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COURSEWARE CHANGE PROCESS

CHECKLIST

OEP INTEGRATION IN COURSEWARE CHANGE

PROCESS

(SHADED AREAS INDICATE FORMATIVE

EVALUATION)

SOI Lesson

Designator:

ICP

NUMBER:

Lesson

Name:

AF Priority (1-

10):

CAI Lesson # & Rev.

level:

Est. Completion

Date:

SME:

ICP PREP:

Estimated Hours on

ICP:

Actual

Hours:

(Highlight lesson

type)

A = NEW

LESSON

B = LESSON

MODIFICATION

ACTION

REQUIRED

START

DATE

END

DATE

TIME TO

COMPLET

E

(Hours)

FIRST

NAME

& LAST

INITIAL

 

of

BOLDED

position

titles

PERCENT

COMPLET

E

STEP

CWA

 - Create

lesson

binder, checklists.

Update

lesson status.doc/Project

files.

N/A

1.0

TA/SME/M

M

 -

Determine

lesson requirements.

(If

required.)

5%

2.0

TA/SME/SD/M

M

 -

Create

lesson specification/

content

map.  (If

required.)

10%

3.0

AF

/

SME/TA/M

M

- Review

SOI/approve

lesson

specif

i

cation. (If

required)

15%

4.0

TA/SME/MM/G

A

 -

D

e

velop draft or revised

IG.

(Including graphics

r

e

quest.)

20%

5.0

TA/SME/MM/G

A

 -

D

e

velop draft or revised

SG.

(Including

graphics

r

e

quests).

25%

5.1

TA/SME/GA/M

M

 -

D

e

velop draft or

revised

stor

y

boards.

(Including

graphics

requests).

30%

5.2

SD/TA/SM

E

 -

Develop

draft OG.  (If

r

e

quired.)

35%

5.3

CCM -

Assign

graphic

ID/Update

database

38%

6.0

GA/SME/T

A

- Produce

draft

graphics.

(If

required.)

40%

7.0

SME

 -

Review/approve

draft IG/SG/OG,

graphics

and story boards. (CAIs

&

MM).

45%

8.0

GA -

Modify graphics.

(If

required.)

50%

9.0

SME -

Review and

approve

final

 

graphics.

53%

10.0

TA

 -

Review/approve

IG/SG/OG, graphics,

and

story boards (CAIs &

MM).

55%

11.0

TOTAL

ACTUAL

HOURS
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DATE

END
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TIME TO

COMPLETE

(Hours)

FIRST NAME

& LAST

INITIAL

 

of

BOLDED

position titles.

PERCENT

COMPLETE

STEP

QAR

/

AF-PM

 - Review

and approve draft

IG/SG/OG and storyboards

(CAI & MM).  (Note: AF -

PM required only for New

Lesson development.)

57%

12.0

GA

 - Produce final copy of

graphics.

60%

13.0

MM

 - Produce multi-

media products

65%

14.0

CAI

 - Program Self-Paced

lesson.

70%

15.0

CAI

 - Program Electronic

Classroom lesson.

70%

15.1

TA/SD

- Produce final

copy of IG/SG/OG.

75%

16.0

SME

 - Review all 

lesson

products for technical

accuracy.

80%

17.0

TA

 - Review all 

lesson

products.

90%

18.0

CAI

- Modify, then

Klip/Finalize Self-

Paced/Electronic

Classroom product. (If

required.)

83%

19.0

SME

 - Final approval of

all lesson products.

85%

20.0

QAE

 - Review

development procedures

and all lesson materials for

conformity to contractual

standards.

95%

21.0

CCM

 - Configure Self-

Paced/ Elec. Classroom/

MM electronic files for

Government Review.

98%

22.0

PCA (USAF)

100%

23.0

CCM

 - Update IG/SG/OG

electronic files.

100%

24.0

INSTRUCTORS/TA

 -

Conduct lesson

summative/operational

evaluation as part of FCA.

15%

25.0

TOTAL ACTUAL

HOURS
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BOLDED

position titles.

PERCENT

COMPLETE

STEP

QAR

/

AF-PM

 - Review

and approve draft

IG/SG/OG and storyboards

(CAI & MM).  (Note: AF -

PM required only for New

Lesson development.)

57%

12.0

GA

 - Produce final copy of

graphics.

60%

13.0

MM

 - Produce multi-

media products

65%

14.0

CAI

 - Program Self-Paced

lesson.

70%

15.0

CAI

 - Program Electronic

Classroom lesson.

70%

15.1

TA/SD

- Produce final

copy of IG/SG/OG.

75%

16.0

SME

 - Review all 

lesson

products for technical

accuracy.

80%

17.0

TA

 - Review all 

lesson

products.

90%

18.0

CAI

- Modify, then

Klip/Finalize Self-

Paced/Electronic

Classroom product. (If

required.)

83%

19.0

SME

 - Final approval of

all lesson products.

85%

20.0

QAE

 - Review

development procedures

and all lesson materials for

conformity to contractual

standards.

95%

21.0

CCM

 - Configure Self-

Paced/ Elec. Classroom/

MM electronic files for

Government Review.

98%

22.0

PCA (USAF)

100%

23.0

CCM

 - Update IG/SG/OG

electronic files.

100%

24.0

INSTRUCTORS/TA

 -

Conduct lesson

summative/operational

evaluation as part of FCA.

15%

25.0

TOTAL ACTUAL

HOURS
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PROCESS
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EVALUATION)

SOI Lesson

Designator:

ICP

NUMBER:

Lesson

Name:

AF Priority (1-

10):
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Est. Completion
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ICP PREP:

Estimated Hours on

ICP:

Actual
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(Highlight lesson
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DATE
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COMPLET

E

(Hours)
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NAME
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INITIAL

 

of

BOLDED

position

titles

PERCENT

COMPLET

E

STEP

CWA

 - Create

lesson

binder, checklists.

Update

lesson status.doc/Project

files.

N/A

1.0

TA/SME/M

M

 -

Determine

lesson requirements.

(If

required.)

5%

2.0

TA/SME/SD/M

M

 -

Create

lesson specification/

content

map.  (If

required.)

10%

3.0

AF

/

SME/TA/M

M

- Review

SOI/approve

lesson

specif

i

cation. (If

required)

15%

4.0

TA/SME/MM/G

A

 -

D

e

velop draft or revised

IG.

(Including graphics

r

e

quest.)

20%

5.0

TA/SME/MM/G

A

 -

D

e

velop draft or revised

SG.

(Including

graphics

r

e

quests).

25%

5.1

TA/SME/GA/M

M

 -

D

e

velop draft or

revised

stor

y

boards.

(Including

graphics

requests).

30%

5.2

SD/TA/SM

E

 -

Develop

draft OG.  (If

r

e

quired.)
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5.3

CCM -

Assign

graphic

ID/Update

database

38%

6.0

GA/SME/T

A

- Produce

draft

graphics.

(If

required.)

40%

7.0

SME
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Review/approve

draft IG/SG/OG,

graphics

and story boards. (CAIs

&

MM).

45%

8.0

GA -

Modify graphics.

(If

required.)

50%

9.0

SME -

Review and

approve

final

 

graphics.

53%

10.0

TA
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Review/approve

IG/SG/OG, graphics,

and

story boards (CAIs &

MM).

55%

11.0

TOTAL

ACTUAL
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START

DATE

END

DATE

TIME TO

COMPLETE

(Hours)

FIRST NAME

& LAST

INITIAL

 of

BOLDED

position titles.

PERCENT

COMPLETE

STEP

TA/SME

 - Validate review.

25%

26.0

TA

 - Make changes resulting

from summative/operational

evaluation.

35%

27.0

GA 

- Make changes resulting

from summative/operational

evaluation.

45%

28.0

CAI 

- Make changes resulting

from summative/operational

evaluation.

55%

29.0

SME

 - Review step 27.0 thru

29.0 changes for accuracy.

75%

30.0

QAE

 - Review all lesson

products for conformity to

contractual standards.

95%

31.0

CCM - 

Update files changed as

a result of

summative/operational

evaluation.

99%

32.0

FCA (USAF)

100%

33.0

CCM

 - Perform CM functions

outlined in steps 22 and 24

100%

34.0

TOTAL ACTUAL HOURS



Figure 3.1-8.  The C-130 ATS Courseware Process

Checklist Contains Formative Evaluation Steps.
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COURSEWARE CHANGE PROCESS CHECKLIST







OEP INTEGRATION IN COURSEWARE CHANGE PROCESS







(SHADED AREAS INDICATE FORMATIVE EVALUATION)







SOI Lesson Designator:







ICP NUMBER:







Lesson Name:







AF Priority (1-10):







CAI Lesson # & Rev. level:







Est. Completion Date:







SME:







ICP PREP:







Estimated Hours on ICP:







Actual Hours:







(Highlight lesson type)







A = NEW LESSON







B = LESSON MODIFICATION







ACTION REQUIRED







START







DATE







END







DATE







TIME TO







COMPLETE







(Hours)







FIRST NAME







& LAST







INITIAL







 of







BOLDED







position titles







PERCENT







COMPLETE







STEP







CWA







 - Create lesson







binder, checklists.  Update







lesson status.doc/Project







files.







N/A







1.0







TA/SME/MM







 - Determine







lesson requirements.  (If







required.)







5%







2.0







TA/SME/SD/MM







 -







 







Create







lesson specification/ content







map.  (If required.)







10%







3.0







AF







/







SME/TA/MM







 







- Review







SOI/approve lesson







specif







i







cation. (If required)







15%







4.0







TA/SME/MM/GA







 -







D







e







velop draft or revised IG.







(Including graphics r







e







quest.)







20%







5.0







TA/SME/MM/GA







 -







D







e







velop draft or revised SG.







(Including graphics







r







e







quests).







25%







5.1







TA/SME/GA/MM







 -







D







e







velop draft or revised







stor







y







boards.  (Including







graphics requests).







30%







5.2







SD/TA/SME







 - Develop







draft OG.  (If r







e







quired.)







35%







5.3







CCM - 







Assign graphic







ID/Update database







38%







6.0







GA/SME/TA







 







- Produce







draft graphics.







(If required.)







40%







7.0







SME







 - Review/approve







draft IG/SG/OG, graphics







and story boards. (CAIs &







MM).







45%







8.0







GA - 







Modify graphics.  (If







required.)







50%







9.0







SME - 







Review and approve







final







 graphics.







  







53%







10.0







TA







 - Review/approve







IG/SG/OG, graphics, and







story boards (CAIs & MM).







55%







11.0







TOTAL ACTUAL







HOURS












_984122642.doc


ACTION REQUIRED







START







DATE







END







DATE







TIME TO







COMPLETE







(Hours)







FIRST NAME







& LAST







INITIAL







 of







BOLDED







position titles.







PERCENT







COMPLETE







STEP







QAR







/







AF-PM







 - Review







and approve draft







IG/SG/OG and storyboards







(CAI & MM).  (Note: AF -







PM required only for New







Lesson development.)







57%







12.0







GA







 - Produce final copy of







graphics.







60%







13.0







MM







 - Produce multi-







media products







65%







14.0







CAI







 - Program Self-Paced







lesson.







70%







15.0







CAI







 - Program Electronic







Classroom lesson.







70%







15.1







TA/SD







 







- Produce final







copy of IG/SG/OG.







75%







16.0







SME







 - Review all lesson







products for technical







accuracy.







80%







17.0







TA







 - Review all lesson







products.







90%







18.0







CAI 







- Modify, then







Klip/Finalize Self-







Paced/Electronic







Classroom product. (If







required.)







83%







19.0







SME







 - Final approval of







all lesson products.







85%







20.0







QAE







 - Review







development procedures







and all lesson materials for







conformity to contractual







standards.







95%







21.0







CCM







 - Configure Self-







Paced/ Elec. Classroom/







MM electronic files for







Government Review.







98%







22.0







PCA (USAF)







100%







23.0







CCM







 - Update IG/SG/OG







electronic files.







100%







24.0







INSTRUCTORS/TA







 -







Conduct lesson







summative/operational







evaluation as part of FCA.







15%







25.0







TOTAL ACTUAL







HOURS












_984043921.doc


AF-PM – Air Force Program Manager







PCA – Physical Configuration











CCM – Courseware Configuration Management











QAE – Contractor Quality Assurance Evaluator















CWA – Courseware Administrator







QAR – Government Quality Assurance Rep











FCA – Functional Configuration Audit







SD – Software Developer







GA – Graphic Artist







SME – Subject Matter Expert







MM – Multi-Media







TA – Training Analyst
















