
	Audiovisual Guidelines, Strategies, Production, and Deployment Considerations Template

	
	
	GO
	NO GO
	N/A

	Classified Material
	Marked all classified material files with appropriate classification markings
	
	
	

	Copyright / Proprietary Material
	Complied with copyright and intellectual property laws
	
	
	

	
	Obtained proper permissions when material developed by others was used
	
	
	

	Accessibility
	Provided alternative text (ALT) text for content graphics, animations, and simulations that was consistent, clear, complete, and useful
	
	
	

	
	Provided/coordinated synchronized text equivalents for multimedia presentations
	
	
	

	
	Used basic text enhancements (e.g. paragraph breaks, bold, lists) for closed captioning where appropriate, that did not interfere with the functionality of the screen reader software
	
	
	

	
	Conveyed important information in an additional way other than color (e.g., alternative text, label, shape, texture) to accommodate people with color blindness
	
	
	

	
	Kept table formats simple and clearly labeled columns and rows.  Avoided nesting tables in tables
	
	
	

	
	Avoided using timed responses, unless they was a critical element of the task 
	
	
	

	
	Ensured clickable areas/images did not overlap.  Used simple clickable shapes (e.g., square, rectangle, and circle)
	
	
	

	
	Avoided blinking screen elements unless instructionally necessary
	
	
	

	Content Layout
	Ensured it was visually pleasing and provided for smooth eye flow from screen to screen
	
	
	

	
	Placed key information in prominent areas (e.g. away from the border)
	
	
	

	
	Presented recurring information in constant locations (e.g. titles)
	
	
	

	
	Consistent regarding standardization of controls, screen placement, writing techniques, audio use, special effect use, color use, and cue use
	
	
	

	
	Provided a consistent layout for the same types of screens (e.g. checks on learning)
	
	
	

	Content Appearance


	Presented information in a top down, left to right format
	
	
	

	
	Ensured that key details were easily identified
	
	
	

	
	Standardized locations on the screen to display specific instructions/prompts for learners
	
	
	

	
	Incorporated text that described or labeled visual elements within the graphics whenever possible
	
	
	

	
	Integrated diversity (gender, ethnic groups, etc.) appropriate to the target audience
	
	
	

	
	Used color consistently; each color had a clear and consistent meaning
	
	
	

	
	Ensured adequate contrast between text and background colors
	
	
	

	
	Avoided bright shades and hues of colors that bled into the background
	
	
	

	Text Development


	Included a visual element that directly related to the text whenever possible.
	
	
	

	
	Limited the amount of text on the screen
	
	
	

	
	Put cautions, warnings, environmental protection factors, or exceptions to some prescribed action before the instructions
	
	
	

	
	Organized text into small but logical chunks of relevant information
	
	
	

	
	Kept text simple and direct
	
	
	

	
	Used a conversational style
	
	
	

	
	Used short sentences and paragraphs.  Broke up lengthy sentences using bullets, numbered lists, tables and/or charts
	
	
	

	
	Provided generous white space to separate blocks of text
	
	
	

	
	Started paragraphs with the main idea, followed by topically related subordinate text
	
	
	

	
	Provided learners with necessary information in the fewest possible steps in the shortest time possible
	
	
	

	
	Addressed only one concept, procedure, or item of instruction on a screen, unless it was instructionally necessary or common sense to do otherwise
	
	
	

	
	Made clear the transition from one concept to another
	
	
	

	
	Maintained parallel construction, noun-pronoun, and noun-verb agreement
	
	
	

	
	Used active voice whenever possible
	
	
	

	
	Used bold for emphasis; avoided underlining except for hyperlinks
	
	
	

	
	Align text flush left, ragged right; avoided indenting paragraphs
	
	
	

	
	Used uppercase words sparingly; avoided using words in all uppercase
	
	
	

	
	Hyperlinked glossary words, when appropriate
	
	
	

	
	Avoided scrolling 
	
	
	

	
	Avoided using paragraphs of on-screen text, narration, and visual elements simultaneously
	
	
	

	Storyboards
	Explained adequately each IMI screen and listed navigation
	
	
	

	Visual Elements

(general)
	Related directly to the learning objective and screen content
	
	
	

	
	Had a consistent look and feel
	
	
	

	
	Incorporated any needed on-screen text within the visual element whenever possible
	
	
	

	
	Used visual representations of text whenever possible
	
	
	

	
	Reused graphics to reinforce basic concepts whenever possible
	
	
	

	
	Provided recurring information in consistent locations
	
	
	

	
	Maintained a constant perspective in a series of visuals; cued the learners if a change in perspective was necessary
	
	
	

	
	Titled charts clearly with appropriately sized fonts
	
	
	

	
	Avoided overloading charts with small symbols or graphics
	
	
	

	
	Avoided cluttering the screen with too many visual elements
	
	
	

	
	Did not include contractor or corporate logos
	
	
	

	Static Graphics / Still Photographs
	Ensured adequate contrast between subject and background colors
	
	
	

	
	Ensured that key details were easily identifiable
	
	
	

	
	Avoided using too many visual cues or colors at once
	
	
	

	Animation


	Designed animations appropriate to the target audience
	
	
	

	
	Combined animation with narration rather than with chunks of on-screen text, whenever possible
	
	
	

	
	Incorporated learner interaction whenever instructionally sound
	
	
	

	
	Allowed learners to play, pause, and repeat animation
	
	
	

	
	Matched the duration of animation with narration to avoid long pauses
	
	
	

	
	Reserved blinking for critical situations that required immediate attention or action
	
	
	

	
	Avoided animation that wandered across the screen or otherwise distracted learners from the content
	
	
	

	Video
	Used appropriate method of instruction (e.g., demonstration, panel discussion, guest speaker, etc.) for the content presented
	
	
	

	
	Lit the main subject well and eliminated background distractions
	
	
	

	
	Used video or graphic window overlays to show extreme close-ups of small objects (e.g., wide-angle views for knobs and switches)
	
	
	

	
	Allowed learners to play, pause, and repeat video
	
	
	

	
	Allow learner to stop video and proceed
	
	
	

	
	Played video automatically as soon as the page was loaded unless there was an instructional need for the learner to initiate it (then provided a “play” button) 
	
	
	

	
	Used a separate page for video scripts and referenced the corresponding screen number; used a two-column format in which the left side described the scene and the right side stated the actual words to be recorded
	
	
	

	
	Planned video segments in advance of the editing process
	
	
	

	
	Shot several takes of the same scene or subject with adequate footage before and after to facilitate editing
	
	
	

	
	Avoided traditional techniques (e.g., zooming, panning, transitional wipes and dissolves, fast motion subjects, etc.) unless they were instructionally necessary
	
	
	

	Interactive Graphics
	Allowed learners at least two opportunities to complete the interactivity whenever possible
	
	
	

	
	Provided descriptive feedback on the same screen, if applicable
	
	
	

	3D Graphics
	Considered using when the graphic or parts of the graphic could be reused elsewhere in the course to save on overall production time 
	
	
	

	
	Considered “hybrid” animations that used 3D imagery and 2D animations to reduce file size
	
	
	

	3D Visualizations


	Ensured equipment parts were recognizable
	
	
	

	
	Allowed students to drill down to greater detail
	
	
	

	
	Limited the number of individual parts, preferably less than fifty
	
	
	

	
	Considered using colors instead of textures on some, or even all, parts unless instructionally necessary
	
	
	

	
	Reduced or eliminated backgrounds unless there was an instructional need to display them
	
	
	

	Real-Time Simulations
	Used when the learner must act on realistic scenarios without attendant dangers and inefficiency
	
	
	

	
	Used to facilitate exploration and reflection
	
	
	

	
	Incorporated demonstrations, coaching, and explanations whenever possible
	
	
	

	
	Considered making levels of increased difficulty (e.g. beginner and advanced)
	
	
	

	
	Provided descriptive feedback
	
	
	

	Audio


	Stated in the storyboard the actual words or sounds to record.  Added pages if additional space was necessary
	
	
	

	
	Provided complete closed captioning
	
	
	

	
	Spelled out all numbers for the script/narration
	
	
	

	
	Used hyphens to format acronyms for the script/narration
	
	
	

	
	Used a conversational style rather than a formal style
	
	
	

	
	Used short sentences and defined terms, if used
	
	
	

	
	Provided learners with the necessary information in the fewest possible steps in the shortest time possible
	
	
	

	
	Made clear the transition from one concept to another; used transitional words such as first, second, next, as a result, etc.
	
	
	

	
	Maintained noun-pronoun and noun-verb agreement
	
	
	

	
	Used active voice whenever possible
	
	
	

	
	Allowed learners to play, pause, and repeat audio
	
	
	

	
	Allow learner to stop audio and proceed
	
	
	

	
	Wrote narration and dialog to include a preview summary that outlined the main steps
	
	
	

	
	Organized narration and dialog into short, logical chunks that were simple and direct
	
	
	

	
	Set narration to play automatically (as soon as the page was loaded) for individual page narration
	
	
	

	
	Wrote narration that supported the on-screen text and graphics, rather than competed with them
	
	
	

	
	Used combinations of narration and visual elements rather than combinations of paragraphs of on-screen text and visual elements whenever possible
	
	
	

	
	Matched the duration of animation with narration to avoid long pauses
	
	
	

	
	Used sound effects to add realism, when appropriate
	
	
	

	
	Avoided sound effects that indicated correct/incorrect responses
	
	
	

	Browser Type and Version
	Checked that browser type is consistent with latest guidance; displayed a warning message if requirement not met
	
	
	

	
	Displayed a warning message if browser configuration was not adequate
	
	
	

	Plug-Ins
	Included necessary programming to check for the presence of any plug-ins that were required by the course
	
	
	

	
	Checked for plug-ins before any attempt to load the plug-in, for each SCO
	
	
	

	
	Displayed a warning message if a required plug-in was missing and explained how to obtain the plug-in
	
	
	



