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Nov 12 2002
ATTG-CD  (350)
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: Interim Changes to TRADOC Pamphlet 350-70-2, Training Multimedia Courseware Development Guide, 10 July 2001.
1.  Reference TRADOC Pamphlet 350-70-2, SAB and TRADOC Regulation 350-70, Training Systems Approach to Training Management, Processes, and Products 9 March 1999.

2.  Enclosed changes clarifies and further specifies TRADOC  changes and procedures related to labeling of Interactive Multimedia Instruction (IMI).  This is provided as interim change to TP350-70-2 pending publication on the TRADOC Administrative Publications Webpage.  
3.  The specific procedural guidance found in the enclosures are briefly outlined as follows: 
a.  7-8, Submit IMI Master Materials (Encl 1).  Chapter 7, Section 7-8 is changed to reflect providing three copies of master materials to the respective courseware manager at the Army Training Support Center, Fort Eustis, VA.

b.  Appendix F-5, CD-ROM Master Package Requirements (Encl 2) is changed to reflect review of IMI CD-ROM master package and inclusion of proponent Digital Training Facility certification statement as part of the IMI CD-ROM master packages.
c.  Appendix H, CD-ROM Artwork and TVT Jacket Insert Specifications (Encl 3)is changed to reflect CD-ROM artwork and updated labeling information.
4.  Request distribution of this memorandum to the lowest levels of your organization and incorporation of its contents into local guidance.


5.  The point of contact for this action is Mr. Fedder, (757) 878-4592 (DSN 826).
FOR THE COMMANDER:
3 Encls





RAYMOND D. BARRETT, JR

as
Major General

Deputy Chief of Staff
for Operations and Training
Scroll down or click for enclosures
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Enclosure 1 

7-8. Submit IMI master materials.
        a. The proponent for maintenance of the IMI should retain a copy of the production file. Provide three copies of the IMI master materials to the proponent courseware manager at Commander, U.S. Army Training Support Center, ATTN:  ATIC-ITSC-CM, Fort Eustis, VA 23604-5206.  See Appendix F, Para-5 and Appendix H for lists of materials that must accompany the IMI master materials package.                 
        b. Once the IMI has been validated and all required revisions resulting from the validation are completed, submit the final IMI master materials package as outlined in Appendices F-5 and H for final approval and Army-wide replication and distribution to:  Commander, U.S. Army Training Support Center, ATTN:  ATIC-ITSC-CM, Fort Eustis, VA  23604-5206.
Enclosure 2

Appendix F-5.  CD-ROM master package requirements.

a.  CD-ROM master package review requirements.  Send the compact disc-recordable (CD-R) master and media containing the CD-ROM master artwork package (e.g., 3-1/2 diskette, Zip disk, or CD-R) for the covers and inserts to the USATSC proponent courseware manager at Commander, USATSC, ATTN:  ATIC-ITSC-CM, Fort Eustis, VA 23604-5166.  Specifications for the CD-ROM master artwork package are contained in Appendix H.


b.  IMI CD-ROM master package evaluation.  Each CD-ROM master package will be reviewed to ensure compliance with production, graphic and authoring specifications, and guidelines.  


c.  Submission requirements.  IMI CD-ROM projects that have been approved by the preparing agency require review and acceptance by USATSC before replication and distribution is authorized.  The following items are required: 

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

· Basis of Issue Plan (BOIP)(TRADOC Form 888-R) when used as sustainment training and not distributed solely through ATRRS course enrollment

· Command Safety Office certification that product follows or advises correct safety policies and procedures 

· Proponent final product approval letter with validation results

· Copy of other supporting/adjunctive materials 

· Copies of all copyright releases.  Provide appropriate written authority/permission from the property owner prior to using copyrighted material.

· Legal clearance and release from Judge Advocate General Office 

· All legal releases and clearances have been furnished for talent, music license, special effects rights, etc. 

· Authoring system license agreement to include any rights to software used in the program 

· Three copies of the master CD-R (recommend recording at 1x speed)

· CD-ROM master artwork package per Appendix H

· Proponent DTF certification statement
· Complete DL catalog CATAFORM by clicking HERE.
· A URL and login/password, if required, to the web based version of the course for USATSC acceptance testing 
Enclosure 3

Appendix H

CD-ROM Artwork and TVT Jacket Insert Specifications
This appendix provides the IMI artwork package specifications for CD-ROMs and TVT label inserts.  Submit artwork as part of a final package for mastering, replication, and distribution. 

Section I

Specification for IMI CD-ROM Master Artwork Package

H-1.  CD-ROM artwork package specifications.

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 type faces will be used.  Recommend that no more than two fonts or typefaces be used for the artwork.




(b) Graphic images need to be 150 – 300 dpi in TIFF or EPS format. 




(c) Artwork containing color must be supplied with 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 (OG) applications such as Microsoft PowerPoint and Word are not acceptable formats.

     (3) Submission requirements.  Complete submission requirements for the CD-ROM Master Package are in Appendix F, paragraph 5.  Submission requirements for the master artwork package are:

· Three master CD-ROMs with label (recommend recording at 1x speed)

· Printer dummy of the package with covers (front and back) and insert assembled just as the finished product will look

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

· Page layout file for each label, cover, and insert page with fonts embedded

· All graphic image files used to create the artwork

· All fonts used

· A printed proof copy, in color if used, of each electronic label, cover, and insert file at 100% size

· A printed directory of all files supplied on the transportable media

· A filled out GPO Form 952, Desktop Publishing – Disk Information, for the replication package (http://www.gpo.gov/procurement/ditsg/forms.html)



(4) Packaging and inserts.  Available CD-ROM packaging:  

· Clear vinyl pocket (preferred choice), single CD 5.25”x 5.25” with rear cover single panel insert (4.274”x 4.75” printable), front cover flap to hold multi-panel insert (4.274”x 4.75” printable), and fabric lining for CD protection  

· Cardboard sleeve, single CD pocket 5”x 5”, no flap, printable on two panels

· Cardboard sleeve, single CD pocket 5”x 5”, with front flap, printable on four panels

· Cardboard sleeve, double CD pocket (double wallet) 5”x5”, printable on four panels

· Cardboard sleeve, single CD pocket 5”x 5”, 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.

Insert choices are:

· Single page insert, 4.274”x 4.75” printable on two panels (2-sides of a single page)

· Two page folded insert, 4.274”x 4.75” printable on four panels (2-sides of two pages), folded in half

· Insert booklet, 4.75”x 4.75” 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 is to be included.  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 H-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 Resources System (ATRRS) 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.  Indicate below the title if this is disc 1 of 1, 1 of 2, etc.



(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.  If the IMI contains classified information, the CD-ROM label will be printed 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.  The month and year approved for replication and distribution will be indicated 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 caps will be centered at the outer edge of the CD-ROM or straight across the bottom below the date.
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Figure H- 1.  Requirements for CD-ROM labels.

c.  CD-ROM front cover information.  Figure H-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).  Indicate below the title if this is disc 1 of 1, 1 of 2, etc.



(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 above the classification and centered 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 H- 2.  CD-ROM front cover information.


d.  CD-ROM rear cover or jewel case tray information.  Figure H-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” x 4.8” with 4.274”x 4.75” 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 H-4 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 of the CD-ROM will be centered on the line immediately under the ATRRS Number.  Indicate below the title if this is disc 1 of 1, 1 of 2, etc.



(4) Recommended Minimum System Requirements.  Identify minimum system requirements below the title of the CD-ROM.  System requirements shall 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.  If the CD-ROM version is Internet-ready, include the statement “This courseware is optimized for delivery via the Microsoft Internet Explorer browser, version 5.01 (or higher).”



(6) Comments Addressee.  Provide name and official mailing address of courseware proponent to include an email 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.
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Figure H- 3.  CD-ROM rear cover information.
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Figure H- 4.  CD-ROM jewel case tray cover information.


e.  CD-ROM Users Guide (back of front cover) information.  Figure H-5 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.



(4) Title.  The title should be centered immediately under the words "USER'S GUIDE."  Indicate below the title if this is disc 1 of 1, 1 of 2, etc.



(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—

· Course objectives 

· "How to" section 

· User progress reports 

· Testing procedures

· Software installation 

· Troubleshooting guide 

· Other special instructions


(7) Troubleshooting.  The technical troubleshooting statement for when there is a problem getting the CD-ROM to work is:  

For technical assistance, Monday through Friday, during normal duty hours, students may call the ATSC Help Desk at 1-800-ASK-ATSC or visit the ATSC Help Desk web page any time at http://www.atsc.army.mil/HELPDESK/


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




Section II

Specifications for Television Videotape (TVT) Jacket Insert

H-2.  TVT jacket insert specifications.


a.  TRADOC schools will develop customized TVT jacket inserts.  These TVT inserts serve to inform users of Department of the Army Visual Information Production and Distribution videotapes in a more effective manner.  Visually appealing to the eye, these TVT jacket inserts will be tailored to provide training information about the video to the target audience for which intended.  (See fig H-5)


b.  Follow the steps below to develop a TVT jacket insert.



(1) TVT jacket inserts.  TVT inserts will be developed and inserted into a clear plastic case.  The clear plastic cases will accommodate a VHS 1/2" videotape.



(2) TVT jacket information.




(a) Front jacket cover.  The front portion of the TVT insert will contain the title, TRADOC logo, and words "UNITED STATES ARMY."  Indicate if this TVT is part of a series.




(b) Spine Information.  The spine will contain the title of the production, Running Time, PIN, and TVT Release Number.  Indicate if this TVT is part of a series.




(c) Rear jacket cover.  The rear will contain the title of the production, production facility, PIN and Release Numbers, the words "UNITED STATES ARMY," a brief summary statement describing the content of the video, and any other information that might be applicable to the TVT production itself.




(d) Replication.  Include camera-ready copies of the TVT jacket insert and an electronic copy of the artwork file when the final package is submitted for mass replication.
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Figure H- 6.  TVT jacket.




