Dr. Henrik Eger, Delaware County Community College (DCCC), heger@dccc.edu
TEXT REPORTS: 
GUIDELINES, ASSIGNMENTS, AND SAMPLE, COM 100


Writing short Text Reports requires the skill of reducing a text to its essence and providing your own perspective in the Response or Analysis section so that you can grow into an even more aware and effective communicator.  These assignments will allow you to demonstrate your familiarity with the assigned texts and provide the opportunity for you to apply the best and most relevant insights from the research into your own communication.  For deadlines and details, see Schedule and list of reading assignments below.  
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PROCEDURE
1. Closely follow the Schedule and each week read, highlight, and annotate the assigned chapters from Steven McCornack’s Reflect and Relate: An Introduction to Interpersonal Communication.
2. For each Text Report assignment, review all the assigned chapters in our textbook, then select two of them from the list of readings below and write a review for those two chapters.  Divide each Text Report into Part A and Part B.   

Part A: Terms, Concepts, and Names: For each of the two chapters, choose what you consider the five most important terms, concepts, or names from the text for a total of TEN terms per Text Report.  Include the most relevant definition or explanation for each word or name in the vocabulary section of your Text Report, demonstrating that you have understood the new concepts.  Then provide a specific Personal Example (PE) that demonstrates your understanding of the term in relation to your own communication processes (see “Text Report” sample).  For both chapters of the “Text Report,” order the words chronologically, not alphabetically.

Part B: Research-based Quotations and Personal Reflections: For each of the two chapters, select five quotations that highlight the main points from our textbook which you consider the most practical and helpful to your interpersonal communication.  Then, accompany each quotation with a few sentences of your own personal reflections, based on one concrete communication example from your own life.  Avoid cryptic, incomplete sentences.  For both chapters of the “Text Report,” order the quotations chronologically, not alphabetically.
3. Text Report Semester Total: 3 assignments, comprised of 6 entries (covering 11 chapters and the Glossary).

FORMAT
1. Use MS Word

2. Use Arial 10, not Times New Roman 12 

3. Single-space the entire document

4. Present chapter titles in quotations

5. Number and boldface terms, concepts, names, and quotations
6. Leave one blank line between each paragraph

7. List all referenced items with the relevant page numbers (see “Text Report” sample)

8. Clearly distinguish between and identify Part A and Part B (see “Text Report” sample below)

ASSIGNMENTS
Text Report #1

Either McC “Interpersonal Communication & Essentials” 1 & 2 (3-77)

or McC, “Perceiving Others & Experiencing & Expressing Emotions” 3 & 4 (79-149)

Text Report #2

Either McC, “Developing Interpersonal Confidence & Listening Actively” 5 & 6 (155-215);

or McC, Comm. “Relationship with Romantic Partners, Family, & Friends” 10 & 11 (329-415);  
Text Report #3

Either McC, “Verbally & Nonverbally” 7 & 8 (217-291)
or McC, “Relationships in the Workplace” 12 and Glossary (417-449, G1-14)
Minimum per assignment: One page, single-spaced, Arial 10, maximum: three pages.

TEXT REPORT TOTAL: 3, covering 11 chapters plus glossary = 15% of your FINAL GRADE
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Text Report: Chapter 13
  [Sample for only one chapter; hereafter, always include two chapter reviews]

Chapter 13: “Conflict in Interpersonal Relationships” (309-32)  

Part A: Terms, Concepts, and Names (McCornack1 and any reliable handbook, library or website)
1. gender and conflict (315): “Men are more apt to withdraw from a conflict situation, often coupled with a denial that anything is wrong, than are women [who] want to get closer to the conflict; they want to talk about it and resolve it” (315).
Personal Example (PE): My girlfriend would frequently pester me to talk about how I felt after an argument, and I never understood why she would not just let things go when I told her that I did not want to talk about these things, especially once the argument was over.  
2. gunnysacking (317): “The practice of storing up grievances so that they maybe unloaded at another time. Often, when one person gunnysacks, the other person gunnysacks [, too]. The result is two people dumping their stored-up grievances on one-another with no real attention to the present problem” (317).
PE: My brother and I would often go months without speaking meaningfully to one another.  And then suddenly, one of us, over a drink at a restaurant, would throw out a laundry-list full of unresolved complaints, some even going back many years.
3. deBono, Edward (319): Critical-thinking pioneer “suggests that in analyzing problems, you use six ‘thinking hats’ as a way of seeking different perspectives. With each hat you look at the problem from a different angle” (319).
PE: I always thought that my view was “the right” view.  However, I now realize that I was basically wearing the same critical hat most of the time.  Waking up one morning in a ditch after three guys attacked me showed me that at least one of my beliefs and violent actions may have been dysfunctional.  From now on, I want to look at the people in my life and my own communication not only from a critical standpoint, but from factual and functional perspectives.  
4. beltlining (325): “One popular, but destructive, face-detracting strategy [. . .] when you hit below [the belt], you can inflict serious injury” (325).
PE: Once, in eighth grade, I inadvertently insulted someone far more than I intended.  While teasing a kid in my class, I made fun of his father, calling the boy’s parent a loser and an alcoholic.  However, I did not know that his father had died only the week before, making my thoughtless teasing far more destructive and callous in its effect.  
5. character attack (327): “Extremely effective in inflicting psychological pain [. . .] the most popular tactic of verbal aggressiveness” (327).
PE: I learned recently that Martin Luther King, Jr. was maligned as a Communist and that documents were faked and distributed by the FBI all over the US to make it sound as though the civil rights leader was subversive and trying to destroy the country.  I realize that the FBI did this in an attempt to discredit his movement by destroying King’s public image as a leader trying to change the country for the better.  
Part B: Research-based Quotations (Q) and Personal Reflections (R)

6. (Q) “Because people are different and will necessarily see things differently, interpersonal conflict is inevitable.  The way you deal with conflict, however, can have both negative and positive effects” (311).


(R)  I always thought that conflict was a bad thing and therefore avoided it.  However, I now realize that conflict can bring into the open something that ought to have been discussed earlier, but was not.  For example, my parents told me that they see me drive a flashy car but that I am not contributing to room and board at home.  At first, I thought they were cruel and non-caring.  However, I then realized that out of this conflict came a bit of growth for me, namely, that I have to make myself an equal partner financially rather than expecting my parents to cover my expenses.  
7. (Q) “In any situation, there will be some inequality.  One person will be higher in the organizational hierarchy, more knowledgeable, or more interpersonally effective” (314).
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(R) I have met people who were ineffective in their communication, but because they were in a position of power as a boss or a president, were able to do things their way.  At my previous job, my boss asked me to clean up afterwards and take out the garbage.  I felt humiliated and quit.  When I could not find a new job, I realized that most people will be asked to do menial tasks.  I also realized that my impulsive response did not help me financially or professionally and I will handle these situations differently in the future.  
8. (Q) “Sometimes people in a relationship become so hurt and angry that they lash out at the other person just to vent their own frustration.  The problem at the center of the conflict [. . .] is merely an excuse to express anger.  Any attempt to resolve this ‘problem’ will be doomed to failure because the problem addressed is not what is causing the conflict.  Instead, the underlying hostility, anger, and frustration need to be addressed” (317).


(R)  My life-mate and I almost broke up over something trivial.  However, the next day we sat down and shared with each other what was really bugging us and we agreed to listen to each other without an automatic response but to pick up the subject a week later.  As a result of this “time out” approach, we managed to clear up some basic misunderstandings and not only saved, but strengthened our relationship.  
9. (Q) “Learn from the conflict and from the process you went through in trying to resolve it. [. . .] Keep the conflict in perspective.  Be careful not to blow it out of proportion to the extent that you begin to define your relationship in terms of conflict.  Avoid the tendency to see disagreement as inevitably leading to major blowups” (321).


(R)  My aunt from out of state came to visit for two weeks.  When we went shopping, for two days in a row, she put all kinds of expensive things that we usually don’t eat into the shopping cart without paying for these items separately.  I then got irritated, insulted her, but then said that we would be happy to have her as a guest, provided she pays for these extra items.  She then shared with us that her Social Security was not coming through until Monday and that she was too embarrassed to tell us about it but that she needed this sugar-free food because she is diabetic.  I realized that instead of telling her off, it would be better in the future to ask people why they are doing certain things rather than coming to a major blowup.  
10. (Q) “One of the most puzzling findings on violence is that many victims interpret it as a sign of love.  For some reason, they see being beaten or verbally abused as a sign that their partner is fully in love with them.  Also, many victims blame themselves for the violence instead of blaming their partners” (323).


(R)  A little while ago, I saw a woman on the Jerry Springer Show who shared how her husband called her names and beat her in front of her children every night.  Her husband then showed up and lunged at her with nasty words before trying to hit her for making up stories.  She cried and was clearly intimidated as he continued to lash out.  When Springer offered to help set her and the children up in a safe house, she refused point blank and said that while she was not happy with the treatment, deep down she knew that he loved her and always would.  

All keywords and quotations in the examples above come from DeVito’s Interpersonal Communication Handbook.  However, please use only McCornack’s Reflect and Relate for your Text Reports in this class.
I may replace the above sample with the best Text Reports of some of my students this semester.  So feel encouraged to go all out: your work and your name might make it onto my website and the Internet.  
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