Resident Courseware Structure and Submission Guidelines
The following are the requirements for submission of TATS Courseware:
1.  Courseware must be submitted on CD ROM (3 copies).  Files should be in PDF or Microsoft Word/PowerPoint format.  The CD ROM must include the following folders: 
    a. Course Summary Data File (CSDF) – Contains course descriptive information
    b. Read-Me Data File (RMDF) – Contains a list of all files contained on the CD.  This list may be used to verify that all materials are downloaded from the Reimer Digital Library or are printed.  
    c. Training Course Control Documentation (TCCD) - includes the CMP and POI.  Provides information the instructor needs to conduct and manage the course.  (Optional - May have a separate Instructor Guide for each phase of the course.
    d. Course TSP Data Files (CTDF) - includes all TSPs/Lesson Plans with PEs, Student Handouts, and Viewgraphs grouped by phase, module, lesson.
    e. Student Guide Data File (SGDF) - includes Student  Guide (Orientation Material, Student Evaluation Plan, Procedure guidance for resident and distance learning training as appropriate, DL POC, Course Critique Sheets, Reference extracts, Information sheets, Assignment Sheets, Student Equipment/Material List, etc) Student Handouts, and copies of Practical Exercises but not the Answer Keys.   
2. Test CD ROM (1 copy) – includes all Tests and Answer Keys

3.  Printed paper copies of the courseware.  The printed courseware should be organized into five books and labeled as follows:
    a. Course Management Plan (CMP) and POI Book -includes POI for each phase of the course, i.e.; IDT, ADT.
    b. Instructor Book – includes all the courseware and any additional Instructor Guides required.  The material is organized by phase, modules, and lessons.  This book will include the following:
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    (1) Instructor Guide (one for each phase, if applicable). 
 (2) TSPs/Lesson Plans organized by phases, modules, and lessons according to the Course Map.  Include with each lesson:
 (a)  Appendix A – Viewgraphs (may be included here or only in the 
Viewgraph Book) printed on one side only (no dark backgrounds) with page numbers and lesson number.
(b) Appendix B – Do not include this appendix.  Tests and Answer Keys
 should be submitted on a separate CD. 

(c) Appendix C – Practice Exercises with Answer Keys.

(d)  Appendix D – Copies of all Student Handouts.
    c. Viewgraphs Book – Viewgraphs should include page number and lesson number, be grouped by phase, module, and lesson.  They should not have a dark background.

   d. Student Book - Includes Student  Guide (Orientation Material, Student Evaluation Plan, Procedure guidance for resident and distance learning training as appropriate, DL POC, Course Critique Sheets, Reference extracts, Information sheets, Assignment Sheets, Student Equipment/Material List, etc).  Student Handouts, and copies of Practical Exercises but not the Answer Keys.   May have a separate Student Guide for each phase is applicable.  
  e. Student Test Book without Answer Keys

  f. Instructor Test Book with Answer Keys 
