


SECTION TITLE

APPENDIX

Effective 11-2011. Court Reporting Institute of Arlington.
The institution reserves the right to alter the scope and sequence of course offerings at anytime.




APPENDIX A -PROGRAM OFFERINGS

Associate of Applied Science A.A.S.
O Court Reporting

The Court Reporting Institute of Arlington only offers the specific program 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 the 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. Some courses may require pre-requisites. A list of
course descriptions and pre-requisites can be found in Appendix A of the catalog.

Effective 11-2011. Court Reporting Institute of Arlington.
The institution reserves the right to alter the scope and sequence of course offerings at anytime.




PROGRAM OFFERINGS

PROGRAM OFFERINGS
COURT REPORTING (FULL-TIME) ASSOCIATE OF APPLIED SCIENCE AAS.

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 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.

CR122 Theory I-A 36 204 0 240 7
CR124 Theory |-B 36 204 0 240 7
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
GEL12 English Composition | 60 0 0 60 5
GE212 English Composition Il 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 43 12 0 60 4
CR342 Reporting Technology | 18 12 0 30 2
CR344 Reporting Technology Il 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
Total Credits Required For Graduation: 1092 1884 0 2976 108
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PROGRAM OFFERINGS

COURT REPORTING (PART-TIME) 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 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.

CR122NA Theory I-AA 18 102 0 120 35
CR122NB Theory |-AB 18 102 0 120 3.5
CR124NA Theory I-BA 18 102 0 120 35
CR124NB Theory |-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
CRA22NA 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
GEL12NA English Composition | A 30 0 0 30 2.5
GE112NB English Composition | B 30 0 0 30 2.5
GE212NA English Composition Il A 30 0 0 30 2.5
GE212NB English Composition Il 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 | 18 12 0 30 2
CR344N Reporting Technology Il 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: 1092 1884 0 2976 108
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COURSE DESCRIPTIONS

COURSE DESCRIPTIONS
CR122: THEORY 1A 36/204/0/7

This course is designed to introduce 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 dictation. Prerequisite: CR122NA.

CR124: THEORY 1B 36/204/0/1

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.
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COURSE DESCRIPTIONS

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.

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.
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COURSE DESCRIPTIONS

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.

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 | 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 | 18/12/0/2

Introduction to the Internet, Windows XP, Microsoft WORD, and Case Catalyst computer-
aided transcription software. Prerequisite: None
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COURSE DESCRIPTIONS

CR 344: REPORTING TECHNOLOGY Il 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 Il 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.
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COURSE DESCRIPTIONS

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.

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
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Addendum - Student Information & Services
Effective: 12-2011

The below Transcript Request Policy is to replace the current Transcript
Request Policy in the Student Information & Services section of the catalog.

Student Information & Services

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 $10.00 fee, the Registrar’s office will process the
request within two calendar weeks.

Court Reporting Institute - Arlington
Student Information & Services Addendum



