ADDIE Project Plan Correctly Completing a GA Title 
Analysis 
Leaner Analysis 
Audience. This training will help train new Georgia title clerks, reeducate employed Georgia title clerks, and provide documentation to be used as a printable job aide. 
Prior Knowledge. Title clerks with the company may already contain this knowledge. It should serve as a refresher course for these employees, and we should give them the opportunity to take the course at an accelerated pace. However, these employees need to prove that they can accurately complete the Georgia title. This includes avoiding common errors such as an incorrect odometer, missing signatures, and improperly inputted names. 
Additional Concerns. The Georgia title must comply with Georgia Department of Revenue (DOR) standards. Legal accuracy required; mistakes can invalidate title transfer. 
Task & Content Analysis 
Break down the steps required to complete a GA title: 
Identify sections of the MV-1 and the title itself 
Legal owner information 
Lienholder information (if applicable) 
Vehicle information (VIN, year, make, model) 
Odometer disclosure requirements 
Buyer/seller signatures 
Date of sale 
Penalties for errors or incomplete fields 
Performance Gap 
There is a high rate of returned paperwork from the Department of Revenue due to Georgia title clerks incorrectly completing the GA Title. This is costing the company in return and late fees that are due to the state. 
The desired outcome of this training will be that all GA title clerks consistently complete GA titles accurately and meet compliance standards. 
Learning Objectives 
GA title clerks will be able to identify and accurately complete all required sections of a GA title. 
GA title clerks will recognize and avoid common errors. If an error occurs, they’ll be able to create an Affidavit of Correction (Form T-11) to amend the mistake prior to submission to the state. 
Verify title documents for compliance before submission to the DOR. 
Design 
Storyboard the Course 
Create a storyboard that outlines the flow of the course. Create drafts of the images, multimedia, PDF, and any videos that need to be created. Present to stakeholders and SMEs for feedback prior to production. 
Objectives written in measurable terms focusing on Bloom’s Taxonomy 
Identify mandatory fields on a GA vehicle title. 
Explain key legal requirements for completing title transfers in Georgia. 
Demonstrate accurate completion of a sample GA title. 
Evaluate a completed title and recognize errors or omissions. 
Instructional and Assessment Strategy 
Use microlearning modules focused on the individual parts of the GA title.  These micro learnings will include a step-by-step walkthrough, Interactive labeling exercises, and error-spotting practice. 
Development 
Content Creation 
Begin creation of materials that are needed to develop the course after consulting with team members using the storyboards and concept boards. Develop scenario-based assessments to present to SMEs and managers for feedback then develop the training modules using LMS. 
Internal Review 
SMEs will review information presented for accuracy and legal compliance. 
The pilot will be sent to testing, and feedback will be gathered via survey and TEAMs meetings about the quality of the course and the transference of knowledge. 
Implementation 
Deployment 
Upload modules to LMS and confirm all downloadable content is accessible. 
Provide instructions to learners on access and completion. 
Learner Support 
Offer help desk or email support for technical issues. 
Evaluation 
Formative Evaluation 
Check LMS analytics: quiz performance, drop-off points, confusion indicators. 
Solicit learner feedback (short survey). 
Summative Evaluation 
Post-training assessment scores. 
Evaluate on-the-job performance to confirm that there are fewer rejected or incorrect titles. 
Continuous Improvement 
Update content as GA DOR regulations change. 
Revise based on learner performance trends. 
Add remediation modules if certain errors persist. 

