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GENERAL OVERVIEW

ITSD INTERNAL COURSEWARE REVIEW CHECKLISTS
TO THE REVIEWER:  Use this checklist to review each portion

 of an entire course.  When your review is completed, enter date 

on appropriate line. Mark columns as appropriate for each section that you review. If corrections need to be made by the school, indicate those specifically in an official memorandum to the proponent. Do not change content of any portion of the course.

School: ________________________________

MOS: ________________
Courseware Title: ____________________________________

Name of Courseware Manager (CM): ____________________

Telephone: ____________  IC#: _____

Email Address: _________________________________

Date CM received: __________________________

Review Start Date: _________Completion Date: ___________

Date to CM Training Technician: ____________

CM Technician Name: _________________

Date to IMI Training Technician: ______________

IMI Technician Name: _____________________

Date returned to School: _______________

Date returned to CM: 
________________________

Date to TADLP: _________________________

TADLP: Approved_____ or Rejected_____ the courseware.

TADLP Tester: ________________________

If courseware failed TADLP testing, reason for failure:

TADLP checklist attached:

Date Returned from TADLP_________________________________
Courseware Review Determination (Check one)

Courseware approved for replication distribution and access on RDL ________

Courseware needs further testing to determine fixes required: ________

Courseware needs to be upgraded to latest technical standards for playability: _______

Courseware returned to proponent for correction of problems: _______

Courseware will be corrected or updated at ATSC: _______
ITSD PRODUCT INVENTORY SHEET

PROPONENT: ________________________________________

DATE RECEIVED: ____________________________________

	COMPONENT
	REQUIRED FOR 

CD-ROM
	REQUIRED FOR WEB DELIVERY

	1.  Number of CDs

2.  Number of CDs Master Copies provided

3.  CD MOS /Title/DITTS #


	
	

	
	
	Is it included
	
	Is it included

	
	
	Yes
	No
	
	Yes
	No

	4.  Label Instructions Included
	X
	
	
	
	
	

	5.  Proponent DTF Certification Statement Included 
	X
	
	
	X
	
	

	6.  Proponent Validation P Statement Included
	X
	
	
	X
	
	

	7.  URL Address
	
	
	
	X
	
	

	8.  Jag, Legal Release, Safety Statement Included
	X
	
	
	X
	
	


TRAINING REQUIREMENTS ANALYSIS SYSTEM DOCUMENTATION CHECKLIST

1. When was the redesign of the Total Army Training System (TATS) courseware completed? _________________________

2. A review of the Government-furnished material (GFM) was completed on _______________.

3. Review of the GFM indicates the GFM is __ complete, available or ___incomplete, not available.

4. The Course Administrative Date (CAD) with DL is _____available or  _____not available.

5. The Individual Training Plan has been approved by TOMA.

_____YES

____NO

6. The Course Administrative Data has been received and approved by TOMA.     ____YES

____NO
Date: ______________

7. Information required to document DL training for ATRRS has been received and provided to TOMA.     ____YES

____NO



Approval Date: __________

CONTRACTING OFFICER REPRESENTATIVE (COR) STATEMENT OF WORK REVIEW CHECKLIST

1. The Statement of Work (SOW) has been received and reviewed.

2. The requesting activity has identified a point of contact (POC) for this effort.

3. Date SOW was approved. _________________

4. Identify version of standards the SOW will be delivered under to include:

a. DTF configuration



__________

b. TRADOC Reg 350-70



__________

c. IMI Implementing Instructions


__________

d. SCORM





__________

e. ALO





__________

f. The LMS specified in the SOW is:

__________

(spell out what it is)

5. Name of ATSC-COR responsible for contract
____________

COURSEWARE MANAGER

 INSTRUCTIONAL MEDIA DESIGN PACKAGE  CHECKLIST (Pages 7- 9)
School: _____________________________________________________

MOS: _______________________________________________________
Courseware Title: ______________________________________________

Name of IMI Courseware Manager: _______________________________

Telephone: __________ IC#: _____ Email Address: _______________

Date CW received: __________________________________

School POC: _______________
Telephone: ___________ IC#: _____ Email Address: ________________

Contract Number (If applicable): _______________

	REVIEW ITEM
	YES
	NO
	COMMENT

	Review the Instructional Media Design Package (IMDP) for:

	Educational Sufficiency

	1.  Provides an overview of the course
	
	
	

	2.  Indicates features always available to the trainee (helps references so forth)
	
	
	

	3.  Provide for student control features and adaptability to learner needs.
	
	
	


	REVIEW ITEM
	YES
	NO
	COMMENT

	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 you a course map
	
	
	

	7.  Provides a list of materials needed to be developed to support the course
	
	
	

	8.  The interactivity level of the lesson (1-3) is in accordance with the specification in the contract.
	
	
	

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

	10.  LO s are properly sequenced.
	
	
	

	11.  Practices have a correct level of difficulty.
	
	
	

	12.  Testing strategies addresses the following areas and are appropriate to objectives being trained to include:
	
	
	

	13.  Provides a description of the course testing strategy to include pre-tests, 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 module, lessons, and tests
	
	
	

	17.  Explains procedures for randomization, scoring, remediation, feedback and data collection
	
	
	


	REVIEW ITEM
	YES
	NO
	COMMENT

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

	19.  States the level of instructional unit/SCO that will be applied.
	
	
	


IMIS
INSTRUCTIONAL MEDIA DESIGN PACKAGE CHECKLIST (Page 10)
	REVIEW ITEM
	YES
	NO
	COMMENT

	Standards.

	1.  A check of the IMDP shows that:

	IMI standard will be used to develop screen types, layouts
	
	
	

	questions, feedback
	
	
	

	presentation sequence
	
	
	

	icons, buttons
	
	
	

	media presentation
	
	
	

	student tracking
	
	
	

	coding.
	
	
	

	2.  CW will be developed IAW applicable standards as stated in Conformance section of contract:

	SOW
	
	
	

	DIDs
	
	
	

	IMI Implementing Instruction Standards).
	
	
	


COURSEWARE MANAGER

IMI PROTOTYPE LESSON CHECKLIST

(PAGE 11)

	Review the prototype for:
	Yes
	No
	Comment

	a.  Educational Sufficiency

	1.   Learning strategy is appropriate for each LO
	
	
	

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

	3.  The prototype has been developed IAW the IMDP.
	
	
	

	4.  Testing strategy is appropriate for the content type
	
	
	

	5.  Test items are related to the LO s.
	
	
	

	6.   Has test questions and distracters that are randomized.
	
	
	

	7.   Uses performance-based questions. 
	
	
	

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

	b.  Incorporates the following design norms for adult learners.

	1.  Motivate learners.
	
	
	

	2.  Involve learners.
	
	
	

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

	4.  Structure the learning experience.
	
	
	


 IMITT PROTOTYPE

LESSON CHECKLIST (PAGE 12)
	REVIEW ITEM
	YES
	NO
	COMMENT

	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 constitutes 50% of learning time
	
	
	

	6.  Plays on a DTF computer
	
	
	

	7.  Output is HTML, Java, JavaScript, DOM
	
	
	

	8.  If error messages are received, indicate the error message on the error sheet.
	
	
	

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

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


ATISD PROTOTYPE LESSON RDL

COMPLIANCE CHECKS (PAGE 13)

	Review Item
	Yes
	No

	1.  Confirm the XML sample file is compliant with the Sharable Content Object Reference Model (SCORM) and the Army Learning Object (ALO).
	
	

	2.  Verify the prototype lesson meets all requirements for placement in or through the Reimer Digital Library (RDL).
	
	

	3.  Ascertain that the manifest sample is compliant with all standards necessary to be placed on or through the Reimer Digital Library (RDL).
	
	

	4.  Determine if Pre/Post tests, check on learning/practice exercise grades are to be posted/maintained/disseminated by LMS.
	
	


ITSD COURSEWARE MANAGER LESSON REVIEW CHECKLIST (Pages 14)

	REVIEW ITEM
	YES
	NO
	COMMENT

	 Review the lesson for:

	a.  Educational Sufficiency

	1.  The lesson has been developed IAW the approved IMDR.
	
	
	

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

	3.  Content is chunked into small segments and 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.  Critical lesson objectives (LO s) are tested.
	
	
	

	7.  The courseware uses performance/performance-based questions.
	
	
	

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

	9.  Test questions and distracters are randomized.
	
	
	

	b.  Incorporates 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.
	
	
	


IMITT LESSON REVIEW

FIRST LESSON CHECKLIST

(PAGE 15)
	REVIEW ITEM
	YES
	NO
	COMMENT

	 Contract Conformance and Playability

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

	2.  Multimedia elements are in accordance with the IMI Implementing Instructions.
	
	
	

	3.  The interactivity level of the lesson (1-3) is in accordance with the specification in the contract.
	
	
	

	4.  If error messages are received, indicate the error message on the error sheet.
	
	
	

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


ITSD COURSEWARE MANAGER FINAL REVIEW CHECKLIST (PAGE 16)

School: 

MOS:
Courseware Title:

Name of ITSD Courseware Manager: 

Telephone:                        IC#: _____ Email Address:

Date CW received: ________________________________________

School POC: _______________ 

Contract Number (If applicable): ______________________________

	REVIEW ITEM
	YES
	NO
	COMMENT

	1.  A validation report has been provided and courseware (CW) validated IAW TRADOC Guidance
	
	
	

	2.  The Distance Learning (DL) CW is listed in ATRRS.
	
	
	

	3.  The CW is listed in the RDL.
	
	
	


COURSEWARE MANAGEMENT

TRAINING TECHNICIAN

FINAL PRODUCT REVIEW CHECKLIST

(Pages 17-18)

Name of CM Training Technician: 

________________________

Date courseware is received: 


________________________

Date courseware review completed:

________________________

Review findings: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommend action (check one):
_______ Approval _______ Disapproval

	Courseware Package Components
	YES
	NO
	Reg/Pam Guidance

	1.  Camera-ready labels are provided and in proper format.
	
	
	TP350-70-2, APX H

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

	3.  Jewel Case is properly labeled
	
	
	TP350-70-2, APX H

	If appropriate, the CD-ROM label indicates:

	4.  Release Number
	
	
	TP350-70-2, APX H

	5.  Pin Number
	
	
	TP350-70-2, APX H

	6.  CD title
	
	
	TP350-70-2, APX H

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

	8.  The classification is
	
	
	TP350-70-2, APX H

	9.  Date Produced
	
	
	TP350-70-2, APX H

	10.  Producer; example   “Produced by the United States Army”
	
	
	TP350-70-2, APX H


	Courseware Package Components
	YES
	NO
	Reg/Pam Guidance

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

	11.  DITIS Number
	
	
	

	12.  Module/Lesson Title
	
	
	TP350-70-2, APX H

	13.  The classification is
	
	
	TP350-70-2, APX H

	14.  Date approved for replication is
	
	
	TP350-70-2, APX H

	15.  Producer; example “Produced by the United States Army
	
	
	TP350-70-2, APX H

	CD-ROM Case Cover inlay Card (Rear)

	16.  Minimum System and Software Requirements
	
	
	TP350-70-2, APX H

	17.  Installation   Requirements
	
	
	TP350-70-2, APX H

	18.  Required Materials
	
	
	TP350-70-2, APX H

	19.  The classification is
	
	
	TP350-70-2, APX H

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

	20.  The classification is
	
	
	TP350-70-2, APX H

	21.  Pin Number
	
	
	TP350-70-2, APX H

	22.  Release Number
	
	
	TP350-70-2, APX H

	23.  Identification of Users Guide
	
	
	TP350-70-2, APX H

	24.  Title
	
	
	TP350-70-2, APX H

	25.  Date
	
	
	TP350-70-2, APX H

	26.  User Instructions
	
	
	TP350-70-2, APX H


IMIS TRAINING TECHNICIAN

FINAL PRODUCT REVIEW COURSEWARE CHECKLIST

(Pages 19- 24)

Review Start Date/Time:  ___________________________

Review completion Date/Time: _______________________

Recommend (check one):  Approval_____Disapproval_____

Total Review Time (hours spent): _____________________

CoursewareTitle/MOS:  ________________________________________________

Module Number: _____________________

Lesson Title: ________________________

Testing Location: ________________________

DTF Location:

· ___ Hunter Hall

· ___ NCO Academy

· ___ Transportation School

· ___ Bldg 1522

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:  __________CD-ROM
or
__________ Web-Based

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 that hangs up the system and lesson cannot be completed.

· ___  Links, references and videos that do not work.

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

· ___  Not able 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.
	
	
	


	REVIEW ITEM
	YES
	NO
	Comment

	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).
	
	
	

	Student record tracking works properly.

	19.  CW functions with the contract designated LMS. 
	
	
	

	20.  The test scores. 
	
	
	

	21.  If provided, the bookmark feature works.
	
	
	

	22.  If provided, the print feature works correctly.
	
	
	

	23.  At a minimum, a help function is included which tells the student how to navigate through the CW.
	
	
	

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

	25.  In your opinion, does the CW run and function so a student can easily use it?
	
	
	


	REVIEW ITEM
	YES
	NO
	Comment

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

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

	28.  If found, errors have been recorded on the error message sheet.
	
	
	

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

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

	31.  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.
	
	
	

	32.  The CW is virus-free.
	
	
	


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

34.  If ToolBook was used, what version of ToolBook was used? _________

35.  Is it DHTML?   _________YES

__________NO

36.  If ToolBook was used, were open scripts used?  _____YES    _____ NO

37.  If open scripts were used, have the ToolBook scripts been password protected?  ______YES
_____NO

Has the password been provided?  ______ YES  _____NO

· What is the password?  ________________

39.  Have the open scripts been removed?    ____YES  ____NO

40.  The recommended browser to be used is:

· Internet Explorer, Version_____

· Netscape, Version _____

41.  What plug-ins were used to develop this courseware?  ____________


____________
____________

42.  What is the recommended computer configuration that is listed on the CD cover or in the readme file?   _____________________________________

43.  If the courseware was not developed in ToolBook, are any special tools required to modify the courseware?  

· __________NOT APPLICABLE

· _________NO

· _________YES

44.  Tools required to modify this courseware are  _______________

_______________

_______________

_______________

45.  If the answer to question 43 is YES, are the tools required to modify the courseware 

· __________DL Contractor Developed

· __________COTS

If the tools are DL contractor developed, have they been provided?

· __________YES

· __________NO

46.  Review the archived items that you have.  Do the archived items have:

· Uncompressed Audio _____ Yes  _____No  

· Format: _________________

· Uncompressed Video _____ Yes  _____No  

· Format: _________________

· Uncompressed Graphics _____Yes  _____No  

· Format: ___________________________

My examination of ________________________________ (fill in 

courseware title) was conducted on __________________ (fill in date).

Name of IMI Training Technician  _________________________
ATISD FINAL COURSEWARE

REVIEW CHECKLIST (PAGE 25)

	Review Item
	Yes
	No

	1.  The RDL Manifest is accurate.
	
	

	2.  Is the CW ready to be loaded in the RDL development database for review.
	
	

	3.  Do internal/external links work.
	
	

	4.  Do Practical Exercises/Checks On Learning work within the RDL.
	
	

	5.  Is the CW SCORM compliant.
	
	

	6.  Is the CW is ALO compliant.
	
	

	7.  Will CW reside on the RDL or be linked through the RDL.
	
	

	8.  Are appropriate interfaces included.
	
	

	9.  Does student performance information transfer to the appropriate LMS.
	
	


My examination of ________________________________ (fill in 

courseware title) was conducted on __________________ (fill in date).

Name of ATISD Reviewer ____________________

TADLP FINAL PRODUCT

REVIEW CHECKLIST (PAGE 26)

	Review Item
	Yes
	No

	1.  CW has loading instructions.
	
	

	2.  CW does not load 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 hangs up system; lesson can’t be completed.
	
	

	7.  Links, references, video do not work.
	
	

	8.  Unable to use tools; functions to include printing; not able to save bookmarks to A or H drive
	
	

	9.  Distorted color; overprinted text or unclear sounds are not present.
	
	


My examination of ________________________________ (fill in 

courseware title) was conducted on __________________ (fill in date).

Name of TADLP Reviewer  ___________________

GENERIC COURSEWARE

ERROR SHEET (PAGE 27)

Note:  This error sheet may be used by either a courseware manager or training technician as needed.

1.  Courseware Title:



________________

2.  If CD-based, disc number:

________________

3.  Circle one of the following.  The error occurred:

a) In a lesson.

b) Completing a practical exercise or check on learning.

c) While taking a test.

d) ____________________________________  (fill in the blank in your own words.)

4.  Circle one of the following statements:

a).  There was no error message.

b).  An error message was displayed.  The message said:

__________________________________________________

6. Include this error sheet with the courseware review sheet that you complete.

Date: __________

Reviewer: ______________________

PAGE  
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