)  Provide the CAD, supplemental information, and the training strategy/phase map to ATSC (ITSD).



	
	        (4)  Enter course or phase data into the ATRRS.



	
	        (5)  Identify the appropriate select codes for DL, as shown in paragraph 2-8d, above, into the ATRRS.

	
	        (6)  Enter reporting instructions, as shown in paragraph 2-8e, above, into the ATRRS.  


	
	        (7)  Receive and review the POI for completeness.

	
	        (8)  Notify the proponent school when the POI is accepted so they can complete their requirements for the POI.



	
	        (9)  Provide a copy of the POI to ATSC (ITSD); advise them of the final course configuration and requirements for training support and read-ahead materials.



	QC checks
	    f.  The TOMA analysts performs all performance measures shown in table 2-2 (in any order).



	
	Table 2-2

Perform activities upon document acceptance, QC checks

	
	No.
	QC Check
	GO   
	NO/GO

	
	1
	Review and accept CAD and ITP.
	
	

	
	2
	Notify PMD and ATSC (ITSD) to release funds.
	
	

	
	3
	Provide CAD, supplemental information, and strategy/phase map to ATSC (ITSD).
	
	

	
	4
	Enter course or phase data into the ATRRS.
	
	

	
	5
	Identify appropriate DL select codes in ATRRS.
	
	

	
	6
	Enter reporting instructions into ATRRS.
	
	

	
	7
	Review and accept POI.
	
	

	
	8
	Notify proponent.
	
	

	
	9
	Provide POI and training support materials requirements to ATSC (ITSD).
	
	


	2-12.
	Fund DL courseware production.  The DCSOPS&T Training Development and Analysis Directorate (TDAD) coordinates with the Deputy Chief of Staff for Resource Management (DCSRM) to release funds for DL courseware production.  The DCSRM provides funds via a Fund Allowance Document (FAD) to the Commander, ATSC to procure contractor TD support under the DL XXI Contract.  The ATSC coordinates with TOMA to ensure TRAS documentation for individual courses is received and accepted.  The ATSC releases funds to schools when TOMA confirms receipt and acceptance of these materials, and GFI/GFM is certified as sufficient. 


	2-13.
	Waiver of DL XXI Contract support.



	Waiver request
	    a.  By exception, and on a case-by-case basis, school commanders may submit a request to waive DL XXI Contract support and accomplish DL courseware production using internal TD resources or sole-source contractor support.



	Waiver format
	    b.  Proponents submit waiver requests by E-mail to HQ TRADOC TDAD using the format in figure 2-4.  They include statements explaining why sole-source support is in the best interest of the Army and how the contractor intends to meet requirements of the DL XXI contract SOW.



	TDAD forward request
	    c.  The TDAD coordinates the waiver request with ATSC for input on the requestor’s courseware development history and a recommendation.  The TDAD then forwards the request to the ADCSOPS&T recommending approval or disapproval.



	Approval
	    d.  If the waiver is approved, TDAD directs ATSC to distribute the appropriate funds to the approved school as described in
paragraph 2-12, above.  



	Standards
	    e.  The TDAD advises the school of the waiver approval (or disapproval) and instructs the school to meet all of the standards and specifications contained in the latest version of the DL XXI SOW and provide copies of all deliverables required by the SOW to ATSC IAW TP 350-70-2, paragraph 7-8.



	School POC
	    f.  The school identifies a point of contact (POC) to work with the ATSC courseware manager to track progress of the production effort.



	2-14.
	Statement of work preparation.

	DL XXI SOW template
	    a.  The DL XXI SOW template for course production DOs is available at: http://www.atsc.army.mil/itsd/imi/SOW.asp.  The template contains basic standards applicable to all DOs.  It serves as a model to aid in developing SOWs for the production of courseware for DL IMI, and provides the capability to insert unique requirements the proponent school identifies.  The SOW establishes contractor performance criteria and deliverable requirements for the production of DL courseware under the DL XXI Contract vehicle.  These criteria and deliverable requirements also apply to sole-source contractors IAW paragraph 2-13, above.  Schools use the template to provide variable data that identifies the school, the applicable course, GFI/GFM, and unique design specifications, when applicable.  A design specification template is available with the SOW.  It provides proponents the capability to identify unique courseware requirements not included in the basic SOW template.  When requested, HQ TRADOC (TDAD) and ATSC (ITSD) assist in tailoring the template to meet other specific or unique production requirements, as needed.  (Note:  Schools keep the SOW current until award of the DO.  The ATSC notifies the field of updates to the SOW template; however, proponents periodically check the SOW web site for any changes.)

	
	

	
	To:  TDADXO@monroe.army.mil

CC:  ITS-OPS@atsc.army.mil

Subject:  Request for Waiver of DL XXI Contract Support

1.  Request approval to waive training development contract support under the DL XXI Omnibus Contract for production of the following course:  (course number) (course title).

2.  Reason for this request:

3.  All work will comply with the latest DL XXI SOW template and guidance/directions contained in the following documents:

    a.  TRADOC Regulation 350-70, Systems Approach to Training Management, Processes, and Products (http://www.tradoc.army.mil/tpubs/regs/r350-70/index.html).

    b.  Military Performance Specification 29612A (MIL-PRF-29612A), Training Data Products (http://www.dtswg.org/PDF Files/29612A.PDF).

    c.  ATIA Technical Architecture Profile Version 1.4 (http://www.atimp.army.mil/publications/viewpub.asp?ID=286).

    d.  Interactive Multimedia Instruction (IMI) Implementing Instructions, (http://www.atsc.army.mil/itsd/imi/techmediastand.htm).

    e.  Reimer Digital Library (RDL) Multimedia Specifications.

    f.  Computer Managed Instruction (CMI) Specifications. 

    g.  TRADOC Pamphlet 350-70-2, Multimedia Courseware Development Guide. 

    h.  Military Handbook 29612, (MIL-HDBK-29612) Parts 1, 2, 3, and 4, for guidance purposes.

    i.  The Advanced Distributed Learning (ADL) Sharable Content Object Reference Model (SCORM) as downloaded from the DL XXI SOW template.

    http://www.atimp.army.milj.  Army Learning Object (ALO) standards (). 



	
	Figure 2-4.  Sample request for waiver of DL XXI contract support



	VTT delivery
	    b.  While the majority of courses are designed for IMI, the DL XXI Contract also provides for the development or configuration of training materials for VTT delivery.  The standards, performance criteria, and deliverables for VTT differ from those applicable to IMI.  Therefore, upon the schools request, HQ TRADOC (TDAD) and ATSC (ITSD) assist in developing SOWs geared toward VTT delivery.  



	2-15.
	Internal roles and responsibilities.  Schools will find early agreement among staff departments, on the assignment of supporting roles and responsibilities, helpful to the courseware production process.  Use internal memoranda of agreement or understanding among key personnel to establish priorities; identify who is responsible for providing and assembling GFI/GFM; and who will fill the role of SME to respond to contractor questions, review contractor deliverables, and consolidate and send comments back to the contractor.



	2-16.
	Provide GFI/GFM.



	Provide GFI/GFM


	    a.  Provide GFI and GFM to the TD contractor no later than the Post Award meeting.  It is essential that proponent school personnel begin to collect and assemble the appropriate materials as soon as notification is received that one of their courses was selected for production. 



	Completeness crucial
	    b.  Complete and relevant GFI/GFM are crucial to the development of high quality courseware.  Failure to provide correct or sufficient materials can seriously impede the production effort, or halt it entirely.



	Contractor use
	    c.  The Government furnishes information and/or materials to the contractor to enable him to design a courseware development strategy and perform the contractual services.  Government furnished information and GFM may include documents, equipment, software, facilities, and services.



	Description
	    d.  Government furnished information and GFM is described below.



	
	(1) Training analyses (from the Automated Systems Approach to Training (ASAT) database, read only).



	
	               (a) Mission analysis (Command-approved Critical Collective Task List).



	
	               (b) Critical Collective Task Analysis Report (one for each task).



	
	               (c) Job analysis (Command-approved Critical Individual Task List).


	
	               (d) Critical Individual Task Analysis Report (one for each task).



	
	        (2) Training strategies.



	
	               (a) Long-range individual training strategy (the ITP for the applicable MOS, area of concentration (AOC), etc.).



	
	               (b) Short-range individual training strategy for the job being trained (MOS/skill level, AOC/skill level).



	
	        (3) Education/training products.



	
	               (a) Training support package (TSP) that contains current courseware (that is, lessons and lesson plans).  Note:  Advise contractors that lesson plans, when included, are provided as supplemental materials.



	
	               (b) Tests, practical exercise sheets, and solutions.



	
	               (c) Student handouts and reading materials.



	
	               (d) The approved CAD, POI, and supplemental information required in paragraph 2-6.



	
	               (e) Course Management Plan (CMP).



	
	               (f) Course map.



	
	               (g) Student Evaluation Plan.



	
	               (h) Computer software containing instructional materials.



	
	               (i) Graphic training aids, maps, artwork, and video presentations.



	
	               (j) Training aids, devices, and simulations.



	
	               (k) Publications and blank forms or applicable Internet links (for example, field manuals, technical manuals, pamphlets, and regulations).



	
	               (l) Policy letters and memoranda.


	2-17.
	Assemble GFI/GFM packages.

	Assemble GFI/GFM packages
	    a.  The TD staffers perform the following actions in assembling GFI/GFM packages to deliver to TD support contractors:

	
	        (1)  Provide GFI/GFM to the TD contractor no later than the Post Award Meeting.



	
	        (2)  Provide complete and relevant information to ensure development of high quality courseware.



	Perform steps
	    b.  The TD staffers follow the steps below:


	
	        (1)  Upon notification that a particular course is selected for production, identify appropriate source materials.



	
	        (2)  Retrieve source materials and determine their relevancy to the production effort.



	
	        (3)  Remove irrelevant materials and assemble remaining materials into packages for delivery to the TD contractor.



	
	        (4)  Deliver GFI/GFM packages to the TD contractor at the Post Award Meeting.


	QC checks:  Assemble GFI/GFM packages
	    c.  The QC checks identified in table 2-3 and in paragraph 2-11, above, provide the required level of QC for processing course planning documents, entering course and reporting data into the ATRRS, and assembling relevant GFI/GFM packages for DL courseware production.  The TD staffers perform all of the QC checks in table 2-3.

	
	Table 2-3

Assemble GFI/GFM packages, QC checks

No.

QC Check

  GO     

NO/GO

1

Identify and retrieve source materials.

2

Review materials and remove irrelevant items.

3

Deliver packages of relevant GFI/GFM to TD contractor no later than Post Award Meeting.



	2-18.
	Government furnished information certification.



	Certification teams
	    a. Before ATSC releases funds for TD contractual support, school-furnished documentation and GFI require certification as adequate to enable the contractor to perform the tasks stated in the SOW.  Certification teams, comprised of ATSC courseware managers and quality assurance personnel, and proponent-identified SMEs, review and verify the quality and completeness of GFI assembled for the contractor.



	Reviews
	    b.  Certification team reviews take place, either on-site at the proponent school or at ATSC, as both parties mutually agree.  In the event that the team evaluates GFI as indequate to support contract requirements, the certification team leader advises the command element of the proponent school, and the Commander, ATSC, who recommends appropriate action to the HQ TRADOC, DCSOPS&T.




	2-19.
	Post Award Meeting.



	Kick-off event
	    a.  After the award of a DO to a TD contractor, a Post Award Meeting between the contractor and the Government kicks off the TD project.  Government representatives normally include the Contracting Officer’s Representative (COR), an ATSC courseware manager, the technical representative, and school personnel.  Other ATSC personnel may attend to assist the contractor in understanding development standards and requirements.  A primary goal of the meeting is to ensure complete, mutual understanding of the project and to establish a cooperative relationship between the contractor and school personnel.  All parties approach the project as a team effort.



	Agenda
	    b.  Successful completion of the production effort requires complete understanding of the SOW requirements.  The purpose of the meeting is not to rewrite the SOW, but to execute the SOW on the table.  Table 2-4 shows suggested agenda items and sponsoring agencies for the meeting.

	Minutes
	    c.  The contractor records and submits the minutes of the meeting to all attendees for comment.  After receiving comments, the contractor prepares and distributes final minutes to all attendees.



	
	Table 2-4

Post Award Meeting agenda

Agenda Item

Responsibility

Enumerate contractual responsibilities.

COR

Hand over GFI/GFM to the contractor.

Proponent

Provide POCs and introduce SMEs.

Proponent/Contractor

Provide overview of capabilities and TD approaches.

Contractor

Review SOW standards and performance criteria.

Proponent/ATSC

Describe the training strategy and provide a course map.

Proponent

Describe the training strategy and provide a course map.

Proponent

Describe specific or unique requirements.

Proponent

List and describe deliverable products.

Proponent/ATSC

Develop a milestone schedule.

All



	2-20.
	Reserve Component support to the DL design process.  Subject matter experts from ARNG or United States Army Reserve (USAR) TASS training battalions may be available to support the DL design process.  Reserve Component participation in the design process helps ensure that courseware applies to the RC as well as the AC environment.  Coordinate RC support, when available, through the senior ARNG or USAR advisor at the proponent school.




	Chapter 3

Distributed Learning Courseware Production, Development Phase



	3-1.
	Design fundamentals.

	Design goals
	    a.  Distributed learning trainers and training designers address the needs of learners as well as obstacles to achieving effective learning through DL means.  This paragraph identifies fundamental principles for DL courseware and provides a goal for proponent schools to achieve in designing effective and efficient courseware.  These principles are not hard and fast rules; rather they provide guidance for designers to follow in applying their own imagination, creativity, and intuition to the courseware design process.  Proponent and contractor designers and QA reviewers should follow this guidance.  (See TRADOC Pam 350-70-2 for detailed IMI design guidance.)



	Interactivity 
	    b.  The interaction of learners with the courseware is a key factor in both the cost and effectiveness of IMI.  TRADOC Pam 350-70-2, paragraph 2-11, describes four levels of interactivity ranging from low-level to real-time simulations.  Proponent schools specify the required level of interactivity in SOWs developed for contractor support. 



	Fundamentals of adult learning
	    c.  Keep in mind the following fundamental requirements when preparing courseware aimed at adult learners.  Adult learners need to:



	
	        (1) Comprehend why they should learn what is taught.



	
	        (2) Direct their time and activities.



	
	        (3) Share their experiences.



	
	        (4) Use what they have learned.



	
	        (5) Use a problem-centered approach to learning.



	
	        (6) Have confidence in their ability to perform the skill or task taught.



	Obstacles to effective DL
	    d.  The major challenge to achieving effective learning through DL means is the ability to gain and sustain learner attention throughout the training session.  The primary obstacles to sustaining learner attention are:



	
	        (1) Distance learners have fewer opportunities to provide and receive feedback from trainers.



	
	        (2) Learners conditioned to watch television passively might bring that passivity to DL, especially synchronous instruction.



	
	        (3) Learners may lose track of where they are in the instruction.



	
	        (4) Distance learners are often told how to do something rather than shown.



	Norm categories
	    e.  These design norms are intended to seize and hold the attention of distance learners by relaxing and making the learners alert to the learning stimuli.  The norms are categorized as follows:

        (1) Motivation.

        (2) Involvement.

        (3) Show, rather than just tell.

        (4) Structure.



	Motivate learners
	    f.  The following actions motivate learners:



	
	        (1) Design DL courses to grab the learners’ attention and stimulate curiosity within the first two minutes of instruction.



	
	        (2) Communicate to the learners why they need to know the trained task or skill.



	
	        (3) Influence the learners’ attitudes concerning the subject and identify what they should know or do.



	
	        (4) Give learners control.  Enable learners to:



	
	               (a) Branch to different sections, exit a lesson and reenter at a specific segment of instruction, and move backward in the lesson for review.



	
	               (b) Manage the pace of presentation.



	
	               (c) Choose from among practical exercises and optional test questions.



	
	        (5) Demonstrate a high level of enthusiasm for the subject matter.



	
	        (6) Challenge learners, but at the same time give realistic expectations for success.



	
	        (7) Use both male and female voices to hold learner interest, especially for asynchronous instruction.  (See TRADOC Pam 350-70-2, paragraphs 4-5 and 4-9.)



	Involve learners
	    g.  Use the following actions to involve learners:



	
	        (1) Include active, meaningful learner involvement at least 30 percent of the time for synchronous instruction, and between 40 and 50 percent of the time for asynchronous instruction.  Allocate the time in short segments throughout the lesson.  (See TRADOC Pam 350-70-2, para 4-11.)



	
	        (2) Actively involve learners during the middle of the instructional period (when recall is at its lowest point) by including a mix of learner-learner, learner-content, and learner-instructor interactions.



	
	        (3) Include multisensory activities, that is, visual (seeing), auditory (speaking and hearing), and kinetic (moving, writing, and working in groups).



	
	        (4) Involve learners in role-playing scenarios, problem solving, and case studies designed to grab and hold attention.  Follow the experience with periods of reflection that ask the questions, “What did I learn?” and “What will I do with it?”



	
	        (5) Provide feedback that:



	
	               (a) Is prompt.



	
	               (b) Is frequent and available when the learner needs it.



	
	               (c) Tells or shows why a response was correct or incorrect.



	
	               (d) Indicates improvement since the learner’s last evaluation.



	
	               (e) Is followed by new action.  (See TRADOC Pam 350-70-2, para 4-14.)



	Show learners, rather than just tell them
	    h.  Use the following DL course design techniques to illustrate, demonstrate, or visualize learning objectives by:



	
	        (1) Using graphics, pictures, animation, or video to illustrate or demonstrate action, rather than using text or a talking head.



	
	        (2) Using animation to demonstrate processes that are difficult to visualize from verbal descriptions, or too costly, too dangerous, or impractical to videotape.



	
	        (3) Using video to demonstrate procedures requiring motion and stimulate critical thinking and discussion.



	
	        (4) Triggering image visualization by telling stories, relating examples of action, and using analogies.



	Course design presentation
	    i.  Course design guidelines for presentation:



	
	        (1) The letter font and size combination is the most important attribute of text legibility on video displays.  Use light to medium-colored backgrounds with a text color that yields a text-to-background contrast ratio in the range of 8:1 to 10:1 to enhance legibility.



	
	        (2) Pleasing colors on a video display include any shade of medium blue background with white or yellow text.  Other desirable medium-tone background shades include green, salmon, medium purple, gray, and tan.  



	
	        (3) Combinations of complementary colors of the same value are difficult to read and annoying to viewers.  Examples include blue/orange, red/green, and yellow/violet.  Avoid combinations of red and green because male-pattern color blindness is most prevalent in distinguishing between these two colors.  (See TRADOC Pam 350-70-2, paragraphs 4-15 and 4-19.  Also see appendix E, below, for technologies that assist

	
	access to DL instruction for individuals with disabilities that would impede regular access.)



	Structure the learning experience
	    j.  The following techniques provide structure to the learning experience.  Ensure DL courseware designs:

	
	        (1) Introduce the lesson by presenting its full context, that is, what came before, what comes now, what comes next, and why this subject is important.



	
	        (2) Have consistency between the learning objective, the lesson content, examples, exercises, and test items, to build learner trust and confidence in the course materials.



	
	        (3) Improve learner performance on final tests by beginning lessons with recall pretests, for example, essay exam, fill-in-the blanks, and matching.  Performance on recall pretests often exceeds that involving recognition, that is, multiple-choice exams.  Note:  Currently, there is no software to grade essay exams.



	
	        (4) Relate the learning objective to the context of the total subject.  Present instruction using a whole-part-whole sequence to result in quicker learning than presentations that use a part-whole sequence (that is, starting with details and building to the general topic).



	
	        (5) Begin the lesson with a practice session that calls for a response to a situation.  End the lesson with a discussion of the theory involved.



	
	        (6) Provide indicators of where the learner is in the lesson and in the course to reduce problems that occur when distance learners lose track of their place in electronic instruction.



	
	        (7) Include periodic review sessions, for example, after an hour, a day, a week, or a month.



	
	        (8) Conclude the learning experience by providing for a transfer of the knowledge, skill, or task learned to the learners’ jobs.    

(See TRADOC Pam 350-70-2, para 4-16.)   



	3-2.
	Minimum requirements.  



	Background
	    a.  The Secretary of the Army Spring 2000 Training Technology Subcommittee performed an extensive review of Army courseware, resulting in specific recommendations concerning the minimum requirements for IMI courseware.  TRADOC documented and

	
	incorporated these recommendations into the IMI Implementing instructions.  They were subsequently incorporated into the SOW template for the DL XXI Contract.


	Application
	    b.  The minimum requirements apply to IMI courseware developed for delivery by WBT and CD-ROM.



	Requirements categories
	    c.  Interactive Multimedia Instruction requirements are categorized as follows:



	
	        (1) Cover information (CD-ROM only).

        (2) Introduction.

        (3) Instructional activities.

        (4) Closing.  

Note:  The requirements for each category are summarized in paragraphs d through g, below.  (See TRADOC Pam 350-70-2, app H for detailed instructions.)



	Cover information 
	    d.  The cover for IMI courseware delivered on CD-ROM includes:

 

	
	        (1) The title of the course, phase, module, and lesson, as appropriate.



	
	        (2) The Defense Instructional Technology Information System (DITIS) release number and ATRRS number.



	
	        (3) Courseware version number and date produced.



	
	        (4) Notice indicating whether or not the courseware is usable for self-motivated, self-development training.



	
	        (5) Security classification and foreign disclosure notice.



	
	        (6) Proponent’s name and address.



	
	        (7) System requirements.



	
	               (a) Minimum computer system capabilities.



	
	               (b) Any specific display requirements.

	
	               (c) All required plug-ins listed.

	The Introduction
	    e.  The Introduction provides an overview of the instructional unit and includes the following information:



	
	        (1) The purpose and scope of the course, phase, module, or lesson.



	
	        (2) The intended target audience.



	
	        (3) Prerequisite training requirements.



	
	        (4) A course/phase/module/lesson map.



	
	        (5) The average time that it takes to complete the instructional unit and the maximum time allowed.



	
	        (6) An overview of the help and navigation features.  Describe:



	
	               (a) The help function and its contents.



	
	               (b) Navigation tools and buttons.



	
	               (c) How to access more help.



	
	               (d) The bookmark feature.



	
	        (7) Available resources (linked and not linked).



	
	        (8) A motivator that:



	
	               (a) States the relevance and significance of the instructional unit.



	
	               (b) Gains the learner’s interest and focus on learning.



	
	               (c) Explains the importance of the learning objective.



	
	               (d) Explains the job or battlefield application of the learning objective.



	
	               (e) Describes the consequences of nonperformance of the objective.



	
	        (9) A menu that::



	
	               (a) Allows the learner to easily navigate throughout the courseware.



	
	               (b) Includes links to pre- and post-training tests, a help menu, individual lessons, and (optionally) subtopics.  



	
	        (10) A statement of the terminal learning objective (TLO) for each lesson.



	
	               (a) The action that the learner must perform.



	
	               (b) The conditions under which the action is performed.



	
	               (c) The performance standard (that is, action or score) that the learner must achieve to receive credit for the training.



	
	        (11) Safety cautions, notes, and warnings:



	
	               (a)  May be required, if equipment other than a computer is used in the instructional unit.



	
	               (b) Concerning equipment operation or procedures included in the lesson content are identified at the beginning of lessons, as applicable.



	
	               (c) Concerning equipment operation or procedures used are included in lesson content, as applicable.



	
	        (12) A risk assessment may be required if equipment other than a computer is used in the instructional unit.



	
	               (a) The risk level of equipment operation or procedures included in the lesson content, and measures to take to reduce that level, are identified at the beginning of lessons, as applicable.



	
	               (b) Safety notes, cautions, and warnings concerning equipment operation or procedures used are included in lesson content, as applicable.



	
	        (13) A statement of environmental considerations may be required if equipment other than a computer is used in the instructional unit.  Actions that reduce environmental impacts are identified in lesson content, as applicable.



	
	        (14) An introduction to the SEP that:



	
	               (a) Informs learners how their performance of TLOs is evaluated.



	
	               (b) Indicates if the evaluation is conducted as part of the subject lesson or a subsequent one.



	
	                (c) States the remediation policy for failure to perform the subject TLO to standard.



	
	        (15) An instructional lead-in that:



	
	               (a) Introduces the lesson.



	
	               (b) Ties the TLO to previous training, when applicable.



	Instructional activities
	    f.  Lessons include the following instructional activities:



	
	        (1) Pre-training tests that measure learners’ levels of knowledge.  Successful scores may allow them to test out of all, or part of the lesson, and proceed to the post-training test, at the school’s option.



	
	        (2) Enabling learning objectives (ELO), if appropriate, that identify:



	
	               (a) The action the learner performs that supports performance of the TLO.



	
	               (b) The conditions under which the action is performed.



	
	               (c) The performance standard that earns the learner a “GO.”



	
	        (3) Learning steps that:



	
	               (a) Consist of as many activities as are necessary to cover each learning objective.



	
	               (b) Require active interaction between the learner and the courseware.



	
	               (c) Avoid passive interaction, for example, simple page turning.  



	
	               (d) Meet all lesson design requirements.



	
	        (4) Checks on learning that:



	
	               (a) Include frequent questions to assess learners’ level of understanding of instructional content.



	
	               (b) Provide informal feedback to learners on their progress.



	
	               (c) Provide positive feedback for performance to standard.



	
	               (d) Provide a branch or loop back to specific lesson content based on responses to the checks.



	
	        (5) Practice that includes:



	
	               (a) Scored and unscored performance of either the objective task or actions that lead to task performance.



	
	               (b) Performance feedback, either delayed or immediate.



	
	        (6) A review of the lesson/TLO that covers all teaching points.



	
	        (7) An evaluation that:



	
	               (a) Requires learners to perform the objective action, under prescribed conditions, to established standards.



	
	               (b) Either tests the actual performance of the TLO or determines that learners can perform the TLO to standard without demonstrating actual performance (that is, performance-based testing).



	
	               (c) Includes feedback to learners on the results of the test.



	
	               (d) Forms a part of either the subject lesson or a subsequent lesson.



	
	        (8) Remedial instruction that:



	
	               (a) Focuses only on the material for which the learner requires additional instruction.



	
	               (b) Presents the instructional material in different terms and does not merely loop back to previous instruction.



	
	               (c) Includes opportunities for practice.



	
	               (d) Provides feedback on performance.



	The closing
	    g.  The features of the closing follow. The closing:



	
	        (1) Reiterates the main points taught in the lesson.



	
	        (2) Summarizes the information provided and the objective completed in the instructional unit.



	
	        (3) Identifies any follow-on actions required, when applicable.



	
	        (4) Includes a transition that relates the subject lesson to follow-on training, when applicable.




	3-3.
	Course structures.

	Instructional techniques and delivery media
	    a.  When designing courseware for DL, training developers may use a mix of instructional techniques and delivery media.  Examples of notional course structures using these techniques are shown in the following paragraphs and in tables 3-1 through 3-3.  Note:  Include read-ahead materials, as appropriate.  



	Notional course with resident phase and DL techniques
	    b.  The course structure shown in table 3-1 includes two DL phases followed by a third resident phase that includes DL techniques.  This structure is typically used for basic and advanced NCO courses (Basic Noncommissioned Officer Course (BNCOC)/Advanced Noncommissioned Officer Course (ANCOC)) in which the first DL phase is common core and the second is specialty technical training.  The resident phase brings students to a central location for hands-on training on unique equipment, or for a training activity that requires direct student-student or student-instructor interface.  



	
	        (1) The DL instructional units include various delivery media and tests.  The delivery media are:

               (a) Untested read-ahead materials delivered via WBT or CD-ROM.



	
	               (b) Interactive Multimedia Instruction delivered via WBT.

               (c) Videotape.

               (d) Video teletraining or platform instruction.



	
	        (2) The resident phase includes DL techniques, student-centered, instructor-controlled instruction, and an equipment/hardware-oriented practical exercise.  Options for presentation include in-person at a proponent school, or via VTT at a TASS Battalion DTF.  There is a performance-based test in Phase II and a performance test in Phase III in which the learner demonstrates actual performance.



	
	Note:  Shaded areas in the tables denote resident training at proponent schools or TASS battalions.



	
	Table 3-1

Notional DL Course with Resident Phase
Phase

Read Ahead

Materials

Modules

A

B

C

I

(DL)

CD-ROM/

WBT, 

Untested

WBT

WBT

Test

II

(DL)

WBT

WBT

Performance-based test

III

(DL/ resident at proponent school or TASS battalion)

Video-

tape

Instructor-presented training (VTT/resident)

· Practical exercise

· Perform-ance test




	Notional course fully configured for DL
	    c.  Table 3-2 illustrates a two-phase course that contains VTT supported by individual self-paced IMI study.  Consider scheduling the VTT during consecutive days for AC soldiers, and during IDT or annual training/ADT for RC soldiers.  

        (1) Phase I consists of two modules:

               (a) Module A is prerequisite IMI delivered via CD-ROM that is tested.

               (b) Module B is WBT that ends with a test. 

        (2) Phase II has three modules:

               (a) Modules A and B use WBT.

               (b) Module C has a field training exercise (FTX), without hardware, and a performance-based test.




	
	Table 3-2

Notional DL course fully configured for DL
Phase

Modules

A

B

C

I

· CD-ROM - Prerequisite module

· Test

· WBT

· Test

II

· WBT

· Test

WBT

· FTX

· Test



	Notional resident course with DL phases and modules
	    d.  Table 3-3 illustrates a course structure that allows students to accomplish certain objectives at home station before attending resident training.  It also offers flexibility to provide follow-on training after students return home and gain on-the-job experience with newly acquired skills.

        (1) Phase I is preceded by prerequisite read-ahead materials that are delivered by CD-ROM, and tested.  

        (2) Phase I consists of resident training at a proponent school or TASS battalion.



	
	        (3) Phase II is a combination of resident and DL modules.  The resident module consists of a demonstration followed by a hardware-intensive practical exercise.  The DL module is a WBT or VTT presentation with a performance-based test.  Students may have the DL module presented after they return to their home stations. 

	
	Table 3-3

Notional resident course with DL phases/modules
Phase

Read-Ahead Materials

Modules

A

B

C

Prerequisite DL

CD-ROM, tested

I

(Resident at proponent school)

· Instructor-presented training

· IMI

· Videotape

· IMI

· Practical exercise

· Test

II

(Post course DL)

WBT/VTT

Practical exercise

Performance

 e-based test




	3-4.
	Delivering DL.  Distributed learning leverages various technologies and delivery techniques to distribute instruction to learners.  An essential element of the DL courseware production process is to select the most effective technique to present course content.  As communications capabilities and multimedia technologies constantly evolve, TADLP will incorporate state-of-the-art delivery technologies that are cost and training efficient to satisfy operational requirements.  (Note:  See TRADOC Reg 350-70, para H-2.)



	DL delivery techniques
	    a.  The following techniques are currently used to deliver DL instruction:



	
	        (1) Correspondence courses.  Correspondence courses, subcourses, and phases are self-paced training materials that support both individual and group study.  Correspondence courses are primarily delivered as web-based courseware on the RDL, with a few delivered on CD-ROM or as text-based paper products.  Note:  See TRADOC Reg 350-70, chapter VI-9, and DA Pam 350-59.



	
	        (2) Computer-based instruction (CBI).  Computer-based instruction usually refers to IMI courseware delivered via WBT or CD-ROM.  These courses employ techniques that require frequent learner interaction with the courseware as a means of facilitating learning.  Computer-based instruction includes both individual and group-paced interactive instruction, combined with multimedia presentations.  Interactive instruction is learner-centered, performance-based training that requires learners to practice what they learn, receive immediate feedback on their performance, and test on the material.  Learners’ performance is measured using criterion-referenced tests.  Computer-based instruction maximizes individual or group learning through the use of multiple instructional methods.  It allows learners to practice learning steps and tasks without injuring personnel or damaging equipment.  Learners may progress through the training materials at their own pace, repeating lessons until they achieve the established performance standards.  Note: For CD-ROM-delivered courseware, tests are delivered separately using the LMS.



	
	        (3) Video teletraining.  Video teletraining provides the means to deliver simultaneous training to a wide audience of students at geographically dispersed locations.  Present the training using different methods of instruction including trainer-centered lectures, videotapes, demonstrations, and group exercises.  Video teletraining allows the proponent school or TASS training battalion to:



	
	               (a) Increase class sizes.



	
	               (b) Reach students in remote locations including locations outside the continental United States.



	
	               (c) Reduce travel and per diem costs.



	
	               (d) Provide critical, short-notice training.



	
	               (e) Originate training from any network link.



	
	               (f) Conduct joint, multiservice, federal, and civilian courses.



	
	               (g) Link with other DOD, government, and private sector training networks.



	
	               (h) Provide standardized quality training.



	
	               (i) Allow interaction between geographically separated instructors and students.



	
	Note:  See TRADOC Reg 350-70, chapter VII-3 and paragraph H-2.



	
	        (4) Simulations.  Simulation systems offer realistic training in a safe, efficient, and effective manner.  They offset the restrictions imposed upon live training and the use of high technology weapons systems that result from safety considerations, environmental sensitivities, and higher training costs.  The DOD groups simulation technologies into three classes:



	
	               (a) Virtual simulations, which network simulators to support team and unit collective training on a simulated battlefield.  They may include links to live or constructive simulations.  Examples include the Simulation Network and the Close Combat Tactical Trainer.



	
	               (b) Constructive simulations, which include networked interactive computer models to conduct war games that include human input.  These simulations support command and control training and integrate combat arms, combat support, and combat service support functions from platoons and companies to echelons above corps.  Examples include the Janus battle synchronization trainer for platoon and company-level officers, the Brigade/Battalion Battle Simulation, and the Corps Battle Simulation.



	
	               (c) Live simulations, in which combined arms and services’ FTXs involve actual combatants, using real or surrogate systems, operating under the most realistic combat conditions attainable.  

	
	Examples include force-on-force exercises conducted at home stations and the maneuver combat training centers (CTC) using instrumented weapons, and the conduct of gunnery tables using the Tank Weapons Gunnery Simulation System and Precision Gunnery System.  These exercises simulate the casualty-producing effects of modern weapons in a safe, objective, and efficient manner.  Note:  See TRADOC Reg 350-70, chapters II-5 and II-12-2.



	
	        (5) Embedded training.  Embedded training (ET) refers to training capabilities that are built-in, strapped on, or plugged into new or improved Army systems.  These capabilities support training strategies required to introduce, operate, and sustain equipment and its software.  They also support training required to teach doctrinal and tactical applications of the systems.  The goal is for ET to link geographically separated units within a common operating environment in virtual, constructive, and live simulations.  Embedded training will provide user assistance, emulation or simulation of operating and maintenance features, connections between the prime system and the training system, and training instrumentation. 



	3-5.
	Media selection guidelines.



	Training delivery media
	    a.  Training delivery media are the means used to convey or deliver DL course content to learners.  Media selection occurs when designing education and training.  Note:  See TRADOC Reg 350-70, paragraph II-9-6 and chapter VI-6.



	Media selection considerations
	    b.  Consider the following factors during the process of deciding which medium to use to deliver course content: 



	
	       (1) Training effectiveness.  The effectiveness of the medium, in delivering required training to established performance standards, is the first media-selection consideration.  Even if there is not one best medium, all media should pass through this training-effectiveness gateway to qualify for further consideration.  When all other factors are equal, developers should select the media that most effectively and efficiently presents the training.



	
	        (2) Capabilities of DL training locations.  This factor addresses potential locations to deliver DL training.  Analyze the locations where soldiers and DACs may receive the training to determine the capabilities of receiving training via various delivery techniques.  Possible locations include:



	
	               (a) Digital Training Facilities.



	
	               (b) National Guard DTTP classrooms.



	
	               (c) Army education/learning centers.



	
	               (d) The Army School System training battalions.



	
	               (e) Army National Guard armories and USAR training centers.



	
	               (f) Soldiers’ and DACs’ units.



	
	               (g) Soldiers’ and DACs’ homes.



	
	               (h) Local schools, libraries, and community colleges.



	Affordability
	    c.  The media-selection decision process considers those media that require the least investment in fidelity and student interaction to achieve training and task performance proficiency.  Other affordability issues include:

        (1) Special equipment procurement costs.

        (2) Course development costs.

        (3) Course implementation/delivery costs.



	Budgetary limitations
	    d.  Headquarters, DA established TADLP resource levels for DL courseware production based on a media-mix model that included VTT, IMI, print, and videotape.  This model was established to provide a practical and affordable media mix as a basis for DA resource allocation.



	
	        (1) Technology advances and experiences with individual course designs have influenced the model.  Experience shows that synchronous DL, (for example, VTT) is less cost-effective than asynchronous methods (for example, WBT).  This is because of the greater cost to develop and deliver synchronous training; the difficulty to coordinate schedules for delivery, especially across multiple time zones; and the limited audience sizes.  Therefore, limit synchronous DL to situations where it will clearly provide the most effective training.  Examples include critical training developed and delivered on short notice, and training that requires real-time student hands-on interaction.



	
	        (2) Proponents may deviate from the media-mix model based on individual course design decisions.  However, the essential media-mix philosophy to provide capabilities for student/instructor interaction, student self-paced learning, and student performance feedback still applies.

  

	
	        (3) Courseware funding for proponent schools is based on actual production costs.  Proponents cannot exceed their annual DL funding allocation.  



	Electronic learning
	    e.  For further readings concerning electronic learning, see http://www.linezine.com/2.1/features/wheyewtkls.htm.



	3-6.
	Section 508 of the Rehabilitation Act of 1973.



	Access to Federal electronic and information technologies (E&IT) and data
	    a.  Section (§) 508 of the Rehabilitation Act of 1973, section 794d, title 29, United States Code (29 USC 794d) as amended by Rehabilitation Act Amendments of 1998 and the FY 2001 Appropriation for Military Construction (Public Law 106-246, July 13, 2000), requires each Federal department or agency, when developing, procuring, maintaining, or using E&IT, to ensure that, unless an undue burden is imposed on the department or agency, the E&IT must allow Federal employees with disabilities to have access to, and use of, information and data that is comparable to the access to, and use of, the information and data by Federal employees without disabilities.  In addition, members of the public with disabilities, who seek information or services from a Federal department or agency, must have access to, and use of, information and data that is comparable to the access to, and use of, the information and data by members of the public without disabilities.



	Alternate means of access
	    b.  When development, procurement, maintenance, or use of E&IT, that meet the criteria necessary to implement the requirements of § 508, would impose an undue burden, the Federal department or agency involved provides individuals with disabilities covered by § 508 the information sought through an alternate means of access that allows the individuals to use the information.



	Exemption for national security systems
	    c.  The Act exempts National Security systems (as defined in the National Defense Authorization Act (Clinger-Cohen Act) for FY 1996, Section 5142 (40 USC 1452)) from the provisions of § 508.  The Clinger-Cohen Act defines National Security systems as telecommunications and information systems that involve:



	
	        (1) Intelligence activities.



	
	        (2) Cryptologic activities related to national security.



	
	        (3) Command and control of military forces.



	
	        (4) Equipment that is an integral part of a weapon or weapons system.



	
	        (5) A function or operation that is critical to the direct fulfillment of military or intelligence missions.  This does not include a system used for routine administrative and business applications (including payroll, finance, logistics, and personnel management applications).



	Application of

§ 508 to the DLS 
	    d.  Electronic and information subsystems procured and operated under the DLS comply with § 508.  Digital Training Facilities incorporate assistive technology devices and equipment, as well as ergonomic workplace solutions, when and as required, to assist developmentally or physically challenged individuals to accomplish effective computer use.



	Application of 

§ 508 to DL courses
	    e.  Unless an exception provided for by the Act applies, individual DL courses must comply with § 508.  Courses selected for production are examined on a case-by-case basis to determine the applicability of 
§ 508.  This examination results in one of the following outcomes:

        (1) Course content is exempt from § 508 IAW the Clinger-Cohen Act of 1996.



	
	        (2) Course content is provided to physically or developmentally-challenged individuals through alternate means.

        (3) Course content complies with § 508 standards.



	Performance criteria
	    f.  The standards established to comply with § 508 are stated in terms of technical and functional performance criteria, as opposed to technical design requirements.  Performance criteria give discretion in achieving the required end result.  Section 508 and the standards build as much accessibility as is reasonably possible into general products agencies develop, procure, maintain, or use.  Not every computer is equipped with a refreshable Braille display, nor will every software program have a built-in screen reader.  Agencies may require such assistive technology as part of a reasonable accommodation for an employee with a disability, or to provide program accessibility.



	The standards 
	    g.  The Architectural and Transportation Barriers Compliance Board (Access Board), an independent Federal agency, published technical standards for E&IT accessibility in the Federal Register IAW § 508.  The technical standards are provided in appendix E.



	3-7.
	Sharable Content Object Reference Model compliance.



	Advanced Distributed Learning (ADL)
	    a.  The DOD and the White House Office of Science and Technology established the ADL initiative in 1997 as a strategy for using information technologies to modernize education and training.  The ADL promotes cooperation between government, academia, and business to


	
	standardize electronic learning.  It also defines DOD’s high-level requirements for learning content, for example, accessibility, durability, interoperability, and reusability; includes the use of existing practices; and promotes the use of technology-based learning.  The ADL initiative assumes:



	
	        (1) That it will enable dependable and efficient instruction and decision aiding to adapt itself to the unique needs of each learner.  It will enable tailoring of content, pace, and detail of presentations to the needs of specific individuals at specific times.



	
	        (2) The Internet and WWW will make instruction accessible anytime and anywhere.



	
	        (3) Instructional material made available for Web delivery is readily delivered using other instructional technologies.



	
	        (4) Knowledge libraries or repositories accumulate learning objects and catalog them for broad distribution and use.  These objects are readily accessible across the WWW, or whatever forms the global information network takes in the future.



	
	        (5) Once sharable, reusable learning objects exist and are commonly available, they are assembled in real-time, on-demand, and delivered to learners as needed.  Thus, the ADL initiative focuses on the design of sharable learning content objects and the development of an instructional object economy.  Figure 3-1 illustrates the ADL vision. 

Note:  Detailed discussions of ADL and the SCORM are available at http://www.adlnet.org.



	SCORM
	    b.  The SCORM:



	
	        (1) Constitutes an important first step toward liberating learning content objects from local implementations.  



	
	        (2) Provides the technical means to easily share content objects across multiple learning delivery environments.   



	
	        (3) Is a model that references a set of interrelated technical specifications and guidelines designed to meet the DOD high-level requirements for web-based learning content objects as shown in
table 3-4.
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	Figure 3-1.  The ADL vision


	
	Table 3-4

Learning content object characteristics

Characteristic

Objects—

Accessible

Are identified and accessed from one location and delivered to many other locations.

Durable

Do not require modifications as versions of system software change.

Interoperable

Operate across a wide variety of hardware, operating systems, and Web browsers.

Reusable

Are modified and used by many different development tools.



	
	Note:  The DL XXI SOW Template includes requirements and guidance for Army implementation of the SCORM Specifications. 



	SCORM Content Aggregation Model 
	    c.  The SCORM Content Aggregation Model provides a common means for composing learning content from sharable, reusable, and interoperable objects.  It defines how learning content is identified and described, aggregated into a course or portion of a course, and moved between systems that may include LMS.  The SCORM Content Aggregation Model defines the technical methods for accomplishing these processes.  It includes specifications for aggregating content and defining metadata.  The SCORM Content Aggregation Model is made up of the following components: 



	Content model
	        (1) The content model describes the content components used to build a learning experience from reusable learning resources.  The content model also defines how lower-level learning resources are gathered together, or aggregated, to form higher-level units of instruction.  The SCORM content model consists of the following components: 



	Assets
	               (a) Assets are the most basic form of learning content.  They are electronic representations of media, text, images, sound, web pages, and other pieces of data delivered via the WWW.  Assets are described with asset metadata to allow storing, searching out, and discovering within future on-line repositories, thus allowing opportunities for asset reuse.  The mechanism for binding assets to asset metadata is the content package.



	SCO
	               (b) A shareable content object (SCO) is the lowest level of detail of learning resources the LMS tracks using the SCORM Run-time Environment.  A SCO is a collection of one or more assets and includes a specific launchable asset that uses the SCORM Run-time Environment to communicate with an LMS.  The SCORM does not impose any particular restraints on the exact size of a SCO.  The intent is that it is small enough that reuse among multiple learning objectives is feasible.  One or more SCOs are grouped (or aggregated) to form a higher-level unit of instruction, or training that fulfills higher learning objectives.  Shareable content object metadata describes a SCO to allow for storage, search, and discovery within on-line repositories, thus allowing opportunities for SCO reuse.  The mechanism that binds SCOs to SCO metadata is the content package.  The association of SCOs with the SCORM Run-time Environment means that any LMS that supports the SCORM Run-time Environment can:

· Launch and track SCOs, regardless of who developed them.

· Track any SCO and know that it has started and ended.

· Launch every SCO in the same way.



	Content aggregation
	               (c) Content aggregation results from the process of gathering learning resources into a defined content structure that forms a cohesive unit of instruction, for example, a course, phase, module, or lesson.  The content structure provides the mechanisms for defining the sequence in which learning resources are presented to users.  A content aggregation can reference content aggregation metadata to allow for storage, search, and discovery within on-line repositories, thereby enhancing opportunities for content aggregation reuse.  The mechanism for binding content aggregations to content aggregation metadata is the content package.

	Metadata
	        (2) Metadata is the mechanism used to describe in detail the components of the content model (see subparagraph c (1) above).



	Content package
	        (3) The content package describes the content structure, which represents the intended behavior of a learning experience.  It also describes how to package learning resources for movement between different environments.  The content package is the mechanism that binds SCORM content model components to the respective metadata (see subparagraph c (1) above).

Note:  The SCORM Content Aggregation Model comprises Book 2 of the SCORM Specifications.



	SCORM

Run-time Environment
	    d.  The SCORM Run-time Environment provides a means for SCO-based learning content to interoperate with an LMS.  It provides a common way to start content and communicate with an LMS.  It also provides predefined data elements that are exchanged between an LMS and the learning content during its execution.  The SCORM Run-time Environment consists of the following components: 



	Launch mechanism
	        (1) The launch mechanism defines a common way for an LMS to start web-based learning resources.



	API
	        (2) The application program interface (API) is the communication mechanism used to inform the LMS of the state of the learning resource (for example, initialized, finished, or in an error condition).  It transmits data (for example, score or time limits) between the LMS and the SCO.



	Data model
	        (3) The data model is a standard set of data elements that define the communicated information, such as the status of the learning resource.  The LMS maintains the state of required data elements across sessions, and the learning content uses only these predefined data elements to allow its reuse across multiple systems.

Note:  The SCORM Run-time Environment comprises Book 3 of the SCORM Specifications.



	Application of the SCORM to TADLP courseware
	    e.  Interactive Multimedia Instruction developed, or produced, as TADLP courseware complies with the SCORM specifications.  The SCORM content is described by metadata to the SCO level, except where the SCORM specifications and Army requirements mandate metadata tagging to the learning resource or asset level (see subparagraph g, below).  The Army Distributed Learning Program SCOs provide instructional units that train students to perform established learning objectives to prescribed standards.  For this purpose, the Army classifies learning objects as follows:


	
	        (1) Courses.

        (2) Phases.



	
	        (3) Modules.

        (4) Lessons.



	
	        (5) Instructional step/activity, including practical exercises and tests.

        (6) Assets/media.



	SCO aggregation
	    f.  Proponents may aggregate TADLP SCOs to create complex content structures.  For example, form a remedial test from a test SCO and a group of exercise SCOs, or aggregate a precourse test, a learning objective SCO, an exercise SCO, and a post-course test SCO to form a complete lesson.  As another example, use a single exercise SCO to provide a reach-back capability for sustainment or refresher training.  

Note:  An on-line, self-paced course designed to provide a foundation for developing SCORM content is available at http://www.jcasolutions.com/SC12/. 



	Metadata requirements 
	    g.  The SCORM Information Model and Army metadata requirements are shown in the table at Attachment 7 to the DL XXI SOW Template. 



	3-8.
	Preliminary design products.

	
	    a.  Preliminary courseware design products that help ensure complete understanding of the design requirements and identify the training development approach include, among other things:

        (1) Instructional Multimedia Design Package.

        (2) Prototype lesson. 

        (3) Instructional Media Package (IMP). 

        (4) Test Package.  



	
	    b.  These are all deliverable products, along with other deliverables, under the DL XXI Contract SOW and IAW the delivery milestone schedule provided at the Post Award Meeting.  They are also required for DL courseware developed using in-house resources. 




	
	    c.  Appendix C shows the contents of the IMDP, IMP, and Test Package.  Review checklists for these products are in appendix G.



	3-9.
	Validation activities. 



	Integrated QC 
	    a.  In order to develop training products effectively and efficiently, QC procedures are integrated throughout the courseware production process.  Strict observance of this rule will help to eliminate inaccuracies and disconnects at the earliest possible point in the process, before they multiply and require significant expenditures of time and resources to correct.  Validation is a QC function which, when integrated fully in the development process, will reduce the time required to develop training products by identifying and resolving problems early in the process.  

Note:  TRADOC Reg 350-70, chapter III-3 defines the policies and requirements of the validation process.  



	Validation process


	    b.  The validation process comprises four separate
activities:

	Content validation
	        (1) Content validation involves one or more SMEs analyzing information included in the instructional materials to ensure the materials are technically, tactically, and doctrinally accurate; that they are appropriate and applicable to the learning objective; that they comply with Army writing style standards; and that they use language aimed at the target audience.  For maximum efficiency, validate content while writing scripts, thereby eliminating, rather than building on, errors.  The SMEs may use remote, collaborative electronic reviews to optimize content validation and further shorten the overall courseware production process.



	Test validation
	        (2) Testing instruments are validated before any trials are conducted.  The tests are designed, developed, and validated when the learning objectives are written.



	Individual validation trials
	        (3) Individual trials involve a single volunteer participant and an instructor/facilitator detecting gross errors and inconsistencies and helping pinpoint any weaknesses and problems with training products and materials.  Participants may conduct these trials via electronic means to increase efficiency of effort.  When necessary and feasible, use volunteers that have the critical characteristics of the target audience in lieu of actual members of the target audience.



	Group validation trials


	        (4) Use group trials, involving from 10 to 30 volunteers and observers, to gather data that will allow statistical analyses aimed at confirming the training effectiveness of the courseware and supporting materials.  To shorten the time required to accomplish this critical validation activity, use volunteers at several dispersed locations that have the critical characteristics of the target audience.  If assembling a group of 10-30 volunteers at one time is not feasible, present the materials sequentially to groups as small as 3-5 volunteers at a time.



	Operational tryouts
	        (5) Use operational tryouts to put the entire instructional unit (that is, course, phase, module, or lesson) together and present it to a class of volunteers that represent the target audience.  The tryout  determines if all parts of the instructional unit work well together to present logical, sequential, and progressive training.  As each class is completed, performance data, critiques, and instructor comments are fed back to the training developer to further improve the courseware.  

Note:  Perform the operational tryout during the course-fielding phase as the first iteration of training with officially registered students.  Before using this option, proponents ensure that the TD support contractor remains liable to perform required corrections or improvements to the courseware deliverables after fielding.



	3-10.
	Quality control.  Adherence to the guidelines and requirements set forth in this chapter helps achieve the required level of QC in the production of courses for DL. 


	Chapter 4

Distributed Learning Courseware Production, Fielding Phase



	4-1. 
	Lesson deliverables



	IMI specification
	    a.  Distributed learning courseware is delivered in a configuration that allows it to play over the Internet.  Web-based courseware conforms to the Instructional Management System Content Packaging Specification as described in the DL XXI SOW.  The developer delivers all SCORM content packaging components with the courseware.



	CD-ROM version
	    b.  If the course also plays by CD-ROM, the developer provides a version that supports this option. 



	ATSC copies
	    c.  In accordance with the DL XXI SOW, the developer provides all final courseware products to ATSC in five copies, to support required review and testing.  

Note: This requirement applies to all DL products, regardless of the preparer, and whether or not they are TADLP-funded. 


	4-2.
	Quality control for DL courseware.



	
	    a.  Quality control is an integral part of the courseware production process.  Quality control comprises a number of checks and in-process reviews (IPR) designed to ensure the accuracy, correctness, and playability of DL courseware.  These checks include:



	
	        (1) Proponent school review.



	
	        (2) Legal clearance review.



	
	        (3) Learning management system review.



	
	        (4) Interactive Multimedia Instruction product review.



	
	        (5) Digital Training Facility playability review.



	
	        (6) Final product review.



	
	    b.  Performance of the product reviews and validation procedures presented in this chapter helps ensure achievement of the required level of QC for DL courses and courseware.



	4-3.
	Proponent school review.  Before delivering the product to ATSC, the proponent school checks the following features: 

	
	· All hyperlinks.

· Navigation buttons.

· The accuracy of graphics and text.

· Video and audio quality and accuracy.

· Remediation and content reinforcement features.

· Test scoring functionality.

· Bookmark functionality.

· Print function.

· Help function.

· Drivers and plug-ins.

· Files are virus free.

· Playability of CD and web-based versions of courseware on DTF equipment.  Provide a certificate of DTF playability to ATSC.



	4-4.
	The SCORM certification and LMS review.  The SCORM certification and LMS review test IMI courseware on the LMS.  Proponent schools and ATSC perform the following actions:

	
	· Ensure that the course loads on the LMS server.

· Ensure that the bookmark/suspend features function properly.
· Ensure that the test-scoring feature functions properly.

· Certify that SCORM-compliant courseware operates on the LMS.



	4-5.
	Interactive Multimedia Instruction product review.  During the IMI product review, ATSC (ATIC-ITSC-CM) personnel check:

	
	· Three sets of compact disks and all artwork, to include web-based instructional materials.

· The URL for web-based instruction and any special instructions.

· That the proponent school has obtained legal clearance (see sample clearance in app D). 

· The proponent school’s safety approval.

· DD Form 2568 (Defense Instructional Technology Information System (DITIS) Report).

· The proponent’s validation statement and DTF test certification.

· TRADOC Form 350-70-12-1, to provide input for the RDL on-line card catalog.  See form at the back of this pamphlet, and also on-line at http://www.atsc.army.mil/itsd/olcatform.asp. 
· The BOIP when required for courses delivered via CD-ROM.  



	
	Note:  The BOIP contains information concerning the number of CD-ROMs required and to whom they are distributed.




	4-6.
	Playability review.  The ATSC (ATIC-ITSS-I) reviews the playability of the courseware as a second set of eyes.  The following are examples of items checked during the playability review: 

	
	· Ensure internal and external hyperlinks function properly.
· Note any application error messages.

· Ensure master CDs are not corrupted.

· Ensure audio/video features function properly.

· Note any editorial/administrative errors found in text and graphics.

· Ensure correct courseware is loaded to the web.

· Ensure any instructions provided are complete and correct.

· Ensure courseware does not contain a virus.

· Ensure courseware loads to DLS equipment or floppy disks, as directed.

· Ensure courseware uninstalls successfully.

· Coordinate with the DLS PM to test courseware compatibility with DLS equipment.



	4-7.
	Final product review.  After correcting any problems found during the Playability Review, the ATSC courseware manager performs a final product review.  The courseware manager verifies the LMS link with ATRRS select-codes and the projected year the courseware is available for student distribution (see para 2-8, above).  The manager then submits TRADOC Form 350-70-12-1 to ATIC-TIS, for input to the RDL on-line card catalog (see http://www.atsc.army.mil/itsd/olcatform.asp).



	4-8.
	Implement DL courseware.  Upon completion of all product reviews and validation activities, the courseware is accepted and implemented.  The ATSC courseware managers:



	Update the RDL on-line catalog
	    a.  Forward TRADOC Form 350-70-12-1 to the ATSC Training Programs and Systems Management Team for conversion to HTML and submission to ATISD, ATSC RDL POC for inclusion in the RDL on-line catalog.  



	Replication and distribution
	    b.  Forward CD-ROM masters, the BOIP, accompanying artwork, instructions, and appropriate fund citation to the ATSC Training Media Support Team for replication and distribution of CD-ROMs when appropriate.



	LMS server
	    c.  Activate the courseware in the LMS server.




	Chapter 5

Mission Immediate Distributed Learning



	5-1.
	Mission immediate training.  Mission immediate training that HQDA and MACOMs direct, or that unit commanders request, may require use of DL to prepare units and individuals for immediate mission requirements, such as activation, mobilization, or deployment of individuals, teams, or units.  Due to time constraints, this training is not managed or scheduled through the normal quota-managed Structure and Manning Decision Review/Training Requirements Analysis Process.  However, course completion data the ATRRS or LMS captures is reported to the appropriate military personnel records service center.  Performance of the procedures presented in this chapter helps ensure the preparation and implementation of DL materials to support stand-alone and mission-immediate training needs.



	5-2.
	Determine mission immediate DL requirements.  The proponent school determines the type of instructional unit to use for mission immediate DL, that is, phase, module, lesson, or learning objective from a quota-managed course, a course not managed by a quota, a functional course, or other type of training.  The proponent prepares a detailed plan for development and implementation when developing a course solely for mission-immediate DL training.  If the instructional unit is part of an existing course, the proponent school reviews and adjusts its CMP as necessary to support the mission-immediate training need.  The proponent coordinates the plan with HQ TRADOC (TDAD) to ensure that the DLS can support the training.



	5-3.
	Develop/modify CMP.  In developing or modifying the CMP, the TD staffer accomplishes the following actions:



	Validate requirements
	    a.  Validate or update the training needs, delivery media, and prerequisites.



	DAVIS/DITIS
	    b.  Ensure the Defense Automated Visual Information System (DAVIS) and the DITIS include current training product information.



	Answer questions
	    c.  Answer the following questions to ensure the CMP provides information to support course implementation.  (Note:  This information is required in addition to the CAD supplemental information required in paragraph 2-6.)



	
	        (1) Are videos included that require large bandwidth?  If so, were they tested to ensure delivery to a DL workstation from a remote server in a reasonable amount of time (for example, 5’ – 10’)?



	
	        (2) If WBT is used, where is the host server located, and who controls it?  Normally, this is the proponent school’s file server.



	
	        (3) If the courseware is CD-ROM-based, is it completely stand-alone or is an LMS required to properly deliver or manage it?



	
	        (4) Is the training included in any catalogs?  If so, was a course description provided?  If not, how is the training publicized?



	
	        (5) Do soldiers enroll on-line through the ATRRS or the LMS?  



	
	        (6) If there are any prerequisites for this training, how do training administrators verify they were met?



	
	        (7) Does the LMS confirm training approval to the soldier, ATSC, and, when applicable, the training location?



	
	        (8) How is successful completion of the training certified and who is informed?



	
	        (9) Who provides administrative and instructor support and how is it provided?



	
	        (10) If learner-instructor or learner-learner collaboration is required, what type is used (for example, instant messenger, threaded chat, VTT, E-mail)?



	
	        (11) Is local support required at the learner’s location (for example, equipment, practical exercises, mentoring, or test monitoring)?



	5-4.

	Approve training.  The proponent school obtains approval from HQ TRADOC ODCSOPS&T for new stand-alone training or for the use of existing courseware for stand-alone training.  The approval process

includes, as a minimum, the proponent school and HQ TRADOC (TDAD, TOMA, Individual Training Directorate, and ATSC).  When the training is approved, TOMA submits course information into the ATRRS and to ATSC for inclusion in the RDL.



	5-5.
	Funding.  When required, the TRADOC DCSOPS&T approves funding for courseware development.  Upon notification of approval from the ODCSOPS&T (PMD), the DCSRM releases funds via a FAD to ATSC to procure TD contract support.



	5-6.
	Process courseware.  The applicable proponent school produces courseware and training materials required to implement stand-alone training of the instructional unit.  The school forwards completed training materials to ATSC, along with a CMP, SEP, Student Welcome Letter, and Commander’s Information Letter (for samples, see app D), special instructions, and any other materials TRADOC Reg 350-70 requires.  The ATSC loads course materials into the RDL, or provides a link to the Regional Training Access Center where the materials reside.  The ATSC replicates and stores student administrative instructions and training support materials received from the proponent schools.  The ATSC furnishes training support materials and any read-ahead materials to students.  Because of this early contact, and as a convenience, ATSC can send student welcome letters and commander information letters as well. 




	Chapter 6

Managing Students in HQDA/Quota-Managed DL


	6-1.
	Required training. 



	Primary users
	    a.  Soldiers receiving HQDA-directed and quota-managed training are the primary users of the DLS.  The Army Distributed Learning Program was established to bring required training, particularly MOSQ and reclassification training, to soldiers of all components in an efficient and effective manner.  These training programs require formal scheduling, notification, and recordkeeping procedures, to ensure that the appropriate resources are available to support the training, that soldiers are scheduled for training in a timely manner, and that the appropriate records of training and MOSQ are maintained.



	Individual processing
	    b.  Performance of the procedures presented in this chapter helps ensure the smooth processing of individuals selected for training via DL means, their receipt of required training or read ahead materials, and the accurate recording of their successful completion of training.



	6-2.
	Establish a training reservation.  Branch/quota managers establish DL reservations through the ATRRS as follows:



	Select soldiers
	    a.  Branch/quota managers selecting soldiers for DL training verify their qualifications, completion of prerequisites, personal information, and mailing address.  The branch/quota manager notifies soldiers of their 

	
	selection for training, advises them of any prerequisites to complete, and submits a reservation request through ATRRS.  When applicable, soldiers advise the branch/quota manager if they will accomplish course work at a DTF or in their unit or home.  (Note:  To ensure a successful DL training experience, students are encouraged to use DTFs or DTTP classrooms unless they have access to high-speed internet, for example, cable or digital subscriber line, and computers with capabilities equivalent to DTF student workstations, that is, MS Office 97 Pro®; Win2000® operating system; Internet Explorer®; Pentium® 2-4, 233Mhz – 1.7Ghz central processing unit; 20Gb hard drive; 52 x CD-ROM; and push-to-talk microphone.)


	Accept reservations.
	    b.  The ATRRS accepts reservations for valid quotas and provides preliminary notification, via message, to the proponent MACOM and school, the DTF, and the soldier’s MACOM and installation that a valid reservation exists for the soldier in the course or phase, or that the soldier is in a wait status pending availability of a training vacancy.  The ATRRS message provides information that the soldier’s installation or unit includes in orders published to assign the soldier to the DL course for duty.  



	Notify unit
	    c.  The installation notifies the soldier’s unit of the reservation or wait status.  The unit either cancels or confirms the reservation and the soldier’s mailing address through the branch/quota manager to the ATRRS within 3 working days of the receipt of the reservation notification.  If the reservation is cancelled, the unit may submit a qualified substitute to the branch/quota manager.  The branch/quota manager submits the substitution back to the ATRRS, which reports it to the agencies listed in paragraph b, above.



	6-3.
	Distribute courseware/training support materials.  The ATSC or the schools distribute courseware and training support materials, depending on how the course or phase is coded in ATRRS. 

Note:  Schools provide URLs for web-based courses.



	ATRRS notification
	    a.  The ATRRS notifies ATSC of the confirmed reservation and the soldier’s verified mailing address for courses coded (DL)+BK+BH and (DL)+BK+BR.  It notifies the schools for courses coded (DL)+BS.  (See para 2-8d, above, for code definitions.)



	ATSC ships materials
	    b.  Within 5 working days of the receipt of the confirmed reservation, or notification of wait status, from the ATRRS, ATSC ships prerequisite materials, read-ahead materials, and courseware, for example, CD-ROMs, videotape, and other print materials.



	Welcome/

information letters
	    c.  The ATSC also sends a welcome letter from the proponent school to the soldier, and an information letter to the soldier’s unit commander.  The welcome letter contains school information, the name and E-mail address of a designated subject matter POC, the URL address for a web-based course, an overview of the course content, an individual DL study plan, and any instructions needed to register or enroll in the course.  The letter to the unit commander explains the commitment that the soldier must make and solicits the commander’s support and encouragement.  Sample letters are at app D.



	6-4.
	Publish orders.  The soldier’s installation or unit publishes orders directing the soldier to receive the training.



	Location
	    a.  The orders indicate the location where the soldier reports for training and the period of time that the course or phase lasts, as indicated by the ATRRS.



	Timing
	    b.  The orders apply to all phases of the course and identify phases executed only upon successful completion of preceding phases.  They include information concerning the maximum time allowed to complete each phase, and the maximum delay time allowed between phases to prevent skill decay, as shown in the ATRRS.



	Logistics
	    c.  The orders include logistical instructions concerning billeting arrangements, per diem, and car rental authorization, as applicable.  This information comes from the ATRRS SH screen and PF9 text screen.  If the soldier receives training at a DTF, the orders include the address or building number for the DTF and telephone number for the DTF manager.  (See www.dls.army.mil under ‘Installations’ and ‘DTFs & DL POCs’ for DTF locations and POCs.)



	Registration


	    d.  Finally, the orders include the URL address for the DL course or phase, and instructions on how to obtain user identification (ID) and password that allow the soldier to log onto the system through the Army Knowledge Online (AKO) web site at:

https://www.us.army.mil/portal/portal_home.jhtml.  The AKO serves as a portal to the LMS for students to register for DL courses.


	6-5.
	Receive training.



	Access training

	    a.  New students follow instructions to access training by logging onto the LMS through the AKO, either at a DTF or from their home or office.  At
this point the individual is officially a student in the course or phase.  The LMS interacts with the ATRRS to track and record the student’s progress through the course.



	DA Form 1059
	    b.  A DA Form 1059 is required for each phase, whether or not the phase is completed.  The ATRRS automatically generates and sends a DA Form 1059 to the student, the unit, and the appropriate military records service center.  



	Failure to meet standards


	    c.  The DA Form 1059 notes a student’s failure to meet standards required for completion of a phase, when applicable.



	Records
	    d.  The fact that students complete a phase or course using the DL mode does not appear on the DA Form 1059 nor in their training or personnel records.



	Verify phase completion
	    e.  Upon receipt of the DA Form 1059 verifying completion of the first (DL) phase, the unit executes the portion of the orders that sends the soldier to the next phase in residence, at the proponent school, or at a TASS battalion, as applicable.



	Course completion
	    f.  The soldier attends the resident phase.  Upon completion of the final phase, the ATRRS issues a DA Form 1059 notifying all concerned, including the personnel records custodian, of the soldier’s completion of the course.  The records custodian updates the soldier’s personnel records IAW AR 600-8-104.



	6-6.
	Procedures for BNCOC and ANCOC.  The following procedures apply to basic and advanced noncommissioned officer courses, which have been restructured to use several delivery options, including synchronous and asynchronous DL, TASS training battalions, and resident schools.  These courses consist of common core and DL technical phases, and one or more resident technical phases.  Soldiers complete the DL technical phase and the common core phase prior to taking the resident technical phase(s).  Active Component soldiers scheduled to take the common core and final technical phases back-to-back, in residence, normally begin common core training 30 days after completing DL technical training.  However, these soldiers complete the DL technical phase no later than 15 days prior to the start of the common core phase.  The common core options are as follows:



	Common core training
	    a.  The ATRRS may schedule soldiers, with a given MOS, to take common core training in residence at the appropriate proponent school in conjunction with the final technical phase(s).



	Resident training
	    b.  If a vacancy exists, soldiers who reside in proximity to a proponent school may take common core training at that school, regardless of their MOS.



	TASS battalion 
	    c.  Soldiers may take common core training at a TASS battalion, located at or near their installation or home, that offers the training.



	Synchronous training
	    d.  Proponent schools, in coordination with MACOMs, may offer common core training by synchronous DL (that is, VTT).




	Chapter 7

Managing Students in Self-Development DL



	7-1.
	Self-development.



	A pillar of Army training
	    a.  Self-development is one of the pillars of Army training, along with individual training, CTCs, and operational assignments.  It is a planned, competency-based process, which individuals use to acquire new skills and enhance previously acquired skills, knowledge, and experience.  The process improves readiness and increases the individual soldier’s and DAC’s potential for progressively more complex and higher-level assignments.  Military and DAC individual training, education, and development are integrated where and when appropriate. 



	Processing self-development training
	    b.  Performance of the procedures presented in this chapter help ensure the smooth processing for soldiers and DACs undertaking self-development training via DL means; their timely receipt of required training or read-ahead materials; and the accurate recording of their successful completion of training.



	7-2.
	Self-development training.  Self-development training includes:



	Self-motivated training
	    a.  Training that a soldier or DAC voluntarily undertakes on their own initiative, for example, SmartForce (Skillsoft) vendor-based training that enables soldiers to earn promotion points and college credits.  The SmartForce catalog includes courses in information technology, business skills, and interpersonal skills.  



	Directed training
	    b.  Required training that soldiers and DACs take to improve individual or unit readiness, develop supporting technical skills, maintain proficiency, or ensure knowledge and understanding of a policy, program, or system.



	7-3.
	Self-motivated training.  Self-motivated training includes formal Army courses and instructional units that soldiers and DACs may take as stand-alone courses on their own initiative.  It also includes adult education and college courses available through the Army Continuing Education System (ACES) (see AR 621-5) and the Army University Access Online (eArmyU) program.  



	7-4.
	Directed training.  Directed training includes:



	Common Military Training
	    a.  Common Military Training (CMT) covers tasks that law or HQDA directs.  All leaders and soldiers take CMT at specific organizational levels.  Proficiency in those tasks is necessary regardless of career field, rank, or grade.  Examples of CMT tasks include: 

        (1) Comply with the Code of Conduct.



	
	        (2) Become familiar with the Universal Code of Military Justice. 



	
	        (3) Comply with equal opportunity/sexual harassment/fraternization rules and regulations.



	Common Task Test training
	    b.  Common Task Test training prepares all soldiers for routine evaluation of their proficiency in the performance of fundamental combat and survival tasks at a given skill level.  Example subjects include:

        (1) Weapons qualification.

        (2) Nuclear, biological, and chemical defense.

        (3) First aid.



	Soldier training courses
	    c.  Training that unit or installation commanders may establish to supplement unit training and sustain soldier skills.  The courses follow POIs that the proponent-MACOM schools developed.  Example subjects include:

        (1) Generator operator.

        (2) Fuel handler.

        (3) Forklift operator.

        (4) Unit armorer.

        (5) Unit postal clerk.



	Other training
	    d.  Any other training that appropriate authority directs individuals to complete.



	7-5.
	Student management.  All members of the DOD community may access ATRRS and register for training using the Self-Development System.  Schools producing courses for DL under TADLP may designate them as available to individual soldiers for self-development, if appropriate.  The ATRRS Self-Development System provides a searchable catalog of all self-development courses at ATRRS DL News.  The catalog contains school information, class schedules, and courses available through the ACCP.  Army members may also identify courses available for self-development through supporting programs such as the Army Civilian Training, Education, and Development System (ACTEDS) and tuition assistance programs available through the ACES and the eArmyU.  The following procedures apply to self-development DL:



	Army Formal Schools Catalog
	    a.  Interested personnel access the ATRRS Army Formal Schools Catalog or LMS products catalogs and search for courses or units of instruction available for self-development or stand-alone training.  Members may enroll year-round in classes that indicate a starting date at the beginning of the FY (1 Oct) and an ending date at the end of the FY (30 Sep).  After locating a desired course, members click on the course title to link to the application form for that course in the ATRRS Self-Development Application System.



	Self-Development Application System
	    b.  Authorized personnel (that is, military and civilian members of the DOD community) may log on to the ATRRS Self-Development Application System at https://www.atrrs.army.mil/channels/selfdev/, and follow instructions to select a course and class, and apply for enrollment.  Members enter their mailing address, unit contact information, E-mail address, and their supervisor’s contact information.  Individuals desiring, or required, to receive training at a DTF, notify the DTF manager of the class starting date, to ensure the availability of a seat at the facility at that time.   



	Confirm reservation
	    c.  The ATRRS sends confirmation of registration, via E-mail, to applicants and their respective supervisors.  The ATRRS also notifies ATSC of confirmed reservations and soldiers’ verified mailing addresses.  The ATSC sends out training/training support materials within 5 working days of the receipt of confirmed reservations.



	Course completion
	    d.  Learners complete course work and take required tests. The LMS, or applicable system where the tests reside, forwards test scores to ATRRS.  The ATRRS issues a DA Form 1059 to notify all concerned of the soldier’s successful completion of the training.  The personnel records custodian updates the soldier’s records IAW AR 600-8-104.  The Defense Civilian Personnel Data System (DCPDS) documents training completed by civilian personnel. 


	7-6.
	College credit for Army courses.  Proponent schools have the responsibility to obtain college credit for their courses through the American Council on Education (ACE) College Credit Recommendation Service (CREDIT).  Appendix F outlines the process for obtaining college credit. 


Appendix A

References

Section I

Required Publications

AR 25-30

The Army Publishing Program
AR 350-1

Army Training and Education
AR 600-8-104

Military Personnel Information Management/Records 

AR 621-5

Army Continuing Education System
DA Pam 350-59

Army Correspondence Course Program Catalog
TRADOC Reg 350-70

Systems Approach to Training Management, Processes, and Products
TRADOC Pam 350-70-2

Multimedia Courseware Development Guide
TRADOC Pam 350-70-8

The Army School System (TASS) Training Requirements Analysis System (TRAS)
 Job Aid 350-70-7.7

Compute “Academic Time” and “Maximum Time for Completion” for self-paced Instruction
Section II

Related Publication

MIL-PRF-29612
Performance Specification, Training Data Products

Section III

Prescribed Form

TRADOC Form 350-70-12-1 (online at http://www.atsc.army.mil/itsd/olcatform.asp)

Input Form for the On-line Card Catalog

Section IV

Referenced Forms

DA Form 1059

Service School Academic Evaluation Report

DA Form 3953

Purchase Request and Commitment

DD Form 2568

Defense Instructional Technology Information System (DITIS) Report

_____________________________________________________________________
Appendix B

TADLP Course Development Oversight Tasks

	The Army Distributed Learning Program (TADLP)

Course Development

	ID
	Task/Action

	1.
	Pre-award phase.

	2.
	Receive TRADOC Priority List.

	3.
	Contact proponent and determine in-house or contract development.

	4.
	Receive waiver request.

	5.
	Provide waiver or exception recommendation.

	6.
	Receive waiver decision from ADCSOPS&T.

	7.
	Confirm completeness of TATS-C production package.

	8.
	Determine availability of course and DL task analysis.

	9.
	Receive CAD and supplemental information from proponent school/TOMA.

	10.
	Confirm course in ATRRS.

	11.
	Confirm availability of task data in ASAT.

	12.
	Confirm school conducted Defense Automated Visual Information System (DAVIS)/Defense Instructional Technology Information System (DITIS) search, and submitted DD Form 2568 (Defense Instructional Technology Information System (DITIS) Report).

	13.
	Confirm availability of government furnished material/information.

	14.
	Verify school is using correct version of SOW template.

	15.
	Make decision to proceed.

	16.
	Assist school with SOW development.

	17.
	Receive SOW from school.

	18.
	Review SOW.

	19.
	Prepare independent government estimate. 

	20.
	Develop Acquisition Requirements Package (ARP).

	21.
	Request DA Form 3953 (Purchase Request and Commitment (PR&C)). 

	22.
	Staff ARP with the ATSC Army Training Information Systems Directorate (ATISD).

	23.
	Submit ARP and PR&C to TRADOC Acquisition Center (TAC).

	24.
	Receive contractor proposal.

	25.
	Analyze proposal(s).

	26.
	Receive TADLP funding.

	27.
	Make delivery order (DO) decision.

	28.
	Development phase.

	29.
	Award DO.

	30.
	Post Award Meeting.

	31.
	Notify participants.

	32.
	Conduct Post Award Meeting.

	33.
	Receive milestone schedule.

	34.
	Confirm Validation Plan and dates are established.

	35.
	In-process review (IPR).

	36.
	Notify course manager (CM) of scheduled IPR.

	37.
	Attend IPR.

	38.
	Receive Interactive Multimedia Design Package (IMDP)/prototype lesson.

	39.
	Staff IMDP/prototype lesson for review.

	40.
	Determine IMDP/prototype lesson educational compliance with regulations.

	41.
	Determine IMDP/prototype lesson technical compliance.

	42.
	Consolidate review comments.

	43.
	Provide review comments to proponent.

	44.
	Request learning management system (LMS) course/module/exam number from the Training Programs and Systems Management Team (TPSMT). 

	45.
	Assign LMS course/module/exam number.

	46.
	Modify DO.

	47.
	Receive modification proposal from contractor.

	48.
	Make DO modification decision.

	49.
	Lesson deliverables.

	50.
	Receive lesson deliverables.

	51.
	Staff lesson deliverables for review.

	52.
	Determine technical compliance.

	53.
	Determine contractual compliance.

	54.
	Determine educational compliance.

	55.
	Provide comments to proponent.

	56.
	Receive and upload courseware files, via file transfer protocol, for school developmental testing.

	57.
	Receive and review training evaluation document.

	58.
	Confirm course validation date.

	59.
	Conduct final review.

	60.
	Receive and conduct final review of completed courseware (CW) at ATSC.

	61.
	Receive proponent validation statement.

	62.
	Receive Judge Advocate General release, safety statement, card catalog form, 

and DTF testing certification.

	63.
	Receive course Basis of Issue Plan (BOIP), DAVIS/DITIS form from school.

	64.
	Staff completed CW with IMI support for technical review.

	65.
	Conduct final technical compliance and DTF review.

	66.
	Conduct final education compliance review.

	67.
	Forward exam, answer key, DAVIS/DITIS number to TPSMT.

	68.
	Verify completeness of exam material and forward exam with assigned course/module/exam number to Distance Learning Support Service Team (DLSST)

	69.
	Set up CW in TRADOC Educational Data System Redesign.

	70.
	Repair CW.

	71.
	Determine extent of repair.

	72.
	Determine who will fix.

	73.
	Repair CW.

	74.
	Create or receive new master copy.

	75.
	Staff with TADLP for DTF testing.

	76.
	Staff product for Reimer Digital Library (RDL) and LMS compliance review.

	77.
	Conduct RDL compliance review.

	78.
	Conduct LMS compliance review.

	79.
	Accept the product.

	80.
	Verify LMS link (select codes in ATRRS and year available) for student distribution.

	81.
	Fielding phase.

	82.
	Complete administrative header page for RDL.

	83.
	Provide CW to the ATISD for RDL.

	84.
	Load or linked through the RDL.

	85.
	Replication and distribution.

	86.
	Provide CW to the Training Media Support Team (ITST-T).

	87.
	Accept product for replication.

	88.
	Determine publication requirements.

	89.
	Submit replication request.

	90.
	Replicate CW.

	91.
	Courseware available for training/notify CM.

	92.
	Course manager notify DLSST that course is available for fielding.

	93.
	Activate CW in LMS.


____________________________________________________________

Appendix C

Instructional Media Design Package/IMP/Test Package Requirements

C-1.  Instructional Media Design Package.  The IMDP is described in Data Item Description (DID) 81520B, which users should refer to for detailed instructions.  The IMDP contains the information shown below.  Note:  Each of the following training data products include front matter prepared IAW MIL-PRF-29612B, appendix A.

    a.  A summary description of the training program that briefly describes the training program materials developed (refer to the DID paragraph 2.2 for details).  

    b.  A courseware design strategy that describes the critical elements of the courseware including (refer to the DID, paragraph 2.3, for details):

        (1) Tasks supported by the course/courseware.

        (2) Interfaces and controls that support the input and pacing of learner performance.

        (3) Test design strategy.

        (4) Daily and weekly course schedules showing learning objectives; skills, knowledge, and attitudes; instructional events; and media selected.

        (5) Learner performance tracking controls and instructional media control features.

    c.  Lesson strategies that describe (refer to the DID paragraph 2.4 for details):

        (1) The organization and format of the lessons.

        (2) The learning objectives.   

        (3) The sequences and relationships among lessons (that is, course maps).

        (4) Design strategies for each lesson.

        (5) Test items.

        (6) Listings of instructional media resources required for the course.

C-2.  Prototype lesson.  The DID for the IMDP includes a requirement to prepare a prototype lesson.  The prototype lesson normally does not exceed one instructional hour.  It consists of courseware and supporting materials that demonstrate how to use the format guide together with a lesson strategy to produce required lessons.  Guidelines for developing an IMI prototype lesson are in TRADOC Pam 350-70-2, paragraph 6-19.

C-3.  Instructional Media Package.  Data Item Description 81526 identifies the requirements of the IMP.  The IMP provides instructions and scripts for use in producing audio or video programs that support training courses.

C-4.  Test Package.  Data Item Description 81525 identifies Test Package requirements.  The Test Package contains the following items (refer to the DID for detailed instructions):

    a.  Test items.

    b.  Test(s) Instructions for taking the test.

    c.  Test administration materials.

    d.  Test cross-reference chart. 

C-5.  Training Evaluation Document.  The Training Evaluation Document contains the following data items.  Data Item Description 81524 shows detailed requirements for each data item. 

    a.  Training evaluation planning data.

    b.  Training evaluation results data.

    c.  Instructional delivery system test and evaluation data.

___________________________________________________________________

Appendix D

Sample Legal Clearance, Student Welcome Letter, and Commander’s Information Letter

D-1.  Legal clearance.  See figure D-1 for a sample legal clearance.

REVIEW FOR LEGAL CLEARANCE

TITLE:  ___________________________________________________________
PRODUCTION ACTIVITY:  __________________________________________

Yes
No
N/A

1.  Contains visual or oral appearances by minors.

___
___
___

2.  Personal appearance releases are in file.

___
___
___

3.  Private real or personal property releases are in file.

___
___
___

4.  Production does not contain visual or oral introduction or trademarks,

    labels, or distinctive packaging, trade, or brand names.

___
___
___

5.  Production is intended for release to a foreign country.

___
___
___

6.  Security clearance has been obtained and is in official file.

___
___
___

7.  Script contains copyrighted material.

___
___
___

8.  No copyrighted materials have been used within the body of the production

___
___
___

     without proper legal clearances on file.

9.  File contains copy of annual contract for soundtrack license i.e., music, 

     sound effects, etc.

___
___
___

10.  File contains licenses for copyrighted soundtrack.

___
___
___

11.  All required releases/licenses are in the official file.

___
___
___

COMMENTS:

Figure D-1.  Sample legal clearance

REVIEW FOR LEGAL CLEARANCE (CONTINUED)

TITLE:  __________________________________________________________

‪ I have reviewed the official record jacket for this production.  All necessary releases are included, or no trademarks or copyrighted materials were used in the production.  This product may be replicated and distributed to the U.S. Army.

‪ I have reviewed the official jacket for this production and while some legal restrictions exist (see comments on page one), I have determined that this product may be released, replicated, and distributed to the U.S. Army.  (Clearance for release must be approved in accordance with AR 25-30, paragraph 2-5d.)

‪ I have reviewed the official record jacket for this production and have found reasons for which this product should not be released, reproduced, or distributed to the U.S. Army. (See comments on page one.) (Clearance for release must be approved in accordance with AR 25-30, paragraph 2-5d.)

‪ Legal restrictions prevent the release of this product. (See comments on page one.)

Production Review Completed By:

Program Manager
Date

If copyrighted or trade marked material was used, and proper releases are not included in the file, clearance cannot be approved, except by compliance with AR 25-30, 2-5d.

Legally cleared, subject to limitation, if any, as stated in comments above.

LEGAL ADVISOR
Date

Not cleared, see comments above.

LEGAL ADVISOR
Date

Figure D-1.  Sample legal clearance (cont)

D-2.  Student welcome letter.  See figure D-2 for a sample student welcome letter.

(SCHOOL LETTERHEAD)

(Office Symbol)
(Date)

MEMORANDUM FOR Students, Course and Class Identification

SUBJECT:  Welcome Letter and Course Information

1.  Provide a welcoming statement.   Examples:
    a.  On behalf of the Commandant and the staff and faculty of the United States Army Sergeants Major Academy (USASMA), I congratulate you on your selection to attend the Battle Staff Noncommissioned Officer Course (BSNCOC).

    b.  Welcome to the Field Artillery Captains Career Course – Distance Learning (FACCC-DL).  The purpose of this letter is to provide you with information concerning the FACCC-DL and establish the initial dialogue between you and your Course Manager here at Fort Sill.

2.  State the purpose of the course and provide other relevant information.  Examples:
    a.  The purpose of the BSNCOC is to train battalion and brigade staff noncommissioned officers to manage the operations of battalion or brigade command posts.  Noncommissioned officers will learn their specific staff duties and become familiar with the duties of other staff sections.

    b.  The FACCC-DL will prepare Field Artillery  (FA) officers for duties as Fire Support Officers at maneuver battalion and brigade levels; to perform duties as staff officers at FA Battalion, Division Artillery, and FA Brigade levels; and for battery command.

    c.  The Medical Information Management Course (MIMC) prepares information management professionals to execute missions in fixed and field medical units.  The MIMC is a two-phase course consisting of nonresident and resident components.  Students must complete the nonresident phase before attending the resident phase.  Students must complete both phases in the same year.

3.  Provide an overview of the course structure and identify the locations where students will receive DL instruction.  Examples:

    a.  The BSNCOC structure of phases, modules, lessons, and tests ensures

Figure D-2.  Sample student welcome letter

(Office Symbol)

SUBJECT:  Welcome Letter and Course Information

standardization in accordance with The Army Training System (TATS).  It trains all soldiers, regardless of component, on course critical tasks to the same task performance standard.  The course has two phases.  Phase I consists of a nonresident training packet, which is completed within 60 days at your own location.  Upon completing Phase I, Phase II is attended, in residence, at one of the following locations:  the USASMA at Fort Bliss, Texas (4 weeks and 1 day); Fort McCoy, Wisconsin (21 consecutive days); or at a Digital Training Facility (DTF) certified to receive the BSNCOC through synchronous video teletraining (VTT) (4 weeks and 4 days).  If you elect to receive training through VTT, you will be directed to the BSNCOC-certified DTF at or closest to your home station, which is__________.        

    b.  Phase 1 of the MIMC consists of 88 hours of asynchronous, nonresident, computer-based training provided on compact disc (CD).  You may complete this phase in your own location, if you have a personal computer that meets the minimum requirements specified in the instructions that accompany the CD.  If not, you may complete it at the Digital Training Facility (DTF) closest to your home station, which is __________.  Upon completing Phase 1, you will attend Phase 2 for 6 weeks in residence at the Academy of Health Sciences, Fort Sam Houston, Texas.   

    c.  The FACCC-DL consists of two phases.  Phase Ia consists of asynchronous web-based instruction provided via the Internet.  This sub-phase must be completed within one year.  You will receive this instruction at the Digital Training Facility (DTF) closest to your home station, which is _________.  Phase Ib consists of synchronous and asynchronous instruction provided during the first half of the second year of instruction.  The synchronous instruction is instructor-led classroom instruction delivered to the DTF via the Internet.  The asynchronous instruction is self-paced and may be completed at your own location.  Phase II is scheduled during the last half of the second year.  It consists of 2 weeks in residence at Fort Sill, Oklahoma.

4.  Identify a subject matter expert (SME) or course advisor available to answer questions or provide additional information.  Examples:
    a.  You may contact your course manager for the FACCC-DL via E-mail at faccdl@sill.army.mil.  Further information about the FACCC-DL is available at the following URL: http://155.219.39.98/admin_guide/adminguide.htm.

    b.  The following URL provides points of contact for the MIMC:  http://139.161.100.45/imit/mimc/POC/poc.html.  Additional information is available at http://139.161.100.45/imit/mimc/index.html.
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Figure D-2.  Sample student welcome letter (cont)

(Office Symbol)

SUBJECT:  Welcome Letter and Course Information

    c.  If you have questions about the BSNCOC or class schedules, you may contact the BSNCOC Chief Instructor at Commercial (915) 568-9165, DSN 978-9165 or E-mail battlestaff@emh10.bliss.army.mil.  Additional information is available at http://usasma.bliss.army.mil/website/BSNCOC/geninfo.html.  

5.  Provide instructions concerning course enrollment and access to web-based training phases.  Example:
    a.  Accomplish enrollment in the FACCC-DL through the Army Training Requirements and Resources System (ATRRS).  See your unit training officer or NCO for enrollment assistance.  Course iterations occur each year in October and run for 2 consecutive years.  Suspense for enrollment is 1 August. 

    b.  After you enroll, you will require a password and a login ID to access the Asymetrix Librarian Student Program for Phase I.  You must obtain your password and login ID no later than 15 September.  To obtain your password and login ID, contact your course manager at facccdl@sill.army.mil.  The password and login ID is provided via E-mail.  Before you use the password and login ID, you must download certain files to access Librarian.  Procedures for downloading files are in Annex B of the FACCC-DL administrative guide web site.  

6.  Enclose a Student Evaluation Plan for the course in accordance with TRADOC Regulation 350-70, paragraph VI-7-5 and appendix I.  Provide a study plan to aid students in budgeting their time to assure successful completion of DL phases.  Example:
    a.  The FACCC-DL is a challenging but rewarding experience.  A DA Form 1059, Service School Academic Evaluation Report, is issued when you finish each phase.  The DA Form 1059 will grant access to the next phase.  Military Education Level Code 6 is awarded when you complete the course.  

    b.  A Student Evaluation Plan (SEP) is enclosed.  The SEP explains how students are tested and graded.  It states the minimum achievements required to pass the course.  Students who fail to complete any phase requirements within the prescribed timeframe, or who fail academically, will receive a DA Form 1059 stating that the student failed to achieve phase standards and the reasons for the failure.  The student and the DA Form 1059 are referred to the student’s unit commander for further disposition.
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Figure D-2.  Sample student welcome letter (cont)

(Office Symbol)

SUBJECT:  Welcome Letter and Course Information

    c.  The Field Artillery School staff and faculty stand ready to assist you in any way possible to achieve a successful outcome to the FACCC-DL.  However, it is your responsibility to complete all assignments and practical exercises and to participate in training activities.  Experience shows that students involved in self-paced individual study are most likely to succeed if they establish a study plan.  The plan should provide for a regular time to study on a daily basis and identify a place where you can study, free from noise and outside distractions.  A Student Guide is provided for each block of instruction to assist you in developing your study plan.  The following is a recommended time line for completing the asynchronous instruction in Phase Ia:


Block
Estimated Completion

TRADOC Common Core
Week 1


MLRS or Cannon Battery Functions
Weeks 2 - 7


Communications/Electronics
Weeks 8 - 10


Principles of Fire Direction
Weeks 11 - 20


Automated Fire Direction/Safety
Weeks 21 - 28


IFSAS or AFTADS (overview)
Weeks 29 - 30


Battery Command
Weeks 31 - 36


Fundamentals
Weeks 37 - 43


Joint Application
Weeks 44 - 48

7.  Conclude the letter with a personal word of welcome and encouragement.  Example:
Again welcome to the __________ Course.  You have several challenging and rewarding weeks ahead of you.  If you have any questions, or require additional information, contact your chain of command or your course manager at the address provided above.  My telephone number is____________ and my E-mail address is ____________.  Continue to monitor our web site for the latest information concerning this class.

Encl
SIGNED

Student Evaluation Plan
School Commandant or Course Director
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Figure D-2.  Sample student welcome letter (cont)

D-3.  Commander’s information letter.  A sample commander’s information letter is shown at figure D-3.

(SCHOOL LETTERHEAD)

(Office Symbol)
(date)

MEMORANDUM FOR Unit Commanders of Students, _________ Course, Class ________ 

SUBJECT:  Distance Learning Course Requirements

1.  State the purpose of this letter and identify the Soldier(s) to whom the letter applies.  Example:
It gives me great pleasure to inform you that SSG Harold Jones, 123-45-6789, of your Command was selected to attend Class _______ of the United States Army Sergeants Major Academy (USASMA) Battle Staff Noncommissioned Officer Course (BSNCOC).  The BSNCOC will train SSG Jones to serve as an integral member of the battle staff and qualify him to help manage the day-to-day operations of a battalion or brigade command post.

2.  Provide an overview of the course structure and identify the locations where student(s) will receive DL instruction.  Example:
    a.  The BSNCOC structure of phases, modules, lessons, and tests ensures standardization in accordance with The Army Training System (TATS).  It trains all Soldiers, regardless of component, on course critical tasks to the same task performance standard.  The course has two phases.  Phase I is an asynchronous distance learning training packet which SSG Jones must complete within 60 days at his home station.  

    b.  Upon completing Phase I, SSG Jones will attend Phase II in residence at one of the following locations:  the USASMA at Fort Bliss, Texas (4 weeks and 1 day); Fort McCoy, Wisconsin (21 consecutive days); or at a Digital Training Facility (DTF) certified to receive the BSNCOC through synchronous video teletraining (VTT) (4 weeks and 4 days).  If SSG Jones elects to receive training through VTT, he will be directed to the BSNCOC-certified DTF at or closest to his home station, which is__________.        

Figure D-3.  Sample commander’s information letter

(Office Symbol)

SUBJECT:  Distance Learning Course Requirements

3.  Identify an individual that is available to answer questions or provide additional information.  Example:
If you have questions about the BSNCOC or class schedules, you may contact the BSNCOC Chief Instructor at Commercial (915) 568-9165, DSN 978-9165 or E-mail battlestaff@emh10.bliss.army.mil.  Additional information is available at http://usasma.bliss.army.mil/website/BSNCOC/geninfo.html.  

4.  Describe the nature of the course, emphasizing the commitment that the Soldier must make to successfully complete DL phases.  Include reference to the Student Evaluation Plan and Student Guides.  Example:
    a.  As the only course offered by the U.S. Army to train noncommissioned officer battle staff members, the BSNCOC is a fast-paced, performance–oriented program of instruction.  The course focuses on the major areas of Plans, Orders and Annexes, Military Intelligence, and Combat Service Support.  All students present a military information briefing and take part in a Command Post Exercise (CPX) in which they apply the lessons they learn throughout the course.

    b.  The distance-learning phase begins on 18 July 20__ and ends on 15 September 20__.  At the end of the phase, SSG Jones will take a Phase I exam over the Internet.  Successful completion of this phase requires SSG Jones to make a firm commitment to accomplish the course work in the time allotted.  This includes completing all assignments, practical exercises, and participating in training activities.  He was furnished a Student Evaluation Plan on how the course is graded and the minimum requirements for completion.  A Student Guide is provided for each lesson to help him prepare a study plan.  He will be working at his own pace and must budget his time to assure successful completion of this phase.  Reference 1 requires exemption of students from other duties while attending DA-directed/quota-managed distance learning courses.  For planning purposes, experience shows that students should allot a minimum of 5 hours per day during the workweek to accomplish required reading and written assignments.

    c.  Students who fail to complete any phase requirements within the prescribed timeframe, or who fail academically, will receive a DA Form 1059, Service School Academic Evaluation Report, stating that the student failed to achieve phase standards and the reasons for the failure.  The student and the DA Form 1059 are referred to the student’s unit commander for further disposition. 


2

Figure D-3.  Sample commander’s information letter (cont)

(Office Symbol)

SUBJECT:  Distance Learning Course Requirements

5.  Conclude the letter by soliciting the Commander’s cooperation to assure a successful learning experience.  Example:
The USASMA staff and faculty stand ready to provide any assistance necessary to achieve a successful outcome to the BSNCOC.  We solicit your cooperation in encouraging SSG Jones to meet this important commitment and ensuring that he has the necessary time to accomplish all course work.


SIGNED


School Commandant
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Figure D-3.  Sample commander’s information letter (cont)

____________________________________________________________________

	Appendix E

Section 508 Standards



	E-1.
	Software applications and operating systems.

	Keyboards
	    a.  When software is designed to run on a system that has a keyboard, product functions are executable from a keyboard where the function itself or the result of performing a function are discerned textually.



	Activated features
	    b.  Applications shall not disrupt or disable activated features of other products that are identified as accessibility features, where those features are developed and documented according to industry standards.  Applications also shall not disrupt or disable activated features of any operating system that are identified as accessibility features, where the manufacturer of the operating system has documented the application programming interface for those accessibility features and they are available to the product developer.  



	Focus
	   c.  Provide a well-defined on-screen indication of the current focus that moves among interactive interface elements as the input focus changes.  The focus is programmatically exposed so that assistive technology can track focus and focus changes.   



	User interface element
	    d.  Sufficient information about a user interface element including the identity, operation, and state of the element is available to assistive technology.  When an image represents a program element, the information the image conveys is also available in text.  



	Bitmap images
	    e.  When bitmap images are used to identify controls, status indicators, or other programmatic elements, the meaning assigned to those images is consistent throughout an application's performance.  



	Textual information
	    f.  Textual information is provided through operating system functions for displaying text.  The minimum information that is made available is text content, text input caret location, and text attributes.  



	Display attributes
	    g.  Applications shall not override user selected contrast and color selections, and other individual display attributes.

  

	Animation
	    h.  When animation is displayed, the information is displayable in at least one non-animated presentation mode at the option of the user.

  

	Color coding
	    i.  Do not use color-coding as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.  



	Range of contrast levels
	    j.  When a product permits a user to adjust color and contrast settings, provide a variety of color selections capable of producing a range of contrast levels.  



	Flashing elements
	    k.  Software shall not use flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 hertz (Hz) and lower than 55 Hz.  



	Electronic forms
	    l.  When using electronic forms, the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.



	E-2.
	Web-based Intranet and Internet Information and applications.

	Non-text elements
	    a.  Provide a text equivalent for every non-text element (for example, via "alt" or in element content).  



	Multimedia presentations
	    b.  Synchronize equivalent alternatives for any multimedia presentation with the presentation.  



	Web pages
	    c.  Design web pages so that all information conveyed with color is also available without color, for example from context or markup.

  

	Documents
	    d.  Organize documents so they are readable without requiring an associated style sheet.  



	Server-side image maps
	    e.  Provide redundant text links for each active region of a server-side image map.  



	Client-side image maps
	    f.  Provide client-side image maps instead of server-side image maps, except where an available geometric shape cannot define the regions.   



	Data tables 
	    g.  Identify row and column headers for data tables.  



	Headers
	    h.  Use markup to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.  



	Frame ID 
	    i.  Title frames with text that facilitates frame ID and navigation.  



	Screen flicker 
	    j.  Design pages to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.  



	Text-only pages
	    k.  Provide a text-only page, with equivalent information or functionality, to make a web site comply with the provisions of this part, when no other way is available to accomplish compliance.  Update the content of the text-only page whenever the primary page changes.



	Scripting languages
	    l.  When pages utilize scripting languages to display content, or to create interface elements, the information the script provides is identified with functional text that assistive technology can read.  



	Applets and plug-ins
	    m.  When a web page requires the presence of an applet, plug-in, or other application on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with paragraph E-1a through l, above.  



	On-line forms
	    n.  Electronic forms designed for completion on-line shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.   



	Links
	    o.  Provide a method that permits users to skip repetitive navigation links.  



	Timed responses
	    p.  When a timed response is required, alert the user and give them sufficient time to indicate more time is required.

 


	E-3.
	Telecommunications products.

	Nonacoustic connection point 
	    a.  Telecommunications products or systems, which provide a function allowing voice communication, and do not by themselves provide a text telephone (TTY) functionality, shall provide a standard nonacoustic connection point for TTYs.  Provide the capability for users to turn microphones on and off to allow them to intermix speech with TTY use.  



	TTY signal protocols
	    b.  Telecommunications products that include voice communication functionality shall support all commonly used cross-manufacturer non-proprietary standard TTY signal protocols.  

	TTY use
	    c.  Ensure TTY users can use voice mail, auto-attendant, and interactive voice response telecommunications systems with their TTYs.



	Time requirements
	    d.  Voice mail, messaging, auto-attendant, and interactive voice response telecommunications systems that require a response from a user within a time interval, shall give an alert when the time interval is about to run out, and provide sufficient time for the user to indicate more time is required.  



	Caller ID
	    e.   Where provided, make caller ID and similar telecommunications functions available for users of TTYs, and for users who cannot see displays.  



	Adjustable gain
	    f.  For transmitted voice signals, telecommunications products shall provide a gain adjustable up to a minimum of 20 decibels (dB).  For incremental volume control, provide at least one intermediate step of 12 dB of gain.  



	Volume
	    g.  If the telecommunications product allows a user to adjust the receive volume, provide a function to automatically reset the volume to the default level after every use.

  

	Wireless audio coupling
	    h.  Where a telecommunications product delivers output by an audio transducer, which is normally held up to the ear, provide a means for effective magnetic wireless coupling to hearing technologies.

  

	Interference to hearing technologies
	    i.  Reduce interference to hearing technologies (including hearing aids, cochlear implants, and assistive listening devices) to the lowest possible level that allows a user of hearing technologies to utilize the telecommunications product.  



	Information transfer
	    j.  Products that transmit or conduct information or communication shall pass through cross-manufacturer, non-proprietary, industry-standard codes, translation protocols, formats, or other information necessary to provide the information or communication in a usable format.  Technologies which use encoding, signal compression, format transformation, or similar techniques shall not remove information needed for access or shall restore it upon delivery.  



	Mechanically operated controls
	    k.  Products which have mechanically operated controls or keys, shall comply with the following:



	
	        (1) Use controls and keys that are tactilely discernible without activating the controls or keys.



	
	        (2) Use controls and keys that are operable with one hand and do not require tight grasping, pinching, or twisting of the wrist.  The maximum force required to activate controls and keys is 22.2 newtons (5 pounds force).  



	
	        (3) If key repeat is supported, ensure the delay before repeat is adjustable to at least 2 seconds.  Ensure the key-repeat rate is adjustable to 2 seconds per character.  



	
	        (4) Ensure the status of all locking or toggle controls or keys is visually discernible and discernible either through touch or sound.



	E-4.
	Video and multimedia products.

	Caption decoders
	    a.  Ensure all analog television displays, 13 inches and larger, and computer equipment that includes analog television receiver or display circuitry, are equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and digital videodisk (DVD) signals.  Effective 1 July 2002, wide-screen digital television (DTV) displays, measuring at least 7.8 inches vertically, DTV sets with conventional displays measuring at least 13 inches vertically, and stand-alone DTV tuners, whether or not they are marketed with display screens, and computer equipment that includes DTV receiver or display circuitry, are equipped with caption decoder circuitry which appropriately receives, decodes, and displays closed captions from broadcast, cable, videotape, and DVD signals.



	Tuners and tuner cards
	    b.  Ensure television tuners, including tuner cards for use in computers, are equipped with secondary audio program playback circuitry.



	Captioning
	    c.  Ensure all training and informational video and multimedia productions that support the agency's mission, regardless of format, that contain speech or other audio information necessary for the comprehension of the content, are open (permanent) or closed-captioned.



	Audio description
	    d.  Ensure all training and informational video and multimedia productions that support the agency's mission, regardless of format, that contain visual information necessary for the comprehension of the content, are audio described.



	Selectable displays
	    e.  Ensure display or presentation of alternate text presentation or audio descriptions are user-selectable unless permanent.



	E-5.
	Self-contained, closed products.

	Usability 
	    a.  Ensure people with disabilities can use self-contained products without requiring an end-user to attach assistive technology to the product.  Personal headsets for private listening are not assistive technology.



	Timed responses
	    b.  When a timed response is required, ensure the user is alerted and given sufficient time to indicate more time is required.



	Touch screens
	    c.  Where a product utilizes touch screens or contact-sensitive controls, provide an input method that complies with paragraph E-3k, above.



	Biometric ID
	    d.  When biometric forms of user ID or control are used, provide an alternative form of ID or activation, which does not require the user to possess particular biological characteristics.



	Auditory outputs
	    e.  When products provide auditory output, ensure the audio signal is provided at a standard signal level through an industry standard connector that will allow for private listening.  The product must provide the ability to interrupt, pause, and restart the audio at anytime.



	Volume controls
	    f.  When products deliver voice output in a public area, provide incremental volume control with output amplification up to a level of at least 65 dB.  Where the ambient noise level of the environment is above 45 dB, ensure a volume gain of at least 20 dB above the ambient level is user selectable.  Provide a function to automatically reset the volume to the default level after every use.



	Color coding
	    g.  Do not use color coding as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.



	Range of settings
	    h.  When a product permits a user to adjust color and contrast settings, provide a range of color selections capable of producing a variety of contrast levels.



	Screen flicker
	    i.  Design products to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.



	Freestanding products
	    j.  Products that are freestanding, nonportable, intended for use in one location, and have operable controls, shall comply with the following:



	
	        (1) Determine the position of any operable control with respect to a vertical plane, which is 48 inches in length, centered on the operable control, and at the maximum protrusion of the product within the 48-inch length.  See figure E-1.



	
	
[image: image2.wmf] 



	
	Figure E-1.  Vertical plane relative to the operable control



	
	        (2) Where any operable control is 10 inches or less behind the reference plane, ensure the height is 54 inches maximum and 15 inches minimum above the floor.



	
	        (3) Where any operable control is more than 10 inches and not more than 24 inches behind the reference plane, ensure the height is 46 inches maximum and 15 inches minimum above the floor.



	
	        (4) Ensure operable controls are no more than 24 inches behind the reference plane.  See figure E-2.
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	Figure E-2.  Height of operable control relative to the vertical plane




	E-6.
	Desktop and portable computers.

	Controls 
	    a.  All mechanically operated controls and keys shall comply with paragraph E-3k, above.



	Touch screens
	    b.  If a product utilizes touch screens or touch-operated controls, provide an input method that complies with paragraph E-3k, above.



	Biometric ID
	    c.  When using biometric forms of user ID or control, also provide an alternative form of ID or activation, which does not require the user to possess particular biological characteristics.



	Expansion slots 
	    d.  Where provided, at least one of each type of expansion slots, ports, and connectors shall comply with publicly available industry standards.



	E-7.
	Functional performance criteria.  The Access Board established the following performance criteria:



	Visual impairment
	    a.  Provide at least one mode of operation and information retrieval that does not require user vision, or provide support for assistive technology used by people who are blind or visually impaired, 



	Visual assistive technology
	    b.  Provide at least one mode of operation and information retrieval in audio and enlarged print output, working together or independently, which does not require visual acuity greater than 20/70; or provide support for assistive technology used by people who are visually impaired.  



	Auditory impairment
	    c.  Provide at least one mode of operation and information retrieval that does not require user hearing, or provide support for assistive technology used by people who are deaf or hard of hearing.  



	Audio assistive technology
	    d.  Where audio information is important for the use of a product, provide at least one mode of operation and information retrieval in an enhanced auditory fashion, or provide support for assistive hearing devices.  



	User speech disability
	    e.  Provide at least one mode of operation and information retrieval that does not require user speech, or provide support for assistive technology that people with disabilities use.  



	Reach and strength limitations
	    f.  Provide at least one mode of operation and information retrieval that does not require fine motor control or simultaneous actions, and that is operable with limited reach and strength.



	E-8.
	Information documentation and support.  Make product support documentation provided to end-users available in alternate formats upon request, at no additional charge.  Ensure end-users have access to a description of the accessibility and compatibility features of products in alternate formats or alternate methods, upon request, at no additional charge.  Ensure support services for products accommodate the communication needs of end-users with disabilities. 




	Appendix F

College Credit Recommendations



	F-1.
	American Council on Education (ACE).  The ACE College Credit Recommendation Service, has, for more than 25 years, helped adult learners gain access to college and universities through evaluating and recommending noncampus courses for college credit.



	F-2.
	The evaluation process.  The evaluation process is designed to validate the quality of courses and to recommend college credit.  The review process is a simple, three-step procedure as follows:



	Application
	    a.  Contact the ACE at One Dupont Circle NW, Washington, DC 20036, telephone: (202) 939-9475, to obtain an application and Quality Assurance Questionnaire.  Also, complete a Course Information Form, Syllabus, Course Display and Course Transcript for each course reviewed.



	Review
	    b.  A team of college faculty members, chosen to serve as reviewers based on their subject-matter expertise, will make an on-site review of the content of courses nominated for credit.  Every ACE college credit recommendation results from a successful review team evaluation.  Recommendations are determined by how well each training organization defines and assesses learning outcomes, as well as the quality of instructional materials, delivery methods, student support systems, course objectives, and instructional staff qualifications and credentials.  The ACE organization can hold several workshops to help schools prepare for a review.  The review team makes decisions regarding whether courses and examinations warrant college credit recommendations.  Recommendations are made in four basic categories:

        (1) Vocational.

        (2) Lower division baccalaureate/associate.

        (3) Upper division baccalaureate.

        (4) Graduate degree.



	Transcripts
	    c.  Three to four weeks after the College Credit Review is approved, students can contact ACE for a copy of an official transcript listing the courses they completed for ACE credit recommendations.



	F-3.
	Cost proposals.  In order to receive a cost proposal, the ACE committee will need a copy of course titles and student/instructor contact hours.  For distance learning courses, they need the estimated minimum amount of time it would take a student to complete the course.  Further information on ACE is available at http://www.acenet.edu.




Appendix G

Courseware Review Checklists

This appendix contains checklists for the IMDP, IMP, and Test Package. 

G-1.  General Overview Checklist. 

GENERAL OVERVIEW

Use this checklist to review each phase, module, or lesson of an entire course.  Enter the date when the review is completed on the appropriate line.  Mark columns as appropriate for each section reviewed.  Indicate any corrections proponent school needs to make in an official memorandum to the school.  Do not change the content of any portion of the course.

Proponent School: ___________________________________________ 

MOS: ____________________
Course Title: ____________________________________________________________

Courseware Manager Name: ___________________________

Telephone: _____________ IC#: ______ E-mail Address: ______________

Date Courseware received: ________________

Review Start Date: ________________ Completion Date:  _____________

Date sent to CM Training Technician: _________________

CM Technician Name: __________________________________________

Date sent to IMI Training Technician: __________________

IMI Technician Name: __________________________________________

Date returned to School: __________________

Date returned to CM: _____________________

Date sent to PM DLS: _________________________

PM DLS:  Approved_____ or Rejected_____ the courseware. 

PM DLS Tester: ______________________________________________

If courseware failed DTF testing, state the reason for failure:  ________________

_________________________________________________________________

PM DLS checklist is attached:  _______ Yes    _______ No

Date Returned from PM DLS: ______________________

Courseware Review Determination (Check one):

Courseware approved for replication distribution and access on RDL ________

Courseware needs further testing to determine fixes required  ________

Courseware needs upgrading to latest technical standards for playability _______  

Disposition (Check one):

Courseware returned to proponent for correction of problems  ________

Courseware will be corrected/updated at ATSC  __________

G-2.  Product Inventory Sheet.

PRODUCT INVENTORY SHEET

PROPONENT: __________________________________________________

DATE RECEIVED: ________________

	COMPONENT
	REQUIRED FOR CD-ROM
	REQUIRED FOR WEB DELIVERY

	1.  Number of CDs


	X

Number = ___
	

	2.  Number of CD Master Copies provided.
	
	

	3.  CD MOS /Title/DITTS #.
	
	

	4.  Label Instructions. 
	X
	

	5.  Proponent DTF Certification Statement. 
	X
	X

	6.  Proponent Validation Statement 
	X
	X

	7.  URL Address
	
	X

	8.  JAG, Legal Release, Safety Statement 
	X
	X


G-3.  Training Requirements Analysis System Documentation Checklist.

TRAINING REQUIREMENTS ANALYSIS SYSTEM DOCUMENTATION CHECKLIST

1.  Date redesign of The Army Training System (TATS) courseware completed: _________________________

2.  Date review of the Government-furnished material (GFM) and DL task analysis completed:  ____________________

3.  Review of the GFM indicates the GFM is complete __________ and available _________ or incomplete __________ not available _______.

4.  Task Analysis is complete ________ and available ___________ or

incomplete ___________ not available ____________.

5.  The Course Administrative Date (CAD) with DL supplemental information is available.  _________ YES _________ NO

6.  The CAD has been received and accepted by TOMA.

_________ YES            _________ NO              Date received: __________

7.  Supplemental information required for entering the DL training in the ATRRS received by TOMA.

_________ YES            _________ NO              Date received: __________

8.  The Program of Instruction (POI) has been received by TOMA.

_________ YES            _________ NO

9.  The Individual Training Plan (ITP) has been received by TOMA.

_________ YES            _________ NO

G-4.  Contracting Officer’s Representative (COR) SOW Review Checklist.

CONTRACTING OFFICER’S REPRESENTATIVE (COR) STATEMENT OF WORK (SOW) REVIEW CHECKLIST

1.  The Statement of Work (SOW) has been received and reviewed.  __ Yes __ No

2.  The requesting activity point of contact (POC) for this effort: 

Name:  ___________________________________________________________ 

Telephone:  _________________

3.  Date SOW was approved:  __________________

4.  Identify version of standards that apply to SOW deliverables:

    a.  DTF configuration.
__________

    b. TRADOC Regulation 350-70.
__________

    c.  IMI Implementing Instructions.
__________

    d.  SCORM.
__________

    e.  Army learning object (ALO).
__________

    f.  The LMS specified in the SOW is:
__________

5.  Completed SOW forwarded to CD/IMI team:  ________________

6.  Received concurrence from CD/IMI team:  __________

7.  Name of ATSC-COR responsible for contract:

__________________________________________________________________

G-5.  Instructional Media Design Package (IMDP) Checklist.

INSTRUCTIONAL MEDIA DESIGN PACKAGE (IMDP) CHECKLIST
Proponent School:  ________________________________________________

MOS:  _________________________

Course Title:  ____________________________________________________

IMI Courseware Manager: __________________________________________

Telephone:  __________ IC#:  _____ E-mail Address:  ___________________

Date CW received:  _______________________________________________

School POC:  ____________________________________________________

Telephone:  __________ IC#:  _____ E-mail Address:  ___________________

Contract Number (If applicable): ________________________

	REVIEW ITEM
	YES
	NO
	COMMENT

	Review the Instructional Media Design Package (IMDP) for:

A.  Educational Sufficiency

	1.  Provides an overview of the course.
	
	
	

	2.  Indicates features always available to the trainee (e.g., helps, references, etc.).
	
	
	

	3.  Provides student control features and adaptability to learner needs.
	
	
	

	4.  Gives a brief description of learning activities and instructional strategies.
	
	
	

	5.  Provides a macro view and feel of how the IMI works from a student perspective.
	
	
	

	6.  Shows a course map.
	
	
	

	7.  Provides a list of supporting materials that need developing.
	
	
	

	8.  The interactivity level of the lesson (i.e., 1,2, or 3) is IAW the SOW.
	
	
	

	9.  Program standards are followed (e.g., screen type, screen layout, questions, feedback, sequence of presentation).
	
	
	


	REVIEW ITEM
	YES
	NO
	COMMENT

	10.  Learning objectives are properly sequenced.
	
	
	

	11.  Practice exercises have an appropriate level of difficulty.
	
	
	

	12.  Testing strategies are appropriate to objectives being trained. 
	
	
	

	13.  Describes the course testing strategy to include pretests, posttests, and test and course validation.
	
	
	

	14.  Describes feedback and remediation.
	
	
	

	15.  States a level of simulation in lessons and tests.
	
	
	

	16.  Shows a relationship among modules, lessons, and tests.
	
	
	

	17.  Explains procedures for randomizing test items, scoring, and data collection.
	
	
	

	18.  Provides scenarios used for practical exercises, tests and simulations.
	
	
	

	19.  States the level of instructional unit/sharable content objects that are applied.
	
	
	

	B. Compliance with standards.

	1.  The IMI standard was used to develop screen types, layouts, questions, feedback, presentation sequence, icons, buttons media presentation, student tracking, and coding.  (Refer to IMI technology team homepage, Navigation Buttons & Utilities.) 
	
	
	

	2.  CW was developed IAW applicable standards as stated in Conformance section of contract (SOW, DIDs, IMI Implementing Instruction Standards).
	
	
	


G-6.  Interactive Multimedia Instruction Prototype Lesson Checklist.

IMI PROTOTYPE LESSON CHECKLIST

	REVIEW ITEM
	YES
	NO
	COMMENT

	Review the prototype lesson for:

A.  Educational Sufficiency.

	1.   The learning strategy is appropriate for each learning objective.
	
	
	

	2.  Content is grouped into small segments with periodic reviews, checks on learning, and summary questions with feedback.
	
	
	

	3.  The prototype was developed IAW the Instructional Media Design Report (IMDR).  
	
	
	

	4.  The testing strategy is appropriate for the content type.
	
	
	

	5.  Test items are related to the learning objectives.
	
	
	

	6.  Test questions and distracters are randomized.
	
	
	

	7.  Test questions are performance-based. 
	
	
	

	8.  Test-item feedback is provided at the end of the test for incorrect responses.
	
	
	

	B. Inclusion of design norms for adult learners.

	1.  Motivate learners.
	
	
	

	2.  Involve learners.
	
	
	

	3.  Show learners; don’t just tell them.
	
	
	

	4.  Structure the learning experience.
	
	
	

	C.  Compliance with standards.

	1.  Video is IAW IMI Implementing Instructions (RV).
	
	
	

	2.  Graphics are IAW IMI Implementing Instructions (GIF/JPEG).
	
	
	

	3.  Animation is IAW IMI Implementing Instructions (Animated GIF/Flash).
	
	
	

	4.  Screen resolution is IAW IMI Implementing Instructions (600 x 800).
	
	
	

	5.  Learning Exercises constitute 50% of learning time.
	
	
	

	6.  Courseware plays on a DTF student workstation.
	
	
	


	REVIEW ITEM
	YES
	NO
	COMMENT

	7.  Output is HTML, Java, JavaScript, DOM. 
	
	
	

	8.  Note any error messages received on the error sheet.
	
	
	

	9.  IMI standard was used to develop screen types, layouts, questions, feedback, presentation sequence, icons, buttons media presentation, student tracking, and coding.
	
	
	

	10.  CW was developed IAW applicable standards as stated in Conformance section of contract (SOW, DIDs, IMI Implementing Instruction Standards).
	
	
	

	11.  The XML sample file complies with the Army Learning Object and the Sharable Content Object Reference Model  (SCORM).
	
	
	

	12.  The sample meets all standards necessary for placement on the Reimer Digital Library (RDL).
	
	
	

	13.  The manifest sample complies with all standards necessary for placement on the RDL.
	
	
	


G-7.  Courseware Manager Lesson Review Checklist.

COURSEWARE MANAGER LESSON REVIEW CHECKLIST

	REVIEW ITEM
	YES
	NO
	COMMENT

	Review the lesson for:

A.  Educational Sufficiency

	1.  The lesson was developed IAW the approved IMDR.
	
	
	

	2.  The instructional strategy is appropriate for the content type.
	
	
	

	3.  Content is grouped into small segments with periodic reviews, checks on learning, and summary questions with feedback.
	
	
	

	4.  Practical exercises are performance-based, allowing achievement of the objective(s).
	
	
	

	5.  The testing strategy is appropriate for the content type.
	
	
	

	6.  All critical lesson objectives are tested.
	
	
	

	7.  Test items are performance/

performance-based. 
	
	
	

	8.  Test-item feedback is provided at the end of the test for incorrect responses.
	
	
	

	9.  Test questions and distracters are randomized.
	
	
	

	B.  Inclusion of the following design norms for adult learners:

	10.  Motivate learners.
	
	
	

	11.  Involve learners.
	
	
	

	12.  Show learners; don’t just tell them.
	
	
	

	13.  Structure the learning experience.
	
	
	


G-8.  Review of First Lesson Checklist.

REVIEW OF FIRST LESSON CHECKLIST
	REVIEW ITEM
	YES
	NO
	COMMENT

	Review for contract conformance and courseware playability
	
	
	

	1.  The lesson uses conventions approved in the IMDR and prototype lesson.
	
	
	

	2.  Multimedia elements IAW the IMI Implementing Instructions.
	
	
	

	3.  The interactivity level of the lesson (1-3) is IAW the level specified in the contract.
	
	
	

	4.  Note any error messages received on the error sheet.
	
	
	

	5.  Lesson is divided into the appropriate blocks to meet the Instructional Unit(s) agreed on in the IMDR.
	
	
	


G-9.  Final Review Checklist.

FINAL REVIEW CHECKLIST

Proponent::  ________________________________________________________

MOS:  ____________________________________
Courseware Title:  ___________________________________________________

Name of Courseware Manager:  ________________________________________

Telephone:  ______________ IC#:  ______ E-mail Address:  _________________

Date CW received:  __________________________

School POC:  _______________________________________________________
Contract Number (If applicable):  ________________________________________

	REVIEW ITEM
	YES
	NO
	COMMENT

	1.  A validation report has been provided and CW validated IAW TRADOC guidance.
	
	
	

	2.  The DL CW is listed in ATRRS.
	
	
	

	3.  The CW is listed in the RDL.
	
	
	


G-10.  Final Product Technical Review Checklist.

FINAL PRODUCT TECHNICAL REVIEW CHECKLIST

Name of CM Training Technician:  ______________________________________

Date courseware received:  ________________________

Date courseware review completed:  _________________

Review findings: ___________________________________________________________________

___________________________________________________________________

Recommended action (check one):  ______ Approval     ______ Disapproval

(Unless otherwise noted, the guidance document for the courseware package components shown below is TRADOC Pam 350-70-2, appendix H.)
	Courseware Package Components
	YES
	NO
	Reg/Pam Guidance

	1.  Camera-ready labels are provided and in proper format.
	
	
	 

	2.  When applicable, instructions on Jewel Case state a floppy diskette for courseware management/record keeping is necessary.
	
	
	N/A

	3.  Jewel Case is properly labeled.
	
	
	 

	If appropriate, the CD-ROM label indicates:

	4.  Release Number.
	
	
	 

	5.  Pin Number.
	
	
	

	6.  CD title.
	
	
	

	7.  The Phase Title, Module, ATRRS Number, Lesson Title, and version.
	
	
	IMI Implementing Instructions

	8.  Classification. 
	
	
	

	9.  Date Produced.
	
	
	


	Courseware Package Components
	YES
	NO
	Reg/Pam Guidance

	10.  Producer; example: “Produced by the United States Army.”
	
	
	

	If appropriate, the CD-ROM case cover front label includes:

	11.  DITIS Number.
	
	
	

	12.  Module/Lesson Title.
	
	
	

	13.  The classification. 
	
	
	

	14.  Date approved for replication. 
	
	
	

	15.  Producer; example:  “Produced by the United States Army.”
	
	
	

	CD-ROM Case Cover inlay Card (Rear):

	16.  Minimum System and Software Requirements.
	
	
	

	17.  Installation Requirements.
	
	
	

	18.  Required Materials.
	
	
	

	19.  The classification. 
	
	
	

	CD-ROM Users Guide (inside box, behind front cover label):

	20.  The classification. 
	
	
	

	21.  Pin Number.
	
	
	

	22.  Release Number.
	
	
	

	23.  Identification of Users Guide.
	
	
	

	24.  Title.
	
	
	

	25.  Date.
	
	
	

	26.  User Instructions.
	
	
	


G-11.  Digital Training Facility (DTF) Product Review Checklist.

DIGITAL TRAINING FACILITY (DTF) PRODUCT REVIEW CHECKLIST

Review Start Date/Time:  ___________________________

Review Completion Date/Time: _______________________

Recommend (check one):  Approval:  _____ Disapproval:  _____

Total Review Time (hours spent):  _____________________

Courseware Title/MOS:  __________________________________________________

Module Number:  ___________________________________

Lesson Title:  __________________________________________________________

DTF Testing Location:  ___________________________________________________

Computer Station #:  _____________________________________________________

Computer Specifications:

Manufacturer (i.e., Dell Computer Corporation):  _________________________

Model (i.e., Dell Dimension XPST500):  ________________________________

Processor Speed (i.e., Pentium III):  ___________________________________

Operating System (i.e., Microsoft Windows NT)/Version (4.00.1381): ________________________________________________________________

RAM:  ___________________________________________________________

Other Information:  _____________________________________________________

Courseware is:  __________ Web-Based or__________ CD-ROM 

REVIEWER NOTE:  Courseware automatically fails because:

___ Courseware does not have loading instructions.

___ Courseware loads to “C” drive.

___ Courseware has a virus.

___ Courseware is not a production copy.

___ Courseware hangs up the system and lesson cannot be completed.

___ Links, references, and videos do not work.

___ Unable to use tools and functions, to include printing. 

___ Unable to save bookmarks to “A” or “H” drive.

___ Distorted color, overprinted text, or unclear sounds.

Name of IMI Training Technician:  ___________________________________

Date Courseware Assigned for Review: _______________________________

	REVIEW ITEM
	YES
	NO
	COMMENT

	1.  Internal links function properly.
	
	
	

	2.  External links function properly.
	
	
	

	3.  Navigation buttons function properly.
	
	
	

	4.  Menus function properly
	
	
	

	5.  Text is spelled correctly, scrolls, is easy to read and understand.
	
	
	

	6.  Graphics are clear and easy to understand.
	
	
	

	7.  Graphics match text.
	
	
	

	8.  If present, animated graphics appear to work properly.
	
	
	

	9.  Video runs properly
	
	
	

	10.  Video scenes match audio and text
	
	
	

	11.  Audio stops when student leaves screen before the audio portion is completed. 
	
	
	

	12.  Title page displays correct lesson title.
	
	
	

	13.  Lesson menu matches what is selected.
	
	
	

	14.  Section titles match section contents.
	
	
	

	Feedback for checks on learning and practical exercises provide:
	
	
	

	15.  Feedback is on the same screen with the question and student response.
	
	
	

	16.  Feedback for correct response is given immediately. 
	
	
	

	17.  Feedback is positive and does not encourage incorrect responses.
	
	
	

	18.  Practice item feedback identifies the correct answer(s).
	
	
	

	19. Student record tracking works properly.
	
	
	

	20.  CW functions with the contract designated LMS. 
	
	
	

	21.  Test scores are recorded. 
	
	
	

	22.  If provided, the bookmark feature works.
	
	
	

	23.  If provided, the print feature works correctly.
	
	
	


	REVIEW ITEM
	YES
	NO
	COMMENT

	24.  A help function is included which tells the student how to navigate through the CW.
	
	
	

	25.  The log on procedure is simple and instructions are clearly stated.
	
	
	

	26.  Does the CW run and function so a student can easily use it?
	
	
	

	27.  A cue is given to let the student know when an instructional segment is completed.
	
	
	

	28.  The student is given clear instructions on how they are to respond in an instructional, practice, or test mode.
	
	
	

	29.  All error messages have been recorded on the error message sheet.
	
	
	

	30.  If CD-ROM, the courseware uses TRADOC standard CD-ROM access icons and procedures.
	
	
	

	31.  If CD-ROM, allows learner to run from any CD-ROM drive.
	
	
	

	32.  If software is installed, allows installation to any drive and notifies learner of needed drivers/plug-ins required and if later versions are already installed.
	
	
	

	33.  The CW is virus-free.
	
	
	


34.  Identify the software used to develop the material (ToolBook, Macromedia, etc).

___________________________________________________________________

35.  If ToolBook was used, what version of ToolBook was used?  Version ________

36.  Is it DHTML?  _______ YES _______ NO

37.  If ToolBook was used, were open scripts used?  _______ YES       _______ NO

38.  If open scripts were used, have the ToolBook scripts been password protected?  _______ YES        _______ NO

39.  Has the password been provided?  _______ YES        _______ NO

40.  What is the password?  ____________________________

41.  Have the open scripts been removed?  _______YES        _______ NO

42.  The recommended browser to use is:

Internet Explorer, Version _______ Netscape, Version _______

43.  What plug-ins were used to develop this courseware?

___________________________________________________________________

44.  What is the recommended computer configuration that is listed on the CD cover or in the “read me” file?

___________________________________________________________________

45.  If the courseware was not developed in ToolBook, are any special tools required to modify the courseware?  _____ NOT APPLICABLE _____ NO _____ YES

46.  Tools required to modify this courseware are: ______________

_______________

 _______________

_______________

47.  If the answer to question 45 is YES, are the tools required to modify the courseware:

_______ DL Contractor Developed        _______ COTS

48.  If the tools are DL contractor developed, have they been provided?

_______ YES _______ NO

49.  Review the archived items.  Do the archived items have:

Uncompressed Audio? _______ YES        _______ NO

Format:  ____________________________________

Uncompressed Video? _______ YES        _______ NO

Format:  ____________________________________

Uncompressed Graphics? _______ YES        _______ NO

Format:  _______________________________________

My examination of ________________________________ (course title) was performed on __________________ (date).

                                       ______________________________________________

                                                        Name of training technician

G-12.  Final Courseware Review Checklist.
FINAL COURSEWARE REVIEW CHECKLIST

	REVIEW ITEM
	YES
	NO

	1.  The RDL Manifest is accurate.
	
	

	2.  The CW is ready to be placed and is loaded on the RDL.
	
	

	3.  After the CW is loaded on the RDL, internal/external links work.
	
	

	4.  Practical exercises/checks on learning work within the RDL environment.
	
	

	5.  Student performance information transfers to appropriate Learning Management System (LMS).
	
	

	6.  The CW is ALO compliant.
	
	

	7.  The CW is SCORM compliant.
	
	

	8.  The LMS provides student feedback and interfaces with and transfers data to appropriate database(s).
	
	

	9.  Courseware that resides at a proponent school is accessible through the RDL and interfaces with the appropriate LMS.
	
	

	10.  ATRRS information is complete and accurate as listed in the RDL.  
	
	


My examination of ________________________________ (course title) was 

performed on __________________ (date).

Name of Reviewer _________________________________________________

G-13.  Program Manager DLS Final Product Review Checklist.

PM DLS FINAL PRODUCT REVIEW CHECKLIST

	REVIEW ITEM
	YES
	NO

	1.  CW has loading instructions.
	
	

	2.  CW loads to drive “C”.
	
	

	3.  Courseware is free of viruses.
	
	

	4.  A production copy of the CW was used for the TADLP test.
	
	

	5.  CW passes TADLP test.
	
	

	6.  CW does not hang up system; lesson can be completed.
	
	

	7.  Links, references, and video function properly.
	
	

	8.  Able to use tools; functions to include printing; able to save bookmarks to “A” or “H” drive.
	
	

	9.  Distorted color, overprinted text, or unclear sounds are not present.
	
	


My examination of ________________________________ (course title) was performed on __________________ (date).

                                 ________________________________________

                                                       Name of PM DLS Reviewer 

G-14.  Generic Courseware Error Sheet.

GENERIC COURSEWARE ERROR SHEET

1.  Courseware Title:  ________________

2.  If CD-based, disc number:  ________________

3.  Circle one of the following.  The error occurred:

    a.  In a lesson.

    b.  While completing a practical exercise or check on learning.

    c.  While taking a test.

    d.  Other (describe):  _________________________________ 

4.  Circle one of the following statements:

    a.  There was no error message.

    b.  An error message was displayed.  The message said:

___________________________________________________________________

___________________________________________________________________

5.  Include this error sheet with the completed courseware review sheet. 

__________ Date       ________________________________________ Reviewer

Glossary

Section I

Abbreviations

AC
Active Component

ACCP
Army Correspondence Course Program

ACE
Army Council on Education

ACES
Army Continuing Education System

ACTEDS
Army Civilian Training, Education, and Development System

ADCSOPS&T
Assistant Deputy Chief of Staff for Operations and Training

ADL
Advanced Distributed Learning

ADT
active duty for training

AIEP
Army Ideas for Excellence Program

AKO
Army Knowledge Online

ALO
Army learning object

AMT
Army Modernization Training

ANCOC
Advanced Noncommissioned Officer Course

AOC
Area of Concentration

API
application program interface

AR
Army Regulation

ARNG
Army National Guard

ARP
Acquisition Requirements Package

ASAT
Automated Systems Approach to Training

ASI
additional skill identifier

AT
annual training

ATISD
Army Training Information Systems Directorate

ATRRS
Army Training Requirements and Resources System

ATSC
Army Training Support Center

BNCOC
Basic Noncommissioned Officer Course

BOIP
Basis of Issue Plan

CAD
course administrative data

CBI
computer-based instruction

CCTT
Close Combat Tactical Trainer

CD-ROM
compact disk – read only memory

CM
course manager

CMP
Course Management Plan

CMT
Common Military Training

COR
Contracting Officer’s Representative

CPX
Command Post Exercise

CREDIT
College Credit Recommendation Service

CSA
Chief of Staff, Army

CTC
combat training center

CW
courseware

DA
Department of the Army

DAC
Department of the Army Civilian

DAVIS
Defense Automated Visual Information System

dB
decibel

DCPDS
Defense Civilian Personnel Data System

DCSOPS
Deputy Chief of Staff for Operations

DCSOPS&T
Deputy Chief of Staff for Operations and Training

DCSRM
Deputy Chief of Staff for Resource Management

DID
Data Item Description

DITIS
Defense Instructional Technology Information System

DL
distributed learning

DLS
Distributed Learning System

DLSST
Distance Learning Support Service Team

DO
delivery order

DOD
Department of Defense

DTF
Digital Training Facility

DTTP
Distributive Training Technology Project

DTV
digital television

DVD
digital videodisk

eArmyU
Army University Access Online

E&IT
electronic and information technologies

ELO
enabling learning objective

ET
embedded training

FACCC-DL
Field Artillery Captains Career Course – Distance Learning

FA
field artillery

FAD
Fund Allowance Document

FAX
facsimile

FTX
field training exercise

FY
fiscal year

GFI
government furnished information

GFM
government furnished material

HQ
Headquarters

HQDA
Headquarters, Department of the Army

HTML
Hypertext Markup Language

Hz
hertz

IAW
in accordance with

ICH
Instructor contact hours

ID
identification

IDT
inactive duty training

IMDP
Instructional Multimedia Design Package

IMDR
Instructional Media Design Report

IMI
Interactive Multimedia Instruction

IMP
Instructional Media Package

IPR
in-process review

ITP
individual training plan

ITSD
Individual Training Support Directorate

LMS
Learning Management System

MACOM
major Army command

MIMC
Medical Information Management Course

MOS
Military Occupational Specialty

MOSQ
Military Occupational Specialty Qualification

MTSA
Military Training Specific Allotment

NCO
noncommissioned officer

NCOES
NCO Educational System

NET
new equipment training

NGB
National Guard Bureau

ODCSOPS&T
Office of the Deputy Chief of Staff for Operations and Training

OES
Officer Education System

Pam
Pamphlet

PM
Program Manager

PMD
Program Management Directorate

POC
point of contact

POI
program of instruction

PR&C
Purchase Request and Commitment

QA
quality assurance

QC
quality control

RC
Reserve Component

RDL
Reimer Digital Library

§
section

SAT
Systems Approach to Training

SCO
shareable content object 

SCORM
Sharable Content Object Reference Model

SEP
Student Evaluation Plan

SME
subject matter expert

SOW
statement of work

SSG
staff sergeant

SQI
special qualifications identifier

TAC
TRADOC Acquisition Center

TADLP
The Army Distributed Learning Program

TASS
The Army School System

TATS
The Army Training System

TATS-C
The Army Training System Course

TD
training development

TDAD
Training Development and Analysis Directorate

TDY
temporary duty

TLO
terminal learning objective

TOMA
Training Operations Management Activity

TPIO
TRADOC Program Integration Office(r)

TPSMT
Training Programs and Systems Management Team

TRADOC
U.S. Army Training and Doctrine Command

TRAS
Training Requirements Analysis System

TSP
training support package

TTY
text telephone

URL
Universal Resource Locator

USASMA
United States Army Sergeants Major Academy

USAR
United States Army Reserve

VTT
video teletraining 

WBT
web-based training

WOES
Warrant Officer Education System

WWW
World Wide Web

Section II

Terms

DA-directed training

Any courses that HQDA requires the soldier to attend for professional development purposes and/or courses that produce an additional skill or skill qualification identifier.

Digital Training Facility (DTF)

The DTFs are designed and equipped to help deliver standardized training, any place and any time, to the total force.  The DTFs normally comprise three classrooms equipped with networked state-of-the-art computer workstations linked to the Internet.  The combination of TADLP DTFs and ARNG DTTP classrooms are sited within 50 miles or 90 minutes driving time of soldiers’ homes or home stations for up to 95 percent of the Force.  Thus, they eliminate geographic dispersion as a limiting factor in delivering training from the Army’s schools to service members at their home stations. 

Distributed learning (DL)

The delivery of standardized individual, collective, and self-development training and education to soldiers, DAC, units, and organizations, anywhere at anytime, through the use of multiple means and technology.  Distributed learning may involve student-instructor interaction in real time and non-real time.  It may also involve self-paced student instruction without benefit of access to an instructor.

Learning management system (LMS)

An LMS consists of software and procedures that combine to administer training activities.  The LMS automatically registers students in a course, tracks their progress, and records and reports relevant data to students, course managers, and personnel record systems.  An LMS typically resides on a dedicated computer/server and may act as the conduit for downloading a web-based DL training course to a student’s computer. 
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Model, 3-7


Package, 3-7


Validation, 3-9

Contracting Officer’s Representative (COR), 2-19

Contractor(s), 1-6, 1-17, 2-19

Support, 2-13
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Credit, 1-15


Management Plan (CMP), 2-16, 5-2, 5-3


Map, 2-16


Priorities, 1-14

Courseware, 1-1


Production, 1-1, 1-6



Development phase, 1-1



Fielding phase, 1-1



Pre-award phase, 1-1
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Analysis Report, 2-16




List, 2-16
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Analysis Report, 2-16



List, 2-16
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Improvements


1059 (Service School Academic Evaluation Report), 1-15, 6-5, 7-5


2028 (Recommended Changes to Publications and Blank Forms), Suggested



Improvements

Data 


Item Description (DID) 


81520, C-1


81524, C-5


81525, C-4


81526, C-3


Model, 3-7

DD Form 2568 (DITIS Report), 4-5
Defense

Automated Visual Information System (DAVIS), 5-3 


Civilian Personnel Data System (DCPDS), 7-5


Instructional Technology Information System (DITIS), 3-2, 4-5, 5-3
Delivery Order (DO), 1-19

Department of 

Defense (DOD), 1-14,3-4, 7-5


High-level requirements, 3-7


The Army 



Civilians (DAC), 1-7, 3-5, 7-1, 7-2, 7-7



Directed training, 1-12

Policies, 1-11



Pamphlet 350-59, 3-4



System of record, 1-15

Deputy Chief of Staff for

Operations and Training (DCSOPS&T), Suggested Improvements, 2-2, 2-4, 2-18


Office of the (ODCSOPS&T), 1-19, 5-5


Program Management Directorate (PMD), 2-11, 5-5

Resource Management (DCSRM), 2-12, 5-5

Development Phase, 1-1, 1-19

Diagnostic pretests, 1-9

Digital 


Subscriber line Internet, 6-2


Television (DTV), E-4


Training Facility (DTF), 1-8, 1-17, 1-19, 2-6, 3-3, 3-5, 3-6, 6-2, 6-5, 7-5



Locations, 2-8, 6-4



Manager, 6-4



Student workstation capabilities, 6-2



Test certification, 4-5


Video Disk (DVD), E-4

Directed training, 7-4

Display attributes, E-1

Distributed Learning (DL), Summary, 1-1, 1-18, 7-5, 7-7

and duty day, 1-12


and homestation, 1-12


and place of duty, 1-12


and student availability, 1-12


Course, 1-19, 2-5



Information, 1-15



Number, 2-8



Production, 2-11




Focus, 2-1




Plan, 2-4




Policy, 2-1 




Priorities, 2-1


Courseware



Fundamental principles for, 3-1 



Funds, 1-16, 2-8



Implementation, 1-11



Legacy, 1-16



Management and tracking of, 1-16



Production, 2-17, 3-5




Quality control, 4-2


Delivery 



Media, 1-10, 3-5



Techniques, 3-4


Description, 1-8


Design goals, 3-1


Developers, 1-19


Facility, 1-11, 1-12, 1-13, 1-14, 1-15



Facsimile (FAX) capability, 1-15


Master Priority List, 2-1


Mission-immediate training, 5-2 


Models, 2-6, 2-11


Obstacles to, 3-1


Policy guidance, 1-11


Production list, 2-6


Quota-managed, 1-1, 1-12


Self-development, 1-1, 7-5


Standalone, 1-1


Successful training experience, 6-2


System (DLS), 1-7, 1-19, 5-2



And Section 508, 3-6



Equipment, 1-19, 4-6


Software and hardware, 1-19


Student workstations, 1-17


Training, 1-20 



Design, 1-9


XXI contract, 1-6, 1-19,2-12



SOW, 2-13, 3-8, 4-1




Template, 2-14, 3-2, 3-7




Web site, 2-14



Waiver of support, 2-13
Education and training development, 1-4

Electronic 

And Information Technologies (E&IT), 3-6

Forms, E-1, E-2

Learning (e-learning), 3-5, 3-7

Embedded Training (ET), 3-4
Enabling learning objective (ELO), 3-2
Equal Opportunity/Sexual Harassment/Fraternization, 7-4
Federal Registry, 3-6
Field 

Manual (FM), 2-16

Training Exercise (FTX), 3-3

Fielding Phase, 1-1, 1-19

First aid, 7-4

Focus, E-1

Force-on-force exercises, 3-4
Forklift Operator, 7-4
Fort Monroe, Suggested Improvements
14 questions, 2-6
Fuel Handler, 7-4
Functional training courses, 1-14, 5-2
Fund(s), 1-16

Allowance Document (FAD), 2-12, 5-5

Release of, 1-18, 2-11

Generator Operator, 7-4
Government, 1-19 

Furnished information/materials (GFI/GFM), 1-18, 1-19, 2-12, 2-14, 2-15, 2-19



Certification, 2-18



Packages, 2-16, 2-17

Independent Cost Estimate, 2-3

Graphic Training Aids, 2-16
Group validation trials, 3-9
Homestation, 1-12
HQDA, 1-1

And TADLP, 1-7, 3-5


Deputy Chief of Staff for Operations and Plans (DCSOPS), 1-11



DAMO-TRI, 1-11



Policy guidance, 1-11


Directed 



Mission-immediate training, 5-1



Training, 1-14, 2-6, 6-1

Individual 

Equipment and materials, 1-15

Training, 7-1 

Directorate, 5-4

Plan (ITP), 1-18, 1-19, 2-11

Validation Trials, 3-9

Information Technology, 3-7
Instructional 

Management System Content Packaging Specification, 4-1

Media Package (IMP), 3-8, C-3

Multimedia Design Package (IMDP), 1-19, 3-8, C-1, C-2

Techniques, 3-3

Instructor Contact Hours (ICH), 2-5, 2-9

Interactive multimedia instruction (IMI), 1-10, 2-14, 3-1, 3-2, 3-3, 3-5, C-2
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Internet, 1-10, 3-7
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Introduction, The, 3-2
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Job 
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Analysis, 2-16

Keyboard, E-1
Launch mechanism, 3-7 

Learning 

Management System (LMS), 1-12, 1-19, 3-4, 3-7, 4-4, 4-7, 5-1, 5-3, 6-4, 6-5, 7-5

Objectives, C-1

Techniques


Structural, 3-1


Visual, 3-1

Legacy 

Courses, 1-10


DL courseware, 1-16

Major Army Command (MACOM), 1-12, 1-16, 6-2


Directed mission-immediate training, 5-1


Schools, 7-4

Master DL Priority List, 2-1, 2-2

Memorandums of 


Agreement, Applicability, 2-15
Understanding, Applicability, 2-15

Meta-data, 3-7

Military 

Occupational Specialty (MOS), 1-14, 2-16, 6-6


Qualification (MOSQ), 2-1, 6-1

Performance Specification MIL-PRF-29612B, C-1

Personnel records, 1-15


Service center, 5-1

Training Specific Allotment (MTSA), 1-12, 2-1

Mission immediate training, 1-14

Motivate learners, 3-1

MS Office 97 Pro, 6-2

National 

Defense Authorization Act for FY 1966 (Clinger-Cohen Act), 3-6

Guard, 1-17 

Bureau (NGB), 1-14

Distributive Training Technology Project (DTTP), 1-17, 3-5


Classrooms, 6-2

Security systems, 3-6, 

NCO Education System (NCOES), 1-14
New equipment training (NET), 1-6
Nuclear, Biological, and Chemical (NBC) Defense, 7-4
Officer Education System (OES), 1-14, 2-1
On line card catalog form, 1-19, 4-5, 4-7, 4-8
Operating systems, E-1
Operational 

Assignments, 7-1

Tryouts, 1-19, 3-9

Outside the continental United States, 3-4

Pentium, 6-2

Pillars of Army training, 7-1
Planning, programming, budgeting, and execution process, 1-19
Post Award Meeting, 2-17, 2-19, 3-8

Agenda, 2-19

Pre-award Phase, 1-1, 1-19 

Precision Gunnery System, 3-4
Print, 3-5
Program 

Manager (PM), DLS, 1-7, 1-17, 4-6


Of Instruction (POI), 1-18, 1-19, 2-9, 2-10, 2-11, 7-4

Proponent, 1-17, 2-19, 3-5, 3-9 

Schools, 1-15, 1-17, 1-19, 2-2, 3-3, 4-4, 6-6 

And mission-immediate training, 5-2

Prototype lesson, 1-19, 3-8, C-2

Public Law  

93-112, 2-6

106-246, 3-6
Quality 

Assurance (QA), 1-19

Control (QC), 3-9, 4-10 


Checks, 1-20, 2-11, 2-17, 3-10, 4-9, 5-7, 6-7, 7-7

Quota-

Managed


Course, 5-2


Instruction, Summary



Training, 1-14, 6-1 




Policies, 1-12


Manager(s), 1-15, 6-2 

Regional Training Access Center, 5-6

Rehabilitation Act of 1973, 2-6

Amendments of 1998, 3-6

Section 508, 3-6
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FOR THE COMMANDER:

OFFICIAL:
ANTHONY R. JONES


Lieutenant General, U.S. Army


Deputy Commanding General/


    Chief of Staff

           /signed/

JANE F. MALISZEWSKI

Colonel, GS

Chief Information Officer

Input Form for the On-Line Card Catalog

(For use of this form, see TRADOC Pam 350-70-12; the proponent is DCSOPS&T)

This form is also available at http://www.atsc.army.mil/itsd/OLCatForm.htm.
Once the information is verified, use this form to provide education/training product information for inclusion in the On-Line Catalog of the General Dennis J. Reimer Training and Doctrine Digital Library.



Top of Form

1.  Education/Training Product Title.  Name of the course, to include MOS/AOC/ASI, assigned by HQ, TRADOC.  If a product, the proponent will assign a title.
(Example of Course Title:  MOS 63A30-M1A1 Abrams Tank Sys Mech BNCOC;
Example of Product Title:  EO/POSH)
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2.  Identification Number: [image: image5.wmf]


The identification number for an education/training product is assigned by HQ TRADOC and documented in ATRRS.  For a training product, use the proponent-assigned number or the DAVIS/DITIS number.  The product number will include the Proponent school code.
(Example of a Number:  091-63A30;
Example of a Product Number:  CD 22-29)



3.  Approval Date: [image: image6.wmf]

and/or Effective Date: [image: image7.wmf]


For a course, the date is when proponent approves the course/POI.
For a product, the date approving authority signed approval documents.
The effective date is the "Effective Date" shown on the course or product.


4.  Version:  Number/letter represents update revision of the product [image: image8.wmf]


5.  Supersedes: [image: image9.wmf]


If the course/product is new, the answer is “None.”  If the course/product is a revision of an existing course/product, then identify that course/product number and the date superseded.



HQ TRADOC Form 350-70-12-1 (Aug 03)

6. Proponent:


	[image: image10.wmf]


	Proponent for the course/product, mailing address (to include office symbol), plus a section E-mail address for students to refer to if they require additional information.  Use the generic E-mail of the Course Manager at the proponent school, if available. 


7.  Distribution Restrictions:  (See AR 25-30, para 2-10, and DA Pam 25-40,
chap 17, for additional information.)


[image: image11.wmf]

A - Approved for public release; distribution is unlimited.  (Used on unclassified publications cleared for public release.) 
[image: image12.wmf]

B - Distribution authorized to U.S. Government agencies only.  (Used on unclassified publications or on classified documents.  Used when proponent feels the statement is necessary to ensure distribution limitation.)
[image: image13.wmf]

C - Distribution authorized to U.S. Government agencies and their contractors only.  (Used on unclassified publications or on classified documents if the proponent feels the statement is necessary to ensure distribution limitations in addition to need-to-know requirements imposed by AR 380-5.)
[image: image14.wmf]

D - Distribution authorized to the DOD and DOD contractors only.  (Used on unclassified publications or on classified documents if the proponent feels the statement is necessary to ensure distribution limitations in addition to need-to-know requirements imposed by AR 380-5.)
[image: image15.wmf]

E - Distribution authorized to DOD components only.  (Used on unclassified publications or on classified documents if the proponent feels the statement is necessary to ensure distribution limitations in addition to need-to-know requirements imposed by AR 380-5)
[image: image16.wmf]

F - Further dissemination only as directed by the proponent or higher authority.  (Normally used on classified publications, but it may be used on unclassified documents when specific authority exists.)
[image: image17.wmf]

X- Distribution authorized to U.S. Government agencies and private individuals or enterprises eligible to obtain export-controlled technical data in accordance with regulations implementing 10 USC 130c. (Used on unclassified publications when statements B, C, D, E, and F do not apply, but when publications contain technical data as explained in AR 70-31.  This statement must not be used on classified publications.)  

8.  Foreign Disclosure:
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FD1 - Course is releasable to students from all requesting foreign countries without restrictions.
[image: image19.wmf]

FD2 - Course is releasable to military students from foreign countries on a case-by-case basis.  Foreign countries desiring to place students in this course must meet one or more of the following criteria: 

a. Own a specific piece of equipment. 

b. Have a signed Letter of Intent (LOI). 

c. Have waiver from HQDA. 

d. Have U.S. Government release for training. 

[image: image20.wmf]

FD3 - Course is NOT releasable to students from foreign countries.
[image: image21.wmf]

FD4 - Some component(s) is (are) NOT releasable to students from foreign countries.
[image: image22.wmf]

FD5 - Product is releasable to students from all requesting foreign countries without restrictions.
[image: image23.wmf]

FD6 - Product is releasable to students from foreign countries on a case-by-case basis.
[image: image24.wmf]

FD7 - Product is NOT releasable to students from foreign countries.

9.  Document Type:
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Read Ahead
[image: image26.wmf]

Course (complete)
[image: image27.wmf]

Course (phase)
[image: image28.wmf]

Course (module)
[image: image29.wmf]

Course Lesson
[image: image30.wmf]

Soldiers' Training Publications
[image: image31.wmf]

Training Support Packages (Warrior)
[image: image32.wmf]

Training Support Package (task training)
[image: image33.wmf]

Training Circular (TC)
[image: image34.wmf]Other:  [image: image35.wmf]



10.  Category:  (Type of course/product)

[image: image36.wmf]

Collective Training Products (Example:  Exercises, MTP, Drills, TSP-Warfighter)
[image: image37.wmf]Individual Education/Training Products (Example:  STP, Courses, TSP-Warrior)

[image: image38.wmf]

Visual Information Training Products (Example:  Video, audio tapes, PowerPoint slides, 35mm slides, graphics)
[image: image39.wmf]

References (Example:  FM, TM)
[image: image40.wmf]

Simulations
[image: image41.wmf]

Training Aids/Devices
[image: image42.wmf]

Simulators
[image: image43.wmf]Other:  [image: image44.wmf]



11.  Distance Learning Availability: [image: image45.wmf]

Yes [image: image46.wmf]

No 

	12.  Purpose/Scope:
[image: image47.wmf]


	
Enter the purpose and scope for the product - why was the product developed?


For a course, extract from the POI preface.


	13.  Prerequisites:
[image: image48.wmf]


	Enter any prerequisites.  There are many kinds: Physical, (e.g., color sightedness); Military (e.g., rank); Course (e.g., courses or phases needed prior to enrolling in course). 


	14. How to access product:
[image: image49.wmf]


	
Describe how students access the course/product, to include media (e.g., CD, Web).  If the course/product is accessible from the web, provide the URL.  Provide ordering instructions for the course/product.  Provide special instructions (e.g., registration, enrollment) for accessing the course/product, if applicable.  

	


	Submitter's E-mail address: [image: image50.wmf]


	    Commercial phone: [image: image51.wmf]



	Military Unit or Government Organization with office symbol: [image: image52.wmf]


(e.g. '9th Bn 100th Div (AFRC-TKY-F-CO)' or 'USATSC (ATIC-ITSS)’)
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Bottom of Form



	DATA REQUIRED BY THE PRIVACY ACT

	AUTHORITY:
	10 USC 3012 (B) and (G).

	PRINCIPAL PURPOSE:
	To obtain information necessary to add entries into the card catalog.

	ROUTINE USES:
	Used to verify information to be added to the card catalog.

	DISCLOSURE:
	Failure to provide this information will result in the information not being placed in the card catalog. 
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