TRADOC Pam 350-70-2

	Appendix H -- CD-ROM Labels    
a. CD-ROM artwork package standards.  

        1. CD-ROM artwork.  The labels, covers, and inserts for IMI CD-ROMs are replicated under commercial contract, using silk screen and offset press processes.  This requires electronic files that render type and color separations accurately, with templates created for the specific packaging required.  For accurate replication:

            a. Fonts used by the printer, replicating the labels and inserts, must be the same version, name, and manufacturer as those used to create the artwork, and therefore, must be supplied with the submission package.  Embed all fonts within the artwork files.  No custom designed typefaces will be used.  Recommend using no more than two fonts or typefaces for the artwork.

            b. Graphic images need to be 150-300 dots per inch (dpi) in Tagged Image File Format or Encapsulated Postscript format. 

            c. Supply artwork containing color with cyan, magenta, yellow, black (CMYK) separations.

        2.  Labeling software.  Create the artwork with professional desktop publishing, or illustration software, using the Windows operating system.  Examples of this are Corel Draw, Quark XPress, and Adobe products such as Photoshop, PageMaker, and FrameMaker.  Office graphics applications such as Microsoft PowerPoint and Word are not acceptable formats.
        3.  Submission requirements for the master artwork package are:

            a. Three master CD-ROMs with label (recommend recording at 1x speed).
            b. Printer dummy of the package, with covers (front and back) and insert, assembled just as the finished product will look.

            c. Electronic files placed on transportable media (diskette, CD-R, Zip disk).  The media must contain:

1.) Page layout file for each label, cover, and insert page, with fonts embedded.

2.) All graphic image files used to create the artwork.

3.) All fonts used.

            d. A printed proof copy, in color if used, of each electronic label, cover, and insert file, at 100 percent size.
            e. A printed directory of all files supplied on the transportable media.

            f. A filled out GPO Form 952 (U.S. Government Printing Office Desktop Publishing – Disk Information), for the replication package.

       4.  Packaging and inserts. 

            a. Available CD-ROM packaging:  

1.) Clear vinyl pocket (preferred choice), single CD, 5.25 by 5.25 inches, with rear cover single panel insert (4.274 by 4.75 inches printable), front cover flap to hold multipanel insert (4.274 by 4.75 inches printable), and fabric lining for CD protection.

2.) Cardboard sleeve, single CD pocket 5 by 5 inches, no flap, printable on two panels.

3.) Cardboard sleeve, single CD pocket 5 by 5 inches, with front flap, printable on four panels.

4.) Cardboard sleeve, double CD pocket (double wallet) 5 by 5 inches, printable on four panels.

5.) Cardboard sleeve, single CD pocket 5 by 5 inches, with two double thick panels and optional slits to hold second or third CD, printable on six panels.

Jewel case in single, double, or quad.

            b. Insert choices are:

1.) Single page insert, 4.274 by 4.75 inches, printable on two panels (two sides of a single page).

2.) Two page folded insert, 4.274 by 4.75 inches, printable on four panels (two sides of two pages), folded in half.

3.) Insert booklet, 4.75 by 4.75 inches, up to 32 panels (for both sides of a 16-page booklet).

        5. General comments.  The following paragraphs depict the general layout for labels and inserts as a guide to show where and what to include.  System requirements, User’s Guide instructions, etc., are expected to vary with each CD-ROM package developed.  Clear vinyl pockets are the preferred packaging choice, because they are easier to mail, do not crack or break, and have a front flap pocket that can hold a combined front cover, User’s Guide, and rear cover, in one multi-page booklet.

    b. CD-ROM label information.  Refer to figure F-1 for text placement and requirements for a CD-ROM label.  All numbers used are for illustration purposes only.  The label for a CD-ROM containing unclassified material will be printed in black ink on white stock, without borders, set in a bolded sans serif font.  If the CD-ROM contains classified information, the label will be printed in red ink.  The following information should be included:

        1. CD Number.  The first centered line at the top of the CD-ROM will show the CD number.  Each CD-ROM will have a separate CD number.  

        2. Army Training Requirements and Resource System Number, or IMI Unit Training.  The ATRRS number, if required, will be centered under the CD number.  If only for unit training, use “IMI Unit Training” instead of the ATRRS number.  If both part of a course and unit training, center the ATRRS number first and “IMI Unit Training” directly below.

        3.  Product Title.  The title should be centered below the ATRRS number, or above “IMI Unit Training” at the top of the CD-ROM.  

        4.  Phase Title/Number/Lesson Title/Version.  Indicate Phase Title, Module, Number, Lesson Title, and Version, if applicable, below the CD-ROM center, placed above the date.

        5.  Classification.  The classification will be to the right of the CD-ROM center.  Place distribution restriction statement under the classification if other than unlimited distribution. If the IMI contains classified information, print the CD-ROM label in red ink.  All classified IMI material will be safeguarded and handled according to AR 380-5, and TRADOC Supplement 1 thereto, and other DOD directives. 

        6.  Logo.  An optional graphic or school logo may be placed left of the CD-ROM center.

        7.  Date.  Indicate the month and year approved for replication and distribution below the center hole of the CD-ROM.  A version number or letter (i.e., Version A) may be placed next to the date, and separated by a comma.  Indicate revisions as “Revised” followed by the date of the revision, on the same line as the course date, or the line below.

        8.  Producer.  The words “PRODUCED BY THE UNITED STATES ARMY,” in capital letters, will be centered at the outer edge of the CD-ROM, or straight across the bottom, below the date. 
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Figure E-1.
    c. CD-ROM front cover information.  Figure E-2 shows requirements for the CD-ROM front cover information.  The front cover will also be the front cover for the User’s Guide insert.  

        1.)  CD Number.  The first line at the upper left of the label will show the CD number.

        2.)  ATRRS Number.  The first line at the upper right of the label will show the ATRRS number.

        3. Product Title.  The CD-ROM title will be centered in the upper third of the actual label.  The title should not exceed four lines (short titles are preferred).  

        4. Module/Lesson Title.  The Module and/or Lesson Title shall be below the CD-ROM title.

        5. Logo.  An optional school logo may be centered on the cover.

        6. Date.  The month and year of course approval will be indicated in the center, below the logo, and above the producer line.  A version number or letter (i.e., Version A) may be placed next to the date, and separated by a comma.  Indicate revisions as “Revised,” followed by the date of the revision, on the same line as the course date, or the line below.

        7. Producer.  At the bottom of the cover, centered above the classification, place the words “PRODUCED BY THE UNITED STATES ARMY”.

        8. Classification.  The classification level will be centered at the bottom.  Classification level (Secret or higher) will be printed in RED.  The applicable foreign disclosure statement will be placed above the classification, if other than unlimited distribution.
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Figure E-2.  CD-ROM front cover information.

d.  CD-ROM rear cover or jewel case tray information.  Figure E-3 shows requirements for a CD-ROM rear cover insert for a clear vinyl pocket.  The dimensions for a rear cover insert are 4.8 by 4.8 inches, with 4.274 by 4.75 inches printable.  The clear vinyl pocket also makes a separate rear cover insert unnecessary, by allowing the information to be put on the rear cover of the User’s Guide insert.  Eliminating the rear cover insert and putting the information of the User’s Guide booklet is preferred.  Figure F-3 shows the information in the jewel case tray cover format.  Include the following information:
        (1)  CD number.  The first line at the upper left of the rear cover will show the CD number.

        (2)  ATRRS Number.  The first line at the upper right of the rear cover will show the ATRRS number.  

        (3)  Product Title.  The title will be centered on the line under the ATRRS number.  

        (4)  Recommended Minimum System Requirements.  Identify minimum system requirements below the title of the CD-ROM.  System requirements include the minimum and recommended software (browser, plug-in, runtime, etc.,) and hardware (sound card, graphics adapter, input device, synthesizer, etc.,) required to install and take the instruction on the CD-ROM.

        (5)  Operating Instructions and Installation Requirements.  Provide instructions as to how courseware is to be operated and installed including how to use if auto start does not run. [image: image3.jpg]azs
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Figure E3.  CD-ROM rear cover information.

        (6)  Comments Addressee.  Provide name and official mailing address of courseware proponent, to include an E-mail address.  Indicate whether material is copyrighted.

        (7)  Classification.  The classification level will be centered at the bottom.  If the CD-ROM contains classified material, print the classification (Secret or higher) in RED. 

        (8) Spine.  Indicate the CD-ROM title and CD number on each spine.  Include the classification in RED letters if Secret or higher.  A clear vinyl pocket case does not require spines.

    e.  CD-ROM User’s Guide (back of front cover) information.  Figure E-4 shows design requirements for a CD-ROM User’s Guide.  The User’s Guide should not exceed 32 panels (for both sides of a 16-page booklet) to include front and back covers.  The front cover will also be the cover for the User’s Guide booklet or insert. 

        (1)  CD Number.  The first line, at the upper left of the User’s Guide, will show the CD Number.  It will be opposite the ATRRS number.

        (2)  ATRRS Number.  The first line, at the upper right of the User’s Guide, will show the ATRRS number.  It will be opposite the CD Number

        (3)  Identification of User’s Guide.  The words “USER’S GUIDE” will be centered on the line under the CD Number and ATRRS number.
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Figure E-4.  CD-ROM jewel case tray cover information.

        (4)  Title.  The title should be centered immediately under the words “USER’S GUIDE.”  

        (5)  Date and version number.  Center the date and version number on the line immediately under the title.

        (6)  Instructions.  Provide any information that helps the student in the use of this CD-ROM courseware to include—

              (a)  Course objectives.
                 (b)  “How to” section.
              (c)  User progress reports.

              (d)  Testing procedures.

              (e)  Software installation.

              (f)  Troubleshooting guide.

              (g)  Other special instructions.

        (7)  Troubleshooting.  Use the following technical troubleshooting statement to assist users, if problems arise getting the CD-ROM to work:

For technical assistance, Monday through Friday, except Holidays, 0730-1600(EST), students may call the Army Training Help Desk at 1-800-275-2872 Option #1, or visit the ATSC Help Desk Web page any time at https://athd.army.mil/.

        (8)  Page Numbers.  Number all pages within the booklet insert, excluding the covers.  Place the page number on the lower outside edge of the page.  No page number is required if the User’s Guide is a single panel or page.

        (9)  Classification.  The classification level will be centered at the bottom.  (Figure E-5) Classification level (Secret or higher) will be printed in RED. 
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Figure E-5.  CD-ROM User’s Guide (back of front cover).


