
CHECKLIST FOR INTERACTIVE ELECTRONIC TECHNICAL MANUAL (IETM)  
DEVELOPMENT

ADOBE 8.0PREVIOUS EDITIONS ARE OBSOLETEMDMC/TMDE/002   (Rev.  5-09)

The Technical Data Support (TDS) Team will develop Interactive Electronic Technical Manuals (IETMs) and use the following checklist to ensure 
that all requirements have been met.

STEP TDS TEAM MEMBER INITIALS

Using IADS, develop template/outline using current TMCR and SOW for the contracted IETM.

Set-up folder for APS project.

Set-up personal folder in email.

Short Title (TM Number) and PCN request initiated as directed by the WSS PC. 
Short Title (TM Number) and PCN requested, by TDS Team Leader, from TMDE  
Equipment Specialist (for Marine Corps Technical Publications) at Bldg. 3700.

When Short Title (TM Number) and PCN are assigned, information distributed to all TDS Team 
personnel and the WSS PC or customer.

IETM Tree (Directories) built.  Refer to contracted TMCR.

Canned text inserted (ie., Cover Page, Safety Summary, generic data) into Chapters and Sections.

PDR IETM submitted to the WSS PC or customer for review/approval.

If needed, adjustments and/or corrections made to IETM from PDR IETM review conducted by  
WSS PC or customer.

Canned text tailored to the project.

Raw data gathered about the end item.

Pertinent data researched and extracted from the raw data.

Paragraphs and manuscript structure formulated from pertinent data.

Procedural steps and maintenance procedures written.

Illustrations (line art/photographs) developed or obtained from EDP for use throughout the IETM. 
Note: If using illustrations from the EDP, border lines, title block data, Notes, and any other extra  
data or markings, other than the specified callouts, have been removed.

Illustrations incorporated into manuscript ensuring that callouts match what the manuscript states.

List of Figures (LOF) developed that will be hyperlinked to specific frame used in the IETM.  Figures 
hyperlink correctly to the location of that figure.

List of Tables (LOT) developed that will be hyperlinked to specific frame used in the IETM.  Tables  
hyperlink correctly to the location of that table.

From Safety Summary List, add any other Warnings or Cautions added, that are used in the IETM, 
with paragraph identifying the location.  All paragraphs hyperlinked correctly to the location used  
inside the IETM.

CDR IETM submitted to WSS PC or customer for review/approval.

If needed, adjustments and/or corrections made to IETM from CDR IETM review conducted by  
WSS PC or customer.

Parts List obtained.

Illustrations developed or obtained for use throughout the IETM. 
Note:  If using illustrations from the EDP, border lines, title block data, Notes, and any other extra  
data or markings, other than the specified callouts, have been removed.

Incorporate illustrations into manuscript ensuring that callouts match what manuscript states.
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STEP TDS TEAM MEMBER INITIALS

LOF developed continually and hyperlinked to specific frame where the figure is used in the IETM.  Links to figures 
are correct.

LOT developed continually and hyperlinked to specific frame table is used in the IETM.  Links to tables are correct.

From Safety Summary List, add any other Warnings or Cautions added, that are used in the IETM, with paragraph 
identifying location.  All paragraphs hyperlinked correctly to location used inside the IETM.

RPSTL developed.

IETM reviewed entirely for completeness/accuracy from beginning to end.

All hyperlinks reviewed to ensure links funtion correctly and go to the intended location.

Short Title (TM Number) inserted correctly.

Date inserted correctly.

PCN inserted correctly.

IETM data produced on medium required and labels prepared for that medium.

FCA IETM submitted to WSS PC or customer for review/approval.

If needed, adjustments and corrections made from FCA review submission conducted by WSS PC or  
customer.

IETM data produced on medium and labels prepared for that medium.

If needed, FCA IETM resubmitted for review/approval to the WSS PC or customer. 
  
Note:  This process will continue until FCA IETM is approved for Validation/Verification and Final Acceptance (what 
will be the Final IETM).
Note:  During Validation/Verification and Final Acceptance, TDS Team Member shall be available for questions and 
technical assistance for any issues concerning the IETM. 
  
 If needed, during Final Acceptance, adjustments and corrections made to Final IETM. 
 

If needed, Final IETM data produced on medium required and labels prepared for that medium.
If needed, Final IETM submitted for review/approval to the WSS PC or customer. 
  
 Note:  This process will continue until Final IETM is approved during Validation/Verification and  
 Final Acceptance. 
 

Final deliverable (per CDRL) for Final IETM is provided to WSS PC or customer.

IETM directories archived upon completion of corrections to Validation/Verification CD changes.

Final IETM deliverable is submitted, by WSS PC or customer, to the TMDE Department Software Configuration/Data 
Management (C/DM) Library located in Maintenance Center Albany (MCA), Bldg. 2200.

Directories and files removed from local shared drive where IETM was authored and developed.
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The Technical Data Support (TDS) Team will develop Interactive Electronic Technical Manuals (IETMs) and use the following checklist to ensure
that all requirements have been met.
STEP
TDS TEAM MEMBER INITIALS
Using IADS, develop template/outline using current TMCR and SOW for the contracted IETM.
Set-up folder for APS project.
Set-up personal folder in email.
Short Title (TM Number) and PCN request initiated as directed by the WSS PC.
Short Title (TM Number) and PCN requested, by TDS Team Leader, from TMDE 
Equipment Specialist (for Marine Corps Technical Publications) at Bldg. 3700.
When Short Title (TM Number) and PCN are assigned, information distributed to all TDS Team personnel and the WSS PC or customer.
IETM Tree (Directories) built.  Refer to contracted TMCR.
Canned text inserted (ie., Cover Page, Safety Summary, generic data) into Chapters and Sections.
PDR IETM submitted to the WSS PC or customer for review/approval.
If needed, adjustments and/or corrections made to IETM from PDR IETM review conducted by 
WSS PC or customer.
Canned text tailored to the project.
Raw data gathered about the end item.
Pertinent data researched and extracted from the raw data.
Paragraphs and manuscript structure formulated from pertinent data.
Procedural steps and maintenance procedures written.
Illustrations (line art/photographs) developed or obtained from EDP for use throughout the IETM.
Note: If using illustrations from the EDP, border lines, title block data, Notes, and any other extra 
data or markings, other than the specified callouts, have been removed.
Illustrations incorporated into manuscript ensuring that callouts match what the manuscript states.
List of Figures (LOF) developed that will be hyperlinked to specific frame used in the IETM.  Figures hyperlink correctly to the location of that figure.
List of Tables (LOT) developed that will be hyperlinked to specific frame used in the IETM.  Tables 
hyperlink correctly to the location of that table.
From Safety Summary List, add any other Warnings or Cautions added, that are used in the IETM,
with paragraph identifying the location.  All paragraphs hyperlinked correctly to the location used 
inside the IETM.
CDR IETM submitted to WSS PC or customer for review/approval.
If needed, adjustments and/or corrections made to IETM from CDR IETM review conducted by 
WSS PC or customer.
Parts List obtained.
Illustrations developed or obtained for use throughout the IETM.
Note:  If using illustrations from the EDP, border lines, title block data, Notes, and any other extra 
data or markings, other than the specified callouts, have been removed.
Incorporate illustrations into manuscript ensuring that callouts match what manuscript states.
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STEP
TDS TEAM MEMBER INITIALS
LOF developed continually and hyperlinked to specific frame where the figure is used in the IETM.  Links to figures
are correct.
LOT developed continually and hyperlinked to specific frame table is used in the IETM.  Links to tables are correct.
From Safety Summary List, add any other Warnings or Cautions added, that are used in the IETM, with paragraph
identifying location.  All paragraphs hyperlinked correctly to location used inside the IETM.
RPSTL developed.
IETM reviewed entirely for completeness/accuracy from beginning to end.
All hyperlinks reviewed to ensure links funtion correctly and go to the intended location.
Short Title (TM Number) inserted correctly.
Date inserted correctly.
PCN inserted correctly.
IETM data produced on medium required and labels prepared for that medium.
FCA IETM submitted to WSS PC or customer for review/approval.
If needed, adjustments and corrections made from FCA review submission conducted by WSS PC or 
customer.
IETM data produced on medium and labels prepared for that medium.
If needed, FCA IETM resubmitted for review/approval to the WSS PC or customer.
 
Note:  This process will continue until FCA IETM is approved for Validation/Verification and Final Acceptance (what will be the Final IETM).
Note:  During Validation/Verification and Final Acceptance, TDS Team Member shall be available for questions and technical assistance for any issues concerning the IETM.
 
 If needed, during Final Acceptance, adjustments and corrections made to Final IETM.
 
If needed, Final IETM data produced on medium required and labels prepared for that medium.
If needed, Final IETM submitted for review/approval to the WSS PC or customer.
 
 Note:  This process will continue until Final IETM is approved during Validation/Verification and 
 Final Acceptance.
 
Final deliverable (per CDRL) for Final IETM is provided to WSS PC or customer.
IETM directories archived upon completion of corrections to Validation/Verification CD changes.
Final IETM deliverable is submitted, by WSS PC or customer, to the TMDE Department Software Configuration/Data Management (C/DM) Library located in Maintenance Center Albany (MCA), Bldg. 2200.
Directories and files removed from local shared drive where IETM was authored and developed.
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