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Student Information & Services

Transfer of Credit to Other Schools
The Court Reporting Institute of Dallas does not imply or guarantee that credits 
completed at the Court Reporting Institute of Dallas will be accepted by or 
transferable to any other college, university, or institution, and it should not 
be assumed that any credits for any courses described in this catalog can be 
transferred to another institution. Each institution has its own policies governing 
the acceptance of credit from other institutions. Students seeking to transfer 
credits earned at the Court Reporting Institute of Dallas to another institution 
should contact the other institution to which they seek admission to inquire as to 
that institution’s policies on credit transfer.

Student Portal
Upon enrollment in a Court Reporting Institute program, each student will be 
given access to the Student Portal.  
The Student portal is an interactive web resource that allows students the 
opportunity to view their grades, attendance records, academic course work, 
financial summaries, resumes, and academic schedules.  Students also have the 
opportunity to view the school catalog and interact with Court Reporting staff, 
faculty, and academic advisors through the notification and messaging centers. 

Student Records Access  
Students may request a review of their education records by submitting a written 
request to the School Director. The review will be allowed during regular school 
hours under appropriate supervision. 

Transcript Request Policy
 A student wishing to request an official school transcript must complete the 
Transcript Request Form located in the Registrar’s Office.  After the completion 
of the form and the payment of a $5.00 fee, the Registrar’s Office will process the 
request within two calendar weeks.

Appendix A  
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Appendix A
Program Offerings
Associate of Applied Science A.A.S.
Court Reporting 

Diploma
Paralegal Studies

The Court Reporting Institute of Dallas, only offers those specific programs of 
study listed above and expressly discussed in the curriculum section of this catalog. 
 
The prefix of a course designated in the program outline for each program of study 
stands for the type or nature of the course.  In the Court Reporting program, one 
hundred and two hundred level courses are lower division courses.  Three hundred 
and four hundred level courses are upper division courses.  In the Paralegal 
program, the numerical value of the course code does not correlate to upper or 
lower division values.  All Paralegal courses are lower level courses.  Some courses 
may require pre-requisites.  A list of course descriptions and pre-requisites can be 
found in Appendix A of the catalog.

Program Offerings

Program Offerings 
Court Reporting (Day)	 Associate of Applied Science A.A.S.
The focus of the program is to prepare students to become Certified Shorthand 
Reporters by developing their machine shorthand speed to 225 words a minute 
and typing speed to 50 net wpm while building a solid foundation in English 
grammar and punctuation, legal and medical terminologies, anatomy, psychology, 
speech, courtroom and deposition procedures, and transcription via computer. 
A graduate of this program may seek employment as an official court reporter, 
freelance or deposition reporter, or as a captioner. 
The program consists of 120 weeks, 85 Quarter Credit Hours of Court Reporting 
theory and associated lab work and 23 Quarter Credit Hours of General Education 
totaling 108 Quarter Credit Hours. 

Course # Course Title Lec. 
Hrs

Lab 
Hrs

Ext. 
Hrs

Tot. 
Hrs QCH

CR126 Advanced Theory 80/100 120 360 0 480 12

CR222 Advanced Theory 120/140 120 360 0 480 12

CR310 Court Reporting English 60 0 0 60 5

GE112 English Compostion I 60 0 0 60 5

GE212 English Compostion II 60 0 0 60 5

GE304 General Psychology 60 0 0 60 5

CR440 Law & Legal Terminology 60 0 0 60 5

CR430 Medical Terminology 60 0 0 60 5

GE302 Physiology & Anatomy 60 0 0 60 5

GE202 Principles Of Speech 36 0 0 36 3

CR410 Reporting Procedures 48 12 0 60 4

CR342 Reporting Technology I 18 12 0 30 2

CR344 Reporting Technology II 18 12 0 30 2

CR322 Speed Building 160/180 120 360 0 480 12

CR422 Speed Building 200/225/
Internship 120 360 0 480 12

CR122 Theory I-A 36 204 0 240 7

CR124 Theory I-B 36 204 0 240 7

Total Credits Required For Graduation: 1092 1884 0 2976 108
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Program OfferingsProgram Offerings

Court Reporting (Evening)	 Associate of Applied Science A.A.S.
The focus of the program is to prepare students to become Certified Shorthand 
Reporters by developing their machine shorthand speed to 225 words a minute 
and typing speed to 50 net wpm while building a solid foundation in English 
grammar and punctuation, legal and medical terminologies, anatomy, psychology, 
speech, courtroom and deposition procedures, and transcription via computer. 
A graduate of this program may seek employment as an official court reporter, 
freelance or deposition reporter, or as a captioner. 
The evening program consists of 240 weeks, 85 Quarter Credit Hours of Court 
Reporting theory and associated lab work and 23 Quarter Credit Hours of General 
Education totaling 108 Quarter Credit Hours. 

Course # Course Title Lec. 
Hrs

Lab 
Hrs

Ext. 
Hrs

Tot. 
Hrs QCH

CR122NA Theory I-AA 18 102 0 120 3.5

CR122NB Theory I-AB 18 102 0 120 3.5

CR124NA Theory I-BA 18 102 0 120 3.5

CR124NB Theory I-BB 18 102 0 120 3.5

CR126NA Advanced Theory 80 60 180 0 240 6

CR126NB Advanced Theory 100 60 180 0 240 6

CR222NA Advanced Theory 120 60 180 0 240 6

CR222NB Advanced Theory 140 60 180 0 240 6

CR322NA Speedbuilding 160 60 180 0 240 6

CR322NB Speedbuilding 180 60 180 0 240 6

CR422NA Speedbuilding 200 60 180 0 240 6

CR422NB Speedbuilding 225/Internship 60 180 0 240 6

CR440NA Law and Legal Terminology A 30 0 0 30 2.5

CR440NB Law and Legal Terminology B 30 0 0 30 2.5

CR430NA Medical Terminology A 30 0 0 30 2.5

CR430NB Medical Terminology B 30 0 0 30 2.5

GE202 Principles of Speech 36 0 0 36 3

GE302NA Physiology and Anatomy A 30 0 0 30 2.5

GE302NB Physiology and Anatomy B 30 0 0 30 2.5

GE304NA General Psychology A 30 0 0 30 2.5

GE304NB General Psychology B 30 0 0 30 2.5

GE112NA English Composition I A 30 0 0 30 2.5

GE112NB English Composition I B 30 0 0 30 2.5

GE212NA English Composition II A 30 0 0 30 2.5

GE212NB English Composition II B 30 0 0 30 2.5

CR310NA Court Reporting English 30 0 0 30 2.5

CR310NB Court Reporting English 30 0 0 30 2.5

CR342N Reporting Technology I 18 12 0 30 2

CR344N Reporting Technology II 18 12 0 30 2

CR410NA Reporting Procedures A 24 6 0 30 2

CR410NB Reporting Procedures B 24 6 0 30 2

Total Credits Required For Graduation: 1080 1896 0 2976 108

Paralegal Studies	 Diploma
This program is designed to prepare students for entry-level employment in the 
paralegal field.  Graduates may work as a paralegal or legal assistant in a variety of 
work settings such as law offices, county offices, and corporate legal departments.  
Students learn legal terminology, judgment and analytical ability, substantive and 
procedural law, drafting and legal research.  The program consists of 36 weeks and 
48 total Quarter Credit Hours of Paralegal lecture and lab work. 

Course # Course Title Lec. 
Hrs

Lab 
Hrs

Ext. 
Hrs

Tot. 
Hrs QCH

ENGL 1301 Composition I 48 0 0 48 4

LGLA 1307 Introduction to Law and the Legal Professions 48 0 0 48 4

LGLA 1317 Law Office Technology 36 24 0 60 4

LGLA 1345 Civil Litigation 48 0 0 48 4

ENGL 1302 Composition II 48 0 0 48 4

LGLA 1355 Family Law 48 0 0 48 4

LGLA 2205 Interviewing and Investigating 48 0 0 48 4

LGLA 1353 Wills, Trusts and Probate Administration 48 0 0 48 4

LGLA 1343 Bankruptcy 48 0 0 48 4

LGLA 1301 Legal Research and Writing 36 24 0 60 4

LGLA 1351 Contracts 48 0 0 48 4

LGLA 1219 Legal Ethics and Professional Responsibility 48 0 0 48 4

Total Credits Required For Graduation: 552 48 0 600 48
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Course Descriptions

Court Reporting Courses
CR122: Theory 1A 	 36/204/0/7 
This course is designed to introduce to the principles of machine shorthand writing 
with punctuation. Brief forms, phonetic writing and their application to verbatim 
reporting are presented to begin the development of conflict-free writing and 
transcribing live dictation. Prerequisite: none. 
CR122NA: Theory 1AA 	  18/102/0/3.5
This course is designed to introduce the first half of the principles of machine 
shorthand writing with punctuation. Brief forms, phonetic writing and their 
application to verbatim reporting are presented to begin the development of 
conflict-free writing and transcribing live dictation. Prerequisite: none.
CR122NB: Theory 1AB 	 18/102/0/3.5 
This course is designed to introduce to the second half of the principles of machine 
shorthand writing with punctuation. A continuation of brief forms, phonetic 
writing and their application to verbatim reporting are presented to continue the 
development of conflict-free writing and transcribing live dictation. Prerequisite: 
CR122NA. 
CR124: Theory 1B	 36/204/0/7
This course is designed to complete basic machine shorthand theory principles 
are completed, with emphasis on vocabulary building, phrases, numbers, and 
specialized terms pertaining to jury charge and literary dictation. Speed and 
accuracy are stressed in writing from live dictation. Prerequisite: CR122. 
CR124NA: Theory 1BA	 18/102/0/3.5
This course is designed to complete basic machine shorthand theory principles 
are completed, with emphasis on vocabulary building, phrases, numbers, and 
specialized terms pertaining to jury charge and literary dictation. Speed and 
accuracy are stressed in writing from live dictation. Prerequisite:, CR122NB.  
CR124NB: Theory 1BB	 18/102/0/3.5 
This course is a continuation of basic machine shorthand theory principles 
are completed, with emphasis on vocabulary building, phrases, numbers, and 
specialized terms pertaining to jury charge and literary dictation. Speed and 
accuracy are stressed in writing from live dictation. Prerequisite: CR124NA. 
CR126: Advanced Theory 80/100	 120/360/0/12
Advanced theory principles are completed, and unfamiliar dictation material 
is introduced and stressed in the areas of literary, jury charge, and testimony. 
Emphasis is on speedbuilding, accurate transcription, spelling, and punctuation. 
Readback of shorthand notes is part of each class. The student will attain speeds of 
80 and 100 words a minute on unfamiliar material. Prerequisite: CR124. 
CR126NA: Advanced Theory 80	 60/180/0/6 
Advanced theory principles are completed, and unfamiliar dictation material 
is introduced and stressed in the areas of literary, jury charge, and testimony. 
Emphasis is on speedbuilding, accurate transcription, spelling, and punctuation. 
Readback of shorthand notes is part of each class. The student will attain speeds of 
80 words a minute on unfamiliar material. Prerequisite: CR124NB. 

Course Descriptions

CR126NB: Advanced Theory 100	 60/180/0/6
Advanced theory principles are completed, and unfamiliar dictation material 
is introduced and stressed in the areas of literary, jury charge, and testimony. 
Emphasis is on speedbuilding, accurate transcription, spelling, and punctuation. 
Readback of shorthand notes is part of each class. The student will attain speeds of 
100 words a minute on unfamiliar material. Prerequisite: CR126NA. 
CR222: Advanced Theory 120/140	  120/360/0/12
Emphasis is on the development of machine shorthand skill to 120 and 140 words 
a minute. Material including literary, jury charge, and two-voice testimony is 
introduced and refined. Readback of shorthand notes is part of each class. Stress 
is on speedbuilding, automatizing theory principles, vocabulary building, and 
development of transcription skills through written interrogatories. Prerequisite: 
CR126.
CR222NA: Advanced Theory 120	 60/180/0/6
Emphasis is on the development of machine shorthand skill to 120 words a 
minute. Material including literary, jury charge, and two-voice testimony is 
introduced and refined. Readback of shorthand notes is part of each class. Stress 
is on speedbuilding, automatizing theory principles, vocabulary building, and 
development of transcription skills through written interrogatories. Prerequisite: 
CR126NB. 
CR222NB: Advanced Theory 140	  60/180/0/6 
Emphasis is on the development of machine shorthand skill to 140 words a 
minute. Material including literary, jury charge, and two-voice testimony is 
introduced and refined. Readback of shorthand notes is part of each class. Stress 
is on speedbuilding, automatizing theory principles, vocabulary building, and 
development of transcription skills through written interrogatories. Prerequisite: 
CR222NA. 
CR 310: Court Reporting English 	 60/0/0/5
Emphasis is on punctuation of spoken English as transcribed by the reporter. 
Application of the basic rules of punctuation for written English to the special 
problems encountered by the reporter, including specific rules for abbreviations, 
quotes, numbers, and paragraphing. Prerequisite: GE212. 
CR 310NA: Court Reporting English 	  30/0/0/2.5
Emphasis is on punctuation of spoken English as transcribed by the reporter. The 
first half of the application of the basic rules of punctuation for written English 
to the special problems encountered by the reporter, including specific rules for 
abbreviations, quotes, numbers, and paragraphing. Prerequisite: GE212NB.
CR 310NB: Court Reporting English 	 30/0/0/2.5
A continuation of CR310A this course emphasis is on punctuation of spoken 
English as transcribed by the reporter. Application of the basic rules of punctuation 
for written English to the special problems encountered by the reporter, including 
specific rules for abbreviations, quotes, numbers, and paragraphing. Prerequisite: 
CR310NA. 
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Course DescriptionsCourse Descriptions

CR322: Speedbuilding 160/180	 120/360/0/12 
This course emphasis is on development of machine shorthand skill to 160 and 180 
words per minute. Up to four hours daily of live dictation including literary, jury 
charge, two- and three-voice testimony, and medical/technical dictation. Readback of 
shorthand notes is part of each class. Transcription is stressed, striving for accuracy in 
spelling, punctuation, notereading, and formatting of depositions. Prerequisite: CR222. 
CR322NA: Speedbuilding 160	 60/180/0/6 
This course focuses on development of machine shorthand skill to 160 words per 
minute. Up to four hours daily of live dictation including literary, jury charge, two- 
and three-voice testimony, and medical/technical dictation. Readback of shorthand 
notes is part of each class. Transcription is stressed, striving for accuracy in 
spelling, punctuation, notereading, and formatting of depositions. Prerequisite: 
CR222NB. 
CR322NB: Speedbuilding 180	 60/180/0/6 
This course help reinforces the development of machine shorthand skill to 180 
words per minute. Up to four hours daily of live dictation including literary, jury 
charge, two- and three-voice testimony, and medical/technical dictation. Readback 
of shorthand notes is part of each class. Transcription is stressed, striving for 
accuracy in spelling, punctuation, notereading, and formatting of depositions. 
Prerequisite: CR322NA. 
CR 342: Reporting Technology I	 18/12/0/2
Introduction to the Internet, Windows XP, Microsoft WORD, and Case Catalyst 
computer-aided transcription software. Prerequisite: none. 
CR 342N: Reporting Technology I  	 18/12/0/2
Introduction to the Internet, Windows XP, Microsoft WORD, and Case Catalyst 
computer-aided transcription software.  Prerequisite: None
CR 344: Reporting Technology II 	 18/12/0/2
This is an advanced technology course with increased focus on instruction of 
computer-aided transcription (CAT) and realtime translation software for court 
reporters. Familiarization with litigation support is included. Prerequisite: CR222 
and CR342. 
CR 344N: Reporting Technology II 	 18/12/0/2
This is an advanced technology course with increased focus on instruction of 
computer-aided transcription (CAT) and realtime translation software for court 
reporters. Familiarization with litigation support is included. Prerequisite: 
CR222NB and CR342N. 
CR 410: Reporting Procedures	 48/12/0/4
This course emphasizes the skills needed to be a freelance reporter or associate of 
a reporting firm, with emphasis on deposition format and procedures, including 
videotaping. Students also learn the skills needed by an official reporter, with 
simulated courtroom situations and preparation of multi-voice transcripts. 
Student must be able to produce a ten-page transcript of a court proceeding in two 
hours. Prerequisite: CR322. 

CR 410NA: Reporting Procedures A	 24/6/0/2
This course emphasizes the skills needed to be a freelance reporter or associate of 
a reporting firm, with emphasis on deposition format and procedures, including 
videotaping. Students also learn the skills needed by an official reporter, with 
simulated courtroom situations and preparation of multi-voice transcripts. 
Student must be able to produce a ten-page transcript of a court proceeding in two 
hours. Prerequisite: CR322NB. 
CR 410NB: Reporting Procedures B	 24/6/0/2
This course emphasizes the skills needed by an official reporter, with simulated 
courtroom situations and preparation of multi-voice transcripts. Student must 
be able to produce a ten-page transcript of a court proceeding in two hours. 
Prerequisite: CR410NA. 
CR422: Speedbuilding 200/225/Internship	 120/360/0/12
Emphasis is on the development of machine shorthand skill to 200 and 225 
words per minute. Live dictation daily including literary, jury charge, multi-voice 
testimony, medical/technical dictation, and current events. Emphasis is placed on 
preparation for the CSR and RPR exams. Readback is part of each class. Accurate 
transcription, including correct format of court proceedings, is stressed. The 
internship requires at least 50 verified hours of actual writing time and production 
of a saleable 50-page transcript based on testimony written. Prerequisite: CR322. 
CR422NA: Speedbuilding 200	 60/180/0/6
Emphasis is on the development of machine shorthand skill to 200 words per 
minute. Live dictation daily including literary, jury charge, multi-voice testimony, 
medical/technical dictation, and current events. Emphasis is placed on preparation 
for the CSR and RPR exams. Readback is part of each class. Accurate transcription, 
including correct format of court proceedings, is stressed. Prerequisite: CR322NB. 
CR422NB: Speedbuilding 225/Internship	 60/180/0/6
Emphasis is on the development of machine shorthand skill to 225 words per 
minute. Live dictation daily including literary, jury charge, multi-voice testimony, 
medical/technical dictation, and current events. Emphasis is placed on preparation 
for the CSR and RPR exams. Readback is part of each class. Accurate transcription, 
including correct format of court proceedings, is stressed. The internship requires 
at least 50 verified hours of actual writing time and production of a saleable 50-
page transcript based on testimony written. Prerequisite: CR422NA. 
CR430: Medical Terminology 	 60/0/0/5
This course is designed to build a background vocabulary in the technical language 
of medicine, stressing word formation, spelling, and correct usage. Prerequisite: 
none. 
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CR430NA: Medical Terminology A	 30/0/0/2.5
This course is designed to introduce a background vocabulary in the technical 
language of medicine, stressing word formation, spelling, and correct usage. 
Prerequisite: none. 
CR430NB: Medical Terminology B	 30/0/0/2.5
This course is a continuation of a background vocabulary in the technical language 
of medicine, stressing word formation, spelling, and correct usage. Prerequisite: 
GE113NA
CR440: Law and Legal Terminology	 60/0/0/5
Emphasis is on the judicial system; types of courts and jurisdictions; discovery, 
trial, and appellate processes; the legislative process; and administrative and 
executive agencies. The role of the reporter in the legal system is defined, including 
ethics of the profession and the NCRA Code of Professional Responsibility. Course 
includes familiarizing students with the meanings and spellings of Latin and 
English terms, introduction to methods of legal research and sources of law as well 
as familiarity with basic citation forms. Prerequisite: none. 
CR440NA: Law and Legal Terminology A	 30/0/0/2.5
Emphasis is on the judicial system; types of courts and jurisdictions; discovery, 
trial, and appellate processes; the legislative process; and administrative and 
executive agencies. The role of the reporter in the legal system is defined, including 
ethics of the profession and the NCRA Code of Professional Responsibility. Course 
includes familiarizing students with the meanings and spellings of Latin and 
English terms, introduction to methods of legal research and sources of law as well 
as familiarity with basic citation forms. Prerequisite: none. 
CR440NB: Law and Legal Terminology B	 30/0/0/2.5
As a continuation of GE204NA, this course places emphasis on the judicial system; 
types of courts and jurisdictions; discovery, trial, and appellate processes; the 
legislative process; and administrative and executive agencies. The role of the 
reporter in the legal system is defined, including ethics of the profession and the 
NCRA Code of Professional Responsibility. Course includes familiarizing students 
with the meanings and spellings of Latin and English terms, introduction to 
methods of legal research and sources of law as well as familiarity with basic 
citation forms. Prerequisite: GE204NA. 
ENGL1301: Composition I	 60/0/0/5
In this course, the student will learn the principles and techniques of written, 
expository, and persuasive composition; analysis of literary, expository, and 
persuasive texts; and critical thinking. (Prerequisite: None)
ENGL1302: Composition II	 60/0/0/5
In this course, the student will apply the foundation of the written communication 
skills developed in Composition I.  It further develops students’ skills regarding 
the principles and techniques of written, expository, and persuasive composition; 
analysis of literary expository, and persuasive texts; and critical thinking.  
(Prerequisite: ENGL1301 Composition I)

Course Descriptions

General Education Courses	
GE112: English Composition I 	 60/0/0/5
This course will build a solid foundation in grammar and the processes of writing. 
The writing process, including essay prewriting, first-draft writing, revising, editing, 
and proofreading will be covered as it relates to narrative, description, and compare-
contract essays. The student will practice writing for a variety of audiences and 
purposes. Prerequisite: None. 
GE112NA: English Composition 1A 	 30/0/0/2.5
This course will begin to build a solid foundation in grammar and the processes 
of writing. The writing process, including essay prewriting, first-draft writing, 
revising, editing, and proofreading will be covered as it relates to narrative, 
description, and compare-contract essays. The student will practice writing for a 
variety of audiences and purposes. Prerequisite: None. 
GE112NB: English Composition 1B 	 30/0/0/2.5 
This course will continue to build a solid foundation in grammar and the processes 
of writing. This course will continue to emphasize on the writing process, including 
essay prewriting, first-draft writing, revising, editing, and proofreading will be 
covered as it relates to narrative, description, and compare-contract essays. The 
student will continue to practice writing for a variety of audiences and purposes. 
Prerequisite: None. 
GE202: Principles of Speech	 36/0/0/3 
This course consists of the study of the importance of speech as an aid in social 
adjustment, the improvement of articulation and pronunciation, the study of 
the use of bodily activity and its relation to effective speaking; and vocabulary 
development. Prerequisite: none. 
GE204: Law and Legal Terminology	 60/0/0/5
Emphasis is on the judicial system; types of courts and jurisdictions; discovery, 
trial, and appellate processes; the legislative process; and administrative and 
executive agencies. The role of the reporter in the legal system is defined, including 
ethics of the profession and the NCRA Code of Professional Responsibility. Course 
includes familiarizing students with the meanings and spellings of Latin and 
English terms, introduction to methods of legal research and sources of law as well 
as familiarity with basic citation forms. Prerequisite: none. 
GE204NA: Law and Legal Terminology A	 30/0/0/2.5
Emphasis is on the judicial system; types of courts and jurisdictions; discovery, 
trial, and appellate processes; the legislative process; and administrative and 
executive agencies. The role of the reporter in the legal system is defined, including 
ethics of the profession and the NCRA Code of Professional Responsibility. Course 
includes familiarizing students with the meanings and spellings of Latin and 
English terms, introduction to methods of legal research and sources of law as well 
as familiarity with basic citation forms. Prerequisite: none. 

Course Descriptions
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Course Descriptions

GE204NB: Law and Legal Terminology B	 30/0/0/2.5
As a continuation of GE204NA, this course places emphasis on the judicial system; 
types of courts and jurisdictions; discovery, trial, and appellate processes; the 
legislative process; and administrative and executive agencies. The role of the 
reporter in the legal system is defined, including ethics of the profession and the 
NCRA Code of Professional Responsibility. Course includes familiarizing students 
with the meanings and spellings of Latin and English terms, introduction to 
methods of legal research and sources of law as well as familiarity with basic 
citation forms. Prerequisite: GE204NA. 
GE212: English Composition II	 60/0/0/5
This course is a continuation of the writing skills acquired in GE112, emphasizing 
parts of speech. The study of the writing process will continue with process, 
cause-effect, and argumentative essays. Research methods including both print 
and electronic resources and MLA citation will be introduced. The student will 
demonstrate analytical and critical thinking skills and practice writing for a variety 
of audiences and purposes. Prerequisite: GE112. 
GE212NA: English Composition II A	 30/0/0/2.5
This course is a continuation of the writing skills acquired in GE112NB, 
emphasizing parts of speech. The study of the writing process will continue with 
process, cause-effect, and argumentative essays. Research methods including both 
print and electronic resources and MLA citation will be introduced. The student 
will demonstrate analytical and critical thinking skills and practice writing for a 
variety of audiences and purposes. Prerequisite: GE112NB. 
GE212NB: English Composition II B	 30/0/0/2.5
This course is a continuation of the writing skills acquired in GE212NA, continuing 
to emphasizing parts of speech. The study of the writing process will continue 
with process, cause-effect, and argumentative essays. Research methods will be 
introduced including both print and electronic resources and MLA citation will 
be introduced. The student will continue to demonstrate analytical and critical 
thinking skills and practice writing for a variety of audiences and purposes. 
Prerequisite: GE212NA. 
GE302: Physiology and Anatomy	 60/0/0/5 
 This course includes the study of the skeletal system, muscular system, nervous 
system, circulatory and lymph system, gastrointestinal system, and genito-urinary 
system. Instruction related to mental and physical diseases and the use of reference 
materials is included. Prerequisite: GE113. 
GE302NA: Physiology and Anatomy A	 30/0/0/2.5
 This course includes the study of the skeletal system, muscular system, nervous 
system, circulatory and lymph system, gastrointestinal system, and genito-urinary 
system. Instruction related to mental and physical diseases and the use of reference 
materials is included. Prerequisite: GE113NB.  

Course Descriptions

GE302NB: Physiology and Anatomy B	 30/0/0/2.5
This course continues the study of the skeletal system, muscular system, nervous 
system, circulatory and lymph system, gastrointestinal system, and genito-urinary 
system. Instruction related to mental and physical diseases and the use of reference 
materials is included. Prerequisite: GE302NA. 
GE304: General Psychology	 60/0/0/5
This course introduces the theories, research, and applications that constitute the 
science of psychology and how they apply to everyday life. Prerequisite: none. 
GE304NA: General Psychology A	 30/0/0/2.5
This course introduces the theories, research, and applications that constitute the 
science of psychology and how they apply to everyday life. Prerequisite: none. 
GE304NB: General Psychology B	 30/0/0/2.5 
This course continues with the concepts presented in GE305NA. Topics include; theories, 
research, and applications that constitute the science of psychology and how they apply to 
everyday life. Prerequisite: GE304NA. 

Paralegal Courses
LGLA1219: Legal Ethics and Professional Responsibility	 48/0/0/4
This course emphasizes the ethical and legal responsibilities and duties that a 
member of the legal profession owes to the public, the court, clients, and other 
professional colleagues.  Including a review of the canons, codes and rules of 
professional responsibility. (Prerequisite: LGLA 1307 Introduction to Law and the 
Legal Professions)
LGLA1301: Legal Research And Writing	 36/24/0/4
This course provides a working knowledge of fundamentals of effective legal 
research and writing.  Topics include law library techniques, computer assisted legal 
research, briefs, and legal memoranda.  (Prerequisite: ENGL1301 Composition 
I, ENGL1302 Composition II, LGLA 1307 Introduction to Law and the Legal 
Professions)
LGLA1307: Introduction To Law and the Legal Professions	 48/0/0/4
This course provides an overview of the law and the legal professions.  Topics 
include legal concepts, systems, and terminology; ethical obligations and 
regulations; professional trends and issues with particular emphasis on the 
paralegal.  (Prerequisite: None)
LGLA1317: Law Office Technology	 36/24/0/4
This course is a technology course with increased focus on computer technology 
and software applications used within the law office. (Prerequisite: None)
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LGLA1343: Bankruptcy	 48/0/0/4
This course presents fundamental law and procedure with emphasis on 
the paralegal’s role.  Topics include individual and business liquidation and 
reorganization. (Prerequisite: LGLA 1307 Introduction to Law and the Legal 
Professions)
LGLA1345: Civil Litigation	 48/0/0/4
This course presents fundamental concepts and procedures of civil litigation 
with emphasis on the paralegal’s role.  Topics include pretrial, trial, and post trail 
phases of litigation. (Prerequisite: LGLA 1307 Introduction to Law and the Legal 
Professions)
LGLA1351: Contracts	 48/0/0/4
This course presents fundamental concepts of contract law with emphasis on 
the paralegal’s role.  Topics include formation, performance, and enforcement of 
contracts under the common law and the Uniform Commercial Code. (Prerequisite: 
ENGL1301 Composition, LGLA 1307 Introduction to Law and the Legal 
Professions)
LGLA1353: Wills, Trusts, and Probate Administration	 48/0/0/4
This course presents fundamental concepts of the law of wills, trusts, and probate 
administration with emphasis on the paralegal’s role. (Prerequisite: LGLA 1307 
Introduction to Law and the Legal Professions)
LGLA1355: Family Law	 48/0/0/4
This course presents fundamental concepts of family law with emphasis on the 
paralegal’s role.  Topics include formal and informal marriages, divorce, annulment, 
marital property, and the parent-child relationship.  (Prerequisite: LGLA 1307 
Introduction to Law and the Legal Professions)
LGLA2205: Interviewing And Investigating	 48/0/0/4
This course is a study of principles, methods, and investigative techniques utilized to 
locate, gather, document, and manage information.  With emphasis on developing 
interviewing and investigative skills to prepare the paralegal to communicate effectively 
while recognizing ethical problems. (Prerequisite: LGLA 1307 Introduction to Law and 
the Legal Professions)

Course Descriptions

Appendix B
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Class Schedule

Online College (full-time)	 Court Reporting Program
Students in the online full-time court reporting program are expected to be “in-class” 
working in their online course sites for a minimum of 26 hours per week. Individual 
class schedules vary according to the student’s program.
Online College (part-time)	 Court Reporting Program
Students in the online part-time court reporting program are expected to be “in-
class” working in their online course sites for a minimum of 13 hours per week.  
Individual class schedules vary according to the student’s program. 

Appendix B
Class Schedule 
Day College (full-time) 	
Day classes typically convene for five hours Monday, Tuesday, Thursday and Friday. 
Students may start school at either 7:05 a.m., 8:00 a.m. or 8:55 a.m., optional 
during certain portions of the course, depending on availability.

o	 7:05 a.m.—7:55 a.m. Class  
o	 7:55 a.m. –8:00 a.m. Break 
o	 8:00 a.m.—8:50 a.m. Class 
o	 8:50 a.m.—8:55 a.m. Break
o	 8:55 a.m.—9:45 a.m. Class  
o	 9:45 a.m.—10:10 a.m. Break
o	 10:10 a.m.—11:00 a.m. Class 
o	 11:00 a.m.—11:05 a.m. Break
o	 11:05 a.m.—11:55 a.m. Class 
o	 11:55 a.m.—12:00 p.m. Break
o	 12:00 p.m.—12:50 p.m. Class 
o	 12:50 p.m.—12:55 p.m. Break
o	 12:55 p.m.—1:45 p.m. Class

Night College (part-time) 	
Night classes convene Monday, Tuesday, and Thursday, optional during certain 
portions of the course, depending on availability.

Monday and Thursday
o	 6:00 p.m.—6:50 p.m. Class 
o	 6:50 p.m.–7:00 p.m. Break
o	 7:00 p.m.—7:50 p.m. Class 
o	 7:50 p.m.—8:00 p.m. Break
o	 8:00 p.m.—8:50 p.m. Class 
o	 8:50 p.m.—9:00 p.m. Break
o	 9:00 p.m.—9:50 p.m. Class

Tuesday
o	 5:30 p.m.—5:50 p.m. Class 
o	 5:50 p.m.–6:00 p.m. Break
o	 6:00 p.m.—6:50 p.m. Class 
o	 6:50 p.m.–7:00 p.m. Break
o	 7:00 p.m.—7:50 p.m. Class 
o	 7:50 p.m.—8:00 p.m. Break
o	 8:00 p.m.—8:50 p.m. Class 
o	 8:50 p.m.—9:00 p.m. Break
o	 9:00 p.m.—9:50 p.m. Class 
o	 9:50p.m. —10:00 p.m. Break
o	 10:00 p.m.—10:20 p.m. Class
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Appendix C
Academic Calendar
The Court Reporting Institute of Dallas has an open enrollment period.  Students may 
not start after the third day of classes during any given term, except in those cases 
where appropriate credit for previous education and training has been given. Students 
should apply for admission as soon as possible in order to be accepted for a specific 
program of study and start date.
2009 Start & End Date Calendar
CRID 	 Term Start/End Dates for 2009 & 2010

AAS CR  
DAY/ONL

AAS CR 
NIGHT / ONL 

PART TIME

DIPL PARA-
LEGAL

AAS CR  
DAY/ONL

AAS CR 
NIGHT

DIPL PARA-
LEGAL

WINTER

Orientation 1/3/09 1/3/09 1/3/09 1/2/10 1/2/10 1/2/10

Term Starts 1/5/09 1/5/09 1/5/09 1/4/10 1/4/10 1/4/10

Term Ends 3/26/09  3/26/09 3/26/09 3/25/10 3/25/10 3/29/10

SPRING

Orientation 3/28/09 3/28/09 3/28/09 3/27/10 3/27/10 3/27/10

Term Starts 3/30/09 3/30/09 3/30/09 3/29/10 3/29/10 3/31/10

Term Ends 6/19/09 6/22/09 6/22/09 6/18/10 6/21/10 6/24/10

SUMMER

Orientation 6/27/09 6/27/09 6/27/09 6/26/10 6/26/10 6/26/10

Term Starts 6/29/09 6/29/09 6/29/09 6/28/10 6/28/10 6/28/10

Term Ends 9/18/09 9/21/09 9/21/09 9/17/10 9/22/10 9/22/10

FALL

Orientation 9/26/09 9/23/09 9/23/09 9/25/10 9/25/10 9/25/10

Term Starts 9/28/09 9/24/09 9/28/09 9/27/10 9/27/10 9/27/10

Term Ends 12/21/09 12/21/09 12/22/09 12/20/10 12/22/10 12/21/10

AAS CR = Associate of Applied Science in Court Reporting.
DIPL PARALEGAL = Diploma in Paralegal Studies program.
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Appendix D 
Advisory Committees
The Court Reporting Institute of Dallas has an independent Program Advisory 
Committee. The Institutes utilizes Program Advisory Committees for each 
program or each group of related programs. The majority of each Program 
Advisory Committee is made up of employers representing the major occupation 
or occupations for which training is provided. At least two regularly scheduled 
meetings are conducted annually and at least one of these is held at the school. 
The duties of the Program Advisory Committee include, but are not limited to:

A) 	 Reviewing, at least annually, the established curricula of the program and ��
comment as to its objectives, content, and length, and the adequacy of the 
facility and equipment.
B) 	 Reviewing and commenting on each new program including the ��
appropriateness of curriculum, objectives, content and length, prior to 
Accreditation recognition.
C) 	 Reviewing and commenting at least annually on student completion, ��
placement, and where required, state licensing and examination outcomes of 
each program. 

Campus Advisory Committees Dallas
Court Reporting
Melissa Carson, CSR
Donna Collins, CSR
David Roy, RPR
Debbie Saenz, CSR
Tenesa Shaw, CSR
Jana Bald, CSR 
Therese Casterline, CSR
Paralegal
Debra Alvarez
Sindy L. Brown
John Bunch
Kim J. Cantu
Stephanie Hawkes
Christy L. Hester
Gale Jackson
Jaspar Rowe, Esq.
Lynn R. Shanks
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Faculty

Appendix E 
School Administration
Director, Joe P. Mehlmann

Bachelor of Business in Economics, Master of Business Administration��

Court Reporting Program Director, Katherine Sheffield
Bachelor of Arts in English, University of Texas El Paso, El Paso, Texas��

  Certified Court Reporting Instructor��

Paralegal Program Director, Roy Jeffers
Juris Doctor (JD), Texas Southern University Law School, Houston, Texas��

Master of Law in Urban Affairs, University of Missouri Law School, Kansas ��
City, Missouri
Bachelor of Arts in History, Morgan State College, Baltimore, Maryland ��

Director of Admissions, David Cortinas
Campus Accountant, Tammy Hinson
Career Services Coordinator, Kaley Young
Director of Education, Valerie Christie, Ed.D

Doctorate in Higher Education, Certificate in Paralegal Studies, Certified ��
Reporting Instructor (CRI), Certified Program Evaluator (CPE)

Associate Online Academic Dean, Larry Paiz
Bachelor of Arts in History, Certificate in Court Reporting, Texas Certified ��
Shorthand Reporter (CSR)

Director of Financial Aid, Nora Alonzo
Associate of Arts in Accounting��

Librarian, Judith A. Head
Bachelor of Science in Education, Master of Science in Education,  Master of ��
Library Science. 

Retention Officer, Kathy Martin
Retention Officer, Wanda Frazier
Registrar, Ronda Crowder
Registrar (Online), Sharon Hunt 
Bookstore Manager, Francisco Guerrero

Faculty 
Resa Alexander

Texas Certified Shorthand Reporter (CSR - Retired)��

Certificate in Court Reporting, Dallas Court Reporting College��

Theory and Speedbuilding Instructor��

Cindy Baucom 
Texas Certified Shorthand Reporter (CSR)��

Registered Professional Reporter (RPR)��

Certified Reporting Instructor (CRI) ��

Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas
Theory and Speedbuilding Instructor��

Debra Beavers
Texas Certified Shorthand Reporter (CSR - Retired)��

Certified Reporting Instructor (CRI) ��

Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas
 Theory and Speedbuilding Instructor��

Melanie Campbell 
Certified Reporting Instructor (CRI)��

Associate of Applied Science in Court Reporting, Professional Career College ��
of Richardson, Texas 
Theory and Speedbuilding Instructor��

Jennifer Clark
Shirley Baker Institute Court Reporting, Completer��

Jacqueline Crayton
Texas Certified Shorthand Reporter (CSR)��

Associate of Applied Science in Court Reporting, Professional Court ��
Reporting College, Richardson, Texas
Theory and Speedbuilding Instructor��

Loren Gilbert-Smith
Diploma - Southeastern Career Institute -in Paralegal Studies��

Associate of Arts - New York City Community College -  Liberal Arts��

Bachelor of Arts - City College of New York – Sociology��

Master of Science - Univ. of Phoenix - Justice Administration��

Dollie Hancock 
Certificate in Court Reporting, Dallas Court Reporting College ��

Texas Certified Shorthand Reporter (CSR – Retired)  ��

Theory and Speedbuilding Instructor��
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Faculty

Robert Sadler
Oklahoma Certified Shorthand Reporter ��

Diploma in Court Reporting, Stenograph Institute, Abilene, Texas��

Theory and Speedbuilding Instructor (Online and On-ground)��

Libby Scoggins
Bachelor of Arts degree in Speech Communications, Texas Christian ��
University, Fort Worth, Texas 
Reporting Technology Instructor ��

Kathy Sheffield 
 Texas Certified Shorthand Reporter (CSR – Retired)��

 Certified Reporting Instructor (CRI)��

 Bachelor of Arts in English, University of Texas at El Paso��

 Instructor in Court Reporting English, Theory, and Speedbuilding��

Foster Sommerlad 
Texas Certified Shorthand Reporter (CSR)��

Bachelor of Music Education, Ouachita Baptist University, Hot Springs, ��
Arkansas
Master of Music, University of North Texas, Denton Texas��

Theory and Speedbuilding Instructor��

Robert Tanner 
Certified Reporting Instructor (CRI)��

Associates Degree in Court and Conference Reporting, Strayer Business ��
College, Washington, D.C. 
Theory and Speedbuilding Instructor��

Lei Sherra Torrence
Texas Certified Shorthand Reporter (CSR)��

Theory and Speedbuilding Instructor��

Judy Van Hooser 
Master of Arts in Organizational Management/Human Resources, University ��
of Phoenix, Dallas, TX
Bachelor of Science in Business Education, Jacksonville State University, ��
Jacksonville, AL
Associates Degree in Court Reporting, Edmondson Junior College, ��
Chattanooga, TN  
Theory and Speedbuilding Instructor��

Faculty

Patricia Holt
Texas Certified Shorthand Reporter (CSR)��

 Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas
Theory and Speedbuilding Instructor��

Glendine Lipford 
Texas Certified Shorthand Reporter (CSR)��

Certified Reporting Instructor (CRI)��

Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas 
Bachelor of Science degree in Christian Education, Howard Payne University, ��
Brownwood, Texas
Online Theory and Speedbuilding Instructor��

James Martini
Master of Arts, National Louis University ��

Bachelor of Arts, Columbia College Radio��

Gloria Moss
Texas Certified Shorthand Reporter (CSR – Retired)��

Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas 
Theory and Speedbuilding Instructor (Online and On-ground)��

Larry Paiz 
Texas Certified Shorthand Reporter (CSR)��

Diploma in Court Reporting, Stenograph Institute of Texas ��

Bachelor of Arts degree in History, Texas Tech University, Lubbock, Texas��

Associate Online Dean.  ��

Diana Pereira
Texas Certified Shorthand Reporter (CSR)��

Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas.

Christine Ramirez   
Associate of Applied Science degree in Court Reporting, Professional Court ��
Reporting College, Richardson, Texas
Theory, Speedbuilding, and Reporting Technology Instructor ��

Jaffee Ross   
Texas Certified Shorthand Reporter (CSR)��

 Associate of Applied Science in Court Reporting, Court Reporting Institute ��
of Dallas 
Theory, Speedbuilding, and Reporting Technology Instructor ��



The institution reserves the right to alter the scope and sequence of course offerings at any time. 
Effective 10-2009.

84 The institution reserves the right to alter the scope and sequence of course offerings at any time. 
Effective 10-2009.

85

FacultyFaculty

Jennifer Powell, D.C. 
 Doctorate of Chiropractic, Parker College of Chiropractic, Dallas, Texas��

 Bachelor of Science in Nutritional Science, Texas A & M University, College ��
Station, Texas  
 Instructor in Medical Terminology and Anatomy & Physiology (Online and ��
On-ground) 

Donald R. Scoggins
 Attorney at Law, Board Certified in Criminal Defense by the Texas Board of ��
Legal Specialization
 Bachelor of Business Administration and a Juris Doctorate degree in law ��
from Southern Methodist University, Dallas, Texas 
 Online Law and Legal Terminology Instructor��

Gary Seguin
 Master of Arts in Professional Counseling, Amberton University��

 Master of Science in Psychology, University of North Texas��

 Bachelor of Arts in Biology & Chemistry, University of North Texas��

 Online Psychology Instructor��

Sandra Silmon, D.C. 
 Bachelor of Arts in Mathematics, Baylor University, Waco, TX ��

 Bachelor of Science in Anatomy, Bachelor of Science in Health and Wellness, ��
and Doctorate of Chiropractic, Parker College of Chiropractic, Dallas, Texas
 Medical Terminology and Anatomy and Physiology Instructor     ��

Heather Vezina 
 Texas Certified Shorthand Reporter (CSR) ��

 Registered Professional Reporter (RPR)��

 Bachelor of Science in Elementary Education, University of Massachusetts ��
at Amherst
 Associate of Science in Court Reporting, Springfield Technical Community ��
College, Springfield, Massachusetts  
 Theory and Speedbuilding Instructor��

Dotti Wilson
 Certified Reporting Instructor (CRI)��

 Bachelor of Applied Arts and Sciences, Dallas Baptist University��

 Theory and Speedbuilding Instructor��

General Education Instructors
Steven Brockerman                                                                                            

Master of Science in English Education, Florida State University��

Bachelor of Arts, Florida State University��

Afi George 
 Bachelor of Arts in English, Grambling State University, Grambling, ��
Louisiana
 Master of Arts (English Concentration), Grambling State University��

 Preparatory English and English Composition Instructor��

Dr. Jeremy Friedman, D.C.
Doctor of Chiropractic, Parker College of Chiropractic��

Post Bachelor’s Certification in Math Education��

Bachelor of Arts in Psychology, University of Buffalo, Buffalo New York ��

Teaches online Medical Terminology and Anatomy and Physiology��

Roy Jeffers
 Master of Laws in Urban Affairs, University of Missouri at Kansas City��

 Juris Doctor (J.D.) Texas Southern University School of Law, Houston, Texas��

 Bachelor of Arts in History, Morgan State College, Baltimore, Maryland��

 Law and Legal Principles and Principles of Speech Instructor��

Monica Lee
Master of Science and Bachelor of Science in Communications, University of ��
Tennessee, Knoxville. 
Principles of Speech Instructor (Online)��
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Tuition & Fees

approximately $38,463.00; and the cost of tuition, fees, and books for a student 
who completes the online part-time program in 5 years will be approximately 
$47,783.00.  The cost of tuition, fees, and books for a student who completes the 
Diploma in Paralegal Studies program will be approximately $11,125.00. These 
are approximations only since it is impossible for the college to predict how long 
a student will take to complete the course of study. Tuition is charged as long as 
regular student enrollment is maintained. Each student’s total cost will vary based 
on length of time in college and books and supplies used.

Appendix F
Tuition & Fees
There is a $100.00 registration fee. Tuition and fees are summarized in the table 
below (excluding books, equipment and software, which are discussed in the text 
following the table):

Program Name Tuition per 
quarter

Technology fee 
per quarter

Lab fee per 
quarter

Machine rental 
per quarter

Court Reporting 
Day $3,200 $100 $25 $75

Court Reporting 
Night (part-time) $2,000 $75 $25 $75

Court Reporting 
Online (full-time) $3,200 $200 $ - $ -

Court Reporting 
Online  

(part-time)
$3,200 $200 $ - $ -

Diploma in  
Paralegal Studies $3,200 $50 $25 $ -

Online students will also be responsible for any shipping costs associated with 
the delivery of books, supplies, and equipment. Special arrangements may be 
made with the Business Office for quarterly or monthly tuition and fee payments. 
No interest is charged on tuition. Students attending one of the college’s onsite 
programs must buy or rent a steno machine.  Prices for used machines are 
$300.00 and up; new machines are $1,622.00 and up. The college’s bookstore has 
rental machines available for students attending onsite. CaseCatalyst software is 
available for rental for a $100 fee, plus a $100 deposit for the computer key. Online 
students may not rent machines and will be required to have a Stentura Student 
Cybra and the CaseCatalyst student software; available for purchase through 
the school. The cost of a Stentura Student Cybra is presently $1,622.00 and the 
CaseCatalyst software cost is $600.00. Online students must also have a computer 
with Internet access that meets the minimum requirements established by the 
college. (See Online Program Technology Requirements.) Textbooks and supplies 
cost approximately $1,200.00 spread throughout the course. Students are not 
required to purchase their books and supplies from the college. The cost of tuition, 
fees and books for a student who completes the onsite day college court reporting 
program in ten quarters will be approximately $37,259.00; and the cost of tuition, 
fees, and books for a student who completes the onsite night college in twenty 
quarters will be approximately $46,323.00. The cost of tuition, fees, and books 
for a student who completes the full-time online program in ten quarters will be 
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