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EXHIBIT Bi 
 
 

Enrollment Chart/Students by Program Option 
 
 
 

Year (A) Certificate (B) (C) Baccalaureate Associate Minor Total 

      

      

      

(D)      

 
 
 
 
 
 

                                                 
i Instructions for Completing Exhibit 1 

 
(A) Use academic or calendar year; indicate beginning and ending dates using month and year. 
(B) Programs that have more than one certificate program or degree should add additional columns. 
(C) Use actual unduplicated headcount.  Do not use FTE and do not count a single student more than one time in each year. 
(D) The current academic/calendar year may be a partial year if the year has not ended.  Please indicate the beginning and ending dates of the partial year. 
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EXHIBIT Cii 
 

Number of Graduates by Program Option 
 
 
 

Year(A) Certificate (B) Baccalaureate Associate Minor Total(C) 

      

      

      

      

      

      

(D)      

 

 
 

                                                 
ii Instructions for Completing Exhibit C 

 
(A)Use academic or calendar year; indicate beginning and ending dates using month and year 
(B)Programs that have more than one certificate or degree program should add additional columns. 
(C)The total number of students for each academic or calendar year must correspond to the totals reported for each academic or calendar year on Exhibit U. 
(D)The current academic/calendar year may be a partial year if the year has not ended.  Please indicate the beginning and ending dates of the partial year. 
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EXHIBIT Diii 
 

Advisory Committee Members 
 
 
 

 
Category(A) 

 
Name Primary Place of 

Employment 
Title/Nature of 

Business (B) 
Initial Appt. 

Date 
Meetings 

Attended(C) 

Practicing Attorney      

Public Sector Paralegal      

Private Sector 
Paralegal      

Manager of Paralegals      

Faculty      

School Administrator      

General Public 
Member      

Other      

                                                 
iii Instructions for Completing Exhibit D 

 
(A) At least one member must be designated for each of the categories except as follows: (a) a Manager of Paralegals must be designated when present and 
available in the community; and (b) there is no requirement for “Other” members.  Use the Other category only if a member does not fit into one of the above 
designated categories.  Insert additional rows for additional members of each category. A majority of the members must be from outside the institution (i.e., not 
a student or employee).    
(B) Legal, corporate, public relations, education, banking, government, etc.   
(C) List the dates of all advisory committee meetings attended during the past four years. 
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EXHIBIT Giv 
 

Composition of Paralegal Program Faculty  
By Gender and Racial Ethnic Background 

 
 
 

Year 
(A) Gender Black/African 

American 

Native 
American/ 
Alaskan 
Native 

Asian 

Native 
Hawaiian/ 

Other Pacific 
Islander 

White Hispanic/ 
Latino Other Total % 

Minority 

Male          
 

Female          

Male          
 

Female          

Male          
 

Female          

Male          
 

Female          

 
                                                 

iv Instructions for Completing Exhibit G 
 
(A) Use academic or calendar year; indicate beginning and ending dates using month and year. 
NOTE: Categories listed above are from the IPEDS Report prepared annually by your institution. 
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EXHIBIT Hv 
 

Expenditures and Budgets 
 
 
 

Category Month/Year(A) Month/Year(A) Month/Year(A) Month/Year(A) Month/Year(B) Month/Year(C)

Salaries(D) $ $ $ $ $ $ 
Professional Development(E) $ $ $ $ $ $ 
Membership(F) $ $ $ $ $ $ 
Instructional Equipment and 
Supplies 

$ $ $ $ $ $ 

Library Materials and 
Resources 

$ $ $ $ $ $ 

Technical and Support 
Services(G) 

$ $ $ $ $ $ 

Assessment(H) $ $ $ $ $ $ 
Advisory/Faculty Meetings $ $ $ $ $ $ 
Other(I) $ $ $ $ $ $ 
TOTALS: $ $ $ $ $ $ 

                                                 
v Instructions for Completing Exhibit H 

Note: All categories must be completed even if the funds come from other budgets.    If exact amounts are not available, estimates are acceptable. 
(A) Use academic, fiscal or calendar year; indicate beginning and ending dates using month and year for each year since the date of the last report. 
(B) Use academic, fiscal or calendar year; indicate beginning and ending dates using month and year for the current year.  If a partial year, include projected 

amounts for the remainder of the year. 
(C) Use academic, fiscal or calendar year; indicate beginning and ending dates using month and year.  Report projected budget amounts for the next year. 
(D) Include total of all administrative, staff, and faculty salaries directly related to the program. 
(E) Monies allocated for internal faculty/staff development and for local, regional, or national paralegal/related conferences. 
(F) Dues for memberships in associations related to the paralegal profession. 
(G) For example, backup or service contracts. 
(H) Any assessment activities as defined in G-301.E - F. 
(I) Enter amount and indicate what it covers.  
 



©2008 American Bar Association  All rights Reserved 
Produced by the ABA Standing Committee on Paralegals -- Revised July 30, 2008 

EXHIBIT Jvi 
 

Curriculum for Each Program Option 
 
 

Program Option (A)    
 

Type of Credits/Units used in Program Option (B)  
 

1. Total Number of Legal Specialty Credits/Units(C)     

2. Total Number of General Education Credits/Units(C) 

3. Total Number of Other Credits/Units to Complete the Program (C)        

 
Total Number of Credits/Units (Total of #1, #2 and #3 above) (C)    

  
 

Course 
Number 

 
Course Name 

Number of 
Credits/Units 

Prerequisites or 
Co-requisites 

Course 
Designation(D) 

     

     

                                                 
vi Instructions for Completing Exhibit J 

Note: Tab to add additional rows as necessary to complete Exhibit. 
(A) Include a separate Exhibit for each program option included in Section I.C of the report. 
(B) Indicate the type of credits/units used for each program option, i.e., semester units, quarter units, clock hours, contact hours, or continuing education units, using 
the definitions set forth in G-302.D. 
(C) Indicate the totals for each program option, using either semester units, quarter units, clock hours, contact hours, or continuing education units, using the 
definitions set forth in G-302.D. 
(D) Use the following abbreviations for course designation:  LS-R – Required Legal Specialty Course; LS-E – Elective Legal Specialty Course; GE – General 
Education Course (as defined in G-302.E.1); OPR (Other courses required to complete the program requirements).  Note:  Please group all of the same 
designations together.  For example, list all LS-R courses consecutively; all LS-E courses consecutively; all GE courses consecutively; and all OPR courses 
consecutively. 
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EXHIBIT Kvii 
 

Exemptions from General Education and Total Unit Requirements 
 
 

Year (A)    (Provide a separate Exhibit for each reporting year.)    

Total Number of Students Admitted to the Program for year  

. 
 

Name 

# of General 
Education 

Credits 
Completed 

# of General 
Education 

Credits 
Exempted 

# of College 
Credits 

Completed 

# of College 
Credits 

Exempted 
Reason for Admission(B) 

1.       
2.       
3.       
4.       
5.       
6.       
7.       
8.       
9.       

10.       
 

                                                 
vii Instructions for Completing Exhibit K 

Note: Tab to add additional rows as necessary to complete Exhibit. 
(A) Use academic or calendar year; indicate beginning and ending dates using month and year. 
(B) Rationale for admission must include the basis for the belief that the student could be expected to succeed in the program, including reliance on valid 
performance criteria such as previous work in a legal environment. 
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EXHIBIT Lviii 
 

List of Legal Specialty Courses by Term 
Year (A): 
 
 

Semester/ 
Quarter 

(B) 
Course Title Course 

No.(C) Instructor 
Number of 
Students 
Enrolled 

Number of 
Credits/ 
Units (D) 

 
Method of Delivery(E) 

1.        

2.        

3.        

4.        

5.        

6.        

7.        

8.        

9.        

10.        

 
                                                 

viii Instructions for Completing Exhibit L 
Note: Tab to add additional rows as necessary to complete Exhibit. 
(A)Use academic or calendar year; indicate beginning and ending dates using month and year. 
(B)Spring 2006, Winter 2007, Fall 2008, etc. 
(C)As listed in catalog or brochure.  
(D)Indicate number of semester credits/quarter credits, clock hours, or contact hours. 
(E)Traditional Delivery or Alternative Method of Delivery (i.e., accelerated, compressed, hybrid, online, etc.) 
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EXHIBIT Mix 
(Page 1) 

Legal Specialty Course Information Sheets 
 
 

Course Title:  

Course Number:  

Credits/Units:  

Course Description:  

Course Objectives:  

Required Text & Other Materials:  

Methods of Evaluation of Student Performance:  

Practical Assignments that Develop Paralegal 
Competencies: 
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EXHIBIT M 
(Page 2) 

Detailed Outline of Topics and Other Classroom Activities with Time Devoted to Each Topic/Activity 
 

Topic(A) Time Allocation(B) 

  

  

Total Time Allocated to Topics: (D)  

 
 

 
Other Classroom Activities(C)   Time Allocation(B) 

  

  

Total Time Allocated to Other Classroom Activities: (D)  

 
                                                 

ix Instructions for Completing Exhibit M 
Note:  Complete a separate form for each Legal Special Course Listed on Exhibit L.  Complete only one form for each legal specialty course regardless of the 
number of sections offered.  The information contained in this Exhibit should be based upon the most recent offering of the course.  Do not attach the course 
syllabus to this Exhibit or refer to the syllabus in completing this form.  Tab to add additional rows as necessary to complete exhibit. 

(A)Do not use textbook chapter numbers or titles. 
(B)Time increments must be three hours or less. 
(C)Examples include tests, exams, student presentations, etc.  
(D)Total time increments for Topics and Other Classroom Activities must be reported as clock hours and must equal the hours required under G-302.D (i.e., 

12.5 clock hours for each semester credit; 8.3 clock hours for each quarter credit; 8.3 clock hours for each continuing education unit). 
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EXHIBIT Nx 
(Page 1) 

Information on Courses Offered in Alternative Delivery Formats 
 
 
 

Course Title:  

Course Number:  

Credits/Units:  

Course Description:  

Course Objectives:  

Required Text & Other Materials:  

Methods of Evaluation of Student 
Performance: 

 

Practical Assignments that Develop 
Paralegal Competencies: 
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EXHIBIT N 
(Page 2) 

Detailed Outline of Topics and Activities with Time Devoted to Each Topic/Activity 
 

Topic(A) Activity(B) Activity Format(C) Time Allocation(D) 
    

    

    

    

    

    

    

TOTAL TIME (E)    

                                                 
x Instructions for Completing Exhibit N 

Note:  Complete a separate form for each Legal Special Course Offered in an Alternative Delivery Format. Tab to add additional rows as necessary to 
complete Exhibit. 

(A)Do not use textbook chapter numbers or titles. 
(B)Examples include lecture, discussion, quiz, test, student presentation, drafting assignment, etc. 
(C)In-class activity, out-of-class structured instructional activity, online structured instructional activity, etc. 
(D)Time increments must be three hours or less. 
(E)Total time must be reported for in-class activities and out-of-class structured instructional activities as clock hours and must equal the hours required under 

G-302.D (i.e., 12.5 clock hours for each semester credit; 8.3 clock hours for each quarter credit; 8.3 clock hours for each continuing education unit).  Time 
for preparation, reading, studying for tests, preparing outside assignments, etc. cannot be included as out-of-class structured instructional activities. 
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EXHIBIT Qxi 
 

Faculty Participation in Professional Development 
 
 
 

 Name(A) (Alphabetically) Title/Name Professional Development Activity(B) Date 
1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

                                                 
xi Instructions for Completing Exhibit Q 

Note:  Tab to add additional rows as necessary to complete Exhibit. 
(A) The program director and all faculty included on Exhibit S must be listed. 
(B) Include all professional development activities, with particular reference to those which develop teaching effectiveness (i.e., in-service training, conferences, 
professional development activities offered at paralegal faculty meetings, paralegal conferences, etc.). 
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EXHIBIT Sxii 
 

List of Faculty Members 
 
 
 

 Name  
(Alphabetically) 

Courses Taught  
(Title & Number) 

Taught When 
(Sem/Qtr/Yr) 

 
FT

 
PT

Not 
Teaching 

Dates of 
Meetings 

Attended(A) 
1.         

2.         

3.         

4.         

5.         

6.         

7.         

8.         

9.         

10.         

 
 
                                                 

xii Instructions for Completing Exhibit S 
Note:  Tab to add additional rows as necessary to complete exhibit. 
 
(A)  List the dates of all faculty meetings attended since the date of the last report. 



©2008 American Bar Association  All rights Reserved 
Produced by the ABA Standing Committee on Paralegals -- Revised June 19, 2008 

EXHIBIT Vxiii 
(Page 1) 

Employment and Continuing Education Information on Graduates 
 

Year:  

(Provide a separate exhibit (two pages) for each year.  Use the same academic or calendar years reported on Exhibit C.  The total 
number of students for each academic or calendar year must correspond to the totals reported on Exhibit C.) 

 
 

Number of Graduates Working as a Paralegal  
(WP)  
Number of Graduates Working in Another Capacity 
in the Legal Field  
(WAC)  

Number of Graduates Still Seeking Employment  
(SE)  

Number of Graduates Working in Another Field  
(WAF)  

Number of Graduates Continuing Education 
(CE)  

Number of Graduates Unable to Contact  
(UC)  
Total Number of Graduates 
Note:  The total must correspond to the total reported on 
Exhibit C. Graduates listed on page 2 may be noted in 
more than one category; in this situation, count them on 
page 1 for only the first category indicated.  
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EXHIBIT V 
(Page 2) 

 
 Name (Alphabetically) WP 

(A) 
WAC 

(B) 
CE 
(C) 

SE 
(D) 

WAF 
(A) 

UC
(F) 

Description 
 

1.          

2.          

3.          

4.          

5.          

6.          

7.          

8.          

9.          

10.          

 
                                                 

xiii Instructions for Completing Exhibit V 
Note:  Tab to add additional rows as necessary to complete Exhibit. 
(A) WP Working as a Paralegal – include title, employer’s name, city, and state in Description column. 
(B) WAC Working in Another Capacity in the Legal Field – include title, employer’s name, city, and state in Description column. 
(C) CE Continuing Education – include name of institution and degree program in Description column. 
(D) SE Seeking Employment. 
(E) WAF Working in Another Field – include title, employer’s name, city, and state in Description column. 
(F) UC Unable to Contact. 


