
How to Write a Verbatim
 

1. Introduction:

Date, time, place, individuals involved. (Do not use names or other identifying information.)

The experience should be personal, your own, and current. 

2. Verbatim: 

Sit down as soon as possible after the experience and jot down key words that will help you remember the sequence of the conversation. 

Use a separate paragraph for each communication exchange, which is identified by the initials of the person speaking, and the number of the speech: M1 and P1  (where M is you and P is the other person you are communicating with).  Place non-verbal communications in brackets. Note periods of silence and places where you cannot remember the exact words spoken.


M1: Hello


P1: Howdy 



M2: Got a minute to talk?



P2: Nope, got to go? Maybe later.



M3: [disappointed slouch]  O.K. I will see you later. 

It is understood that you will not be able to remember a conversation word for word, but try to restate what you remember, as best you can.  What you remember is significant regardless of whether it is literally what was said or done.
3. Self-Evaluation

What was on your mind before this interaction? Were you aware of any anxiety or excitement? Was there anything that was unrelated to the experience that may have affected your behavior during this experience? Are there socio-cultural or ethnic factors that influence how you process this verbatim (language, economic, racial or ethnic differences, age, education, etc.)?  What motivated your responses in this particular situation?  Try to recall your feelings.
4. Assignments
Do verbatims of the first situation below and at least two of the others. 
Fast-food drive through.

Disagreement with spouse or close family member.

Relaxing with friend or classmate of the same sex.

Relaxing with a friend or classmate of opposite sex. 

Playing with a child.

Medical consultation (doctor, dentist, nurse, etc)

Ministry situation (counseling, EE presentation, etc.)

