Appendix K:



Total Army Training System (TATS) Course Checklist





PURPOSE:  This checklist describes the components of a completed, digitized TATS Course.  It will be used by Training/TD (Task) Proponents to plan for and ultimately deliver, with in-house or contract support, all components of a TATS Course suitable for training execution.  It will also be used by ATSC to ensure all requisite course components have been received for delivery processing as a completed TATS Course.





PREREQUISITES:



1.	Instructional - All course critical task training has been redesigned to train to Total Force standards.  Long- and short-range training strategies have been completed, to include analytical review of the occupation-specific training continuum.



2.	Technical - See the TRADOC Technical Media Standards on the ATSC Home Page at http://www.atsc.army.mil/dld/standard.htm to access training development automation and delivery standards.  Font and pitch are not critical factors as they automatically revert to a default when converted to HTML.  Recommended standard is Word 6.0, Times New Roman, 12 pitch.  Different font and pitch characteristics may be used for selected text to give emphasis or special effect.





COMPONENTS:  The items described in the following table identify constituent components of TATS Courses as required by TRADOC Reg 350-70 and supporting guidance.  File and packaging configurations may vary within published guidelines, based on size and type of digitized files and existing multimedia components.  Component access will be based on a digital directory for all TSPs and supporting items (course management documents, etc), with subdirectories for phases and supporting modules comprised of digital lessons, etc.





SUBMISSION:  Send approved electronic TATS Course Training Support Packages to Cdr, USATSC, ATTN:  ATIC-DLC-T, Fort Eustis, VA  23604-5166 

















All training/TATS Courses are CUI unless marked “Classified” or “Unclassified.”  They also may have FD restrictions.  Future automation must provide capability to manage proper access to course files.���TATS COURSE CHECKLIST 



GO/NO GO*�DESCRIPTION�REMARKS���Course Summary Data File (CSDF):  The information provided includes ---

=	Course title, course number, job trained by the course (number, title).

=	Course description narrative.

=	Instructional prerequisites.

=	A summary of special requirements for the execution of this digitized course:

	-	Automation requirements, i.e., internet access, CD-ROM applications, etc.

	-	Special facility/equipment requirements, e.g., VTT requirement, TADSS, special classroom features.

	-	Instructor certification requirement.

=	All data needed for inclusion in the DITIS.

Note:  This data file supports course implementation prerequisites and is not included with distributed instructional materials.����Read-Me Data File (RMDF) 

=	Files provided follow the standard file naming convention.

=	Guidance for any training system access protocols (i.e., Army Doctrine and Training Digital Library [ADTDL], INTERNET) for obtaining access to the course files are included.

=	Course table of contents is included.

=	All files (phases, modules, lessons) that constitute the course are properly listed.

=	Course module/lesson and support product packaging configuration is provided.�

��

�Training Course Control Documentation (TCCD):  The information provided includes ---

=	Identification of the course by number and title.

=	Table of Contents (TOC).

=	The complete Course Management Plan (CMP) with ---

	-	* Course Structure	-	* Course Map (mandatory training sequence)

	-	* Training Sequence	-	Course Manager Qualifications

	-	Course Manager Guidance	-	Instructor Certification Requirements

	-	Instructor / Facilitator Guidance	-	Student Guidance

	-	* Test Administration Guidance	-	Required References 

	-	Trainer Guidance	

* Mandatory components are marked with an asterisk.�

��Continued on next page

�TATS COURSE CHECKLIST, Continued

GO/NO GO*�DESCRIPTION�REMARKS���(TCCD) (continued):

=	Course management materials listed in the TOC.

=	Training facilities requirements.

=	Program of Instruction (POI).���

�Student Guide Data File (SGDF).  The information provided includes ---

=	Student Orientation Material.

	-	Student Evaluation Plan.

	-	Procedure guidance for resident and distance learning training as appropriate.

	-	DL POC (office, phone number, e-mail address).

=	Student Handouts, e.g., Student Guide, Course/Training Critique Sheets, Reference extracts, Information sheets, Assignment Sheets, Student Equipment/Material List, etc.�

��

�Course TSP Data Files (CTDF).  The information provided includes ---

=	All instructional materials organized by phases, modules, lessons

=	Properly marked and digitized text and graphics data files by lesson, grouped and packaged by phases, modules, and/or lessons.

=	Digital masters suitable for replication for all required and properly identified instructional media products (electronic viewgraphs, videotapes, graphics, audio tapes, Interactive Multimedia Instruction [IMI]).

OR                                                                                              

	Identified source of the master for required instructional media products    not currently formatted as digital files.

=	All required reference material, digital if available, extracted as master material for replication and distribution with the course, or identified to source of the master.�

���Controlled tests: 

=	All controlled course tests are included.

=	All practical exercises used as tests are included.

=	An answer key or solution sheet is included for each test.

���*NO GO requires remarks addressing corrective action and timelines.

  Must achieve  GO in all blocks before information will be entered into the ADTDL/delivered. 

�

TATS COURSE CHECKLIST USE EXPLANATION



Reference: 	TRAD0C Reg 350-70 Chapters VI-6 and VI-8, and Appendix E, paragraphs E-3 and E-4.



BLOCK TITLE�TRAINING / TD (TASK) PROPONENT ACTIONS��The first file is a stand-alone file loaded separately onto the digital library.��Course Summary Data File (CSDF)

�The information presented in this section functions as an on-line course catalog for users and provides a summary of special requirements for the execution of this course for the course manager/instructor.  A main purpose for this information is to give the course manager/instructor the information required to determine if the course can be presented at a specific training site/location.  The training/TD (task) proponent 

must ---

=	Identify the job (number, title) trained by the course.

=	Provide a course description narrative.  This is the same description included in the TRAS documents.

=	Identify all instructional prerequisites.

=	Provide a summary of special requirements for the execution of this digitized course.  Do not duplicate the POI.

	-	Automation requirement, i.e., internet access requirements, CD-ROM needs, etc.

	-	Special facility/equipment requirements, e.g., VTT requirement, TADSS, special classroom features.

	-	Instructor certification requirement.

=	Provide all data needed for inclusion in the Defense Instructional Technology Information System (DITIS).

��The following files are loaded onto the digital library as a total package.  The files comprise a TATS Course TSP.��Read-Me Data File (RMDF) 

�This is the first file the course manager/instructor should open.  It identifies all the course files to ensure the course manager/instructor knows what to download  and provides guidance on how to download the course material. The proponent must ---

=	Follow the standard file naming convention for all files included in the course.  

	Note:  See the DLD home page at http://www.atsc.army.mil/dld/standard.htm.

=	Provide specific guidance for obtaining access to the course files included.

=	Provide training system access protocols (i.e. ADTDL, INTERNET).

=	Include a course table of contents, structured to hyperlink to related course data files.

=	List all files (phases, modules, lessons) that constitute the course.

=	Provide the course module/lesson and support product packaging configuration.

��Continued on next page

�TATS COURSE CHECKLIST USE EXPLANATION, Continued

BLOCK TITLE�TRAINING / TD (TASK) PROPONENT ACTIONS��Training Course Control Documentation (TCCD) 

�Included in this file are all the course management and training administration products required to implement the course.  The proponent must ---

=	Provide the course number and title.

=	Include Table of Contents (TOC).  This is a directory to the entire TATS TSP.  The proponent must include ---

	-	All major components/sub-components of the TSP in an HTML file to make it easy for the user to find and download the desired/required information.

	-	File hyperlinks to course components.

Note:	If a component of the TSP is to be downloadable, it must contain a header page IAW ADTDL standards.  To ensure links work properly, the subdirectories/files must be in the same directory as the TOC (put one course in one directory).

=	Include the complete Course Management Plan (CMP) with ---

	-	Course structure	-	Course map (mandatory training sequence)

	-	Training sequence	-	Course Manager guidance

	-	Instructor / facilitator guidance	-	Student guidance

	-	Test Administration guidance	-	References required

	-	Trainer guidance

=	Include appropriate Course Management Materials, such as ---

	-	Student management document forms.

	-	Master student progress control chart.

	-	Student progress chart.

	-	Instructor course evaluation feedback form.

=	Provide a SUMMARY of the training facilities requirements (buildings, training areas, large training devices) required to present this instruction.  Do not duplicate POI material.

=	Program of Instruction (POI).��Student Guide Data File (SGDF) 

�The SGDF provides student-specific guidance and information to optimize student learning.  Details for the student what is expected of them and provides all necessary information and guidance required to facilitate course progression.  This material will be provided to the student before training commences.  Include ---

=	Student Orientation Material, i.e., the information required by the student to satisfactorily complete the training.  Components include ---

	-	Student Evaluation Plan

	-	Procedure guidance for resident and distance learning training as appropriate.

	-	POC (The office, phone number, e-mail address the student can contact in the event assistance is required when completing self-paced training materials).

=	Student Handouts, e.g., Student Guide, Course/Training Critique Sheets, reference extracts, information sheets, assignment sheets, Student Equipment/Material List, etc.��Continued on next page

�TATS COURSE CHECKLIST USE EXPLANATION, Continued

BLOCK TITLE�TRAINING / TD (TASK) PROPONENT ACTIONS��Course TSP Data Files �The CTDF provides instructional materials required to teach course critical  tasks to standard.

��(CTDF)��Instructional Materials,    (EXAMPLE)

	Module A	[Distance learning courseware, common core, etc.]

	Module B	[Resident training, Lesson plans and all supporting materials]

	Module C	[Student self-paced lesson(s); IMI. And all supporting materials] 

	Note 1:	A module may consist of one or more lessons.

	Note 2:	See TRADOC Reg 350-70, Chapter VI-6, for course structure information���

�

The training/TD (task) proponent will include: 

=	Properly marked and digitized text and graphics data files by lesson, grouped and packaged by phases, modules, and/or lessons.

=	All required and properly identified Instructional media (electronic viewgraphs, videotapes, graphics, audio tapes, Interactive Multimedia Instruction [IMI]) product masters suitable for replication.

OR

=	Required and fully identified instructional media products not currently formatted as digital files, referenced to source of the master to allow for student or instructor to locate and obtain the required file.

=	All required reference material, digital if available, extracted as master material for replication and distribution with the course, or identified to source of the master.



Note:	Ensure common core is included in the appropriate leader development course TSP.

��Controlled tests�This section contains the course tests (performance and performance based) that are controlled and the answer/solution sheets for each.  It also includes practical exercises that are used as tests and their solutions. Tests that are embedded within IMI programs are not included here.  The proponent must include sufficient questions to construct two tests when a performance based test is called for.

�����



TRADOC Regulation 350-70
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